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ASSESSMENT-MISSION PLANNING FORM
(To be used as guidance when planning or coordinating an assessment-mission. Please delete or adapt as appropriate.)
Precise definition of the field trip

· Area to be visited.

· Locations.

· Route planning.

· Time frame.

Team composition

· Number of participants.

· Gender balance.

· Representation from other agencies, sector specialists. 

Distribution of tasks

· Team Leader (assessment team).

· Sector-specific tasks.

· Other responsibilities, e.g., logistics, communications, reporting, media, etc.

Main objectives

· Broad objectives.

· What questions need to be answered?

· Who has the needed information?

· Form of required output.

Data collection issues

· Observation.

· Interviews.

· Surveys.

· Checklists.

· Sampling.

· Indicators and standards.

· Assumptions.

Logistics and organization

· Transport and movement plan.

· Accommodation.

· Communication.

· Supplies.

· Equipment

Security

· Security clearance.

· MOSS compliance.
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