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Roles and Responsibilities

This section defines the duties for the Coordinating Supervisor and the Buyer.

The Event Tracking Status Report is to be used by the Coordinating Supervisor to report procurement
status back to the State of Oregon Emergency Operations Plan Emergency Coordination Center (ECC) or
individual Agency Operations Centers (AOC) at the end of a shift. It may also be used by the Buyer to
report status of Events at the end of a shift.

It also points to the tabs defining the roles of others.
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Coordinating Supervisor (DAS PS, OHA Public Health or Forestry)

Duties and Responsibilities:

1.

10.
11.
12.

13.

14.
15.
16.
17.

18.
19.

20.

Acts as the liaison between the ECC and the Coordinating Agency on disaster event procurement
actions.

Has been trained on Incident Command System principles and practices.

Works with Coordinating Agency to ensure proper procurement and financial staffing is available
to meet the declared event’s needs utilizing internal staff.

If additional personnel are required, contacts DAS HRSD Resource Coordinator. HRSD will work
with other state agencies to locate necessary staffing. (See Disaster Resource Coordination
Section)

Use Incident Command System (ICS) principles to establish organization structure, reporting
procedures and lines of communication for assigned resources. (See Appendices section)

When personnel from other agencies are identified, the coordinating supervisor works with the
appropriate procurement and financial staff to establish lines of communication and processes to
be used during the event. Confirm dispatch and estimated time of personnel availability with
HRSD.

Maintains situational awareness by reading situation status reports, attending command staff
meetings as requested, monitoring Ops Center for resource requests and provides adequate
incident information to subordinate staff, including their personnel assignments.

Ensure that all procurement information is provided to the ECC after completion of the purchase.
Ensure all assigned staff are properly briefed and check in as a resource.

Attend briefings and planning meetings as appropriate.

Report to appropriate entities with status updates as requested and appropriate.

Ensure all personnel and assigned equipment are accounted for and returned at the close out of
the incident.

Ensure that at the time of a personnel shift change the Event Tracking Status Report (Form DP100)
documents as well as all Event Logs are provided to the next shift Coordination Supervisor.

Inform HRSD of any staffing changes assigned to the incident.

Monitor and inspect progress of order fulfillment.

Keep management informed of situations and resource status.

Ensure all necessary equipment is available to assigned personnel and issued equipment is
returned at the end of the incident.

Inform HRSD of any problems with assigned resources.

Transfer position duties to other shift managers to ensure continuity in process. Provide Event
Tracking Status Report (Form DP100) at the end of the shift.

Perform after incident hotwash, to identify problems, successes, and areas of process
improvement. May be asked to provide a formal After Action Report. Develops recommendations
forimprovement plans and participates in implementing improvement actions as approved.
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Buyer

Duties and Responsibilities:

1

Understands what authority and rules the procurements will follow and becomes familiar with
required forms during a declared disaster.

Uses Event Logs and Financial Tracking Logs to track procurements. (See Disaster Event Log and
Finance Tracking sections)

Uses ORPIN, if available, to find contracts or as a resource to locate potential suppliers to provide
needed supplies or services. (See ORPIN section)

Contacts suppliers to negotiate supplies delivery, and requested services and all associated costs.
Finalizes how supplies will be delivered and the payment methodology.

If a purchase is for more than 510,000, the buyer must attempt to obtain three bids when
practical to ensure competitiveness and meet legal requirements.

Confirms delivery and documents on appropriate forms. (See Disaster Event Log and Finance
Tracking sections)

If unable to complete any procurement, retains records and notifies the Coordinating Supervisor.
As necessary, returns or supplies the Coordinating Supervisor and / or Finance Coordinator with
any documents that may have been initiated, as appropriate.

At the end of the declared disaster event, provides all documentation, including all Event and
Financial Tracking Logs, to the Finance Coordinator. (See Disaster Event Log and Finance Tracking
sections)
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Form DP100 - Event Tracking Status Report

Incident #

Date

Time

Requester (Who
Called)

Request Summary

Buyer (Name)

Task
Completed

Additional Action
Required
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Others

SPOTS Card Holder Duties (See Payment Information section)

Finance Supervisor Duties (See Finance Tracking section)
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Procurement Process

Start the Procurement Process

Procurement Process — The flow chart is designed as a process guide for the procurement officer. The
chart is designed as a step-by-step procedure guide that starts when the buyer receives the purchase
request from the Coordinating Supervisor during a Governor declared disaster through the delivery of
the supplies or services.

Special Procurement (See Appendices section) — The Special Procurement supports the procurement
process and gives the Agency the authority to respond to procurement needs in a fast and flexible way
during a declared disaster. The Special Procurement can only be used when responding to a Governor
or Governor’s designee declared disaster and ends once the Governor or Governor’s designee
terminates the state of disaster.
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Form DP200 - Procurement Process Flow Chart

- Procurement Services
Achieving Results Together

Delivery:
Logistics

FORM DP200
Disaster Procurement Process
Procurement Steps for Disaster Response
Initial Response to Stabilization
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Procurement Process Guide [See Form DP200]

Buyer is identified

Start Buy Process

Buyer receives Procurement request with OEM Action number
Buyer enters info on Event Log [Form DP300]

Buyer searches resources

Buyer places order

Buyer sets up for Will Call or Delivery

© N O A LW N R

Buyer determines payment method
a. PO or Direct Bill
i. Buyer provides PO or Direct Bill info to Supplier
ii. Buyer asks Supplier to FAX or Email Sales Invoice for order verification
iii. Buyer contacts Coordinating Supervisor with order status
iv. Coordinating Supervisor contacts ECC/AOC with order status
b. SPOTS Card

i. Buyer gathers Supplier contact info & advises that a second call will be made with
credit card information

ii. Buyer contacts SPOTS card holder and provides Supplier contact and purchase
information

iii. SPOTS card holder contacts supplier to pay and confirms payment to Buyer
iv. Buyer contacts Coordinating Supervisor with order status
v. Coordinating Supervisor contacts ECC/AOC with order status

9. Buyer attaches paperwork and updates Event Log [Form DP300]

c. Buyer supplies information to Finance Coordinator to enter into financial tracking log [Form
DP400]

10. Buyer confirms delivery or pick-up and notifies Coordinating Supervisor
d. Buyer provides status of orders to Coordinating Supervisor at end of shift [Form DP100]

11. Coordinating Supervisor provides procurement information to ECC or AOC and updates status at end of
shift [Form DP100]

e. Rental or Services
i. Demobilizes rentals or services as necessary
ii. Buyer closes out and submits Event Log [Form DP300] to Coordinating Supervisor
iii. Coordinating Supervisor gives final notice to ECC or AOC
f. Commodities
i. Buyer closes out and submits Event Log [Form DP300] to Coordinating Supervisor
ii. Coordinating Supervisor gives final notice to ECC or AOC
12. Process End
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Disaster Event Log - [Form DP300]

This form [Form DP300] is filled out for each purchase. It captures all of the information needed to ensure the
correct items or services go where they are needed. The form is to be attached to the receipts and any e-mail

correspondence to create a packet. The resulting packet will need to be kept for possible FEMA
reimbursement.
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Form DP300 — Disaster Event Log

OEM Action No: Incident No:
(Required)

For goods and services purchased under Special Procurement No. 228.08 or ORS 190 to support declared disasters

I. Emergency Request Information Primary Contact (Mgr):

A. Today’s Date & Time

B. Who is making request?

C. How can requestor be reached? Phone #:
Location:

D. What AOC or ECC are you calling from?

E. How can I help? Procurement Type:
. [] Commodity

(What Goods/Services are needed, Qty, [] Rental/Lease
Other items) ] Service
F. Is there an alternate contact? Name:

Phone #:
G. Where am I deploying the goods/services Deployment Method:
to? (/ocation, address, landmarks, etc.) L] will call

(] Delivery

When needed? [] Other
H. Will Call Pickup Contact: Name:

Phone #:
I. Delivery Location Contact: Name:

Phone #:

II. Deployment Order Information Primary Contact (Buyer):

A. Company / Agency Name [ ] OMWESB

B. Contact Person Name:
Phone #:

C. Goods / Services Ordered

D. Estimated Pricing Info

E. E.T.A. (estimated time of arrival)

F. Payment Method / PO # L]PO# ] Invoice
[ ] sPoOTS
Cardholder Name: Phone:
[ ] State Contract PA #:
G. Order/Quote # & Date of Purchase Order/ Date Purchased:
Quote #
H. Delivery Confirmation Name: Date Delivered:
I. [ | Task Completed Date Completed:
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II1I. Demobilization Order Information Primary Contact (Buyer):

A. Contact Person Name: Phone #:

B. Goods / Services Removed

Date Removed:

C. Final/Actual Price Information
Attach any Invoices

D. E.T.R. (estimated time of removal)

Attach any e-mail documents

NOTES:

Emergency Request:

Contractor Deployment (Buyer Name):

Demobilization (Buyer Name):
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Disaster Event Log Instructions

OEM Action Number: This number will be provided to you by the Emergency Command Center. Enter this number
here.

Incident No: If your office uses an internal tracking number, enter that number here.

Emergency Request Information Primary Contact Manager: Enter the primary point of contact for your office while on
emergency status. This will be the person who is the point of command.

Today’s Date and Time: Enter Date and Time of request.

Who is making the request? Enter the name of the person making the request.

How can requestor be reached? Enter the phone and location of the requestor.

What Agency or ECC? Enter Agency Name or ECC

How can I help? Get as much information as possible on the types of goods or services they need. Be sure and ask
for quantities and if they need accessory items. For example, if they ask for tarps, will they need hammers and nails
to hold the tarps down? Flashlights? Will they need extra batteries?

Is there an alternate contact? Get an alternate contact or contacts name and phone number

Where am | deploying? Get the address of where goods are to be delivered. Also check to see if there is a specific
location. Example: ODOT maintenance yard, next to water tower, etc.

Receiving contact: Get the name and phone number of the person receiving the goods.

Deployment Order Information Primary Contact (Buyer): Enter in the buyer’s name who ordered the supply or service
for this request.

Company/Agency Name: Enter in the name of the Company/Agency where good or service is purchased from.
OMMWESB Box: Check if you know if this company is a member of MWESB.

Contact Person: Enter in the contact name and phone number for the Company/Agency the good or service is
purchased from.

Goods/Services Ordered: Enter a description of the goods and services, including quantities and brand names.
Estimated Pricing information: Enter the estimated cost for this order.

E.T.A: Enter the estimated delivery time of arrival to the deployment location above. If it will be a will call, enter the
estimated time available for pick-up.

Payment method / PO: Check the appropriate box and enter in the appropriate information next to it.

PO #: Enter the PO number provided from OEM on the PO Log Sheet.
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Invoice: Check if an invoice was issued for payment.

SPOTS Card: Enter in the name and phone number of the SPOTS Card holder who will pay for the purchase.
State Contract PA #: Enter the Price Agreement number that the good/service was ordered from.
Order/Quote #: Enter the order, quote or invoice number.

Date of Purchase: Enter the purchase date of the good or service.

Delivery Confirmation: Enter the name and date of the person who confirmed receiving the good or verifying the
service was completed.

Task Completed: Check box when all aspects of the Deployment Task are completed and enter the date of
completion.

Demobilization Order Information Primary contact (Buyer): Enter the name of the buyer responsible for demobilizing
the good/service.

Company name: Enter the company name providing the good/service.

Contact Person: Enter the name and phone number of the point of contact for the company providing the
good/service.

Goods/Services removed: Enter the date and description of the goods and services removed.
Final/Actual Price: Enter the final price for the good or service provided.

E.T.R.: Enter the estimated time of removal for the good or service.

Use the back side of the form to enter in any additional information regarding the Emergency Request, Contractor
Deployment and Demobilization.

Whenever placing a phone order, always ask for a copy of the invoice or packing slip to be faxed to you and attach to
the Disaster Event Log. Also attach any e-mail communication that pertains to the goods or services requested.
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ORPIN

ORPIN is the first source to be searched for emergency commodities. There is a report that you can generate
called Emergency Commodities Report that returns a listing of registered ORPIN suppliers indicating they can
provide the commodity that you are searching on.

Contracts are flagged for use in a disaster; if you run the Emergency Index you can ask it to return in Excel format
which returns a list of contractors that are on existing price agreements. These reports will contain information
such as vendor names, addresses and phone numbers.

If you do not have an ORPIN login account you can obtain one from your Agency OAC or by contacting the ORPIN
Help Desk at 503-378-4642.
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Searching Existing Awards in ORPIN

Log into the ORPIN website at https://orpin.oreqon.qov

2. Click on Award Search in the menu bar.
a. Use the General Award Search to view award documents that you have authorization for. (This
would consist of awards for your Agency or statewide contracts
b. Use the Contract Browse option to research award documents for other agencies.
3. Search for award documents by your preferred criteria.
a. Before performing a Keyword search, it is recommended to check the In Title box so that the
program will search award titles as well.
b. If you want to look specifically at Interagency Agreements, set the Contract Type dropdown to
“Intergovernmental Agreement (ORS 190)” to reduce your search results.

c. To limit results to a specific Agency’s contracts, click the Find button next to Organization to search
for the Agency’s name. Be sure to choose the highest level of that Agency’s hierarchy. (For
example, choose the Agency level of Department of Parks and Recreation, not a specific state
park.)

d. [If you are searching by Organization, BE SURE to check the box to include organizational
sub-units!!! If you do not check this box, ORPIN will not include awards issued for any of
the lower levels of this agency.

Search @

Keywords: I |

In Items In Catalog InTitle [ In Comments

Contract #: | | Exact Match @ Starts with O Partial Match

Contract Type: |211 contracts

Commodity: | |
Supplier: | |
Drganization: | |

Contract Status: {% Active {0 Expired {0 Future {0 All

4. Once you find an award that you want to look into, click on the underlined award number. This
will take you to the face of the ORPIN award document. Read the information displayed in the
white screen, and look for any attachments uploaded in the “Attachments Exist” folder under the
state seal image.
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Emergency Commodity Report

*EF*REMINDER™**

Your report will not run until 6PM

What is the Emergency Commodity Report?

This is a report in ORPIN that can be generated based on a listing of commodities that may be needed
during an emergency. It will return a list of suppliers registered in the ORPIN system that have marked
they can supply those items or services.

OREGON

Oregon Procurement Information Network (ORPIN®)
A TEST

Reporting/Inquiry

(Test)

Opportunity Inguiry Order Instrument Inquiry

Inquire about Open Opportunities Inquire about Release Orders, Work Orders

and Change Orders.

PSK Historical Inquiry Payment Reconcilliation Inquiry
Inquire about historical PSK contracts (prior Inquire about Payment Reconcilliation

to October 8, 2004)

Read or Initiate Reports Search Existing Reports
Initiate Reports (New Sta Reports previously created.

Report Designer
Allows the creation of Ad hoc reports.

Choose "Read or Initiate

Supplier

Information Reports“
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¥ Reporting/Inguiry

& Opportun
Inquiry

Reporting

(Test)

ormation Network (ORPIN®)

TEST

@ Click on the link to the right to learn more about reports. Report Help

When a "*" appears in front of a selection, the field is required. If an "OR"™ appears after a
selection you must choose at least one of the required fields.

Read or Initiate Reports ®

Category:

Report Name:

Choose
Emergency
Commodities

Report

Reporting

(Test)

All

Select Report

o
Opportunities By Agency (Summary) - vl b]
Opportunities by Type - vl

Opportunities Opening Schedule - vl

ORPIN/ADPICS Interface Verification Report - vl
Outstanding Affiliation Requests - vl

Outstanding Master Files - vl

Qutstanding Purchase Requests - vl

Payment Reconciliation - Historical

Payment Reconciliation - Problems

Dayment Reccnciliation - Unconfirmed Payments

Potential Duplicate EZxternal Derson Report
Potentizl Duplicate Internal Person Report
Potential Duplicate Supplier Report

PSK Information — ORPIN

PSK Inguiry - vl (Historieal non—-GBRIN)
Purchase Request Log

Retention Report vl

Special Requests - vl

Supplier Authenticated - vl

upplier Insuran Expires - vl

Supplier Participaticn Report
Supplier Participation Report-Gail
Suppliers Inactive

Test Comodities Report

User Logins - vl
User Master - vl

User Setups - vl

User Workload Completed - wl
Vicki's Status Report - vl

3|

Work Orders - vla

Procurement Information Network (ORPIN®

TEST

Click on the link to the right to learn more about reports.  Report Help

When a "*" appears in front of a selection, the field is required. If an "OR" appears after a

selection you must choose at least one of the required fields.

Read or Initiate Reports

®

Category:

Report Name:

Report Title:

Commodity:

Supplier:
Vendor City:

Output Format:
Postpone Until:

Archive Report?:

Email When Complete?:

|Test Emergency Comedities Report v|

Read

Test Emergency Comodities Repors

Lond ) (Clear)

To choose a commodity /ﬁ'

press "Find"

Find

N d.‘\CIeard.‘

@ PDF (O Excel (O Web Page
Q (mm/dd)

O Yes @ No

® Yes (O No

(h:mm AM/PM)
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The list below shows the current commodities you can search for this report.

