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Purpose
The Graphics Style Book is for OCHA staff 

who focus on information management (IM) and 
geographic information systems (GIS).

It	will	help	 IM/GIS	officers	 improve	the	quality	of	
their information products and deliver consistent 
visual design across OCHA. The book explains best 
practices in design and describes different ways to 
represent information.

Templates and styles used in this book are 
available on OCHAnet, under the “Communications 
and Public Advocacy” section: http://ochanet.
unocha.org/CA/Advocacy/

For additional information, please contact:

United	Nations	Office	for	the	Coordination	of	Hu-
manitarian Affairs 
Communication and Information Services Branch 
(CISB) 
Advocacy and Visual Media Unit (AVMU)

380 Madison Avenue, NY 10017

e-mail: ochaavmu@un.org

Designing good infographics
A good infographic can be hard to design as it 

requires	gathering	 lots	of	 information	 to	create	an	
appealing graphic. Here are some tips on how to 
design a good infographic:

1. Define key messages

Your visual products need to tell a story. Consider 
the audience and determine the purpose of the 
product. Is it for planning, advocacy or analysis? 

2. Collect data

Collect information that will allow you to portray 
key messages, convey facts and grab users’ 
attention.

3. Sketch the information

Draw a sketch on paper using pencils; plan the 
space for text, charts, pictures, etc.

Determine the best way to represent data collected 
(charts, diagrams, maps).

Maps often do not tell a story. Guide the readers 
by including narrative text.

Exclude unnecessary elements and keep only the 
most important information that will highlight the key 
messages. Keep it simple and clear.

Create an information hierarchy so that the most 
important information is the most prominent.

4. Design

Create a visual hierarchy by highlighting the most 
important	 information.	 Use	 techniques	 such	 as	
strong colours and large font sizes. Make the least-
important information light, almost invisible, for a 
greater contrast.

Enjoy	creating	high-quality	infographics!
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Modern video and television flat screens
16:9 Aspect ratio

US Letter landscape

Page orientation

A4 vs. US Letter paper size

Full HD (1920px × 1080px)

A4
210 mm x 297 mm
The most common 
paper size outside
the United States

11 in x 8.5 in
Default size of Powerpoint slide.

US Letter
8.5 in x 11 in
The most common
paper size in the
United States is 
shorter and wider

Standard HDTV (1280px × 720px)
Design your documents with these 
dimensions when the final product is
for a screen or video presentation.

Portrait
orientation:
Best for 
printed
documents

Landscape
orientation:
Best for
screen
use
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Design
Paper Dimensions
 The standard A4 paper size is the most 
suitable for printing worldwide. It is only 
slightly taller and thinner than the US 
Letter size paper and far more commonly 
available.  When printing A4 documents 
on US Letter size paper, be sure to select 
“Fit	to	Page”	or	its	equivalent	in	the	print	
dialog settings to ensure the content is not 
clipped by the printer.
 Choose whether “landscape” or “portrait” 
orientation is best for your document, but 
avoid mixing the two in the same project. 
 As the A4 size is among the A series of 
paper sizes, your documents will be easily 
transformed for large-format printing at 
standard sizes.
 As few printers have the capacity 
larger than an A4 format, avoid designing 
documents at larger sizes when they are 
intended for public distribution.
 
Landscape Orientation
	 Increasingly,	final	products	might	
be intended for presentation, Web or 
video use. In this case, the document’s 
workspace will likely be in landscape 
format	to	better	fit	the	format	of	most	
computer, television and projector 
screens.
 By default, many presentation softwares, 
such as Powerpoint, choose a landscape 
US letter page as the default slide size. 
Using this size will generally result in 
letterboxing or stretching, as most screens 
have a wider aspect ratio.
 At some point, you might need to deal 
with media that will come from a video 
format, or that need to be presented as 
video	or	on	a	flatscreen	television.	In	such	
cases it will be important to work in the 
native video size to avoid stretching of the 
final	image	or	letterboxing.	



Use OCHA’s blue to create a 10 mm banner bar on which to place a bold headline in 
white. This banner can expand to 20 mm if more space is needed for the headline. Allow 
the top margin to be 10 mm from the banner. For graphics, include the “as of date” here. 

Outside 
margins 

should be 
10 mm.

Choose a 
two-column 
layout for 
easier 
readability 
in 
documents 
with long 
sections of 
copy.

Choose a three-column layout for easier 
readability in landscape documents with 
long sections of copy.

Column margins should be set between 25 and 50 per cent of the outside margins.

Branding: Use a small 
horizontal OCHA logo. 
Do not stretch or 
distort this logo, even if 
the banner must be 
increased in height or 
width to accommodate 
a longer headline.

Page numbers are 
valuable in the outside 
margins for longer 
documents.

In the case of map or 
infographic documents, 
add a page footer that 

includes the creation 
date, glide number of 

the emergency, contact 
details, data source 
and any necessary 

map disclaimers.

Leave a 12 pt, or 5 
mm, space between 
the banner and any 

other elements.

4 OCHA Graphics Style Book - October 2011

Design
Margins and Columns

To help readers of your documents easily 
absorb the information, choose margins 
and columns that maximize the information 
on the page, but without overwhelming 
the eye. If margins are too tight, fonts are 
too small or pages are strewn with clutter, 

readers will not want to engage with your 
document.  A popular phrase among 
designers goes: “always err on the side of 
air”. Meaning that when presented with an 
option of cluttering a page or leaving more 
white space, choose the latter. 

Other Page Elements



OCHA’s corporate blue in various colour sytems

A colour ramp based on OCHA blue

OCHA blue

Rich black

Grayscale colour ramp

Some basic font styles

CMYK: C:90 | M:57 | Y:0 | K:0

RGB: R:2 | G:108 | B:182

Web colour: #026CB6

Pantone colour: Pantone 660C   

Headlines: Arial Bold 18 pt
Subheads: Arial Bold 14 pt
Body copy to be used for blocks of text: 
Arial Bold 12 pt/15 pt leading
Labels in graphics: Arial 10 pt
Notes and disclaimers: Arial 8 pt
Minimum size for text in graphics: Arial 7 pt
Photo credits: Arial 6 pt 

Notes on black, grey and rich black
  Though they appear different on screen, greys with a value of more 
than 65 per cent will be completely black in print. Greys lighter than 10 
per cent will not print.
  Avoid “rich” blacks, which contain CMYK values for inks other than 
black. They are often created when converting or copying from RGB 
documents. On screen, rich blacks will look like plain black, but when 
printed they result in an excess of ink on the page that can smudge or 
appear glossy. 

Green  C M  Y K
 100 0 100 75

 80 0 80 35

 60 0 60 15

 30 0 30 5

 10 0 10 0

Red  C M  Y K
 0 100 90 50

 0 100 90 25

 0 80 60 15

 0 40 20 5

 0 10 5 0

Tan  C M  Y K
 65 80 100 10

 30 50 80 10

 15 30 60 10

 10 20 40 10

 0 5 10 10

Violet  C M  Y K
 75 100 0 25

 50 75 0 15

 30 50 0 10

 15 30 0 5

 5 10 0 0

 C M  Y K
 0 0 0 100

 0 0 0 65

 0 0 0 40

 0 0 0 20

 0 0 0 10

 C M  Y K
 100 65 0 50

 90 57 0 0

 60 30 0 0

 40 20 0 0

 20 10 0 0
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Design
Fonts

Arial is the font of choice for OCHA 
infographics, as it is distributed with all 
major computer operating systems. Using 
Arial guarantees that products will appear 
as originally designed, regardless of 
what software or computer the reader is 
using. For ease of reading, avoid setting 
paragraphs of text smaller than 12 pt, and 
avoid stretching or crunching fonts.

Colours

Always work in the CMYK mode of your 
graphics software for print output (see 
annex 1). The base colour scheme for 
OCHA visuals is derived from the corporate 
blue used in OCHA’s logo, the page header 
and for other branding purposes. It should 
also	be	the	first	choice	for	data	visualization.			

A	 five-value	 ramp	 inspired	 by	 OCHA’s	
blue	will	be	sufficient	 for	most	design	and	
infographics needs when combined with 
grey and black.

Resist the temptation to add more colours. 
Effective data visualizations rely on a clear 
and deliberate use of colour to help the 
reader	digest	the	information	quickly.				

Below is a palette of colours and CMYK 
values. This is designed to print well and 
will be useful when additional colours 
are valuable for maps, charts and other 
infographic purposes.

When designing custom colour ramps, 
choose	a	maximum	of	five	values	to	ensure	
that the colours will be visibly different in 
print.  
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OCHA Logo

The OCHA logo is our visual signature and 
the	cornerstone	of	a	unified	visual	identity.		
For many audiences, the logo creates a 
first	impression	of	OCHA’s	work.	Therefore,	
it is important to use the logo correctly and 
consistently for printed material and on the 
Web.

