Logistics Section Chief / Deputy Logistics Section Chief m

Primary Duty: The Logistics Section Chief (LSC) and Deputy Logistics Section Chief (DLSC)
equally share the responsibilities of overseeing the coordination of resource requests as
assigned by the Operations Section. The chief(s) support state agencies, cities, counties, towns,
special purpose districts and tribal governments with state, commercial, mutual aid, or federal
resources during the response and recovery from all hazards incidents to support the people,
the environment, the economy, and the property protection of Washington State. The LSC/
DLSC also oversee the providing of service and support for State Emergency Operations Center
(SEOC) personnel, as well as the coordination of travel and lodging for SEOC staff as requested
and approved.

Supervises: The three Assistant Logistics Section Chief(s) (ALSCs), are the Branch
Directors for Resource, Support, and Service Branch

Reports To: SEOC Supervisor and Disaster Manager
€ QUICK TIPS

= For quick assistance
with SEOC
computers, phones,
and WebEOC, click
HERE to access the

IZ Tasks & Responsibilities

U Provides adequate follow up to ensure all resource requests
not filled by state resources, using approved private sector

procurement processes, intrastate/interstate/international SEOC SMARTBOOK
mutual aid, or federal assistance; provides resource request (Use Microsoft
follow-up as requested by the Operations Section Office 365 login) or
U Ensures support for SEOC and Joint Field Office (JFO) (as " Click HERE for the
applicable) facilities, transportation, communications, SEOC SMARTBOOK
on the EMD

supplies, equipment (including maintenance and fuel), food,
and travel arrangements as requested and approved Website
(approval routing indicated on approval forms)

U Ensures appropriate approval forms (approval routing indicated on approval forms) are
complete and on file for all purchases, purchase card use, travel, meals, and light
refreshments

O Organize and staff the Logistics Section effectively to meet the incident needs while
ensuring manageable span of control and adequate supervision

O Anticipate future local, Tribal, and state agency resource needs through coordination
with Operations Section

O Estimate future SEOC service and support requirements
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Provide logistical input into the Incident Action Plan (IAP)

Participate in operational planning process and meetings
Provide input for the Communications and Medical Plans as required for the IAP

Brief IAP to Logistics Section

0 0O 0 0 O

Establish and maintain the Logistics Section staffing pattern, with date range designated
by the SEOC Supervisor, and provide to the Planning Section SEOC Staffing Unit

(]

Provide for the safety and welfare of assigned Logistics Section personnel during the
entire period of supervision. Recognize potentially hazardous situations and ensure
precautions are taken

O Ensure Americans with Disabilities Act (ADA) requirements are being met

U Maintain list of issues and possible solutions or lessons learned throughout the incident
for After Action Report and follow up

Logistics

Section
(LSc/DLSC)

External Resource Support Branch Service Branch
Branch Director (ERBD) Director (SUBD) Director (SBD)
(ALSC) (ALSC) (ALSC)
| Mutual Aid Unit - Facil.itmr L Communications
[EMAC/PNEMA) Unit Unit
RRF Unit Supply Information
] {Federal) ] Unit | Technology Unit
Procurement Ground Support Food
Unit ] Unit Unit
LSC/DLSC = Logistics Section Chief/Deputy LSC
Resource Tracking ALSC = Assistant Logistics Section Chief
T Unit (ALSC = common overarching title for Branch Directors, who will alsa
generally serve as the subordinate Unit Leaders)
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O Maintain Resource Tracker for assigned resource requests for each action taken under a

o

resource request, Activity Log, and Significant Events Log in WebEOC

Products

The Logistics Section Chief is responsible for the timely and accurate completion and
filing (electronic and hard copy) of:

Travel Authorizations for SEOC personnel

Purchase Order System (Aestiva: State Logistics Program personnel to use State Finance
issued login and password) or A-19 (SEOC external state agency partners) approvals for
meals, light refreshments, and miscellaneous supply purchases

Vendor lists for resource reference and acquisition
(“Planning_Logistics_Vendors_CURRENT” located at N:\Logistics\Resources)

Request for Assistance Excel Workbooks related to Management Assistance Compact
(EMAC) and Pacific Northwest Emergency Management Arrangement (PNEMA)

o Mission Ready Packages are in Excel

o PNEMA is in Excel

o EMAC uses the EMAC Operations System (EOS)
Situational Report Input to the Planning Section Situation Unit Lead by specified time
ICS Forms

o Form 204 — Assignment List: Resources from the SEOC that are deployed in the
field

o Form 205a — Communications List: Communications resources from the SEOC
that are deployed in the field

o Form 214a - Individual Log: Summarize your daily activities on the ICS 214a.
Submit to the Planning Section Chief and the Documentation Unit at the end of
each Operational Period

= The WebEOC Activity Log is a current substitute for the 214a

o Form 218 - Support Vehicle/Equipment Inventory: Any vehicle or vehicle related
equipment acquired for response use (i.e. motor pool) in the field

o Other - Forms as required by LSC, SEOC Supervisor, or Disaster Manager
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@ Meetings

O All impromptu meetings as called by the SEOC Supervisor or Disaster Manager (listed on
ICS form 230): Relay pertinent information to the Logistics Section, and document in the
Logistics Activity Log

U Operations Briefing: Obtain current situational awareness, report back to the Logistics
Section, and document in the Logistics Activity Log

U Objectives Meeting: Update incident objectives, Standing Principles, and Operational
Period Command emphasis

U Unified Coordination Group: As invited, to develop, review, and revise incident
objective and priorities for the next Operational Period to report back to the Logistics
Section, and document in the Logistics Activity Log

U Command and General Staff: Review approved incident objectives and share important
information and immediate action to report back to the Logistics Section, and document
in the Logistics Activity Log

U Daily Incident Conference Call: Obtain additional current situational awareness,
facilitate multi-agency coordination, report back to the Logistics Section, and document
in the Logistics Activity Log

U Local Jurisdiction and Tribal Conference Call: Review local needs and situational
update, report back to the Logistics Section, and document in the Logistics Activity Log

U SEOC Update Briefing: Present updated Logistics incident information related to the
current Operational Period objectives meeting on the SEOC floor

U Operation Tactics Meeting: Review and finalize the draft Operational Planning
Worksheets (204s), which are assignment lists

U Planning Meeting: Approve the IAP for the next Operational Period
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0 Procedures and Job Aids

(Hyperlinks to Specific Topics for Just-in-Time Training)

(M

I [ U Iy Iy Ay Ny Ay Ny Iy Iy

[N I Iy ey Sy Sy Ny Ny

Commercial Resource Request Process 6
Emergency Management Assistance Compact (EMAC) Processes & EMAC 7
Operations System (EOS)

Facilities 28
Federal Assistance Process 38
Feeding Procedures (SEOC Personnel) 29
Forms 35
Initial Startup Checklist 57
Intergovernmental Agreement (IGA) Processes 59
Network Drive Mapping 64
Pacific Northwest Emergency Management Arrangement (PNEMA) Processes 66
Printer Mapping 67
Procurement Processes (Supplies) 69
Purchase Card 70
Request for Assistance 72
(Four Methods to Request Resources and Entering in WebEOC)

Resource Tracking Process (WebEOC) 75
Sandbag Transfer Process 80
Shift Change Briefing Checklist 82
Smart Book (Initial Start Up Procedures and Equipment/Software Use) NA
Travel Arrangements 83
Vehicle Reservations (Camp Murray & State Motor Pool) 85
WAMAS Coordinator Procedures 88
WebEOC Activity Log 89
WebEOC After Action Review 90
WebEOC Staffing Board 91
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Title: | Commercial Resource Request Process Page: | [00 of 00]
Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/01/2015
Revision No.: [0.0] Approved by: | [Name] Date: | 00/00/0000
Click HERE for return to the Procedure and Job Aid List

Purpose: How to Request Commercial Resources

Responsibilities: | Request commercial resources and document actions

References: NA

U Determine if the requesting jurisdiction needs resource vendor coordination or if the
requesting jurisdiction is unable to pay

o If unable to pay, obtain cost estimates from the steps below and report to the
SEOC Supervisor and/or Disaster Manager for guidance

O Assign the request to ESF #7 lead, Department of Enterprise Services (DES) in the
WebEOC Resource Tracker

U Contact the DES representative in the SEOC or by phone to confirm receipt of the
assignment

U Document the activity in the “Add Actions” section of the Resource Tracker under the
specific resource request

O Follow up periodically to ensure adequate progress is being made to fulfill the request

O If no state contracts for commercial vendors are available, coordinate with State Finance
for an “emergency purchase” and complete the designated forms as indicated by State
Finance (only if the state is purchasing on behalf of the requesting jurisdiction)

0 Communicate with the requesting jurisdiction to ensure the “loop is closed”

U Document the activity in the “Add Actions” section of the Resource Tracker under the
specific resource request

U Complete the resource request status, as appropriate, in WebEOC
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Title: ‘ Emergency Management Assistance Compact (EMAC) Page: | [00 of 00]
Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/01/2015
Revision No.: [0.0] Approved by: Date: | 00/00/0000
Click HERE for return to the Procedure and Job Aid List

Purpose: Overview of EMAC, EMAC A-TEAM, and the EMAC Operations System
Responsibilities: | How to request and provide resources under EMAC

References: Public Law 104-321

All actions related to any Requests for Assistance, including Mutual Aid, are to be recorded under “Add
Actions” under the appropriate resource request in the “Resource Tracker” on WebEOC.

A-Teams carry out specific operational functions in support of EMAC within their home state or
when deployed to Requesting States. The following is considered when selecting personnel to
serve as a member of an A-Team:

e All EMAC A-Team personnel must be qualified by NEMA

e A-Team Leaders must have past deployment experience on an EMAC A-Team. The
National Coordinating State (NCS) may, with concurrence of the Requesting State,
designated the A-Team Leader

e A-Team Leaders report to the EMAC Authorized Representative, Designated
Contact/EMAC Coordinator or other designee in the Requesting and/or Assisting State.
Deputy A-Team Leaders, A-Team Members and National Guard A-Team Members report
to the A-Team Leader

e EMAC A-Teams function under the command and control of their home state leadership
but are under operational control of the Requesting State for the duration of their
mission

e Typing scheme (Type | — Type IV) A-Teams denote the minimum and maximum
capabilities and staffing recommendations. Staffing of A-Teams may be expanded or
contracted as needed

e A-Team roles, responsibilities, forms, recommended equipment, checklists, and other
mission guidelines are found the EMAC A-Team Standard Operating Guidelines (A-Team
SOG) available at www.emacweb.org.

e All A-Teams serve under the in-state (Assisting State) EMAC A-Team —Team Leader

Mobilization

In the event of a governor-declared incident, out-of-state resources may be requested via an
Emergency Management Assistance Compact (EMAC) broadcast via the EMAC Operations
System (EOS) to member states to assist with the response, recovery, and/or mitigation of
events or incidents.

If Washington is a potential assisting state, all broadcasts for the incident are to be tracked via
Excel and cross checked against the EMAC EOS. For the duration of the incident, daily 0800
meetings will be held by the Preparedness Unit Manager, PAL Section Manager, SEOC
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Supervisor, and EMAC support members (to be identified by the PAL Section Manager) to
review the updated broadcast spreadsheet and plan future actions. All resources deployed will
report in on a regular basis for welfare purposes only, as the deployed resources will be under
the operational control of the requesting state.

Notification

When an affected state requests EMAC assistance, the request broadcasted by the EMAC
Operations System (EOS) is received by the Washington State Emergency Management
Division’s (EMD) EMAC Authorized Representatives (ARs) and Designated Contacts (DCs) via
email. The State Director, together with an AR, will determine whether the state is able to offer
assistance. If able to provide assistance, the DC(s) will contact identified resource providers for
resource availability and cost estimates.

The official Request for Assistance (REQ-A) is completed online via the EMAC Operations
System (EQS) found on the EMAC website: www.emacweb.org. Only Authorized
Representatives (ARs) and Designated Contacts (DCs) have the required permissions to operate
in the EOS environment. A current list of A-Team trained personnel, Authorized
Representatives, and Designated Contacts is on the Logistics N: drive named “A-Team Matrix”,
located at: N:\Logistics\Mutual Aid\Interstate Mutual Aid.

Cost Estimate

Fire service resource costs for Washington State are determined by the current State Fire Chiefs
Rate Schedule and the average state firefighter salary, including 25% to cover benefits
(http://www.wsp.wa.gov/fire/docs/mobilization/mobeplan _appendix N.pdf).

State agency employee salaries are determined by the Washington State Human Resources
Salary Schedule
(http://www.dop.wa.gov/COMPCLASS/COMPENSATION/Pages/SalarySchedules.aspx).

Lodging and per diem rates reflect the current national government standard as published by
the Federal General Services Administration (GSA) for the applicable location
(http://www.gsa.gov/portal/category/21287) and reimbursements are not to exceed GSA rates,
unless approved on the REQ-A Section Il or lodging exception authorization has been provided.

Foreign Per Diem Rates: https://aoprals.state.gov/web920/per diem.asp

To convert U.S. dollars to Canadian dollars, a currency converter is located at:
http:onlinefx.westernunion.com/currency-calculator/ and this site offers live exchange rate
calculations, except on weekends when the market is closed.

Cost Estimate Form

The Cost Estimate Form is sent to the resource provider in a spreadsheet format with active
formulas to aid in calculation of the maximum estimated costs of deploying resources. Travel
costs are generally calculated by State Logistics. The figures provided to EMD are used to
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populate both the Section Il of the REQ-A for the Requesting State and the budget sheet for the
IGA amendment, if deploying non-state personnel.

Requesting State Mission Tracking & | | |A55i5ting State Mission Tracking #
Personnel Salaries and Benefits
Regular #of OT Volunteer Total
Cert. T ! Benefit #of R OTH OT B Subtotal
First Name: | Last Name: Phone: E-Mail Position Title ecﬂrdy:;e Salary Hnu?;eﬂate HrsU Er?ﬂga Raut:W Ho S d Hours per | Firefighter Dsli-lly ;nast Deployment
Hourly Rate £ u ) ay Stipend Cost
@iire 7
Ex Robert  |Jones fones@ire | Engine Aed Card s 40005 1000 200 |s s0.00|s \ apo|s - |s 7o0.00
Ex. John  |Dos 360-765-4321 Volunteer |50 Card S 10000 |5 100.00
Total Maximum Personnel Cost \ ! $  11,300.00
Personnel Travel / }
Name POVIMileage AQV Per Diem Hotel ‘ Shippiﬁ et : - Fare Baggage Parking (3::;} (00:;?} Tutaéu'l'srtavel
Ex: Jones = 18205 - |5 se400|s 2,116.;/ 80.00 700 [%. 540005 45005 96005  1200(S $ 384872
- s
4 A O s
\ A [ s
Total Maximum Travel Cost Vs _\ \ \ | S 384872
X
Equipment (Include estimated mstsforfugy/ miles- NG, ol
Type L D&l otion of Duties for Which Depioyed Equipment Wil Be Used | Daiy Rate | "ie2ge | Esfimated | Estmated | o0 po gt
B Rate Miles. Fuel
1 Ex: Type Il Ru:ary\ ceraft \ for use in damage recen 5 250.00 |5 - |5 150000 $ 175000
2 5.
3 \ 5
4 5
5 s -
Total Maximum Equipment Cost | ‘ | | | 5 1,750.00
Total Maximum Deployment Cost | | | ‘ | | | $ 1639872

IGA Amendment Attachment

Upon completion of the cost estimate, the IGA deployment specific amendment attachment for
the participating local jurisdiction is finalized and sent to the jurisdiction providing the resource
for signature by the authorized representative as cited on the IGA Signature Authorization
Form. Specific instructions for final amendment execution will accompany the document when
sent for signature.

Jurisdictions preparing to provide assistance must remember the amendment attachment is not
an authorization to deploy. A Mission Order must be issued before a resource is authorized to
deploy, and is provided upon execution of the REQ-A.

Verification of Qualifications

The participating jurisdiction/resource provider agrees that it will only deploy employees as
authorized resources under this Agreement who are fully qualified and capable of performing
the duties described in the executed Attachment A. Such qualifications and capabilities shall
include, but not be limited to, the following:

1. Has completed training for 1S-700.A, 15-800.B, 1S-100.B, IS 200.B
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2. Has received training customary or required for the position for which they are

being deployed

3. Currently possesses all certifications and licenses required in the state of
Washington to perform the duties for which they are being deployed

4. Has past experience and/or functional knowledge of operating in the position for
which they are being deployed

5. Has the ability to fully and effectively perform all duties of the position for which
they are being deployed

6. Has met the recommended minimum of eight hours of annual training, or eight
hours of actual EOS work during an incident or exercise

1.EMAC Request for Assistance (REQ-A) Form

The REQ-A is used to request resources from another state. The REQ-A is completed online via
the EQS, but a backup Excel version can be populated and uploaded to the EOS. The Excel
version can be downloaded by an AR or DC, and there is also a copy stored on the “N” drive at
N:\Logistics\Forms~Publications\Mutual Aid.

The form consists of three sections. Sections | and Ill are filled out by the Requesting State and
Section Il is filled out by the Assisting State. An Authorized Representative (AR) with signatory
authorization to request or deploy EMAC resources is required to sign the REQ-A when
complete.

A cost estimate form is sent to the responding jurisdiction in a spreadsheet format with active
formulas to aid in calculation. The figures provided will be used to populate the required fields
in section Il of the REQ-A. An AR is the person within a member state empowered to obligate
state resources (provide assistance) and expend state funds (request assistance) under EMAC.
In a Requesting State, the AR is the person who can legally initiate a request for assistance
under EMAC. In an Assisting State, the AR is the person who can legally approve the response to
a request for assistance. A Designated Contact (DC) is a person within a member state who is
very familiar with the EMAC process. The DC serves as the point of contact for EMAC in his or
her state and can discuss the details of a request for assistance.
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Mission Order
Emergency Management Assistance Compact (EMAC) .
" B M e Ao o Upon completion of the REQ-A process, the
Washington Designated Contact or

[Parsonnel doploying on this mission are under the y of the Emergency ompact Law
[passed in all 50 states, the District of Columbia, U.S. Virgin Islands, Puerto Rico, and Guam.

The Resource Provider, responsible for identifying personnel who will be deployed on this mission, has identified individuals

o e st o i Bl bt Authorized Representative (the Logistics
M"*m: . Program Manager and SEOC Supervisor
S S have the list of ARs and DCs) completes an
M: : ——— EMAC Mission Order based on information
e e from the REQ-A, and transmits the Mission
reycortis Order to the resource provider. The

s Mission Order is the approval document to
T T T ST deploy the resources listed within the

[No safety or health concerns have been identified
izati inati uggested to deploy on this mission h
hazards exist for this mission (identified below) atta chme nt .

[Personal protection equipment is needed

—

e Travel Arrangements

kil ol e Ml el G e Personnel from agencies other than the

" Washington Military Department (WMD)

e e I will coordinate travel arrangements

s [hone I through their respective agencies or
jurisdictions, to include airfare (using the

e R v state contract rate), rental car, and lodging,

unless any of these items are designated to
be provided or arranged by the Requesting State or EMD. The EMD can also assist the
responding agencies and jurisdictions with travel coordination upon request. If the responders
are part of a team, the team leaders will coordinate meeting times and locations either in
Washington State or the Requesting State. For economic efficiency, teams will share rental
vehicles unless prior authorization for individual vehicle rentals are made.

2.EMAC Operations System (EOS)

The EMAC Operations System (EOS) is an online system for managing interstate mutual aid
requests as a result of governor declared incidents or disasters. The general public can visit the
EMAC website at www.emacweb.org; however, only State ARs, DCs, and A-Team trained
members can login to the system. The following tasks can only be completed by personnel with
www.emacweb.org logins.