A | B
: Emergency:=Commodity List
2
3 |Commodity Listing NIGP Code
4
5 |Batteries 450-06
6 |Blankets 850-12
7 |Bleach h05-25
8 |Camping Equip (Cots, Lanterns, etc) 450-15
9 |Cleaning Products 192-00
10 [Diesel {marine) 405-09-36
11 [Diesel (motor fuel) 405-09-35
12 |Disposal/Remaval of Dead Animals 962-25
13 |Disposable Tableware 240-00
14 | Drinking Water 390-91
15 [Emergency Shelter 952-37
16 [Emergency Food 952-36
17 |Emergency Shower 345-18
18 |Extension Cords 285-95
19 |Fencing 330-00
20 |First Aid 345-00
21 |Flashlights (battery op) 450-32
22 |Flood Lights 055-64-45
23 [Gasoline 40515
24 |Generatar 285-37
25 |Hammer 445-38-40
26 [Hand Sanitizer 485-13-50
27 |Hand Tools/Shovels 445-00
28 |Hardware (buckets ladders, nails etc) 450-00
29 |Helicopter Rental a75-11
30 |Infant Formula 271-28-15
31 |Janitorial 485-00
32 |Leather Gloves 201-40
33 |Matches 393-566-51
34 |Non-Latex Gloves 201-42-61
35 |Paper Towels/Toilet Paper B40-75
36 |Parmaceuticals 2653-00
37 |Pillows 550-63
38 |Plywood (exterior) 540-59-09
39 |Portable Kitchens 165-69
40 |Portable Toilets 155-70
41 |Propane and Butane 405-03
42 |Propane Heaters 981-00
43 |Radio AM/FM (battery op)
44 |Rain Gear 201-65-T7
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45 |Rental of Backhoe, Excavator, Loader. etc 975-34-26
46 |Rental of Backhoe, Excavator, Loader, etc (Semice w/operator) |975-35-20
47 |Rental of Dump Trucks 975-86-57
48 |Riprap 913-50
49 |Ropes 450-24

50 |Rubber Boots 800-25

51 [Sand Bags and Sand 085-55

52 | Snow Shoes 805-65-71
53 | Snowmohile 071-76

54 | Tents/Tarpauling 450-77
55 |Two-Way Hadio (portable, including vehicle relay) 725-T4

56 |Two-Way Radio Receivers, Transmitters, Transceiver 725-T8

57 |WaterWastewater Treatment Semnvices 968-96
58 [\Water Filtration {conditioning, purification equip) 670-86 !
59 |Water Filtration (equip & access) 890-24

60 |Water Hoses _ _ 460-30

For my example | will be choosing the commodity of “water”

‘& Catalog Hierarchy - Windows Internet Explorer uu u@w

Emergency Commodity Search

(Test)

@ Search for commodities flagged as 'Emergency’ commodities.

S ] \
Product/Service Name water|

ks

When you press "Find" this window will pop up.
Here you can type in the commodity code you want re after 3
to search on.

% | ocal intranet # 100%

Supplier: f_fFind-'\.'f_fclear-'\.'

Vendor City:
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€& Catalog Hierarchy - Windows Internet Explorer

Emergency Commodity Search

(Test)

@ Search for commodities flagged as 'Emergency’ commaodities.

Product/Service Name [ .

Return _Egle:ted |
Here are the returned commodities

ORPIN Catalog: ORFIN Catalog
*+ NIGP Codes: NIGP 7 Digit Codes them. When | make my choice |

*+ Category 02: Food, Equipment, and Related ServiceWould then press the "Return
Selected" button.

390-00: FOODS: PERISHAELE

+ Category 12: Hardware, Related Equipment, and Services
* 460-00: HOSE, ACCESSO0ORIES, AND SUPPLIES: INDUSTRIAL,
] 460-30: Garden (Water) Hose, Flastic and Rubber
* Category 14: Janitorial and Cleaning Equipment, Supplies,
O 433-00: JANITORIAL SUPPLIES, GEMERAL LINE
* 485-13: Cleaner, Hand and Skin, Synthetic Detergent Type (See 43
I:l 485-13-50: SANITIZERS, HAND, INSTANT, WATERLESS
* Category 22: Public Works, Park Equipment, and Construction Serv
* 963-00: PUBLIC WORKS AND RELATED SERMICES

for water. | can choose one or all of

]

rs €

Jone ‘ﬂ Local intranet

# 100%

-

o Oregon Procurement Information Network (ORPIN
' TEST

Reporting

(Test)

@ Click on the link to the right to Iea-.[’n more about reports. Report Help

When a "*" appears in front of a selection, the field is required. If an "OR" appears after a
selection you must choose at least one of the required fields.

Read or Initiate Reports @
Category: 11 ]

Report Name: |Test EZmergency Comodities Report M
Report Title: |TEsb Emergency Comodities Report |

330-81, (_Find )( Clear )

Commaodity:
So, now | have chosen my commodity for water.
This will ai i 2

Supplier: to search for a specific supplier. | Find }{ Clear )
Output Format: (O PDF (@ Excel (O Web Page
Postpone Until: |:| B (mmiddiyyy) |:| [himm AM/BM)
Archive Report?: O Yes @ MNo

® Opportunity Email When Complete?: O Yes @ No

Inguiry

Instrument
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You also have the option to narrow your search on this screen by choosing the
city the vendor is located.

A B c D | E F G
Commodity Commodity Searched Commodity Commodity Matched Supplier | Supplier Address
Searched Description Matched Description Id Primary Contact City
Phone State
Fax Zip
Email
_1 |
390-91 Water, Drinking (Incl. 390-91 Water, Drinking (Incl. 22148 Global Foods, Inc. 5435 South Durango
Distilled, Mineral, Sparkling Distilled, Mineral, Scott Kantrowitz Drive
and Spring) Sparkling and Spring) 1 (999) 870-7600 223 Las Vegas
1 (999) 877-1163 NV
scottk@globalfoodslv.TE (89113
_2 | sT
390-91 Water, Drinking (Incl. 390-91 Water, Drinking (Incl. fis192 SPRING VALLEY DAIRY 4310 22ZND AVE NE
Distilled, Mineral, Sparkling Distilled, Mineral, INC Salem
and Spring) Sparkling and Spring) Kirle Hofstetter OR
1 (999) 393-4850 97303
Kirk@springvalleydairy.
3| TEST
390-91 Water, Drinking (Incl. 390-91 Water, Drinking (Incl.  "6002 Costco 1010 Hawthorne Ave.
Distilled, Mineral, Sparkling Distilled, Mineral, Terri Cooper SE
and Spring) Sparkling and Spring) 1(999) 371-0483 Salem
wiB8mgr2@costco. TEST | OR
4 | 97301
390-91 Water, Drinking (Incl. 390-91 Water, Drinking (Incl.  "3%151 MBC USA INC 777 E Tahquitz Canyon
Distilled, Mineral, Sparkling Distilled, Mineral, Frank Biello Way
and Spring) Sparkling and Spring) 1(999) 773-5613 Palm Springs
1 (999) 300-3807 CA
.5 info@mbcusainc. TEST 92262
390-91 Water, Drinking (Incl. 390-91-42 WATER, DISTILLED, 22143 Global Foods, Inc. 5435 South Durango
Distilled, Mineral, Sparkling SALT FREE Scott Kantrowitz Drive
and Spring) 1 (999) 870-7600 223 Las Vegas
1 (999) 877-1163 NV
scottk@globalfoodslv.TE (89113
_6 | sT
390-91 Water, Drinking (Incl. 350-91-42 WATER, DISTILLED, 29937 Chad's Smokin BBQ & 1115 18th st ne
Distilled, Mineral, Sparkling SALT FREE Catering Salem
and Spring) chad lewis OR
1 (999) 587-9468 97301
7 chad0172@yahoo. TEST
390-91 Water, Drinking (Incl. 350-91-42 WATER, DISTILLED, 39151 MEBC USA INC 777 E Tahguitz Canyon
Distilled, Mineral, Sparkling SALT FREE Frank Biello Way
and Spring) 1(999) 773-5613 Palm Springs
1 (999) 300-3807 ch
_8 | info@mbcusainc. TEST 92262
390-91 Water, Drinking (Incl. 390-91-44 WATER, DRINKING, 22143 Global Foods, Inc. 5435 South Durango
Distilled, Mineral, Sparkling SODIUM AND Scott Kantrowitz Drive
and Spring) CHLORINE FREE 1 (999) 870-7600 223 Las Vegas
1 (999) 877-1163 NV
scottk@globalfoodslv.TE (89113
9| L sT
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Now | will search for a commodity that is NOT already on the emergency
commodities list

é ™=

X

Emergency Commodity Search

[(Test)

@ Search for commodities flagged as 'Emergency’ commodities.

Product/Service Name slechol Search |

You will receive the message above if your requested commodity
is not in the current listing.

If you strongly believe that a commodity has been left off of the emergency
commodity list, please contact the ORPIN team at (503) 378-4642.
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Agency

ORPIN Agency Coordinator List
(current as of May 2014)

Designated OAC

Email Address

Phone

Department of Agriculture

Jennifer Zimmerman - Primary OAC

jennifer.zimmerman@state.or.us

503-986-4579

Denna Coleman - Alternate

dcoleman@oda.state.or.us

503-986-4612

Department of Consumer Business Services

Robin Linville - Primary OAC

robin.linville@state.or.us

503-947-7926

Margarita Nunez - Alternate

margarita.f.nunez@state.or.us

503-947-7222

Department of Corrections

Bonnie Hommon - Primary OAC

bonnie.i.hommon@state.or.us

503-378-5933

Craig Heilman - Alternate

craig.l.heilman@state.or.us

503-373-7508

Department of Education

Lill Gray - Primary OAC

lillie.gray@state.or.us

503-947-5647

Debbie Janke - Alternate

debbie.janke@state.or.us

503-947-5803

Karen Hull - Alternate

karen.hull@state.or.us

503-947-5881

Department of Energy

Holley A Oglesby - Primary OAC

holley.a.oglesby@state.or.us

503-378-8607

Zaida Zuniga - Alternate

zaida.zuniga@state.or.us

503-378-6968

Department of Environmental Quality

Connie Thorstad - Primary OAC

connie.e.thorstad@state.or.us

503-229-6448

Paula Dalfonso - Alternate

paula.l.dalfonso@state.or.us

503-229-6934

Department of Fish & Wildlife

Patty Whalen - Primary OAC

patty.l.whalen@state.or.us

503-947-6138

Alan Hansen - Alternate

alan.s.hansen@state.or.us

503-947-6134

Department of Forestry

Patricia Morgan - Primary OAC

patricia.a.morgan@state.or.us

503-945-7234

Richard Arnaz - Alternate

richard.arnaz@state.or.us

503-945-7254

Burke Mayer - Alternate

burke.mayer@state.or.us

503-945-7249

Shannon Rand - Alternate

shannon.rand@state.or.us

503-945-7383

Stacy Fulker - Alternate

stacy.l.fulker@state.or.us

503-945-7308

Department of Human Services

Jennifer Bittel - Primary OAC

jennifer.bittel@state.or.us

503-947-5250

April D Barrett - Alternate

april.d.barrett@state.or.us

503-945-5821

Department of Parks & Recreation

Donna Fike - Primary OAC

donna.fike@oregon.gov

503-986-0704

Neil Howard - Alternate

neil.j.howard@oregon.gov

503-986-0693

Department of Revenue

Jennifer Jolley - Primary OAC

jennifer.m.jolley@oregon.gov

503-945-8403

Department of Transportation

Phillip Andrews - Primary OAC

phillip.j.andrews@state.or.us

Kathy Booher - Alternate

kathleen.m.booher@state.or.us

503-986-2709

Housing & Community Services

Connie Lelack - Primary OAC

connie.lelack@hcs.state.or.us

503-986-0974

Justice Department

Disaster Procurement Guidebook
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Adriana Houghton - Alternate

adriana.houghton@doj.state.or.us

503-378-5483

Oregon Cooperative Purchasing Program

Kelly Stevens-Malnar - Primary OAC

kelly.a.stevens@das.state.or.us

503-378-3976

Oregon Department of State Lands

Sandy Zeigler - Primary OAC

sandi.zeigler@state.or.us

503-986-5254

Oregon Employment Department

Elizabeth Rayas - Primary OAC

elizabeth.r.rayas@state.or.us

503-947-1484

Kelly Blanchard - Alternate

kelly.blanchard @state.or.us

503-947-1275

Oregon Military Department

Bob Freeman - Primary OAC

robert.w.freeman@mil.state.or.us

503-584-3911

Moya McKeehan - Alternate

moya.l.mckeehan.nfg@mail.mil

503-584-3178

Sam Goff - Alternate

samuel.a.goff.nfg@mail.mil

503-584-3195

Oregon State Lottery

Melody Waight - Primary OAC

melody.waight@state.or.us

503-540-1333

Oregon State Police

Shannon Peterson -Primary OAC

shannon.h.peterson@state.or.us

503-934-0183

Robert Johnson - Alternate

robert.johnson@state.or.us

503-378-4065

Oregon Agencies w/o a Designated OAC

Vicki Simonsen - Primary OAC

vicki.simonsen@das.state.or.us

503-378-5216

Nicole Brazeal - Alternate

nicole.m.brazeal@state.or.us

503-378-5858

Oregon Youth Authority

Margaret H Taylor - Primary OAC

margaret.h.taylor@state.or.us

503-373-7341

Tom Riel - Alternate

tom.riel@oya.state.or.us

503-373-7827

Procurement Services-Strategic Sourcing

Karen Quinton - Primary OAC

karen.quinton@state.or.us

503-378-4811

Procurement Services-Agency Specific

Sharon Martin - Primary OAC

sharon.z.martin@das.state.or.us

503-373-0767

PERS

Stephanie Engle - Primary OAC

stephanie.engle @state.or.us

503-603-7573

Stephanie Bogart - Alternate

stephanie.bogart@state.or.us

Terri Roper - Alternate

terri.roper@state.or.us

503-603-7618

PUC

Greg Smith - Primary OAC

greq.f.smith@state.or.us

503-378-6619

Imee Anderson - Alternate

imee.anderson@state.or.us

503-373-1483

Secretary of State

Linda Lichty - Primary OAC

linda.r.lichty@state.or.us

503-986-2241

Brent Kibby - Alternate

brent.a.kibby@state.or.us

503-986-0514
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Payment Information

This section covers the State’s policy on SPOTS (Small Purchase Order Transaction System) cards (aka
procurement cards or P-cards) during a disaster. It covers the process to raise card limits, the needed
documentation requirements and the role of the SPOTS card holder.

Follow agency specific instructions for purchase orders and invoicing.

Each agency needs to keep all financial documentation for FEMA reimbursement
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SPOTS Card Holder

(Small Purchase Order Transaction System — aka Procurement Card or P-card)

Duties and Responsibilities:

1. NOTE: Even though a disaster has been declared, the card holder must comply with the same
documentation requirements applicable to all purchase transactions (e.qg. receipts, supplier
invoices) while utilizing the SPOTS card.

2. If contacted by a buyer during a declared disaster and your card has sufficient funds available, call
supplier and provide card information

If the card does not have sufficient funds and the card holder has the ability
4. Gets documentation from supplier and ensures that the buyer also has a copy of the invoice and
any packing slips.

5. Gets information from buyer so card holder can track on required documentation.
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SPOTS Card use during disasters

SPOTS Card standard limits

SPOTS cards are available for use during declared disasters. Typically most SPOTS card holders have
limits of $2,500 (the standard limit) to $7,500 which is the maximum allowed with approval at the
Agency level. Higher limits are available, however, with the Department of Administrative Services
(DAS) State Controller’s Division (SCD) approval.

To request a higher limit on your SPOTS card, Agencies must submit a written request along with a
SPOTS Card Account Information Record form signed by the Agency Approving Officer. You must
include the reason for the increase, explaining the receipting and storage methods for the items
purchased and explain how the Agency will use and store the card. Please see the Oregon Accounting
Manual Statewide Policy Number 55.30.00, SPOTS Card Program, Section 117 for further information on
this process.

SPOTS Card disaster request process

You may also acquire a SPOTS card or increase the limit on an existing SPOTS card during a disaster
through an expedited process. DAS SCD will expedite requests for SPOTS cards for disaster purposes
and make the cards available within 24 to 48 hours. Credit increases up to $50,000 will go into effect
within 2 to 4 hours of the request. Request for increases over $50,000 may take up to 24 hours to go
into effect. Please see the Oregon Accounting Manual Statewide Policy Number 55.30.00, SPOTS Card
Program, Section 114-146 for further information on this process.

SPOTS Card activity requirements

SPOTS cards not used within 90 days will be identified by the DAS SCD and notification will be sent to the
Agency that the card has not been used. In order to keep your card active, the Agency SPOTS Approving
Officer may submit documentation to DAS SCD to justify the active card status. For example, if your
card is only used for disasters then the Agency SPOTS Approving Office may notify SCD that this is the
only use for the card and the card can remain open without having regular charges on it.

Who may use a SPOTS Card

An employee who has been issued a SPOTS card must secure and control the card at all times. Only the
employee to whom a particular SPOTS card has been issued is allowed to make purchases using that
card.

