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REOC Position Job Aid
The following job aids are intended to orient new staff members and serve as a quick reference guide for experienced staff.  The job aids are divided into three sections: tasks and responsibilities, forms and products to review and/or approve, and meetings to attend.  
Key tasks and responsibilities of the position are highlighted in bold, italicized text.
A. Command Staff 
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Public Information Officer

	Primary Duty:  Responsible for REOC coordination of the development and release of information about the incident to the news media and public.

	Tasks and Responsibilities

	
	 FORMCHECKBOX 

	Manages information that is conveyed to the press and public

	
	 FORMCHECKBOX 

	Primary point of contact and coordinator with HQ and IMT Public Information Officers

	
	 FORMCHECKBOX 

	Monitor and track media stories

	
	 FORMCHECKBOX 

	Update the public internet site

	
	 FORMCHECKBOX 

	Handle ALL calls from the press and media

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Maintain list of Public Information Advisories, Alerts and Statements released to the press and public 

	
	 FORMCHECKBOX 

	Maintains REOC Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attends Planning and transition briefings and provides updates

	
	 FORMCHECKBOX 

	Keeps RIC informed on majors media issues, concerns, activities

	NOTES

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                        Public Information Officer
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Liaison Officer

	Primary Duty:  Responsible for coordination with personnel from other agencies.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Make initial contact with EPA representatives at the NRCC, NOC, JFO and any other venues outside of EPA

	
	 FORMCHECKBOX 

	Maintain situation awareness and provide incident information to all venues such as:

· Situation Reports

· Incident Action Plan

· Reports and briefing materials on incident

· Current status of incident

	
	 FORMCHECKBOX 

	Assist in establishing and coordinating other interagency contacts 

	
	 FORMCHECKBOX 

	Respond to information requests and action items from venues

	
	 FORMCHECKBOX 

	Coordinate with Situation Support Unit on incident situation and activities to identify current or potential inter-organizational problems

	
	 FORMCHECKBOX 

	Keeps RIC informed of any major issues coming from venues

	
	 FORMCHECKBOX 

	Identify action items that may come from venues and keeps the Planning Support Section Chief informed

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Prepare summaries/updates on issues and status

	
	 FORMCHECKBOX 

	Maintains REOC Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attends Planning and transition briefings and provides updates on other Agencies as needed

	NOTES

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                                                    Liaison Officer
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Planning Support Section Chief

	Primary Duty:  Collect, evaluate, disseminate, and use information about the development of the incident and status of resources.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Establish information requirements and reporting schedules for all organizational elements for use in preparing the Incident Action Plan (IAP) 

	
	 FORMCHECKBOX 

	Review Situation Reports, Management Reports and Briefings

	
	 FORMCHECKBOX 


	Ensure that Daily Reports, Action Items/Assignment List (ICS Form 204) and Daily Meeting/Conference Call Schedule (ICS Form 230) for each operational period are posted by Documentation Unit

	
	 FORMCHECKBOX 

	Upon start-up, identify what resources will be needed for Planning Support Section Units

· Situation Support Unit

· Resources Support Unit

· Documentation Support Unit

· Environmental Support Unit



	
	 FORMCHECKBOX 

	Establish, maintain, and update the Planning Cycle for the operational period

	
	 FORMCHECKBOX 

	Provide the Resource Support Unit with the organizational structure; including names, location, and phone numbers of assigned personnel

	
	 FORMCHECKBOX 

	Advise general staff of any significant changes in incident status

	
	 FORMCHECKBOX 

	Instruct Situation Support Unit to prepare Situation Reports, Management Reports and Briefings

	
	 FORMCHECKBOX 

	Ensures completion of Operational Planning Worksheet (ICS 215) to project personnel requirements

	
	 FORMCHECKBOX 

	Identify Action Items and make Assignments.  Provide this information to Documentation Unit to complete Action Items/Assignments List

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Obtain Incident Organization Chart (ICS Form 207) from the Resources Support Unit

	
	 FORMCHECKBOX 

	Establish Daily Reports Schedule (ICS Form 230) and provide information to Documentation Unit 