WA State Emergency Operations Center 2016 11


http://www.emacweb.org/
http://www.emacweb.org/

Logistics Section Chief/Deputy Logistics Section Chief

Opening an Event in EOS
1. Goto www.emacweb.org and click on “Log in”.

Log in Register

2. Use the Login ID and Password provided by the Mutual Aid Branch Director.

LOGIN TO YOUR ACCOUNT x

Don't have an account yet? Register now!

Username * [|

Password *

[[] Remember Me

* Forgot your password?

* Forgot your username?

3. The user will be directed to the main page of the EMAC website. The two main items
A-Team users will need are the first and third of the three bulleted items on the
masthead:

e EMAC Gateway
e EMAC Operations System (EOS) 2.0 (2014 Upgrade)

s EMAC Gateway

’) Hi, Kristin v
” Your EMAC Account
D

EMAC Operations System 2.0

Home Learn about EMAC v Training & Education v Resources v Calendar Contact Us v EMAC Store

o The EMAC Gateway also contains links to the EQOS, the same
navigating tabs as the home page, the member directory contact
map, a list of EOS Open Events, and basic reference documents for A-
Team member use.

12 WA State Emergency Operations Center 2016


http://www.emacweb.org/

Logistics Section Chief / Deputy Logistics Section Chief

4. Click on the third masthead bullet, “EMAC Operations System 2.0” link.

ESS Dasnboara 20 ==

Events Overview

A Events Overview

@ Events & Exercises

P — S New/Open Resource Requests in Open Events vz

Stats | Event Mission Deseription Resource Request

PFlOs should have experience responding to all-hazards or flooding

S8 Ak 2013 Spring Flood Public Information Officer 5, including intar ith the
Public Assistance Crow Laader Requesting Public Assistance Crew Leaders (o assist
[0 co  Colorado flooding Neads . Racovary operations to deploy for a 30 day deployment Report to the
State EOC 9195
Ky NEMA New test event Provide A-Team Support Type IV EMAC A-Team - 2 personnel
EEITHl < NEMANewlestavent  Provide A-Taam Suppor Typa IV EMAC A-Taam - 2 personnel,
[T Ky NEMA New test avent Provide A-Team Support Type IV EMAC A-Team - 2 personnel.
Showing 110 5 of 12 entries woviows [l 2 | 3| wens

5. Click on “Actions” the “Open” on the left to open the desired event.

Stata  Event Mission Description Hesource Requaest

PI0s should have experience responding fo all-hazards or flooding

=0 ¢ 2013 Sping Flood Public Information Officer events, and performing field PIO duties, incheding interface with the
public, media, ...
Open
) N Requesting Public Assistance Crew Leaders to assist in Colorade
m co Colorado fiooding z::{:s&sslslanr_e Crew Leader Recovery operations to deploy for a 30 day deployment Repor to the

State EQOC 9195

{0 Events Overview

6. On the left side of the screen are links to the Events
Overview, Events and Exercises (Open Events, Multi-

£} Events & Exercises

Open Events
Multi-State Exercises

Sandbox Exercises

A A-Team Personnel e

7. State Exercises, and SandBox Exercises), Sandbox
Exercises, and A-Team Personnel

Using the Manage Resources Grid
1. The Grid provides a color coded snap shot of actions which need to be taken within
the EOS.

ESS oo
ID #: 460 State: AK

@) view All Resource Requests

. “ Refresh Rep-orts - Import Data =
£} Role: Assisting State : . o o
Actions Id Status Access Tracking Nu... Created on Broadcast  Mission Description
-

—— -
Manage Resources el & | | Select g

A-Team
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S PETELIDTE]

e WAl depE R i DwEl LT E LRI DT e

E emacweborg

Elle

Edit

Yiew Favorites  Tools  Help

#]

[ EMAC Operations System How Ta Videos

o Favorites | 5l

= Siation Reports

E ATeam

S Convert + [ESelect

v ] Frea Hatmall & -

B | g v Page - Safety - Tools - ﬂ’v

»

Q) View Al Resource Requests
Add Rescwarcs Recyasst. G Retrush [l Racom - X

Actons [ Sus

Gpen
Opon
REQHA Saction 2

Cpen
Opan
Dran Request

RECHA Section 1
Opan
RECHA Secson 1

Tracking Number Created on

TB-RR-268
TH-RR-269
TB-RR-270
TBRR-ZT
TB-RR-272

TBRR-27T3
TH-RR-ZT4

BRR277
TBRR-278
THRR-TS
7B-RR-2B0
7B-RR-281
T8-RR-282
TB-RR-283
TH-RR-ZB4
TB-RR-285
TB-RR-ZB6
78-RR-287
TRRR-288
TH-RR-289
TB-RR-200
THRR-EH
TB-RR-29Z
T 93

TH-RR-25
TB-RR-207
TH-RR-Z88
TB-RR-293

2-01-2012
02-01-2012
02.04-2012
02.04-2012
02-04-2012
02-04-2012

2.04-2012
02.04-2012
02.04-2012

02.05-2012
0205-2012
02-04-2012
02.05-2012
02.05-2012
02052012
02.01-2012
02.01-2012
02.01-2012
02.01-2012
02.01-2012
02-01-2012
02.01-2012
02:05-2012
02-05-2012

02-10-2012
02-14-2012
0215-2012

Brosgcast

Mission Deseripton

Request Type IV Cave
Request wo (2} ratary.
Law entoreement supp.
Law enforcement sup.
Widfire Suppression A
Wikdfre Suppression A.
Widiire Suppressian A
Law enforeement supp.
Type IV EMAC AT

Provids public satetyta
Law enforcement support
Law enforcement supp.
Provids madical suppo
Prowde meaical sugpo
Law snforcement suport
Request g (2} ralary-...
Requast vo (2} rotasy-
Requestius (2) etosy
Request o (2) atary-.
Requost o (2) ratary-
Requestwa (2} ratary-
Requast bvo (2} rtasy-

Asrial imagery of impa...
Provida A-Taam su9po.
‘Sandbagging ong rver

]

@ Internet

Resauce Descipho

e (1)
Tuva Type i
5Type 1 Law Enforc
5Typo 1 Law Enforc
5 UH-50 Helicopters
5 UH-60 Halicopters
5 UH-60 He

Ay

5Type 1 Law B
1EM

Totalof 160 offcers:
5Type 1 Law Enlorc
5 Type 1 Law Enforc
Mea1 - Mabile Medi
Mo - Mobile Medi
5Type 1 Law Enforc
Twa Type Bl Alr Amd
Two Type W Al At
Tt Type A A
Two Type Al AmD
Twa Type il Alr Amb
Twa Type il Alr Amd
Two Type W Al At
Mea1 - Mabile Medin

Type IV EM
NG aircrall o provid:
Type IV EMAC ATe:
NG Troops b peowid

5]

fa | Hi1En -

Refresh frequently, using the icon on the top bar. A “New” request is one which has

only been open for 24 hours. An “Open” request is over 24 hours old. “Offer

Pending” means there is an offer in need of action.

and begin the REQ-A process or click “Thumb down” to decline.

Click on green arrows to take action. Click “Thumb up” to approve the initial offer
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| CAEAG Uozratiuns Sys el Flobe To Widdes = Windwis [ntarnze Sl rar _J _J L.j(
Sk emacweb.org 4| XK =
File Edt ‘iew Favorites Tools Help Cﬂ-_.Convert - @Select
©.p Favorites = L ~ g |Free Hotmail & | -

»
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4. “Active” means “boots on the ground” and the mission is in progress.
a. The “Amber” icon with a green arrow indicates the Mission Order
(Authorization Form) is ready for download and emailing to the requested
resource, Assisting/Requesting State, and any other designated party.

5. “Completed” means all resources have returned to their home state and agency.

6. Any otheritem in a colored font requires action.
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Requesting State Reports

1. Select the “Reports” feature by clicking on the “Reports” tab at the top of the

screen.
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2. Select the desired reporting option from the drop down menu.

3. Download desired report as a PDF and save in the event folder as directed by the
External Resource Director.
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Adding a New Resource Request
1. Under the “Manage Resources” link on the left side, click on “Add Resource
Request”.
a. Upload a Situational Report (SitRep) for the incident to provide potential
resource providers with background information.
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2. Complete the form with as much detail as possible.
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3. If an Excel version of the REQ-A has been completed in advance, such as with a
Mission Ready Package, Section | can be uploaded here:
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4. Select “SAVE”, then “CLOSE”. The request is still in draft form, so the request can still
be edited.

5. Select “Publish” when done. Editing is still possible by selecting “Edit”. “Unpublish”
will take the request away from viewing by potential Assisting States.

a. Publish to a select audience (i.e. specific states) or to all EMAC members

6. The three icons on the left of the resources requests are for “Edit”, “Publish”, and
“Duplicate”

a. Arequest is duplicated when a large number of personnel are needed (i.e. law
enforcement) and only a portion of the request has been filled by an Assisting
State. The request can be duplicated and edited to request the remaining
required resources and published.

b. Requests can be duplicated when asking for similar items from multiple state, i.e.
the same number of helicopter crews from multiple states simultaneously.
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Sending Resource Request Broadcast
1. There are two ways to send a Resource Request Broadcast
a. Through the “Manage Resources” grid by publishing a “Draft Request”
i. Select broadcast options as they appear in the pop up window options
b. Selecting the “Broadcast” Icon
i. Theicon is the middle icon on the left side of the grid
e Select broadcast options as they appear in the pop up window
options

Making an Offer of Assistance
1. Login to www.emacweb.org with user id and password. (Only ARs and DCs have

permissions to navigate the request for assistance features.)
2. Enter EMAC Operations System (EOS).
3. Open desired event by clicking on the green arrow to the left of the event name.

4. Select the desired mission from the “Manage Resources” on the left and choose the
desired request by clicking the green arrow on the left.
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5. View resource request, download as PDF, or make an offer, as indicated by the tabs
at the top of the screen. Use scroll bar up and down to view the request in its

entirety.

6. Receive approval from the AR to determine if the requesting state is able to provide
the resource prior to making an offer. Once the approval to offer is made, click on
the “Make Offer” button. Ensure the AR signs each section prior to uploading back

into the EOS.
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7. Once the “Make Offer” form is open, navigation among all previous tabs is still
available. A Mission Ready Package or Pre-Populated Section Il of a REQ-A can be
uploaded with the “Import MRP/REQ-A" tab. Some information will automatically
populate from the initial request.

8. If entering information using the online form, click “Add Record” to add new rows of
data for the offer.

9. Click “SAVE” on the online form as each tab is completed for the subtotals to
populate on the main “Make Offer” tab. Before to click “SAVE” prior to navigating
off of each tab to ensure the information populates.

10. If “CLOSE” is clicked, a prompt will appear to save data.
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11. The system will display the draft offer, with only the Assisting State able to view for
accuracy. Additional edits can be made at this time.

12. Select “publish” to make the offer visible to the Requesting State.

13. The main grid will display “Offer Pending” on the Resource Request.

Declining and Accepting Offers of Assistance
1. Actions are under “Manage Resources”.

2. To view offers pending, click on the “Show Offers” icon to the left of the resource
requests.

3. The Resource Request will open and a list of pending offers will display on the left,
with details on the offer displaying on the right pane of the screen.
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4. Click “Check for New Offers” to refresh the list of offers.

5. Scroll bars can be used to view the offer in its entirety, and the offer can be
downloaded as a PDF for saving, emailing, or reviewing.

6. Multiple open offers will appear on separate tabs at the top of the pop up window.
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7. The green color coding compares the request to the offer, and the red color

indicates a discrepancy.

8. To accept an offer, the “Thumbs Up” icon is clicked, and to decline an offer, the
“Thumbs Down” icon is clicked.

a.

If declined, click the appropriate bubbles explaining why the offer is declined,
add a verbal message in the text box, and click “Send”.

If accepted and there is a duplicate request in the system (this offer only fulfills
part of the resource request), a pop up window will appear to prompt the user
whether to keep the request open for additional resources to meet the need.
Open offers for assistance will automatically apply to the duplicate when the
original is accepted.

9. The EOS will automatically open Section | of the REQ-A once an offer is accepted.

The REQ-A (Request for Assistance Form — all three sections)
1. Section | — Requesting State

a.

Under “Manage Resources”, the “Status” column will show REQ-A status for the
various resource requests in blue.

Open using the edit icon, and the preview pane will display for the resource. Use
the tabs at the top to toggle among available options.

Click on “Assign Auth Rep” to assign the Authorized Representative (AR) from a
drop down menu, select the desired AR, and click “SAVE”.

. The AR name will populate above the AR signature block.

Download the PDF, save in the appropriately labeled folder as directed by the
Logistics Section Chief or External Resource Branch Director, and print for
signature. The A-Team Team Leader (Type | or Il) or designated individual (Type
[l or IV) takes the document to the AR for signature.

Once signed, Section | is scanned, saved to the appropriate folder, and uploaded
to the EOS by clicking “Upload Signed”, and selecting the file to upload. Check by
going back into the Section | tab and clicking on “View Signed”. Download and
save the signed PDF to document the step in the event of EOS system failure.

The system will automatically shift to Section Il of the REQ-A.
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2. Section Il — Assisting State

a. On “Manage Resources”, refresh the grid to update all statuses.

b. Open the desired resource request for Section Il processing by clicking the green
arrow to the left of the REQ-A Section Il status.

c. Click on “Refresh Completed Sections”. All parts of the resource request can be
reviewed by toggling among the Request, Offer, and REQ-A components.

d. Section Il of the REQ-A is populated from data provided in the initial offer.
Review the information to ensure there have been no updates or changes to the
resource cost estimates. Make edits as appropriate.

e. Download the PDF, save in the appropriately labeled folder as directed by the
Logistics Section Chief or External Resource Branch Director, and print for
signature. The A-Team Team Leader (Type | or ll) or designated individual (Type
[l or IV) takes the document to the AR for signature.

f.  Once signed, Section Il is scanned, saved to the appropriate folder, and uploaded
to the EOS by clicking “Upload Signed”, and selecting the file to upload. Check by
going back into the Section Il tab and clicking on “View Signed”. Download and
save the signed PDF to document the step in the event of EOS system failure.

g. The system will automatically shift to Section Il of the REQ-A.

3. Section Il - Requesting State (Constitutes a binding legal agreement upon
signature)

a. The Requesting State clicks on “View Signed” and verify the document was
signed.

b. The system will automatically go to Section Il

c. Click on “Assign Auth Rep” to assign the Authorized Representative (AR) from a
drop down menu, select the desired AR, and click “SAVE”.

d. The AR name will populate above the AR signature block.

e. Download the PDF, save in the appropriately labeled folder as directed by the
Logistics Section Chief or External Resource Branch Director, and print for
signature. The Logistics Section A-Team Team Leader (generally designated by
the Mutual Aid Unit Branch Director) takes the document to the AR for
signature.

f. Once signed, Section lll is scanned, saved to the appropriate folder, and

uploaded to the EMAC Operations System (EOS) by clicking “Upload Signed”, and
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selecting the file to upload. Check by going back into the Section Il tab and
clicking on “View Signed”. Download and save the signed PDF to document the
step in the event of EQS system failure.

g. The system will automatically display the “Mission Authorization” icon to the left
of the resource request.

i. All original signatures must be saved and given to the Contracts Section
and Contracts will assign a state contract number and a Program Index
for reimbursement & report state cost to the Finance/Admin Section.

h. The “Mission Authorization” is required prior to deployment and can be emailed
to the deploying resources (personnel), Requesting State POC, Assisting State
POC, and others who are tracking the request and will play a role in the
deployment and reimbursement processes.

i. If the Mission is amended, the process is the same; however, the date
range and other relevant information must be edited appropriately to

print a new and accurate Mission Authorization.

O Ve Al Ranource Reguests
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Once completed, all 3 sections of
the REQ-A can be viewed,
downloaded, and printed by
Requesting & Assisting States
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Adding a Situation Report
1. Go to the top left link, “Situation Reports”, then click on the link “+ Add Situation

Report”

/- JEMAC et Spatan ploy o fd=as = Snduyes = Ealur=y JJE
Y E emacweb, org, D +4[ % o
Fle Edt View Favorites Tools  Help % @convert - EHSelect
e Favorites | 5 [ ~ &|Free Hotmall &

E EMAC Operations System How To Videos | M- 3] ~| M v Page - Safety ~ Tools - @.- )

[#]

e SAwatonggpen ©

PRI cortact tntermatan
Fipes Coppkd
scoppieBsiainema go
5555555355

03:42  sbnll] 23

Done € nkermet #g - ®io0w -

2. The Situation Report Wizard is a three step process:
a. Step 1is verifying contact information and entering situation updates.

i. Contact information will automatically populate from the EMAC website
user login — ensure correctness in role and home state

ii. Attachments can be added by clicking on the “browse” box
iii. Situation Report Content
1. Inthe body of the page, the following is entered:
a. Current status/situation of the event
b. Current priorities
c. Conditions for deployed personnel
d. Immediate & anticipated needs

iv. When done, click “next” on the bottom right of the screen
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b. Step 2 is selection of recipients

i. Use the bubble options to select the desired audience
ii. Select “next” on the bottom right of the screen
c. Step 3is preview and finish
i. Allinformation entered on previous screens will auto-populate, as will
mission information, such as costs and resources

New and open resource requests will appear as well
iii. Select “finish”

d. The new Situation Report will appear as a new line in the Situation Reports grid
Operations Support

1. Both the Assisting and Requesting States have the Operations Support link on the
left hand column
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2. Operations forms, such as the REQ-A and Reimbursement Forms (R-1/R-2) are
available for download on the right side of the page, as are the EMAC Operations
Manual and the A-Team Typing Structure

3. Also available on this page are the video tutorials, EMAC Director and National
Coordinating State (NCS) contact information, as well as an interactive map which
provides EMAC contact information for each EMAC member state
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Title: Facilities Page: | [00 of 00]

Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/01/2015

Revision No.: [0.0] Approved by: | [Name] Date: | 00/00/0000

Click HERE for return to the Procedure and Job Aid List

Purpose: Coordinate acquisition and leasing of incident facilities

Responsibilities: | Acquisition of facility, supplies, and logistical support for response and recovery
efforts.

References: NA

The Facility Unit Leader coordinates the acquisition and leasing of all incident facilities.

U Determine facility requirements; ensure that adequate facilities are provided for the
response effort, including securing access to the facilities and providing staff, furniture,
supplies, and materials necessary to configure the facilities in a manner adequate to
accomplish the mission.

O Secure facility use through coordination with the Department of Enterprise Services,
Camp Murray CFMO, or as directed by the SEOC Supervisor or Disaster Manager.

U Inspect facilities prior to occupation and ensure all structures are safe for occupancy and
that they comply with ADA requirements.

U Notify personnel of facility layout.

U Provide facility maintenance services (i.e., sanitation, lighting, garbage/recycling, and
cleaning).

U Ensure the garbage cans and recycling bins are emptied daily.

U Demobilize facilities and restore to pre-incident condition.

U Maintain Activity Log in WebEOC

U Develop and maintain a status board, Excel workbook/spreadsheet, or other reference

which depicts the location of each facility; a general description of furnishings, supplies
and equipment at the site; hours of operation, and the name and phone number of the
Facility Manager.