SPOTS card disaster documentation requirements

Disaster SPOTS card transactions must comply with the same documentation requirements applicable to
all purchase transactions. All expenditures must be supported by copies of appropriate source
documents, such as vendor invoices or receipts (merchant credit card receipts, alone, are not sufficient)
and receiving records and they must be approved by individuals who have the appropriate level of
signature authority. In addition, the use of a SPOTS card does not eliminate the requirements to (1)
issue a purchase order for all purchases over $5,000 that are not part of a price agreement and (2)
obtain competitive bids, particularly for purchases that are part of a FEMA project.

Agencies are reminded that all expenditure claims related to FEMA projects must be reasonable and
necessary, authorized within the project’s scope of work and directly benefit the project. Financial
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managers should work with ECC/AOC to ensure their agency’s SPOTS card reporting mechanisms
generate the data required for reimbursement under federal and state disaster recovery programs.

Contacts for questions and requests

For additional information or to find out how you can obtain the services of SPOTS, DAS SCD Statewide
Financial Management Systems (SFMS) call (503) 373-1044.
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How to get a SPOTS Card & increase limits

Oregon Accounting Manual (OAM) Policy 55.30.00 — SPOTS Card Program sets for the minimum
standards for processing purchase transactions using the State of Oregon’s Small Purchase Order
Transaction System (SPOTS) card. The SPOTS card program was implemented to eliminate costly
paperwork and to expedite the process of making purchases, thus, saving the State time and money.
The SPOTS card, which is an important tool under normal circumstances, may be even more valuable
during a disaster.

SPOTS Card Application

To request a SPOTS card, the potential cardholder must complete the Purchase Card Application and
Agreement form (OAM 75.55.02.FO). As long as the credit limit is $7,500 or less and the request has
been signed by the agency’s Approving Officer, the request may be processed directly by the agency’s
SPOTS Card Coordinator using the US Bank’s (Bank) web-based system. The new SPOTS card will be
issued in the name of the employee and the state agency responsible for the card’s usage, based on the
information contained in the signed Purchase Card Account Information Record (PCAIR) found on page 4
of the Purchase Card Application and Agreement.

Credit Limits

The standard credit limit for each credit card issued under the SPOTS card program is $2,500 per billing
cycle. The agency Approving Officer may authorize increases (up to $7,500) or decreases in the credit
limit. The credit limit decision should be based on anticipated need and frequency of use and the
cardholder’s employment classification and job responsibilities.

Requests to increase the credit limit above $7,500 require the additional approval of the State
Controller’s Division (SCD), Statewide Financial Management Services (SFMS) Section. Agencies must
submit a new PCAIR form signed by the Approving Officer and attach a written explanation that
describes the reason for the increase and the controls and safeguards in place to ensure proper
receipting of physical assets and appropriate use and storage of the card.

Expediting Procedures during a Disaster

In a disaster situation, the request for a SPOTS card can be expedited. Cards can be issued and made
available to new users within 24 to 48 hours after the Bank receives the request and is notified it is for
disaster purposes. If the request is submitted early in the morning, the new SPOTS card will be
delivered the next day; if the request is submitted after the bank’s normal delivery/pick-up time, the
card will be delivered within 2 days. The delivery location can also be pre-determined at the time of
request. (NOTE: The Bank is not available to process disaster requests evenings, weekends or holidays.)

In a disaster, requests to increase the credit limit of an existing cardholder can also be expedited. Credit
limit increases up to $50,000 become effective within 2-4 ours of the “disaster” request. Requests to
increase the credit limit over $50,000 may take up to 24 hours. In either case, any request to increase a
cardholder’s monthly credit limit above $7,500 requires the approval of SFMS. Agencies must submit a
new PCAIR form, signed by the Approving Officer, along with a written explanation that (1) states the
request to increase the spending limit is due to a disaster situation; (2) describes the controls and
safeguards in place to ensure proper receipting/tracking of disaster purchases; and (3) discusses the
controls in place to ensure the proper use and storage of the SPOTS card. The request forms may be
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faxed to SFMS. (NOTE: The Bank cannot process disaster credit limit increases evenings, weekends or
holidays.)

Selection and Training of Disaster SPOTS Cardholders

SPOTS Cards are non-transferable, meaning that a SPOTS card cannot be used by anyone other than the
named cardholder to make a purchase — not even in a disaster. For this reason, agencies should
carefully consider whether key personnel expected to be involved in disaster recovery activities should
also be SPOTS cardholders. Agencies must also decide whether to request “disaster” SPOT cards in
advance or wait until a disaster actually occurs. If the decision is to delay, agencies must keep in mind
that communication networks, etc. could be adversely affected during a disaster which, in turn, could
impact the effectiveness of the expedited procedures described above. Some of the issues that must be
resolved at the agency level include the following:

a. Specifically, to whom should disaster SPOTS cards be issued? Should SPOTS cards be issued
to administrators, deputies, field supervisors and other disaster responders? Or, because of
their familiarity with procurement laws, administrative rules, and statewide policies, should
disaster SPOTS cards be issued to key purchasing staff only?

If an agency decides to issue disaster SPOTS cards to purchasing staff only, the agency
should also specify the minimum qualifications.
For example, management might decide that qualifying purchasing agents must have:
e A minimum of two years of experience at the level of a Procurement & Contracts
Specialist 2 or higher;
e A current Oregon Procurement Basic Certification; and
e A solid foundation in using statewide price agreements and the ORPIN system.

b. What is the proper disaster spending limit for each of the potential disaster cardholders?
The assumption is that it will be more than $7,500, but how much more?

c. Have existing SPOTS card policies and procedures that govern day-to-day processes been
updated to include disaster operations, ensuring that:

e Disaster cardholders receive basic and refresher training on the proper use of a
SPOTS card, including transaction documentation requirements;

e Disaster cardholders understand they must secure and control the cards at all times;
and

e Disaster SPOTS card activity is consistently monitored on a week to week basis, not
just during a disaster.

Documentation Requirements

Disaster SPOTS card transactions must comply with the same documentation requirements applicable to
all purchase transactions. All expenditures must be supported by copies of appropriate source
documents, such as vendor invoices or receipts (merchant credit card receipts, alone, are not sufficient)
and receiving records, and they must be approved by individuals who have the appropriate level of
signature authority. In addition, the use of a SPOTS card does not eliminate the requirements to (1)
issue a purchase order for all purchases over $5,000 that are not part of a price agreement and (2)
obtain competitive bids, particularly for purchases that are part of a FEMA project.
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Agencies are reminded that all expenditure claims related to FEMA projects must be reasonable and
necessary, authorized within the project’s scope of work and directly benefit the project. Financial
managers should work with OEM to ensure their agency’s SPOTS card reporting mechanisms generate
the data required for reimbursement under federal and state disaster recovery programs.

Cardholder Information

Agencies should also make sure that a complete record of their cardholder information is stored at a
secure secondary location.

Tracking Mechanisms

Agencies may find it useful to develop their own internal system to track SPOTS card purchases during a
disaster to monitor spending, to share data among multiple users, and to facilitate post-disaster audits
and analysis. Special recordkeeping procedures and advance training would be needed to instruct
agency personnel how to log, track and report disaster purchase information (cardholder name, exact
vendor name, exact dollar amount and description of goods or services purchased) to a central
authority. For agencies currently using the Bank’s Access online program to track and analyze SPOTS
card activity, a new feature will soon be available that agencies can use to customize their reports.

One major benefit of using SPOTS cards to make disaster procurements is that the process ensures
creation of a record of the purchases as evidenced by the monthly billing statement and the Bank’s
Access online program. Although neither of these resources constitutes sufficient
documentation/authorization for payment purposes, together, they provide a starting point and
reference numbers for follow-up and investigation when receipts go missing.
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SPOTS Card Application
Link to Purchase Card Application and Agreement form (OAM 75.55.02.FO)
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http://www.oregon.gov/DAS/CFO/SARS/policies/oam/75.55.02.fo.pdf

Financial Tracking

Agencies responding to disasters under appropriate authority may be able to recover some costs and
expenses associated with their disaster procurements.

Should disaster-related expenses be reimbursable by any State or Federal Agency, each party shall file
the appropriate request and paperwork for reimbursement of its costs?

This information is to be tracked by the Finance Supervisor or Coordinator and include information such
as Purchase Order numbers by date / time, vendor cost information, commodity or service description,
Agency requestor, and buyer assigned.
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Finance Supervisor or Coordinator Duties

Duties and Responsibilities:

1.
2.
3.

Acts as the liaison between the ECC/AOC and the Coordinating Agency for financial matters.
Manages all financial aspects of the incident.

Works with Coordinating Agency to ensure proper procurement and financial staffing is available
to meet need.

Initiates communication plan to ensure continuity of information flow between parties and that all
documentation follows requirements. Briefs all subordinates on all incident related finance issues
needing attention and/or follow up.

Ensures all personnel time records are accurate and returned to appropriate personnel within the
Coordinating Agency and sent to their home Agency.

Ensures all procurement records are properly prepared, completed, and returned to appropriate
personnel within the Coordinating Agency.

Provide financial/cost updates for the incident as requested.
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Finance Tracking Log Instructions

This spreadsheet is broken into three categories. SPOTS Card spend, OEM Purchase Orders and Direct bill. Per FEMA
requirements for reimbursement, complete this sheet by entering each line item purchased.

Field Instructions

OEM Action # Oregon Emergency Management ECC/AOC Action number. Enter this number from the
Disaster Event Log

PO # The Purchase Order Number issued by the Contracting Agency. Enter this number from the

Disaster Event Log.

SPOTS Card Use

Enter the name holder and contact number of the SPOTS card used for this transaction.
(This is only applicable if a SPOTS card was used)

User / PO

Enter in the end user or PO Number

Incident Number

The Contracting Agency’s internal tracking used. Enter this number from the Disaster Event
Log.

Vendor Name

The vendor where the purchase occurred. Enter this number from the Disaster Event Log.

Item / Description

Enter a brief description of item purchased from packing slip or invoice from vendor.

Qty / Hrs Enter the quantity purchased from packing slip or invoice from vendor.
Unit Price Enter the unit price for the item purchased from the vendor.
Total Price Spreadsheet will automatically calculate for you in the electronic version.

Date Purchased

Enter in the date purchased

Delivery Location

Enter in the general location of the delivery (e.g. Clatsop County or Tillamook)

Delivery Area

Enter in a more specific area if known.

Invoice Number

Enter in the invoice number from the packing slip or invoice

Purchase Amount

Spreadsheet automatically carries over from Total Price

Remaining Balance

The remaining balance available on the SPOT card used.

Spreadsheet automatically calculates.

Enter in the total available credit for the card on the top line of each card user section.
(Blue box)

Inserting Additional

Rows

If you need to insert additional rows into the spreadsheet, be sure and insert above the
total line within the section to ensure the formulas remain intact.
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FORM DP400 - Disaster Finance Tracking Log

OEM ACTION # PO # |SPOTS CARD USE
Incident QTYy Unit Total Date Delivery Delivery Invoice | Purchase Remaining
Card User 1 Contact Numbers # Vendor Name Item / Description /' Hrs Price Price  [Purchased Location Area # Amount Balance
Beginning Credit $0.00)
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
0 $0.00 $0.00
Sub-total Spend: 0 $0.00 $0.00




Incident QTY Unit Total Date Delivery Delivery Invoice | Purchase Remaining
Card User 2 Contact Numbers # Vendor Name Item / Description / Hrs Price Price  [Purchased Location Area # Amount Balance

Beginning Credit $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

Sub-total Spend: 0 $0.00 $0.00
Incident QTY Unit Total Date Delivery Delivery Invoice | Purchase Remaining
Card User 3 Contact Numbers # Vendor Name Item / Description / Hrs Price Price Purchased Location Area # Amount Balance

Beginning Credit $0.00|

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

Sub-total Spend: 0 $0.00 $0.00
Incident QTY Unit Total Date Delivery Delivery Invoice | Purchase Remaining
Card User 4 Contact Numbers # Vendor Name Item / Description / Hrs Price Price  [Purchased Location Area # Amount Balance

Beginning Credit $0.00|

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

Sub-total Spend: 0 $0.00 $0.00




Incident QTY Unit Total Date Delivery Delivery Invoice | Purchase Remaining
Card User 5 Contact Numbers # Vendor Name Item / Description /' Hrs Price Price  [Purchased Location Area # Amount Balance

Beginning Credit $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

Sub-total Spend: 0 $0.00 $0.00
Incident QTY Unit Total Date Delivery Delivery Invoice | Purchase Remaining
Card User 6 Contact Numbers # Vendor Name Item / Description / Hrs Price Price Purchased Location Area # Amount Balance

Beginning Credit $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

0 $0.00 $0.00

Sub-total Spend: 0 $0.00 $0.00

SPOTS Cards Total Spend: $0.00)
SPOTS Cards Remaining Credit Available $0.00l




OMD Purchase Orders (PO)

OEM Action #

PO #

User/PO #

Contact Numbers

Incident
#

Vendor Name

Item / Description

QTY
/ Hrs

Unit
Price

Total
Price

Date
Purchased

Delivery
Location

Delivery
Area

Invoice
#

Purchase
Amount

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

o|lo|o|o|o|o|o|o|o|o|lo|o|o|o|o|lo|]o|]o|lo|o|o]|©o

$0.00

AGC Sub-total:

$0.00

Direct Bill

OEM Action #

PO #

User/PO #

Contact Numbers

Incident
#

Vendor Name

Item / Description

QTY
/ Hrs

Unit
Price

Total
Price

Date
Purchased

Delivery
Location

Delivery
Area

Invoice
#

Purchase
Amount

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

oO|l|o|lo|o|]o|]o|o|o

$0.00

PO Subtotal:

$0.00

Total Spend

$0.00]




Disaster Resource Coordination

This document is to be used by the Coordinating Agency if they need to augment their staff during a
disaster. It covers the process for requesting support, levels of support, and reimbursement.

Enterprise HR Services Contact Information:

Phone: 503-378-3622

Resource Coordination Process Flow Chart
” Procurement Services
Achieving Results Together
FORM DP500
Resource Coordination Process
Procurement Support for Disaster Response

PS State Fire Marshal Public Health Initial Response to Stabilization (not recovery procurement)
OEM DAS EHRS
Emergency Resource
—| Coordination DAS N Coordination
Center | Procurement Procedure
Activated (ECC) Services ~
Office T
State Fire Y
Govern_or Ma rshlall Request for State Fire Are in-house EHRS Not!'fies
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- Center Authority Procurement
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Disaster Resource Coordination Agreement Template

No:
DRAFT INTERAGENCY AGREEMENT
Disaster Coordination of Personnel and Supplies

THIS AGREEMENT is made and entered into by and among the authorized signatories of this Agreement,
their successors and state agencies (“Parties” or “Agencies”) under the authority granted in ORS
190.110, Article X-A of the Constitution of the State of Oregon, other laws, and, collective bargaining
agreements (“Agreement”).

. PURPOSE

This Agreement establishes requirements and provides a procedure for coordinating the redeployment
of Personnel and Supplies during a declared Disaster, as defined below, for the purpose of supporting
activities among state Agencies and to determine which Agency is responsible for the costs of
redeployment.

Il. EXCLUSIONS TO THE AGREEMENT
This Agreement does not apply to:

A. Redeployment of Personnel and Supplies under a separate written agreement among the
Parties that contains alternate terms and conditions.
B. A formal demand by an Agency head to requisition Personnel and Supplies under ORS 283.110.
C. Anyredeployment of Personnel and Supplies that would be prohibited by federal or state law,
and no exception or waiver exists.
An Agency’s use of private contractors or inmate labor.
An Agency’s rights to procure what it needs during a Disaster.
Local governments.

l. TERM OF AGREEMENT

This Agreement begins on the first date that at least two Agencies sign the Agreement and shall
continue indefinitely, until terminated as set forth in this Agreement.

V. DEFINITIONS

A. “CHRO” means the Department of Administrative Services (DAS), Chief Human Resources Office.
B. “Control Center” means a Disaster-related control center such as the State Emergency
Coordination Center (ECC) or an Agency Operations Center (AOC) under ORS 431.264 or 433.441
to 433.452 as specifically described for public health.
C. “Chief Operating Officer” is appointed by the Governor and serves as the Director of DAS.
D. “Disaster” means a type of emergency that:
a. Begins when the Governor or Governor’s designee:
i. Declares a state of emergency under ORS 401.165 to 401.236;



ii. Issues a declaration under the Emergency Conflagration Act, ORS 476.510 to
476.610;
iii. Declares a public health emergency under ORS 433.441 to 433.452;
iv. Issues approval of one or more public health actions under ORS 431.264; or
v. Declares a catastrophic disaster under Article X-A of the Constitution of the
State of Oregon, and
b. Ends when the Governor or Governor’s designee terminates the state of Disaster or the
state of Disaster expires according to statute.
E. “Personnel” means the services of one or more Agency employee for supporting activities
during a Disaster.
F. “Personnel and Supplies” includes “Personnel or Supplies,” as appropriate.
G. “Receiving Agency” means the agency requesting Personnel or Supplies in the event of a
Disaster.
H. “Redeploy” means to transfer Personnel or Supplies from one area or activity to another.

