Standard Operating Procedure (SOP)

Facilitation of Humanitarian Relief Cargo Clearance,
Coordination and Dispatch for Flood Response
Operations

Note

This Standard Operating Procedure (SOP) is intended to provide practical guidance to
humanitarian partners supporting Rasuwa Bhotekoshi flood response operations. It
summarizes operational arrangements and decisions communicated by the Government
of Nepal and relevant authorities. It does not replace national laws, customs regulations,
existing agreements between humanitarian organizations and the Government of Nepal, or
organization-specific procedures, mandates, privileges, or immunities.

1. Purpose

This Standard Operating Procedure (SOP) establishes the procedure for the reception,
temporary storage, handling, coordination, and dispatch of international humanitarian
relief cargo arriving in Nepal during disaster response operations. It aims to ensure the
timely, accountable, and coordinated delivery of humanitarian assistance to affected
populations.

2. Scope

This procedure applies to:

e International humanitarian relief cargo arriving in Nepal by air.

e Relief items provided by foreign governments, United Nations agencies, Red Cross/Red
Crescent Movement, NGOs, INGOs, donors, and humanitarian partners.

e Cargo received, temporarily stored, handled and transited through designated
Humanitarian Staging Areas (HSA) and government-managed emergency warehouses
(with exceptions as noted below).

e The dispatch and distribution of relief items to disaster-affected areas within Nepal.

3. Guiding Principles

e Humanitarian imperative and principles
National leadership and coordination



e Timeliness and efficiency

e Accountability and transparency

e Complementarity among humanitarian actors

e Support to affected populations based on assessed needs

4. Roles and Responsibilities

4.1 Government/ NDRRMA

The Nepal Disaster Risk Reduction and Management Authority (NDRRMA) and the

Government of Nepal shall:

e Coordinate the overall management of incoming international humanitarian relief
assistance.

e Coordinate with the concerned security agencies to facilitate scheduled flights of
manned (helicopters) and unmanned aerial vehicles (cargo drones)

e Facilitate reception, clearance, temporary storage, and onward movement of
humanitarian cargo through designated channels.

e Designate and manage Humanitarian Staging Areas (HSAs) and emergency warehouse
facilities.

e Coordinate the dispatch and onward movement of relief items to affected districts and
local governments.

e Authorize the release and handover of emergency relief supplies from government
emergency warehouses where applicable.

e Maintain oversight, monitoring, reporting, and accountability mechanisms.

e Coordinate with humanitarian partners regarding transport and distribution
arrangements.

e Ensure assistance is aligned with national priorities and assessed humanitarian needs.

Note: The National Disaster Risk Reduction and Management Executive Committee has
approved provisions allowing emergency warehouse supplies to be handed over to United
Nations agencies, the Red Cross Society, and community hospitals during disaster
situations through directives of the competent authority.

4.2 United Nations Agencies, IFRC, Red Cross Movement, NGOs and INGOs

Humanitarian organizations shall:

e Receive, transport, store, and distribute humanitarian relief items in coordination with
all relevant authorities

e Coordinate planned distributions with concerned District Disaster Management
Committees (DDMCs) chaired by Chief District Officer (CDO) and Local Disaster
Management Committees (LDMCs) chaired by mayor/chairperson of municipalities.

e Maintain proper records of received, dispatched, and distributed relief items and cargo.

e Ensure transparent and accountable use of humanitarian resources.

e Provide cargo tracking and distribution information upon request.

e Submitdistribution and utilization reports to the designated government authority,
except as otherwise provided below.



e Adhere to national laws, humanitarian principles, and established coordination
mechanisms.

4.3 Special Provision for UN Agencies IFRC and Red Cross Movement

The following organizations may operate under existing legal and diplomatic arrangements
established with the Government of Nepal:

e United Nations agencies

e International Federation of Red Cross and Red Crescent Societies (IFRC)

e International Committee of the Red Cross (ICRC)

These organizations shall receive, manage, transport and disseminate humanitarian relief
cargo in accordance with their respective agreements. They shall be entitled to the
facilitation and exemptions set out in those agreements, whose provisions shall prevailin
case of any inconsistency with this SOP. All are fully committed to coordinate closely with
relevant authorities, including the NDRRMA. Their reporting shall also be as set out on
those separate agreements with the intention to promote transparency.

Additionally, during disasters, emergency warehouse supplies may be handed over to
United Nations agencies, the Nepal Red Cross Society, and community hospitals for
distribution in affected areas as agreed with them and the competent authority.

5. Operational Process

Phase 1: Pre-Arrival Coordination

Humanitarian partners are encouraged to initiate coordination with relevant government
authorities and response coordination mechanisms prior to the shipment of relief
commodities. This should include sharing anticipated cargo details, shipment schedules,
documentation requirements, and consultation with NDRRMA/MOFA/MOF regarding
priority needs, response gaps, and planned destinations. Early coordination helps ensure
that incoming assistance is alighed with identified needs and facilitates efficient arrival,
clearance, and onward dispatch arrangements.

Phase 2: Arrival and Reception

1. Humanitarian relief cargo arrives at Tribhuvan International Airport, Kathmandu.

2. Cargo documentation and shipment information are submitted to the relevant
authorities for processing and coordination.

3. Consignments are identified, registered, and categorized based on cargo type and
intended destination.

4. Coordinated arrangements are initiated to facilitate cargo handling, customs
processing, and transfer to the Humanitarian Staging Area.’

"The IFRC and Nepal Red Cross have arrangements alternative to the Humanitarian Staging Area.



Phase 3: Transfer to Humanitarian Staging Area (HSA)?