	
	 FORMCHECKBOX 

	Establish Daily Meetings/Conference Call Schedule  and provide information to Documentation Support Unit (Daily Meetings/Conference Call Schedule (ICS Form 230 or similar)

	
	 FORMCHECKBOX 

	Obtain any other items deemed necessary to include in the IAP

	
	 FORMCHECKBOX 

	Instruct Documentation Support Unit on preparation/format of management briefings and reports

	
	 FORMCHECKBOX 

	Instruct Documentation Unit on preparation and upkeep of Incident Timeline

	
	 FORMCHECKBOX 

	Instruct Situation Support Unit to assess/gather information from impacted States

	
	 FORMCHECKBOX 

	Instruct Environmental Support Unit, Resource Support Unit, and Technical Specialist to provide input for Situation Report

	
	 FORMCHECKBOX 

	Check with Public Information Officer for input to Situation Report

	
	 FORMCHECKBOX 

	Check with Liaison Officer for input to Situation Report

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Plan, direct and provide follow up on action item for Planning meeting and transition meetings

	NOTES

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                             Planning Support Section Chief
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Logistics Support Section Chief

	Primary Duty:  Responsible for providing facilities, information technology (IT) services and other resources support.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Assist in the download of Lotus Notes IDs

	
	 FORMCHECKBOX 

	Provide the set up of extra laptops and additional workspace as needed

	
	 FORMCHECKBOX 

	Provide troubleshooting support for all IT functions

	
	 FORMCHECKBOX 

	Assist in the set up of televideo conferencing and other visual support

	
	 FORMCHECKBOX 

	Track all requests for IT assistance

	
	 FORMCHECKBOX 

	Ensure that there are adequate supplies (toner, paper for all printers etc) available

	
	 FORMCHECKBOX 

	Estimate future service and support requirements

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning and transition meetings.  Prior to start of meeting, provide input to Planning Support Section Chief on items that need be highlighted during the meeting

	NOTES

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                         Logistics Support Section Chief
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Finance Support Section Chief

	Primary Duty:  Responsible for tracking of information related to financial, administrative, and cost aspects of the incident as well as leading this functions for the activities associated with the activation and sustained operations of the REOC.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Tracks financial aspects of the incident for the purpose of being able to furnish situational information

	
	 FORMCHECKBOX 

	Maintain log of all MAs/IAGs issued

	
	 FORMCHECKBOX 

	Working with the Resources Support Unit, ensure that personnel have all necessary forms for timekeeping and overtime/comp time 

	
	 FORMCHECKBOX 

	Work with Resources Support Unit to track work hours for all HQ employees providing support to the response in the REOC

	
	 FORMCHECKBOX 

	Ensure that both internal (i.e., Superfund, OPA,) and external (Stafford Act) sources of funding are available, committed and properly applied

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Update and maintain MA/IAG Form for each operational period

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214) for each operational period

	
	 FORMCHECKBOX 

	Ensure that all personnel fill out the proper timekeeping and overtime forms.  

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning and transition meetings.  Prior to start of meeting, provide input to Planning Support Section Chief on items that need be highlighted during the meeting

	NOTES

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                          Finance Support  Section Chief
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Situation Support Unit

	Primary Duty:  Responsible for collecting, processing and organizing all incident information.  

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Establish and manage communications with IMT Situation Unit

	
	 FORMCHECKBOX 

	Prepare Situation Reports and Management Reports/Briefings 

	
	 FORMCHECKBOX 

	Compile and display incident status summary 

	
	 FORMCHECKBOX 

	Assess/gather information from impacted Region(s)

	
	 FORMCHECKBOX 

	Maintain situational awareness of response activities by reviewing Web EOC, OSC.net, incoming emails and other sources of information on the incident 

	
	 FORMCHECKBOX 

	Provide information to GIS Support for the creation of maps to depict current and possible future situation

	Forms and Products to Complete

	For
to Review and/or Approve
	 FORMCHECKBOX 

	Prepare report(s) including: 

· Nature of the incident     
· Location

· Impacted population

· Evacuations

· Shelter-in-place

· Identify environmental and health hazards

· Number of EPA resources deployed

· Number of contractor resources deployed

· Health/Safety concerns

· Types of environmental monitoring being conducted

· Types/number of environmental data being collected.

