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Information Products

Humanitarian Bulletin      
	Description
	Key information source for humanitarian actors and donors on major developments and situation trends.
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	Purpose
	Stands as the main regularly-issued public report. It complements the main advocacy points of a humanitarian situation and substantiates them with data and analysis. 
	

	Frequency
	Monthly: Publication made no later than 10th of every month. 
	

	Audience
	Multiple audiences with different needs. The primary audience includes humanitarian actors in the affected country, humanitarian actors outside the country, OCHA staff outside the country and the donor community.
Other important audiences include national Governments, civil society organizations, affected people, the media, the private sector and the general public at large. 
	

	Focal point
	OCHA CAR Public Information Unit
	

	Format
	All OCHA field offices use the standard Humanitarian Bulletin template. Published in PDF. Language (s): primary French, secondary English. 
	

	Content
	Content to be determined by partners and colleagues to highlight the most important topics of the reporting period in a compelling and data-driven (evidence-based) manner.  


	

	Timeline
	[image: image1.emf]

	Trigger
	A month before publication, the reporting officer sends a message to the internal editorial group and the Inter-Cluster Coordinator soliciting inputs. Follow-up is made by PI section.

	Drafting
	The main responsibility for drafting and editing rests with the office’s reporting focal point, who is meant to work closely with the office’s Information Management Officer on data, graphics and layout. 

	Proofreading
	Initial proofreading by Head of PI. Secondary proofreading by CRD.

	Clearance
	Head of Office

	Distribution
	PI uploads to HR.info, Reliefweb, unocha.org/car, Twitter
PI sends to MailChimp

PI sends to sub-offices for local distribution, communications group and local/international media.
PI sends copies to national authorities, to UNHAS to put in its flights.

	Feedback
	Feedback to ochacar@un.org


Situation Report
	Description
	Concise operation-driven document intended to support the coordination of humanitarian response in an acute crisis. It provides an update on the current needs, the ongoing response and the gaps thereof in any given emergency. 
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	Purpose
	It helps actors directly involved in the humanitarian emergency response to be aware of ongoing work, as well as to inform the wider humanitarian community and other interested stakeholders about developments in the field. It is also used for advocacy and resource mobilization. 
	

	Trigger

Frequency
	It should be used during the acute phase of an emergency (complex emergency or natural disaster). 

The Head of Office is responsible for deciding if an event/humanitarian situation calls for the issuance of a Situation Report.  This decision is made in consultation with the Humanitarian Coordinator and on the advice from the country-based staff and CRD desk officers. 
It should be issued within 24 hours of the onset of the emergency. In the initial phase of the emergency, the Sitrep should be issued every day. As the situation becomes more stable and information changes less frequently, reporting should move to every second or third day and eventually to a weekly basis. Once the emergency response phase has subsided and the Sitrep issuance frequency stabilizes to once per week, the Head of Office would decide when he/she deems appropriate to phase out the Sitrep and settle on the Humanitarian Bulletin. 
 
	

	Audience
	Multiple audiences with different needs. The primary audience includes humanitarian actors in the affected country, humanitarian actors outside the country, OCHA staff outside the country, donors and the media.

Other important audiences include national Governments, civil society organizations, affected people, the media, the private sector and the general public at large.

	

	Focal point
	OCHA CAR Public Information, with contribution from Inter-Cluster Coordination
	

	Format
	The standard templates for OCHA situation reports should be followed in all cases. Templates are available for single-country and regional situation reports. Published in PDF. Language (s): primary French, secondary English. 
	

	Content
	The content should be concise and the style should be a quick and factual account of the situation. The narrative should focus on what has happened during the reporting period. Each cluster reports on the specific needs, response, gaps and constraints in their operational area. 

The main sources of the content are humanitarian partners and actors in the field. They include cluster and sector leads as well as national Government, national and international NGOs, civil society organizations, affected people, parties to the conflict, donors, and the media.

	

	Timeline
	NA

	
	

	Drafting
	The reporting focal point is responsible for compiling the first draft of the Situation Report. The focal point should work closely with the office’s Information Management Officer on data, graphics and layout. He/she should also work closely with the office’s focal points for cluster coordination and public information. 

