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Introduction 
Background 

When a disaster or conflict strikes, OCHA Country and Field Offices host incoming IM colleagues, who provide 

much-needed support to augment the existing country IM Team. However, some incoming IMOs may have 

insufficient background knowledge on the situation and, hence, may require technical assistance and 

orientation to establish efficiency early on in the emergency. One of the significant challenges for incoming 

IMOs during a sudden onset crisis is the understanding of country-specific IM products that are already 

available and IM products that need to be bought or prepared. 

Purpose 

The Information Management Product/Services Catalogue is a preparedness documentation template, which 

shall be completed locally by country IMOs. It aims to provide predictable IM products and services delivered at 

a specific time and geographic level, which shall pave the way for faster response during a sudden onset 

emergency. Specifically, the Catalogue aims to establish what tools and services exist, where data is stored, 

what files/templates can be useful, and where any keynotes/descriptions are located. Thus, it can serve as a 

reference for incoming IMOs to generate IM products with minimal effort. Furthermore, it can serve as a guide 

for non-IM staff on IM products and services that can be expected to be delivered. 
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Information Products 

 

1. Humanitarian Bulletin       
Description Provides an update on the humanitarian situation and 

highlights the main advocacy points of the humanitarian 

situation. 

 

Purpose Update on the humanitarian situation, including trends and 

in-depth analysis. Highlights main advocacy points, 

substantiated with data and analysis.  

Focal point Public Information Officer 

IM tasks Provide inset maps and graphs, support in data analysis, and 

figures. 

Frequency Monthly: Publication made between the 25th-30th of every 

month.  

Audience Multiple audiences with different needs, which include 

humanitarian actors inside and outside the affected 

country, OCHA staff inside and outside the country, donors, 

media, National Governments, civil society organizations, 

affected people, the private sector and the general public. 

Format Standard Humanitarian Bulletin template in MS word. Published in PDF. Language (s): English  

Content Content to be determined by OCHA Communication unit, HFU and Coordination staff to highlight the most 

important topics of the reporting period in a compelling and data-driven (evidence-based) manner.   

Timeline 

 

Trigger Two weeks before publication, the reporting officer sends a message to the internal editorial group and the 

Inter-Cluster Coordinator requesting inputs. PI section makes the follow-up. 

Data sources Cluster, HCT Members and Organizations, Government institutions 

Drafting The primary responsibility for drafting and editing rests with the PI focal point, who is expected to work 

closely with the office’s Information Management Officer on data, graphics, and layout.  

Proofreading Initial proofreading by Head of Communication Unit. Secondary proofreading by Deputy Head of Office based 

in Mogadishu. 
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Clearance Deputy Head of Office 

Distribution IM uploads to HR.info, ReliefWeb, unocha.org/Somalia and sends MailChimp. 

PI uploads on social media. 

Feedback Feedback to ochasomalia@un.org 

 

2. 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.  

 

Purpose Helps actors directly involved in the emergency 

humanitarian response to be aware of ongoing 

work, and also informs the broader humanitarian 

community and other interested stakeholders 

about developments in the field. It is also useful 

for advocacy and resource mobilization.  

Focal point Public Information Officer, with contribution from 

the Inter-Cluster Coordination Group (ICCG). 

IM tasks Provide inset maps and graphs, support in data 

analysis, and provide figures. 

Frequency 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 as 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 decides when it is appropriate to phase out the Sitrep and start 

work on the Humanitarian Bulletin. 

Audience Multiple audiences with different needs, which includes humanitarian actors inside and outside the 

affected country, OCHA staff inside and outside the country, donors, media, National Governments, 

civil society organizations, affected people, the private sector and the general public. 

Format Standard situation report template in MS word. Published in PDF. Language (s): English. 

Content The content should be concise, and the message 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, responses, gaps and constraints in their operational area.  

The primary sources of the content are humanitarian partners and actors in the field. They include 

cluster and sector leads as well as the national Government, national and international NGOs, civil 

society organizations, affected people, parties to the conflict, donors, and the media. 

Timeline N/A 

 

mailto:ochasomalia@un.org
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Trigger 

 

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. 

Data sources Cluster, HCT Members and Organizations, Government institutions 

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 the Head of Communications Unit. Secondary proofreading by Deputy Head 

of Office based in Mogadishu. 