The OCHA logo incorporates the existing 
UN globe-and-wreath mark. It adds the 
OCHA acronym in a clean Sans Serif 
font. The primary versions of the logo are 
vertical and horizontal, with either positive 
(blue) on a white background or negative 
(white) on a solid background. 

Whenever possible, the positive logo 
(blue image and text on white) should be 
used.  The negative logo (white image 
and text on blue) should be used within 
certain headers, footers and banners. 
When deciding whether to use the vertical 
or horizontal logo, consider which shape 
fits	the	area	best	and	which	allows	for	the	
largest, most visible placement.

The logo is available on OCHAnet, 
under the “Communications and Public 
Advocacy” section: http://ochanet.unocha.
org/CA/Advocacy/

Logo Elements

The OCHA logo is composed of two parts:

•	 The logotype (font: Avenir Medium)

•	 The UN globe-and-wreath mark

Never separate these elements. Always 
ensure they have consistent spacing and 
alignment whenever they are used.

Logo with Text

In cases where OCHA’s role is not 
well known, use the logo with the 
organization’s name spelled out in full.

Colour logo

PMS (Pantone® Matching System) 660 is 
the	official	colour	of	the	OCHA	logo.

When appearing in print, the logo should 
use PMS colours. In four-colour printing, 
use CMYK values. On monitors and on 
the Web, the logo should use RGB values 
for the best representation and Web/HEX 
Code for Web matching.

1

2

1

2

PMS 660 (100%)

WEB (HEX Code): 026CB6

C: 90
M: 57
Y: 0
K: 0

R: 2
G: 108
B: 182
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Logo Placement

The logo should always appear clearly 
defined.	Regardless	of	which	version	of	the	
logo is used, a minimum amount of clear 
space should be designated around the 
logo with no other visual element or type 
infringing upon it. Since the logo will appear 
in different sizes, this amount of space must 
be	defined	relative	to	the	logo	itself.	

For the OCHA logo, the amount of clear 
space	is	equal	to	X,	which	is	approximately	
the radius (half the width) of the UN globe, in 
the diagrams below. The dotted lines show 
the areas within which no other elements 
should infringe.

Make every effort to place the logo over 
a solid background. If you need to place 
the logo over a photograph, please contact 
the Advocacy and Visual Media Unit for 
guidance (ochaavmu@un.org). 

The logo may appear in blue (positive) 
only over light, neutral colours (light grey, 
light brown, etc.). 

If a background is dark, whether it’s a 

solid colour or a simple image, the negative 
(white) logo should be used. 

No version of the logo should ever be 
placed over complicated images that will 
likely confuse the eye or cause problems 
with comprehension.

When pairing the OCHA logo with logos 
of	other	entities,	attempt	to	first	match	the	
height or width of the logos, unless one 
organization needs more or less recognition 
than another. If doing so makes one logo 
too large or small, attempt to make the 
logos similar in size while lining them up 
vertically or horizontally, depending on how 
they are arranged on the product.

X

X

X X

X

X
X X
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Logo Use

Negative logos (white text and image on 
blue) should not be used on white, colour or 
photo-based backgrounds. Negative logos 
are included in this guide to show how the 
logo would look on a blue background.

One OCHA

In the past, logos for each OCHA country 
office	and	regional	office	have	been	created.	
As we move toward “one OCHA”, individual 
logos are no longer recommended. The 
logo	 is	something	different	 than	 the	office	
name and intends to make OCHA more 
unified	 and	 coherent.	 Each	 office	 will	
continue to have its own name. However, 
we recommend using the organization 
logo	and	adding	the	individual	office	name	
beneath the contact information, or in an 
area separate from the logo.

OCHA tagline

OCHA now has a new corporate tagline: 
Coordination Saves Lives. The tagline 
should never be part of the OCHA logo.

The tagline could be incorporated into 
e-mail signatures, document footers or in 
a presentation. It works best as a stand-
alone or closing statement.

OCHA Reporting Headers

The Reporting Unit has developed 
various templates for its reporting products. 
The templates are available on OCHAnet, 
under Admin and Support > Reporting 
Resources: http://ochanet.unocha.org/AS/
Reporting/

)

)

)

)

)

)
Abyan

Al Jawf

Al
Hudaydah

Taizz

Hajjah

Hadramaut

Shabwah

Sa'ada

Sana'a

Amran

Lahj

Aden

Arhab

Zingibar

Haradh

Yemen: Humanitarian Snapshot as of 13 September 2011  
Coordination Saves Lives 

The overall situation remains tense in Yemen. Conflict is ongoing is areas such as Abyan, and there are reports of sporadic clashes between pro government and anti-
government forces in other areas such as Taiz. According to official government figures, IDPs in Yemen total approximately 416,760. In addition to the high number of IDPs, 
there has been a  dramatic increase in the cost of commodities, which has exerted pressure on an already food insecure country.   

Protracted IDPs

New caseload
) Armed Clashes (sporadic)

) Armed Clashes

Source: WFP 

38,923

42,601

139,461

25,896

69,242

20,767

49,903

16,455

13,512

Sana'a City

Amran 

Hajjah

Al Jawf

Sa'ada 

Aden inside Schools*

Aden outside Schools*

Lahj*

Abyan*

Internally displaced people by governorate 

fHealth 
 
Southern Yemen: From June to 5 September 2011, 17,561 medical consultations have been 
recorded via six operational mobile teams. 
Northern Yemen: From January to 26 August 2011, 88,459 medical consultations were re-
corded  from medical teams in Haradh. A total of 19,177 medical consultations were re-
corded via two fixed and two mobile health clinics in Sa’ada (covering four districts). Four 
mobile health clinics are operational in Al-Jawf providing primary healthcare, emergency 
treatment and medical referrals to displaced and conflict-affected persons.  

h Nutrition 
 
Preliminary results from a nutrition assessment conducted in 
Hajjah show malnutrition rates to be increasing.  
New OTPs (Outpatient Therapeutic Programmes) have been 
opened in the North in an attempt to tackle high malnutrition 
rates. Malnutrition screening is ongoing in the North and South 
whereby cases are identified and treated. 

e Shelter and d Education 
 
Approximately 20,000 IDPs are residing in schools in Aden.  A joint-assessment mission was 
conducted to find alternative accommodation options for IDPs as schools are opening. Sev-
eral public building have been assessed as potential shelters.  

û Fuel: 233% Increase 
 
Fuel is more readily available, however the price has increased by 233%  in Sana’a. (Source: WFP)  

* Revision of IDP figures are on going. 
** Unverified number. Assessment will take place soon. 

Source: Executive Unit 

Multi sector (migrants) 
 
In late August, 125 stranded Ethiopian migrants were assisted with voluntary return to their 
homelands. The migrants were provided with dignity kits, NFIs and a travel allowance to en-
able them to reach their home communities. At present there are 150 migrants sheltered at 
the Departure Center in Haradh. All registered migrants have access to WASH services, 
health and food. In addition NFIs are distributed as per requirements. The food cluster is as-
sisting by providing (up to) 1,500 stranded migrants two meals a day. 

Humanitarian Response 
 
A total of US$ 165 million (57%) has been pledged to the Yemen 
Humanitarian  
Response Plan 
(CAP). 
 
Plans are under-
way in prepara-
tion for the Yemen Hu-
manitarian Response 
Plan 2012. The three Re-
sponse Plans being for-
mulated (Northern Re-
sponse Plan, Southern 
Response  
Plan, and Central/Western 
Response  
Plan) will serve to inform the  
YHRP  2012  (CAP 2012). 

COORDINATION AND 
SUPPORT SERVICES

1.81%

FOOD AND AGRICULTURE
54.92%

NUTRITION
15.25%

WASH
4.42%

SHELTER/NFI/CCCM
7.00%

HEALTH
5.96%

PROTECTION
3.31%

EDUCATION
0.92%

MULTI-SECTOR (Refugee 
response)

6.04%

EARLY RECOVERY
0.36%

57%

k WASH 
 
Al-Jawf: Six water rehabilitation projects were completed in Barat 
Al-Inan. In addition 3,143 individuals benefitted from hygiene and 
sanitation programmes in Al-Jawf. The water pipelines are being 
rehabilitated at Al Mazrak Informal Settlement.  The distribution of 
cleaning materials at schools in Aden continues.  

@ Limited/Restricted access and protection 
 
There is limited access to certain areas where conflict is ongoing 
such as Arhab and Abyan. Due to the security situation, it is diffi-
cult to ascertain the exact needs of people affected by the conflict. 
In areas such where sporadic clashes are ongoing assessments are 
needed. As a resulted of security situation there is concern over 
unreported human rights  
violations. 

aFood 
 
The second component  of the ENS (Emergency Safety Net) has commenced, which aims to 
aid food insecure persons. Food distributions in Sana’a, Amran and  Haradh has begun.  

