APPENDIX F 
TEMPORARY HOUSING/CPF 
STANDARD OPERATING PROCEDURES
CHECKLISTS

· Mission Execution Checklist

· Site Assessment Process Steps 

· Design Utility Checklist

· Area, Resident and Field Office Set Up Considerations Checklist

· Construction Documentation Checklist

· Real Estate Checklist (Demolition of Private Structure)
· Ready for Occupancy Checklist

TEMPORARY HOUSING/CPF
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PLANNING & RESPONSE TEAM (PRT)
Mission Execution Checklist


The Temporary Housing/CPF Execution Checklist is a tool intended to identify the key data and decision points required to execute an assigned mission effectively.  The list is not meant to be an exhaustive compilation of every step in the process, but rather a checklist of often overlooked items which may lead to schedule delays.  Consideration of these items is critical to executing an assigned housing mission most expediently.


PRT Team

· Ensure creature comforts of PRT team members are taken care of and assign someone to ensuring the same for incoming team new members during the mission.

· RSOI  process completed (human resource, safety, local data, and media briefings) 
· Establish PRT work area and ensure that all team members have acceptable work space, necessary tools and access to computers.

· Identify full housing mission team and preliminary phased deployment plan:

· Housing PRT Team Members

· Host District Support Team

· EM Staff

· Contracting Specialist(s)

· NEPA Specialist(s)

· Local Sewer, Water and Utility Officials

· Other Agency Contacts

· Gather, tabulate and provide key communications information to all temporary housing mission staff, including names, positions, locations, home and duty phone or cell phone:

· Home and Local EOC contacts

· All PRT Staff , Local District support staff

· Other Agency and Local contacts
Mission Planning

· Identify and set up standard reporting formats for mission execution with the DB Manager or Mission Specialist. Establish mission tracking Database.

· Identify potential housing response types (THU’s, individual placements, community site, etc.) under consideration.

· Obtain from FEMA/locals a list of potential sites for temporary housing.

· Try to get an advance word on mission needs assessment for planning purposes.  Obtain from FEMA an estimate of the projected number of sites to be developed.

· Confirm standard lot size information with FEMA.

· Complete procurement plan for construction and A/E services, and initiate contracting process.  Identify and engage Contracting Officer who will execute mission contracting.

· Develop and execute Real Estate rights-of-entry for site investigations and access for assessments.

· Obtain location maps, utility locations, site plans, and other available data for each potential site.

· Develop a graphical time line for best case mission execution, if mission started now, identifying long lead items.  For use in FEMA briefings.

· Complete site assessment of proposed housing sites.

· Complete EA for Potential Community/ CPF sites and staging areas.

· Define scope of EA effort necessary with FEMA/State

· Field survey ALL potential sites

· Complete Draft EA/Publish

· Advertise and execute prescribed public comment period

· Execute Tribal consultation period (if necessary)

· Develop Comment responses and FONSI

· Obtain sign-off on FONSI

· Identify responsible agencies for all utility connections, permits, reviews and inspections.  Identify the POC for all necessary activities, confirm timelines, and obtain waivers if available.

· Identify with local governments any other required permits, zoning restrictions, etc. which may impact the housing design and placement.

· Identify with local engineering departments any design criteria or standards necessary to be considered in the design.

THU Supply
· Define procurement method and establish specific responsibility for delivery system.  

· THU purchase contract

· Haul to staging location

· Receipt/acceptance plan for units

· Initial delivery inspection and manage staging area

· Deliver to placement site and install THU’s
· Final inspection and ready for occupancy certification

· Review and concur with THU purchase specification.

· Obtain standard THU size, spec, and footprint (including utility connections).  

· Identify staging area(s).  Establish plan for space leasing as necessary.
· Establish best scenario for THU procurement and delivery schedule with FEMA/GSA once mission assignment is given.

· Establish staging management plan.

· Identify/deploy materiel control (LM) personnel.

· Confirm potential haul route acceptability, clearances, load limits, etc. – obtain necessary haul permits.

Community Site Design

· Develop and execute Real Estate lease agreements for selected sites.

· Identify CADD production methods and test capability to produce acceptable documents. 

· Define method for document reproduction, and establish contract or delivery order (if necessary).

· Scope and procure A/E Services (if selected design production method).

· Assign all tasks and define product development responsibilities.

· Define design and intermediate review schedule for development of contract documents through contract award. 