Clearance Head of Office 

Distribution IM uploads to HR.info, ReliefWeb, unocha.org/Somalia and sends MailChimp. 

PI sends to communications group and media., uploads on social media. 

Feedback Feedback to ochasomalia@un.org 

 

3. Humanitarian Dashboard 
 

Description Provides a visual overview of progress towards meeting needs 

in a humanitarian response. Allows stakeholders to 

understand the strategic priorities of a response quickly, the 

key figures characterizing the crisis, and the most critical 

humanitarian needs and related responses per cluster. 

 

Purpose Provides key figures and trends. Shows progress towards 

cluster objectives. 

Focal point Information Management Unit 

IM tasks Collect and process data, and generate maps, tables, and 

graphs to produce dashboard infographic. 

Frequency Monthly: Issued on the 15th date of every month. 

Audience HCT, Cluster Member agencies, IMOs, Government, I/NGOs, 

donors, HQ, Media 

Format Infographic. A4 Portrait. Prepared in MS office and Adobe Illustrator. Language(s): English. 

Content HNO: affected population; UNHCR-PRMN: displaced persons; UNHCR: refugees; OCHA: number of agencies, 

financing; and Clusters: cluster objectives. 
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Timeline 

 

Trigger Two weeks before publication, Head of IMU sends message to cluster coordinators and the IMWG asking for 

inputs.  

Data sources Cluster IM focal points are expected to input data to the Response Planning and Monitoring platform (RPM) 

and to inform the Head of the IMU. The deadline for receipt of data is 10 days before publication. If clusters 

do not provide data, the Inter-Cluster Coordinator will report it to the concerned cluster coordinators. 

Information drawn from the Financial Tracking Service (FTS) is also used. 

Drafting Product uses a standard template. Drafting and basic analysis are done by IMU. Text review done by PI. 

Proofreading Initial proofreading by Head of IMU. Secondary proofreading by Head of Communications Unit and Deputy 

Head of Office. 

Clearance Deputy Head of Office 

Metadata File name: Somalia Humanitarian Dashboard – MM/YY (issued on DD/MM/YY) 

HR.info tags: Dashboard, OCHA 

Distribution IM uploads to HR.info, ReliefWeb, unocha.org/Somalia and sends MailChimp. 

PI uploads on social media. 

Feedback Feedback to ochasomalia@un.org  

 

4. Humanitarian Snapshot 
 

Description A one-page infographic, focusing on spatial, graphic and 

textual summaries of an emergency. It provides timely 

visual of thematic issues and trends related to an 

emergency. 

 

Purpose Supports monitoring, advocacy or decision-making on a 

specific theme. 

Focal point Information Management Unit 

IM tasks Collect and process data, and generate maps, tables and 

graphs to produce snapshot/ infographic. 

Frequency Monthly: issued on the 5th date of every month. 

Audience HCT, Cluster Member agencies, IMOs, Government, I/NGOs, donors, HQ, Media 

Format Infographic. A4. Prepared in Adobe Illustrator (Ai). Language(s): English. 
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Content Varies by theme. 

Timeline 

 

Trigger Themes are proposed and agreed on at the Editorial meeting. IMU verifies that relevant data is available and 

can be sourced in enough time to allow for the preparation of an outline. A drafting team is formed, including 

relevant OCHA staff involved in information collection and analysis. 

Data sources OCHA reports, Agency reports, Cluster dashboard, Financial Tracking Service (FTS) 

Drafting IMO sources inputs and does a first draft, PIO reviews  the text per theme, IMO completes the snapshot.  

Proofreading Initial proofreading by IMU, focusing on data consistency. Secondary proofreading by Head of 

Communications Unit and Deputy Head of office based in Mogadishu. 

Clearance Deputy Head of Office 

Metadata File name: Somalia Humanitarian Snapshot –DD/MM/YY 

HR.info tags: Somalia, Snapshot, OCHA 

Distribution IM uploads to HR.info, ReliefWeb, unocha.org/Somalia and sends MailChimp. 

PI uploads on Twitter. 

Feedback Feedback to ochasomalia@un.org 

 

 

5. Who What Where (3W) 
 

Description Provide vital information regarding which organizations 

(Who) are carrying out which activities (What) in which 

locations (Where) during an emergency. 