The tagline is not part of OCHA logo but a separate 
design element
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Examples of OCHA headers

Humanitarian Bulletin

Humanitarian Update

OCHA generic header

OCHA Situation Report
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Representing Data

On	the	road	to	finding	the	best	solution,	a	
table	will	almost	always	be	the	first	stop	and	
may be the last in the right situation. Tabular 
representations of written information can 
often be the clearest and most innate for 
your readers. 

Tables can be created in almost any 
desktop publishing software, from Excel 
and Word to Adobe Illustrator and InDesign. 
Regardless of software, the primary goal is 
to remove as many extraneous elements 

as possible to allow the data to clearly 
show through.

The basic style of the table below eschews 
hard black lines and includes icons set into  
a special column. By removing black lines 
and using a patterned background, the 
table itself does not compete with the black 
text.   

An infographic artist’s fundamental goal 
is to display information in the form that 
illuminates the desired message most 
clearly for the reader. To achieve this, the 
artist	must	first	digest	 the	 raw	 information	
and begin the search for the most effective 
visualization.

Often called “massaging” the data, this 
process may be the bulk of your work. 
It involves collecting raw information, 

ensuring	it	is	usable	and	analysing	it	to	find	
the trends to represent. This is often done 
in Excel by sorting and retabulating, but a 
pencil and paper can also be valuable.

When approaching data visualization, 
allow time to try various approaches and 
take the opportunity to sketch out ideas. 
Only through trial and error will the best 
solution become clear.     

Types of visual representations covered in this book
GRAPHIC TYPE DATA REQUIREMENTS BEST SOFTWARE

 Tables
Any information with repeated elements All desktop publishing software

 Bar Chart
A series of discrete values Excel, Illustrator, Google Chart

 Horizontal Bar Chart
A list of discrete values Excel, Illustrator, Google Chart

 Fever Chart
A series of connected values Excel, Illustrator, Google Chart

 Pie Chart
Percentage of shares of a whole Excel, Illustrator, Google Chart

 Surface Area Charts
A series of discrete values Illustrator, Google Chart

 Matrices
A complete two-dimensional table Excel, Illustrator, Google Chart

 Maps
Accurate and up-to-date GIS data ArcGIS, Illustrator, Photoshop

 Photography
High-resolution, credit and caption 
information, rights to use

Photoshop, Aperture, Lightroom, 
Gimp

Tables: The First Infographic

Massaging the Data

Headers: CMYK: 90,57,00,00     RGB: 002,108,182
Row 1: CMYK: 09,06,00,00     RGB: 227,231,245

Row 2: CMYK: 18,11,00,00     RGB: 204,213,237

Colours used in the table style below



Ensure numerical axis 
labels are aligned to 
the decimal point. Include a data source

Annual contributions to consolidated appeals in billions

0

3

6

9

12

US$15
$13.5 billion

’10
Source: FTS

Source: FTS

’09’08’07’06’05’04’03’02’01’00’99

The baseline of 
a bar chart is 

always zero. Do 
not clip the axis 

in order to 
highlight 

disparities at the 
top of the axis. 

Instead, try 
recalculating 
your data as 

percentages, or  
try another type 

of chart.

Clearly 
denote 

currency

Chart titles should 
be sentence case. 
Clear and accurate 
labelling, including 
time increment and 
units, are vital.

When axis lines are 
present, it is not 
necessary to label 
each data value. 
However, it can be 
useful to highlight 
the final value or 
other important 
data points.

When the range of 
your data crosses 
natural numerical 
milestones, such as 
from millions to 
billions, set the 
entire chart in the 
larger milestone.
A chart should 
never reflect more 
than 1,000 millions 
etc.  

Feel free to omit axes 
and baselines when data 
values are labelled.

Do not place chart keys 
and legends over the 
chart area.

Take time to 
convert your 

data to rounded, 
easily digestible 
values for chart 

labelling.

Ensure labels fit 
neatly under the 
bars in no more 
than two lines. 
Alternatively, use 
a horizontal bar 
chart. 

20102009

$0.90
$0.71

UNHCR

$0.45 $0.55

UNICEF

$4.32

$3.18

WFP

Annual contributions to top UN agencies in billions
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Representing Data

Possibly the most common infographic, the bar chart is versatile, clear and will be easily 
grasped by all readers.  It can be used to compare values over time or among categories.  

Bar Charts



Labelled values eliminate the need for grid lines, 
while rounding is done to make the values easy 
to digest.

Remember to sort your data before charting so 
that readers can easily identify the trends.

If software permits, it can be appropriate to 
specifically label values that cross the 
millions-billions milestone to keep the value 
labels in the most easily digestible form.

A horizontal bar chart has the advantage of printing long labels without using two lines or 
printing vertical text, as would be required for a vertical bar.

The number of OCHA offices is represented below as a "stacked bar". Whether vertical or 
horizontal, the darkest colours should always be used closest to the baseline in such charts. 

 $30.8 million

 31.1

 32.1

 39.6

 39.8

 45.3

 45.6

 53.8

 58.1

 60.7

 79.9

 96.9

 97.4

 122.5

 148.8

 174.0

 175.7

 187.0

 247.7

 317.5

 322.0

 382.0

 445.8

 643.9

 10.4 billion

 18.6

Switzerland

Ireland

Brazil

Italy

Finland

Red Cross / Red Crescent

France

Belgium

Denmark

Saudi Arabia

Germany

Netherlands

Australia

Norway

Others

UN agencies

Sweden

Spain

Canada

United Kingdom

CERF

Private

Japan

European Commission

Carry-over

United States

Source: FTS

Source: OCHA

Contribution to appeals by country in 2010

2011

2010

2009

2008
Regional Office Sub-regional Office Humanitarian Support UnitCountry Office

OCHA presence 2008-2011
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Representing Data

Rarely graceful but sometimes useful, horizontal bar charts help compare long lists of 
values or categories. In the below example, the arrangement of the bar chart across the 
bottom of the page allows for the accurate labelling of each contributing entity, while also 
providing the width necessary to discern the differences among a wide range of values.   

Horizontal Bar Charts



The fever chart’s 
range on the y-axis 

can be clipped to 
illuminate more 

subtle changes at 
the upper range of 

the dataset. 

The darker colour line is 
above the lighter colour.

Annotations help to
clarify the message

Dotted grid lines create an 
attractive graphic effect

The x-axis doubles as a 
timeline of major events

Bubbles marking major values 
add ease of use to the chart.

Source: FTS

0

0.25

0.50

0.75

1.00

1.25

$1.50 billion

Haiti Consolidated Appeal funding in 2010

Jan
2010 Feb March April May June July Aug Sep Oct Nov Dec

Funding Required Funded

71%69%

59%

53%

Earthquake
strikes

Flash Appeal
launched

Revised Flash
Appeal launched

First report of
cholera cases

Monthly planned and actual beneficiaries 
of food distributions in Darfur

Planned number of beneficiaries
Actual number of beneficiaries

Source: WFP Sudan, Food Distribution Statistics September 2010

1.5
2.0
2.5
3.0
3.5
4.0
4.5 million

2008 2009 2010

Access 
challenges
inhibited
distributions
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Representing Data

Graphics editors refer to the line chart as a “fever” chart. It is second only to the bar chart 
in	terms	of	clarity	and	ubiquity.	The	line	chart	is	among	the	most	graceful	and	versatile	forms	
in the information designer’s toolkit. It is often the best solution when the data presents a 
time series referring to a single value that changes at regular intervals. In the case below, 
comparing two fever lines helps to show recent challenges in distributing food aid.

In another form, this larger line displays the data while adding additional contextual layers, 
such as major timeline events, and a background layer comparing funding to overall funding.

Line Charts



Source: OCHA

OCHA’s 1,876 staff members by region

West, 
Central and 
South Africa

807

443

350

146

130

Headquarters 
(NY and Geneva)

Asia and
the Pacific

Latin America and
the Caribbean

Middle East,
North Africa

and Central Asia

The total is conveniently tucked into the title

The chart should always start with 
the largest value at “12 o’clock” and 
proceed in clockwise succession.

Labelling either the values 
or the percentage of each 
slice within the pie can be 
useful. Be sure to bold the 

reversed text.

Alternatively, categories can be labelled in a key if in-line 
labelling is too cumbersome, or if the software package 
being used does not have the functionality. 

West, Central and South Africa
Headquarters, NY and Geneva

Asia and the Pacific
Latin America and the Caribbean
Middle East,North Africa and Central Asia

Source: FTS

WFP
$4.04 billion

UNHCR
$1.12 
billion

UNICEF
$1.11 
billion

IOM
$375.72 
million

FAO
$373.98 
million

UNRWA
$323.32 
million

WHO
$300.57 
million

UNDP
$265.63 
million

SC
$221.61 
million 

MAPA
$140.40 
million

2010 Global Consolidated and Flash Appeal Funding Requirements by Organization

To properly represent the values, charts 
such as the one below must be created by 
calculating the shape's surface area. In the 
case of circles, that means solving the 
equation X=�r2 where X equals the value of 
each data point.