· Other

	
	 FORMCHECKBOX 

	Collect input from Environmental Support Unit, Resource Support Unit, and Technical Specialists to provide input for Situation and/or Management Report(s)

	
	 FORMCHECKBOX 

	Collect input from Liaison and Public Information Officer for Situation Report and/or Management Report(s).

	
	 FORMCHECKBOX 

	Prepare current incident status summary and other information as directed

	
	 FORMCHECKBOX 

	Maintain Activity log (ICS Form 214) and update for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning meetings and transition meeting.  Prior to start of meeting, provide input to Planning Support Section Chief on items that need be highlighted during the meeting 

	NOTES

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                         Situation Support Unit
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           Incident Name
     
	Operational Period (Date / Time)
     
	HQ EOC Job Aid
Geographic Information Systems Support

	Primary Duty:  Responsible for geographic information data (i.e., maps, etc.).

	Tasks and Responsibilities


	General

	 FORMCHECKBOX 

	From information received from the Situation Unit Leader, creates maps to depict current and possible future situations.  Some examples of maps would include:

· Impacted area

· Hot Zones

· Location of Superfund, RMP and other sites of interest in impact zone

· Areas where sampling is being conducted  

· Household Hazardous wastes collection points

· Impacted drinking water facilities

· Impacted waste water treatment plants

· Disposition of plumes

· Debris collection points


		 FORMCHECKBOX 

	Data Acquisition/Manipulation : Acquire necessary data from appropriate program offices.  Make necessary changes and formatting for GIS use.


		 FORMCHECKBOX 

	Provide maps on short turnaround basis for  management and Congressional Briefings


		 FORMCHECKBOX 

	Maintains Daily EOC Activity Log/Issue Tracking (ICS Form 214): Each shift must complete daily notes.  These notes describe the tasks of the day and any issues associated with the maps and or data.  All relevant data, notes and other documents are saved to the EOC GIS Quickplace site https://epaqpx.rtp.epa.gov/eocgis.  Raw data is to be maintained in the EOC Y:\ Drive.

	Forms and Products to Complete

	Forms and Products to Review and/or Approve
	 FORMCHECKBOX 

	Maps for HQ Situation and/or Management Reports (upon request) 

		 FORMCHECKBOX 

	Maps for briefings (upon request).

		 FORMCHECKBOX 

	EOC Activity Log (ICS Form 214)

	Meetings to Attend

	Transition Briefing
	 FORMCHECKBOX 

	Attend.  Prior to start of meeting, provide input to Planning Section Chief on items that need be highlighted during the meeting 


	Planning Meeting
	 FORMCHECKBOX 

	Attend and provide input

	Daily GIS Call

	 FORMCHECKBOX 

	Participate in daily conference call with EPA GIS staff at all of the EPA venues. Discuss data and equipment issues and overall coordination of mapping the various aspects of the response.


	NOTES

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	HQ EOC Job Aid      Page 1 of                                                          April 2007         Geographic Information Systems Support
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Technical Specialists

	Primary Duty:  Responsible for providing technical and programmatic expertise and advice.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Provide technical and programmatic expertise and advice

	
	 FORMCHECKBOX 

	Provide published technical guidance, policy and directives for assisting field personnel

	
	 FORMCHECKBOX 

	Provide assistance on national policy decisions and direction to field personnel

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Prepare summaries/updates on areas of expertise 

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning and transition meetings.  Prior to start of meeting, provide input to Planning Support Section Chief on items that need be highlighted during the meeting 

	NOTES

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                                 Technical Specialists
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Environmental Support Unit

	Primary Duty:  Responsible for reviewing and interpreting regional environmental information and data.  