U Supervise the Facilities Unit
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For coordination with FEMA for Initial/Interim Operating Facility (IOF) or Joint Field Office (JFO),
consider the following when touring potential facilities:

U Expected duration and scope of use
o Sanitation
o Sleeping
o Feeding
o Supply area
o Medical support
o Communication needs (Phone/fax/computer/internet)
o Security needs
o Lighting
O Facility specifics
o Square footage needed
o Desired geographical location
o Access
o Parking
o Security
o Safety
o Plan facility and use layout in advance
O Acquisition

o Coordinate with Procurement Unit, agency Facilities Manager, and agency
Finance Department as appropriate

o Photograph rental space prior to taking occupancy

o Document all activity in WebEOC
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ADA Requirements
This checklist is based on the four priorities recommended by the Title Il regulations for planning readily
achievable barrier removal projects:

Priority 1: Accessible approach and entrance

Priority 2: Access to goods and services

Priority 3: Access to rest rooms

Priority 4: Any other measures necessary

A public entity may not, in determining the site or location of a facility, make selections—

That have the effect of excluding individuals with disabilities from, denying them the benefits of, or
otherwise subjecting them to discrimination; or (That have the purpose or effect of defeating or
substantially impairing the accomplishment of the objectives of the service, program, or activity
with respect to individuals with disabilities.

35.137 Mobility devices.

o Use of wheelchairs and manually-powered mobility aids. A public entity shall permit
individuals with mobility disabilities to use wheelchairs and manually-powered mobility aids,
such as walkers, crutches, canes, braces, or other similar devices designed for use by
individuals with mobility disabilities in any areas open to pedestrian use.

35.150 Existing facilities

o General. A public entity shall operate each service, program, or activity so that the service,
program, or activity, when viewed in its entirety, is readily accessible to and usable by
individuals with disabilities.

35.151 New construction and alterations

o Path of travel. An alteration that affects or could affect the usability of or access to
an area of a facility that contains a primary function shall be made so as to ensure
that, to the maximum extent feasible, the path of travel to the altered area and the
restrooms, telephones, and drinking fountains serving the altered area are readily
accessible to and usable by individuals with disabilities, including individuals who
use wheelchairs, unless the cost and scope of such alterations is disproportionate to
the cost of the overall alteration.

o Duty to provide accessible features in the event of disproportionality.

o When the cost of alterations necessary to make the path of travel to the altered
area fully accessible is disproportionate to the cost of the overall alteration, the
path of travel shall be made accessible to the extent that it can be made
accessible without incurring disproportionate costs.

o In choosing which accessible elements to provide, priority should be given to
those elements that will provide the greatest access, in the following order—

1. An accessible entrance;
2. An accessible route to the altered area;

3. Atleast one accessible restroom for each sex or a single unisex
restroom;

4. Accessible telephones;
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5. Accessible drinking fountains; and

6. When possible, additional accessible elements such as parking,
storage, and alarms.

o The following descriptions of incident facility elements help incident personnel develop facilities
that are reasonably accessible to everyone.

o Signs: Position signs where every person can see them easily. To assist those who are
visually impaired, use sharply contrasting colors for text and background and use large, bold
lettering.

o Parking: Accessible parking spaces should be designated adjacent to accessible paths of
travel. Spaces need to be at least 16 feet wide and signed at a height of 6 feet, see figure 1.
After locating workspaces, dining area, showers, and sleeping areas, designate parking
spaces that are convenient. Parking areas should be level and not exceed a 2 percent slope
in any direction.

132 i min B in 132 inmin 132 in min B in
min mir |

324 in rin

Figure 1—Accessible parking lot standards.

e Paths of Travel: Paths that provide access to facilities and areas of use are among the most critical
factors for ensuring accessibility, see figure 2. A sleeping area can be accessible, but if the route to
get to it is inaccessible it cannot be used. At least one accessible path should connect all the
elements of the site. An accessible path must have a firm, stable surface with good drainage. The
following are standards for grade and width of paths:

Grade and Width of Paths
e Path Width e 30to 36inches (optimum)
e Running Grade e 5 percent
e Maximum Grade e 10 percent
e Maximum Cross Slope e 2 percent
e Surface Protrusions e lessthan 1/2 inch
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Figure 2— Paths of travel— a firm and stable
surface.

e Restrooms (Portable Toilets): When ordering chemical toilets, ensure that at least one is accessible.
A general rule for ordering additional accessible toilets is that 1 in 20 single-user toilets should be
accessible, or 1 in 30 toilets depending on facility layout and terrain. Place accessible restrooms
along an accessible path of travel and where they are needed most—near parking, workspaces, and
sleeping areas, see figure 3.

- PR

Figure 3—Accessible toilet.

e  Workspaces: Workspaces should be at ground level or be accessible by a ramp or a lift. The ground
slope must not exceed 2 percent and should be firm and stable.

e If tents are used, the doorways must be at least 30 inches wide and without steps or lips. When
ordering tents, double doors are preferred over tents that have a single, narrow doorway, see figure
4. It may be possible to remove one of the wall panels from the tent and place a small wedge ramp
over the frame at the bottom so that a wheelchair or scooter can enter the work area.
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Figure 4—Double door tent.

e Workstations must be at least 30 inches wide and 29 to 32 inches high in an area that allows for
easy access, see figure 5. It is important to ensure that accessible workstations are integrated with
the rest of the staff workstations. Employees are still responsible for requesting reasonable
accommodations unique to their disability. Incident managers may be asked to respond to a request
and will have to determine whether the request can be accommodated. Small ramps over doorway
lips, hardened floor at a sleeping area, a special all-terrain wheelchair for rough surfaces, loud
speakers for briefings, and telephone equipment (TTY and large-numbered keypad) are commonly
requested.
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Figure 5—Accessible workstation
standards.

e Showers/Washbasins: At least one shower should be fully accessible and be located along an
accessible path, see figure 6. No less than one washbasin should have knee clearance of 29 inches
above the ground. Faucets must be operable by one hand and without tight grasping or pinching.
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Towels and soap must be readily available and within reach. When accessible shower units are not
readily available, special arrangements may be needed for showers outside the incident facility at a
location such as a local ranger station, motel, or school.

gV g

Figure 6— Accessible shower unit.

e Dining Area: An accessible path to the dining area is preferred. If a path of travel cannot be
achieved, consider access by vehicle.

o The food serving area should be at ground level if possible. It is best to have the food unit leader
work with the contractor and have the staff assist with any special needs required. When it is
impossible to make the area fully accessible, good customer service can fill the gap.

e Eating areas with accessible tables, at least 30 inches wide and 29 to 32 inches high, should be
placed close to the opening of the mess tent to avoid congestion in the aisle, see figure 7.

~

Figure 7—Open and accessible seating area.

e Sleeping Areas: When locating sleeping areas, look for ground that is flat and free from potholes and
rocks, and that allows space for a minimum 36-inch separation between tents, see figure 8. Like all
other areas, the path of travel rule applies. Provide assistance when needed to set up tents and
carry gear to the sleeping area.
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e Figure 8—Minimum tent
separation distance.
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e Common Areas: Placement of the common facilities is important. Thoroughly review all aspects of
the incident facility layout in common areas, such as banks of telephones, garbage receptacles,
check-in areas, demob location, medical unit, time unit, human resource specialist, and briefing and
planning areas, see figure 9.

e Because it is more difficult to relocate after the fact, good initial planning is essential. It is important
to incorporate universal design in planning the entire incident facility.

Figure 9—Incident base, Manter Incident.

e Other Considerations (Sight/Hearing/Other Disabilities): To aid employees with hearing
impairments, public address systems located in camp and briefing areas should afford sufficient
volume and clarity and loudspeakers should be located strategically. Figure 10 shows the
international symbol for an assistive listening device. Presenters during meetings and briefings
should be encouraged to speak loudly, enunciate clearly, and be concise.
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Figure 10—International symbol
for an assistive listening device.

e Cooperation and coordination with contractors who provide shower and kitchen equipment are
important when service animals are in ICP and incident base facilities, see figure 11.

Figure 11—Service animals may need consideration.
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Incident Facility Accessibility Checklist

Signs

Y/N

_____Aressign colors sharply contrasted?
_____Cansigns be seen easily by every person?
_____Istextlarge with bold letters?

Parking

Y/N

_____Isthere at least one parking space on flat terrain (2 percent or less slope) with stable, firm
__surfacing that is at least 16 feet wide and 20 feet deep?

_____Are accessible parking spaces identified and signed?

____Are accessible parking spaces adjacent to accessible paths of travel?

Paths of Travel

Y/N

_____Isthere at least one accessible path of travel between an accessible parking space and
incident facilities?

____Isthe path at least 30 to 36 inches wide with 5 percent or less running grade and 2
percent sideslope?

_____Isthe path surface stable and firm?

____Are surface protrusions less than 1/2 inch?

Restrooms (Portable Toilets)

Y/N

_____Istherestroom located on an accessible path of travel?

_____Isthere at least one accessible unit per 20 to 30 single-user units or one unit at the
incident?

_____Arerestrooms located adjacent to parking, workspaces, and sleeping areas?

Workspaces

Y/N

__ Are workspaces located on accessible paths of travel?

__ Are workspaces available at ground level?

___Ifthefloor is ground surface, is it firm, stable, and level (2 percent maximum slope)?
_____Iftrailers are used, are there ramped entries?

_____If noramps are available, are there steps with uniform treads and risers, curved nosings,
and handrails on both sides?

____Are workstations at least 30 inches wide and 29 to 32 inches high in an area that allows
for easy access?

_____Are workspace entries at least 30 inches wide with jams less than 1/2 inch deep?
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Showers/Washbasins

Y/N

_____Are showers and washbasins located on an accessible path of travel?
_____Isthere at least one shower unit with seating, grab bars, and accessible controls?
_____Isthere at least one washbasin with at least 29 inches of knee clearance?

Dining Area

Y/N

_____Isthe food service area along an accessible path of travel?

_____Isthe serving area at ground level and within reach from a seated position?

____Does at least one table have knee clearance of 29 inches minimum and tabletop height of
32 inches maximum?

Sleeping Areas

Y/N

_____Aresleeping areas along accessible routes?

_____Isthe terrain flat (2 percent slope or less) and the surface firm and stable?
_____Isthere at least 36 inches of free space around the area designated for a tent?
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Title: | Federal Assistance Process Page: | [00 of 00]
Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/01/2015
Revision No.: [0.0] Approved by: | [Name] Date: | 00/00/0000
Click HERE for return to the Procedure and Job Aid List

Purpose: Coordinates all requests for federal assistance.

Responsibilities: | Coordinates Resource Request Forms (RRFs) requesting assistance from the

federal government.

References: NA

a
a

Tracks and provides updates on federal assistance.

Provides a list of issues and possible solutions or lessons learned throughout the event
to the LSC for the section’s After Action Report (AAR).

When the SEOC is activated, and the president issues an Emergency Declaration or
Disaster Declaration, the state is authorized to request assistance from the federal
government by using a Resource Request Form (RRF), FEMA Form 010-0-7

RRFs are processed primarily through the Regional Response Coordination Center
(RRCC) using a FEMA liaison assigned to the SEOC.

If a Joint Field Office (JFO) is activated, RRFs can be directly submitted from the State
Logistics Section Chief through the FEMA Operations Section Chief at the JFO. In both
cases, the State Coordinating Officer (SCO) must sign the RRF. The routing for the RRF to
FEMA is the same regardless of the point of origination.

Requesting Federal Assistance - RRF

The requestor fills in Section I, blocks 1-6

DEPARTMENT OF HOMELAND SECURITY 0.M.B. No. 1660-0002
Federal Emergency Management Agency Expirea May 372017

RESOURCE REQUEST FORM (RRF)

PAPERWORK BURDEN DISCLOSURE NOTICE

Pubkc reporting burden for this form is estimated 10 average 20 minutes per response. The burden estimate includes the tme for reviewing instrucbons,
searching existing data sources, gathenng and maintaining the needed data, and completing and submitting this form. Thes collection of information is required 10
obtain or retamn benefits. You are not required to respond to this collection of information unless it displays a vakid OMB control number. Send comments
regarding the accuracy of the burden estimate and any suggestions for reducing this burden to: Information Collections Management, Department of Homeland
Security, Federal Emergency Management Agency, 500 C Street, SW, Washington, DC 20472-3100, Paperwork Reduction Project (1660-0047). NOTE: Do|
not send your completed form to this address

I. REQUESTING ASSISTANCE (To be completed by Requestor)

1. Requestor's Name (Please print) 2. Title 3. Phone No

4. Requestor's Organization 5. Fax No 6. E-Mail Address
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as appropriate.

Requesting Federal Assistance - RRF

Also complete Section Il, block 1 -10 of the RRF. The information on
an RRF needs to be as detailed as possible. Instruction for filling out
the RRF are located on the second page of FEMA Form 010-0-7. Once
this information is provided, the SCO reviews and signs the request

Il. REQUESTING ASSISTANCE {To be completed by Requestor)

1. Description of Requested Assistance;

2. Quantity 3. Prority

| Lifesaving
High

[ Life Sustaining

[ Mormal

4. Date and Tima Meaded

5. Dedivery Site Location

G. Site Point of Contact (FOC)

T. 24 Hour Phone Ma.

. Fax Mo.

9. State Approving Official Signature

10. Date and Time

Requesting Federal Assistance - RRF

The fillable PDF form is
kept on the “N” drive at:

ions\Federal Assistance
The FEMA Form does not
have a space to capture a
state tracking number.
Write the state tracking
number (same as the
WebEOC tracking numbe
on the top right corner/6f
the form before sub
the RRF to FEMA.

A TN 4 LA S
P e, S aeard A 4y
REACUNCE RN FORN W)

RESOUNT FIGULST PTAN INF)

AL A " 7T
pe=——r—

e
P

Fae et ’

- e

N:Logistics\Forms~Publicat i

......
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S M et D A 4O SN (i i, e - e e T VAN St

. .
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U The RRFis scanned and a copy saved to the incident specific folder (located on the N:
Drive/Logistics /Incidents). Additionally, attach the scanned copy to the updated action
in WebEOC.

U The following email addresses are used to correspond with the RRCC, when the RRCC is
activated

e Resource Capabilities Branch Director - r10-rcbd@fema.dhs.gov

e  Mission Assignment (MA) Unit Lead - r10-maul@fema.dhs.gov

U FEMA submits a computer-generated RRF from their system to the state. Review and
submit the RRF to the SCO for signature. Save RRF in Incident folder and into WebEOC.

U Once FEMA accepts and processes the RRF, FEMA will issue a Mission Assignment (MA),
FEMA Form 010-0-8, for the request. The SCO must approve and sign the Mission
Assignment (MA). This number is recorded in WebEOC to assist in tracking the request.

U Ensure the following is completed:
e The SCO reviews and signs all MA Amendments returned by FEMA

e MA and MA Amendments are scanned and saved in the appropriate Incident
folder and WebEOC

e When provided, record the National Emergency Management Information
System (NEMIS) Number from the MA in WebEQOC, “Add Actions” tab

e Track all costs of the MA in WebEOC. Report state cost share to the Fin/Admin
Section.

U Provided federal assets are administratively controlled by their originating agency. If a
Federal Incident Command Post (ICP) or similar is established, communication with the
Logistics counterpart at the ICP in addition to coordinating with the RRCC Logistics staff
is required.

U Maintaining a good relationship with the FEMA Liaison and RRCC operations
counterpart is vital to tracking RRFs and MAs.

e Logistics must ensure initial contact with FEMA before the submittal of any RRFs,
and follow up on submitted requests for Resource Tracker status updating;
information can be copied/pasted into the SEOC WebEOC Resource Tracker

U Resources requested for a specific purpose must be used for that purpose. Requests for
other uses need to be submitted separately for approval.

U FEMA will be providing the SEOC Logistics Section with a UserID and password for
FEMA’s WebEOC —issued to individuals, not positions

e Provides visibility on the status of current and pending federal resource requests

e Reduces the need for SEOC Logistics staff to “ping” FEMA for resource request
updates
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Title: ‘ Feeding Procedures (SEOC) Page: | [00 of 00]

Effective Date: 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose:

Meals and Light Refreshments Procedures

Responsibilities:

Outlines the roles and responsibilities for the care and feeding of SEOC
personnel, or response personnel at another facility as requested, during
activations and incident response

References:

SAAM 70.15.10; WMD FIN-109-03; WMD RSM-605-14

U At the beginning of any exercise or activation ensure the following is completed:

e Bring in two white folding tables from the Storage Shed (20A) Logistics shelves
and set up in the lobby hallway to the right of the large monitor

e Set up coffee station (supplies are under the table by the SEOC entrance door
and in the metal locking cabinet across from Conference Room 120 (combination
x7059)

Q Adhere to the feeding policy:

e Feedingis based upon SEOC activation in support of a major disaster or
emergency activation

e Shifts must be 12 hours, with multiple coordination calls, meetings, briefings
requiring staff to be on site for the entire period of the shift

e Activation at Phase Il or higher

e Command and General Staff positions activated

e Activation is anticipated to extend for three days or longer, or approved by the
SEOC Supervisor or Disaster Manager

e Meal documentation must include (for each purchase):

Disaster Manager or EMD Director statement of SEOC activity level
Activation staffing pattern with names (WebEOC Staffing Board)
Meal / Light Refreshment Approval Form (Signed)

Paid receipt/invoice taped to copy paper (flat for scanning)

SEOC Admin/Finance provided with actual meal costs based upon receipt
figures
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(M

(W

0000

= Each purchase packet is scanned, saved with an identifiable file name,
and saved to the “N” drive in the appropriate folder under the
appropriate activation folder

Determine number of personnel to feed from the Staffing Pattern and WebEOC Staffing
Board and ensure all who are eligible to have a meal have signed in

Order meals 24 hours ahead of need

Determine method of feeding to best fit each situation/location (buffet style catering,
box lunches, other).

Obtain necessary equipment and supplies to operate food service facilities, as required
and approved.

Prepare menu plan with well-balanced meals, as available, given current planning lead
time.

Ensure that all appropriate health and safety measures are taken.

Establish and operate supplemental food system consisting of extra snacks, fruit,
beverages and condiments.

e Food operating budget for meals and light refreshments are based upon local
per diem rates for the meal period referenced.

Coordinates with the Supply Unit Leader to complete food supply orders.
Supervise Food Unit personnel and maintain Activity Log in WebEOC.
Obtain feedback from incident personnel on adequacy of food service.
Enter activity in Logistics Activity Log in WebEOC

e For exercises, ensure “EXERCISE” appears just prior to and following the message
in the description box

Set up food in the EMD entrance lobby hallway

e When staff lines up to receive meals, check off names from the printed WebEOC
Staffing Board

e |If there are leftovers after lunch has been distributed, they should be promptly
stored in the EMD kitchen refrigerators

e When food is stored in the refrigerators the date should be written on the
containers (e.g. If extra boxed lunches were received on 2/5/15, but not
consumed, the date — 2/5/15 — should be written on the box)

e |f deemed unreasonable to store the leftovers in the fridge an email should be
sent to EMD All Staff letting them know that there are leftovers that need to be
consumed by COB or claimed and stored in the fridge for future consumption
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U Ensure that all appropriate health and safety measures are taken — www.doh.wa.gov —
on the occasions when Logistics Section Staff will be preparing meals for SEOC
personnel. Food preparation by Logistics Section Staff will generally only occur when
there is insufficient lead time for catering, and will likely only involve a simple sandwich
bar shopping and preparation.