Fortunately, most charting software will do 
this for you when you enter data in multiple 
columns using the pie chart function. Never 
simply stretch or scale shapes to match the 
heights of a bar chart showing the same 
data.

Using your graphics software to apply a 
transparency to the shapes helps to save 
space while illuminating the relationships 
among the data points as they overlap. It 
also creates a nice “Venn Diagram” effect.

Surface-area charts that sub-divide a 
rectangle in proportion to the values in a 
dataset are referred to as “tree maps”. The 
chart form can be valuable as an alternative 
to a pie chart when the relationships among 
many similar data points must be 
represented. A wide variety of online tools 
are available to help create these charts.  
Examples of such tools:
Many Eyes (BM product)
http://manyeyes.alphaworks.ibm.com/
Google charting tool 
http://code.google.com/apis/charttools/inde
x.html

Circles aligned on the centre axis 
are generally easiest to compare. 

The addition of a simple pinpoint at 
the centre of each can make them 

even more clear.

807
West, Central
and Southern Africa

244
Headquarters,
Geneva

199
Headquarters,
New York

350
Middle East,
North Africa and 
Central Asia

146
Latin
America
and the
Caribbean

130
Asia
and the
Pacific

OCHA’s 1,876 staff members by region
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Representing Data

Pie charts are a popular choice to help readers understand the relative sizes of similar 
values. The pie chart can be an effective tool if its limitations are respected. 

Pie chart rules of thumb:

•	Avoid	 creating	pie	 charts	with	more	 than	five	slices.	This	 is	because	 the	differences	
among them become indiscernable and labelling becomes challenging. If more values are 
required,	consider	representative	circles	(discussed	on	the	next	page)	or	a	bar	chart.

•	Avoid	the	temptation	to	use	a	different	colour	for	each	slice.	Instead,	attempt	to	render	
the chart using a simple colour ramp.

•	Many	softwares	provide	an	option	to	create	three-dimensional	pie	charts.	Using	such	
functions renders the chart visually useless, as the perspective reduces the eye’s ability to 
compare the slices.

Pie Charts



Source: FTS
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$4.04 billion

UNHCR
$1.12 
billion

UNICEF
$1.11 
billion

IOM
$375.72 
million

FAO
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$300.57 
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$265.63 
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SC
$221.61 
million 
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$140.40 
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2010 Global Consolidated and Flash Appeal Funding Requirements by Organization

To properly represent the values, charts 
such as the one below must be created by 
calculating the shape's surface area. In the 
case of circles, that means solving the 
equation X=�r2 where X equals the value of 
each data point.

Fortunately, most charting software will do 
this for you when you enter data in multiple 
columns using the pie chart function. Never 
simply stretch or scale shapes to match the 
heights of a bar chart showing the same 
data.

Using your graphics software to apply a 
transparency to the shapes helps to save 
space while illuminating the relationships 
among the data points as they overlap. It 
also creates a nice “Venn Diagram” effect.

Surface-area charts that sub-divide a 
rectangle in proportion to the values in a 
dataset are referred to as “tree maps”. The 
chart form can be valuable as an alternative 
to a pie chart when the relationships among 
many similar data points must be 
represented. A wide variety of online tools 
are available to help create these charts.  
Examples of such tools:
Many Eyes (BM product)
http://manyeyes.alphaworks.ibm.com/
Google charting tool 
http://code.google.com/apis/charttools/inde
x.html

Circles aligned on the centre axis 
are generally easiest to compare. 

The addition of a simple pinpoint at 
the centre of each can make them 

even more clear.

807
West, Central
and Southern Africa

244
Headquarters,
Geneva

199
Headquarters,
New York

350
Middle East,
North Africa and 
Central Asia

146
Latin
America
and the
Caribbean

130
Asia
and the
Pacific
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Representing Data

The	once-obscure	practice	of	using	circles,	squares	or	other	shapes	to	compare	values	has	
become fashionable in recent years, as many graphic designers have become fascinated 
with	representing	data.	These	charts	equate	the	two-dimensional	surface	area	of	the	shape	
to	the	value	being	represented.	Circles	are	the	most	common,	but	squares,	triangles	or	any	
other shape for which the surface area can be calculated can be used. 

Surface-Area Charts



Using the transparency feature of your 
software is a must when placing circles on a 
map. However, if the software package does 

not provide such a feature, it may be 
possible to place the circle under borders 

and text layers.

Maps that use surface-area representations arranged into geographical shapes are referred to 
as “cartograms”.  Below, a cartogram helps to explain the size and location of humanitarian 
appeals.

Number of displaced people by province

Source: SNGRD. Bilan des dégâts #12. 9 Feb 2010.

Total: 467,701

100,000

50,000 people

ARTIBONITE
162,509

CENTRE

H A I T I
GRANDE
-ANSE

NIPPES

NORD
NORD
-EST

NORD-OUEST

OUEST
SUD SUD-EST

Sudan
2.1 billion

DR of
the Congo

946

Somalia
849

Chad
399

Kenya
576Uganda

CAR

Zimbabwe
719

West
Africa

Iraq
650

Pakistan
542

Sri
Lanka

Nepal

Afghanistan
665

Côte d'Ivoire

Tajikistan

occupied
Palestinian

territory
803

Humanitarian funding requirements in 2008

$9.5 billion total required

43 million people in need$2 billion

Circles represent requirements for each country in billions of US dollars

$1 billion
$0.5 billion

Asia

Middle East

Africa

Source: Consolidated and flash appeals recorded by the Financial Tracking Service (FTS)

Six-month requirements

Three- to six-month requirements 
for urgent humanitarian response
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Circles can also add tremendous context to maps by providing a second layer of visual 
information about map features.

To learn how to calculate the size of symbols, go to annex 2. 

Surface-Area Charts



A simple 
monochrome 

colour ramp is 
chosen. This 

compact style 
for creating keys 
for colour ramps 

will also be 
useful on maps.

A series of  mini-maps, 
commonly referred to as 
“small multiples”, are an 
excellent addition 
providing quick 
geographical reference.

In addition to the colour ramp 
and actual data values, the 
rows and columns have been 
deliberately re-ordered to 
exemplify the density trends of 
partners across departments 
and clusters. In doing so, the 
graphic helps the reader 
easily understand the story 
being told by the data.
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Sud-Est

Sud

Ouest

Nord-Ouest

Nord-Est

Nippes

Grande-Anse
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Artibonite
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14
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1
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4
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7
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59

57

35

28

15

23

7

Number of partners by department and by cluster
Number of partners
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Representing Data

The matrix is a derivative of a common table. It can be a useful way of representing large 
datasets and highlighting gaps. In the example below, a matrix serves as a much clearer 
representation of “Who, What and Where” data than many attempts to place all the data on 
top of a map. Best of all, attractive matrices can be easily created in Excel. 

In the example below, the wealth of information contained in Haiti’s 3W database is 
distilled into a matrix that easily allows the reader to identify what clusters are most active 
and where. 

Matrices



The preparation of a half-page basemap will 
be of great use when covering a disaster. 
This clear style is detailed in the table 
overleaf. A complete set of country 
basemaps produced by AVMU is available at 
reliefweb.int.
You can request the original file to 
ochaavmu@un.org

Sudan - One-Column Map

Nyala

SingaRabak

Kadugli

Gedaref

Kassala

Dongola

El Obeid

Ed Damer

El Fashir

Ed Damazin

El Geneina

Wad Medani

Port Sudan

SOUTH SUDAN

CHAD

LIBYA

EGYPT

ETHIOPIA

CAR

ERITREA
Khartoum

Red Sea

Administrative
boundary

100 km

Map Sources: UNCS, SIM, Natural Earth.
The boundaries and names shown and the designations used on this map do not imply official 
endorsement or acceptance by the United Nations. Final boundary between the Republic of 
Sudan and the Republic of South Sudan has not yet been determined. Final status of the 
Abyei area is not yet determined. Map created in Oct 2011.

SUDAN
Undetermined boundary
Abyei region
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Map production is one of the most 
vital functions of OCHA’s designers and 
information	 management	 officers.	 The	
visual style and physical size of the map 
vary widely depending on its use and the 
information it needs to convey. However, 
some basic standards and guidelines are 
valuable.

In all cases, creating a basemap that is 
suitable for layering future information is an 
important	first	step.

Fundamental versions of this base map 
will include:

•	 A “one-column” map that addresses 
the extent of the country or crisis at 
hand (see right-hand column on this 
page), and which can be inserted into 
sit reps and other reports.

•	 An A4 version, such as the one 
overleaf, for general reference or in-
depth situation analysis.

These base maps should emphasize 
clarity and versatility. They should also print 
well in colour and black and white, as they 
may well be printed in varying conditions.