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Collect regional environmental information/data

	
	 FORMCHECKBOX 

	Coordinate with the Public Information Officer to prepare environmental information for posting on the EPA Website

	
	 FORMCHECKBOX 

	Coordinate with the Public Information Officer to prepare press releases, advisories, statements on environmental data and health related topics

	
	 FORMCHECKBOX 

	Prepare information for Situation Reports and Management Reports/Briefings

	
	 FORMCHECKBOX 

	Provide published technical guidance, policy and directives for assisting field personnel

	
	 FORMCHECKBOX 

	Coordinate with Situation Support Unit on any GIS needs

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Prepare summaries/updates on: Types of samples being taken (air, water, soil) 

· Location of samples being taken

· Expected timeframe for data results

· Identify environmental concerns

· Identify health concerns

· Expected date for posting on the EPA Website

	
	 FORMCHECKBOX 

	Prepare summaries/updates on:  

· Types of samples being taken (air, water, soil)

· Location of samples being taken

· Expected timeframe for data results

· Identifies environmental concerns

· Identifies health concerns

· Expected date for posting on the EPA Website

	
	 FORMCHECKBOX 

	Work with Public Information Officer to craft language for public advisories, briefings, press conferences and website postings

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning and transition meetings.  Prior to start of meeting, provide input to Planning Support  Section Chief on items that need be highlighted during the meeting 

	NOTES

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                              Environmental Support Unit
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Documentation Support Unit

	Primary Duty:  Responsible for all aspects of documentation of the activities and work performed in the REOC during an incident.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Set up folders on the G:Drive for each ICS position:

· Liaison Officer

· Public Information Officer

· Logistics Support Section

· Finance Support Section 

· Planning Support Section 
· Situation Support Unit

· Technical Specialists

· GIS Support

· Resources  Support  Unit

· Environmental  Support Unit



	
	 FORMCHECKBOX 

	Catalog and archive incoming reports, documents, etc.

	
	 FORMCHECKBOX 

	Provide support on the production of briefing materials in various formats

	
	 FORMCHECKBOX 

	Document, in writing, conference call, meetings and actions items that result

	
	 FORMCHECKBOX 

	Update and Maintain:

· Incident Timeline

· Action Items Form

· Daily meetings/conference call schedule 

· Daily Reports Schedule Form

	
	 FORMCHECKBOX 

	Organize all documents/files related to incident on the G:Drive and keep G:Drive organized

	
	 FORMCHECKBOX 

	In support of Situation Support Unit, locates documents on various websites:  

EPA Website 

OSC.net

WebEOC

Others as identified

	
	 FORMCHECKBOX 

	Post documents on EOC websites as directed by Planning Support Chief

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214) and update for each operational period

	
	 FORMCHECKBOX 

	Incident Timeline should be updated during each operational period.  Information can be obtained from Situation/Management Reports and/or Situation Support Unit Leader.  Updates should be provided to Planning Support Chief for review (as requested)

	
	 FORMCHECKBOX 

	Complete Daily Meeting/Conference Call Schedule (ICS Form 230, or equivalent) print and post in prominent location.  Provide to Planning Support Chief

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning meetings and transition meetings. Collect agendas, handouts, charts, etc for filing

	NOTES

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                        Documentation Support Unit
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Resources Support Unit

	Primary Duty:  Responsible for the maintaining the status of all assigned resources in the REOC.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Calls in and tracks resources to support the activation and sustained operations in the REOC utilizing information on Operational Planning Worksheet (ICS 215)

	
	 FORMCHECKBOX 

	Ensures that personnel sign in and out for each operation period

	
	 FORMCHECKBOX 

	Works with Finance Support Section to ensure that personnel have all necessary forms for timekeeping and overtime/comp. time

	
	 FORMCHECKBOX 

	Works with Finance Support Section to provide instructions and guidance on People Plus entries

	
	 FORMCHECKBOX 

	Maintain Incident Organization Chart (ICS Form 207) for all operational periods: name, phone number, position etc.