	Proofing
	Initial proofreading by Head of PI. Secondary proofreading by CRD.

	Clearance
	Head of Office

	Metadata
	NA

	Distribution
	IMU uploads to HR.info, Reliefweb, unocha.org/car. 
IMU sends to MailChimp

PI sends to sub-offices for local distribution, communications group and media., uploads on Twitter
PI sends to copies to national authorities, to UNHAS to put in its flights.

	Feedback
	Feedback to ochacar@un.org


Humanitarian Dashboard
	Description
	Current figures and trends of population targeted by humanitarian assistance/protection programmes, humanitarian financing and in-country cluster objectives.
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	Purpose
	Provides key figures and trends. Shows progress towards cluster objectives
	

	Frequency
	Quarterly: April, July, October (summary of current year-to-date)
	

	Audience
	Public: HC, agencies, donors, government, population, and the media.
	

	Focal point
	  OCHA CAR Inter-Cluster Coordination
	

	Format
	Infographic. A4 Portrait. Prepared in Excel. Published in Adobe Acrobat. Language(s): French 
	

	Content
	HNO: affected population; CMP: displaced persons; UNHCR: refugees; OCHA: number of agencies, financing; and Clusters: cluster objectives
	

	Timeline
	[image: image3.png]23 1 8 1213 14 15 |s
0000000600000000000
Publlsh EN (IMU)
Publlsh FR (IMU)
Clearance (HOO)
Second proof (ICC)
First proof (IMU)

Request to Deadiine for
partners (ICC) data (IMU)





	Trigger
	Three weeks before publication, Inter-Cluster Coordinator sends message to cluster coordinators asking for inputs. Follow-up by Head of IMU with cluster IM focal points and the ICC Coordinator.

	Collection
	Cluster IM focal points are expected to provide inputs to the Head of IMU. The deadline for receipt of data is 7 days before publication. If clusters do not provide data, the Inter-Cluster Coordinator would flag it to the concerned cluster coordinators.

	Drafting
	Product uses a standard template. Drafting and basic analysis are made by IMU.  

	Proofreading
	Initial proofreading by Head of IMU. Secondary proofreading by Inter-Cluster Coordinator

	Clearance
	Head of Office

	Metadata
	File name: CAR_VIZ_YYMMDD_OCHA_Humanitarian_Dashboard_FR

Document name: RCA: OCHA Tableau de bord humanitaire (Jan-16) FR
HR.info tags: Dashboard, OCHA, 

	Distribution
	IMU uploads to HR.info and Reliefweb
IMU sends to distribution list on MailChimp; sends to sub-offices for local distribution
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.
Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting

	Feedback
	Simple feedback survey included as link on document. Feedback to ochacar@un.org 


Humanitarian Snapshot
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	Description
	Analytical document using data to examine a specific humanitarian theme
	

	Purpose
	Support monitoring, advocacy or decision-making on a specific theme
	

	Frequency
	Monthly
	

	Audience
	Public: HC, agencies, donors, government, the media, and the general public at large.

	

	Focal point
	  OCHA CAR Information Management Unit
	 

	Format
	Infographic. A4. Prepared in Adobe Illustrator. Published in Adobe Acrobat. Language(s): French 
	

	Content
	Varies by theme
	

	Timeline
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	Trigger
	Themes are proposed and agreed on at the Editorial meeting. IMU verifies that relevant data are available and could be sourced in time enough to allow for the preparation of an outline by the 15th. Approval of the outline is made on the 20th. A drafting team is formed, including relevant OCHA staff involved in information collection and analysis.

	Collection
	IMU has overall responsibility for managing and processing data. Other units will provide support as required.

	Drafting
	The drafting team conducts analysis, working with other partners or experts as required  

	Proofreading
	Initial proofreading by IMU, focusing on data consistency. Secondary proofreading by other members of the drafting team.