 

Purpose Provides a comprehensive picture, by prefecture, on who is 

doing what and where. 

Focal Point Information Management Unit 

IM tasks Collect, consolidate, clean, process and produce the 3W 

matrix, summary tables, and visuals. 

Frequency Monthly: Issued on the 15th date of every month. 

Audience HCT, Cluster Member agencies, IMOs, Government, I/NGOs, 

donors, HQ, Media 
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Format Map: A3 Portrait. Prepared ESRI, ArcGIS 10.1 Matrix: Consolidated data in Ms. Excel. Language(s): English. 

Timeline 

 

Trigger IMU sends a message to clusters’ IMOs. 

Data sources Clusters 

Drafting Compiling and consolidating the excel sheets, cleaning data, carrying out analysis and then  producing maps. 

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

Clearance Head of IMU 

Metadata File name: Somalia Operational Presence Map –DD/MM/YY 

HR.info tags: Somalia, 3W, OCHA 

Distribution IM uploads to HR.info, ReliefWeb, unocha.org/Somalia and sends MailChimp. 

PI uploads on Twitter. 

Feedback Feedback to ochasomalia@un.org 

 

 

6. Reference and thematic maps 
 

Description The reference and thematic maps provide all essential 

baseline information regarding administrative boundaries 

transportation, hydrology, vegetation, infrastructure and 

other relevant cartographical elements of the country. 

 

Purpose The map provides information of a country’s administrative 

data and infrastructure, and thematic analysis of 

population, IDPs and other relevant logistical statistics. 

Focal point Information Management Unit 

IM tasks Generate/produce maps 

Frequency As required by changes in administrative levels; border 

relocation, place names etc. 

Audience HCT, Cluster Member agencies, IMOs, Government, 

I/NGOs, donors, HQ, Media 

Format Prepared in ESRI, ArcGIS 10.1 Language(s): English. 

Content Common Operational Datasets (CODS and FODs) and thematic data from agencies and cluster. 

Data sources IMWG, partners, government 
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Drafting Compiled using the available data by IMU. 

Proofreading Initial proofreading by Head of IMU. 

Clearance Head of IMU 

Distribution  IM uploads to HR.info, ReliefWeb and unocha.org/Somalia. 

Feedback Feedback to ochasomalia@un.org 

 

7. Contact lists 
Description Humanitarian contact lists of partners organized 

by agency, location, function, etc.  

 

Purpose Provides up-to-date contact lists to humanitarian 

partners. 

Focal point Information Management Unit 

Frequency Updated continuously. Checked weekly. 

Audience HC, agencies, donors, and government 

Format Online, PDF and hard-copies.  

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

Timeline Weekly. 

Trigger Updated whenever new staff enter the country, leave or change their post. 

Data source Coordination unit, Front Office, Humanitarian Financing Unit, other agencies. 

Proofreading Head of IMU   

Clearance Head of IMU 

Distribution IM uploads to HR.info and unocha.org/Somalia. 

Feedback Feedback to ochasomalia@un.org 

 

8. Meeting schedules 
Description Describes the time, location and function of 

meetings. Outlines attending clusters. 

 

Purpose Provides information on meeting venues, timing 

and focal points. 

Focal Point Inter cluster coordination 
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IM task Support the online platform by entering 

information. 

Frequency Monthly. 

Audience Public: HCT, Cluster member agencies, IMOs, Government, I/NGOs, Donors, CSOs 

Format Online (HR.INFO) 

Content Logistical information regarding cluster meetings. 

Timeline N/A 

Data sources Clusters, HCT, OCHA 

Drafting Coordination Unit 

Proofreading HAO-inter-cluster coordination  

Clearance HAO-inter-cluster coordination 

Distribution IM uploads to HR.info and unocha.org/Somalia. 

Feedback Feedback to ochasomalia@un.org 

 

9. On demand Infographics/visualization 
Description Infographics needed on an ad-hoc basis, such as 

organigramme, event timelines, designs of briefing kits, 

provincial/regional area profiles, theme-specific 

infographics, presentations, etc. 

 

Focal Point Information Management unit 

IM task Supporting with visuals. 

Frequency As required. 

Audience HCT, Cluster member agencies, IMOs, Government, 
I/NGOs, Donors, CSOs and public. 

