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Recovery Field Office

Standard Operating Procedure

Section 1: Introduction

1-1. Purpose.  This SOP is designed to provide a reference for the procedures used for the establishment, operations, and de-establishment of a U.S. Army Corps of Engineers (USACE) Recovery Field Office (RFO).  Although the details of locating, staffing, and operating an RFO must be tailored to each unique situation, the general procedures outlined in this SOP are applicable to all functions.  This SOP can also be used for establishing an Emergency Operations Center or other field activity during disaster response and recovery operations.  
1-2. Background.  The Department of Defense (DOD)/U.S. Army Corps of Engineers (USACE) is the primary agency for providing ESF #3 technical assistance, engineering, and construction management resources and support during response activities.  DHS/FEMA is the primary agency for providing ESF #3 recovery resources and support, to include assistance under the DHS/FEMA Stafford Act Public Assistance Program. The USACE may be tasked to recovery operations support to DHS/FEMA for long term recovery missions such as temporary roofing or debris removal. The USACE Recovery Field Office (RFO) is a temporary USACE office normally set up in the vicinity or near of the impacted disaster area.  The RFO is primarily designed to provide facilities for management, mission and administrative personnel responsible for directing the execution of missions assigned by FEMA.  
1-3. Mission.  The RFO is a FEMA Funded Mission Assignment and cannot be activated without this authority.  Facilities established for the sole purpose of conducting PL 84-99 flood response operations or Post-Flood Response operations will be funded by FCCE Code 210 authorities.  An RFO may be required for the execution of longer-term recovery missions (debris, housing, and roofing).  The RFO is the U.S. Army Corps of Engineers (USACE) tactical level command and control organization for disaster recovery operations.  The RFO synchronizes missions across its assigned area of responsibility and allocates or redistributes resources to ensure successful mission execution.  The ESF #3 Team Leader or Assistant will serve as the USACE representative in the negotiation, coordination, and acceptance of FEMA missions.  The Supported Regional Command (lead Division for the event) will perform operational mission analysis/damage assessments, develop execution, support, and command and control requirements, as well as designate a Division Forward Commander (DFC). The DFC provides immediate on-site coordination for mission execution and may serve as the RFO Commander.   
1-4. Scope and Applicability
The RFO SOP covers the activities required to provide field-level coordination for the full range of complex and constantly changing requirements in anticipation of or in response FEMA Mission Assignments.  The scope of this SOP addresses the administrative and overarching logistics and management structures to ensure efficient and effective establishment and operation of the RFO when required.  This SOP addresses the roles and responsibilities, concept of operations, and incident actions required for the RFO Coordination Group, Coordination Staff, Sections, and some relevant branches.  It addresses those processes that apply to the broadest range of Missions.
The modular nature of the National Incident Management System (NIMS) allows for the partial activation of its components; hence, the scope and scale of RFO activation will be dependent on the situation.  There are several avenues for assisting FEMA in determining the need for RFO activation – for example, from coordination between ESF-3 Team Leaders, District Commanders, and Division Commanders.  The RFO SOP is applicable to all USACE activities and elements that have primary responsibility for or participate in operations requiring a coordinated response.  

1-5 Authorities.  Various Federal statutory authorities and policies provide the basis for Federal actions and activities in the context of domestic incident management.  The National Response Framework (NRF) uses the foundation established by the Homeland Security Act, HSPD-5, and The Robert T. Stafford Disaster Relief and Emergency Assistance Act, 42 U.S.C. 5121-5206, as amended to provide a comprehensive, all-hazards approach to domestic incident management.  Additionally this SOP may be used to establish a Recovery Field Office to conduct PL-84-99 Support requirements.
Section 2:
Planning Assumptions and Considerations
2.1
The RFO SOP is based on the same basic planning assumptions as the NRF and supporting FEMA and USACE Guidance.  
Section 3:
Roles and Responsibilities