· Establish Production / Solicitation / Award schedule.

· Develop POC mailing list for review copies – confirm accelerated schedule with all parties and emphasize imperative for quick turnaround.

· Review and confirm all design requirements and responsibilities with FEMA/locals by completing the “Housing Requirements Planning Checklist”.

· Final lot size

· Design details

· Required Utilities/Hook-ups

· Special Amenities

· Identify final signatories on key contract documents and communicate proposed schedule well in advance of required sign-off.  Provide advance (review) copies of contract documents.

· BCOE Certification

· Office of Counsel for contract review for legal sufficiency

· Final sign-off on contract drawings and documents for solicitation.

Site Construction

· Deploy Resident Engineer.  Task with document review and establishment of Resident Office.

· Identify location for Resident Office, lease space as necessary, and establish presence on-site.

· Evaluate and communicate staffing needs for QA team leaders and inspectors.

· Schedule and Execute pre-construction meeting.

·  Establish site specific safety program.

Temporary Housing/CPF PRT

Site Assessment Process Steps

Note:  A typical site assessment plan formulation may not follow these steps in exact order.   There is no one size fits all.    In order to keep the process moving and in order to be proactive steps are sometimes performed out of order.   Flexibility while not overstepping legal boundaries is required.

1.  Do we have a FEMA Action Request form signed by a FEMA official?     This form is required in order for the Corps to obligate federal dollars to the request.   In general, some initial assessment work can be done (contact the owner, visit the site, do NEPA etc) before receiving the form…but no construction work can be done.

2.  Contact the owner/POC for the property.  Set up an appointment to visit the site.

3.  Meet at the site, discuss the customer’s needs.   Confirm that those needs generally match the FEMA request.  Provide the customer a Right of Entry (ROE) form to be filled out on-site or provided later.  Consult the site check list (separate document) to be sure all the bases are covered.


a.  What permits are required?   Electrical? Water? Sewer? Tie-Down? 

4.  Notify the Corps NEPA team member that the site is ready to be reviewed for NEPA compliance.   If it is a Category Exclusion (Cat X) you can move forward (no wetlands, not in a floodplain, no endangered species etc.).  The site will likely require an Environmental Assessment (EA). 

5.  Notify either FEMA or the Corps GIS/Hydraulics team member that the site is ready to be reviewed for floodplain compliance.

a. If in a Zone A flood plain consult with FEMA. 

6.  Notify the Corps Cost Estimating and Design/Layout team member that the site is ready to be designed and laid out for the number of units requested.

7.  The contracting, cost and design PRT members should coordinate with the contractor to  prepare the site, move in the units, hook them up and tie down if required by local codes or manufacturer specifications. 

. 

8.  The PRT may be responsible for the site coordination issues until the customer has moved in and has accepted the facility.

Design Utility Checklist 
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	Utility Co. 
	Company/POC Name 
	Phone Number 
	Fax 
	E-Mail/Remarks 

	Water 
	
	
	
	

	Wastewater 
	
	
	
	

	Electrical 
	
	
	
	

	Telephone 
	
	
	
	

	Cable TV 
	
	
	
	

	Gas Co. 
	
	
	
	

	Gas Installer 
	
	
	
	Licensed in State 

	City Engineer 
	
	
	
	

	County Inspector 
	
	
	
	

	Surveyor 
	
	
	
	


	9 
	Item 
	Responsibility 

	
	
	COE/ Contractor 
	City 
	Utility Company 

	
	WATER 
	
	
	

	
	Plumbing Code Requirements Identified 
	
	
	

	
	Waivers  Required  Obtained 
	
	
	

	
	Existing Water Lines Located 
	
	
	

	
	Available Main(s)  Size 
	
	
	

	
	Material 
	
	
	

	
	Pressure 
	
	
	

	
	Flow 
	
	
	

	
	Water Storage Necessary?  Yes  No 
	
	
	

	
	Type of Metering 
	
	
	

	
	 None  Master for Site  Individual Unit 
	
	
	

	
	
	
	
	

	
	Meters Purchased From: 
	
	
	

	
	 Water Authority  Supplier 
	
	
	

	
	Water Main Tap In Connection Responsibility: 
	
	
	

	
	Tap in Fee?  Yes  No 
	
	
	


	9 
	Item 
	Responsibility 

	
	
	COE/ Contractor 
	City 
	Utility Company 

	
	
	
	
	

	
	Local Health Authority Approval?  Yes  No 
	
	
	

	
	POC: Phone: 
	
	
	

	
	
	
	
	

	
	Fire Protection Considerations 
	
	
	

	
	Fire Protection Needs Coordinated?  Yes  No 
	
	
	

	
	POC: Phone: 
	
	
	

	
	
	
	
	

	
	Fire Protection Standard Used:   NFPA #501A  Local 
	
	
	

	
	Other Fire Protections Requirements Identified? 
	