I.  “Sending Agency” means the agency providing Personnel or Supplies in the event of a Disaster.
J. “Supplies” means goods, equipment, materials, and any other personal property, including any
tangible, intangible and intellectual property, rights and related licenses, which an agency is

authorized by law to redeploy during a Disaster.

OBLIGATIONS

A. COORDINATION OF REDEPLOYMENT OF PERSONNEL AND SUPPLIES
a. Obligations between the Receiving Agency and Sending Agency are created when:
i. The Receiving Agency requests Personnel or Supplies during a Disaster;
ii. The Sending Agency voluntarily delivers or otherwise provides to the Receiving
Agency the requested Personnel or Supplies; and
iii. The Receiving Agency accepts the provided Personnel or Supplies from the
Sending Agency.

b. Personnel. CHRO will coordinate the statewide redeployment of Personnel, including
oversight and any documentation, once a Receiving Agency requests additional
Personnel.

c. Supplies. A Control Center will coordinate the statewide redeployment of Supplies,
including oversight and any documentation, once a Receiving Agency requests
additional Supplies.

d. If the CHRO or Control Center is unable or unwilling to provide this coordination
function, the Agencies may directly carry out the terms and conditions of this
Agreement.

e. The DAS Special Procurement no. 228-08 (as amended) provides a coordinated process
for state agencies to quickly and fairly procure supplies and services during a Disaster.
This Agreement and Special Procurement no. 228-08 are designed to work in tandem.

B. COSTS AND REIMBURSEMENT
a. The Sending Agency will bear the Personnel or Supplies costs for the Personnel and
Supplies provided by the Sending Agency under this Agreement, unless the Agencies
agree in writing to a different cost distribution.



b. Should the Disaster-related expenses be reimbursable by any state or federal agency,
each Agency is responsible for filing its own request and documentation for
reimbursement of costs.

C. TERMINATION OF THE REDEPLOYMENT
a. The Receiving Agency’s use of any redeployed Personnel and Supplies will end when:
i. The Receiving Agency determines the Personnel and Supplies are no longer
needed;
ii. The Sending Agency notifies the Receiving Agency that the Sending Agency is
unable to continue providing the Personnel and Supplies;
iii. The Governor or Governor’s designee terminates the state of Disaster; or
iv. The state of Disaster expires according to statute.

b. When Personnel are returned to the Sending Agency, it will return all assigned requests
and associated documentation and communicate the status to the Receiving Agency’s
finance supervisor/coordinator or designee, the CHRO, and the Control Center, if
applicable, and as soon as practicable.

c. The Receiving Agency will return to the Sending Agency tangible Supplies with a
remaining useful life as soon as practicable.

VI. WITHDRAWAL OR TERMINATION OF THE AGREEMENT

Any Agency may withdraw from this Agreement upon thirty (30) days written notice to the designee of
the Chief Operating Officer.

The Chief Operating Officer or desighee may terminate this Agreement upon thirty (30) days written
notice to the signatories.

VII. AMENDMENTS

The terms of this Agreement shall not be waived, altered, modified, supplemented or amended, in any
manner whatsoever, except by written amendment signed by all Parties. The amendment shall be
effective as of the last date on which the Parties have signed the amendment.

VIIl. MERGER

This Agreement constitutes the entire agreement among the Parties on the subject matter hereof.
There are no understandings, agreements, or representations, oral or written, not specified herein
regarding this Agreement.

IX. COUNTERPARTS, ELECTRONIC SIGNATURES, AND NOTICE

This Agreement may be executed in several counterparts, all of which when taken together shall
constitute one Agreement, notwithstanding that all Parties are not signatories to the same counterpart.
Each copy of this Agreement so executed shall constitute an original. Electronic signatures will be
accepted as if they were original signatures. Upon signing this Agreement, the Agency shall give a copy
of the executed agreement to the designee of the Chief Operating Officer. Parties, the CHRO, and the
Control Center may obtain a list of Parties to the Agreement from the designee.



IN WITNESS WHEREOF the Parties hereto have caused this Agreement to be executed by their duly
authorized officers as of the dates shown.

Name of Agency

By:

Name Title

Date



FEMA

(Federal Emergency Management Agency)

FEMA 90 Series Forms

These forms will need to be filled out in order to get reimbursement or emergency funds from a
governing body. There are three forms with each one corresponding to a different procurement type.

e Oneiis for supplies and materials (FEMA FF 90-124)
e Oneiis for force account labor (FEMA FF 90-123)
e Oneis for rented equipment (FEMA FF 90-125)

These are for reimbursement of funds used to respond to a disaster or to repair damages caused by a
disaster.

NOTE: These are printed samples only. Please be sure to secure updated forms from www.FEMA.gov.


http://www.fema.gov/media-library-data/20130726-1608-20490-8842/90_124.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8748/90_123_2_.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8929/90_125.pdf
http://www.fema.gov/

FEMA Financial Records Guide

Agencies responding to disasters under appropriate authority may be able to recover some costs and
expenses associated with their mobilized resources and response. Justification and documentation is
required for agencies submitting claims and/or seeking reimbursement or emergency funds from a
governing body or the emergency fund governed by the Legislature.

To standardize the required documentation, the use of FEMA forms is recommended.

To expedite reimbursement payment processes, procurement professionals should be aware of
information concerning eligible costs and reimbursement processes requiring documentation and
justification as it relates to the acquisition of goods and services. It is important to understand a cost to
be “reasonable if, in its nature and amount, it does not exceed that which would be incurred by a
prudent person under the circumstances prevailing at the time the decision was made to incur the cost.”
(OMB Circular A-87)

Services, equipment and supplies that are purchased specifically in order to perform the mission must
be governed by formally adopted procurement rules, regulations and code.

In general, those items of equipment and supplies that cost under $5,000 are eligible to be claimed
upon accurate documentation. Items of equipment worth more than $5,000 and residual unused
supplies in excess of $5,000 after the disaster work is completed will require adjustment of the eligible
acquisition cost.

Contracted services that are necessary to perform emergency work may be eligible upon appropriate
justification and documentation.

Mission-related Costs must be:
1. Actual costs
2. Compliant with federal, state, and local procurement requirements
3. Calculated using current unit cost structures or other commonly accepted methods, such as:
a. Historic documentation for similar work
Average costs for similar work in the area
Published unit costs from national cost estimating databases
FEMA cost codes
FEMA equipment rates

® a0 o

Ineligible Costs:

Administrative costs associated with pre-deployment and post-deployment functions.
Replacement costs of items replaced prior to deployment

Costs for alcohol, tobacco, toiletries, etc.

Costs incurred by an entity that self-deployed without an approved mission.

el S


http://www.whitehouse.gov/omb/circulars_a087_2004

Documentation Requirements:

Forms:

1.

Itemized invoices and/or receipts for all items including, but not limited to, clear
descriptions of items purchased (e.g., serial numbers, or other identifying information),
costs, dates, vendors, and invoice/receipt numbers.

Documentation indicating that either state or federal procurement regulations, whichever
are applicable, were followed or a legally acceptable explanation as to why applicable state
or federal procurement regulations were not followed, including, but not limited to, copies
of request for proposals (RFPs), summaries or responses to RFPs, price quotes and bid
tabulations, and copies of government credit card statements, and completed purchase
orders.

Accurately completed Rental Equipment Summary Records.

Copies of all agreements or contracts.

Clear descriptions of work performed and dates of work performed for contracted work.

Materials Summary Records (FEMA Form 90-124)
Force Account Labor Summary Record (FEMA Form 90-123)
Rented Equipment Summary Record (FEMA Form 90-125)



http://www.fema.gov/media-library-data/20130726-1608-20490-8842/90_124.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8748/90_123_2_.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8929/90_125.pdf

DEPARTMENT OF HOMELAND SECURITY e e
FEDERAL EMERGENCY MANAGEMENT AGENCY Exiives December 3. 2011
MATERIALS SUMMARY RECORD

APPLICANT PROJECT NO. DISASTER

LOCATION/SITE CATEGORY PERIOD COVERING

DESCRIPTION OF WORK PERFORMED

DATE INFO FROM

VENDOR DESCRIPTION PURCHASED

INVOICE | STOCK

GRAND TOTAL

| CERTIFY THAT THE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOCIES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT.

o

FEMA Form 90-124, FEB 09




DEPARTMENT OF HOMELAND SECURITY
FEDERAL EMERGENCY MANAGEMENT AGENCY
FORCE ACCOUNT LABOR SUMMARY RECORD

APPLICANT PAID NO.

PROJECT NO.

DISASTER

O.M.B. No. 1660-0017
Expires December 31, 2011

LOCATION/SITE

CATEGORY

PERIOD COVERING

DESCRIPTION OF WORK PERFORMED

DATES AND HOURS WORKED EACH WEEK

COSTS

HOURLY BENEFIT
RATE RATEHR

TOTAL
HOURLY
RATE

NAME

JOB TITLE

JOB TITLE

TOTAL COSTS FOR FORCE ACCOUNT LABOR REGULAR TIME

TOTAL COST FOR FORCE ACCOUNT LABOR OVERTIME

I CERTIFY THAT THE INFORMATION ABOVE WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT.

=

FEMA Form 90-123, FEB 09




DEPARTMENT OF HOMELAND SECURITY O.MB. No. 1660-0017
FEDERAL EMERGENCY MANAGEMENT AGENCY G Bivires Dec%mber.‘ﬂ 2011
RENTED EQUIPMENT SUMMARY RECORD a '

PROJECT NO. DISASTER

LOCATION/SITE CATEGORY PERIOD COVERING

DESCRIPTION OF WORK PERFORMED

RATE PER HOUR
TYPE OF EQUIPMENT DATES AND DATE AND AMOUNT

Indicate size, Capacity, Horsepower HOURS USED WioUT INVOICE NO. PAID

CHECK NO.

Make and Model as Appropriate IOPR OPR

GRAND TOTAL

| CERTIFY THAT THE ABOVE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT.

CERTIFIED

FEMA Form 90-125, FEB 09



Mobile Office

The mobile office is designed to be transported into the field so procurement activities can be done on
site. This section includes a list of suggested items for a mobile office.

Mobile Office Guideline

OVERVIEW

The DAS Procurement Services office has created 8 mobile offices that are strategically placed with
managers and other key personnel from DAS PS that will be used in the event of a disaster. The purpose
of the mobile office is to provide DAS PS staff with the ability to perform critical job responsibilities from
at their homes or vehicles. The mobile offices are equipped with hard copy information and documents,
technology and supplies that allow the DAS PS staff to communicate with each other and process
emergency procurements related to disasters.

TECHNOLOGY AND SUPPLIES
o Net Book Computer These netbooks have built in WiFi cards and can be used to connect to the
internet.
e 2 way radio and user guide (FRS type that uses AAA batteries)
e Digital camera (that uses AAA batteries)
e  First Aid Kit
e USB Flash Drive
e Emergency AM/FM Radio w/ Hand Crank
e AA-Cell LED Flash Light
e Metal Clipboard with Cover
e Oregon Road Map
e Mini versions of yellow pages for Portland, Salem, Eugene, Medford and Bend
e Copies of current blank State of Oregon Purchase Orders
e Copy of emergency contact and key personnel info
e Miscellaneous Office supplies (pads, pencils, pens, stapler, paper clips)
e Extra AA and AAA Batteries
e Non-perishable snacks
e 1 roll of duct tape
e Construction grade nitrile glove
e Surgical masks (N-95 recommended grade)
e Hand sanitizer
e Emergency water packet
e Energy bar

STAFFING ASSIGNMENTS:
8 mobile offices are assigned as follows:

e 1 mobile office assigned to each team lead from the transaction unit of PS
e 1 mobile office for each of the three managers of PS



e 1 mobile office assigned to a member of ORPIN support
e 1 mobile office assigned on a rotation basis with the two PCS2 positions

The PCS2’s and ORPIN support will be on a 6 month rotation schedule and will post the schedule on the
U Drive and also on the flash drives contained in the mobile offices.

If the disaster is sustained over a long period of time, the mobile offices will be transferred to other PS
staff and a rotation will be set up to provide rest periods.

INFORMATION AND TECHNOLOGY REFRESH:

The information contained in the mobile offices will be refreshed every six months. The PCS2 positions
will refresh the flash drives contained in the mobile offices. The current assigned PCS2 from the rotation
schedule shall be responsible for the coordination of the refresh and will ensure all mobile offices have
been updated prior to rotation of the next PCS2. The information will include the latest emergency
contact list, emergency contracts list downloaded from ORPIN, the most current state equipment list
(this equipment list is maintained by DAS Fleet Services), state owned facilities (primarily agencies that
have large storage or staging areas such as ODOT, Dept of Corrections and Parks and Recreation),
emergency and disaster related items available at DAS Surplus, and financial (Emergency SPOTS Card
Holders) resources, event logs, finance logs and blank PO forms and any other information needed in
the event of an emergency. The same information will also be kept on the U Drive in the Business
Continuity folder and the PCS2 will update the flash drives from here. The information on the U Drive
shall be updated by PS staff on an as needed basis. Batteries and snacks will also be refreshed. The
PCS2’s will coordinate the return, refresh and redistribution of the mobile offices back to staff.

The technology refresh of the mobile offices would fall under the normal technology refresh procedures
of this office, currently lead by Vicki Simonsen. Current technology refresh is about every 4 years.

STORING AND ACTIVATING MOBILE OFFICES:

Mobile offices will be kept at a safe location at the assigned staff homes. The information contained in
these mobile offices has a low security risk (Level 2) and isn’t confidential; however employees should
use proper care to ensure the physical security of the mobile office and its contents to prevent potential
compromise through loss or theft of the mobile office. The mobile offices will be brought into action
when called upon during a disaster. The staff will be responsible for bringing the mobile offices in to PS
every six months for information refresh. The PCS2 position will coordinate this activity. The Mobile
offices will be numbered and bar coded and tracked through the DAS Procurement Services office
tracking system (SMEAD).



Appendices

Special Procurement
This special procurement gives authority to conduct procurements within a disaster.



REQUEST FOR SECOND AMENDED SPECIAL PROCUREMENT

Submit a Special Request through ORPIN to the Department of Administrative Services State Procurement Office.
The Agency Head or designee (e.g., Designated Procurement Officer) must authorize this Special Request.
PART A. Requesting Agency must complete ltems 1 through 13. )

1.

8.

9.

Requesting Agency Name: State Procurement Office

. Date of Request: December 21, 2010 3. Agency 5-digit Number: 10700

. Agency Contact Name: Marscy Stone 5. Phone: __503-378-4651

. Type of Request: ___X___ Class Special Procurement ____ Contract-specific Special Procurement

. Time Period Requested: From December 21, 2010 To: December 21, 2018
Total Estimated Cost: _over $1 million \

Title; Supplies and/or Services to be Acquired:

(a) Short Title of the Procurement. ___Special Procurement for Disaster Response
{b) Description of Supplies and/or Services: All supplies, services, ordinary construction, and construction emergency
work needed in response to disasters (supplies and services). Supplies and services are defined in OAR 125-

246-0110(170).

10. Background and Proposed Contracting Procedure: Provide a description of what has been done in the past and the proposed procedure.
The Agency may, but is not required fo, also include the following types of documents: Notice/Advertising, Solicitation(s), Bid/Proposal Forms(s),
Contract Form(s), and any other documents or forms to be used in the proposed contracting procedure. Attach additional sheets as needed.

A. Background and Justification. The Governor’s Office, the Department of Administrative Services
(DAS), the State Procurement Office (SPO) and other state and local agencies are planning to respond to
disasters, as described below. Planners have considered the lessons of Hurricane Katrina and past responses to
disasters in Oregon. They have identified a need for a fast, flexible procurement system that is fair and
prevents fraud.

Procurement is essential for responding to the effects of a disaster and supporting several objectives,
including:

¢ Saving life and limb

¢ Restoring life sustaining supplies (housing, food, water, medical) -

e Responding to a significant risk to the public health

* Economic recovery (business continuity) and

' Re-establishing infrastructure (roads, bridges, ports, levies, buildings).

ORS 279B.080 permits buying supplies and services in an emergency. One type of emergency is a disaster.

The purpose of this Special Procurement method is to respond to disasters when the Governor or Governor’s

designee:

1. Declares a state of emergency under ORS 401.165 to 401.236; or

2. Issues a declaration under the Emergency Conflagration Act, ORS 476.510 to 476.610; or
3. Declares a public health emergency under ORS 433.441 to 452; or

4. TIssues approval of one or more public health actions under ORS 431.264

(collectively, Disaster).

Use of this Special Procurement ends when:

e The Governor or Governor’s designee terminates the state of Disaster or




e The state of Disaster expires in accordance with statute.
Use of this Special Procurement is limited to acquisitions in response to public needs in a Disaster (Contracts).

B. Responders. Responders means: ;

1. The Department of Administrative Services (DAS) State Services Division State Procurement Office
(8PO),

2. All state agencies under DAS procurement authority that have statutory or rule authority to respond to

. Disasters,

3. All other state agencies that have independent statutory or rule authority to respond to Disasters and
that require DAS to approve their Special Procurements; and

4. All other public bodies that have independent statutory or rule authority to respond to Disasters and,
under their independent authority, have made findings and adopted this Special Procurement.

(collectively, Responders).