3.1
General.  This section discusses the roles and responsibilities of team members and positions involved in RFO operations. To understand these varying roles, the RFO must be understood as a modular, scalable facility and staff supporting the RFO Commander. 
3.2
Scalability.  The RFO uses the scalable, modular organizational structure of the NIMS in the context of both pre-incident and post-incident management activities.  The RFO Organization adapts to both the magnitude and complexity of the situation at hand and incorporates NIMS principles regarding span of control and organizational structure.  In the event of a notice incident such as a hurricane or developing flood situation, the RFO may begin as a small advance party staff supporting the impacted District and has the capability to expand or move as required to accommodate additional missions.  In the event of a no-notice incident such as an earthquake or terrorist attack, the Emergency Support Function #3 (ESF#3) Support Team (ESF#3 ST) may be activated and deployed to serve as a command and control structure for potential “Victim Districts”. The ESF#3/ST is designed to provide the local commander with augmentation of leadership and technical staff.  The ESF#3/ST will also provide assistance with additional trained and experienced personnel as required to “jump-start” the response efforts. In the event of a no-notice incident the ESF#3/STAdvance Party will fold into the RFO main body and provide augmentation if necessary.  For details on the ESF# ST refer to the ESF#3 ST SOP. The use of an Advance Party is specific to a notice incident such as a Hurricane or flood event.  In a no-notice event such as an earthquake or terrorist attack, the RFO may activate and deploy the Main Body initially.  Most RFOs will generally consist of a RFO Command Staff, and RFO Sections (RFO Operations, RFO Planning, RFO Logistics, and an RFO Finance/Administration), the size and number of units/branches and Emergency Field Offices (EFO) in each section will vary according to the nature of the situation.  The RFO structure should be seen as a scalable “menu” from which applicable component elements can be added as the incident requires.  

3.3
Organizational Composition and Roles (Sample).  The RFO will contain the following components as a minimum (see figure 1).  These positions will typically be filled by the impacted district to establish command and control, but can also be provided by the ESF#3 Support Team.  The minimum positions that should deploy as part of the Advance Party are described below
[image: image3.png]US Army Corps
of Engineers.




Figure 1

3.3.1
Command Staff (Advance Party Commander).  The RFO Chief of Staff is the Advance Party Commander.  Coordinates recovery efforts with state and local officials, directs recovery personnel in emergency recovery operations. Other staff support positions may be established as necessary such as Public Affairs Officer, Safety Officer, or Security Officer.  This position can be filled by an experienced Emergency Manager or other senior staff principle familiar with USACE business processes and statutory authorities as well as Stafford Act missions and constraints or a designated Division Forward Commander (DFC).


3.3.1.1 – CECI/ACE-IT. Under the Information Management/Information Technology (IM/IT) enterprise model, Corps of Engineers Corporate Information (CECI) and Army Corps of Engineers-Information Technology (ACE-IT) are full partners.  CECI is responsible for strategic/command and control activities, while ACE-IT is responsible for tactical/operational activities.  




3.3.1.1.1  ACE-IT Enterprise Emergency Response Team (EERT).  Under the new organization there is no longer a Corporate Information Manager (CIM), under the new organization the Districts have a Regional Information Officer (RIO) and regions have Senior Regional Information Officer (SRIO) that will continue to support Recovery Field Office operations.   CECI is Responsible for the Planning & Implementation of the Enterprise Emergency Response Team (EERT). The EERT will support all missions for emergency operations; teams will be deployed as dictated by the size and number of missions in which support is required. Request for support will be communicated to the Senior Regional Information Officer (SRIO) and the Customer Service Representative (CRM). The RIO or CRM will ensure the proper funding is requested and available before submitting requests to the EERT through the Enterprise Services Desktop (ESD) 


3.3.2
Operations Section.  Responsible for the management and execution of all recovery missions.  Oversees recovery operations at the site and maintains personnel accountability of assigned mission support personnel. The Operations Section Chief is responsible for mission execution; coordination with the ESF #3 TL and Assistants, LGLs, Mission Managers, and RSOI staff (regarding future personnel requirements, administrative, and technical requirements).  Additional responsibilities include security, safety and occupational health compliance, and other issues as required by the missions.  

3.3.3
Planning Section. The Planning Section is responsible for the collection, evaluation, and dissemination of all incident related information. This includes preparation of situation reports, Situation Displays and updates, Briefing materials and charts, status of resources, and documentation required for the development of the Incident Action Plan (IAP) or other strategic and operational plans.  Support for the Planning Section typically comes from Emergency Operations, EOC Administrative support, ACE-IT support.  The ENGLink Strike Team members, if requested will also be part of the Planning Section.  


