Memo 1
LOGO
To:  
Emergency Response Coordinator
From:
Caritas Executive Director 
Subj:
Planning Field Assessment
Caritas X would like to thank its partners in Emergency Response for their willingness to work together.  The government has given its approval for Caritas and partners to conduct a participatory needs assessment in Chittagong District.
Please provide us with the plan for your field assessment. 

i) What is your objective, what information do you need to collect?

ii) What methods will you use?

iii) Who will you talk to?  (Who are the stakeholders? Considering organizational strategy e.g. Caritas’ option for the poor, elderly, children, minorities)

Make sure that when you plan the above, all gender and protection issues are taken into consideration.

Because of the urgency of the situation, I suggest you delegate the tasks and form teams.

Please respect Caritas’ commitment to Sphere and the Red Cross and NGO Code of Conduct.   
Memo 2
To:  
Emergency Response Coordinator
From:
 Media Unit
Subj:
Newspaper article
We have clipped the following regional articles from the Simulation Times:

The Simulation Times
Excerpts from the Region

17 June 2007, Dhaka.  The Government of Bangladesh Disaster Management Bureau (DMB) reports that Chittagong has been struck by a cyclone and tidal surge.  Radio communications from local officials in Chittagong received by DMB this morning noted severe flooding, destruction of houses and fields, 200 people reported missing and hospitals overcrowded with injured.  People are desperately short of food, clean water and safe shelter. 
Memo 3
CARITAS LOGO

To:  
Emergency Response Coordinator

From:
Caritas Executive Director 

Subj:
Planning Field Assessment

Thank you for your good work on the assessment planning.  

The assessment teams will depart shortly for the field.   Please make your final preparations and be ready to carry out a rapid participatory assessment.  
Remember, an assessment should assess people’s coping strategies and the gap between what they are able to do to meet their needs, and what the government and other agencies are able to provide.  
Government
Disaster Management Bureau
Memo 4

To:  
Emergency Response Coordinator 

From:
Disaster Management Bureau
Subj:
Cyclone and tidal surge
As you may be aware, a major disaster has struck Chittagong.
The local government offices are currently collecting information regarding the numbers affected and damage to property.  

Information available so far is in the tables below:

	District
	Sub District
	Union Affected
	Sq. km
	Villages

Nos. of Villages
	Families Affected

(average family size = 6)
	Death

	
	
	
	
	
	Worst
	Medium
	Partial
	

	Chittagong
	Shandip
	8
	25
	46
	5639
	2669
	1029
	25

	
	Anowra
	8
	30
	55
	3251
	1595
	852
	20

	
	Basskasli
	8
	30
	45
	4650
	3200
	1200
	18

	
	Moheskhali
	8
	25
	44
	3500
	2000
	1876
	26

	
	
	
	
	
	
	
	
	

	
	
	32
	110
	190
	17040
	9464
	4957
	89


You are hereby requested to attend an emergency coordination meeting in my offices to begin immediately.  
Please be prepared to present a list of the emergency relief resources which your agency has in-country and immediately available for this crisis.





Thank you.


Memo 5

To:  
Emergency Response Coordinator

From:
 Media Unit

Subj:
Newspaper article

We have clipped the following regional articles from the Simulation Times:

The Simulation Times
Excerpts from the Region

18 June 2007, Chittagong.  Over 150 villages have been devastated by the cyclone that occurred two days ago.   According to the government, six hundred and seventy five people are reported killed in six upazilas.  In village X (Pintu please insert name) there is a confusion and panic over the number of missing.  Mothers are hunting for their children and seeking news of their husbands who might have been out fishing or out on business at the time of the cyclone.

People are crowded into cyclone shelters and any area of high land.  Mrs X (please insert name) told me, “We are desperate, we have nothing to eat, please bring help.”
Local NGOs have been slow to respond and if food is not distributed fast, starvation will set in.



