Hand Washing: When handling food, proper hand washing rules should always
be followed. Employees must wash their hands: before working with food; after
going to the restroom; after handling dirty dishes, chemicals, or garbage; after
taking breaks, eating, or smoking; and after getting hands dirty. Wet, soap, wash,
rinse, dry, and turn off the water and open doors with a paper towel

Serving: To avoid food-borne iliness, keep hot foods hot (above 140 degrees F.)
by using electric chafing dishes to ensure the food stays at the proper
temperature. Also, keep cold foods cold (below 41 degrees F.) by nesting dishes
in bowls of ice. Do not serve drinks or foods that are made with raw eggs

Food Storage: Refrigerate leftovers immediately. Don’t leave food on the
counter to “cool down.” Only cover the container after the food is below 45
degrees F. Reheat all leftovers (or previously cooked foods) to at least 165
degrees F

= Freezers: If using freezers to store food, the freezers should: keep foods
frozen; be safe, durable, easily cleanable, corrosive-resistant, etc.; have
smooth surfaces and joints, free of cracks, etc. Freezers that are not
easily cleanable may lead to cross contamination of foods by pathogens
or allergens

Time as a Control: Criteria for using time as a control: Food that is under
temperature control must be at or below 41 degrees Fahrenheit or at or above
140 degrees Fahrenheit. This is considered the “safe zone”

As a precaution, do not serve food that is raw or undercooked to personnel
working in the SEOC
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Title: Forms Page: [00 of 00]
Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/1/2015
Revision No.: [0.0] Approved by: | [Name] Date: | 00/00/0000
Purpose: Examples of commonly used forms by Logistics during exercises and activations
Responsibilities: | All

References: NA

All of the example forms provided in this section are available electronically on the “N” Drive:

N:\Logistics\Forms~Publications

O Incident Facility Accessibility Checklist
Q Ics
o Form 204 — Assignment List: Resources from the SEOC that are deployed in the
field
o Form 205a — Communications List: Communications resources from the SEOC
that are deployed in the field
o Form 214a - Individual Log: Summarize your daily activities on the ICS 214a.
Submit to the Planning Section Chief and the Documentation Unit at the end of
each Operational Period.
= The WebEOC Activity Log is a current substitute for the 214a
o Form 218 — Support Vehicle/Equipment Inventory: Any vehicle or vehicle related
equipment acquired for response use (i.e. motor pool) in the field.
Meals/Light Refreshments Approval

Purchase Approval (A-19)

Purchase Card Authorization - Custodian
Purchase Card Log — WMD 1001-10
Purchase Card User — FIN-105-02

Purchase IT Equipment/Software Request

Request for Assistance — Federal

[ I Iy Ny Iy Iy By I

Request for Assistance — Mutual Aid
o EMAC — Interstate Mutual Aid
o PNEMA — International Mutual Aid
U Request for Assistance (PDF) — State — ICS 213 RR
U Travel Approval for High Cost Lodging (0802)
U Travel Authorization (A40A)
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Incident Command System Forms (ICS)

ICS 204
ASSIGNMENT LIST (ICS 204)

1. Incident Mame: 2. Dperational Period: &

Date From: Ciate To:

Time From: Time Tao: Branch:
4. Operations Mame Contsct Mumbsr(s} Diwision:
Personnel:
Cperations Section Chisf PO - -0, Group:

Eranch Director: RPN, St
3
Dhision/Group K- KOOI i
Supervisor
3. Resources Assigned: | . . .
a Reporting Location, Special
s E Contact (e_g., phone, pager, | Equipment and Supplies. Remarks,

Resource |dentifier | Leader ik L | radio frequency, etc) Motes, Information

6. Work Assignments:

T. Special Instructions:

8. Communications (radic andior phone contsct numkbers nesded for this as=ignment):

Mame [Function  Primary Contact indicate cell, pager, or radio (frequency/sysiem/channel)
4. Preparad by: Mame: Position/Title: Signature:
IC5 204 IAP Page DateMme: Dats
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ICS 205A
COMMUNICATIONS LIST (ICS 2035A)

1. Incident Hame: 2. Operational Date From: Date Ta:

Period: Time From: Time To:
3. Basic Local Communications Information:

Method(s) of Contact
ncident Assigned Position Mame (Alphabetized) [phone, pager, call, et}

4. Preparad by: Mame Posiion/Title: Signature
ICE 2054 IAP Page DateMime: Dats
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ICS 214A
WebEOC Activity Log substitutes for the ICS 214A

1. Incident Name 2 Dperational Period {Date / Time) INDIVIDUAL LOG
Frrom: Tao: ICS 214305
3. Individual Marme 4_ICS Section 3. Assignment / Location
5. Activity Log Page of
Tirme Major Events
7. Prepared by: Diate / Time
INDIVIDUAL LOG June 2000 ICS 214a-05

Casronc vafiien. NOAA 1.0 Juse 1, 2000
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ICS 218

ISUPPORT VEHICLE/EQUIPMENT INVENTORY (ICS 218)

1. Incident Name:

2. Incident Number:

3. Date/Time Prepared:

4. Vehicle/Equipment Category:

Date: Time:
5. Vehicle/Equipment Information
Category/ Incident
Crder ehicle or ehicle or KindiType, Vehicle or Agency | Operator ‘“Vehicle Incident Release
Request | Incident Equipment Equipment Capacity, or Equipment or Mame or | License or Incident Start Date | Date and
HNumber ID No. Classification Make Size Features Owner Contact 10 Mo. Assignment and Time Time
ICS 218 6. Prepared by: Mame: Position/Title: Signature:
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Meals — Light Refreshments Approval

State Of Washington
Military Department

Approval for Coffee and Light Refreshments or Meals with

Meetings (SAAM 70.10 & 70.15)
Purzuant to Washington Military Department Refrezhments and Meals Poliey

The Wliary Department may reimburse emplovess for the cost of coffee and light refreshments or
meals with meetings (meals with meetings also include conferances, convenfions, framing sessions,
workshops and seminars) when the activity 15 hald away from the regular work place, without regard
to traval hours, provided that{

# The purpoza of the activity 1= fo conduct state business or to provide formal training to
state emplovess; Mot for anniversaries or hosting activities (is. mew smploves, lobbring)

¢ The refreshments or meals are an integral part of the activity, such as loncheon or dinner
speakers, panel or mdustre discuszions or working group as=igmments;

¢ Tha remmburzemeant raquested does not excesd the maximum meal allowance for that
location; and

* The appropriate division director haz granted advance wrniften approvval

Anticipated Number of Attendees and What Group(s):
Estimated Cost:

Date of Meeting:

City:

Meeting Room Address and Per Diem Rate for Meal (if gpplicable)-
Purpose of Meeting:

Charge Cost to Master Index:

*This must be a Barrier-Free foctliy. (i unable to locate a bavrisr-fies facility, please call the
Accownts Poyable Lead ar (233) 512-5423).

Instructions:
The followmg must be completed and attached before submittmg for approval and submiszion to
Accounts Payvable for remmbursement or payment:

¢ Thiz form completed and approved prior to the mesting

¢  Affach an apenda

* Tames of the persons and'or organization that are expected to attend (must have list of
attendess for remmbursemant)

WHMID Form 1003-12  (A/MD Folcy Mo, FIN-105-13
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¢ Attach all original receipts and’or bills for thiz fonetion (must have estimated cost prior to

recaiving approval)

¢ Justification for not using a state-owmned or other public ownad facility, if applicabla

¢ Attach complated and sigmed A19-24 for raimburzament

Heguester: Date:
Program Managsr/Supsyvizor: Date:
Divizion/Unit Manager: Date:
Director/Chiaf af Siqff: Date:
Divizion DivectorTAG: Diaza:
O Approved [ Denied

WD Form 100318 (WMD Follcy No. FIN-103-13
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Purchase Approval (A19)

FURCHASE ORDERHUMEER //—\\‘I ETATEOF WASHIHNGTOH AGEHCY HUMEER Furzhare Type
| { SEOC Activation 2450
\\_// Purchase Order Form
Dirarter Gharqe Code Markter CGontrast EBeort Sour<efDocumentation Atkached
YEHDOR HAME ANDADDRESS ZHIF TOADDRES=S
RESFOHSIELE FARTY'S HAME AHNDADDRESS EILLTOHAME AHD ADDRESS
CONMTACT HAME AND FHOME HUMEER
FURCHASE ORDERREQUESTED EY: RECEIVED EY DATE RECEIVED
USESFACGEEELOWAS AWORKSHEET TO DESCRIEE THE GOODS OF SERYICES TO EE FURCGHASED STAFLE IHYOICES OH BEACK

Quantity Amount Per Unit Amount

B
]
]
5 -
B
$
B

Total Purchase

IFMASTER CONTRACT EXRSISTS AND IS HOTUZED FROVIDE JUSTIFICATION IN ZFACGE EELOW

USESFPAGE EELOW TO DOCUMEHT AFFROVALAREGOMEDATIONFOR FURCHASES UF TOLIMITS &2 IDEMTIFIED

Date Approved
SEOQC Supervizor (NGP S5k/GPES0K):
Dizaster Coordinator (NGP 310&/GPS100k):
Governor's Appointed Rep (GP S100k):
EMD Director (other government entity):
FinancelAdmin:

A=caunting Ure OHLY Eelou

FREFAREDEY FHONE HUMEER: DATE AGEHCYFAYMENT AFFROVAL DATE
6/7M16
DOC.DATE FMTDUEDATE |CURREHTDOC. MO, REF.DOC. HO. VEMDOR HUMEER UZETAN VEMDORMESSAGE INVOICEDATE
0 06/0716
REF M MASTERIHDER SUE ‘R KCLASS] CITH T H
DOC| TRAMS| O | FUND | AFFH  FROGRAM| SZUE ZUE ORG ALLOC |EUDGET M= FROJECT| SUE | FROJ AMOUNHT Azzaunt Humbeor
ZUF| CODE | D IMDEY IMDEX QEJ | OEJECT | IMDER UHIT FROJ|FHAS

ACEOUNHTIHNG AFFROYALFOR P&YHENT DATE WARRAHT TOTAL WAFRFAHT HUMEER

B/7/16 3 -
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Purchase Card Authorization — Custodian

STATE OF WASHINGTON

MILITARY DEPARTMENT
Camp Muray, Washingion 38430-3000

&z Approving Banager, | delegate authority to manage the use of
the Purchase Card Accouwnt Nao. to the Card Custodian:

&z the Card Custodian, | agree to the following statements and will contact the Agency Program
sdministrator if | am wnclear as to the policies and procedures for use of the card. | agree to adhere to
Financial Services Policy FIN-105-02_ | agres to have all purchases reconciled monthly with the
Department Card Log by the designated card User and to submit all original receipts to the WD
Accounts Payable Department along with a signed copy of the Department Card Log. | agree to have all
purchases reconciled maonthly with the bank on-line system transaction log by the Card User and to
ensure that the Card User submits all original receipts to the WMD Accounts Payable Department.
sdditionally, the card will not be used for the following:

1. Cash Advances.
2. rems purchased for personal use.

Katerials or services purchased from any member of the Desiznated Card User's or Cardholder's
family.
4. Purchases of equipment, materials or supplies restricted by policies, guidelines, or contractual

agreements, ie. Purchasing office supplies from a commercial vendor that are available from the
contracted vendar.

Purchase of air fare.
Gifts or donations.
Purchases in excess of limits authorzed for the card.

Boom o

splitting purchases to circumvent the daily or monthly purchase limits on a card, or to avoid

competitive bidding limits or purchase authority limits.

S, Prepayments for goods and services.

10. Purchase of alcoholic beverage:s or tobacco products.

11. Purchases from amy merchant for goods or services considered an inappropriate use of state
funds.

12_ Using the card for employee training without written approval from the Human Resources

Department.

| understand that violations of this agreement, or agency established policies and procedures governing
the use of this card may result in cancellation of division purchasing card privileges and may result in

corrective or disciplinary action.

signature (card custodian) Date:

WHMD Forn 100310
[(Financial Services Pollcy FIN-105-02 Alachmeant C)

WA State Emergency Operations Center 2016 53



Logistics Section Chief/Deputy Logistics Section Chief

Logistics

Purchase Card Log — WMD 1001-10

Attachment A
Washington State Military Department Page of
Department Card Log
Name of Division/Section Month/Year
Card Custodian| Date Approving Manager Date
Designated | Date/Time | Date/Time | Receipt/Invoice | Program Vendor | Descriptionof | Amtof Purpose of
Card User | of Issue Return Rec’d YN Index Items Purchase Items
Purchased Purchased
WMD Form 1001-10
(Financial Services Policy FIN-105-02)
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Purchase Card User — FIN-105-02

STATE OF WASHINGTON

MILITARY DEPARTMENT
Camp Murray, Washington 354 30-5000

| hereby acknowledge receipt of the 5tate Purchase Card Account No.
| agree to adhers to Financial Services Policy FIN-105-02.

As the Designated Card User, | agree to the following statements and will contact the Agency Program
Administrater if | am unclear as to the policies and procedures for use of the card. | agree to have all
purchases reconciled monthly with the Department Card Log. | agree to maintain security of the
purchase card at all times. Additionally, the card will not be used for the following:

1. Cash Advances.

2. ltems purchased for personal use.

3. Materials or services purchased from any member of the Designated Card User's or Cardholder's
family.

4. Purchases of equipment, materials or supplies restricted by policies, guidelines, or contractual

agreements, i.e. purchasing office supplies from a commercial vendor that are available from the

contracted vendor.

Purchase of air fare.

Gifts or donations.

Purchases in excess of limits authorized for the card.

Bo- ;o

Splitting purchases to circumvent the daily or monthly purchase limits on a card, or to awvoid
competitive bidding limits or purchase authority limits.

59, Prepayments for goods and services.

10. Purchase of alcoholic beverages or tobacco products.

11. Purchases from any merchant for goods or services considered an inappropriate use of state funds.
12, Using the card for employee training without written approval from the Human Resources
Department.

| understand that violations of this agreement, or agency established policies and procedures governing
the use of this card may result in cancellation of division purchasing card privileges and may result in

corrective or disciplinary action.

Mame: Date:

Signature:
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Logistics Section Chief/Deputy Logistics Section Chief

Purchase IT Equipment/Software Request

[Definition of IT Equipment: Computers (desktop, laptop, or tablet), large data storage units, monitors, servers, copiers, printers,
phones [desk, cellular, or smart), software, and projectors.

IT EQUIPMENT /SOFTWARE REQUEST FORM

QUOTE ONLY | IMMEDMATE PURCHASE
Requestor:
Mame [Form Filler): Phone: Date:
Purchassa For: Phone:
“arra el
Equipment: New replacement ||

Equipment Replacing: [Current Service/Asset Tag)
Will current system be turned in:  Yes | Mo
Muove Current system to:
Standard Hardware: Desktop

Standard Monitors: One

Laptop | | Tablet | | Laptop/Docking Station smartphone other
Teo | | Mone

Software: (Other than operating system - L.e., Acrobat, &15, M5 Office, Praject, Visio)

spacial Requirements: (Keyboard, mouse, glare screen, stc.)

Approving authority:

MNamea:

Approve Deny

Reason:

Approving Authority Signatura:

Final approving Authority:

MNama:

Charge Code:

MNaote:

ITis authorized to make this purchase:  ves Mo Mot to excesd 5:

Sperdng Amhoefty

Approving Authority Signatura:

IT:

Quote Sent To:

Date: PO &

Crrder Received:

Mote:

-—

PO Signature: POF Sent:

Ta K Cats

WMD Form 1011-13
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Logistics Section Chief / Deputy Logistics Section Chief m

Request for Assistance — Federal

DEPARTMENT OF HOMELAND SECURITY O.M.B. No. 1660-0002
Federal Emergency Management Agency Expires May 3. 2017

RESOURCE REQUEST FORM (RRF)

PAPERWORK BURDEN DISCLOSURE NOTICE

Pubilc reporting burden for this form ks estimated %o average 20 minutes per response. The burden esimale Includes the ime for reviewing Instruclions,
searching existing data sources, gathering and maintalning the needed data, and completing and submiting fis foem. This colliection of Information I required to
ootain or retain benefits. You are nat required o respond to this collection of Information wnless it displays a valkd OMB control number. Send comments
reganding the accuracy of the burden estimate and any suggestions for reducing this erden to; Infmation Collections Management, Depariment of Homeland
Securty, Federal Emengency Management Agency, 500 C Sirest, 5W, Washington, DC 20472-3100, Paperwork Reduction Project (1660-0047). NOTE: Do
not gand your complsted form to this address.

L REQUESTING ASSISTANCE [To be completed by Requestor)
1. Reguestor's Mame (Please print) 2. Title 3. Phone Mo.

4. Requestor's Organization 5. Fax Mao. . E-Mail Address

. REQUESTING ASSISTANCE (To be completed by Requestor)
1. Description of Requested Assistance

2. Quantity 2. Priority Lifesaving Life Sustaming I~ Momal 4. Date and Time Needed
High
5. Delivery Site Location 8. Site Point of Contact (POC)

7. 24 Hour Phone Mo B. Fax Mo

9. State Approving Official Signature 10. Date and Time

ll. SOURCING THE REQUEST - REVIEW/COORDINATION (Operations Section Only)

2. Source: 3 Assigned to:
OP'5 Review by ™ Donations
LOG RE'-'IEW.E}'Z. Other (Explain) ESEIOEA:
COther Coordination Requisitions N
Other Coordination: [T Procurement '
Other Coordination n!:emgenc;.- .Agreement Other.
Mission Assignment DateTime:
4_ Immediate Action Regquired T Yes [ Mo
. STATEMENT OF WORK {Operations Section Only)
1. OFA Action Officer 2. 24 Hour Phone # 3. Fax#
4. FEMA Progect Manager 5. 24 Hour Phone # G Fax#
7. Statement of Wark See Attached
&. Estimated Completion Date 8. Estimated Cost
V. ACTION TAKEN [Operations Section Only)
Accepted Rejected Requestor Motified
Reason / Disposition
FEMA FORM 010-0-7 PREWVIOUSLY FF B0-138 Page 1 of 2
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Logistics Section Chief/Deputy Logistics Section Chief

RESOURCE REQUEST FORM (RRF)

TRACKING INFORMATION (FEMA Use Only)

ECAPS/NEMIS Task ID: Resource Reguest # Program CodeEvent #
Omnginated
Received by (Mame and Organization) State DateTime Received as verbal
INSTRUCTIONS

lterns on the Resource Request form that are not specifically listed are self-explanatory. Indicate “see attached” in any field for which additional
space of more information is required.

I. Who is requesting assistance? Completed by requestor.

. What needs to be done? Completed by requestor.

Description of Requested Assistance: Detail of resource shorifalls, statement of deliverable, or simply state problemineed.
Prigoty; The requestor's pricrty, which may differ from the pricoty in BOX 1.

Site POC: The person at the delivery site coordinating reception and utilization of the requested resources. 24-houwr contact information
required.

If for Direct Federal Assistance (DFA). State Approving Official- Signature certfies that:

{1} State and local governments cannot perform, nor contract for the perfformance of the requested work;
{2) Waork is required as a result of the event, not a pre-existing condition; and
{3} The State is prowviding the requirsd assurances found in 44 CFR, Section 206 208,
. Action Review'Coordination (OPS Section Use Only): Completed by the Operations Section Chief or Resource Capability Branch Director.

Accept’Reject Operations Section Chief or Resource Capability Branch Director accepts or rejects the request; provide reason if rejection. If
request accepied, coordinates with others, ie.. Branch Directors or Group Supenvisors, begins to determine best means of fulfilling request. All
inwolved in coordination showld check appropriate box and initial or print their name.

Assigned to: Operations Section Chief or Resource Capability Branch Director assigns tasks onigination. may ndicate the OFA Action Officer.
Operations Section Chief may also indicate the Action Officer if known, or tasked onganization may make this assignment This may be
Emergency Support Function, internal FEMA Organization (i.e.; Logistics), or other crganization.

DateTimes Assigned: Operations Section Chief or Resource Capability Branch Director provides date and time of when sowrcing should bagn.
V. Statement of Work (OPS Section Use Only): Completed by the Cperations Section Chief or Resource Capability Branch Direcior.