	
	

	
	
	
	
	

	
	 Hydrant Requirements 
	
	
	

	
	______Maximum Distance Between Hydrants 
	
	
	

	
	 ______Connection Sizes 
	
	
	

	
	 ______Thread Size 
	
	
	

	
	
	
	
	

	
	Available Pressure and Volume Adequate to meet Fire Needs? 
	
	
	

	
	 Yes  No 
	
	
	

	
	
	
	
	

	
	WASTEWATER 
	
	
	

	
	Plumbing Code Requirements Identified? 
	
	
	

	
	Waivers  Required  Obtained 
	
	
	

	
	
	
	
	

	
	Existing Sewer Lines Located 
	
	
	

	
	 Available Collector(s) Size 
	
	
	

	
	Material 
	
	
	

	
	Capacity 
	
	
	

	
	
	
	
	

	
	Lift Station(s) Necessary?  Yes  No 
	
	
	

	
	
	
	
	

	
	Holding Tank Necessary  Yes  No 
	
	
	

	
	
	
	
	

	
	On-site Treatment Necessary?  Yes  No 
	
	
	

	
	Approving Authorities: 
	
	
	

	
	Agency: POC: 
	
	
	

	
	Phone: 
	
	
	

	
	Approval Secured in Writing?  Yes  No 
	
	
	

	
	
	
	
	

	
	Other Permits Required for Treatment Facility (define): 
	
	
	

	
	
	
	
	

	
	Physical Sewer Tap-In Responsibility: 
	
	
	

	
	Tap in Fee?  Yes  No 
	
	
	

	
	
	
	
	

	
	Local Health Authority Approval?  Yes  No 
	
	
	

	
	POC: Phone: 
	
	
	


	9 
	Item 
	Responsibility 

	
	
	COE/ Contract or 
	City 
	Utility Company 

	
	ELECTRICAL 
	
	
	

	
	Applicable Electrical Code Identified 
	
	
	

	
	Code  National  Local 
	
	
	

	
	
	
	
	

	
	Certified Electrical Inspections Required?  Yes  No 
	
	
	

	
	
	
	
	

	
	Type of Electrical Service  Overhead  Underground 
	
	
	

	
	
	
	
	

	
	Service for Package Sewer Plant Required?  Yes  No 
	
	
	

	
	Service for Lift Station Required?  Yes  No 
	
	
	

	
	Available:  Single-Phase  Three-Phase 
	
	
	

	
	
	
	
	

	
	Local Electrical to Provide Electrical Design for Corps Site Plan. 
	
	
	

	
	 Primary Line Locations 
	
	
	

	
	 Secondary Service Locations 
	
	
	

	
	 Transformer Locations 
	
	
	

	
	 Street Light Locations 
	
	
	

	
	
	
	
	

	
	Street Lighting Unit Selected 
	
	
	

	
	Individual Site Meter Posts 
	
	
	

	
	Coordination of Electrical with Utility Excavator 
	
	
	

	
	
	
	
	

	
	TELEPHONE 
	
	
	

	
	Type of Telephone Service  Overhead  Underground 
	
	
	

	
	Telephone Line Placement Coordinated with Power Company 
	
	
	

	
	
	
	
	

	
	CABLE TV 
	
	
	

	
	Cable TV Distribution to be Provided?  Yes  No 
	
	
	

	
	The local cable TV company should be advised on the need for coordination of cable installations when the utility trench is open. 
	