	Clearance
	Head of Office

	Metadata
	File name: CAR_VIZ_YYMMDD_OCHA_Humanitarian_Snapshot

Document name: RCA: OCHA Aperçu humanitaire (Jan-16) FR

HR.info tags: Snapshot, OCHA, 

	Distribution
	IMU uploads to HR.info.
IMU submits to Reliefweb (maps@reliefweb.int): 

IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	Simple feedback survey included as link on document. Feedback to ochacar@un.org


Humanitarian Snapshot: Access

	Description
	Location of security incidents and humanitarian access constraints. Trends of security incidents over time.
	 SHAPE  \* MERGEFORMAT 




	Purpose
	Support monitoring, advocacy or decision-making on humanitarian access
	

	Frequency
	Quarterly
	

	Audience
	Public: HC, agencies, donors, government, the media, and the public at large.
	

	Focal point
	  OCHA CAR CmCoord
	

	Format
	Infographic. A4. Prepared in Adobe Illustrator. Published in Adobe Acrobat. Language(s): French 
	

	Content
	Varies by theme
	

	Timeline
	 SHAPE  \* MERGEFORMAT 




	
	

	
	

	Trigger
	Themes are proposed and agreed on at the Editorial meeting. IMU verifies that relevant data are available and could be sourced in time enough to allow for the preparation an outline by the 15th. Approval of the outline is made on the 20th. A drafting team is formed, including relevant OCHA staff involved in information collection and analysis.

	Collection
	IMU has overall responsibility for managing and processing data in collaboration with CmCoord officer. Other units will provide support as required.

	Drafting
	The drafting team conducts analysis, working with other partners or experts as required  

	Proofreading
	Initial proofreading by IMU, focusing data consistency. Secondary proofreading by other members of the drafting team.

	Clearance
	Head of Office

	Metadata
	File name: CAR_VIZ_YYMMDD_OCHA_Humanitarian_Access_FR

Document name: RCA: Accès humanitaire (Jan-16) FR

HR.info tags: Snapshot, OCHA, 

	Distribution
	IMU uploads to HR.info.

IMU submits to Reliefweb (maps@reliefweb.int): 

IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	Simple feedback survey included as link on document. Feedback to ochacar@un.org


Funding Update

	Description
	The FTS_Update, a one-pager product showing the CAR humanitarian funding status. 
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	Purpose
	Provides key figures and trends. Shows humanitarian funding progress within and across clusters. 
	

	Frequency
	Monthly
	

	Audience
	Public: HC, agencies, donors, government, the media, and the general public at large. 
	

	Focal point
	  OCHA CAR Information Management Unit
	

	Format
	Infographic. A4 Portrait. Prepared in Excel. Published in Adobe Acrobat. Language(s): French 
	

	Content
	Financing, donors, recipient organizations
	

	Timeline
	Automatically generated

	Trigger
	When needed

	Collection
	FTS database

	Drafting
	Basic analysis by IMU.

	Proofreading
	Proofreading by Head of IMU. 

	Clearance
	Head of Office

	Metadata
	File name: CAR_FUND-yymmdd_OCHA_Funding_update_FR

Document name: RCA: OCHA Graphique de financement (Jan-16) FR

HR.info tags: Funding Graphic, OCHA, 

	Distribution
	IMU uploads to HR.info and Reliefweb 

IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution
PI uploads on Twitter.
Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting

	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


 HF Dashboard

	Description
	Funding product, a one pager product on the CHF allocation in CAR
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	Purpose
	It provides detailed funding information on funding received and allocated over the years, as well as overall contributions by donors. It also provides information for the current year on allocations to clusters by geographical areas and according to the gender marker
	

	Frequency
	Annual and ad hoc
	

	Audience
	The general public, with special emphasis on donors and the HCT
	

	Focal point
	  OCHA CAR Humanitarian Fund Unit
	

	Format
	Infographic. A4 Landscape. Prepared in Excel. Published in Adobe Acrobat. Language(s): French
	

	Content
	This product is developed with data from the HF section
	

	
	

	Trigger
	One month before the production of the product, the HFU sends an alert message to the IMU

	Collection
	GMS, MPTF data

	Drafting
	Humanitarian Fund Unit

	Proofreading
	Humanitarian Fund Unit and IMU

	Clearance
	This tool is reviewed and cleared by the CHF Technical Secretariat unit and the Head of Office.



