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Pre-Mission Report: [Title event/mission], [Dates], [Place]
Where possible, to be sent one week prior to departure on mission. 
Mission Location and Duration

Insert the location of the mission and the dates, including travelling times and specific dates (e.g. from 1 to 4 December, with meetings on 2 and 3 December).
Mission Staff

Indicate who will be going on mission and who will provide remote support and from where
Mission Objectives

Insert a brief description of the mission and what it hopes to achieve, listing the objectives first in bullet points and then providing more details underneath.
Logistics

Accommodation:

Insert here where the mission personnel will be staying, including the name, address and telephone number of the hotel or other accommodation.
Communications

Explain what the comms means will be (e.g. local phone) and whether the usual phone and email is expected to work.
Mission estimated costs

Insert here an estimate of the costs by type of cost and the total amount. Indicate how the payments will be made (e.g. flight to be paid through the travel agent, other costs to be advanced by staff and reimbursed) and the budget line to which the costs will be allocated.
Reporting

Indicate reporting frequency, which should generally be at least a brief daily report and a full report on the conclusion of the mission. 
Risk Assessment

Indicate the alert level for the mission, who will be contact, and provide a brief risk assessment (main challenges, mitigating strategies, current situation etc). Refer to the risk management policy for further details.
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