C. Authority to Use this Special Procurement.
1. Responders under DAS procurement authority are authorized to use this Special Procurement by OAR
125-246-0170(2).
2. All other Responders must be authorized to use this Special Procurement by their own statutes, rules,
or policies.

D. The Special Procurement Process.

1. Dual Controls used for Procurement. Dual Controls are required for all purchases. “Dual Controls”
means, prior to a purchase under any existing Contract or award of a new Contract:

a. State of Oregon Emergency Operations Plan Emergency Coordination Center (ECC) or Agency
Operation Center. An authorized individual from an emergency control center, like the ECC or
individual Agency Operations Centers under ORS 431.264 or 433.441 to 452 as specifically
described for public health (AOC), oversees the purchase and may require documentation. The
authorized individual from the ECC or AOC initiates the request to a Responder for purchase of
supplies and services.

b. Responder. An authorized individual from that Responder responds to the request (10.B.1.a.) by
purchasing the supplies and services in accordance with this Special Procurement process and
communicating with the ECC or AOC individual or designee.

2. Documentation. The Responder must document:
a. The nature of the emergency, and
b. A description of the method used for the selection of the particular contractor.

This documentation may occur in a reasonable time after the Disaster. The documentation must
support order confirmation and invoice matching.

No documentation is required before the award and use of the Contracts, except as required by the
ECC or AOC individual or designee (see 10.B.1).

3. Selection
a. Direct Award. Supplies and services may be directly purchased without competition from any

available resource identified by the authorized individual of the Responder, including but not
limited to statewide price agreements, Agency specific contracts, and Agency specific price




agreements. In a Disaster, agency specific contracts and price agreements become available under
this process.

b. Unlimited Amounts. Responders may directly award Contracts for unlimited amounts.

c¢. Limited Terms. Awarded Contracts must be limited to the term of the Disaster (see 10.A).

d. Competition. When practicable, create and use an informal competitive process of selection to
award new Contracts for unlimited amounts, but limited to the term of the Disaster. An informal
competitive process may be verbal or written and use quotes, informal bids, or informal proposals.
When practicable, competition is encouraged.

e. Schedule 84. The federal government has authorized states, including the Responders, to purchase
through the Local Preparedness Acquisition Act, Schedule 84, “Total Solutions for Law
Enforcement, Security, Facilities Management, Fire, Rescue, Clothing, Marine Craft and
Emergency/Disaster Response” (Schedule 84) See
http://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=84 &fla,

Schedule 84 is similar to 10 U.S.C. 381 or Section 211 of the Electronic Government Act of 2002
(Schedule 70) in effectuating or promoting transfers of property to Responders. In the specific
instance of Schedule 70, it provides for the procurement of data processing equipment, software
and services. Section 211 (c) (1) provides in pertinent part:

“The Administrator may provide for the use by State or local governments of federal supply
schedules of the General Services Administration for automated data processing equipment

_ (including firmware), software, supplies, support equipment, and services as contained in
Federal supply classification code group 70”

The language of ORS 279A.180, “other federal law...similar to section 211... in effectuating or
promoting transfers of property to contracting agencies” means that if the DAS Director or delegate
determines that a federal statute permits state agencies to procure goods or services from federal
supply schedules, then procurements made from those federal schedules need not be made through
competitive procurement processes.

The approval of this Special Procurement grants permiss‘ion to use Schedule 84 under the
conditions of this Special Procurement. This Special Procurement does not waive any requirement
of use set forth by the federal government.

4. Authority. Responders with authority to use this Special Procurement may procure supphes and
services in accordance with the process described in this subsection 10.B:

The Responder may designate and delegate authority to one or more individuals other than the
Responder’s previously authorized Designated Procurement Officer to respond to the Disaster Request.

5. FEMA. If the state intends to seek Federal Emergency Management Agency (FEMA) reimbursement
for any purchase under this Special Procurement, the authorized individual must follow FEMA
regulations and try to avoid making a purchase that would be disqualified for FEMA reimbursement.

See www.fema.gov.




E. Legal and Other Requirements of State Responders.

1. This Special Procurement revises the emergency procurement procedures of OAR 125-247-0280.
OAR 125-247-0280 does not apply to the provisions of this Special Procurement. Responders are
advised to ask the Department of Justice to apply the Emergency Public Contract Exemption from
legal sufficiency review under OAR 137-045-0070, regardless that OAR 125-247-0287 does not
provide such an exemption for special procurements.

2. This Special Procurement does not waive or modify any legal, policy or procedural requirements of
SPO or Responders.

11. Justification for use of Special Procurement: Describe the circumstances that justify the use of a Special Procurement. Attach relevant
documentation. ’

The use of this Special Procurement is justified by the urgent need to purchase essential supplies and services
‘in response to a Disaster. See Section 10, A. Background and Justification, above.

This Special Procurement will only be used:
a.  When the Governor makes a declaration in accordance with subsection 10.B and
b. In limited circumstances in response to requests from the ECC or AOC in accordance with
subsection 10.B.1.

12, Findings to Satisfy the Required Standards: This proposed special procurement:

___X___(a) will be unlikely to encourage favoritism in the awarding of public contracts or to substantially diminish competition for public contracts
because:

Procurements related to Disasters will be conducted as a limited type of Emergency Procurement, as defined
in ORS 279B.080, and the procurement process will be according to this Special Procurement, not the process
for an Emergency Procurement under OAR 125-247-0280. The nature of a Disaster limits the time-available
to procure supplies and services. Competition will not be harmed as the Responder will, when practicable,
make efforts to use informal competitive processes or use existing contracts and price agreements that were
solicited through a competitive process.

This Special Procurement places limits around when purchases may be made in response to a Disaster.
(Please provide specific information that demonstrates how the proposed Special Procurement meets this requirement.); and
(b)(i) wilt result in substantial cost savings to the contracting agency or to the public because:

(Please provide the total estimate cost savings to be gained and the rationale for determining the cost savings); or

___X___ (b)(ii) will otherwise substantially promote the public interest in a manner that could not practicably be realized by complying with the
requirements of ORS 279B.055, 279B.060, 279B.065, or 279B.070, or any rules adopted thereunder because:

This Special Procurement promotes the public interest by supporting disaster relief in a timely and expeditious
manner.

(Please provide specific information that demonstrétes how the proposed Special Procurement meets this requirement.)

13. Optional Signature: The signature of the Agency Head or designee (e.g., Designated Procurement Officer) is not required on the Request
submitted through ORPIN. Agency may also elect to attach a signed Request as a pdf file through ORPIN or submit a signed hard-copy Request.

Name Date
Agency Head or designee (i.e., Designated Procurement Officer)
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REQUEST FOR SPECIAL PROCUREMENT
PART B. The State Procurement Office of the Department of Administrative Services completes Part B.

STATUTORY AND RULE AUTHORITY:

. ORS 279B.085(3) states the Director of the Department of Administrative Services may approve a special
procurement if the Director finds that a written request submitted under ORS 279B.085(2) demonstrates that the use
of a special procurement as described in the request, or an alternative procedure prescribed by the Director will;

(a) Be unlikely to encourage favoritism in the awarding of public contracts or to substantially diminish
competition for public contracts; and

{b}(A) Result in substantial cost savings to the contracting agency or to the public; or

(B) Otherwise substantially promote the public interest in a manner that could not practicably be realized by
complying with requirements that are applicable under ORS 279B.055, 279B.060, 279B.065 or 279B.070 or
under any rules adopted thereunder.

OAR 125-246-0170 delegates the authority of the Director to approve special procurements fo the Chief Procurement
Officer of the State Procurement Office, Department of Administrative Services. OAR 125-247-0285 through 125-
247-0288 implement ORS 279B.085.
FINDINGS:
The findings are accepted, adopted, and incorporated by reference herein.
CONDITIONS OF APPROVAL:
Notice of Approval of the Special Procurement.
1. SPO shall post the notice;
2. The Special Procurement may not be used until after the completion of the seven (7) day notice period
required pursuant to OAR 125-247-0287(4), and either:
a. No protests or objections were received by SPO in response to this notice, or
b. If any protest or objection is received during the notice period, then not until:

i. Acopy ofitis delivered to the External Operations Analyst for this Special Procurement, and
ii. The Chief Procurement Officer or delegatee confirms in writing the first possible award date.

Ve fon,

Bate

APPROVED:

Dianne Lancaster
Chief Procurement Officer
Department of Administrative Services

Vﬁ\w 'P\\D
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Contract Terms and Conditions Template

It is recommended that these terms and conditions be added into Agency generated contracts when
creating new contracts or during an amendment process. This additional term and condition allows for
a responding Agency to use another Agency’s contract. The Contractor is obligated to the responding
Agency the same way as they would respond to the Agency that created the contract.



AMENDMENT No. __to
PRICE AGREEMENT No.

THIS Amendment No. to Price Agreement No. dated , as
amended from time to time (“Price Agreement”) between the State of Oregon acting by and through
its (“Agency”) and

(“Contractor”) is effective
when signed by the parties and approved as required by law (“Amendment Effective Date”).

“Price Agreement” is defined in OAR 125-246-0110 and means an agreement to agree, a master
agreement, a Price Agreement, a services agreement, or a retainer agreement.

WHEREAS, the Department of Administrative Services, Enterprise Goods and Services,
Procurement Services Office (“DAS PS”) issued the “Special Procurement for Disasters”, Special
Procurement No. 228-08, as amended from time to time (“Special Procurement”) for the purpose of
acquiring all supplies, services, ordinary construction, and construction emergency work (“Supplies
and Services”) needed in response to Disasters; and

WHEREAS, DAS PS has identified Supplies and Services needed in response to Disasters; and

WHEREAS, under the Price Agreement, Contractor has agreed to provide to Agency certain
supplies or services which may qualify as Supplies and Services needed in response to Disasters
defined in section 1; and

WHEREAS, the parties wish to amend the Price Agreement to allow State Responders to acquire
the supplies or services pursuant to the terms and conditions in the Price Agreement for the limited
purpose of responding to Disasters.

The parties further agree as follows:

1. Definitions: For the purposes of this Amendment, the following terms have the following
meanings:
a. “Disaster” means any time the Governor or the Governor’s designee:

i. Declares a state of emergency under ORS 401.165 to 401.236; or

ii. Issues a declaration under the Emergency Conflagration Act, ORS 476.510 to
476.610; or

iii. Declares a public health emergency under ORS 433.441 to 433.452; or
iv. Issues approval of one or more public health actions under ORS 431.264

b. “State Responder” means the Department of Administrative Services (“DAS”)
Enterprise Goods and Services, Procurement Services Office and all state agencies under
DAS procurement authority that have statutory or rule authority to respond to Disasters.

c. “Supplies and Services” means all supplies, services, ordinary construction, and
construction emergency work needed in response to Disasters.



2. Subject to the Special Procurement, from time to time during the term of the Price Agreement,
State Responders may request from Contractor and Contractor may provide to State Responder
supplies and services in order to respond to a Disaster during the term of the Disaster. State
Responders are specifically identified as intended beneficiaries of the terms of the Price Agreement
for the limited purpose of responding to a Disaster.

If Agency is also a State Responder, Agency is also an intended beneficiary of this Amendment.

Agency and Contractor may modify or terminate the Price Agreement, at any time, without notice
to or consent of State Responder.

3. State Responders may enter into binding and enforceable contracts with Contractor for the
purchase of supplies or services by issuing an order in accordance with this Amendment. Subject to
the Special Procurement and this Amendment, the terms and conditions of the Price Agreement are
hereby made a part of all orders issued pursuant to the Special Procurement as if those terms and
conditions were contained in the order, except that each reference to Agency in the Price
Agreement, together with any necessary conforming changes, will be deemed a reference to State
Responder. Each such order is a separate contract between Contractor and State Responder and is
enforceable in accordance with the terms thereof and independent of all other such contracts.

Contractor acknowledges and agrees that Agency bears no liability on contracts entered into
between State Responder and Contractor, which liability Agency expressly disclaims.

4. Term of the Disaster. State Responder’s right to submit an order for supplies or services
under this Amendment begins on the date the Governor of the State of Oregon or his designee
declares a Disaster and ends on the date the Governor of the State of Oregon or his designee
declares the Disaster has ended.

5. Ordering and Delivery Process and Order. State Responder and Contractor may agree upon
an ordering and delivery process, most practicable in light of the Disaster. Contractor may decline
any request for supplies or services by refusing to accept the order, if Contractor, in its sole
discretion, determines it is unable to perform. Contractor shall notify State Responder if Contractor
is not able to perform. State Responder may submit the order to Contractor by any means. The
order must specify the following:

The quantity of supplies or services;

The total price;

Any special delivery and acceptance provisions;
Any special payment provisions; and

Other information as necessary.

Po0 o

The order may be documented later by:

a. An invoice from the Contractor, provided Contractor has fully or substantially
performed; or

b. State Responder’s documentation of its verbal order, provided Contractor has fully or
substantially performed; or

c. State Responder’s ordering instrument signed by all parties.



6. Whenever possible, all terms and conditions are to be harmonized. For the limited purpose of
responding to a Disaster, in the event of a conflict: (i) the terms and conditions of this Amendment;
(i) the Price Agreement Terms and Conditions (following its order of precedence), and (iii) the
terms and conditions of the order document, will be interpreted in the foregoing order of
precedence.

7. Except as expressly amended above, all other terms and conditions of Price Agreement are in
full force and effect. Contractor certifies that the representations, warranties and certifications
contained in the original Price Agreement are true and correct as of the Amendment Effective Date.

Certification: The individual signing on behalf of Contractor hereby certifies and swears under penalty of
perjury, Contractor is not in violation of any Oregon Tax Laws. For purposes of this certification,
“Oregon Tax Laws” means a state tax imposed by ORS 401.792 to 401.816 and ORS chapters 118, 314,
316, 317, 318, 320, 321 and 323; the elderly rental assistance program under ORS 310.630 to 310.706,
and local taxes administered by the Department of Revenue under ORS 305.620.

CONTRACTOR STATE OF OREGON

by and through its Agency

By By:

Title: Title:

Date: Date:




Emergency Contact Numbers

ORPIN Help Desk

Emergency #

503-378-4642

503-378-5858
503-378-5216

SPOTS Cards, Statewide Financial Management Systems

(SFMS)

Procurement Services Office

503-373-1044

503-378-4642

Manager

Manager

Manager

Debbie Dennis
Emergency:
Ginny Beckwith
Emergency:
Kelly Mix
Emergency:

Emergency:

DAS Chief Human Resource Office

Senior Human Resource Consultant

Susan Hoeye

Emergency:

Oregon Department of Forestry

503-378-3529
503-881-5618
503-378-4639
307-885-4225
503-378-2998
503-871-8616
503-399-5472

503-378-8301
503-779-4051

ODF Procurement, Risk and Property Director

Shannon Rand

Emergency:

ODF Procurement Specialist

Burke Mayer

Emergency:

503-945-7383
503-949-4518

503-945-7249
503-930-7749



Incident Command System (ICS) Review



“ Review Material

. incident Command System (ICS)

ICS was developed in the 1970s following a series of catastrophic fires in California's urban interface.
Property damage ran into the millions, and many people died or were injured. The personnel
assigned to determine the causes of these outcomes studied the case histories and discovered that
response problems could rarely be attributed to lack of resources or failure of tactics. Surprisingly,
studies found that response problems were far more likely to result from inadequate management
than from any other single reason.

The Incident Command System:

s |s a standardized manégement tool for meeting the demands of small or large emergency or
nonemergency situations.

= Represents "best practices" and has become the standard for emergency management across
the country.

= May be used for planned events, natural disasters, and acts of terrorism.
* Is'a key feature of the National Incident Management System (NIMS).

The ICS is a management system designed to enable effective and efficient domestic incident
management by integrating a combination of facilities, equipment, personnel, procedures, and
communications operating within a common organizational structure, designed to enable effective
and-efficient domestic incident management. - A basic premise of ICS is that it is widely applicable. it
is used to organize both near-termand long-term field-level operations for a broad spectrum of
emergencies, from small to complex incidents, both natural and manmade. ICS is used by all levels
of government—Federal, State, local, and tribal—as well as by many private-sector and
nongovernmental organizations. ICS is also applicable across disciplines. ' It is normally structured to
facilitate activities in five major functional areas: command, operations, planning, logistics, and
finance and administration.
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ICS Review Material

- Incident Complexity

“Incident complexity” is the combination of involved factors that affect the probability of control of an
incident. Many factors determine the complexity of an incident, including, but not limited to, area
involved, threat to life and property, political sensitivity, organizational complexity, jurisdictional
boundaries, values at risk, weather, strategy and tactics, and agency policy.

Incident complexity is considered when making incident management level, staffing, and safety
decisions.

Various analysis tools have been developed to assist consideration of important factors involved in
incident complexity. Listed below are the factors that may be considered in analyzing incident
complexity:

Impacts to life, property, and the economy

Community and responder safety

Potential hazardous materials

Weather and other environmental influences

Likelihood of cascading events

Potential crime scene (including terrorism)

Political sensitivity, external influences, and media relations
Area involved, jurisdictional boundaries

Availability of resources
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ICS

Review Material

ICS Review Materials: ICS History and Features

- ICS Features

The 14 essential ICS features are listed below:

Standardization:

Common Terminology: Using common terminology helps to define organizational
functions, incident facilities, resource descriptions, and position titles.