	Metadata
	File name: CAR_FUND_YYMMDD_OCHA_CHF_Dashboard_FR

Document name: RCA: OCHA Tableau de bord CHF (Jan-16) FR

HR.info tags: Funding graphic, OCHA,



	Distribution
	IMU uploads to HR.info and Reliefweb 

IMU sends to global distribution list on MailChimp

HFU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	ochacar@un.org


HF Bulletin

	Description
	A two-pager product focusing on the CHF CAR quarterly activities. It gives details on contributions for the ongoing financial year, funding allocations by province, by implementing partner, by cluster, and by type of organization. It also provides monitoring and reporting information; summary of beneficiaries targeted, and details on the use of the gender marker by cluster.
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	Purpose
	Provides detailed funding information on funding received and allocated over the quarter.
	

	Frequency
	Quarterly

	

	Audience
	This is aimed at the general public, with special emphasis on donors and the HCT


	

	Focal point
	  OCHA CAR Humanitarian Fund Unit
	

	Format
	Adobe Indesign, Language(s): primary French, secondary English
	

	Content
	This product is developed with data provided by the HF Technical Secretariat.
	

	Timeline
	[image: image7.emf]

	
	

	Collection
	GMS, MPTF data

	Drafting
	Humanitarian Fund Unit and IMU

	Proofreading
	Humanitarian Fund Unit and Public Information

	Clearance
	HoO

	
	

	Distribution
	IMU uploads to HR.info and Reliefweb 

IMU sends to global distribution list on MailChimp

HFU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	ochacar@un.org


HF Annual Report

	Description
	An annual report of the HFU CAR activities. Contains the HF dashboard. It gives details on the allocation strategy and results of the year, performance of the Fund, results by cluster, as well as lessons learned and way forward
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	Purpose
	Provides detailed funding information on funding received and allocated over the year.
	

	Frequency
	Annual

	

	Audience
	This is aimed at the general public, with special emphasis on donors and the HCT


	

	Focal point
	  OCHA CAR Humanitarian Fund Unit
	

	Format
	Adobe Indesign 
	

	
	
	

	Content
Timeline
	Annual activities of the Humanitarian Fund
[image: image9.emf]

	

	Trigger
	One month before the production of the report, the HFU sends an alert message to the IMU

	
	

	Collection
	GMS, MPTF data and Humanitarian Fund annual information

	Drafting
	Humanitarian Fund Unit and info graphic support from the IMU

	Proofreading
	Public Information

	Clearance
	HoO, Humanitarian Coordinator and FCS

	
	

	Distribution
	IMU uploads to HR.info and Reliefweb 

IMU sends to global distribution list on MailChimp

HFU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	ochacar@un.org


3W Operational Presence

	Description
	This four-page product provides an overview of the operational presence of partners in the country.
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	Purpose
	Provides a comprehensive picture, by prefecture, on who is doing what and where.
	

	Frequency
	Quarterly
	

	Audience
	Public: HC, agencies, donors, government, the media and the general public at large.
	

	Focal point
	  OCHA CAR Information Management Unit
	

	Format
	Infographic. A4 Portrait. Prepared in Excel, Adobe and PowerBI. Published in Adobe Acrobat. Language(s): French
	

	Content
	Clusters, agencies
	

	Timeline
	[image: image10.emf]

	Trigger
	IMU sends a message to clusters’ IMO

	Collection
	Clusters, sub-offices and Humanitarian Fund

	Drafting
	Filling the template and the product is generated 

	Proofreading
	Initial proofreading by Head of IMU and secondary proofreading by clusters’ IMO 

	Clearance
	Head of Office

	Metadata
	File name: CAR_3W-yymmdd_OCHA_Presence_humanitaire_FR

Document name: RCA: OCHA Présence opérationnelle (Jan-16) FR

HR.info tags: Présence opérationnelle, OCHA, 

	Distribution
	IMU uploads to HR.info and Reliefweb 

IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


3W: Who has a Sub-office where

	Description
	A one-pager product which provides a picture of the physical presence of sub-offices/bases in the field.
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	Purpose
	Provides information of the agencies’ deployment in the field.
	