	
	

	
	
	
	
	

	
	GAS 
	
	
	

	
	Gas Service Required for Site?  Yes  No 
	
	
	

	
	Type of Service:  Natural Gas  Bottled LP 
	
	
	

	
	
	
	
	

	
	Existing Gas Mains Located 
	
	
	

	
	Available Main(s)  Size 
	
	
	

	
	Material 
	
	
	

	
	
	
	
	

	
	Gas Meter Specifications Identified?  Yes  No 
	
	
	

	
	
	
	
	

	
	Gas Line Tap In Connection Responsibility: 
	
	
	

	
	 Local Gas Co  Corps Contractor 
	
	
	

	
	Tap in Fee?  Yes  No 
	
	
	

	
	Local LP Supplier(s) Identified and Contacted 
	
	
	


	9 
	Item 
	Responsibility 

	
	
	COE/ Contractor 
	City 
	Utility Company 

	
	SOLID WASTE 
	
	
	

	
	Type of Collection to be Provided for CPF
	
	
	

	
	 None 
	
	
	

	
	 Centrally Located Dumpsters 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Pad Requirements for Central Dumpster Sites 
	
	
	

	
	Number of Separate Dumpster Sites 
	
	
	

	
	 Graveled Pad  
	
	
	

	
	 Asphalt Pad 
	
	
	

	
	 Concrete Pad 
	
	
	

	
	 Fenced Enclosure Required. Type: 
	
	
	

	
	
	
	
	

	
	Temporary Onsite Storage Required?  Yes  No 
	
	
	

	
	
	
	
	


AREA, RESIDENT, AND FIELD OFFICE

SET UP CONSIDERATIONS CHECKLIST
1.
Prepare an annotate sets of plans and specs for the official contract files.

2.
Set up Data sheets with current contract information to include:

a.
Contract No.

b.
Contract Description

c.
Contract Name

d.
Award Date

e.
Contract Duration

f.
Contract Completion Date

3.
Set up Contract Files

4.
Set up Modification Status Report

5.
Set up computers, printers and Internet access for each Area, Resident and Field Office cameras available for field members
6.  Cell Phones and for each team member.

7.  Identify health issues or disabilities of team members

8.  Assign QA representatives to contracts

9.  Obtain estimating Manuals (Means etc.)

10.  Obtain list of state and local contacts

a. Water

b.  Sewer

c.  City/County Engineer

d.  Electric Company

e.  Phone Company

f.  Cable TV Company

g.  Trailer set up requirements(State/Local)

h.  Post Office

i.  Environmental Requirements(County/Local)

j.  Electrical Inspector

11.  Safety Briefing shall be held for all incoming staff

12.  Prepare QA Plan for awarded contracts

13.  Office Supplies & Forms

14.  Desks, chairs, and tables for each office

15.  Prepare Sample Pre-construction Conference documents

16.  Obtain Maps of the Area

17.  Insect Repellent

18.  Rubber boots

19.  First Aid Kits

20.  Bulletin Boards for project trailers/field offices

21.  Establish POC with Contracting

22.  Letters of appointment as ACO

23.  Letters of appointment as COR

24.  Letter for Area/Resident Engineer as Delivery Officer on IDIQ Contracts

25.  Letter for SF44 authority

26.  Extra hard hats for visitors

27.  Briefing Board for each office

28.  Easels for briefing

29.  Briefing package/Fact Books for visitors

30.  Measurement tapes

31.  Flash Lights

32.  Cameras

33.  Step Ladder

TEMPORARY HOUSING

PLANNING & RESPONSE TEAM (PRT)
Construction Documentation Checklist


The Temporary Housing Construction Documentation Checklist identifies key data elements and execution items that are necessary to execute a contract for construction of a housing group site.  The Contracting Officer, Specialist, and Resident Engineer should pay particular attention to whether these items have been addressed during the advertisement and award of the project.  


	
	
	YES
	
	NO

	1.  Work Order  _____  Issued
	
	
	
	

	Right of Entry Received
	
	
	
	

	Safety and QC Plan on file and approved
	
	
	
	

	Insurance Certificate on file
	
	
	
	

	Payment/Performance Bonds on file and Approved

by OC
	
	
	
	

	PR&C Approved
	
	
	
	

	OC approval of  Work Order
	
	
	
	

	IGE/PNM on file
	
	
	
	

	NTP given
	
	
	
	


Pending Items:   __________________________________________________________


________________________________________________________________________

Comments:   _____________________________________________________________

________________________________________________________________________

Contract Specialist:   _________________________________________  Date:

Contracting Officer:  _________________________________________ Date:

REAL ESTATE CHECKLIST
Demolition of Private Structure

.
Be in possession of a letter from the City/County setting forth the nature of ownership/interest in “public” buildings to support their authority for demolition. 