Command:

Establishment and Transfer of Command: The command function must be clearly
established from the beginning of an incident. When command is transferred, the process
must include a briefing that captures all essential information for continuing safe and
effective operations. . "

Chain of Command and Unity of Command: Chain of command refers to the orderly line
of authority within the ranks of the incident management organization. Unity of command
means that every individual has a designated supervisor to whom he or she reports at the
scene of the incident. These principles clarify reporting relationships and eliminate the
confusion caused by multipie, conflicting directives. Incident managers at all levels must be
able to control the actions of all personnel under their supervision.

Unified Command: In incidents involving multiple jurisdictions, a single jurisdiction with
multiagency involvement, or multiple jurisdictions with multiagency involvement, Unified
Command allows agenicies with different legal, geographic, and functional authorities and

_ responsibilities to work together effectively without affecting individual agency authority,

responsibility, or accountability.

Pianning/Organizational Structure:

Management by Objectives: Includes establishing overarching objectives; developing
strategies based on incident objectives; developing and issuing assignments, plans,
procedures, and protocols; establishing specific, measurable objectives for various incident
management functional activities and directing efforts to attain them, in support of defined
strategies; and documenting results to measure performance and facilitate corrective action.

Modular Organization: The Incident Command organizational structure develops in a
modular fashion that is based on the size and complexity of the incident, as well as the
specifics of the hazard environment created by the incident.

Incident Action Planning: Incident Action Plans (IAPs) provide a coherent means of
communicating the overall incident objectives in the context of both operational and support
activities. '

Manageable Span of Control: Span of control is key to effective and efficient incident
management. Within ICS, the span of control of any individual with incident management
supervisory responsibility should range from three to seven subordinates.
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ICS Review Material

ICS Review Materials: I1CS History_ and Features

- ICS Features (Continued)

Facilities and Resources:

Incident Locations and Facilities: Various types of operational support facilities are
established in the vicinity of an incident to accomplish a variety of purposes. Typical
designated facilities include Incident Command Posts, Bases, Camps, Staging Areas, Mass
Casualty Triage Areas, and others as required.

Comprehensive Resource Management: Maintaining an accurate and up-to-date picture
of resource utilization is a critical component of incident management. Resources are
defined as personnel, teams, equipment, supplies, and facilities available or potentially
available for assignment or allocation in support of incident management and emergency
response activities.

Communications/Information Management

Integrated Communications: Incident communications are facilitated through the
development and use of a common communications plan and interoperable communications
processes and architectures.

Information and Intelligence Management: The incident management organization must
establish a process for gathering, analyzing, sharing, and managmg incident-related
information and intelligence.

Professionalism:

Accountability: Effective accountability at all jurisdictional levels and within individual
functional areas during incident operations is essential. To that end, the following principles
must be adhered to:

= Check-In: All responders, regardless of agency affiliation, must report in to receive an
assignment in accordance with the procedures established by the Incident Commander.

» Incident Action Plan: Response operations must be directed and coordlnated as
outlined in the 1AP.

= Unity of Command: Each individual involved in incident operations wnll be assigned to
only one supervisor.

= Personal Responsibility: All responders are expected to use good judgment and be
accountable for their actions.

» Span of Control: Supervisors must be able to adequately supervise and control their
subordinates, as well as communicate with and manage all resources under their
supervision.

= Resource Tracking: Supervisors must record and report resource status changes as
they occur.

Dispatch/Deployment: Personnel and equipment should respond only when requested or

when dispatched by an appropriate authority.
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ICS Review Material

. Transfer of Command

The process of moving the responsibility for incident command from one Incident Commander to
another is called “transfer of command.” It should be recognized that transition of command on an
expanding incident is to be expected. It does not reflect on the competency of the current incident
Commander.

There are five important steps in effectively assuming command of an incident in progress.

Step 1: The incoming Incident Commander should, if at all possible, personally perform an
assessment of the incident situation with the existing Incident Commander.

Step 2: The incoming Incident Commander must be adequately briefed.

This briefing must be by the current Incident Commander, and take place face-to-face if possible.
The briefing must cover the following: "

Incident history (what has happened)
Priorities and objectives
Current plan

Resource assignments
Incident organization
Resources ordered/needed
Facilities established

Status of communications
Any constraints or limitations
Incident potenitial

Delegation of Authority

The ICS Form 201 is especially designed to assist in incident briefings. It should be used whenever
possible because it provides a written record of the incident as of the time prepared. The ICS Form
201 contains: . : .

incident objectives.

A place for a sketch map.
Summary of current actions.
Organizational framework.
Resources summary.

Step 3: After the incident briefing, the incoming Incident Commander should determine an
appropriate time for transfer of command.

Step 4: At the appropriate time, notice of a change in Eﬁcident command should be made to:

Agency headquarters (through dispatch).
General Staff members (if designated).
Command Staff members (if designated).
All incident personnel.

Step 5: The incoming Incident -Commander may give the previous Incident Commander another
assighment on the incident. There are several advantages of this:

The initial Incident Commander retains first-hand knowledge at the incident site.
= This strategy allows the initial Incident Commander to observe the progress of the incident and to
gain experience.

May 2008 . ) Incident Command System Training - ‘ ~ - Page5




ICS Review Material

- Modular Organization

Standardization of the ICS organizational chart and associated terms does not limit the flexibility of
the system. (See the chart on the next page.)

A key principle of ICS is its flexibility. The ICS organization may be expanded easily from a very
small size for routine operations to a larger organization capable of handling catastrophic events.

Flexibility does not mean that the ICS feature of common terminology is superseded. Note
that flexibility is allowed within the standard ICS organizational structure and position titles.

- Position Titles

At each level within the ICS organization, individuals with primary responsibility positions have distinct
titles. Titles provide a common standard for all users. For example, if one agency uses the title
Branch Chief, another Branch Manager, etc., this lack of consistency can cause confusion at the
incident.

The use of distinct titles for ICS positions allows for filling ICS positions with the most qualified
individuals rather than by seniority. Standardized position fitles are useful when requesting qualified
personnel. For example, in deploying personnel, it is important to know if the positions needed are
Unit Leaders, clerks, etc.

Listed below are the standard ICS titles:

Organizational Level Title Support Position
Incident Command Incident Commander Deputy

Command Staff Officer Assistant

General Staff (Section) Chief Deputy

Branch Director Deputy
Division/Group - | Supervisor N/A

Unit | Leader Manager

Strike Team/Task Force Leader Single Resource Boss
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ICS Review Material

. ICS Organization

incident Commander l

Public Information }; Liaison
Officer Officer

“Safety :l_
Officer §

| Finance/Admin. ﬂ

| Operations Section “ I Pianning Section l] Logistics Section U Section
I 4 = = -
| | Resources Demob. Service  { Support Time “ lc {
Air Ops Unit i Unit Branch Branch Unit Claims Unit
‘ Branches ‘ Branch J !
Situation Doe. Cost
Unit Unit Commun. Supply Unit Unit
——— (1 unit ] Unit
- - Medical Facilities ||
Unit Unit

smke Team

Ground
Food
Unit J BUPDOR:

Fi
Task Force Uit

Single Resource

= Command Staff: The Command Staff consists of the Public Information Officer, Safety Officer, and
Liaison Officer. They report directly to the Incident Commander.

= Section: The organization level having functional responsibility for primary segments of incident
management (Operations, Planning, Logistics, Finance/Administration). The Section level is
organizationally between Branch and Incident Commander.

» Branch: That organizational level having functional, geographical, or jurisdictional responsibility for
major parts of the incident operations. The Branch level is organizationally between Section and
Division/Group in the Operations Section, and between Section and Units in the Logistics Section.
Branches are identified by the use of Roman Numerals by function, or by jurisdictional name.

= Division: That organizational level having responsibility for operations within a defined geographlc
area. The Division level is organizationally between the Strike Team and the Brarich.

=  Group: Groups are established to divide the incident into functional areas of operation. Groups are
located between Branches (when activated) and Resources in the Operations Section.

= Unit: That organization element having functional responsibility for a specific incident planning,
logistics, or finance/administration activity,

= Task Force: A group of resources with common communications and a leader that may be pre-
established and sent to an incident, or formed at an incident.

= Strike Team: Specified combinations of the sarﬁe kind and type of resources, with common
communications and a leader.

» . .Single Resource: An individual piece of equipment and its personnel complement, or an established
crew or team of individuals with an identified work supervisor that can be used on an incident.
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- Overall Organizational Functions

ICS was designed by identifying the primary activities or functions necessary to effectively respond to
incidents. Analyses of incident reports and review of military organizations were all used in ICS
development. These analyses identified the primary needs of incidents.

As incidents became more complex, difficult, and expensive, the need for an organizational manager
became more evident. Thus in ICS, and especially in larger incidents, the Incident Commander
manages the organizationi and not the incident.

In addition to the Command function, other desired functions and activities were:

To delegate authority and to provide a separate organizational level within the ICS structure with
sole responsibility for the tactical direction and control of resources.

To provide logistical support to the incident organization.

To provide planning services for both current and future activities.

To provide cost assessment, time recording, and procurement control necessary to support the
incident and the managing of claims.

To promptly and effectively interact with the media, and provide informational services for the
incident, involved agencies, and the public. )

To provide a safe operating environment within all parts of the incident organization.

To ensure that assisting and cooperating agencies’ needs are met, and to see that they are used
in an effective manner.

i - Incident Commander

The Incident Commander is technically not a part of either the General or Command Staff. The
« Incident Commander is responsible for overall incident management, including:

Ensuring clear authority and Knowledge of agency policy.

Ensuring incident safety.

Establishing an Incident Command Post.

Obtaining a briefing from the prior Incident Commander and/or assessing the situation.
Establishing immediate priorities.

Determining incident objectives and strategy(ies) to be followed.

Establishing the level of organization needed, and continuously monitoring the operation and
effectiveness of that organization.

Managing planning meetings as required.

Approving and implementing the Incident Action Plan.

Coordinating the activities of the Command and General Staff.

Approving requests for additional resources or for the release of resources.

Approving the use of participants, volunteers, and auxiliary personnel.

Authorizing the release of information to the news media.

Ordering demobilization of the incident when appropriate.

Ensuring incident after-action reports are complete.

Authorizing information release to the media.
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- Command Staff

The Command Staff is assigned to carry out staff functions needed to support the Incident
Commander. These functions include interagency liaison, incident safety, and public information.

Command Staff positions are established to assign responsibility for key activities not specifically
identified in the General Staff functional elements. These positions may include the Public
Information Officer, Safety Officer, and Liaison Officer, in addition to various others, as required and
assigned by the Incident Commander.

The table on the following page summarizes the responsibilities of the Command Staff.

- General Staff

The General Staff represents and is responsible for the functional aspects of the incident command
structure. The General Staff typically consists of the Operations, Planning, Logistics, and
Finance/Administration Sections.

General guidelines related to General Staff positions include the following:

= Only one person will be designated to lead each General Staff position.

* General Staff positions may be filled by qualified persons from any agency or jurisdiction.

*  Members of the General Staff repott directly to the Incident Commander. If a General Staff
position is not activated, the Incident Commander will have responsibility for that functional
activity.

= Deputy positions may be established for each of the General Staff positions. Deputies are
individuals fully qualified to fill the primary position. Deputies can be designated from other
jurisdictions or agencies, as appropriate. This is a good way to 'bring about greater interagency

" coordination. }

»  Geperal Staff members may exchange information with any person within the organization.
Direction takes place through the chain of command. This is an important concept in ICS.

= General Staff positions should not be combined. For example, to establish a "Planning and
Logistics Section,” it is better to initially create the two separate functions, and if necessary for a
short time place one person in charge of both. That way, the transfer of responsibility can be
made easier.

The following table summarizes the responsibilities of the Command and General Staff.
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Command Staff ‘| Responsibilities
Public Information = Determine, according to direction from the IC, any limits on information
Officer release.
= Develop accurate, accessible, and timely information for use in press/media
briefings.

= Obtain IC’s approval of news releases.

= Conduct petiodic media briefings.

= Arrange for tours and other interviews or briefings that may be required.

= Monitor and forward media information that may be useful to incident
planning. ’

s Maintain current information, summaries, and/or displays on the incident.

= Make information about the incident available to incident personnel.

= Participate in the planning meeting.

Safety Officer = _|dentify and mitigate hazardous situations.

= Ensure safety messages and briefings are made.

= Exercise emergency authority to stop and prevent unsafe acts.

» Review the Incident Action Plan for safety implications.

= Assign assistants qualified to evaluate special hazards.

= |nitiate preliminary investigation of accidents within the incident area.

= Review and approve the Medical Plan.

= Participate in planning meetings.

Liaison Officer = Act as a point of contact for agency representatives.

= Maintain a list of assisting and cooperating agencies and agency
representatives. -

= Assist in setting up and coordinating interagency contacts.

= Monitor incident operations to identify current or potential interorganizational
problems. :

= Participate in planning meetings, providing current resource status, including
limitations and capabilities of agency resources.

= Provide agency-specific demobilization information and requirements.

Assistants In the context of large or complex incidents, Command Staff members may
need one or more assistants to help manage their workloads. Each Command
Staff member is responsible for organizing his or her assistants for maximum
efficiency.

Additional Command | Additional Command Staff positions may also be necessary depending on the
Staff nature and location(s) of the incident, and/or specific requirements established
by the Incident Commander. For example, a Legal Counsel may be assigned
directly to the Command Staff to advise the Incident Commander on legal
matters, such as emergency proclamations, legality of evacuation orders, and
legal rights and restrictions pertaining to media access. Similarly, a Medical
Advisor may be designated and assigned directly to the Command Staff to
provide advice and recommendations to the Incident Commander in the context
of incidents involving medical and mental health services, mass casualty, acute
care, vector control, epidemiology, and/or mass prophylaxis considerations,
particularly in the response to a bioterrorism event.

Source:: NIMS
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General Staff

Responsibilities

Operations Section
Chief

The Operations Section Chief is responsible for managing all tactical operations
at an incident. The Incident Action Plan (IAP) provides the necessary guidance.
The need to expand the Operations Section is generally dictated by the number
of tactical resources involved and is influenced by span of control
considerations.

Major responsibilities of the Operations Section Chief are to:

= Assure safety of tactical operations.

= Manage tactical operations.

= Develop the operations portion of the IAP.

*  Supervise execution of operations portions of the IAP.

= Request additional resources to support tactical operations.

= Approve release of resources from active operational assignments.

= Make or approve expedient changes to the |AP.

= Maintain close contact with IC, subordinate Operations personnel, and other
agencies involved in the incident.

Planning Section
Chief

The Planning Section Chief is responsible for providing planning services for the
incident. Under the direction of the Planning Section Chief, the Planning
Section collects situation and resources status information, evaluates it, and
processes the information for use in developing action plans. Dissemination of
information can be in the form of the IAP, in formal briefings, or through map
and status board displays.

Major responsibilities of the Planning Section Chief are to:

=  Collect and manage all incident-relevant operational data.

®  Supervise preparation of the 1AP:

= Provide input to the iC and Operations in preparing the IAP.

= . |ncorporate Traffic, Medical, and Communications Plans and other
supporting materials into the IAP.

= Conduct and facilitate planning meetings.
= Reassign personnel within the ICS organization.
= Compile and display incident status information.

= Establish information requirements and reporting schedules for units (e.g.,
Resources, Situation Units).

= Determine need for specialized resources.

= Assemble and disassemble Task Forces and Strike Teams not assigned to
Operations.

= Establish specialized data collection systems as necessary {e.g., weather).
= Assemble information on alternative strategies.

= Provide periodic predictions on incident potential.

= Report significant changes in incident status.

= Oversee preparation of the Demobilization Plan.

May 2008
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General Staff

Responsibilities

Logistics Section
Chief

The Logistics Section Chief provides all incident support needs with the
exception of logistics support to air operations. The Logistics Section is
responsible for providing: '
Facilities.

Transportation.

Communications.

Supplies.

Equipment maintenance and fueling.

Food services (for responders).

Medical services (for responders).

All off-incident resources.

Major responsibilities of the Logistics Section Chief are to:

Provide all facilities, transportation, communications, supplies, equipment
maintenance and fueling, food and medical services for incident personnel,
and all off-incident resources.

Manage all incident logistics.

Provide logistical input to the IAP.

Brief Logistics Staff as needed.

Identify anticipated and known incident service and support requirements.
Request additional resources as needed.

Ensure and oversee the development of the Communications, Medical, and
Traffic Plans as required.

= Qversee demobilization of the Logistics Section and associated resources.

Finance/
Administration
:Section Chief

The Finance/Administration Section Chief is responsible for managing all

financial aspects of an incident. Not all incidents will require a

Finance/Administration Section. Only when the involved agencies have a

specific need for finance services will the Section be activated.

Maijor responsibilities of the Finance/Administration Section Chief are to:

® Manage all financial aspects of an incident. '

= Provide financial and cost analysis information as requested.

= Ensure compensation and claims functions are being addressed relative to
the incident.

»  Gather pertinent information from briefings with responsible agencies,

Develop an operating plan for the Finance/Administration Section and fill

Section supply and support needs.

Determine the need to set up and operate an incident commissary.