	Frequency
	According to changes
	

	Audience
	Public: HC, agencies, donors, government, the media and the general public at large.
	

	Focal point
	  OCHA CAR Information Management Unit
	

	Format
	Infographic. A4 Portrait. Prepared in Illustrator. Published in Adobe Acrobat. Language(s): French
	

	Content
	Agencies
	

	Timeline
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	Trigger
	IMU sends a message to OCHA field’s IMO and CCO coordinator

	Collection
	Field IMO, CCO

	Drafting
	Drafted by IMU

	Proofreading
	Initial proofreading by Head of IMU and secondary proofreading by OCHA field’s IM and CCO

	Clearance
	Head of Office

	Metadata
	File name: CAR_3W-yymmdd_OCHA_3W_FR

Document name: RCA: OCHA 3W (Jan-16) FR

HR.info tags: 3W, OCHA, 

	Distribution
	IMU uploads to HR.info and Reliefweb 

IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting
PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


Reference Maps and Thematic Maps

	Description
	The reference and thematic maps provide all essential baseline information regarding administrative boundaries transportation, hydrology, vegetation, schools, health structure and other relevant information of the country, prefecture, sub-prefecture and town, and thematic data
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	Purpose
	Provides information of the countries administrative data and infrastructure, as well as thematic analysis
	

	Frequency
	According to changes
	

	Audience
	Public: HC, agencies, donors, government, the media and the general public at large.
	

	Focal point
	  OCHA CAR Information Management Unit
	

	Format
	Prepared in ArcGIS and Illustrator. Published in Adobe Acrobat. Language(s): French 
	

	Content
	Common Operational Datasets and thematic data
	

	Collection
	IMWG, partners, government

	Drafting
	Drafted by IMU

	Proofreading
	Initial proofreading by Head of IMU and secondary proofreading by client

	Clearance
	Head of Office

	Distribution
	IMU uploads to HR.info and Reliefweb 

IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution

PI sends to copies to national authorities, to UNHAS to put in its flights, uploads on Twitter.

	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


Meeting Calendar

	Description
	A Two-page product which provides an overview of all meetings scheduled in a month

	

	Purpose
	Provides information on meeting venues, timing and focal points
	

	Frequency
	Monthly
	

	Audience
	Public: HC, agencies, donors, government
	

	Format
	Infographic. A4 Portrait. Prepared in Excel. Published in Adobe Acrobat. Language(s): French
Online events on humanitarianresponse.info
	

	Focal point
	  OCHA CAR Inter-Cluster Coordination
	

	Content
	Forums, clusters meetings
	

	Timeline
	[image: image12.emf]

	Trigger
	IMU sends a message to OCHA Coordination Unit

	Collection
	Clusters and All OCHA sections

	Drafting
	Drafted by IMU

	Proofreading
	Initial proofreading by IMU and secondary proofreading by Coordination Unit

	Clearance
	Head of Office

	Metadata
	File name: CAR_CALENDAR-yymmdd_OCHA_calendrier des réunions_FR

Document name: RCA: OCHA Calendrier des réunions (Jan-16) FR

HR.info tags: Calendrier, OCHA, 

	Distribution
	IMU uploads to HR.info 
IMU sends to sub-offices for local distribution



	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


Weekly Humanitarian Snapshot

	Description
	A two-page document which provides weekly highlights of the humanitarian situation per zone

	

	Purpose
	Provides analytical information on the humanitarian situation in the field
	

	Frequency
	Weekly
	

	Audience
	Public: HC, agencies, donors, government, the media, and the general public at large.
	

	Focal point
	  OCHA CAR Field Coordination
	

	Format
	Infographic. A4 Portrait. Prepared in word and ArcGIS. Published in Adobe Acrobat. Language(s): French
	

	Content
	Humanitarian situations
	

	Timeline
	Produced on Monday and shared on Tuesday

	Collection
	OCHA Sub offices

	Drafting
	Drafted by Coordination 

	Proofreading
	Proofreading by Coordination Unit and Public Information

	Clearance
	Head of Office

	Metadata
	File name: CAR_VIZ-yymmdd_OCHA_Aprerçu humanitaire hebdomadaire FR
Document name: RCA: OCHA Aperçu humanitaire hebdomadaire (Jan-16) FR

HR.info tags: Snapshot, OCHA, 

	Distribution
	IMU uploads to HR.info and Reliefweb 
IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution

Head of Office presents at next weekly humanitarian forum meeting

ICC Coordinator presents at next inter-cluster coordination meeting

	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


Sub-Prefecture Humanitarian Profile

	Description
	This product provides information based on the sub-prefecture humanitarian context, Partners in sectors, humanitarian access, movements of populations, activities and main response, and the coordination mechanisms in the sub-prefecture.