3.3.3.1 – e-GIS Team.  Enterprise GIS (e-GIS) capabilities in the US Army Corps of Engineers continue to be leveraged to provide a much greater GIS capability to support the Emergency Management (EM) and Recovery Operations Missions.  This capability is available as part of the Advanced party under pre-declaration conditions using PL 84-99 Code 210, or as part of a GIS Mission Assignment for Post-declaration deployments and support.  This function can be performed virtually by the e-GIS Team. See Annex I for more details.

3.3.4
Logistics Section. Request for support for the Logistics Section for specific Logistics capabilities should be directed to the USACE Logistics Activity (ULA) through the UOC.  The Regional Logistics Liaison (RLL) is available to assist in developing these requirements and submitting the request for support.  

 Coordinates with RE for staging and operations areas; prepares for the receipt, storage and/or deployment of equipment and supplies, and making transportation and lodging plans.  Provides coordination with the Department of Transportation (DOT) and the Movement Coordination Center (MCC) at the JFO.  
Supports RSOI in receipt of incoming RFO team members, to include support for location transportation, lodging support, property accountability, equipment issue and turn-in and other facility support as required. The RSOI Section should be established as early as possible and may include an ENGLink Strike Team Member to support Deployment and tasker management.  See Annex A for details on RSOI Operations.

In coordination with the CECI-IM/IT team establishes and maintains communication links (satellite, AM radio, electronic mail, etc.) between field personnel and the impacted District EOC.  


3.3.4.1 - Real Estate (RE).  Coordinates with local and Federal officials; assists local entities in drafting emergency resolutions; determines real estate and personnel; identifies preliminary facility, staging and operations requirements and locations; determines the local entities’ ability to provide and/or acquire real estate interests; and makes recommendations to the advance team commander.


3.3.5
Finance/Administration Section. The Finance/Administration Section is responsible for  the financial management, monitoring, and tracking of all costs relating to the operation of the RFO and assigned FEMA Missions.  Also includes contracting,  human resources, and other administrative support functions.
Section 4 - Concept of Operations 
4.1
General.  In keeping with the intent of the 2008 National Planning Guidance the RFO Operations will be divided into 3 operational phases: within the phases, the ESF#3 Support Team SOP as well as OPORD 2008-05, All Hazards OPORD, defines 6 Operational Phases as well. Certain tasks within these phases do not apply to no-notice events and will be accelerated and assumed in those cases.
· Phase 1 – Pre-incident
· Phase 2 – Incident Response
· Phase 3 – Incident Recovery and Mitigation
Sample correlation of Operational Phases:

	USACE Operational Phase
	FEMA Operational Phase

	Phase I - Activation
	Phase 1b  - Elevated Threat

	Phase II - Deployment
	Phase 1c - Credible Threat

	Phase III - Execution
	Phase 2 - Incident Response

	Phase IV - Recovery
	Phase 3 - Post-Incident 

	Phase V - Closeout
	Phase 3 - Post-Incident


4.2
Phase 1 –   Pre-Incident.  
4.2.1  Phase 1a (Normal Operations) This phase involves collecting, analyzing, and disseminating intelligence, information, and knowledge to allow levels of the USACE and individual team members to anticipate requirements and to react effectively.  


4.2.2  Phase 1b (Elevated Threat) During notice events such as Hurricanes or Flooding events, key decisions and activities may start as soon as 7 days prior to the incident (for Hurricanes that would Landfall). Examples of the Key decisions would be identification of RFO and/or JFO locations or Pre-Staging areas and Mobilizations areas. 

4.2.3  Phase 1c (Credible Threat)  Activities of Phase 1b will continue by all elements.  The USACE Deployment Phase (Phase II) normally begins when FEMA issues National and Regional Activation Mission Assignments and other pre-scripted response missions assignments such as National Water, National Ice, Combined Commodities and, Emergency Power.  Additional personnel and materiel may be placed in an alert status.
Phase 1c  and Phase II (USACE) (Preparedness) is critical to the ultimate success of any RFO operation.  This phase is also continuous.  The list of personnel selected to staff the Advance Party and the RFO must be checked and updated on a regular basis to account for transfers, retirements, etc.