Meet with assisting and cooperating agency representatives as needed.

Maintain daily contact with agency(s) headquarters on finance matters.

Ensure that personnel time records are completed accurately and

transmitted to home agencies. -

= Ensure that all obligation documents initiated at the incident are properly
prepared and completed.

= Brief agency administrative-personnel on all incident-retated financial issues
needing attention or followup.

= Provide input to the IAP.

May 2008
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- Agency Representatives

An Agency Representative is an individual assigned to an incident from an assisting or cooperating
agency. The Agency Representative must be given authority to make decisions on matters affecting
that agency's participation at the incident.

Agency Representatives report to the Liaison Officer or to the Incident Commander in the absence of
a Liaison Officer.

Major responsibilities of the Agency Representative are to:

= Ensure that all of their agency resources have completed check-in at the incident.

= Obtain briefing from the Liaison Officer or Incident Commander.

= Inform their agency personnel on the incident that the Agency Representative position has been
filled. :

= Attend planning meetings as required.

= Provide input to the planning process on the use of agency resources unless resource ‘technical
specialists are assigned from the agency. ’

= Cooperate fully with the Incident Commander and the Command and General Staff on the

agency's involvement at the incident.

Oversee the well-being and safety of agency personnel assigned to the incident.

Advise the Liaison Officer of any special agency needs, requirements, or agency restrictions.

Report to agency dispatch or headquarters on a prearranged schedule.

Ensure that all agency personnel and equipment are properly accounted for and released prior to

departure.

= Ensure that all required agency forms, reports, and documents are complete prior to departure.

= Have a debriefing session with the Liaison Officer or Incident Commander prior to departure.

- Technical Specialists

Certain incidents or events may require the use of Technical Specialists who have specialized
knowledge and expertise.  Technical Specialists may function within the Planning Section, or be
assigned wherever their services are required.

While each incident dictates the need for Technical Specialists, some examples of the more
commonly used specialists are: ’

Meteorologists.

Environmental Impact Specialists.
Flood Control Specialists.

Water Use Specialists.

Fuels and Flammable Specialists.
Hazardous Substance Specialists.
Fire Behavior Specialists.
Structural Engineers.

Training Specialists.

(Continued on next page.)
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Additional advisory positions may also be necessary depending on the nature and location(s) of the
incident, and/or specific requirements established by the Incident Commander. For example, a Legal
Counsel may be assigned directly to the Command Staff to advise the Incident Commander on legal
matters, such as emergency proclamations, legality of evacuation orders, and legal rights and
restrictions pertaining to media access. Similarly, a Medical Advisor may be designated and
assigned directly to the Command Staff to provide advice and recommendations to the Incident
Commander in the context of incidents involving medical and mental health services, mass casualty,
acute care, vector control, epidemiology, and/or mass prophylaxis considerations, particularly in the
response to a bioterrorism event. These positions may also be considered Technical Specialists.

- Intelligence/investigations Function

= The collection, analysis, and sharing of incident-related intelligence are important
elements of ICS.

= Typically, operational information and situational intelligence are management functions
located in the Planning Section, with a focus on three incident intelligence areas:
situation status, resource status, and anticipated incident status or escalation {(e.g.,
weather forecasts, location of supplies, etc.).

= This information and intelligence is utilized for incident management decisionmaking. In
addition, Technical Specialists may be utilized in the Planning Section to provide specific
information that may support tactical decisions on an incident.

* Incident management organizations must also establish a system for the collection,
analysis, and sharing, as possible, of information developed during
intelligence/investigations efforts.

= Some incidents require the utilization of intelligence and investigative information to
support the process. Intelligence and investigative information is defined as information
that either leads to the detection, prevention, apprehension, and prosecution of criminal
activities (or the individuals(s) involved), including terrorist incidents, or information that
leads to determination of the cause of a given incident (regardless of the source) such
as public health events or fires with unknown origins.
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Organizational Structure

ICS allows for organizational flexibility, so the Intelligence/lnvestigations Function
can be embedded in several different places within the organizational structure:

= Within the Planning Section. This is the traditional placement for this function and is
appropriate for incidents with little or no investigative information requirements, nor a
significant amount of specialized information.

= As a Separate General Staff Section. This option may be appropriate when there is an
intelligence/investigative component to the incident or when multiple investigative
agencies are part of the investigative process and/or there is a need for classified
intelligence.

= Within the Operations Section. This option may be appropriate for incidents that
require a high degree of linkage and coordination between the investigative information
and the operational tactics that are being employed.

=  Within the Command Staff. This option may be appropnate for incidents with little
need for tactical information or classified intelligence and where supporting Agency
Representatives are providing the real-time information to the Command Element.

The mission of the Intelligence/Investigations Function is to ensure that all

. investigative and intelligence operations, functions, and activities within the incident

response are properly managed, coordinated, and directed in order to:

Prevent/deter additional activity, incidents, and/or attacks.

Collect, process, analyze, and appropriately disseminate intelligence information.
Conduct a thorough and comprehensive investigation.

Identify, process, collect, create a chain of custody for, safeguard, examine/analyze, and
store all situational intelligence and/or probative evidence.

The Intelligence/Investigations Function has responsibilities that cross all
departments’ interests involved during an incident, but there are functions that
remain specific to law enforcement response and/or mission areas. Two examples of
these are expeditious identification and apprehension of all perpetrators, and successful
prosecution of all defendants.

Regardless of how the Intelligence/Investigations Function is organized, a close liaison will
be maintained and information will be transmitted to Command, Operations, and Planning.
However, classified information requiring a security clearance, sensitive information, or
specific investigative tactics that would compromise the investigation will be shared only with
those who have the appropriate security clearance and need to know.
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- Unified Command

The Unified Command organization consists of the Incident Commanders from the various
jurisdictions or agencies operating together to form a single command structure.

Overview

Unified Command is an important element in multijurisdictional or multiagency domestic incident
management. it provides guidelines to enable agencies with different legal, geographic, and
functional responsibilities to coordinate, plan, and interact effectively.

As a team effort, Unified Command overcomes much of the inefficiency and duplication of effort that
can occur when agencies from different functional and geographic jurisdictions, or agencies at
different levels of government, operate without a common system or organizational framework.

All agencies with jurisdictional authority or functional responsibility for any or all aspects of an incident
participate in the Unified Command structure and contribute to the following process and
responsibilities:

= Determining overall incident strategies.

»  Selecting objectives.

= Ensuring that joint planning for tactical activities is accomplished in accordance with approved
incident objectives.

= - Ensuring the integration of tactical operations.

»  Approving, committing, and making optimal use of all assigned resources.

The exact composition of the Unified Command structure will depend on the location(s) of the incident
(i.e., which geographical administrative jurisdictions are involved) and the type of incident (i.e., which
functional agencies of the involved jurisdiction(s) are required). In the case of some multijurisdictional
incidents, the designation of a single Incident Commander may be considered to promote greater
unity of effort and efficiency.

Source: NIMS
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- Unified Command

Authority

Authority and responsibility for an Incident Commander to manage an incident or event comes in the
form of a delegation of authority from the agency executive or administrator of the jurisdiction of
occurrence or inherent in existing agency policies and procedures. When an incident/event spans
multiple jurisdictions this responsibility belongs to the various jurisdictional and agency executives or
administrators who set policy and are accountable to their jurisdictions or agencies. They must
appropriately delegate to the Unified Commanders the authority to manage the incident. Given this
authority, the Unified Commanders will then collectively develop one comprehensive set of incident
objectives, and use them to develop strategies.

Advantages of Using Unified Command
The advantages of using Unified Command include:

= A single set of objectives is developed for the entire incident.

» A collective approach is used to develop strategies to achieve incident objectives.

= Information flow and coordination is improved between all jurisdictions and agencies involved in
the incident.

= All agencies with responsibility for the incident have an understanding of joint priorities and
restrictions.

= No agency’s legal authorities will be compromised or neglected.

= The combined efforts of all agencies are optimized as they perform their respective assignments
under a single Incident Action Plan.
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- Planning Process

It was recognized early in the development of the ICS that the critical factor of adequate planning for
incident operations was often overlooked or not given enough emphasis. This resulted in poor use of
resources, inappropriate strategies and tactics, safety problems, higher incident costs, and lower
effectiveness. )

Those involved in the original ICS development felt that there was a need to develop a simple but
thorough process for planning that could be utilized for both smaller, short-term incidents and events,
and for longer, more complex incident planning. The planning process may begin with the scheduling
of a planned event, the identification of a credible threat, or the initial response to an actual or
impending event. The process continues with the implementation of the formalized steps and staffing
required to develop a written Incident Action Plan (1AP).

The primary phases of the planning process are essentially the same for the Incident Commander
who develops the initial plan, for the Incident Commander and Operations Section Chief revising the
initial plan for extended operations, and for the incident management team developing a formal IAP,
each following a similar process. During the initial stages of incident management, planners must
develop a simple plan that can be communicated through concise verbal briefings. Frequently, this
plan must be developed very quickly and with incomplete situation information. As the incident
management effort evolves over time, additional lead time, staff, information systems, and
teéchnologies enable more detailed planning and cataloging of events and “lessons learned.”

Planning involves:

Evaluating the situation.

Developing incident objectives.

Selecting a strategy.

Deciding which resources should be used to achieve the objectives in the safest, most efficient
and cost-effective manner.
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and strategy, approves
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Operations: Assists
with developing strategy,
and identifies, assigns,
and supervises the
resources needed to
accomplish the incident
objectives.

J |
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Planning: Provides
status reports, manages
the planning process,
and produces the IAP.

) |
K

Logqistics: Orders
resources and develops
the Transportation,
Communications, and
Medical Plans.

Caption: Organizational chart showing that Command develops the overall incident objectives and

strategy, approves resource orders and demobilization, and approves the IAP by signature.

Operations assists with developing strategy, and identifies, assigns, and supervises the resources
needed to accomplish the incident objectives. Planning provides status reports, manages the
planning process, and produces the IAP. Logistics orders resources and develops the
Transportation, Communications, and Medical Plans. Finance/Administration develops cost
analyses, ensures that the IAP is within the financial limits established by the Incident Commander,
develops contracts, and pays for the resources.
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- Planning Process (Continued)

The Planning “P”
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» The Planning “P” is a guide to the process and steps involved in planning for an incident.
The leg of the “P” describes the initial response period: Once the incident/event begins, the
steps are Notifications, Initial Response & Assessment, Incident Briefing Using ICS 201, and

Initial Incident Command (IC)/Unified Command (UC) Meeting.

= At the top of the leg of the “P” is the beginning of the first operational planning period cycle.
In this circular sequence, the steps are IC/UC Develop/Update Objectives Meeting,
Command and General Staff Meeting, Preparing for the Tactics Meeting, Tactics Meeting,
Preparing for the Planning Meeting, Planning Meeting, IAP Prep & Approval, and Operations
Briefing.

» At this point a new operational period begins. The next step is Execute Plan & Assess
Progress, after which the cycle begins again.

Source: draft NIMS document
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. Planning Process (Continued)

Initial Response

Planning begins with a thorough size-up that provides
information needed to make initial management
decisions.

Fraparing for
the Pianning
Mesting
The ICS Form 201 provides Command Staff with
information about the incident situation and the resources
allocated to the incident. This form serves as a
permanent record of the initial response to the incident
and can be used for transfer of command.

Preparing
forthe
Tactics
Mesting

AP Prep &
‘Approvel

Command &
Gengral Staff
Mesting

Obcréﬂ ons
Brisfing

& AssEssment::

Notifications  :

- -

Initial Response

IncldentiEvent |

The Start of Each Planning Cycle

Preparing for

= [C/UC Objectives Meeting: The Incident b
Command/Unified Command establish incident
objectives that cover the entire course of the incident.
For complex incidents, it may take more than one el 1AP Prep &
operational period to accomplish the incident objectives. Jact;cs Approval

esfing
The cyclical planning process is designed to take the Command & <
. overall incident objectives and break them down into e Brisfing
tactical assignments for each operational period. Itis
important that this initial overall approach to establishing e - oo
incident objectives establish the course of the incident, :
rather than having incident objectives only address a -
single operational period.
Inltial iC/UC A

* Command and General Staff Meeting: The Incident ey l o
Command/Unified Command may meet with the Incident Brief I g
Command and General Staff to gather input or to provide Sainglusa0) §.
immediate direction that cannot wait until the planning 'fg‘}'\ﬂ:;::gﬁf;\? 1 2
process is completed. This meeting occurs as needed I3
and should be as brief as possible. Notfcandny i | =

incident/Event l -
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- Planning Process (Continued)

Preparing for and Conducting the Tactics Meeting

The purpose of the Tactics Meeting is to review the tactics

developed by the Operations Section Chief. This includes the

following:

»  Determine how the selected strategy will be
accomplished in order to achieve the incident objectives.

= Assign resources to implement the tactics.

= |dentify methods for monitoring tactics and resources to
determine if adjustments are required (e.g., different
tactics, different resources, or new strategy).

The Operations Section Chief, Safety Officer, Logistics
Section Chief, and Resources Unit Leader attend the Tactics
Meeting. The Operations Section Chief leads the Tactics
Meeting.

The ICS Forms 215, Operational Planning Worksheet, and
215A, Incident Safety Analysis, are used to document the
Tactics Meeting.

Resource assignments will be made for each of the specific
work tasks. Resource assignments will consist of the kind,
type, and numbers of resources available and needed to
achieve the tactical operations desired for the operational
period. If the required tactical resources will not be available,
then an adjustment should be made to the tactical
assignments being planned for the Operational Period. Itis
very important that tactical resource availability and other
needed support be determined prior to spending a great deal
of time working on strategies and tactical operations that
realistically cannot be achieved.

: Preparing for

% the Planning
Meeting

initial ICIUC
Meeting

tncident Brief
Using 1C8-201

inltial Response
& Assessment

Notifications

incident/Event

e wvwn wvn o b o P
Initial Response
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Briefing

New Ops
Pariod Bagin:
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. Planning Process (Continued)

Preparing for the Planning Meeting

Following the Tactics Meeting, preparations are made for the
Planning Meeting, to include the following actions coordinated
by the Planning Section:

= Review the ICS Form 215 developed in the Tactics
Meeting. :

= Review the ICS Form 215A, Incident Safety Analysis
{prepared by the Safety Officer), based on the
information in the ICS Form 215.

= Assess current operations effectiveness and resource
efficiency.

v Gather information to support incident management
decisions.

Preparing
for the AP Prep 8

Tactics Approval
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Command &

General Staff Operations
Meating Brlsfing

tnifial iC/UC
Meeting

incident Brief
Using iC3-201

initial Response
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P e —
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Planning Meeting

The Planning Meeting provides the opportunity for the
Command and General Staff to review and validate the
operational plan as proposed by the Operations Section
Chief. Attendance is required for all Command and General
Staff. Additional incident personnel may attend at the request
of the Planning Section Chief or the incident Commander.
The Planning Section Chief conducts the Planning Meeting
following a fixed agenda.

The Operations Section Chief delineates the amount and type
of resources he or she will need to accomplish the plan. The
Planning Section’s “Resources Unit” will have to work with the
Logistics Section to accommodate.

At the conclusion of the meeting, the Planning Section Staff
will indicate when all elements of the plan and support
documents are required to be submitted so the plan can be
collated, duplicated, and made ready for the Operational
Period Briefing.
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ICS Review Material

. Planning Process (Continued)

IAP Preparation and Approval

The next step in the Incident Action Planning Process is plan
preparation and approval. The written plan is comprised of a
series of standard forms and supporting documents that

convey the Incident Commander’s intent and the Operations
Section direction for the accomplishment of the plan for that Prepartng

Operational Period. for the
Tactica

Mesting

i} Preparing for -
:} the Planning
Meefing

1APPren &
4 Approval &

For simple incidents of short duration, the Incident Action e
Plan (IAP) will be developed by the Incident Commander and General Staff
communicated to subordinates in a verbal briefing. The Heeling
planning associated with this level of complexity does not
demand the formal planning meeting process as highlighted
above.

Operations
Briefing

Certain conditions result in the need for the Incident Inltiat ICIUC A
Commander to engage a more formal process. A written IAP Meeting o
should be considered whenever: Incident Brief 2
& Using 1C8-201 I g'
»  Two or more jurisdictions are involved in the response. inital Response | | é
»  The incident continues into the next Operational Period. Thmcmmenid log
» A number of ICS organizational elements are activated Notifioaions ¢ | &
(typically when General Staff Sections are staffed). IncidentiEvent | -

= |tis required by agency policy.
* A Hazmat incident is involved (required).

Operations Period Briefiﬁg

Preparing for
the Planning
Meeting -

The Operations Period Briefing may be referred to as the
Operational Briefing or the Shift Briefing. This briefing is
conducted at the beginning of each Operational Pericd and
presents the Incident Action Plan to supervisors of tactical Preparing
resources. forthe

Tactica
Maeeting

1AP Prap &
Approval

Following the Operations Period Briefing supervisors will
meet with their assigned resources for a detailed briefing on ]
their respective assignments. Meefing

Command & gl
General Staff SOperations.
oBrefing

Initial ICIUC
Mesting

: Incldent Brief
Using ICS-201

Initial Response
& Assessment

Noftifications

Initial Response

] ] o

Inciden¥Event
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ICS Review Material

- Planning Process (Continued)

Execute Plan and Assess Progress

The Operations Section directs the implementation of the
plan. The supervisory personnel within the Operations
Section are responsible for implementation of the plan for the
specific Operational Period.