	

	Purpose
	This two-page product provides an overview of the humanitarian situation and profile of the sub-prefecture.
	

	Frequency
	Quarterly
	

	Audience
	Public: It is destined for public consumption, with special focus on the Humanitarian Coordinator, donors, the HCT, UNCT, and humanitarian community.
	

	Focal point
	  OCHA CAR Field Coordination
	

	Format
	Infographic. A4 Portrait. Published in Adobe Acrobat. Language(s): French
	

	Content
	Sub-prefecture humanitarian information
	

	Collection
	OCHA sub-offices. An MOU has been signed between OCHA and the NGO Coordination Forum (CCO) for the data collection about areas where OCHA does not have presence.  

	Drafting
	This product is developed by sub offices, supported by Bangui.

	Proofreading
	Proofreading by IMU and Public Information

	Clearance
	This product is sent to field offices and the CCO for review before dissemination. The Head of Office, the coordination section clears it for publication

	Distribution
	IMU uploads to HR.info and Reliefweb 
IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution
PI uploads on Twitter.


	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


Offered Services Snapshot


	Description
	The product gives a summary of products and services offered by OCHA to the humanitarian community within a defined period

	

	Purpose
	Provides analytical information on services given to partners
	

	Frequency
	Half-yearly
	

	Audience
	Public: HC, agencies, donors, government, the media and the general public at large.
	

	Focal point
	  OCHA CAR Information Management Unit
	

	Format
	Infographic. A4 Portrait. Prepared in Excel, Illsutrator and ArcGIS. Published in Adobe Acrobat. Language(s): French
	

	Content
	Services rendered
	

	Collection
	Printing Database

	Drafting
	Drafted by IMU

	Proofreading
	Proofreading by IM Unit

	Clearance
	Head of Office

	Metadata
	File name: CAR_VIZ-yymmdd_OCHA_Services rendus_FR

Document name: RCA: OCHA services rendus (Jan-16) FR

HR.info tags: Snapshot, OCHA, 

	Distribution
	IMU uploads to HR.info and Reliefweb 
IMU sends to global distribution list on MailChimp

IMU sends to sub-offices for local distribution

PI uploads on Twitter.


	Feedback
	Simple feedback survey included as link on document

Feedback to ochacar@un.org


Humanitarian Needs Overview

	Description
	The HNO document describes the impact of the humanitarian crisis, provides and explains an estimate of affected population, analyses their situation and gives an overview of the operational environment.
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	Purpose
	It supports the HCT in developing a shared understanding of the impact and evolution of a crisis and informs strategic response planning. This ensures that credible evidence and a joint analysis of needs underpins an effective and targeted humanitarian response. The development of a humanitarian needs overview is a step in the implementation of the humanitarian programme cycle which support the response analysis conducted for the strategic response planning. 


	

	Frequency
	Bi-annual, in preparation of the Humanitarian Response Plan and an update mid-year
 
	

	Audience
	Multiple audiences with different needs. The primary audience includes humanitarian actors in country, humanitarian actors outside the country, OCHA staff outside the country, donors and the media.

Other important audiences include the national Government, civil society organizations, affected people, the private sector and the general public at large.

	

	Focal point
	OCHA CAR Inter-Cluster Coordination and Information Management Unit
	

	Format
	Global standard template. Published in PDF. Language (s): primary French, secondary English. 
	

	Content
	Data and narrative describing the needs and priorities for CAR for the coming year, based on the current and projected humanitarian situation

	

	Timeline
	NA

	
	

	Drafting
	The Inter-Cluster Coordination and the Information Management Unit are responsible for compiling the draft. 