Format Online, PDF and hard-copies. 

Content As required. 

Data sources Clusters, HCT members and organizations, government agencies, I/NGOs, Donors. 

Drafting IMU 

Proofreading Head IMU, Requester 

Clearance Requester 

Distribution IM uploads to HR.info and unocha.org/Somalia. 
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Feedback Feedback to ochasomalia@un.org 

 

Information Services 

 

1. Common Operational Datasets (CODs)/ 

Fundamental Operational Datasets (FODs) 
Description Critical baseline datasets that are collected and 

maintained as part of preparedness activities used to 

support work of humanitarian actors during an 

emergency. 

 

Purpose They are essential for effective risk analysis, needs 

assessment, decision-making, and reporting by OCHA and 

partners on all aspects of the response. 

Focal Point Information Management unit 

IM task Collect, consolidate and update COD. Coordinate with 

stakeholders. 

Frequency As soon as data is available or requested. 

Audience Public: HCT, Cluster member agencies, IMOs, Government, I/NGOs, Donors, CSOs 

Format Online HDX website, Shapefiles and excel files. 

Timeline N/A 

Data sources Clusters, HCT members and organizations, government agencies, I/NGOs, Donors. 

Drafting IMU 

Proofreading Head IMU 

Clearance Head IMU 

Distribution IM uploads to HDX website. 

Feedback Feedback to ochasomalia@un.org 

 

 

 

mailto:ochasomalia@un.org
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2. Assessment Registry 
Description List of assessments conducted in the country, with 

information about those assessments. 

 

Purpose Partners planning an assessment or activities in a 

specific location and sector can see who has have 

already conducted assessments relevant to them and 

use the results for their planning purposes. 

Focal point Information Management unit/Coordination Unit 

IM tasks Collect and consolidate assessment information. 

Frequency Updated continuously.  

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

Format Online HR.info website 

Content List of assessments with related metadata. 

Location https://www.humanitarianresponse.info/en/operations/somalia/assessments 

Management IMU maintains assessments directly on the page themselves. 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. 

Distribution IMU publishes the inputs on HR.info. 

Feedback Feedback to ochasomalia@un.org 

 

3. Monitoring matrix 
Description List of indicators identified and agreed by the inter-cluster 

coordination to monitor the progress of an 

operation/emergency. 

 

Purpose Monitoring of response by indicator. 

Focal Point Information Management unit 

IM task Collect and consolidate cluster indicators and data. 

Frequency Monthly. 

Audience Public: HCT, Cluster member agencies, IMOs, Government, 
I/NGOs, Donors, CSOs 

 

 

https://www/
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Format Online HDX 

Content Data analysis 

Timeline See Humanitarian Dashboard timeline. 

Trigger Compiled after the completing the dashboard. 

Data sources Clusters. 

Drafting IMU 

Proofreading Head of IMU 

Clearance Head of IMU 

Distribution IM uploads to HDX website. 

Feedback Feedback to ochasomalia@un.org 

 

4. Somalia Humanitarian Response Info (HR.info) 
Description Information sharing and coordination platform for the 

humanitarian community. 

 

Purpose Provides operational information adapted to the country 

specific context. 

Focal point Information Management Unit 

IM Tasks Maintain and update the platform. 

Frequency Updated continuously. Checked weekly. 

Audience Public: HC, agencies, donors, government, the media, 

and the general public. 

Focal point Update, upload, edit and manage contents of the website. Coordinate with IMOs on the maintenance of 

the site. 

Format Website 

Content Latest Information Products, Upcoming meetings, contacts, documents, assessments, maps. 

Location https://www.humanitarianresponse.info/en/operations/somalia/ 

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 Link included in email signatures of all staff. 

Feedback Feedback to ochasomalia@un.org 
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5. UNOCHA Somalia Website 
Description OCHA corporate website. 

 

Purpose While HR.info is the repository for all information 

products related to Somalia, 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.  

Focal point Information Management Unit 

IM Tasks Update, upload, edit and manage contents of the 

website. 

Frequency Updated continuously.  

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

Format Website  

Content OCHA information products. 

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

Management Static content is maintained by the IMU, dynamic content by ReliefWeb. 

Quality Control The IMU is responsible for ensuring that the page is up to date. 

