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The data structure presented here represents a hybrid approach based on best practices identified in OCHA offices around the world and FIS’ experience in providing remote support in emergency settings or other type of support (punctual support during HNO season, long term remote support when lack of in-country resources etc)
The structure below has been adopted/modified from Folder Structure models that can be found on the IM toolbox. 
 The data structure has been adapted to meet the specific needs of FIS. It includes standards both for where data is stored, in what format, and how it is named. 
The primary goals of the folder structure are to:
· Provide a predictable location for datasets, production files, and output products for FIS’ support to country or regional offices
· Help collaboration for remote country support
· Make data and products easy to find
· Avoid breaking data links (such as within MXD files) when data is updated and accessed by multiple users
· Provide a space for working on datasets or products separate from the final location of the output files
· Handle data in multiple formats (Geodatabase, Shapefile, KML, GML, etc.) as well as production files (MXD, DOCX, AI, etc.) and output files (PDF, JPG, etc.)

The Folder Structure
It is difficult to present a data folder structure in a static document. Two tools have been developed to help explain the system:
· A mindmap (shown below)
· A zipped empty folder structure
How to use the empty folder structure
· Folders should only be created if there is a need for them.
· Avoid copy and pasting the empty folder structure, as this will only be confusing, with lots of empty folders to navigate.
· 03_Products folder: in a shared working environment, the access could be restricted to those providing support
Working Directories
Any folder can have a working directory.  It's just a place to make a mess when you are working on something.  When finished, move the file (whether it's data or a product) to its appropriate place and clean out the working folder.  If there are working files you want to keep, put them into a well-named folder and store them in the appropriate Archive folder.


Archiving
Create Archive folders whenever necessary, and only keep relevant and data that is up to date in the corresponding folder.

There should be no date on dataset names.  This allows us to update data files without breaking links to the MXD files. To archive a file using this approach:
1. Give the outdated file a date stamp at the end of the file name.  Use the date it was removed at the end of the file name in yyyymmdd format.
2. Place the outdated file in the co-located ‘archive’ folder.  
3. The new dataset should have the same name and location as the previous (now archived) file.
Any project files referring to this data layer will then automatically use the new layer.  
For example: 
AFG/Data/Boundaries/afg_polbnda_adm1_1m_salb.shp  
is archived on March 13, 2011 as 
AFG/Data/Boundaries/archive/afg_polbnda_adm1_1m_salb_20110313.shp  
The updated file will be named 
AFG/Data/Boundaries/afg_polbnda_adm1_1m_salb.shp




· 
About the Contents of the 01_ISO3_Country _Code Folder
This folder contains all the data and products related files for a given support (support in the context of an emergency, HNO etc).  The standard folders/files in this location are:


	Folder/File
	
	Contents
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	Country specific data (Administrative boundaries, COD datasets when available etc)
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	This is where all data, products etc. are stored for a given emergency/support.
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	Go to this document to find all the relevant websites, data providers etc. for a given emergency/support.
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	IMWG, ICCG, HCT, A&A cell etc. (documents, agendas, action minutes etc.)
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	Datasets which are specific to the emergency/support and that support information products. This is where emergency geodata data should be stored.
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	Production files for information products (Mxd, AI, PBI, PPT)
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	Output files for information products (3W Response Tracking, Assessments, Reference Maps, Snapshots, etc)
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	Resources for OCHA branding: Templates (mxd, docx, dashboards, ai, etc.) Fonts, Icons, Logos, Styles and File and Data Management Conventions
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The mission of the United Nations Office for the Coordination of Humanitarian Affairs (OCHA) is to
Coordinate the global emergency response to save lives and protect people in humanitarian crises.
We advocate for effective and principled humanitarian action by all, for all.
www.unocha.org

United Nations Office for the Coordination of Humanitarian Affairs
www.unocha.org
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