The plan is evaluated at various stages in its development
and implementation. The Operations Section Chief may
make the appropriate adjustments during the Operational
Period to ensure that the objectives are met and
effectiveness is assured.

Preparing
forthe
Tactics

Meeting

Coramand &
General Staff

initfal IC/UC
Meating

Incident Srief
Using iCS-201

tnitial Response
& Assessmant

Notificatlons

incident/Event

— . wee .

Preparing for
the Planning
Meeting

S Execute Plan
B Assess
Progress

Initial Response

AP Frep &
Approval

Operations
Briefing

New Ops =
Period Beglns
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ICS Review Material
. ICS Forms

The ICS uses a series of standard forms and supporting documents that convey directions for
the accomplishment of the objectives and distributing information. Listed below are the
standard ICS form titles and descriptions of each form:

Standard Form
Title

Description

Incident Action
Plan Cover Page
ICS 200

Indicates the incident name, plan operational period, date prepared,
approvals, and attachments (resources, organization, Communications
Plan, Medical Plan, and other appropriate information).

Incident Briefing Provides the Incident Command/Unified Command and General Staffs

ICS 201 ) with basic information regarding the incident situation and the
resources allocated to the incident. This form also serves as a
permanent record of the initial response to the incident.

Incident Objectives | Describes the basic strategy. and objectives for use during each

ICS 202 operational period.

Organization Provides information on the response organization and personnel

Assignment List staffing.

ICS 203

Field Assignment Used to inform personnel of assignments. After Incident

ICS 204 Command/Unified Command approve the objectives, staff members
receive the assignment information contained in this form.

Incident Provides, in one location, information on the assignments for all

Communications
Plan

communications equipment for each operational period. The planis a
summary of information. Information from the Incident

ICS 205 Communications Plan on frequency assignments can be placed on the
appropriate Assignment form (ICS Form 204).

Medical Plan Provides information on incident medical aid stations, transportation

ICS 206 services, hospitals, and medical emergency procedures.

Incident Status Summarizes incident information for staff members and external

Summary parties, and provides information to the Public Information Officer for

ICS 209 preparation of media releases.

Check-In/Out List
ICS 211

Used to check in personnel and equipment arriving at or departing
from the incident. Check-in/out consists of reporting specific
information that is recorded on the form.

General Message
ICS 213

Used by: ) ‘

= Incident dispatchers to record incoming messages that cannot be
orally transmitted to the intended recipients.

= EOC and other incident personnel to transmit messages via radio
or telephone to the addressee.

= Incident personnel to send any message or notification that
requires hard-copy delivery to other incident personnel.
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Review Material

- ICS Forms (Continued)

Standard Form
Title

Description

ICS 226

Unit Log Provides a record of unit activities. Unit Logs can provide a basic
ICS 214 reference from which to extract information for inclusion in any after-
action report.
Operational Documents decisions made concerning resource needs for the next
Planning operational period. The Planning Section uses this Worksheet to
Worksheet complete Assignment Lists, and the Logistics Section uses it for
ICS 215 ordering resources for the incident. This form may be used as a
source document for updating resource information on other ICS forms
such as the ICS 209.
Incident Action Communicates to the Operations and Planning Section Chiefs safety
Plan Safety and health issues identified by the Safety Officer.
Analysis
ICS 215A
Air Operations Provides information on air operations including the number, type,
Summary location, and specific assignments of helicopters and fixed-wing
1CS 220 aircraft.
General Plan Addresses long-term objectives approved by Incident Command/
Unified Command. These objectives are often expressed as

milestones (i.e., timeframes for the completion of all and/or portions of
incident response operations). A General Plan should identify the
major tasks to be carried out through to the end of emergency
response operations, the duration of the tasks, and the major
equipment and personnel resources needed to accomplish the tasks
within the specified duration.
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Ics Review Material

. Demobilization

Demobilization planning helps to:

= Fliminate waste in resources.
= Eliminate potential fiscal and legal impacts.
= Ensure a controlied, safe, efficient, and cost-effective release process.

Demobilization policies and procedures depend on size of incident and may involve:

Fiscalllegal policies and procedures.
Work rules.

Special license requirements.

Other requirements.
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Disaster Walkthrough Scripts
When a disaster strikes this state, it is important for Oregonians to pull together and assist those in
need. Disasters can take many forms whether they are earthquakes, tsunamis, fires, pandemics,
tornados, floods, or acts of terrorism. While some disasters are more common (forest fires, pandemics,
floods) than others (terrorism, tsunamis), it is important to be prepared. As a procurement official, you
can play a part in mitigating and recovering from a disaster.

What follows is a walkthrough and script of what happens when a disaster strikes.

Emergency Declaration

The whole process starts when the Governor declares a disaster and notifies the Department of Forestry
Agency Operation Center (AOC), the Public Health Agency Operation Center (AOC), or the Oregon
Emergency Management Emergency Coordination Center (ECC). This will depend on the type of disaster
that occurs (Department of Forestry — forest fires, Public Health Agency — pandemics, Oregon
Emergency Management — all other disasters).

Designation of Responsibilities

The above centers receive calls and requests for resources from local disaster command centers.
Depending on the nature of the disaster and the type of emergency support needed, the request will go
to the agency designated with the primary responsibility for that particular emergency support function
(ESF). In filling each request for resources, the agency with primary responsibility may request help
from an agency with support or adjunct responsibility in this functional area. The Office of Emergency
Management provides the State of Oregon Emergency Support Functions and Agency Assignments list
biannually in their Emergency Operation Plan. This list details which agencies have primary, secondary
or adjunct emergency support responsibilities. See Appendix A for a copy of the list or use this link:

http://www.oregon.gov/OMD/OEM/plans train/docs/eop/esf 0.pdf

Procurement Support
Procurement plays an extensive support role in providing nearly every resource needed in a disaster.
Surges of requests from many agencies are a likely result of any emergency declaration.

In order to handle the surge of requests, agency procurement specialists have developed a
corresponding plan to ensure emergency resource needs are met in an efficient and timely manner.
ODF, DHS, and DAS-PS will designate a Coordinating Supervisor to activate this procurement plan and
they will determine if they have a staff available to perform the required procurements.

Ordering Procurement Staff
If staffing is not available, the Agency management will contact Department of Administrative Services —
Enterprise Human Resource Services (DAS-EHRS):

Hello, this is (requesting manager’s name) from the (requesting Agency). We are conducting
procurements for the disaster in (location of the event). | will need additional staff to assist.

I am in need of (quantity of staff) for (duration required). Experience in procurement is
preferred, but not necessary. They will be working from their own locations and the
expenditures they make will be paid by their Agency. They will receive instructions via e-mail and
fax.


http://www.oregon.gov/OMD/OEM/plans_train/docs/eop/esf_0.pdf

They will need to start (starting date).

Receiving Requests

Once the Buyers have been identified, they will start receiving purchase requests from either the AOC or
ECC that will include an OEM number. This number is required for tracking purposes and is to be
entered on the Event Log.

Buyers need to ensure they have a clear understanding of what resource is required. Be sure to ask
guestions such as:

The function of the resource

Quantity (If more than one, should they all be the same?)
Size Capacity

Transportation, Delivery, Operational, Storage Needs

Identify Suppliers
The Buyer will search for the supplies using ORPIN, GSA, Google, phone book, or other sources. State
surplus has already been contacted by this point, so there is no need to contact them.

Procuring the Resource
Once the supplier has been identified, the Buyer can contact the Supplier:

Hello, my name is (name of Buyer). | am (from or representing) the Oregon Procurement
Services Office. The Governor has declared a disaster in (location of event).

I am looking for (item required and the quantity needed). Would you be able to supply that?
If yes, then you will need to ask the following questions:

What is the cost?

Will you deliver? What is the delivery charge? How soon can you deliver?
If this is a will call, when will it be ready for pick up? At what address?
How would you like payment (direct bill, purchase order, credit card)?

Bill Us: The invoice can be emailed to (Buyer’s email address) or faxed to (Buyer’s fax number).
Your reference number is (OEM Incident Number).

Purchase Order: Please use PO number (PO number generated by Buyer) and email invoice to
(Buyer’s email address) or fax to (Buyer’s fax number). Your reference number is (OEM Incident
Number).

SPOTS Card: You will be contacted within the next hour by a SPOTS card holder who will give
you the credit card information. The reference is (OEM Incident Number). Please email invoice
to (Buyer’s email address) or fax to (Buyer’s fax number).

Thank you for your assistance with these supplies.

If no, ask them if they know of other options to meet the same need or any other supplies in the area
that may be able to assist, then move on to the next supplier.



If the payment is to be done with a SPOTS card, the Finance Coordinator will need to be contacted to
locate a SPOTS card holder with the approved single transaction limits as well as an account balance that
can handle the transaction:

Hello, this is (Buyer’s name). | need a SPOTS card payment in the amount of (dollar amount of
purchase). Who can | contact?

The Finance Coordinator will provide the contact information for the appropriate person to the Buyer.
The Buyer will contact the SPOTS card holder for payment:

Hello, my name is (Buyer’s name). | am purchasing supplies for the disaster in (location of
event). | was given your name by (Finance Coordinator) as a SPOTS card holder that can assist a
purchase. | need a payment for supplies.

You will need to call (contact name of supplier) of (business name) at (phone number of
supplier). They are expecting credit card payment in the amount of (dollar amount) for
(supplies being purchased). The reference number is (OEM Incident Number).

Please confirm payment to me at (Buyer’s phone number or email address).
Thank you.
The Buyer will notify the Coordinating Supervisor of the order status:

This is (Buyer’s name) of (assisting Agency). The supplies requested under OEM Action Number
(OEM action number) and incident number (incident number) have been ordered and will be
delivered on (delivery date).

OR

This is (Buyer’s name) of (assisting Agency). The supplies requested under OEM Action Number
(OEM action number) and incident number (incident number) have been ordered and can be
picked up on (delivery date) from (supplier name and location).

The Buyer will also need to update the Finance Coordinator of the status of the orders placed with a
SPOTS card as soon as it has been completed. This is to ensure that cards do not get maxed out:

Hello, this is (Buyer’s name). | have an update on a purchase. It is OEM action number (OEM
action number) and incident number (incident number). The (supplies ordered) were purchased
from (supplier business name) and delivered to (name of the person or location receiving the
supplies). The cost of the order was (cost). It was charged to a SPOTS card holder (card holder
name).

After the purchase is completed, the Buyer is to confirm receipt of the supplies:

Hello, my name is (Buyer’s name). | am calling to confirm the delivery of (supplies ordered).
Can you give me a date and time of delivery?

Thank you.
OR



Hello, this is (Buyer’s name) (from or representing) the Oregon Procurement Services Office. |
am calling to confirm the pick-up of the supplies | ordered earlier. Do you have the date and
time they were picked up?

Thank you.
The Buyer will in turn notify the Coordinating Supervisor of the order status:

This is (Buyer’s name) of (assisting Agency). The supplies requested under OEM Action Number
(OEM action number) and incident number (incident number) have been ordered and was
delivered on (delivery date).

OR

This is (Buyer’s name) of (assisting Agency). The supplies requested under OEM Action Number
(OEM action number) and incident number (incident number) have been ordered and were
picked up on (delivery date) from (supplier name and location).

Finalizing the Order
The Coordinating Supervisor will relay this information to the ECC or OAC to close out the purchase.

The Buyer will forward all of the procurement files for each purchase on to the Coordinating Supervisor.
They will work with the Financial Coordinator on any and all possible FEMA reimbursements.

Once the Governor declares the disaster is over, the Buyer is released back to their normal duties.

This process will be a great step in mitigating further damages during a disaster as well as getting a head
start in the recovery process.



Individual Scripts

Coordinating Supervisor Scripts
To EHRS (request staffing):

Hello, this is (requesting manager’s name) from the (requesting Agency). We are conducting
procurements for the disaster in (location of the event). | will need additional staff to assist.

I am in need of (quantity of staff) for (duration required). Experience in procurement is
preferred, but not necessary. They will be working from their own locations and the
expenditures they make will be paid by their Agency. They will receive instructions via e-mail and
fax.

They will need to start (starting date).

To EHRS or OAC (report order status):

This is (Coordinating Supervisor’s name) of (Agency). The supplies requested under OEM Action
Number (OEM action number) and incident number (incident number) have been ordered and
will be delivered on (delivery date).

OR

This is (Coordinating Supervisor’s name) of (Agency). The supplies requested under OEM Action
Number (OEM action number) and incident number (incident number) have been ordered and
can be picked up on (delivery date) from (supplier name and location).

To ECC or OAC (report delivery):

This is (Coordinating Supervisor’s name) of (Agency). The supplies requested under OEM Action
Number (OEM action number) and incident number (incident number) was delivered on
(delivery date).

OR

This is (Coordinating Supervisor’s name) of (Agency). The supplies requested under OEM Action
Number (OEM action number) and incident number (incident number) have been picked up on
(delivery date) from (supplier name and location).

Buyer Scripts
To supplier:

Hello, my name is (name of Buyer). | am (from or representing) the Oregon Procurement
Services Office. The Governor has declared a disaster in (location of event).

I am looking for (item required and the quantity needed). Would you be able to supply that?
If yes, then you will need to ask the following questions:

What is the cost?

Will you deliver? What is the delivery charge? How soon can you deliver?
If this is a will call, when will it be ready for pick up? At what address?
How would you like payment (direct bill, purchase order, credit card)?



Bill Us: The invoice can be emailed to (Buyer’s email address) or faxed to (Buyer’s fax number).
Your reference number is (OEM Incident Number).

Purchase Order: Please use PO number (PO number generated by Buyer) and email invoice to
(Buyer’s email address) or fax to (Buyer’s fax number). Your reference number is (OEM Incident
Number).

SPOTS Card: You will be contacted within the next hour by a SPOTS card holder who will give
you the credit card information. The reference is (OEM Incident Number). Please email invoice
to (Buyer’s email address) or fax to (Buyer’s fax number).

Thank you for your assistance with these supplies.

If no, ask them if they know of other options to meet the same need or any other supplies in the area
that may be able to assist, then move on to the next supplier.

To Finance Coordinator for SPOTS card holder information:

Hello, this is (Buyer’s name). | need a SPOTS card payment in the amount of (dollar amount of
purchase). Who can | contact?

To SPOTS card holder for SPOTS card information:

Hello, my name is (Buyer’s name). | am purchasing supplies for the disaster in (location of
event). | was given your name by (Finance Coordinator) as a SPOTS card holder that can assist a
purchase. | need a payment for supplies.

You will need to call (contact name of supplier) of (business name) at (phone number of
supplier). They are expecting credit card payment in the amount of (dollar amount) for
(supplies being purchased). The reference number is (OEM Incident Number).

Please confirm payment to me at (Buyer’s phone number or email address).
Thank you.
To Finance Coordinator to update SPOTS card purchases:

Hello, this is (Buyer’s name). | have an update on a purchase. It is OEM action number (OEM
action number) and incident number (incident number). The (supplies ordered) were purchased
from (supplier business name) and delivered to (name of the person or location receiving the
supplies). The cost of the order was (cost). It was charged to a SPOTS card holder (card holder
name).

To Receiver to confirm delivery:

Hello, my name is (Buyer’s name). | am calling to confirm the delivery of (supplies ordered).
Can you give me a date and time of delivery?

Thank you.

OR



Hello, this is (Buyer’s name) (from or representing) the Oregon Procurement Services Office. |
am calling to confirm the pick-up of the supplies | ordered earlier. Do you have the date and
time they were picked up?

Thank you.
To Coordinating Supervisor of the order status:

This is (Buyer’s name) of (assisting Agency). The supplies requested under OEM Action Number
(OEM action number) and incident number (incident number) have been ordered and was
delivered on (delivery date).

OR

This is (Buyer’s name) of (assisting Agency). The supplies requested under OEM Action Number
(OEM action number) and incident number (incident number) have been ordered and were
picked up on (delivery date) from (supplier name and location).



Emergency Support Function Annexes

Appendix A
State of Oregon EOP Emergency Support Function Annexes
ESF Overview
STATE OF OREGON EMERGENCY SUPPORT FUNCTIONS AND AGENCY
ASSIGNMENTS
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State of Oregon EOP Emergency Support Function Annexes
ESF Overview

STATE OF OREGON EMERGENCY SUPPORT FUNCTIONS AND AGENCY
ASSIGNMENTS

mergency Support Function

P = Primary Agency:

Responsible for Management of the ESF; devise,
coordinate and implement disaster recovery plans for
the ESF.

§ = Supporting Agency:

Responsible to provide expertise, experience and
assets to the ESF as needed or requested by the
Primary agency

A =Adjunct Agency:

Organizations not part of State Government but with
direct interest in effective disaster recovery

Mass Care, Emergency Assistance,

Housing & Human Services
Logistics Management &

Resource Support
Public Health & Medical Services

Oil & Hazardous Materials
Agriculture & Natural Resources
Long-Term Community Recovery

Emergency Management
Public Safety & Security

Transportation
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