1. Cargo is transferred from the airport to the designated Humanitarian Staging Area.
2. Cargois unloaded and registered in the digital inventory system.

3. Inventory records are established.

4. Temporary storage arrangements are made.

Phase 4: Allocation and Coordination

Needs verification and coordination should commence as early as possible, preferably
prior to the shipment of relief commodities from the country of origin, and continue
throughout the importation, reception, clearance, staging, and dispatch process.
Humanitarian partners are encouraged to engage with NDRRMA and relevant local
authorities to ensure that assistance is aligned with verified needs, identified response
gaps, and evolving operational priorities.

For UN Agencies / IFRC / Red Cross

e (Cargo may be released directly to the respective organization or agency.
e The receptive organizations arrange transport and distribution.
e Distribution is coordinated with the concerned local disaster management structures.

For NGOs and INGOs

e Cargo dispatch plans are coordinated through NDRRMA.

e Destinations and intended beneficiaries are identified through local government-
District administration office and NDRRMA.

e Transport arrangements are confirmed prior to dispatch.

For Government Emergency Warehouse Stocks

o NDRRMA may authorize the release of relief items to:
o UN agencies
o Red Cross organizations
o Community hospitals
in accordance with approved disaster response arrangements.

Phase 5: Transportation to Affected Areas

Dispatch plan is approved.

Cargo is loaded onto transport vehicles.
Waybills and cargo manifests are prepared.
Cargo is dispatched to affected districts.
Proper digital records are maintained.

Local authorities are informed prior to arrival.

ZEN o

2This provision does not apply to the IFRC, Nepal Red Cross or ICRC:



Phase 6: Operational Coordination, Security and Information Sharing

1.

Humanitarian partners are encouraged to maintain continuous coordination with
district authorities, security agencies, and relevant government counterparts
throughout the planning, transportation, and distribution process.

Where drones or other specialized operational assets are utilized in support of
humanitarian activities, organizations should coordinate planned operations with the
concerned Chief District Officer (CDO) and relevant authorities in advance. A regular
operational schedule should be shared, where applicable, to facilitate coordination and
avoid operational conflicts.

Humanitarian organizations utilizing common logistics services coordinated through
WEFP and Logistics Cluster partners are encouraged to maintain regular communication
with the concerned CDO offices and local authorities to support smooth
implementation of relief operations.

Any security-related incidents, constraints, concerns, or developments that may affect
humanitarian operations by the UN should be communicated promptly through the
appropriate organizational security channels and relevant UNDSS focal points, in
accordance with established security management procedures.

Humanitarian partners are encouraged to foster constructive working relationships with
local authorities, security agencies, and response partners operating in affected areas,
recognizing that all stakeholders share the common objective of supporting disaster-
affected populations.

Timely information sharing and effective coordination among humanitarian
organizations, local authorities, security agencies, and government counterparts
remain essential to facilitating efficient and accountable delivery of humanitarian
assistance.

Phase 7: Distribution and Reporting

S e

Relief items are distributed to affected populations.
Distribution is coordinated with DDMC and LDMC.
Beneficiary records are maintained in a digital format.
Distribution reports are maintained for internal audit.
Lessons learned and post-distribution monitoring conducted.



6. Process Flow Diagram (Humanitarian Relief Cargo Processing & Dispatch
Flowchart)®

Pre-Arrival Arrival at TIA Customs Humanitarian
Coordination Clearance Staging Area

Transport Operational
NDRRMA Arrangement (Own Coordination and Dispatch to
Authorization /WFP / Logistics Security Affected Areas
Cluster) Management

Distribution &
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Needs Verification and Coordination
(Local authorities - DAO -NDRRMA - Humanitarian Partners)
Continuous Process from Shipment Planning to Final Distribution

7. Reporting Requirements

All recipient organizations shall:

e Maintain cargo receipt records.

e Maintain dispatch and delivery records.

e Maintain and ensure internal audit of distribution reports.

e Provide information on remaining stock balances when requested.

e Cooperate with monitoring and accountability requirements established by NDRRMA.

3 Steps 4,5, and 7 do not apply to the IFRC or Nepal red Cross due to their alternative arrangements with the
authorities.



Annex 1: - Cargo Prioritization to hard-to-reach locations

Cargo prioritization to hard-to-reach locations

17 September 2026

‘tﬁ Proposed prioritization for last-mile airlift

* Based on needs — not requests.
* Align with the priority needs developed by the ICCG/HCT, government priorities, and the Logistics Cluster SOPs.

1 Access status 2 Relief Item type 3 Stock situation

Highest — lowest priority Highest — lowest priority Highest — lowest priority

+ Air-only wards with no working market - Essential medicines, water purification + Stock-out reported by ward and municipality
+ Wards reachable by porter or rope crossing + Ready-to-eat and staple food * Replenishment of running-low stock

+ Road-accessible sites: use road, not air * NFls + Prepositioning

OO uideli If there is a dispute
=i Guidelines for partners q P

Follow government relief-item guidance; no unsolicited goods. The relevant cluster co-leads are consulted and agree a solution.
Request via the Logistics Cluster per its SOPs.

Inter-cluster coordination group will continue reviewing needs on a
regular basis to inform cargo prioritization.

Pre-pack helicopter-sized loads, labelled by destination ward/community.
Plan around weather: poor flying conditions cut capacity.




Annex 2: - Contact List of Focal Point

For NDRRMA
Goma Devi Dhakal Poudel (Under Secretary) 9841627439
Sandeepa Khadka (Section Officer) 9841406790

From WFP (HSA)
Shraddha Bhattari 9841879222
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