DFA Action Officer Ops Section Chief obtains from OFA if request fulfilled by a MA; 24-hr phoneffax required. Information wsed in eCAPS.
EEMA Project Manager Provided by Operations Section Chief; a Region PFT; 24-hr phonefax required. Information used in eCAPS.

Statement of Work: Description of tasks to be performed. Could be fo assess a problem and report back. or could be to proceed with a specific
action. If40-1 or MA, this goes in “justification” tab in e CAPS.

V. Action Taken {OP3 Section Use Only): Completed by Operations Section Chief, Resource Capability Branch Dhrector, MA Unit or Logistics.
Resource Reguest Results: Ops Section Chief. Resource Support Section Chief, MA Unit, or LOG should note what type of document the
action resulted in by "checking” the appropriate box e, Mutual Aid, Donations, Reguisition, Procurement, 1A, MA, Other. f "Other” is sebected
write in appropriate response or state “see below” and give detail description in "Disposition” field. "Disposition” field should note steps taken to
complete the Action, and personnel, sub-tasked agencies, contracts and other resources utilized.

TRACKIMNG INFORMATION. Completed by Acton Tracker. Required for all requests.

FEMA FORM 010-0-7 PREVIOUSLY FF 80-12& Page 2 of 2
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Logistics Section Chief / Deputy Logistics Section Chief m

Request for Assistance — Mutual Aid

EMAC - Emergency Management Assistance Compact

Request for Assistance (REQ-A) forms are completed online on the EOS (EMAC Operations System). The
following forms are for the reimbursement process.

All actions related to any Requests for Assistance, including Mutual Aid, are to be recorded under “Add
Actions” under the appropriate resource request in the “Resource Tracker” on WebEOC.
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Logistics

Logistics Section Chief/Deputy Logistics Section Chief

Emergency Management Assistance Compact (EMAC)

Interstate Reimbursement Form (R-1)

Please complete all fields in gray. Fields in green are automatically calculated.

Event:

Submitted to the Requesting State of:

Date:

By the Assisting State of

Form W-g Enclosed? [ves [ANo

For Services Specified in REQ-A under the Requesting State Mission Number:

Copies of Receipts and Payment Vouchers for Each Claim Are Attached: [ ves [ne

[

Personnel Costs
Regular Time

Overtime

Employer Share of Fringe Benefits

Total Personnel Costs

Travel Costs
Air Travel
Auto Rental/Gas/Mileage
Lodging
Government Vehicle Costs
Meals/Tips
Total Travel Costs
Equipment Costs
Contractual Costs

Commodities

Other Costs (Explain in Remarks Section) I:l

GRAND TOTAL

1
I

$0.00)
I
I
1
1
1

$0.00|

Remarks:

Certified and Authorized by:

Signature:

Title:

Date:

The authorized official of the Assisting State certifies that the totals for each category/claim are exact costs expended by the Assisting State to perform the
services requested in the REQ-A. All additional supporting documentation not included with this claim will be maintained by the Assisting State for a period
of three (3) years following the above date of submission and may be obtained for audit purposes by notifying the Assisting State authorized official named

herein.
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Logistics Section Chief / Deputy Logistics Section Chief

Emergency Management Assistance Compact (EMAC)
Intrastate Reimbursement Form (R-2)

Please complete all fields in gray. Fields in green are automatically calculated.

Event:

Submitted to the Assisting State of: Date:

From City/County/State Department of: Vendor Number:
For Services Rendered under State Mission Number: EMAC Mission Number:
Copies of Receipts and Payment Vouchers for Each Claim Are Attached: [Jves e

Personnel Costs

Employer Share of Fringe Benefits I:l

Total Personnel Costs $0.00|

Travel Costs

Air Travel I:l

Auto Rental/Gas/Mileage I:l

Government Vehicle Costs I:l

Meals/Tips I:l
Total Travel Costs $0.00
Equipment Costs |:|
Contractual Costs |:|
Commodities |:|

Other Costs (Explain in Remarks Section) |:|

GRAND TOTAL $0.00)

Remarks:

Certified and Authorized by: Signature:

Title: Date:

The authorized official of the Assisting State certifies that the totals for each category/claim are exact costs expended by the Assisting State to perform the services
requested in the REQ-A. All additional supporting documentation not included with this claim will be maintained by the Assisting State for a period of three (3)
years following the above date of submission and may be obtained for audit purposes by notifying the Assisting State authorized official named herein.
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Logistics Logistics Section Chief/Deputy Logistics Section Chief

Request for Assistance — Mutual Aid

PNEMA — Pacific Northwest Emergency Management Arrangement

Pacific Northwest Emergency Management Arrangement (PNEMA)
Interstate/Province Mutual Aid Request
Form REQ-A
Type or print all information except signatures
SECTION I: TO BE COMPLETED BY THE REQUESTING STATE/IPROVINCE
Select Exercise or Event: |New or Amended #: |
Event Name:

Date: Time:
State/Province Mission #: EM Software TN #:
Requesting Agency: Req. State/Prov:
Requesting State REQ-A Contact:
Last/First Name: Fax:
Phone 1: Phone 2:
E-mail 1: E-mail 2:
Mission Type: If State: Law Enforcement - Sheriff | If NG: Wﬂtle 32

Mission Assignment:

Resource Requested:

Deployment Dates (including travel days - one day prior to and one day after dates needed for mission):

Mobilization: Demobilization:
1st Work Day 1 Last Work Day: 1
Deployment Details:
Work Location/Facilities: ‘l Select One
Location/Facility Name:
Address 1:
Address 2:
City: Zip Code:
Working Conditions: ‘l Select One

Working Conditions Comments:

Living Conditions: | Select One

Living Conditions Comments:

Identify Health & Safety Concerns:

Select One
Select One
Select One
Safety Concerns/Remarks:
Requesting State Resource Coordination Contact:
First Name: Last Name:
Title: Agency:
Phone 1: Mobile:
E-mail 1: E-mail 2:
Staging Area (SA) and SA Point of Contact:
POC First Name: Last Name:
Phone: E-mail:
Location/Facility Name:
Address:

City/Province & Postal Code:

The PNEMA Authorized Signature below certifies that information contained herein accurately represents, to the
best of their knowledge, the resource request at the time.

Name of PNEMA Authorized Representative:

Signature of PNEMA Authorized Representative: Date:
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Logistics Section Chief / Deputy Logistics Section Chief

Interstate/Province Mutual Aid Request

Type or print all information except signatures

Form REQ-A

SECTION Il: TO BE COMPLETED BY THE ASSISTING STATE/IPROVINCE

Select Exercise or Event: : 0 |Requesﬁng State: r 0
Event Name: 0

i 0 Req. State EM Software TN #: 0
Requesting Agency: 0 Date Resources Available:

The PNEMA Authorized Signature below certifies that information contained herein is a mission estimate to be accepted or

declined by the PNEMA Requesting State.

Name of PNEMA Authorized Representative :;’-\R}ﬂ

Signature of PNEMA AR: Date: 1
New or Amended #: Time Section Il Completed:
Assisting State/Province: Assisting State/Province TN #:
Assisting Agency: Asst. State EM Software TH #:
Assisting State/Province REQ-A Contact:
First Name: Last Name:
Phone 1: Phone 2:
E-mail: Fax:
Mission Type: If State: Select Discipline: |If NG: ‘ Select Status:
Mission Assignment:
Resource Available:
In-State/Province Resource Point of Contact:
First Name: Last Name:
Phone 1: Phone 2:
E-mail 1: E-mail 2:

Deployment Dates (including travel days - one day prior to and one day after dates needed for mission):

Mobilization:

Demobilization:

|15t Work Day 1

Last Work Day:

]

MISSION COST ESTIMATE (Details entered on subsequent tabs):

Total Equipment, Commeodity, Other, and Personnel Quantity & Costs

Enter all equpment, commeodity, other, and personnel details on tab labeled as such (Travel, Equipment, Commodities, Other, Persennel) on this workshet. Totals for each
cateory will automatically be updated below as data is entered on subseguent shests.

Total Travel Costs: b - |Total Equipment Costs: b =
Total Commodity Costs: 5 - |Total Other Costs: 5 =
Total Personnel on Mission: 0 Total Personnel Costs: 3 -

Total Cost Estimate from REQ-A (This number is calculated from
the data entered into the REQ-A Excel worksheets):

$

Note: If you received a Miszion Ready Package from the Resource Provider, enter the tetal under "Total Cost Estimate”™ below and attach complete Mission Ready

Package to provide detailed costs.

Total Cost Estimate from Mission Ready Package (please
enter total and attach Mission Ready Package)
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Logistics Section Chief/Deputy Logistics Section Chief

SECTION lll: APPROVAL OF MISSION ESTIMATES - REQUESTING STATE/IPROVINCE

Select Exercise or Event:

New or Amended #:

Requesting State/Prov.: Requesting Agency:
Event Name: 0
Req. StateProv. Mission TN #: |0 Req. State/Prov. EM Software TN # (0
Assisting State/Prov.: 0 Assisting State/Prov. TN # 0
ELLL WIUFS atthe time of . This rate will be honored for
REQ-A Execution. Cost United : :
. - |Canada |$§ this REQ-A for the duration of
estimates are based upon States

current Assisting State values.

this mission.

The PNEMA Authorized Signature below certifies that they have reviewed Section Il submitted by the Assisting State and agree to
the estimated mission costs and requirements. The mission is accepted.

Name of PNEMA Authorized Representative:

Signature of PNEMA Authorized Representative:

Date:

Time:
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Logistics Section Chief / Deputy Logistics Section Chief

WA RESOURCE REQUEST FORM (ICS 213 RR)

1. Mission Number & Incident Name: 2. Requesting Agency: 3. Date & Time:(mm/dd/yy - 00:00) 4. Requester Tracking Number:
5. Order SHADED AREA TO BE FILLED BY LOGISTICS SECTION
a Qty. | b.Kind | C.Type | d Detailed item description and/or of task to be accomplished: ( Vital Needed Date & Time g. Cost
(if (if characteristics, brand, specs, experience, size, etc.) and, if applicable, :
known) | known) | o hose/use, diagrams and other info. e. Requested f. Estimated
S
w
@ | 6. Personnel/Additional Support Needed: (Driver/Fuel Etc.) 7. Duration needed:
g
14
8. Requested Delivery/Reporting Location: {Address/Aandmarks efc.) 9. Delivery/Reporting Location POC: (Name & Contact info)
10. Suitable Substitutes and/or Suggested Sources: (if known) 11. Priority: [ Life Saving ] Incident Stabilization ] Property Preservation
12. Requestor Provides Funding: ] Yes [ JNo | 13. If requestor is unable to provide (full/partial) funding for the resource, specify reason:
14. Requested by Name/Position & phone/email: 15. Request Authorized by:
16. EOC/ECC Logistics Tracking Number: 17. Name of Supplier/POC, Phone/Fax/Email:
18. Notes:
wm
2
-—
/]
k=]
S
19. Approval Signature of Authorized Logistics Representative: 20. Date & Time: (mm/dd/yy — 00:00)
21. Order placed by (check box): [JORDUNIT [ JPROC UNIT [ JOTHER.
22, Elevate to State: _H_ _ 23. State Tracking #: _ 24. Mutual Aid Tracking #:
o 25. Reply/Comments from Finance:
=
m
=
- 26. Finance Section Signature: _ 27. Date & Time: (mm/dd/yy — 00:00)
Original to: Documentation Unit Copies to: Logistics Section, originating ESF/agency, and Finance & Administration Section




Logistics Section Chief/Deputy Logistics Section Chief

Approval for High Cost Lodging (0802)

State Of Washington
Military Department |

Approval for High Cost Lodging (S44M 10.30.20)
Purzuant to Washington Military Department Travel Procedures #11.c.

O Tha emplovee attends an approved mesting, conference, convention or framing seszion whare
the traveler 1= expected to have business interaction with other participants m addition to
schedulad events, and maxomum benefit will be achisved by avthonzme the amployvee to stay
at the lodging facility whare the meeting, conference, convention or training session iz held.

O Affordable lodging accommodations are simply not availables withm a reasonable commuting
distance to the emploves’s assigned temporary duty station. (Thiz option requires two price
guotes from other hotels.)

Horel Name: Harel Name:
Chuorsd Rare: Chuorsd Rare:

Costs in the area have escalated for a brief peniod of time erther during special events or
dizsazters.

Traveler 15 aszigned to accompany an elected official, a foreign digmitary, or others as
authorized by law, and is requiraed to =ay i the same lodging facility.

Teo comply with provisions of the Americans with Dizabilifies Act, or when the health and
zafety of the fraveler 1= at nisk.

OO O O

When meeting room facilities are neceszary and it 1z more economical for the traveler to
acquire special lodsing accommodatons rather than acguire beth a mesting room and 2 room
for lodgings.

Purpose Of Trip:
[ Trainineg [ Conferenca’'Convention [0 Committee Masting [ Other State Funection

Travel Destination: Herel Name:
Travel Dates: Chuoted Rate:

Maximum Allowed:
Per Diem Rate (lodzing and meals) N (times) 150% =

Regusster: Date:
Charge Cods:

Program Managsy/ Supsrvizor: Dare-

Divizion/Tnir Manager: Dare-
Divector/Chigf of Stqff: Date:
Divizion Divector/ TAG: Dhage:
[ Approved [ Deni=d

BITL. FORN BT J4N o)

{Fimancisl Scrwiccs Pelcy 02-002-00
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Logistics Section Chief / Deputy Logistics Section Chief

Travel Authorization (A40A)

FoE

AdD-A

HATATE CF MASHIGTOH

TRAVEL AUTHORIZATION

ASERCY HUMacR

2450

ASENCF MaNT

Military Depariment

RUFLDTRRE TRLRPSCHE HUMEER

TAMUMBRR

TAQATRE

DIWISITR O A | Rl

EUMPLOTRER MAME SHND TITLE

CHARCR oD

1.  PURPOSE OF TRIP - Include explanation of how this frip relates to the employee’s job and what the banefits are of this trip. For
compliance with ESHEZH (Uut-of-State |ravell | raining Freeze) please also include any exemphions beng claimed and why this canmat
be recerved locally (Video | eleconterence or Lonterence Call).

] In-State O Qut of State [ Owut of Continental U.S. {includes Hawaii, excludes Alaska & B.C., Canada)
2  TRAVEL ITINERARY & MODE OF TRANSPORTATIOM  Is this the most cost effective? [ Yas O No
i - WICDE CODE STWECLE.
DATRE FROM TO MOOR CODS oW — FI'I\.'E?' Cranie VeRick:
ADW — Agancy Owned Vehide
WPV — Rioior Poolvance
FMY — Rentslvehice
AR — AF Seate olass of
T —T fransponE
E — Euasn U"F“H'WEFI'HE?‘IJ_‘.
o — Criner [explain under remaEris)
Remarks:

AZ REQUIRED (check bax):

[ erogram Marsger spproval receivad.

Expaption % lodging — OFM Directva
CrertimeN-change time fomm attsched

[ Travel advance Requestsd

3. TRAVEL EXPEMSE ESTIMATE & ADVANCE REQUESTED

NOTICE

TEM OF EHPRMNIE

EETIMATRD TRAVEL SXFRNIS

a SUBSISTENCE 30.00 PER CA&Y

afuBRcE becomes &

TRAVEL ACWVANCES: Se== ACW 43.03.150-.210. In caze of defoult by enplayes In
rapmyment o accosabing for sdwence sm provided by sbate law and regulstioss, e
grior Ben and, fogether mEs & 10% Imereat charge, may be
deducizd from =ny amounts due io fie enployes from the sisie. Awn unasfhodzed
epErdtiure of 20 BfyArce coesifates & mEszprapistian of st fands.

REOUESTEAS SIGHATURE oaTE
b LODGIMNG 5 FPER DAY
c. TRAMSPORTATION: i
POV D EST. MILES SUPERVISDR SISMATUAR oate
d OTHER: RENTAL §
AlR 5
= [JTHER EXPEMSE: (explain) ONISION DIRECTOR O TAG AUTHORIDNG SISHATURE oAaTE
[AECUIRED FOR CUT OF STATE TRAVEL]
TOTALS
"' RO 43170 pronibhs travel mileage advances for empkgyes’s or oicers use of priately cwned vehicls.
[ Eoe. CaT FRTEORCETS =1 T, . TRe. DoL. ua. -5 - -0t -0 Y- 1 - T -
L e B AR L s e T = i o e T T
Efs f2 il n O L % L L - 1588 ] PRIU PEAR
e o .
SLEELRTHE AP PREVAL FOR FEMENT LaTE WARRENT TETAL WARRENT HUMERR
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Logistics Section Chief/Deputy Logistics Section Chief

Title: | |njtial Startup Checklist Page: | [00 of 00]
Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/1/2015
Revision No.: [0.0] Approved by: | [Name] Date: | 00/00/0000
Click HERE for return to the Procedure and Job Aid List

Purpose: Examples of commonly used forms by Logistics during exercises and activations
Responsibilities: | All

References: NA

[J Turn on computer by pressing the power button

e (Click HERE for the SmartBook startup instructions or go to http://mil.wa.gov/other-
links/logistics-and-resources and click on the SEOC SMARTBOOK hyperlink)

] When the Military Department logo appears, press the space bar to get to the Information
Technology User Notification and then press again to get to the login screen

e The “User Name” is on the white label on the lower left of the monitor
e The “Password” is written on one of the SEOC whiteboards or ask the SEOC Supervisor

] Open WebEOC

e Theicon for WebEOC is on the desktop on the left of the screen, and the most common
Microsoft Office applications are pinned to the task bar

] Login to WebEOC

e User ID for Logistics: WA-EOC-LOG
e Password: P@sswOrd

] Sign in to the Staffing Board

e Board 05 WA-EOC Staffing and Seating Charts

e If signing in for the first time for an exercise or activation, Click “Initial Sign-in”, otherwise
locate name on the chart and click “Check In” on the far right side of the screen

e Populate fields (first time user for incident or exercise) as indicated, with name entered as
follows: “LastName_FirstName (EMD*) — “*” is the representing agency acronym

e [f date/time needs editing, click anywhere on the desired row and click “Edit” on the far
right. After desired changes are made, click the appropriate date number on the calendar
icon to accept the changes, then click “SAVE”

[] Open Significant Events Board

e Resize box to fit multiple windows on monitor
[] Open Logistics Section Activity Log

e Resize box to fit multiple windows on monitor
1 Open Outlook

e Create an exercise or incident folder and create subfolders by category name as needed
e Move any unrelated emailed to the “Archive” folder

[ Create Incident/Exercise Folder on “N” drive as appropriate, using consistent naming conventions

e N:\Logistics\Exercises
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Logistics Section Chief / Deputy Logistics Section Chief

e N:\Logistics\Activations
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Logistics Section Chief/Deputy Logistics Section Chief

processing during activations only.

Title: | |ntergovernmental Agreement (IGA) Process Page: | [00 of 00]
Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/01/2015
Revision No.: [0.0] Approved by: | [Name] Date: | 00/00/0000
Click HERE for return to the Procedure and Job Aid List

Purpose: IGAs are used for EMAC/PNEMA mutual aid deployments to identify personnel

from jurisdictions as temporary employees of the State of Washington for liability
and insurance purposes. The following instructions are for emergency IGA

EMAC/PNEMA

Responsibilities: | Drafting and executing IGAs and Amendments for resource deployment under

References: Public Law 104-321

Local agencies, Tribes, and jurisdictions owning requested resources with executed IGAs with
the Military Department are generally selected over those local agencies, Tribes, or jurisdictions
which do not have such documentation in place. In the event the agency owning a requested

resource does not have an IGA in place, the following steps are taken:

ULogistics Section staff sends an email message to the jurisdiction in need of an IGA
requesting the required information to populate the IGA template. The information is

located at N:\Logistics\Mutual Aid\Legal Documents\IGAs).