The following actions are completed during Phase 1c:
· Select and train RFO Advance Party personnel.  See Figure 1.
· Select and train RFO personnel.  See Figure 2 for Organization Chart for the typical RFO.
· Procure and stockpile a minimum inventory of required supplies and equipment to sustain initial RFO operations.  See Annex B for List of RFO Supplies and Equipment.

· Apply lessons learned from previous operations to update resource requirements.

Team Member Readiness.  Individuals selected to serve on either the Advance Party or RFO Staff should be trained, credentialed and experienced leaders and individuals who have the authority and ability to assess rapidly changing conditions and make decisions based on the information available.  These individuals should maintain a high degree of personal readiness such that they can deploy on short notice.  For example, selected personnel should insure that all required immunizations are up to date and have their personal affairs in order.  
4.3
Phase 2 – Incident Response.  This phase commences with a hurricane landfall as defined above or with the occurrence of other types of disasters such as flooding, earthquakes or terrorist attacks. With the exception of resource intense responses, the Regional Commander will likely appoint the impacted or lead District Commander as the Division Forward Commander (DFC).  District Commanders will execute response missions through organizing, staffing and training the  deployable Recovery Field Office (RFO).  Upon the passage of the storm, the DFC will undertake reconnaissance and make recommendations to the Regional Commander on the scope and extent to commit USACE resources.  Equally important the DFC will assist ESF #3 personnel in the JFO in the communication of mission assignment needs with DHS-FEMA.  The DFC can make use of ESF #3, PRT experts and subject matter experts (SMEs) to assist in this assessment.  As soon as possible, the DFC will initiate flood fighting (if required) under the provisions of PL 84-99, as appropriate, and, in coordination with DHS-FEMA, swiftly provide life sustaining goods and services.  
Activities for Phase 2 are initiated immediately after the District EOC is activated in response to an impending disaster.  The Advance Party and RFO staffs are assembled to execute the actions listed below as well perform tailored planning for the impending disaster.  The team may be assembled at a pre-determined RSOI or District EOC.  The duration of pre-incident response varies from disaster to disaster as well as by type of disaster.  In the case of a hurricane, the pre-incident period might last a long as 5 to 7 days.  In the case of a tsunami, it might be as short as 5 to 7 hours.  In other words, Pre-Incident activities may last for a very short duration.   During this phase, the DHS/FEMA Regional Resource Coordination Center (RRCC) and Emergency Response Team A (ERT-A) are activated at the regional level.  At the Regional and District level, the Emergency Operations Center (EOC) is activated and begins operations and planning for the upcoming emergency response.  The Planning and Response Teams (PRT’s) are also activated and begin arriving at the District Office.

The following actions are completed during the Pre-Incident phase
· Verify Mission Assignment for RFO is received from FEMA.

· Notify Advance Party of imminent deployment.
· Supported Command activates RFO Response Organization Document in ENGLink
· Load Advance Party equipment and supplies and prepare for deployment.

· Notify RFO staff of imminent deployment.

· Load RFO equipment and supplies and prepare for deployment.

· Begin identifying possible RFO locations.

Advance Party Deployment 
Advance Party Deployment begins as soon as conditions in the disaster area allow.  Safety of the team members is paramount when making the decision on deployments of Advance Party team members.  The primary mission of the advance party is to locate a suitable location for the RFO and configure it for the arrival of the main body.  The advance party is also responsible for setting up the logistical base to sustain the RFO once the main body arrives.  The CECI/IM-IT RIO Mission Manager, Operations Section Chief, the Logistics Section Chief and the Planning Section Chief elements of the advanced team will respond to the disaster area for setup of the RFO with on hand assets of supplies, tables, chairs, ADPE equipment, copiers, and telephone equipment.  After the RFO becomes operational the purchase of any additional assets must first be approved by FEMA or issued from the FEMA JFO warehouse stocks. A secondary mission of the advance party is to begin a damage assessment of the area affected by the disaster.  A small assessment cell deploys for this purpose.  However, the main focus of the Advance Party is to establish a sustainable operational and logistics base for the RFO main body.