Feedback Feedback to ochasomalia@un.org 

 

6. Data standards 
Description Standards that are either agreed on by the clusters or are prescribed by the government to be used by 

agencies operating in Somalia. 

Purpose To advocate usage of common data across all agencies. 

Focal point Information Management Unit 

IM Tasks Ensure that data standards are maintained. 

Frequency As required. 

Audience Cluster IMOs, Government, I/NGOs, HQ 

Format HR.info, Dropbox/Google Drive, email, print 
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Data sources ICCG, IMWG, UN agencies, I/NNGOs, Government. 

Distribution IMU through various platforms/formats (HR.info etc.). 

Feedback Feedback to ochasomalia@un.org 

7. Data Analysis 
Description Includes statistical analysis, trends, graphs/tables of 

data in support of decision making; can be inserted 

into reports and infographics 

 

Purpose To support decision making with facts and evidence. 

Focal point Information Management Unit 

IM Tasks Conduct data analysis, using excel or any available 

software, to produce tables, charts, and graphs. 

Frequency As required. 

Audience HCT, Cluster member agencies, IMOs, I/NGOs, Donors, 
CSOs, HQ 

Format HR.info, dropbox/google drive, email, print 

Data sources Government agencies, HCT member agencies, Clusters. 

Distribution IMU through various platforms/formats (HR.info etc.). 

Feedback Feedback to ochasomalia@un.org 

 

8. Data Management 
Description Provides support in the compilation and management of data needed for reports and infographics not 

specified in the COD/FOD. Includes file and document management used by the country office, as well as 

a local or cloud server that is shared and used by the field offices and clusters. 

Purpose The development and execution of architectures, policies, practices and procedures that properly 

manage the full data needs of an enterprise. 

Focal point Information Management Unit 

IM Tasks Compile and manage data not specified in COD/FOD but are necessary for the country office/operation. 

Frequency As required. 

Audience Clusters 

Data sources Clusters, government agencies, HCT member agencies, I/NGOs, CSOs, Donors, FTS. 

Distribution IMU through various platforms/formats (HR.info etc.). 

Feedback Feedback to ochasomalia@un.org 
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9. Spatial Analysis 
Description Aside from the regular OCHA standard maps, these 

include geographic analysis of tabular or spatial data 

as related to an emergency. 

 

Purpose Examines the locations, attributes, and relationships 

of features in spatial data through overlay and other 

analytical techniques in order to address a question or 

gain useful knowledge. Spatial analysis extracts or 

creates new information from spatial data. 

Focal point Information Management Unit 

IM Tasks Conduct spatial analysis using GIS software. 

Frequency As required. 

Audience HCT, Cluster member agencies, IMOs, I/NGOs, Donors, 
CSOs, HQ 

Data sources Government agencies, HCT member agencies, 
Clusters, international organizations (UNOSAT, PDC, 
etc.). 

Distribution IMU through various platforms/formats (HR.info etc.). 

Feedback Feedback to ochasomalia@un.org 

 

10. Information Management Working Group 

(IMWG) 
Description Working group of Cluster/agency IMOs chaired by 

UNOCHA. 

 

Purpose To improve the collection, processing and 

dissemination of information, to support decision 

making and strengthen information used for 

humanitarian purposes by building on and improving 

existing inter-agency processes and tools, and to 

embrace new stakeholders and techniques. 

Focal point Information Management Unit 
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IM Tasks Facilitate IMWG meeting, perform secretariat 

functions, and write meeting minutes, presentations. 

Frequency Monthly. 

Audience Cluster member agencies, IMOs 

Distribution IMU through various platforms/formats (HR.info etc.). 

Feedback Feedback to ochasomalia@un.org 

 

11. Large Format Printing Services 
Description Printing of maps, posters and other visualization 

products. 

 

Purpose To support humanitarian partners with large format 

print out. 

Focal point Information Management Unit 

IM Tasks Support OCHA office, cluster members and other 

humanitarian partners in printing large paper visual 

products.. 

Frequency As required. 

Audience Humanitarian partners 

Distribution Prints. 

Feedback Feedback to ochasomalia@un.org 
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Information Products Support 

 

1. Humanitarian Response Plan (HRP) 
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. 

 

Purpose The response planning stage of the humanitarian programme 

cycle (HPC) is sparked when needs require a joint response.  