The email template contains a request for the following information:

e Jurisdiction/Agency Name

e Street Address

e C(City, State, Zip+ 4

e |GA Contact Person Name

e |IGA Contact Person Phone

e |GA Contact Person Fax

e |GA Contact Person Email

e Agency/lurisdiction Tax Identification Number (TIN)
e Universal Business Identification Number (UBI)

e Name of Person Authorized to Sign IGA

e Title of Person Authorized to Sign IGA

ULogistics Section staff creates a folder with the entity name within the IGA folder on
the “N” drive located at N:\Logistics\Mutual Aid\Legal Documents\IGAs\Current IGAs,

with samples shown below.
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Logistics Section Chief / Deputy Logistics Section Chief

E12-267 Yakima County
E12-271 Lewis County Fire 2
E13-088 City of Mount Vernon
E13-103 Everett Fire Department
E13-108 Whatcom County
E13-157 Thurston County
E13-233 TERT NORCOM Bellev...
E13-255 Pierce County DEM
E14-033 City of Seattle Parks 8.
E14-037 City of Seattle Finance...
E14-D67 West Pierce Fire & Res...
E14-245 TERT Spokane 911
E15-242 WSP

U16-006 Kitsap County DEM

E12-268 City of Seattle Police D...

E13-093 Island County Fire Dist...
E13-099 King County

E13-105 5an Juan County Fire ...
E13-109 Thurston County Fire ..
E13-182 Grays Harbor County ...
E13-245 Benton County
E13-256 TERT SNOCOM
E14-034 City of Seattle Depart...
E14-039 City of Seattle Human ...
E14-163 TERT ValleyCom Kent
E15-008 TERT Pacific County EM
U16-003 City of Bellevue

U16-007 City of Lakewood

E12-26% City of Tacoma Fire
E13-084 5an Juan County
E13-101 Lacey Fire District 3
E13-106 City of Lynnwood
E13-115 City of Puyallup
E13-185 City of Olympia

E13-246 TERT SNOPAC 911

E13-257 TERT Kitsap County C...
E14-035 City of Seattle Police D..
E14-041 TERT City of Redmon...

E14-217 TERT Grays Harbor Co...

E13-195 City of Auburn

U16-004 CRESA

U16-008 TERT KITTCOM - Kitti...

E12-270 Grant County

E13-096 Sncho Fire District 3 - ...
E13-102 Thurston County Fire ...
E13-107 Snohomish County Fir...
E13-140 Thurston County TCO..
E13-188 City of Mukilteo Fire
E13-247 TERT Jefferson County...
E14-032 Spokane City County ...
E14-036 City of Seattle Fire Dept
E14-062 Douglas County
E14-242 King County Sheriffs ...
E153-241 TERT City of Spokane ...

U16-005 City of Kirkland

Creating an Initial IGA

UUse the IGA template and save as the jurisdiction name within the labeled folder:

e Go to IGA Templates Folder (N:\Logistics\Mutual Aid\Legal Documents\IGAs)

e Openthe EMAC-PNEMA IGA - FINAL file

e Save As “EXX-XXX EMAC-PNEMA IGA ‘name of jurisdiction’

e Using the information in the email, populate the highlighted areas only

e If the IGA is for a Telecommunications Emergency Response Team (TERT), the
word “TERT” is the first word of the electronic file name, after the contract

Number

WEmail the file to contracting:

e If during business hours, to contracts.office@mil.wa.gov, with copies to
mara.lake@mil.wa.gov, william.greenup@mil.wa.gov, and

rick. Woodruff@mil.wa.gov

e If during non-business hours, check with the EOC Supervisor or the on-call
Point of Contact name and contact information

WWhen contracting returns the IGA and Routing Checklist:
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Logistics Section Chief/Deputy Logistics Section Chief

Save both the checklist and the PDF IGA to the appropriately labeled folder
Print the contract checklist on yellow paper and the IGA on plain paper
Place both in a red pocket folder and route as directed on the checklist

Once approved, go to the IGA Templates folder and open the file named
“Legal Document Text for Locals and Required Attachment Files”

“Forward” the email template to the email address of the IGA Point of
Contact, attach the PDF of the IGA and address the email to the local
jurisdiction Point of Contact, copy yourself on the email, and copy the
Logistics staff at POD #12.

Edit only the text pertaining to ‘forwarding’ and the email template text
pertaining to where to send the signed documents, select “read receipt”, and
send the email

Save a copy of the email in the same electronic folder as the jurisdiction IGA
drafts and PDFs of the IGA documents and print a copy of the email for the
pocket folder

WWhen signed copies arrive back from the local jurisdiction:

Electronic (fax or scan/email during activations):

o Print and place in appropriate pocket folder for Director’s review and
State Finance signature

o When signed originals arrive several days later, place in pocket folder

o Place in appropriate pocket folder for Director’s review and State Finance
signature

o Scan entire package and save as “Executed” (IGA Amendment-Number)
Local Jurisdiction Name in the appropriately labeled folder

o If asecond signed copy is provided by the local jurisdiction, send them a
signed original via postal mail. If not, then email the scanned, executed
IGA Amendment

o Place the signed original and all supporting forms in campus mail to
contracting, or hand carry to the contracts office

o Place the pocket folder on any Logistician’s desk in-box (cubicle, not EOC)
for filing and updating on SharePoint

Amending the IGA for Mutual Aid Deployment

WEmail is received requesting an IGA Amendment (Coinciding with REQ-A processing)

Locate the executed IGA at N:\Logistics\Mutual Aid\Legal Documents to
ensure the document is still valid, as some jurisdictions may not have
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responded to the required annual reviews, and are therefore not considered
current

Locate the amendment template at N:\Logistics\Mutual Aid\Legal
Documents\IGAs

Save the file as the name of the initial IGA followed by the letter “a”, if this is
the first amendment to the IGA, or the next sequential letter in the alphabet
if there have already been amendments to the IGA

Send the IGA Attachment Budget Draft to the jurisdiction (Budget Draft
located at N:\Logistics\Mutual Aid\Legal Documents\IGAs)

Populate the highlighted areas on the IGA Amendment document from
information on the original IGA

When the cost estimate information comes back from the local jurisdiction,
populate the spreadsheet on the Amendment, located at:
N:\Logistics\Mutual Aid\Legal Documents\IGAs\IGA Templates

Complete the IGA Attachment Finance Breakdown, using the cost estimate
information, (Finance breakdown located at N:\Logistics\Mutual Aid\Legal

Documents\IGAs), and ensure all three totals match (two spreadsheets and
REQ-A Part Il)

WWhat to do when the cost estimate information is received:

Save the document in the appropriately labeled folder with the entity name
o Save As “IGA Number Amendment ‘name of jurisdiction’
Using the information in the email, populate the highlighted areas only

Email the file to contracting during business hours, to mara.lake@mil.wa.gov
or William.greenup@mil.wa.gov

If during non-business hours, check with the EOC Supervisor

W When contracting returns the amendment and routing checklist:

Save both the checklist provided by contracting and the IGA Amendment to
the appropriately labeled folder

Print out the checklist on yellow paper and print out the IGA Amendment
Place both in a red pocket folder and route as directed

Once approved, go to the IGA Templates folder and open the file named
“Legal Document Text for Locals and Required Attachment Files”

Attach the PDF of the IGA and address the email to the local jurisdiction Point
of Contact — copy yourself on the email
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Logistics Section Chief/Deputy Logistics Section Chief

e Edit only the email text pertaining to where to send the signed documents,
select “read receipt”, and send the email

e Save a copy of the email in the same folder as the IGA drafts and print a copy
for the pocket folder

UWhat to do when signed copies arrive back from the local jurisdiction:

e Electronic (fax or scan/email during activations):

o

Print and place in appropriate pocket folder for Director’s review and
State Finance sighature

When signed originals arrive several days later, place in pocket folder

Place in appropriate pocket folder for Director’s review and State Finance
signature

Scan entire package and save as “Executed” (IGA Amendment-Number)
Local Jurisdiction Name in the appropriately labeled folder

If a second signed copy is provided by the local jurisdiction, send them a
signed original via postal mail. If not, then email the scanned, executed
IGA Amendment

Place the signed original and all supporting forms in campus mail to
contracting, or hand carry to the contracts office

Place the pocket folder on any Logistician’s desk in-box (cubicle, not EOC)
for filing and updating on SharePoint
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Title: Network Drive Mapping Page: | [00 of 00]

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/1/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: To establish or reestablish network drive connection on SEOC

workstations
Responsibilities: | All
References: NA

U Click on the file folder icon on the shortcut taskbar at the bottom of the screen:

QRight click on “This PC”

a M This PC

" DEeskiop

= | Documents
> @ Downloads

> @t Music

» | Pictures

» H Videos

- 59 Windows (C3)

U Click on “Map Network Drive”
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U Select “N” for the network drive connection letter as indicated below (there should be no

text next to letter “N” if there is no network map established)

e

Folder:

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want te connect to:

Drive: MN: (WMILFLCPMO02YShared\E v

Example: \\server\share
Reconnect at sign-in
[[] Connect using different credentials

Connect to a Web site that you can use to store your documents and pictures,

v Browse...

Finish Cancel

U Enter the following path in the folder cell without the quotation marks:
\\MILFLCPMO002\SHARED\EMD PET

U Click “Finish”

U Folders should appear as indicated below

o 3rd Desktop June 4 2014
, annual_training

J ARCHIVE

.. Best_Practice

. Budget and Financials
.. Cascadia Rising 2016

. CEMP Volume |

. COoP

.. Critical Infrastructure

. C57 Planning

\u EEls

. EOC Planning Section

, ET Prog Asst

, Favorites

. GIS_Slidedecks_Pictures
. Lean

;. Lecal Planning Guide Feb 2007
. Logistics

. Logos

L Misc

. PAL Staff Mtgs
. PET Staff Folders
. Photos

. Plans in DRAFT

. Presentations

(M

. Radiclegical Emergency Prepardness

. Regional Catastrophic Plans
L SAls

. Section and Team Folders

. Shannon MacFarlane Monday Reports

. SIRA Information

J. SPR

| Strategic Planning and GMAP 2008-2009

. Training Database

| WA CEMP 2015-16

. WA State Catastrophic Plans
l[ll-'-'B'.-'_l\.I_‘u.l‘quSS_EI'\.'H:’SE_F‘LadiologicaI_Ii’rer.:i-a|’Edr‘|ess_l3rcbg_l”u"lgr_(En-—I-ll[}l1-il]
@] In Progress Review Master Template-1014153
@) Legistics - Shortcut
Lt Ref Req - Crude Qil Rail TTX for State Executives - July 16, 2015
&= PAL missicn
E PAL mission
E PAL_mission__poster
PDP Expectations-Ferreira 15
Personal Kits
PIER. Business Contacts
E Scanned from FIN-Acct-Dept Xerox 7345
Washington SERC Strategic Plan Review
ﬁWFSE_COIIective_Bargaining_Agreement_}lCﬂ 5-2017
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Title: Pacific Northwest Emergency Management Arrangement Page: | [00 of 00]
(PNEMA)

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Provide overview of the PNEMA process for requesting and providing

resources under PNEMA
Responsibilities: | All
References: PUBLIC LAW 105-381

U The process for requesting or providing resources for PNEMA are nearly identical to that of
EMAC, with the following exceptions:

» No online system is used

» Assistance can be requested at any time

» Excel PNEMA Request for Assistance (REQ-A) is used to execute assistance agreement
U Follow the same instructions as EMAC (pg. 8)

U The current PNEMA Operations Manual can be found at:
N:\Logistics\Mutual Aid\International Mutual Aid\PNEMA\PNEMA 2015

PNEMA
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Title: ‘ Printer Mapping Page: [00 of 00]

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Provide instruction for printer mapping to SEOC workstations
Responsibilities: | All
References: NA

U Click the window icon pinned to the task bar

U Click on the “Search” magnifying glass in the upper right corner
QIn the “Search” window, type in “Devices and Printers”

U Click on “Devices and Printers” then click on “Add a Printer”

Devices and Printers

T [;';3 » Control Panel » All Control Panel ltems » Devices and Printers

Add a device Add a printer

Windows can display enhanced device icons and information from the Internet. Click to change...

a4 Devices (7)

Dell 2007FP
(Digital)

Generic PnP
Menitor

dynadock U3.0

DataTraveler 160 Dell USE Optical

Mouse

4 Printers (6)

v &

Microsoft Natural
Keyboard Elite

- O
Search Devices... @
= v (7]

x

\

A
MILTABPETT7058

Adcbe PDF

) o

- Io" s Io° T Io°
Microsoft XPS Send To Kerox
Document Writer OneMote 2013 WorkCentre 7545

(BLDG 20 - EQC
Message Center...

Herox
WorkCentre 7543
PCLE (BLDG 20 -
PLANS) on milp...
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QIf not available, click on “The printer that | want isn’t listed”

No printers were found.

Printer Mame Address

-] Search again

< The printer that | want isn't listed

et || Cancel

U Click “Select a shared printer by name” and key in the following in the text box without the
guotation marks: \\milpscpom001\\

U Click on the desired printer, then click “Finish”

QRight click on the new printer icon and select “set as default printer”
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Title: ‘ Procurement Processes (Supplies), Policy, and Form Page: | [00 of 00]

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/1/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: To ensure emergency procurement guidelines are followed

Responsibilities: | All - to ensure emergency procurement guidelines are followed

References: State Finance Building One

During activations, Logistics may be tasked with procuring emergency services or supplies.
U Assign the resource request to ESF #7, Department of Enterprise Services (DES) Lead, if

activated, to identify any contracts on file for the requested resource(s).

U If no contracts are on file and within 70 hours of the SEOC activation, search online for the
desired resource (equipment or supplies)

U Save and print three potential options for review by the SEOC Supervisor, Disaster Manager,
and State Finance, with documentation regarding fiscal responsibility and appropriate charge
code(s)

U Complete an A-19 form for purchasing approval (Click HERE for sample form)

U Once approval is signed, complete appropriate purchase card forms (Click HERE for sample
forms), obtain appropriate purchase card from State Finance, and place order

U When item arrives, scan signed A-19 approval, any related email correspondence, order
form/confirmation, packing slip, and invoice

» Save to appropriate folder on “N” drive and label accordingly
» Send originals to State Finance for payment

U Document each step as each step occurs in the Resource Tracker on WebEOC under the
specific resource request’s “Add Actions”
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SEOC Activations Purchasing Policy for
Goods and Services

PURPOSE: The intent of this policy is to establish a standalone PO Form and expense log to be
used during Level 1 and 2 activations.

Allowable Emergency Purchases
e SEOC Operation Costs Not Requiring a Purchase Order
» Individual(s) travel to affected areas

o Lodging

o Airfare

o Motor Pool/Rental vehicle
o Meals

» Meals to include Refreshments/Snacks up to per diem rate for EOC Staff
» Other inter-governmental agency agreements/contracts

e SEOC Operation Costs Requiring Purchase Order

Sand Bags

Air Cleaners

Other Large Purchases as Determined

Supplies or Equipment to be kept and stored by the Military Department
Equipment for SEOC Food Service

Other Supplies as Determined for SEOC operations

VVVVYVYYVYY

Unallowable Emergency Purchases
e Human resources, services, supplies, and equipment for:
» Other governmental entities - the entity must order and pay directly for its
needs. The exception is noted in section Tracking Process of Purchases.
» National Guard - National Guard goes through the Finance Division for all needs.
e Personal items
e Alcohol
e Items for normal Military Department operations

Emergency Purchasing Rules

e Determine if a master contract can meet needs. If it can, then use master contract.

e If master contracts cannot meet needs can go to best source.
» Must document the justification for using best source
» No bid required
» Complete Best Buy Form

e 510,000 and more
» Must contact Contracts immediately with justification for emergency purchase

for reporting to DES within the required three days.
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o Contact via email or send hard copy if electronic isn’t available.

Approval Process of Purchases

e Approval/Recommendations at all levels will be made on the PO.

e Approval Levels will be dependent on no governor proclamation (NGP) or governor
proclamation, who the purchase is for, and amount of purchase up to limits as
indicated.

Amounts are indicated as NGP or GP

SEOC Supervisor $5,000/550,000

Disaster Coordinator $10,000/$100,000

Governor’s Appointed Represented over $100,000

EMD Director - Purchases for other governmental agencies if Military

Department paying.

e Finance/Admin Section will review and approve all SEOC Purchase Orders.

YVVVYVY

Tracking Process of Purchases

e The Finance Section must log all expenditures.

e The Finance Section must approve all purchase orders.

e Submit Receipts/Invoices to Finance Section at time of purchase for all SEOC Operation
Costs.

e Purchase Orders will start with the incident number (i.e. 140995-01), then

» Sequential numbering for each purchase
» Each incident will have a separate log.

e Any purchases that have to be ordered by the SEOC for another governmental agency
must have the authorizing governmental agency’s information and the contact person
name and number for the order on the invoicing section of the PO.

» Recommend getting e-mail from other governmental entity approving the order
to be purchased and/or invoiced.

» Send copy of PO to the governmental entity.

» If Military Department is paying for purchase, Accounting will send invoice to the
governmental entity for reimbursement along with the vendors invoice.
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FURCHASE ORDERHUMEER /_\\" STATEOF WASHINGTOH AGEHCY HUMEER Furzhare Type
| SEQC Activation 2450
2
\\_ Purchase Order Form
Dirarter Charqe Code Marker Conkrazt Eeort SourzefDozumentation Atkached
VEHDOR HAME AHDADDRES S SHIF TOADDRESS
REZFONZIELE FARTY' S HAME AMD ADDRESS EILLTOHAME AMDADDRESS

COMTACT H&ME SHD FHONE HUMEER

FURCHASE ORDERREQUESTED EY: RECEIVED EY

DATERECEIVED

USESFPAGE BELOW A4S A WORKZHEET TO DESCRIEE THEGOODS OR SERVIGES TO EEFURCHASED STAFLE INYQICES OH BEACK

Quantity Amount Per Unit Amount

Total Purchase

B
$
B
5 -
]
$
)

IF MESTER COMTRACT EXSISTE AHD IS HOTUSED FROVIDE JUSTIFICATION IM SFACE EELOW

USESPAGE BELOW TO DOGUMEHT AFFROVAL/REGOMEDATIOHFOR FURCHASES UF TOLIMITS AS IDEMTIFIED

Date Approved

SEOQC Supervizor (NGP S5k/GPES0K):

Dizaster Coordinator (NGP S10k/GPS100k):

Governor's Appointed Rep (GP $100k):

EMD Director {other government entity):

Finance/Admin:

Hzzounting Ure OHLY Eelou

FREFAREDEY FHOME HUMEER DATE AGENCYFAYMENT AFFROVAL DATE
6/716

DOC.DATE FMTDUEDATE |CURREHTDOC. MO, REF.DOC. HO. VEMDOR HUMEER UZETAN VEMDORMESSAGE INVOICEDATE

0 06/0716
REF M MASTER INDER SUE WORKCLASS CITY T H
DOC| TRAMS| O | FUND | AFFH  FROGRAM| SZUE ZUE ORG ALLOC |EUDGET M= FROJECT| SUE | FROJ AMOUNHT Azzaunt Humbeor
SUF| CODE | D IHDEX IHDER QEJ| OBJECT | IMDEX UHIT FROJ|FHAS
ACGEOUNTING APFROVALFOR PAYMEHT DATE WARRAHTTOTAL WARFRAHT HUMEER

B/7/16 3
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Title: ‘ Purchase Card Page: [00 of OO]

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Provide guidance and use of issued State Purchase Cards

Responsibilities: | All

References: PENDING — This section is in draft, pending revision and approval by

State Finance

U During an activation, a State Purchase Card may be issued to the Logistics Section by State

Finance for procuring approved meals, travel, supplies, equipment, or goods/services related
to the incident.

