CRS Asia SitRep Guidance and Template

	Situation Report



A. CONTEXT   
Briefly describe the magnitude of the event, area affected and evolving situation (including population movements, relevant policies, etc.)
B. AFFECTED POPULATION/NEEDS ASSESSMENT  
Include information from CRS/Partner field assessments (rather than secondary statistics available in the media). 
Describe how people are coping and indicate priority assistance needs. 

C. PARTNERSHIPS AND COORDINATION  
Describe what other actors are doing (government, UN, NGOs) and comment on partner capacity and response. Discuss possible CI funding commitments in this section (partners) rather than E.
D. PROGRAMMING   
In first SitRep, indicate preliminary plans. Subsequent SitReps should provide an overview of results achieved in the reporting period and cumulative total. 
E. DONOR UPDATE  
Indicate funding or donor support received to date. This could include fundraising plans as well as secured cash and in-kind donations. 
F. LOGISTICS / SECURITY  
Clearly note any issues related to staff safety and security as well as logistical constraints or challenges.
G. STAFFING  
Note staff deployment plans and TDY arrival / departures. List names, if relevant, but keep it brief.
	Tips:

· Use bullet points and keep the SitRep short (max 3 pages)

· Photos could be included in the text or at the end but stay within recommended page limit.
· If the response has started, include an overview of what has been done during the reporting period and cumulative numbers reached to date.  This could be in table format.
· Do not repeat information from SitRep to SitRep. If there is no new information, indicate ‘no change since last report’.  Also, consider reducing the frequency of reports once the situation stabilizes.
· Adopt a neutral tone on policy and coordination issues. This is not an advocacy tool. 
· The CR should decide what level of detail to include in Section E regarding donations or grants secured. This depends on the circulation of the SitRep.  If wide circulation is anticipated (to CI and coordination meetings), financial details may be omitted and communicated separately to region/HQ. 


	Please Note:

Upon receipt of the first SitRep indicating preliminary plans, a country program can obtain initial approval from the RD for up to 50,000USD to immediately start the response.  An Emergency Proposal will still be required to account for this funding.


HIGHLIGHTS Optional: include once response has started and note cumulative # of households reached to date