Limited use of colour will be an important 
design choice for base maps, both to ensure 
quality	printing	and	facilitate	easy	layering	
of future information as the emergency 
develops.

 In a new emergency, the development 
of	a	map	series	will	require	the	designer’s	
thoughtful consideration to account for the 
specific	content	the	map	should	serve.

The following two examples combined 
with the stylesheet detailing example map 
styles will be a useful reference point with 
which to build basemaps. 

Elements of Map Style



The boundaries and names shown and the designations used on this map do not imply official endorsement or acceptance by the United Nations. Dotted line represents approximately 
the Line of Control in Jammu and Kashmir agreed upon by India and Pakistan. The final status of Jammu and Kashmir has not yet been agree upon by the parties.

Creation date: 30 Aug 2010  Glide number: FL-2010-000141-PAK  
Feedback: ochaavmu@un.org www.unocha.org     www.reliefweb.int     www.pakresponse.info

Arabian
Sea

I n
du

s

ISLAMABAD

FEDERALLY
ADMINISTERED
TRIBAL AREAS

P U N J A B

B A L O C H I S T A N

S I N D H

KHYBER 
PAKHTUNKHWA

Gilgit

Dushanbe

Kabul

Quetta

Karachi

New Delhi

Lahore

Miram 
Shah

Peshawar
Islamabad

Muzaffarabad

Tashkent

INDIA

P A K I S T A N

ISLAMIC
REPUBLIC
OF IRAN

AFGHANISTAN

TURKMENISTAN UZBEKISTAN

TAJIKISTAN

KYRGYZSTAN

CHINA

Jammu
and Kashmir

100 km

Always include a scale bar 
on reference maps. This 
simplistic single-division 
line marked in kilometres 
is efficient, clear and 
absolutely critical to 
understanding the map.

Include metadata, including the creation data of the 
map, Glide number of the emergency, feedback e-mails 
and urls, as well as all necessary map disclaimers.

Do not assume the reader is 
familiar with the regional 
geography. Include an inset 
locator map or globe for 
context.

National capitals must be 
clearly marked with a star icon.

Arial is the font of choice for 
labels. Make them at least 
7pt. Use various levels of 
grey to help less important 
labels fade into the 
background.

Correctly label any 
cities, administrative 
areas, bodies of water 
and other features that 
are represented on 
the map.

International borders 
are visible at 40 per 
cent grey but do not 
obstruct overlayed 
text. 

Show the area of interest in white to 
leave a blank canvas to layer information 
above. A 15 per cent grey is enough to 
differentiate the other areas.

Take extreme care to properly 
represent disputed borders 
according to the UN 
cartographic section guidelines 
provided in the annex.

North arrows are useful, 
but only absolutely 
required when the map is 
on an angle other than 
true north. Avoid 
elaborate north arrows 
that waste space. This is 
a simple triangle with the 
letter “N”.
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A4 Basemaps



Arial: Regular 6 pt250 kmScale bar

North Arrow

Annotations

Example Map Styles

Admin 2 capital 5 pt black Arial: Regular 8.5 pt

Cities 4 pt black Arial: Regular 8 pt

See annex regarding specific examples
and dot-dash patterns. 

Times New Roman: Italic 8 pt 
C:50 | M:30 | Y:0 | K:20

Capital cities black Arial: Bold 9 pt7 pt

Admin 1 capital Arial: Regular 9 pt6 pt  white, stroke: 0.5 pt
inner circle: 3 pt black

Disputed border

C:30| M:15 | Y:0 | K:10

2.0

40 per cent grey
Dash: 2 pt, Gap: 1 pt

ARIAL: REGULAR, 8.5 PT, CAP,
             K:50

1st admin boundary 0.5

25 per cent grey Arial: Regular, 8 Pt, K:502nd admin boundary 0.25

BlackLeader lines 0.5

International border C:0 | M:0 | Y:0 | K:400.75

(for location map)

(space between scale
bar and unit: 3 pt)

0.5

C:30| M:15 | Y:0 | K:10Coastlines 0.25

Major Roads C:0 | M:40 | Y:20 | K:50.5

Minor Roads C:0 | M:40 | Y:20 | K:50..25

0.5

Countries/land C:0 | M:0 | Y:0 | K:10 ARIAL: REGULAR 9 PT, CAP,
             K:40

Featured country White ARIAL: REGULAR 9 PT CAP,
             K:65

Water C:10 | M:5 | Y:0 | K:0

Feature Fill Line Style Label

Points of interest 4 pt various colors Arial: Bold 7 pt

Arial 9 pt is the font of choice.

Airports

Camps

Conflicts

Mountains

Earthquake
epicentre

Population
movements

This	is	an	example	of	map	style	but	each	map	is	unique.	Adapt	the	style	to	your	map	based	on	scale,	content,	
shape, readibility, etc.
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Representing Geography
A4 Basemaps



Effective Use of Shaded Relief
Shaded relief, or hillshading, simulates a 3D effect 

by rendering shadows and highlights created by 
surface elevation.

Shaded relief is created using a digital elevation 
model (DEM) combined with Photoshop or ArcMap’s 
Spatial Analyst extension. 

While such layers can be attractive, shaded relief 
increases	considerably	the	file	size	and	makes	the	
reading	 difficult.	 Only	 consider	 its	 use	 when	 the	
terrain and purpose of the map warrant it.

See annex on how to create a shaded relief.
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Mongolia: Severe Winter - Dzud (Jun 2010)

CHINA

CHINA

MONGOLIA

RUSSIAN
FEDERATIONKAZAKHSTAN

Ulaanbaatar

15 out of 21 provinces
declared disaster zones
(as of  Apr 2010)

Areas affected by dzud
(as of 13 Apr 2010)

100km

Country population4

2.7 million
Affected population4

769,000
28% 
of country’s
population

=

Total number of livestock in 20091

44 million
No. of dead (as of May 2010)1

8.5 million
20%
of country’s
livestock

=

The summer drought results in poor 
pasture and prevents animals from 
gaining fat reserves.4

The drought hinders the 
collection of adequate 
amounts of fodder.4 

The thick snow cover from heavy snowfalls and low 
temperatures impede livestock from grazing; 
animals die of cold, hunger and exhaustion.4

Weakened animals perish from starvation; 
pregnant livestock miscarries or dies. Animal 
carcasses are removed and buried. The 
snow melts and causes flash floods.4 

Pasture, grass and crops 
grow and livestock gain 
weight and fat reserves.5

Herdsmen stay at their winter camps during the 
most severe, the coldest and longest season.5

Snow melts, grass becomes green, 
livestock breed and gain weight.5

Crops and fodder are 
harvested; cattle barns, sheds 
and firewood are prepared for 
the winter.5

Typical Season

Dzud

MayJun Nov Dec Jan Feb Mar AprJul Aug Sep Oct
Summer Autumn Winter Spring

8.5 million
3.8 million

1.8 million
Cumulative number of
animals lost in 2010

-20 -15
-7

10
1614ºC 13

8

-9
-17

Mean temperature in Celsius

Summer drought Extreme cold winter

What is a dzud?
A natural phenomenon 
arising from summer 
drought followed by heavy 
snowfalls combined with 

extreme cold, resulting in 
insufficient grazing 
pastures and massive loss 
of livestock.3

Adverse effects
Livestock represents 
about 70% of nomadic 
herders’ total assets. The 
loss of animals has a 
devastating impact on 
the affected population4:

Food
insecurity &
malnutrition

Less fuel
for heating

and cooking

Reduced income

$

Lack of
access to

health care

Psychological
trauma

Lack of access
to education

Increase in
maternal &

infant mortality 

Risk of mass
exodus to

urban areas

Loss of livestock

Disclaimer:
The boundaries and names 
shown and the designations 
used on all maps do not imply 
official endorsement or 
acceptance by the United 
Nations.
Creation date:  29 Jun 2010
Data sources: UNCS, DevInfo.

References:
1IFRC.  Mongolia: Severe winter 
Emergency appeal n° MDRMN004 
Operations Update no. 2. 31 May 
2010.
2FAO. Asia Pacific food situation 
update – Feb 2010. 8 Mar 2010.
3ECHO. Commission decision on 
the financing of humanitarian 
actions in Mongolia from the 
general budget of the European 
Union. 2 Jun 2010.
4UNCT. Mongolia Dzud Appeal. May 
2010.
5Ministry of Nature, Environment 
and Tourism of Mongolia website.

Temperatures dropping to minus 50 degrees celsius 
had killed more than 8.5 million animals in 
Mongolia as of May 20101, jeopardising the 

livelihoods and food security of nomadic herders 
who comprise a third of the country’s population2.

Feedback: ochaavmu@un.org



The boundaries and names shown and the designations used on this map do not imply official endorsement or acceptance by the United Nations. Dotted line represents approximately 
the Line of Control in Jammu and Kashmir agreed upon by India and Pakistan. The final status of Jammu and Kashmir has not yet been agree upon by the parties.