The following actions are completed during Advance Party Deployment:
· Advance party deploys to pre-determined assembly area near or in disaster area

· Upon receipt of RFO Mission Assignment, Advance party selects location for RFO and begins process of procuring and/or leasing building space as required.  See Annex B for RFO Facility Requirements and Layout.

· DTOS will be requested and deployed (if available) to establish communication between EOC and RFO location until permanent communications can be established.

· Advance party configures prepares RFO to accept main body.

· Advance party reserves hotel rooms and/or living quarters to support main body.

· Advance party selects potential sites for Emergency Field Offices (EFO’s).

Post –Incident Deployment begins as soon as possible after the advance party locates an RFO, configures it to accept the RFO main body and establishes communications.  Deployment of the main body should begin within 24 to 48 hours after the deployment of the advance party.  However, deployment of the main body may be delayed by the availability of food and shelter in the RFO location.  The timing for the deployment of the RFO Main Body is determined by the RFO Commander based on the assessment of the Advance Party Commander.  During the deployment of the main body, command of the operation shifts to EOC at the District Office until the RFO commander arrives at the RFO site and is ready to resume command of the response and recovery operation. 

The following actions are completed during Phase IV (Deployment):
· Main body of RFO staff deploys to the RFO.

· Advance makes final preparations to receive main body.
· To insure continuity of operations, PRT’s deploy in phases.
Mission Execution             

Mission Execution begins as soon as the Main Body occupies the RFO and establishes clear operational capability.  The duration of Phase III varies according the magnitude of the recovery mission.  It can be expected to last a minimum of 30 and continue for up to 90 days depending on the scale of the disaster.   

The following actions are completed during Mission Execution:
· The RFO staff manages the recovery missions as defined by FEMA and received from higher headquarters.

· Sets up the Reception Center (RSIO) to facilitate the timely arrival, in-processing, and onward movement of emergency relief personnel.  See Annex   A for Organization Chart and functions of the RFO Reception Center.

· The RFO staff conducts future planning to insure the smooth transition of mission execution to the Emergency Field Offices.

A typical RFO Staff is organized during Mission Execution as follows: 
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Figure 2

Duties of Key RFO Personnel:  

· RFO Commander:  Coordinates response efforts with state and local officials through FEMA ESF-3 and the EOC as missions dictate.  RFO Commander also serves as the Division/District point-of-contact authorized to accept missions from FEMA ESF-3 and empowered to authorize Corps employees to assist or directly work on emergency recovery operations.  Ensures that the necessary information is acquired in order to make recommendations to the Division/District Commander as to the need and size of the RFO.
· RFO Chief of Staff:  Responsible for the daily operation of all facets of the RFO.  Supervises and coordinates all staff elements and functions of the RFO including the Construction Offices, Operations Staff, Support and Administrative Staff, Technical Support Office, Contracting Office, and EOC.
· Safety - Provides guidance on the proper safety measures and precautions involved with recovery activities, including on-site contractor and office safety considerations and accident prevention.

· Security - Provides security briefings and necessary security support for all employees and equipment.

· Counsel - Provides guidance on all legal concerns, excluding Real Estate issues, including contract preparation, environmental law, contractor claims and liability issues.
· Public Affairs – The PA office is part of the Command Staff and provides public information, community and media relations; advises commander of media issues/concerns.  Supports the Joint Information Center as necessary.

· Operations Section:  The Operations Section Staff, led by the Operations Section Chief, is responsible for the detailed execution of the various assigned response and recovery missions.  The exact size and composition of the Operations Staff varies based on the scope of the response and recovery mission:

