Execution Checklist


U.S. ARMY CORPS OF ENGINEERS

EXPEDITED GROUP SHELTERS

EXECUTION CHECKLIST

The 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 that may lead to schedule delays.  Consideration of these items is critical to executing an assigned housing mission expediently.


· Needs Assessment - Try to get an advance word on mission needs assessment being completed by FEMA, for planning purposes.  Obtain from FEMA an estimate of the projected number of sites to be developed.
· Execute Contracts for procurement of travel trailers, equipment procurement, site development, operation and maintenance, and site decommissioning.
· Develop a graphical time line for best-case mission execution, if mission started now, identifying long lead items.  For use in FEMA briefings.

· Develop Reporting Procedure – Work with database manager, real estate team member and GIS team member on reporting of site assessments/recommendations, project status, etc.

· Identify if equipment is stockpiled & travel trailers staged – Check with FEMA on stockpiled materials.  Acquire equipment if necessary 
· Develop a Critical Equipment Acquisition List – Identify any possible equipment that may need to be acquired and develop a list of required lead time on each item.
· Develop a Mission Staffing Plan
· Obtain/review generic scopes for equipment procurement, site development, operation and maintenance, and site decommissioning 
· Identify potential sites – Coordinate with local government on identifying potential sites.  High potential sites include abandoned commercial parking lots, recreation area parking lots, abandoned airport runways, parks, fairgrounds, open fields, etc.
· Evaluate sites and staging areas – The design team should complete the evaluation.  Evaluation includes identification of site characteristics including required site preparation, utility availability, environmental issues, ownership, condition of existing utilities etc.  
· Preliminary Layout – Develop a preliminary layout of travel trailers, sewer, water, electrical, fencing, etc.  
· Complete Environmental Evaluation
· Define scope of environmental evaluation effort necessary with FEMA/State – For sites on existing pavement, a Categorical Exclusion will most likely be allowed in place of an Environmental Assessment.  

· Check if the site is in the floodplain.

· Sign lease (private ownership) or Memorandum of Understanding (public ownership).  Consider acquisition of a ROE for Construction on each site to prevent Construction delays caused by legal issues on the MOU or Lease. 

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

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

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

· Coordinate site inspection - with local government, sewer, water, power, fire department, police department, landowner, and construction contractor.  
· Have utilities marked on site (cable, etc.)

· Conduct site inspection to define the layout.  Define the sewer, water and power connections.  Acquire contact information to set up billing for utilities.  Inform utility companies of perceived schedule.  If connecting to the power lines, the power company will run the lines, which has potential to be on the critical path.  If connecting to municipal water, coordinate with water utility to acquire a reverse flow prevention water meter and set up billing.  

· Complete Cost Estimate 

· Determine Amenities required such as playgrounds, bus shelters, laundry services, mail boxes, phone booths, and posting boards.  For the 2004 hurricane response – Ivan mission bus shelters, laundry services, mailboxes and phone booths were not supplied because of the temporary nature of occupancy.  

· Complete Plans and Scope of Work 

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

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

· Provide plans and scope to Necessary Entities for Review

· Issue Notice to Proceed

· Provide Quality Assurance during site Construction.

· Turn over site to FEMA

Utilities

Water Supply

·  Municipal Water Supply

· Municipal connection at site?  

· Existing water system operational?

· Existing wells, water towers and water treatment system operational?
· Water supply can handle additional load?

· Backflow prevention water meter required.

· Water system tested for potable water.

·  Tanker Truck with Pumps

· Water supply tankers available & contracts executable?

· Pumping equipment stockpiled or available for acquisition?

· Water supply for tankers in acceptable range of site?
·  On-Site Package Treatment Plant 

· Package treatment plant available & contracts executable?

· Untreated water supply in acceptable range of site?
· Identify plumbing code and permitting requirements, including inspections and fees.  Get waivers if appropriate.

Sanitary Service

·  Municipal Sewer Supply

· Municipal connection at site? 

· Existing sewer system operational?

· Existing treatment facility operational?
· Sewer system can handle additional load?

· Holding Tanks – Pumped

· Holding tanks stockpiled or available for purchase? 

· Pumping contractors available?

· On-Site Package Sewage Treatment Facility 

· Package treatment facility available & contracts executable.

· Acceptable outlet for effluent discharge (exc. stream).  
· Identify plumbing code and permitting requirements, including inspections and fees.  Get waivers if appropriate.
Electrical

· Existing electrical generation system operational?

· Existing electrical distribution system operational?

· Generators available & contracts executable?

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

· Trailer purchase contract

· Haul to staging location

· Receipt/acceptance plan for units

· Initial delivery inspection and manage staging area

· Deliver to placement site and install trailers

· Final inspection and ready for occupancy certification

· Review and concur with trailer purchase specification.

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

· Identify trailer staging area(s).  Establish plan for space leasing as necessary.

· Establish best scenario for trailer procurement and delivery schedule with FEMA/GSA once mission assignment is given.
· Establish trailer staging management plan.

· Identify/deploy materiel control (LM) personnel.

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