0.5 pt borders are large 
enough to print, but light 
enough not to crowd the map.

This Robinson World 
projection has the 
advantage of being 
equal area, thus fairly 
representing the 
relative size of each 
country. Borders must be properly represented according to the 

UN Cartographic Section guideline provided in the 
annex. Never omit the map disclaimer.

Donor
Recipient

Donor and recipient

Donors and Recipients of CERF Funds in 2010

Haiti
Dominican 
Republic

Benin
DR of the Congo

Congo

Myanmar

occupied
Palestinian
territory

Pakistan Philippines

Somalia
Sri Lanka

Sudan

Kyrgyzstan

Côte d'Ivoire

Burkina 
Faso Chad

Niger
Yemen

Senegal

Countries receiving surge deployments in 2010

For thematic maps, it is acceptable to 
remove Antarctica and forgo superfluous 
country and other labels to simplify the 

visual.

This Miller Cylindrical
projected world map 
fills the page nicely 
and provides 
maximum space for 
labelling. Grid lines 
can be omitted.
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On many occasions it will be useful to prepare world maps displaying various thematic 
information. Geographic Information Systems have several options for projecting the world, 
so it is important to choose carefully. Robinson World and Miller Cylindrical are among the 
most	easily	recognized	and	efficient	in	terms	of	space.

World Thematic Mapping



The range and concentration of the data 
points for each area are analysed and clear 
sensible breaks are chosen. A maximum five 
colour ramp ensures that the colours are 
easily differentiated.

This chlorapleth representation of population density provides vital context for humanitarian 
decision-making. 
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Bangui
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Ouham

Mbomou

Vakaga

Haut-Mbomou

Kémo

Bamingui-Bangoran

Lobaye

Ouham Pendé

Ombella M'Poko

Mambéré-Kadéï

Nana-Mambéré

Nana-
Gribizi

Basse-
Kotto

Sangha-Mbaéré

100km

C E N T R A L  A F R I C A N  R E P U B L I C

Persons/km2 (2003)
Population density in Central African Republic 
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Maps	 that	 fill	 the	 area	 of	 various	
boundaries with colours representing 
data values or ranges are often called 
“chlorapleth” maps. The global maps on 
the previous page can be considered 
chlorapleth maps, displaying a simple set 
of	 options.	 However,	 the	 technique’s	 full	
power is unlocked when used to show 

geographical trends in a dataset such as 
population density, cholera cases or access 
levels. Such maps can be among the most 
informative tools in an infographic artist’s 
arsenal. However, careful consideration is 
required	on	colour	palettes,	which	data	 to	
represent, and whether to choose breaks 
or ranges for each colour value.

Chlorapleth Mapping
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Photography at OCHA

OCHA in Action: Shots that depict OCHA 
engaged in its core functions are extremely 
effective. Periodically collect images of 
OCHA staff organizing meetings, collecting 
and analysing data, handling logistics and 
building human networks. 

Aid in Action:  Aid distributions, 
assessment missions, shelter locations or 
education facilities are great opportunities 
to depict the scope of humanitarian action 
covered in the region. 

Affected Population: Seek out images 
of	 beneficiaries	 that	 express	 self-reliance	
and hope. It’s important to show aid 
as a collaborative process between 
affected populations, governments and 
the international community, rather than 
depicting those in need as victims.

Disaster Context: Images that express 
the scale and severity of a disaster, such 
as panoramas of an IDP camp, aerial shots 
of	a	flood,	or	dry	soil	in	a	drought	area.

A view of the flooding in the Punjab Province, 
Pakistan. 15 August 2010

A young girl drinks a mixture of millet, milk and 
sugar from a ladle in the southern Maradi Region, 

Niger. 14 July 2010.

Dr. Abdul Bashir leads a Merlin mobile medical 
team into Khaspak village in Badakshan, 

Afghanistan. 20 April 2010. 

OCHA staff member Andrew Alspach facilitates an 
inter-cluster meeting at the UN Log Base in Port-

au-Prince, Haiti. 12 February 2010.

Strong	 photography	 will	 invariably	 help	 to	 improve	 the	 quality	 of	 OCHA	 products	 and	
publications. Consider these thematic priorities when searching for imagery.

Using Photography at OCHA: Excerpts from OCHA’s Graphics Style Book

Credit: OCHA/Akiko Harayama

Credit: UNICEF/Holtz

Credit: WHO/Christopher Black

Credit: UN Photo/Evan Schneider
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Photography at OCHA

Best practices for using images.

Size and placement: When using the 
image as a page or part of a layout, be 
sure to respect the grid of the page. Do 
not shrink the image until it loses impact to 
fit	more	text.	Above	all,	do	not	squeeze	or	
stretch the image when resizing.

Quality: Collect professional images in 
high resolution. A minimum width of 3,000 
pixels is advisable to avoid printing images 
below 150 dots per inch.

News value and timeliness: Acquire	
images from recent emergencies. Include 
a	caption	that	identifies	the	date,	 location,	
circumstances and people in the images. 

Copyright: Get permission to use images 
from the owner. Credit all images with both 
the name of organization and photographer.

Metadata: The metadata should include 
the location, date, and photographer’s 
name and description.(See annex 5).

Photography

C
redit: O

C
H

A
/D

an D
eLorenzo

C
redit: W

elthungerhilfe/M
ichal P

rzedlacki

Workers load sacks of grain at the World Food 
Programme warehouse in Bangui, Central African 
Republic. 10 September 2009.

A firewood-distribution beneficiary in Afghanistan. 22 December 2010. 
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Annex 1: Colour modes - CMYK versus RGB

What are CMYK and RGB?
CMYK stands for:
Cyan, Magenta, Yellow, Black

Theoretically, the entire range of colours 
can be made by combining varying 
amounts of CMY, but in reality black must 
be added to reach the darkest colours. 
A lack of all four colours produces white. 

RGB stands for: Red, Green, Blue

The three component colours combined 
in full intensity produce white, while the 
lack of all three colours produces black.

Why use CMYK?
All colour printers use CMYK. Your printed 

product may not resemble what you see on 
your screen if you use a colour from the 
areas where the RGB and CMYK colour 
modes do not overlap. RGB colours that are 
bright and vibrant cannot be reproduced in 
printing.

CMYK should be used for all printing.

RGB is intended for use on monitors, 
i.e. for Web content and video.

The graphic below is in 
RGB, while the one at 
right is in CMYK. See 
the difference? 

(Note: The difference is 
evident only when viewed on 
a	monitor!)

Image adapted from photo.net

A RGB colour space
B CMYK colour space
C colour space share
   by CMYK and RGB

Working with images
When preparing your images for print, do 

as much of your editing in RGB as possible. 
This will allow you to maintain your image’s 
overall colour balance. If your image uses 
many bright colours, try reducing the 
saturation levels to pull the colours into 
CMYK range.

Convert to CMYK as the last step.

Export in CMYK from ArcGIS
1. When you are ready to export, select 

File

2. Then select Export Map...

3. Toggle open the Options menu

4. Click on the Format tab

5. Select CMYK under Destination 
Colourspace
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Proportional symbols vary in size 
proportionally to the data symbolized. 

For example, the symbol of 10,000 refugees 
should be 10 times larger than the marker 
for 1,000 refugees. Circles are the most 
frequently	used	point	symbols.

What’s wrong with automatically 
generated proportional symbols?

Mapping software such as ArcGIS 
may offer a choice to display attributes 
as proportional symbols. This option is 
useful when there are numerous values 
and the range of values is not too wide. 
However, in many cases the symbols end 
up overlapping when there is no option of 
setting a maximum size for the symbol.

What to do when the range of values is 
too wide

When working with a large range of 
values, consider whether the full range of 
values must be symbolized. Presumably 
the higher amounts are important, but some 
of the lower values may be considered 
not essential and excluded from the 
symbolization.

Symbols legend
Calculate some standard values for use 

in the legend. Following are examples of a 
legend: 

Step 1
Decide on the diameter of the 
largest symbol.

Step 2
Make a list of the elements 
and the attribute values to be 
represented.

Step 3
Calculate the symbol size per 
the following formula:

For this example, we chose 50 pt as the 
diameter of our largest symbol.

City Population Symbol Size

A 52,250 50

B 488 4.8

C 12,356 24.3

symbol size = 
( value/ largest value) x max. symbol size

In our example, the 
diameter of each symbol 
would	equal
( value/ 52,250)x50pt.

1,000

10,000

1,000

10,000

0 1,000

10,000

Bar Nested Strung Out

How to calculate your own proportional symbols



In this annex we will develop two 
techniques	—	one	using	Photoshop	and	the	
other using ArcGIS. Both methodologies 
require	a	data	preparation	 in	ArcGIS	first.	
The process using Photoshop is faster and 
easier.  

