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Standard Operating Procedure

1.
Purpose and description
OCHA xxx Contact Management
The Contact Directory is intended to facilitate communication between organizations by providing the necessary contact coordinates. It includes:

• Organization Name

• Location
• Key staff titles and names, telephone number(s), email

2.
Scope

This policy applies to all OCHA staff to update/ maintain the CO Contact lists and mailing groups.
3.
Responsibilities
Each list is under the responsibility of a list manager, identified in the table in the Annex.

Data for the Contact Directory is obtained by all OCHA staff through coordination meetings, bilateral meetings, email requests and through regular requests to organizations via email and telephone inquiries.

OCHA staff send new contact information to the IMO in charge of the Contact Directory. If appropriate lists/groups are not specified in the request, the IMO replies with suggested lists/groups and gets confirmation before adding new contacts. 

Every three months, the IMO sends a copy of the contact lists to the respective list managers for their review. Their feedback is reflected by the IMO in the contact lists and mailing groups.

In addition to the scheduled review by list managers, the list managers circulate their lists to all the contacts included in those lists (or their assistants in the case of donors and embassies) every other month, to request corrections/additions. Updated lists are shared with the IMO for changes to be reflected in the contact database list, Outlook shared address book, Mailchimp list.
There are also daily adhoc inquiries for contacts to be added and removed, where by contacts are altered in Outlook, Mailchimp, Contact Database, Lotus Notes as well.

The IMO is in charge of maintaining the Outlook shared mailing groups and to ensure daily back-ups of the groups in all platforms.
4.
Procedure
Processing




Dissemination

The Contact Directory should be disseminated without mention of mailing groups through following means:

• Printout and email – upon request
• Email by list managers – to all email addresses on the respective Contact Lists (when sent out for corrections)
• Humanitarianresponse.info

Annex: 
	Mailing Lists (as of xxx)

	Mailing List Name
	Managers
	Description

	xxx
	xxx
	xxx

	
	
	

	
	
	


Contact management overview





XLS/ PDF: formats are prepared for any adhoc handout inquiry and other.





Lotus Notes:





We currently manage all our groups here as well. Email addresses are only added here.











Mailchimp: 





We have mainly one list we manage here. We use MC to send out our campaign messages holding our publications, reports, schedules regular or otherwise.





Outlook:





Global: Contacts are globally synced; currently from Lotus Notes (not sure what strategy is when LN license stops). We have no direct control. When required to update contacts, we apply them from Lotus Notes and changes are replicated to the global list by default syncing time is supposed to be up-to 4 hours.





Shared address book: We can create groups and remove them, manipulate individual contacts. We can’t view in which groups contacts are present in. We send using these groups. We also receive mails here.





OCHA-ETH CO mail account is also managed here. 














Contact Management DB: 





We manage our active contacts here and we label them in which groups they belong. When any modifications are needed we alter them in any way we want here and apply the changes to the other platforms. If we are asked in which groups a contact is present in or to remove him from certain groups or remove him entirely we do it here and make the changes in the other platforms as well. We generate mailing lists here for export.





Other formats are also shared on HR.info and Humanitarian Kiosk.