· Operations Section Chief:  Leads the Operation Staff in the detailed execution of the assigned response and recovery missions.  Responsible for all aspects of operational planning and execution.  Ensures that Mission Planning and Response Teams (PRT’s) are adequately staffed to successfully execute assigned missions.
· Mission Managers:  Leads their respective PRT in the successful execution of their assigned missions.  Each PRT is responsible for a functional area (ice, water, emergency power, roofing, temporary housing, etc.).
· Mission Specialists:  Are experts in the execution of missions assigned to their PRT.  As such, they assist the Mission Manager in the execution of assigned missions.  Serves in the dual role of Assistant Mission Manager.
· Contract Specialist:  Responsible for coordinating and executing all contracting actions associated with their PRT.
· Logistics Specialist:  Responsible for coordinating and executing all logistics actions associated with their PRT. Maintain liaison with the USACE Logistics Activity for additional support requirements.
· Subject Matter Expert (SME):  Serve as technical experts in their respective PRT’s that assist the Mission Manager in the execution of assigned missions.
· Engineering/Planning (Environmental) - Provides engineering and design analysis, inspection and guidance; prepares required engineering 
plans, specifications, maps, cost estimates; also provides environmental assessment, remediation of debris disposal, and field surveys.
· Construction:  The construction mission is executed by Emergency Field Offices (EFO’s) under the Operations Section.  In most cases, EFO’s concentrate on executing recovery missions such as debris removal, temporary housing, and roofing.  EFO’s are set up to execute multiple missions in the same geographical area or separate.  The number, location, and staffing of each EFO is tailored to meet the scope of the recovery mission/missions. The composition and function of an EFO is essentially the same as a construction Resident Office. The basic Construction Staff is as follows:

· Chief of Construction:  Located at the RFO.  Supervises the various EFO’s.  The Chief of Construction has the overall responsibility for the successful execution of the construction missions.  Works closely with the Operations Officer and Mission Managers to coordinate mission execution.

· Resident Engineer:  Head of the EFO.  Leads the Quality Assurance and Contract Administration Staff to manage the assigned construction missions.  Responsible for reporting construction progress as directed by the RFO Operations Officer.  Performs construction contract administration and claims management.  Performs Biddability, Constructability and Operability reviews of all designs and scopes of work.  Performs coordination between the RFO, the customer and the contractor.  Serves as Contracting Officers Representative and Administrative Contracting Officer on assigned contracts.

· Quality Assurance Supervisors:  Leads teams of Quality Assurance Inspectors on assigned construction missions.

· Chief of Contract Administration:  Responsible for contract administration including progress payments, contract modifications, definitizing unpriced contracts, and managing contract claims.
· Planning Section:  This section has responsibility for maintaining resource status, situation displays, situation reports, Incident Action Planning (IAP) future and strategic planning, documentation, preparing the demobilization plans and providing primary technical specialist for support to the incident.  Some positions carry traditional titles and will continue to be staffed from those areas.
· Information Management/Information Technology Support-  IM/IT Support will be provide via the ACE-IT Enterprise service model. Provides network and internet connectivity and communication, Geographical Information System (GIS) support 

· Finance/Administration:   Provides required support necessary to make response efforts possible.  Also coordinates and consolidates administrative functions for the activities of the RFO branches, such as collecting and forwarding timesheets and tracking personnel.  Depending on the size of the response required, some functions may be broken out as separate elements.  Support and Administrative Staff provides a wide range of support functions:
· Human Resources - Responsible for Fair Labor Standards Act (FLSA) determination and other personnel-related support such as work schedule guidance.  Responsible for Operation of the RFO Reception Center.

· Resource Management - Responsible for budgetary, funding and financial management functions including certification of funds. 

· Audit - Responsibility for ensuring all actions are in accordance with applicable laws, regulations, and guidance.

· Contracting Office:  Responsible for all necessary contracting activities required during the emergency response effort.  Solicits offers, prepares and awards contracts, and administers supply and support contracts.

· Logistics Section Chief:  Coordinates for the support to the RSIO section to prepare for the receipt of incoming personnel. Provides overall facility management and coordination for RFO facilities, lodging, transportation and inventory control of equipment and supplies.  Support for the Logistics Section may be provided by the Impacted District or the USACE Logistics Activity.  Most administrative functions can be performed by non-Logistics personnel. Specific functions such as transportation, supply and inventory management, facility management, and lodging should be requested through the Regional Logistics Liaison.  .
· Real Estate – Coordinates with FEMA for authority to acquire real estate interests in support of missions.  Acquires, manages and releases real estate interests, such as acquisition of office space, warehouse space, ROEs, staging areas, debris reduction/disposal sites, etc.  Resolves claims arising from real estate instruments.
4.4
Phase 3 – Recovery and Mitigation           

Phase 3 (Recovery and Mitigation)  begins as soon as the recovery missions have stabilized. Included in this phase is mission handover and re-deployment.  The exact timing is determined by the RFO commander as soon as he makes the determination that the EFO’s are prepared to take over the execution of the various recovery missions. 