Download Free Digital Elevation Model 
(DEM)

Identify the data needed based on the 
terrain and the size of the area of interest. 
The larger the area, the lower the resolution 
needed. In country/regional level, GTOPO 
30	from	USGS	is	more	than	sufficient.

•	 1 km resolution (USGS GTOPO30): 
http://eros.usgs.gov/#/Find_Data/
Products_and_Data_Avai lab le/
gtopo30_info

•	 90 m resolution (CGIAR SRTM): 
http://srtm.csi.cgiar.org/SELECTION/
inputCoord.asp

•	 30 m resolution (NASA ASTER): 
www.gdem.aster.ersdac.or.jp

1. DEM preparation in ArcGIS1

Identify the tiles needed and download 
from the website.

Use the mosaic tool in ArcToolbox to join 
multiple raster layers:

ArcToolbox > Data Management Tools > 
Raster > Raster Dataset > Mosaic
1. Other software packages are available for processing raw DEM data for those who 
do not have an ArcGIS license.

2a. Methodology using ArcGIS2

Create the hillshade in ArcToolbox by 
going to ArcToolbox > Spatial Analyst > 
Surface > Hillshade

•	 Select the input raster

•	 Select the output raster

•	 Azimuth = 315

•	 Altitude = 45

•	 Do not check to have Model shadows

•	 Z factor (height exaggeration):  
a) If the x,y units and the z units are 
in the same units of measure, the 
z-factor is 1 (the default).   
b) If the x,y units and the z units are 
in different units of measure, e.g. 
x,y coordinates in decimal degrees 
(geographic coordinate system) 
and has elevation values in metres, 
the z-factor is between 0.0000090 
(lower exaggeration of mountains) 
and 0.0001 (high exaggeration of 
mountains).

Once the data has processed, open 
the layer properties (right click and select  
Properties) and change the display (click 
on Symbology tab) using  the following 
properties:

•	 Change the colour ramp values so 
that the gradient ranges from CMYK 

2.	The	method	in	ArcGIS	requires	the	Spatial	Analyst	extension.
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0,0,0,40-70 to CMYK 0,0,0,0 (right 
click on colour ramp and select  
Properties...)

•	 Check ‘Use hillshade effect’ and 
assign the appropriate z-factor

•	 Select to display no data values as 
CMYK 0,0,0,100

•	 Select appropriate stretch type

2b. Methodology using Photoshop3

First, export the DEM from ArcGIS to a 
jpeg using the following steps:

1. In ArcGIS in layout view, make it so 
only the DEM is active and no other 
graphics display on the page (no 
frame outline).

2. Change the legend to the following 
parameters:

•	 Under Layer Properties, go to the 
Symbology tab and choose Stretched

•	 Check to Display background value 
equal	 to	 0 and select as the colour 
CMYK 0,0,0,100. Display no data as 
the colour CMYK 0,0,0,100

•	 Under Stretch type, select the type 
that provides variation in grey scale 
in your image. Usually the minimum-
maximum works well.

•	 Export	 the	 map	 to	 an	 image	 file	 by	
going to File > Export Map and select 
jpg format. Check the box Clip Output 
to Graphics Extent.

Open the exported image with Photoshop. 
Ensure the background colour is set to 
white and the colour mode in Photoshop is 
set to RGB.

1. Select > All

3. This is based on methodology developed 
by Mr. Tom Patterson from the US National Park 
Service www.shadedrelief.com/cp28/relief_tp.html

2. Edit > Cut

3. Open the channels palette Window > 
Channels. Create a new alpha channel 
by clicking Create new channel button 
at the bottom of the palette. An alpha 
channel (#4) will appear at the bottom. 

4. Edit > Paste the image into the 
activated alpha channel.

5. Click the top RGB channel to make it 
active. The DEM disappears and the 
background becomes white. The eye 
icon should be visible in all channels 
except #4. 

6. Activate the layers palette by clicking 
the “Layers” tab.

7. Filter > Render > Lighting Effects

3

5
6
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8. Use the following settings:

9. The left side 
of the dialog box 
has a graphical 
device for setting 
light direction and 
altitude. Select 
the	 small	 square	

at the end of the tethered line and drag 
toward the upper left to set north-west 
illumination. Dragging away from the 
centre circle lowers the light source 
altitude, turning the preview black. 
Drag too close to the centre and the 
preview	turns	white.	Place	the	square	
about two thirds of the way between 
the centre and upper-left corner of 
the preview box for best results. 
Experiment.

10. Click “ok” to render the shaded relief. 
Notice that the rendered relief looks 
much better than it did in the dialog 
box preview. If the relief doesn’t look 
good, use edit > undo and return to the 
lighting effects dialog. Try adjusting 
the	intensity,	flat/mountainous	setting,	
and the light direction and altitude until 

the results are pleasing.

11. Select the dark part of the image by 
using Select > Colour Range. Choose 
Shadows under the Select drop-down 
list.

12.  Image > Adjustment > Levels and 
change the output level from 0 to 100.

13. To correct the “stairs effect”, you need 
to	 play	 with	 various	 filter	 tools.	 The	
following is a suggestion, but you 
need to adapt the numbers to your 
image needs.

14. Filter > Blur > Gaussian Blur > 1

15. Filter > Noise > Median > 2

16. Filter > Sharpen > Unsharp Mask > 
Amount: 75%, Radius: 1, Threshold: 0

17. You can use the blur tool to 
make customized adjustments 
directly on the image. 
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Visual information is a valuable component 
of the reporting document. It makes the 
report more comprehensible and attractive 
for readers. 

Insert as a vector
If the original graphic/map is in vector 

format, insert in Word document as 
“Enhanced	 Metafile”,	 which	 allows	
preservation	of	high-quality	printing.	

In the design software, select the vector 
graphic that you need to insert, then copy 
(Ctrl+c).

In Word 2003, click on Edit > Paste Special 
and select Picture (Enhanced Metafile).

In Word 2007, click on the Home tab, go 
to Paste > Paste Special and select Picture 
(Enhanced Metafile).

Insert as an image
Instead of copy-pasting an image, use 

the following procedure to ensure that the 
image’s	quality	is	not	affected:

In Word 2003, choose Insert > Picture > 
From File...

When the image is inserted, right-click 
and select Format Picture... Go to the tab 
Layout and choose a suitable layout, such 
as Square. Then choose the alignment that 
suits your needs.

If you want to change the size, make 
sure to press and hold the Shift key when 
increasing or decreasing the size to avoid 
distortion. Alternatively, you can scale the 
picture by right clicking on the image, select 
Format Picture..., select the tab Size. 

Always activate the Lock aspect ratio 
option.

Source: Haiti Humanitarian Bulletin
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Shooting

In choosing what images to shoot, refer to 
the chapter “Photography at OCHA”. Here 
are some other tips to keep in mind: 

Do not forget spare batteries and 
memory cards. 

Become familiar with your camera. The 
best photographers tend to shoot in 
fully manual modes, so take some time 
to learn how your camera functions.

When shooting, be mobile in getting 
to a vantage point where you take an 
interesting, well-composed shot. There 
is a saying among photographers:

“If the shot is not good, then you weren’t 
close enough.” 

Hold the camera steady and be sure the 
subject is in focus. Blurry images will 
not	be	useful	for	high-quality	products.	
This	 can	 be	 particularly	 difficult	 when	
using point-and-shoot cameras that 
sometimes have a delay, or use a multi-
point auto-focus mechanism. Get used 
to pressing the shutter button halfway 
before taking the shot. This usually 
initiates the camera’s auto-focus and 
white-balance mechanism.

Above all, be safe and aware of 
your surroundings, particularly in 
environments where some elements 
might be suspicious or hostile to anyone 
trying to record conditions.  

No matter what your job title, if you have an interest in photography, OCHA can use your 
talents and skills. Some guidlines and systems have been developed to facilitate photo 
contributions.

Editing

For professional photographers, editing 
photographs is far more time consuming 
than the shoot itself. Editing encompasses 
the process of downloading, selecting, 
captioning and digitally altering images for 
delivery to a client.

While the process may not be that involved 
when shooting for OCHA, your efforts will be 
vastly improved and your work much more 
likely to be used if some best practices are 
observed. 

Upload and save: Once the 
assignment is over, upload the images 
to a computer with a USB card reader. 
Save them in a new folder named for 
the date and subject matter of the day’s 
shoot. 

Select the best, delete the rest: 
You will invariably have many shots 
of	varying	quality.	Do	not	burden	your	
colleagues by passing along dozens 
of images that will not be used. Your 
computer’s operating system will allow 
you to preview the images directly from 
the folder.  Delete those images that 
are not likely to be useful. When there 
are several shots in a row of the same 
subject, decide which one is best and 
delete the rest. 

If you have access to photo editing 
software, such as Adobe Photoshop or 
Apple’s iPhoto, take some time to crop 
and colour correct your images. If you 
don’t have software, your camera most 
likely came with a disk that contains 
utilities to perform these functions. 