» The card is located in the State Emergency Operations Officer (SEOO) room for official sign
out.

U The following forms will be used and referenced when making purchases with the State
Purchase Card:

> Meals/Light Refreshments Approval
> Purchase Approval (A-19)

» Purchase Card Authorization - Custodian
» Purchase Card Log — WMD 1001-10

» Purchase Card User — FIN-105-02

» Purchase IT Equipment/Software Request

U Prior to any purchase

» A card needs to be issued to the person responsible (custodian)

» A Purchase Card Log needs to be started in the Purchase Card Binder (to be checked out
from the Duty Room)
A.If no binder is set up, then obtain an empty binder from the shelf by the downstairs mail

room and insert identifying sheets in the cover

» Approval needs to be obtained

» If the purchase is IT related, then the Purchase IT Equipment/Software Request form needs
to be completed as well

U Once approval is signed, complete appropriate purchase card forms (Click HERE for sample
forms), obtain appropriate purchase card from State Finance, and place order
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U When item arrives, scan signed A-19 approval, any related email correspondence, order
form/confirmation, packing slip, and invoice
» Save to appropriate folder on “N” drive and label accordingly
» Send originals to State Finance for payment

U Document each step as each step occurs in the Resource Tracker on WebEOC under the
specific resource request’s “Add Actions”
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Title: ‘ Request for Assistance (Four Methods) Page: | [00 of 00]
Effective Date: 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:
Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:
Click HERE for return to the Procedure and Job Aid List
Purpose: Provide steps for entering resource requests in WebEOC
Responsibilities: | Operations has the lead on entering resource requests, but Logistics backs
up Operations and occasionally is assigned to provide resource request
support when vendor inquiries and coordination is required.
References: NA

Taking a Request for Assistance in WebEOC

Request for Assistance (RFA)
* The four options are; Create
1. WebEOC - Request for R:lqiv;st
Assistance (preferred ErEHtE
option)
A
2. Logistics Web Page ﬂil ” EW
Form/Email - PDF
version of RFA / F'E.E':I“E St
3. Telephone - Callin to [/
SEOC
4. Radio - RFA via RACES @
Operator I

U Select “Create New Request” on the Resource Tracker in WebEOC
U Complete all blanks as indicated, providing as much detail as possible
U Blue fields are required. Provide as much detail as possible, addressing desired CAPABILITY
rather than specific equipment.
» What are they trying to accomplish? Focus on “capability” rather than specific items
U What logistics will be required to use the resource, if any? (Fuel, electrical cables, personnel
support, delivery, pickup, etc.)
U Specific Questions (based on type of request)
» Search & Rescue
A.Let the caller know that you are going to transfer them to a Rescue Coordinator
B.Immediately transfer the call to the Rescue Coordination Center (RCC)
C.Coordinate with the Search and Rescue section for a smooth transition of the process
and to ensure the request is entered into the Resource Tracker
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» Generators

A.For low quantities in incidents where there is no declaration, ESF #7 (DES) has contracts
with Sunbelt Rentals

B.Considerations
UHow much peak power is needed? (Kilowatts)
UHouse ~ 10KW
UCommunity Well ~ 25KW
W What type of connection - Delta or Wye (Y) Connection
QWill an electrician be on site to hook up the generator?

*  An electrician inquiry is highly recommended, as damage to equipment or injury
may result from untrained personnel establishing an electrical connection —
ensure the request includes a person to perform this function, as applicable

» Water
A.ls this water for drinking (potable)?
B.For how many people?
WUMinimum 1 gallon per person per day
QIf potable, is there a connection into an existing water system?

* If yes, then it will most likely be a tender that delivers the water

* |f no, then bottled water must be used do to potential issues with water being
contaminated by the container, unless the container is made specifically to store
potable water

» Heavy Equipment — Consider the following
A.The task the equipment is performing
B.If an operator for the equipment is required
C.If transportation to and from the site is needed
D.Fuel and maintenance plan

» Shelter Supplies
A.Number of people in the shelter?
B.Type of supplies needed?

Blankets

Cots

Pillows

Comfort Kits

Are there special needs considerations?

* X X X %

» Food
A.Bulk food or Shelf Stable (MRE)?
B.For how many people?
C.How many meals a day?
D.(BULK) Is there a kitchen with the capability of cooking and serving meals?
* (BULK) Are there any special dietary needs?
*  Security - # of security officers needed?
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(i) What equipment should they have?
1. Traffic Control, Riot Gear, etc.

2. Do they need to be law enforcement or carry weapons?
» Click “SAVE” when complete

Save| Cancel || Spell Check Print POF

Request For Assistance or Res ources Blue boxes are required fields
Date 242 Atine: [orr

CrEi!Dr:|Ramas_Knstm (EMD) |

Originafing Agency:|
comte[ 1] ciy/Trne: [V
City Tracking Nu mber::l
Aristicion Tracking Number.[

State Tracking & |iwa-201622412445

FENAMAENAC #2|:| (Entered by Logistics Only)
Requestor ame:| Phone: | {1oee0%-3000]
Fae[ (o) Enal {email@xocos)
Priority. Set by Logistics or Operations Only
Overall Statu s: Setby Logistcis and/or Ops Only

Subiect\ Enter a one or two word description (ie: Generator or Debris Removal)
Description:

Detaied Deseription of Capabilty Needed (Whatdo you want to accomplish?)
Resource Typing Litrary Too|
Request Specific Resources

Desariplionikind: | SizeType: Quaniy. | Add Line

For Personnel Resources Only
Accommodations Minimal: Some hotels & restaurants operational () Yes O Ho O MiA
Hormal: Al normal amenities available O Yes O No O NiA
Requesting junisdiction to arrange mealsiodging O Yes O No O NiA
Are there any safety or health concerns? O Yes O No () NIA (1f"yes" add delais below)
Isspedal equipment needed? O Yes O No O NiA (1f*yes" add defais below)

Additional Details:

()Yes () NoHave all local resources been exhausted or predicted fo be exhausted in the near fiture?
()Yes () NoHasmutual aid been exhausted or predicted lo be exhausted in the near future?

Have all commercial resources been exhausied or predicted fo be exhausted in the near
OYes O N0 e

OYes O Nals the onginafing jurisdiction/agency wiling to pay for the assistance?
Delivery Loczton Name:|

On-ste Point of Contact On-ste Phone Number.

On-sie Emait |

format example; 08/05(2015 /1500
Date and Time Needed:‘

(Enterdate and tme needed. ASAP is not an appropriate entry )

Duration Needed:‘
Delivery Needed: () Yes () No
Address | iStrest, City Zp) @
Description using landmark:

Sawe || Cancel || Spell Check || Print POF
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Title: Resource Tracking Process (WebEOC)

Page: | [00 of 00]

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/1/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Identifying the Resource Request Process from initial request to finish
Responsibilities: | All
References: NA

**IMPORTANT**

If the “Worked By” column on the Resource Tracker says “City” or “County”, TAKE NO ACTION

Modifying resource requests being worked locally may lock the local jurisdiction out of their
own request process. If in doubt, please ask the Logistics Section Chief for SEOC Supervisor.

Ageecy

Orignating | JurndeS n Srats

« Open Resource Tracker on the
main board: Resource Tracker

Resource Trackar

Filer By Smatus: AN

Filter By Prioety &1

W

Tats Regasts Ancapoed 0

01 WA-EOC Significant Events [+ %)
02 WA-EOC Situation Report (+ %]
03 WA-EOC Action Plan (+ %)
04 WA-EQOC Resource Tracker +
05 WA-EOQC Staffing and Seating Charts + %)

The naming of the “04" board may vary per jurisdiction
or Tribe WebEOC set-up

Fifier By Cuomendly worked by |40

| [ Search | G Seaet | @

Trasking #  Tracking #

» Click on “Create New Request”

I
s b

dened RS 1)-Pabiie Balevy and Seeveiny
zad r
il Ly
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If a request originates from a state agency, no local jurisdiction tracking number is required.
Costs incurred as a result from a state agency request cannot be billed to a local jurisdiction.
Only costs incurred as a result of a local request can be billed to the local jurisdiction.

- Blue fields are required. Provide as much detail as possible,
addressing desired CAPABILITY rather than specific equipment.

v B o T T ET R T e D e
* g e ey

e L L

[row 2w oo e rabond AL 4 5 B RERERE BTN

swaa, Coy, 2g W

L7
Savn || Cancl | [ Speld Crmat | [ Pera PP
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Logistics Section Chief / Deputy Logistics Section Chief m

» Select an option for each of the bubble line items.

Have all local resources been exhausted or predicted to be exhausted in
the near future?

Has mutual aid been exhausted or predicted to be exhausted in the near
future?

Have all commercial resources been exhausted or predicted to be
exhausted in the near future?

® Yes () Nols the originating jurisdiction/agency willing to pay for the assistance?

®Yes (No
®Yes CNo

= Yes INo

» A“No” response does not necessarily mean assistance will not be
provided.

« A“No" response means a policy level decision will be required.

» A requesting jurisdiction or Tribe must be prepared to accept the
financial burden

= Click “Save” to return to the tracker.

Save | Cancel Spell Check Print PDF

The request appears on the Resource Tracker display

AT
MoH e Aacsin grre nk Info mealion

Ammigned To

* The Resource is assigned by clicking “Assign” then

-
“Create New Assighment —p T
Note: Al blue fields ired
’ e Slate Tracking ®  WA-201512110143 * Staff comp|9tes the
Assigned By: I | : H
e s | 1¢:| assignment fields,
Status Unassigned v Upd ates status to
[ Spoi Check | [ Gancel | [ aieve Record | “Assigned”, and clicks
“Save” to return to the
» Staff clicks the “Save/Return” “Assign Resource”
button to return to the screen

“Resource Tracker” screen
Save/Return
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* The State updates the “Overall
Status” and “Priority” are updated by
clicking “Edit”

Sive || Comel | SpMiC | P POF
Bhue Bones 0t reguTel el

Rigutis Fr ASviance of Redources
Rernwe Eniry?
Cule YIRS i T
CIGRTNG ANndy  Stagl Counly
County | Shugt w| Gty m'\'ﬂ\m w

ity Trackang Heamber

semdion Iu:‘lﬂ;!-
Sate Tracong #  wa- 20191715148

FEMS WAEMAC =
Srnuetia are Seis Canen

I ] Sl by Lo
r“""‘“'

Subpect et 1 Pl

usophett Can'c bep m wacx
ries ® redl. el

=

Codaod Dusriphon of Camabiity Hasied! (Iiat e you wand 1o acoompish’™

RIGLEAT SR RpaLUrces
[MSTton nd  Tide Format Picter Son'Tym - Ouanity 1 Adé Ly
Fior Personnsl Resourcas Cnly
Arrommonbors M Some hole: & restaurants opsatonal Vel O Ha ) M3
Norral Al nomeyl penien poplabie W Yeg Ne O MR
Feguesing pesdcion la ararge meaklodgng @ Yes O M O MR
Far Fwee gy taledy or bl conoarms? W Wes O Mo D) MO,
i5 special equipmest needed? @ wez O Mo O Mok

Aasingrent bnformmtsa

Edit | Updaie
Aasighed Te

Aspigred Werdy Enight
Aspigrad Luks Jamsser
Assigred Legisties Botiien

* Drop down menus are used
to select the priority and the
overall status

« Each time there is an edit to
the resource request, the
overall status is revised

* The Local jurisdiction
tracking number is
populated from the original
local jurisdiction request

request

* Click “"Update” to document appropriate actions to address this resource

Mokt
Oniginal | Recent
Duie | Wpdaried
hateTiene

Caunty

Orginating Jurisdcnos|  Sate
Agemecy | Tracking # | Tracking &

- Ciiy od

MTEe (Ve ELT wa- [——

namE e g FaofoOt Ty oo Fust ol S ——
Hall

* Click “Add Actions” to record all
activities regarding\this resource
request including, bt not limited to:

* Names

* Phone numbers
* Email addresses
* Specific actions
* Attachments

SNAINE

Soot Coact || Prve POF

Attachasnts | EdmNaten

Callad Atlantic Disse| in tha City of Migona.

Speka with Joo Jobeson, 208-200-8000. He

s scheduling & de lvery of 250 gallons of

diasal fusl 1o the City of Pacific City Hall for
the generator and the nefueling will be
complaie by 1800 hrs om 10 June 2015
Btlantic Diasel will inveice the City of

Pacific diractly.
Submitbed by Ramos_Kristin (EMDY - WA-
LOGALEC st 15:05:12 on 8RS

Ramos_Krigtin
{EMD)

\

[ o orees

Echit/Notes

Attachments

Click “Save/Return” to return to
main screen
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Once the request has been met and the resource returned to its home duty
station, the State updates the status to “completed” by first clicking on “Edit”
~

.

Mos!
Original | Recent
Daie | Updaied
DadeTime

Originating | Jurisdiction

County Agency

State
Tracking # | Tracking®

EMAC S .
Federal | Subject e
MAZ

Priority Siafus

Assingment Infice,=ton
- Bt | Updale

Status

Assigned To
BAreigrad Wandy Fnight

Fiix

Sabt |0

Desoigten: [aapeg

. City o Diegel e Assuqred Like Jamesor 3
a2 ae ™ p..&é., ol L. 20 S Pﬁ Rok et | Mkt Lepitica sctiss porr(_E)) upane
Nesded
x| |_gpmces || Pacrer * The “Overall Status” is
Reqeest Far Assistince or Resources Bl boies are requined felds /
Remove Entry ? L~ Cha nEEd tO
Dt B80S i (11358 I n
eiginading Aguacy [y of Paciie Ciy Hal CDm pletEd
City = ™~ . .
It S~%Save” is clicked to
City Tiackng Numbes [ 00504%
rateten Tnchi ks 58 return to the main
San Tudig o [WAdremee
— T Resource Tracker board
Resguatar Marme |l Rellge: S EE [ non)

L L TR

Bet by Logistics ar Sperations Only

Erer & ort o1 bwswir d destiiplion e Gensralod or Debia Remomal

S e E

Diesel

Immediate
Ge::;allur Pr ty State | Completed
Protection
Neadad
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Title: ‘ Sandbag Transfer Process Page: | [00 of 00]
Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/01/2015
Revision No.: [0.0] Approved by: Date: | 00/00/0000
Click HERE for return to the Procedure and Job Aid List

Purpose: Overview of EMAC, EMAC A-TEAM, and the EMAC Operations System
Responsibilities: | How to request and provide resources under EMAC

References: Public Law 104-321

DOCUMENTS FOUND in N:\Logistics Section\Resources\Sandbags

1.

2.

Once you locate the Sand Bag folder you will find a Sand Bag Count Master list, digital
copy of a Transfer Receipt, Miscellaneous Document folder and a Jurisdictions folder.
The Sand Bag Count Master list contains current POC info, actual count of sandbags, and
notes for each jurisdiction storing STATE owned sand bags. If any changes are to be
made to the master list, be sure to update the notes and the date located at the top of
the document.

The Miscellaneous Documents folder had historical documents concerning past sand bag
counts and other documents not specific to any jurisdiction.

Inside the Jurisdictions folder you will find folders assigned to each County/City that
stores STATE owned sand bags. In each County/City folder you will find a sand bag
count document specific for that jurisdiction. If there are Transfer Receipts associated
with an EOC activation in that County/City, there will be additional folders with the
incident number as the title. Within each activation folder you will find Transfer
Receipts associated with that specific activation.

ADDING DOCUMENTS

1.

Scan any documents that are associated with sandbag transactions into a digital file. If
the documents scanned are general information not specific to any jurisdiction, please
save the scanned document into the Miscellaneous Documents folder OR create a new
folder for the document as described in paragraph 4 above.

If scanning in a new Transfer Receipt, rename the document “Transfer Receipt” followed
by the date of the receipt, i.e., Transfer Receipt 0123 10 (MM/DD/YY). Click on the
City/County folder the receipt is associated with and store the document in the
Activation folder the receipt is associated with. If a new Activation folder needs to be
created, title the new folder as described in paragraph 4 above.

If the document is not a Transfer Receipt but is associated with a specific County/City,
then save the document into the County/City folder it belongs to titled as the document
type followed by the date.
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Logistics Section Chief / Deputy Logistics Section Chief m

SzL‘\—DBAG CUSTODIAL RECEIPT
(FOR PRE-POSITIONING BULK STORAGE)

L . accept the delivery from the
(PRINTED Name of Jurisdiction Director or Designee)
Washington State Emergency Management Division of sandbags on
(MNumber)
behalf of to be stored at
(PRINTED Jurisdiction Name)

{Address of Bulk-Storage Location)

I understand and agree to the following conditions and procedures as custodial jurisdiction for
care and use of these sandbags:

1. The pre-positioning of EMD-owned sandbags in storage locations around the state is
intended to facilitate rapid supplemental sandbag assistance to the custodial jurisdiction and
surrounding jurisdictions or state agencies who may request sandbags in accordance with
EMD zandbag procedure.

2. Each jurisdiction and state agency. including the custodial jurisdiction, should maintain its
own adequate supply of sandbags (as defined in current EMID) Sandbag Procedure) and keep
them in a protected and ready-to-use condition at all times. When use of sandbags is
required, each jurisdiction or state agency should utilize sandbags from its own stocks before
utilizing EMD-owned sandbags.

3. EMD-owned sandbags are a controlled item. Verbal permission must be obtained from the
Washington State Duty Officer or from the Washington State EOC Supervisor when a
jurisdiction or state agency wants to pick up EMD-owned sandbags or to transfer EMD-
owned sandbags in response to a request from a neighboring jurisdiction or state agency.

4. After acceptance of custodial responsibility and upon delivery of the sandbags intended for
pre-positioning bulk storage, this form must be completed, signed, and forwarded by fax or
other method to EMD.

5. Use or transfer of EMD-owned sandbags must be made on the Sandbag Use/Transfer Receipt
form. This form must alzo be completed, signed, and forwarded by fax (253) 512-7203 or
other method to EMD.

Accepted by; Date: !
(Signature of Turisdiction Director or Designee) (Day/Month/Year)
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Title: ‘ Shift Change Briefing Checklist Page: | [00 of 00]

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/1/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Provide continuity in Logistics support from shift to shift

Responsibilities: | All

References: All

Enter the following information in the Logistics Activity Log for the next person on shift. Print
out the day summary at the end of the shift as a courtesy document to review while waiting for
computer start up if not on 24/7 operations.

EOC Logistics Section Shift Change Briefing Checklist

U Date/Time: Prepared by:

U Situation Status:

U Number of total Resource Requests:

U Number of Open, Current, On-Going Resources/Missions:

U Number of missions still need assigned or accepted?

U Resources Ordered and in Transit:

U Anticipated disaster resource shipments (resource request trends):
U Anticipated release of deployed resources:

U Travel arrangement status for deployed personnel in the field:

U Support facilities available (lodging, etc.):

U List important POCs and contact information as appropriate and applicable:

Objectives and Priorities:

U Current Operational Period Tasks:

U Next Operational Period Projections:

U Required Reports Completed (attach copy) and/or Due:
QO Issues Requiring Coordination with other Sections / ESFs:
U Ongoing activities in routing areas:

Wlssues/Concerns:

U Meal Information for next shift:

U Light refreshment supply and purchase status:

U Status of approval forms:

U Status of purchase card binder:
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Title: | Travel Arrangements Page: | [00 of 00]

Effective Date: 00/00/0000 Prepared by: | Kristin Ramos Date: | 12/1/2015

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000

by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Arranging Travel for Liaisons or as directed by SEOC Supervisor or Disaster
Manager

Responsibilities: | Travel Authorization Form drafting/routing/approval, vehicle reservation (Camp
Murray or Olympia State Motor Pool), and hotel reservations

References: NA

Coordinate all travel requirements for SEOC assigned staff, traveling to or lodging at external
locations.

