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                                     								WHE/EMO/OSL 
_____________________________________________________________________________________

SITUATION REPORT instructions

	SITREP #
	
	Time covered
	

	[bookmark: _Hlk5109546]Mission
	
	Region
	

	Date of issue
	
	Developed by
	

	Email
	
	Phone
	



· SITREP: 

The Situation Report template is a form of status reporting that provides decision-makers and readers a quick understanding of the current situation.  It provides a clear, concise understanding of the situation—focusing on meaning or context, in addition to the facts.  
It does not assume the reader can infer what is important or not, and what actions or decisions are needed.  It calls out what is needed.  Below are descriptions and guidance to complete the form.

· NOTE:
· Information in the sitrep should be factual and largely without interpretation and conjecture.
· The information in a sitrep should cover the period between the last sitrep and the next sitrep.
· Sitreps should be brief and not a narrative (read in <3-5 mins). A monthly report should be used for the provision of more detailed information.
· Sitreps should be specific for a given functional area, and not present information that is outside the specific functional area.
· It is acceptable for a sitrep to be issued that states – no change since last sitrep (see last sitrep for information)
· A map and other graphic can be part of a sitrep – ensure date/time of the graphic is shown on it, and there is a reference between the graphic and the sitrep.
· Each electronically produced sitrep should be saved as a new file, and all saved to the same folder


1. Situation to date (what has happened)
· Brief summary of “start up details” – date, place, time, who
· Summary of overall situation to date
· Ensure old information is deleted, and do not just add new/additional info

2. Actions to date (what has been done)
· Brief reporting of actions completed to date
· Table format may be used for repeat actions and/or progressive totals or similar are given

3. Actions to be completed (what will be done)
· Brief reporting of scheduled/planned OSL actions – typically for the period covered by the sitrep
· As above, table may be used for repeat actions
· Where the operation expects to be by the next sitrep

4. Challenge(s)

· Present brief description of challenge(s) that are known/reasonably expected to arise before the next sitrep is issued (eg a shortage of a given resource)
· Acknowledge of significant achievements


5. 


5. Indicators

	SN
	Indicator
	Target
	Source of verification

	1
	Internet connectivity is reliable (no interrupted times and connectivity speed)
	90% & Speed MB per second
	OSL weekly SITREP

	2
	Percentage of staff with relevant equipment within 48hrs after arrival (computers, Sat phones, generators, VHF/HF & first Aid kit etc.)
	90% 
	OSL weekly SITREP

	3
	Average cost of fleet per KM (USD)
	0.25 <
	OSL weekly SITREP

	4
	Registered vehicles in TMS
	100%
	OSL weekly SITREP

	5
	Right sized fleet with average usage rate
	90%
	OSL Monthly report

	6
	Number of days it takes to order supplies after receiving PTAEO 
	01
	OSL weekly SITREP

	7
	Percentage of donors proposal are reviewed by OSL
	100%
	OSL weekly SITREP

	8
	Percentage of procurement plan with corresponding distribution plan submitted to OSL
	100%
	OSL weekly SITREP

	4
	Percentage of catalogue items delivered within 02 months after PO’s approval
	90%
	OSL weekly report

	5
	Percentage of non-catalogue items delivered within 03 months.
	90%
	OSL weekly report

	6
	Percentage of locally procured supplies delivered in 7 working days.
	95%
	OSL weekly report

	9
	Percentage of health facilities have stock out of one or more essential medicines 
	10% <
	LMIS/Survey

	10
	Percentage of medicines expiring in less than 12 months in WHO warehouse
	5% <
	Expiry report

	12
	Number of health ministry staff trained on inventory management and supply chain management.
	XXX
	Training report
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