The humanitarian 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. 

Focal point Strategic Planning and Coordination / Communication Unit 

IM tasks Lead in data analysis, collection/assessment, provide infographics, maps and figures. 

Frequency Annually. 

Audience HCT, Cluster member agencies, Government, I/NGOs, Donors, CSOs, HQ 

Format Global standard template. Published in PDF. Language (s): English.  

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

 

Timeline N/A 

Drafting The Inter-Cluster Coordination is responsible for compiling the draft. IMU supports with the compiling and 

layout of the draft in Adobe InDesign. 
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Proofreading Initial proofreading by coordination unit. Secondary proofreading by Head of communication unit. 

Clearance Head of Office, Humanitarian Coordinator 

Distribution IMU uploads to HR.info, ReliefWeb, unocha.org/somalia. 

PI uploads on social media. Hard copies. 

Feedback Feedback to ochasomalia@un.org 

 

2. Humanitarian Needs Overview (HNO) 
Description The HNO document describes the impact of the humanitarian 

crisis, provides and explains an estimate of the affected 

population, analyses their situation and gives an overview of 

the operational environment. 

 

 

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 supports the response 

analysis conducted for the strategic response planning.  

Focal point Coordination / Communications Units 

IM tasks Lead in data collection/assessment, data analysis, and provide 

graphs, maps and figures. 

Frequency Annually. 

Audience HCT, Cluster member agencies, Government, I/NGOs, Donors, CSOs, HQ 

Format Global standard template. Published in PDF. Language (s): English.  

Content Data and narrative describing the needs and priorities for Somalia for the coming year, based on the current 

and projected humanitarian situation. 

 

Timeline N/A 

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

Proofreading Initial proofreading by coordination unit Secondary proofreading by Head of communication unit. 

Clearance Head of Office, Humanitarian Coordinator 

Distribution IMU uploads to HR.info, ReliefWeb, unocha.org/somalia  

PI uploads on social media. Hard copies. 
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Feedback Feedback to ochasomalia@un.org 

 

3. Assessment report 
Description Reports generated from assessments conducted that are 

related to an emergency/operation. 

 

 

Focal point Coordination / Communication Unit 

IM tasks Support in the conduct of the assessment, coordinate the 

agreement of the assessment form, lead in the processing and 

analysis of the assessment data. 

Frequency As required. 

Audience HCT, Cluster member agencies, Government, I/NGOs, Donors, 
CSOs, HQ 

Format Data in excel sheet, Pdf report; Language: English. 

Timeline N/A 

Drafting The Inter-Cluster Coordination.  

Proofreading Coordination Unit  

Clearance Inter-cluster coordinator 

Distribution IMU uploads to HR.info. 

Feedback Feedback to ochasomalia@un.org 

 

4. Capacity building 
Description Capacity building and other preparedness activities that 

highlight the use of IM tools. These may include trainings, 

workshops, forums and meetings. 

 

 

Purpose To build IM capacity to OCHA Staff and partners. 

Focal point Information management Unit 

IM tasks Support in the conduct of IM training/workshop to 
partners agencies (NGOs and Government). 

Frequency As required/requested. 
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Audience Cluster, Government, I/NGOs, CSOs 

Feedback Feedback to ochasomalia@un.org 

Information References 
 

 

• Information Management Toolbox:   

https://www.humanitarianresponse.info/applications/tools  

• Sudden Onset Emergency Information Management Guidance:  
https://docs.google.com/document/d/1m8VOx449lQx5VST2hzI80vgkuyNU5chBUYFiWPs7qr4/edit?pli=1  

• OCHA Graphics Style Guide:  

http://www.unocha.org/about-us/publications/ocha-graphics-style-book 

• Humanitarian Icons:  

http://reliefweb.int/report/world/world-humanitarian-and-country-icons-2012   

 

https://www.humanitarianresponse.info/applications/tools
https://docs.google.com/document/d/1m8VOx449lQx5VST2hzI80vgkuyNU5chBUYFiWPs7qr4/edit?pli=1
http://www.unocha.org/about-us/publications/ocha-graphics-style-book
http://reliefweb.int/report/world/world-humanitarian-and-country-icons-2012