U Adhere to the State Administrative and Accounting Manual & Military Department Travel
Policy
» SAAM: http://www.ofm.wa.gov/policy/10.50.htm
» Department Policy: No. FIN-102-02
» Washington State Per Diem Rates: http://www.ofm.wa.gov/resources/travel.asp
» Federal Per Diem Rates: http://www.gsa.gov/portal/content/104877

U Create and keep a folder for all travel documents on the shared drive.
» Keep hard-copies in a folder (one for each traveler) for back up, quick reference, and
scanning at the completion of travel (including receipts)

U Travel Arrangements
» Complete a Travel Authorization (A40-A) prior to travel for each traveler.
D.The form must list estimations for mileage and per diem (lodging and meals) for the
duration of the trip and be signed by the traveler and Disaster Manager
» Obtain hotel reservations at the state per diem rate in the desired area, if possible, and

complete Travel Approval for High Cost Lodging, if applicable, using the SEOC Purchase
Card

U Air Travel and Rental Car
» Azumano Travel - https://www.resx.com/login/washington/default.htm (user ID and
password needed; if unavailable, consult with Finance/Admin Section for alternate
approval)
» Reserve car rental, if needed, when reserving flight
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Logistics Section Chief/Deputy Logistics Section Chief

» If the traveler is using a state purchase card, request a purchase card authorization form
from the hotel. Fill out the form accordingly, make a copy of the form, have a copy of the
purchase card and your state ID, and fax or email back to the hotel

» Be sure to get a confirmation number from the hotel. Save the confirmation number,

authorization form (if necessary), name of hotel personnel arrangements were made with,
date, time, etc. in the travel folder

QIf driving to the destination:

» Reserve a car from the state’s vehicles or the Motor Pool; personally owned vehicles must
have pre-approval
» Each Military Department Motor Pool reservation must be made by, or through the

account of, the actual user of the vehicle — DO NOT USE YOUR LOGIN TO RESERVE FOR
ANOTHER DRIVER

U Upon return, the traveler submits for reimbursement for per diem within the Travel Expense
Management System (TEMS), less hotel if paid on Purchase Card, and sends printed TEMS
report along with the Travel Authorization and approved receipts (if any) to Chris Robertson
(Accounts Payable) in Building 1 for reimbursement/payment.

» Scan the entire packet, containing the following, and email to the traveler and the Logistics

Section Chief for his/her records and for filing in the appropriate activation/exercise
electronic folder:

D.Travel Authorization
E. Purchase Card Authorization (if using the Purchase Card)
F. Hotel receipt with a “ZERO” balance
o If paid on with the Purchase Card, write “PAID WITH STATE PURCHASE CARD” on the
receipt and do not include the amount on the TEMS reimbursement
D.Any other receipts for approved purchases, along with the approval form(s)
o URL for TEMS if not on the Camp Murray network:
https://fortress.wa.gov/ofm/tems/UserManager/logon.aspx?system=3&startURL=http
s://tems.ofm.wa.gov/Home.aspx&ReturnUrl=%2fDefault.aspx

» Send original documents, after scanning and filing, to State Finance Accounts Payable, in
Building One

U NOTE: If the SEOC purchase card is not available, use a section purchase card with State
Finance approval (Complete approval form and keep a copy with the final scanned package)
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Title: Vehicle Reservations Page: | [00 of 00]

Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/1/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Reserving state vehicle process
Responsibilities: | Reserve state vehicles through the Camp Murray or Olympia Motor Pools
References: NA

Camp Murray Motor Pool

U Go to the Motor Pool website: CLICK HERE FOR WA STATE
FLEET OPERATIONS

U Login using UserID and Pin for traveler:

UClick on “New Reservation” at the top of the screen:

Login

User Number

Password (PIN)

Forgot password?

WA State Fleet Operations

Home | New Reservation

U Select desired vehicle, date(s), and time(s) from the drop down menus

UClick on “Reserve” to make the reservation

Reserve

U A confirmation email will be sent to the email address on file with access code for the key box

U Don’t have an account or need further details?

» CLICK HERE FOR INSTRUCTIONAL VIDEO

» Contact the Washington State Reservation System at 360.664.9215 Option 1

» Your user ID number is your state employee number; If there are less than six digits in the
number, add leading zeros to the front

Olympia Motor Pool

Q If Camp Murray’s vehicles are unavailable, the Department of Enterprise Services (DES) has
fleet operations vehicles at their site in Olympia on Fones Road.
http://www.des.wa.gov/services/Travel/Vehicle/Pages/MPReservations.aspx
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U The link above brings up the web page below

Washington State Depanment of

HOME SERVICES ABOUT CONTACT F A
wlome  whaiwedomapoede  whowear i ouch i Enterprise Services
|
home = senices * travel, cars & parking = reserve or rent a vehicle = resemve a fleet operations vehicle Sign up for emsilfext updates ﬁ

reamaneancezsenice —~ RESEMVe a fleet operations vehicle
Paridng

Riegerde of Rent 3 Vehkk . .
Reservation options

Agslstance for Driv
FEEEE = Reszervations can be made by contacting us in person, by phone, or by using our online Fleet Operations Resenvation System.
Contact Fleet Operations
fou must be registered to use our online system:
Enderprise Rant-A-Car

r—— - Caplol » First time users must be authorzed and repistered by their Agency Transportation Cfficar (ATO).

Campus St + DSHS employees should contact Tim Scoft at (360) 634-5029. Cantact us I you need adafianal asslstance.
Map and directions: ,
Olympla Fones Road she » Ones registered, use your HRMS number to access the system.
Fte;ze 3 fleet operations The online reservation system i available anytime; however you must pick up your vehicke during cur hours of operation.
e
Shartand long lemeenials  ehicle types and rates
StaEte Venicke FAQ Fleat Operations has the following vehice types available:
TIEved Caicitar - Full and mid-size sadans {including hybrids)
Travel on State Business » Pick-ups and sport wility vehicles (including hybrids)
VeNiciz Purchasing » Full and mini-size passenger and cargo vans

We can also make amangements for you to rent an accessible van if you need one. We will howsver nesd at least two weeks advance
notic= to fill your reguest.

Sz chort-term rental rates for our vehicle rates.

Vehicle pick up and return information

PFicking up a vehicle

= “ou must have a valid driver's license fo rent a Fleet Operations vehicks.

Returning a vehicle

» Wehicles refurned before 3:30 a.m. will not be charged for that day.

» Wehicles are equipped with fuel cards, and should be returned with at least %4 of a tank of fuel. If not, your agency will be
assessed 3 §10 charge.

« After parking the vehicle, return the keys to the dispatcher and notify them of the space number you parked in.

+ When possible, retum the vehicle inside the fenced area.

= |If refurning after business howrs, drop the keys in the night drop on the front door.
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QIf fleet vehicles are depleted from the Olympia Motor Pool site, DES has contracts in place for
commercial rental cars with Enterprise Rent-A-Car:
http://www.des.wa.gov/services/Travel/Vehicle/Pages/MPEnterpriseRental.aspx

HOME  SERVICES  ABOUT  CONTACT ,/- g esringlon State Deparment

welcome whal we do and provide who we are 1 louch with us /jEnterpnse &ches
|

home = services = fravel, cars & parking = reserve or rent a vehicle = enterprise renf-a-car Sign up for emailftext updates ﬁ

Fleet Maintenance & Service E nte rp r| Se' Re nt' A'Ca I'

Parking
R Rent a Vehicl . Contact Information
ST erTETE T How do I reserve a vehicle?

Assistance for Drivers Jessica Smith, Contract Specialist

Contact your travel coordinator for information on agency-specific frave! policies. Note: If you
Contact Fleet Oparations are a travel coordinator, you must contact Enferprise at (425) 917-7550 to set up your
| Enterprise Rent-A-Gar agency’s account

(360) 407-3408
(360) 586-2426 - fax

jessica.smithigldes.wa.qov

Map and directions: Capital Reservation options:
Campus Site

. « Visit winw enterprise.com
Map and directions:
Olympia Fones Road site + Call the Enterprise reservation line (800) 847-3722
Reserve s feet opertions « Contact your travel agent.
vehicle
How much advance notice do I need to give Enterprise?
Reservations should be made af least 24 hours in advance on local rentals and seven calendar days in advance on one-way rentals.
Local rentals are those where the renter will refurn the vehicle to the same location as rented. Reservations made within 24 hours of
vehicle rental are subject to car availability.

Short and lang term rentals
State Vehicle FAQ
Travel Calculator

Travel on Stete Business

Vehicke Purchasing How do I pay for the rental?

Each government organization has an established travel policy that addresses how rental cars will be paid for based on the options
available in the contract and OFM fravel guidelines. We suggest you contact your travel coordinator prior to renting a car from
Enterprise.

Can I use the rental car for personal use?
No.

Who can rent a vehicle under this contract?
All Washington, ldaho, and Oregon siate agencies, members of each state's purchasing cooperatives and higher education.

« Master Contract Usage Agreement members
« QOregon State Purchasing Cooperative Information
* Idaho: send email to Anthony Opalka at anthony.opalka@adm.idaho.gov
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Logistics Section Chief/Deputy Logistics Section Chief

Title: ‘ WAMAS Coordinator Procedures Page: | [00 of 00]

Effective Date: 00/00/0000 | Prepared Kristin Ramos Date: | 12/1/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Overview of the Washington Mutual Aid System (WAMAS)

Responsibilities: State and local roles in the coordination of Intrastate Mutual Aid

References: RCW 38.56.010-080

WAMAS is intrastate mutual aid — local jurisdictions assisting local jurisdictions.

During large incident response, local WAMAS coordinators may be brought in the SEOC to assist
with the coordination of intrastate mutual aid.

Activities related to WAMAS or tasks performed by the WAMAS Coordinators do NOT get
entered into WebEOC. WAMAS Coordinators establish and maintain their own resource request
forms, tracking mechanisms, and execution.

U The Logistics Section assists with the Intergovernmental Agreements (IGAs), if not on file,
amendments (with cost estimates for salary and per diem), and reimbursement to the local
jurisdiction providing the personnel.

» The State, on occasion, may support the cost of the WAMAS coordinators (decisions are
incident specific by the Disaster Manager and/or EMD Director); however, the specific tasks
related to WAMAS are performed by the WAMAS coordinators.

» Reference tools are provided to WAMAS Coordinators provided below located at:

http://mil.wa.gov/other-links/logistics-resources
e WAMAS Operations and Deployment Guide
e WAMAS Request for Assistance Form
e WAMAS Reimbursement Form
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Logistics Section Chief / Deputy Logistics Section Chief

Title: WebEOC Activity Log Page: | [00 of 00]

Effective Date: 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:

Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:

Click HERE for return to the Procedure and Job Aid List

Purpose: Making daily entries in the WebEOC Activity Log for Logistics
Responsibilities: | All
References: NA

U Open the WA-EOC Activity Log, Board 06

U Click on “Add Record” to enter a

Boards WA-State

15-4696 Weather Incident 11-30-
01 WA-EQC Significant Events -

new log item 02 WA-EQC Situation Report (FJ%]
03 WA-EOC Action Plan 86
/ 04 WA-EOC Resource Tracker (+ ]
_— 5 WA-EQC Staffing and Seating Charts Ea
RARACENE L . )
7 $#5 Washington State 06 WA-EQC Logistics Activity Log G
i '):) Emergency Operations Center| |07 WA-EOC Media Monitoring and Publications (TR
- 07 WA-EOC News Release + %]
WA-E@C Logistics SC Activity L 08 WA-EQC Contacts (+ ]~}
- ogIstics CTivi (o] " ] =
Incident:1f-4696 Weal?er Incident 11-30-— g 09 WA-EQC Atter Action Review Q
10 Local EOC Activation Status 86
AddRecod || @) | Search | ClearSearch | | | 19 WA EOC Shelter Status_Dependent )¥]
= 14 WA-EOC Facility Notification Forms 86
Record|Originator . -
No. |Name | ate/Time|Subject Description WSDOT Road Conditions and Closures (+ ]}

U Enter a 2-3 word subject in the subject
line

UEnter a detailed description in the
description box & attach files as needed

or appropriate

U Enter a description of the attachment in
the “Description Box”

U Click on “SAVE” to add to the running log

Fublish to WA-EOQC Significant Events

WA-EOC Logistics Activity Log

Redurn io st |
Name: [Ramos_Kiistia ([EMD)
Position: WA-LOG-LSC
Date/Time: 1282015 152401 [3

Subject:

Description:
Save

| Add Anotter Fie
File 1:

Cancel Add Fite | Description

Beowse.

Opticnal Mapping Information

Optional Mapping Information Fields | Hide Optional Mapping lnformation Fields

Save | | Cancel | | Spoll Chack |
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Logistics Section Chief/Deputy Logistics Section Chief

Title: | WebEOC After-Action Page: | [00 of 00]
Effective Date: | 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:
Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:
Click HERE for return to the Procedure and Job Aid List
Purpose: Sustainments and Improvements in incident response
Responsibilities: | All — enter items as the thoughts occur to ensure a complete and
comprehensive After Action from which to base the Improvement Plan
and Corrective Action Plan
References: NA
Boards WA-State 15-4696 Weather Incident 11-30-
U Open the WA-EOC After Action, Board Q9 01 WA-EQC Significant Events -
02 WA-EQC Situation Report (+ ]
03 WA-EQC Action Plan (+ %]
U Click on “Add Record” 04 WA-EQC Resource Tracker [+ %]
05 WA-EQC Staffing and Seating Charts (+ %]
06 WA-EQC Logistics Activity Log (]
07 WA-EQC Media Monitoring and Publications [+ %]
A 07 WA-EQC News Release [+ %]
i Vmgg:;; gtpaé?alionsc| Add Record lnm Printto POF Type 08 WA-EQC Contacts )]
POETE Element: All v Search | Clear Search =]
i 0 Local EOC Activation Status [+ %]
Re;:’d Obsg“’ed q_“t‘” Type POETE :::;::m Re@ﬂﬂfiﬂm Edit 12 WA-EQG Shelter Status_Dependent F %!
A S e e Ll | |14 WA.£0C Fadiity Notification Forms Y%
’ WSDOT Road Conditions and Closures (+ %]
After Action Review Fill in the yellow fields with
Ohs:;,.:o:y ::V:LO;KLS; = ‘ l U Observation title
Date  Time|| 1282015 15:36.28 [ U Strength/Improvement
Obearaton T U POETE Element
U Observation details
Check one:|| O Strength O Area for improvement U Recommended corrective
Check all that apply: actions

POETE Element:| [ Planning
O Organization

Ol Equipment Enter After-Action comments as
DTraining . .
Wz the thoughts arise to ensure ideas

are documented.

'Observation Analysis and Discussion:

2 Capture positive areas for

sustainment as well as areas for
improvement.

Recommended Corrective Action/s:

Spell Check | Save HH Cancel || Return to list

104 WA State Emergency Operations Center 2016



Logistics Section Chief / Deputy Logistics Section Chief m

Title: WebEOC Staffing Board Page: | [00 of 00]
Effective Date: 00/00/0000 | Prepared Kristin Ramos Date: | 12/01/2015
by:
Revision No.: [0.0] Approved [Name] Date: | 00/00/0000
by:
Click HERE for return to the Procedure and Job Aid List
Purpose: Ensure accuracy in personnel hours tracking and accurate meal planning
Responsibilities: | All staff are to ensure personal hours in WebEOC are accurate
References: NA
U Click on WA-EOC Staffing and Seating Charts, Board 05  [Boards WA-State 15-4696 Weathar Incident 11-30-
01 WA-EQC Significant Events -
QIf the first time signing in for the incident, 1B E ST 29T ca
. s . " 03 WA-EQC Action Plan [+ %]
click on “Initial Sign In 04 WA-EOC Resource Tracker (+ ) ¥]
([.05 WA-EOC Staffing and Seating Charts J (+ %]
QIf signed in previously 06 WA-EQC Logistics Activity Log + )%
locate the appropriate name and click on “Check In” 07 WA-EQC Media Monitoring and Publications (+ ) %]
. . 07 WA-EOC News Release (+ %]
on the right side of the screen
08 WA-EQC Contacts (+J%]
e 09 WA-EOC After Action Review @
[t | v | oty stus ™ se] | 10 Local EQC Activation Status + ]
Biniclen| |EOCSesmChen| [PokyfilSeomaChes| | RCCSeboClat |t ASerig o F—‘—:::T:ﬂf::"” 12 WA-EQC Shelter Status_Dependent (+ %]
= B 14 WA-EQC Facility Notification Forms o
Last Name First Name Agency Position Phone/Email Location Contact Details | Change Status WSDOT Road Condmons and C‘Osures D Q
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Logistics Section Chief/Deputy Logistics Section Chief

Staffing Check In Status

Duty Status: ® On Duty ' On Call Save Cancel
Shift Type: ® Day Shit O Night Shift
Last Name: |
First Name: |
Agency: |Emelgency Management Division_EMD ﬂ

Location: @ jn EQC/Policy RM O Off Site
EOC Position: |WA-LDG-LSC

EOC Phone / EMAIL are required if in EOC

EOC Position 253-912-x0000 or EMAC Rm 253-512-000
Phone |
Number:

EQC Position Se0c@mil.wa.gov
Email: | |

New Time In: L12/8/2015 15:53:13 |

o

All off Site fields are required it OfT Site

Off Site Phone / Email Off Site Select: Off Site Note
Cc—ntact:| Location: Location/Bldg/RM:
Off Sit | V|
ite
County-

U Complete the blanks as indicated
W Only enter off site information if not on the SEOC floor

U To edit an existing entry, locate the desired name entry line and left click anywhere in the line
to bring up the individual seating chart history

WA-EOC Staffing and Seating Charts
15-Jan-13 Tuesday SEOC Training Day

[JRemove Entry:

| Save | Cancel | Print PDF | Return to List ‘

Time out

‘ Off Duty 01/13/2015 13:03:13 01/13/2015 15:22:54

— LestName | FwstName | Awny _ Foson |
‘ Rames | [kisin | [Emergency Management Division_EMD v| WA-PLNG-SitL

e ———

|Phone Number: [539124934 |

‘ Email: |euc55@m\| wa.gov | THDEEETE ‘ ‘
‘Off Site Phone: | | Location: InEOC,

[l TTmeow  [PosonWoed s |Houn

‘ 1/13/2015 08:31:28 1/13/2015 11:32:49 WA-PLNG-SitL Day 3.0

‘ 1/13/201513:03:13 1/13/2015 15:22:54 WA-PLNG-SitL Day 23

—

—

U Go to the date/time range line in need of adjustment and click “Edit”
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Logistics Section Chief / Deputy Logistics Section Chief m

Update Record [, i

Time InZ (1/13/2015 08:31:28 £

Time Out:[1/13/2015 11:32.49 [
Position Worked: | WA-PLNG-SitL v

Shift Worked:

L;J pdate | Cancel

2 https://fortresswa... — O

d Click on the calendar icon for “Time In” or “Time
08 - (31 1|28 Out’
= Janvary 2015 =
L 1 i . .
t“mwg 0 30 31 1 2 3 d Adjust the hour, minute, or second as needed
4 5 6 7 &8 9 10
11 12713 14 15 16 17 a lick on the date number to activate the changes
18 1Pl 22 213 24
25 2 27 38 29 30 31
1 2 3 4 5 6 17 d Click on “Update”
a Changes will save automatically
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