The following actions are completed during the Recovery Phase:
· Mission Managers for each PRT are responsible for mission closeout.  If necessary, the Mission Managers for the Combined Commodities and Power PRT’s shall redeploy to the District Office to complete their mission closeouts.

· Inventory and pack all RFO equipment and supplies.  Reorder equipment and supplies as required.  Transport and store RFO equipment and supplies.
· Conduct an After Action Review and capture lessons learned.
· Draft an After Action Report.
Section 5 - Planning Section Requirements

5.1
Battle Rhythm:  Initial RFO operations are conducted 24/7 until conditions allow for reduced operations.  A daily schedule includes report preparation, including SITREPS and SPOTREPS, Commander’s briefings, conference calls, briefings, telecoms and report preparation.  Refer to the current OPLANs and Contingency Plans for established Battle Rhythms for specific types of events.

5.2
Commander’s Briefing (morning) and Daily Closeout Briefing (late afternoon) provide the current mission status.  Mission Managers report current data and progress expected within the next 12 hours.  See Annex H for a sample briefing slide and for sample briefing format.

5.3
Shift Change Briefing.  When operating 24/7, shifts generally run from 0630 to 1900 and 1830 to 0700.  This overlap allows RFO management staff time to brief the next shift 30 minutes prior to the end of each shift.  This briefing provides personnel situational awareness of current and developing issues. The Planning Section Chief (or designee) will open, lead, and close briefings.  Management meeting is conducted immediately after the shift change meeting.  See Annex H for a sample briefing slide and sample briefing format.  


5.4
Mapping and GIS:  See Annex I.

5.5
Reporting. EP 500-1-1 contains reporting requirements format and frequency, allowing Commanders at all levels to direct and execute missions.  The Commander and CMT coordinate activities with State and other agencies regarding emergency assistance based on information provided in reports.  The Reports Unit immediately reports all emergency situations with the potential for USACE involvement or which may result in media coverage to higher headquarters by the fastest means available.  The Reports Unit follows up with an ENGLink report.


5.5.1 - Situation Report (SITREP).  The SITREP is a multipurpose, narrative report submitted up the chain of command.  It keeps the States, FEMA, and other government agencies informed.  The RFO Planning Section/Reports Unit  prepares all SITREPs, SPOTREPs, Commander’s Assessments, and mission data via ENGLink.  The frequency and submission deadlines for SITREPs and SPOTREPs are IAW the published OPORD for a particular disaster or other emergency operation.  A sample SITREP is shown in Appendix I, page I-7.


5.6
Briefing Boards and Maps:  The exact content of briefing boards and maps should be tailored to fit the information needs of the RFO Commander based on the type of missions assigned to the RFO.  See Annex H for sample briefing charts and other display products for the RFO.  See Annex I for sample mapping and GIS products for the RFO.

Section 6 - 
Logistics Requirements.  


6.1
Concept of Support.  Logistics Planning and Operations Division (LPOD)   The Logistics Planning and Operations Division (LPOD) of the ULA is assigned as lead for coordinating logistics actions in support of domestics incidents.  In its role of provider of logistics support, the LPOD has created five Emergency Support Function #3 Support Team Logistics Modules consisting of five persons each.  These teams will deploy on short notice as an element of an ESF#3 Support Team or in support of an impacted district or RFO.  Subject Matter Experts are identified and will be prepared to deploy on order to key nodes including the NRCC, USACE UOC, and Division EOCs. SMEs will also be available to coordinate and assist the ESF#3/STin identifying their logistics requirements.


6.2
Logistics Requirements.  For specific Logistics requirements for RFO Facilities see Annex B.  For RSOI See Annex A.

Section 7 - 
Administrative and Financial Procedures
The Finance/Administration Section is responsible for  the financial management, monitoring, and tracking of all costs relating to the operation of the RFO and assigned FEMA Missions.  Also includes Contracting (CT) who solicits offers, prepares and awards contracts, and administers supply and service contracts.  Also provides human resource, financial and other administrative support functions.  (See Annex F)

