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APPENDIX 2 – TEMPLATE FOR DAILY REPORTS
for expert missions
1. Daily reports shall be submitted by the Expert / Team by 16.00 CET each day, unless there is mutual agreement between the MIC and the Expert / Team stipulating it otherwise. 
2.  First report shall be submitted as soon as possible upon arrival at the disaster site.
3. Follow the layout of the report: all items mentioned below shall be included. Should there be no information available for an item, state this fact explicitly (i.e. "no information available" or "nothing new", etc.)
4. Send all information available. Do not delay because information is lacking. If delays are foreseen because of technical problems inform the MIC by phone.
5. Specify information sources, especially in case of reporting on assessed needs.
6. Be explicit, precise and double-check figures. While writing, imagine yourself at the receiving end. Do not repeat information that has already been sent.
(NAME OF EMERGENCY)
Situation Report No. 

	Responsible Person:



	Phone:



	Fax:



	E-mail:



	The status given here was valid at:



	Date: (yyyy-mm-dd)



	Time: hh/mm (local) – hh/mm (UTC)



1. SITUATION 

Area affected (attach maps if possible)

Impact

Anticipated evolution / secondary threats, short and mid-term developments
2. RESPONSE OF THE AFFECTED COUNTRY
Organisation: responsible national and local authorities / emergency decision making structure

Administrative measures

Operations

Constraints

3. EU & INTERNATIONAL RESPONSE

Resources arriving on site / mobilised

Activities of Member States' teams

Coordination structures 

Constraints

4. REQUIREMENTS 

Priority response needs (give as much details as possible: quantity, size, etc.)

Delivery: distribution system and logistics

5. OTHER INFORMATION
Ex. detailed information / summary about any contacts with the media, scheduled meeting, interviews, etc.
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