	Proofreading
	Initial proofreading by Management. Secondary proofreading by Head of PI.

	Clearance
	Head of Office, Humanitarian Coordinator

	Distribution
	IMU uploads to HR.info, Reliefweb, unocha.org/car. 
IMU sends to MailChimp

PI sends to sub-offices for local distribution, communications group and media, uploads on Twitter.

	Feedback
	Feedback to ochacar@un.org


Humanitarian Response Plan

	Description
	A humanitarian response plan is prepared for a protracted or sudden onset emergency that requires international humanitarian assistance. The plan articulates the shared vision of how to respond to the assessed and expressed needs of the affected population.
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	Purpose
	The response planning stage of the humanitarian programme cycle (HPC) is sparked when needs require a joint response.  The strategic response plan is a response management tool for country-based decision makers, primarily the humanitarian coordinator (HC) and humanitarian country team (HCT), but also agency and non-governmental organization directors, managers and cluster coordinators. Its purpose is to support strategic decision making based on solid analysis of the needs and concerns of the affected people.
	

	Frequency
	Annual

 
	

	Audience
	Multiple audiences with different needs. The primary audience includes humanitarian actors in country, humanitarian actors outside the country, OCHA staff outside the country, donors and the media.

Other important audiences include the national Government, civil society organizations, affected people, the private sector and the general public at large.

	

	Focal point
	OCHA CAR Inter-Cluster Coordination 
	

	Format
	Global standard template. Published in PDF. Language (s): primary French, secondary English. 
	

	Content
	Planned activities and targets of the humanitarian community in CAR for the coming year(s)

	

	Timeline
	NA

	
	

	Drafting
	The Inter-Cluster Coordination is responsible for compiling the draft. 

	Proofreading
	Initial proofreading by Management. Secondary proofreading by Head of PI.

	Clearance
	Head of Office, Humanitarian Coordinator

	Distribution
	IMU uploads to HR.info, Reliefweb, unocha.org/car. 
IMU sends to MailChimp

PI sends to sub-offices for local distribution, communications group and media, uploads on Twitter.

	Feedback
	Feedback to ochacar@un.org


Periodic Monitoring Report
	Description
	The Periodic Monitoring Report presents the progress made toward strategic and cluster objectives, reports on funding received, identifies challenges and provides recommendations on corrective action.   
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	Purpose
	The PMR, a key response monitoring reporting tool, is meant to lay out the evidence on how the humanitarian response is going, and to provide clear recommendations to the Humanitarian Coordinator (HC) and Humanitarian Country Team (HCT) to take action, where necessary.
	

	Frequency
	Biannual
 
	

	Audience
	Multiple audiences with different needs. The primary audience includes humanitarian actors in country, humanitarian actors outside the country, OCHA staff outside the country, donors and the media.

Other important audiences include the national Government, civil society organizations, affected people, the private sector and the general public at large.

	

	Focal point
	OCHA CAR Inter-Cluster Coordination 
	

	Format
	Global standard template. Published in PDF. Language (s): primary French, secondary English. 
	

	Content
	Progress narrative and data of the clusters against the indicators defined during the planning process, as well as challenges, gaps and actions to be taken.

	

	Timeline
	NA

	
	

	Drafting
	The Inter-Cluster Coordination is responsible for compiling the draft. 

	Proofreading
	Initial proofreading by Management. Secondary proofreading by Head of PI.

	Clearance
	Head of Office, Humanitarian Coordinator

	Distribution
	IMU uploads to HR.info, Reliefweb, unocha.org/car. 
IMU sends to MailChimp

PI sends to sub-offices for local distribution, communications group and media, uploads on Twitter.

	Feedback
	Feedback to ochacar@un.org


Information Services

Contact Management
	Description
	Humanitarian contact lists of partners by organization, location, function, etc. 
	

	Purpose
	Provides up-to-date contact lists to humanitarian partners
	

	Frequency
	Updated continuously. Checked weekly.
	