Shooting for OCHA
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Captions and Metadata

For the images you have selected, captions, 
credits and keywords must be provided. 
This information can be embedded within 
the	actual	image	file	as	“metadata”.

All	 image	 files	 contain	 metadata,	 which	
simply refers to detailed information about 
the	file	itself	that	 is	placed	within	the	file’s	
code.

All major image editors provide an interface 
to	 change	 the	 metadata	 within	 a	 file.	
Usually, this can be accessed by going to 
the “File” menu and choosing “File Info”.

Once	you	have	accessed	a	file’s	metadata	
screen, you will discover a myriad of editable 
fields	in	which	you	can	enter	information.	

You	may	also	notice	that	some	fields,	such	
as the make and model of the camera 
or	 the	 date,	 are	 automatically	 filled	 in	
by the camera when the shot is taken. 
For this reason, it is important to be sure 
your camera’s date and time settings are 
accurate.

For OCHA’s purposes, there are two 
metadata	 fields	 that	 are	 important.	These	
are	the	“Caption”	or	“Description”	field	and	
the	“Keywords”	field.

Caption: In “caption”, enter the caption and 
the credit information for the photograph. 
The caption should be a complete sentence 
indicating location, date, circumstances 
and names of anyone prominently featured 
in the image. It should be followed by the 
credit. Use the below format as a template:

Location, Country name (DD Mmm 
YYYY) - Caption information goes here. 
Credit: Organization/Photographer Name

Keywords: The “keywords” metadata 
field	 has	 fast	 become	 one	 of	 the	 most	
important for photographers because most 
Internet photo-sharing services and digital 
editing softwares use it for searching and 
organizing images. There is no limit to the 
number of keywords that can be entered, 
so take the time to enter as many as are 
relevant, including:

•	 UN short form Country name

•	 The names of any clusters and partner 
organizations represented in the image.

•	 The	names	of	any	prominent	figures,	for	
example Valerie Amos, featured in the 
image.

•	 Words describing the type of emergency 
the image relates to. Examples 
include “Floods”, “IDP”, “Refugees”, 
“Earthquake”,	“Shelter”,	“WatSan”.

•	 For images depicting OCHA staff at 
work, please enter the tag “OCHA in 
Action”. For images depicting aid work 
in progress, please enter “Aid in Action”.

      

Shooting for OCHA

Photoshop’s “Metadata” panel, which allows direct editing of 
a file’s metadata, can be accessed through the File-File Info 
command. Most image editors have a similar command.
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       Uploading

Once images have been selected and 
tagged with metadata, be sure to save 
them as JPEGs at the highest possible 
resolution. You are now ready to upload.

OCHA uses a versatile photo-sharing 
service called SmugMug for its corporate 
photo library. The service stores OCHA 
imagery and provides a variety of attractive 
interfaces for slideshows, galleries and 
sharing.  

Visit www.ocha.smugmug.com  and 
log in. Contact delorenzo@un.org or 
ochaavmu@un.org for the login details.

Photo galleries are arranged into four 
categories:

• Countries: All new photos should be 
uploaded to galleries arranged by the 
country the photograph was taken in.

• Themes:	Galleries	related	to	specific	
themes, such as the USG, Refugees 
or OCHA in Action.

• Emergencies: Galleries featuring 
images	from	specific	emergencies.

• Film:	 A	 repository	 of	 OCHA	 film	
projects. 

With SmugMug you can upload photos 
of any size in .jpg format and videos 
smaller than one gigabyte in virtually any 
format. Even if images in a new gallery are 
intended to be featured under a “Theme” 
or “Emergency,” they  should always be 
uploaded into a gallery under the “countries” 
category. Follow these instructions: 

Use the tools to create a new gallery.

1. Choose “Upload - New Gallery”.

2. Enter a name for the gallery. Keep it 
short while indicating the disaster or 
event, location and year.

The upload button

3. In the category pull-down, choose 
“Countries”.

4. In the sub-category pull-down, choose 
the country where the pictures were 
taken.

5. Click save.
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      Uploading

You will then be redirected to a ”drag 
and drop” uploader screen. Photos can be 
dragged straight from a folder or desktop. 
If it does not work, there are several other 
uploaders available by clicking the “Try a 
different uploader” button.

Once uploaded, SmugMug will take a few 
minutes to process the images. You’ll soon 
be able to preview the gallery.

If you have correctly entered metadata 
into	your	files,	you	will	notice	that	SmugMug	
has lifted your captions and keywords, and 
displayed them along with the images in 
the gallery.

Note: Because SmugMug is a popular webtool, many 
photo editing softwares have plug-ins available for 
directly uploading. These include Adobe products, 
Picassa, Aperture and many more. Using these 
tools can save time in your workflow. So be sure to 
do a quick google search for available plug-ins. 

Try a different uploader I’m done uploading

Make a smart gallery

Creating “Theme” or “Emergency” 
galleries

There will be many instances when 
photo galleries will need to incorporate 
photos from multiple countries. “Smart 
Galleries” nare the answer.

Smart Galleries are virtual galleries 
that pull images from the other galleries 
based on keywords that have been 
applied to the images. To create a smart 
gallery based on a keyword for a theme 
or an emergency, follow the process to 
create a gallery but choose “Themes” or 
“Emergencies” as the gallery’s category.  
When	finished,	simply	click	the	“I’m	done	
uploading” button without uploading any 
photos. A warning that the gallery has no 
photos provides an opportunity to make 
the gallery “smart” by selecting keywords 
to search for in your smugMug library.

Use the below dialog to select keywords. 
Once the new rules are saved, any 
image with the selected keywords will 
immediately appear in the new gallery. 
There is no limit to the number of keywords 
that can be added and the rules can be 
modified	 anytime	 through	 the	 gallery’s	
“Settings” page.
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Collecting Photos

There may be situations 
in which a smaller gallery or 
alternate gallery needs to be 
created from one or many 
existing galleries. A good 
example would be choosing 
a few images for a web slideshow, from 
a large gallery of images taken during a 
needs assessment. The collect photos 
button in each images roll-over options 
easily allows images in one gallery to be 
copied into another.

Protected Galleries

There may be many reasons why it could 
be advisable to create a gallery that is 
“unlisted” or “password protected.” 

Unlisted Galleries - The gallery can be 
viewed by anyone who has been passed 
the	 specific	 link	 to	 the	 gallery,	 however	 it	
will not appear on smugMug’s navigation 
pages unless the user is logged in. This 
is handy when sharing images that are 
not	 quite	 ready	 for	 wider	 publication	 with	
a	specific	 few	people,	but	 the	 images	are	
not sensitive. Theoretically, any person on 
the internet can access the images, but it is 
highly unlikely unless the have been given 
the exact URL of the gallery.

Password Protected - This option 
allows a password to be entered for the 
specific	gallery.	Not	only	will	the	gallery	be	
“unlisted,” but any user who is not logged 
in will need to enter a password to access 
the images. This should be used whenever 
sharing images of a sensitive nature, or if 
OCHA may not have the rights to publish 
them.

Both of these options can be enabled 
by visiting the gallery’s setting page when 
logged in.

Editing captions and keywords in 
SmugMug

Of course, if there are no photos in the 
library that have the desired keywords 
applied to them, the Smart Gallery will 
remain empty. As discussed, keywords 

are best applied to images using image-
editing software prior to upload. However, 
SmugMug offers a handy tool to enter and 
edit the captions and keywords of all the 
images in a gallery at once.

Choose “Caption/Keyword” from the 
“Tools” menu. 

The “Caption/Keyword” page will allow 
editing of the caption and list of keywords 
for each individual image in the gallery, or 
all of them at once. 

Once images have the desired keywords 
added to them in their original gallery, 
they will also appear in smart galleries 
using those keywords. Some examples of 
keywords-based galleries include the Horn 
of Africa Emergency gallery which uses 
the keyword “HOA” and the Valerie Amos 
themed gallery which uses the keyword 
“Valerie Amos.”

Collect photos
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Page
 ̆ A4 or Letter size
 ̆ File in CMYK
 ̆ Smallest	file	size	possible

Content
 ̆ Is it readable?
 ̆ Is it easy to understand by everyone?
 ̆ Is the content relevant?
 ̆ No mix of languages (e.g. French and 
English)

Title
 ̆ Is the title meaningful to everyone?
 ̆ Avoid using acronyms
 ̆ Whenever possible, include country/
region name and the date of 
information (e.g. as of dd Mmm yyyy)

Footer
 ̆ Creation date
 ̆ Sources
 ̆ Disclaimer
 ̆ Website URL
 ̆ Contact information

Clearance
 ̆ Review by non-technical staff such 
as an editor, humanitarian or public 
information	officers
 ̆ Clearance	by	Head	of	Office

Storage and dissemination
 ̆ Make	the	file	accessible	to	the	team	for	
sustainability
 ̆ Submit external distribution product to 
maps@reliefweb.int
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