.
Have a copy of any/all ordinances which authorize the City/County to condemn “private” structures. 

.
Have a copy of the resolution(s) by local government with appropriate authority required to support adoption/enactment of ordinances of other local laws required to condemn, demolish and remove public buildings. 

.
Resolution that work requested of the US Government is eligible and agrees to: 

Provide without cost to the US Government all lands, easements, and Rights-of-Way necessary for the accomplishment of the approved work; and to hold and save the US Government free from damages due to the requested work, and shall indemnify the Federal Government against any claims arising from such work. 

.
Identify a designated/authorized representative to provide the US Government with necessary Rights-of-Way. 

.
Execute right-of-entry and hold harmless agreements that have been signed by the owner or renter with all appropriate parties. 

.
Have list showing clear and complete description of structures designated for demolition.  This list should include identification of related structures, trees shrubs, fences, and other items to remain.  Provide a “written” notice to the property owner(s) of proposed demolition, and the scope of the demolition. 

TEMPORARY HOUSING

PLANNING & RESPONSE TEAM (PRT)
 ‘Ready for Occupancy’ Checklist


The Ready for Occupancy Checklist is intended to provide a check-off list of items necessary to make the installed THU “Occupant Ready” after it has been installed on the intended site. This list should be reviewed with the THU supplier against their packaging procedures for shipping, to assure that unpacking and set-up procedures are included in this checklist.


A.  Assemble Accessories and Arrange for use:  Estimate 2 hour for this group by 2 man crew.

· Arrange all furniture for occupancy.

· Clean and mount storm window panels (in season only).

· Install drawers.

· Remove window clips, travel blocking and protective taping.

· Hang fire extinguisher (report low charged to inspector).

·  Mount exterior light fixtures, install bulbs.

·  Install interior light globes and covers.

·  Install lamp shade, set up lamp and plug in.

·  Mount screens (do not remove exterior screen clips).

·  Re-install any fallen curtains.

·  Install cosmetic cabinet door panel.

·  Install commode tank lids.

·  Repair, if necessary, cabinet/door/drawer/hardware.

B.  Activate utility Systems and Make Minor Repairs:  Estimate 2 hour for this group by 2 man crew.  (All parts changed must be of same quality)

· Test water system and make minor repairs (i.e., tighten, adjust or replace fitting, flare nuts, faucet washer, ball cocks, shower diverters, faucet sets, etc.)

· Verify hot/cold water lines, reverse if required.

· Tighten or replace loose drain line connections (traps, strainer assemblies, etc.)

· Replace commode wax ring and tank gaskets, as needed.

· Tighten loose connections in electrical system.

· Test electrical circuits and replace bulbs, breakers, switches or receptacles, as needed. 

C.  Test Appliances and Appurtenances:  Estimate 1/2 hour for this group by 2 man crew.

· Activate, test and make any necessary minor repairs to the refrigerator, range, furnace and water heater for proper operation: adjust pilots and burners, change orifices, water heater elements, etc. as needed.

· Test smoke detectors and report if faulty.

· Test exhaust fans for proper operation, repair as needed.

D.  Final Clean-Up and Readiness:  Estimate 2 hour for this group by 2 man crew.

· Clean floors, counters, kitchen equipment, bath fixtures and windows, as needed. 

· Perform other minor work required to prepare the unit for occupancy (i.e., door adjustments, re-fasten molding and panels, etc.).

· Remove unit packing debris and excess set-up material from premises.

	Name:
	Contractor:

	Site Address:
	Inspector:

	City/State:
	Date Completed:

	1.   Run water in kitchen sink
	

	2.   Run water in bathroom sink
	

	3.   Flush toilet
	

	4.   Run water in bathtub
	

	5.   All furniture present?
	

	6.   All cabinet doors present?  Do they operate freely?
	

	7.   Check range and vent hood operation
	

	8.   Check water heater operation
	

	9.   Are there two keys per door?
	

	10. Did the contractor level the THU?
	

	11. Do all the lights work?
	

	12. Is the THU clean?
	

	13. Any damage to interior walls?
	

	14. Any damage to exterior panels/walls?
	

	15. Check electrical receptacles
	

	16. If no water service, is the water heater breaker turned off?
	

	17. Number / location of tie downs
	

	18. Is there a sewage clean-out?
	


Additional Ready for Occupancy Checklist