	Audience
	HC, agencies, donors, and government
	

	Format
	Online, PDF and hard-copies. Language(s): French and English published concurrently
Online on HiD
	

	Focal point
	  OCHA CAR Information Management Unit
	

	Content
	Contact information (name, organization, job title, email address, phone number, location)
	

	Timeline
	Separate SOP under development

	Trigger
	Updated whenever new staff enters the country, leaves or changes their post   

	Collection
	Separate SOP under development

	Drafting
	Not applicable  

	Proofreading
	N/A  

	Clearance
	none


	Distribution
	Automatically through HiD
Hard-copies in meetings 

Links to filtered search or PDF in MailChimp distribution list  

	Feedback
	Simple feedback survey included as link on PDF document

Feedback to ochacar@un.org


CAR.humanitarianresponse.info 

	Description
	Information sharing and coordination platform for the humanitarian community
	

	Purpose
	Provides operational information adapted to the country specific context
	

	Frequency
	Updated continuously. Checked weekly.
	

	Audience
	Public: HC, agencies, donors, government, the media, and the general public at large.
	

	Focal point
	       OCHA CAR Information Management Unit
	

	Format
	Online. Language(s): French and English published concurrently
	

	Content
	Upcoming meetings, contacts, documents, assessments, maps
	

	Location
	http://car.humanitarianresponse.info

	Management
	(Cluster IM) focal points are expected to keep their pages up-to-date. OCHA oversees and maintains all other pages (front page, thematic pages such as IMWG, etc.).

	Quality Control
	The IMU is responsible for maintaining the site and updating the content if and when needed. 

	Promotion
	Links includes in email signatures of all staff (IMU)

  

	Feedback
	Feedback to ochacar@un.org


 Assessment Registry
	Description
	List of assessments conducted in the country, with information about those assessments
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	Purpose
	Partners planning an assessment or activities in a specific location and sector are able to see which partners have already conducted assessments relevant to them and use the results for their own planning purposes.
	

	Frequency
	Updated continuously. 
	

	Audience
	Public: HC, agencies, donors, government, the media, and the general public at large.
	

	Focal point
	       OCHA CAR Inter-Cluster Coordination
	

	Format
	Online. 
	

	Content
	List of assessments with related metadata
	

	Location
	https://www.humanitarianresponse.info/en/operations/central-african-republic/assessments

	Management
	RRM maintains assessments directly on the page themselves. OCHA CAR Inter-Cluster Coordination sends requests to the clusters with compatible Excel template to provide the latest update of the registry. The IMU publishes the inputs on humanitarianresponse.info

	Quality Control
	Inter-Cluster Coordination is responsible to ensure that the page is up to date 

	Feedback
	Feedback to ochacar@un.org


UNOCHA.ORG/CAR
	Description
	OCHA corporate website.
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	Purpose
	While HR.info is the repository for all information products related to Ethiopia, including those released by partners for public consumption, the UNOCHA website is designed to contain OCHA products and those produced on behalf of the humanitarian community. 
	

	Frequency
	Updated continuously. 
	

	Audience
	Public: HC, agencies, donors, government, the media, and the general public at large.
	

	Focal point
	       OCHA CAR Information Management Unit
	

	Format
	Online. 
	

	Content
	OCHA information products
	

	Location
	https://www.unocha.org/car

	Management
	Static content is maintained by the IMU. Dynamic content from ReliefWeb.

	Quality Control
	The IMU is responsible to ensure that the page is up to date 

	Feedback
	Feedback to ochacar@un.org


Social Media

	Description
	OCHA CAR corporate Twitter page.
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	Purpose
	Aims to provide a snapshot of and links/photos to the latest developments and products focusing on the humanitarian context in CAR.
	

	Frequency
	Updated continuously. 
	

	Audience
	Public: HC, agencies, donors, government, the media, and the general public at large.
	

	Focal point
	       OCHA CAR Public Information
	

	Format
	Online. 
	

	Content
	OCHA Products and messaging, as well as retweets of partners’ products and messages related to humanitarian affairs and events that highlight humanitarian needs both globally and at country-level.
	

	Location
	https://twitter.com/OCHA_CAR

	Management
	Public Information maintains the account

	Quality Control
	Public Information and Management

	Feedback
	Feedback to ochacar@un.org
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