	
	 FORMCHECKBOX 

	Identify gaps in Organization Assignment List and inform Planning Support Section Chief

	
	 FORMCHECKBOX 

	Anticipate future resource needs and makes recommendations to Planning Support Section Chief

	
	 FORMCHECKBOX 

	Prepare daily/weekly personnel rosters, as directed by Planning Support Section Chief

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Ensure that all personnel sign in and out of the EOC using ICS form 211 (Coordinate with Logistics Support).  Provide an electronic summary of sign-in sheets after each operational period which can be provided to timekeepers and the Finance/Administration Section Chief

	
	 FORMCHECKBOX 

	Ensure that all personnel fill out the proper timekeeping and overtime forms for Finance Support Section 

	
	 FORMCHECKBOX 

	Complete Incident Organization Chart (ICS Form 207) for each operational period and post in prominent location 

	
	 FORMCHECKBOX 

	Complete Organizational Assignment List for  each activated position and for each operational period.  Post rosters in prominent location

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214)  for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning and transition meetings.  Prior to start of meeting, provide input to Planning Support Section Chief on items that need be highlighted during the meeting 

	NOTES

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                 Resources Support  Unit
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Procurement (Contracts)  Support Unit

	Primary Duty:  Responsible for support on all contracting issues, emergency procurements and contract resources.

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	Provide procurement policy support to IMT

	
	 FORMCHECKBOX 

	Provide support on emergency contracting and Bank Card issues

	
	 FORMCHECKBOX 

	Provide guidance on procurement related issues

	
	 FORMCHECKBOX 

	Identify any future contract support needs

	
	 FORMCHECKBOX 

	Provide input to Situation Reports/Management Reports and Briefings

	
	 FORMCHECKBOX 

	Identify national procurement issues and provide recommendations on how to deal with them

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Maintain Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning and transition meetings.  Prior to start of meeting, provide input to Planning Support Section Chief on items that need be highlighted during the meeting 

	NOTES
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	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                           Procurement (Contracts) Support Unit
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           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Geographic Information Systems Support

	Primary Duty:  Responsible for geographic information data (i.e., maps, etc.).

	Tasks and Responsibilities

	General
	 FORMCHECKBOX 

	From information received from the Situation Unit Leader, creates maps to depict current and possible future situations.  Some examples of maps would include:

· Impacted area

· Location of Superfund, RMP and other sites of interest in impact zone

· Areas where sampling is being conducted  

· Impacted drinking water facilities

· Impacted waste water treatment plants

· Disposition of plumes



	
	 FORMCHECKBOX 

	Data Acquisition/Manipulation: Acquire necessary data from appropriate program offices.  Make necessary changes and formatting for GIS use.

	
	 FORMCHECKBOX 

	Provide maps on short turnaround basis for  management and Congressional Briefings

	Forms and Products to Complete

	Forms and Products to Review and/or Approve
	 FORMCHECKBOX 

	Maps for Situation and/or Management Reports (upon request) 

	
	 FORMCHECKBOX 

	Maps for briefings (upon request).

	
	 FORMCHECKBOX 

	Maintains Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attend Planning and transition meetings.  Prior to start of meeting, provide input to Planning Support Section Chief on items that need be highlighted during the meeting 

	
	 FORMCHECKBOX 

	Attend and provide input

	
	 FORMCHECKBOX 

	Participate in daily conference call with EPA GIS staff at all of the EPA venues. Discuss data and equipment issues and overall coordination of mapping the various aspects of the response.

	NOTES

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                  Geographic Information Systems Support


	           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Contracts Support

	Primary Duty:  Responsible for REOC coordination of the development and release of information about the incident to the news media and public.

	Tasks and Responsibilities

	
	 FORMCHECKBOX 

	Establishes contracts with supply vendors as need to support Procurement Unit Leader in the IMT

	
	 FORMCHECKBOX 

	Interprets contracts and resolves disputes as needed in support of field activities

	
	 FORMCHECKBOX 

	Closes out contracts when needed

	
	 FORMCHECKBOX 

	Coordinates cost data with Time/Cost Support in the REOC

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Maintains REOC Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attends Planning and transition briefings and provides updates

	NOTES

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                        Contracts Support


	           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Time/Cost Support 

	Primary Duty:  Responsible documentation of REOC personnel hours based on sign in sheets and financial analysis including burn ratio, projections, cost tracking and funds certification.

	Tasks and Responsibilities

	
	 FORMCHECKBOX 

	Ensures that the Finance Support Section Chief is advised of current  financial issues, ceilings and expenditures

	
	 FORMCHECKBOX 

	Ensures documentation of personnel hours

	
	 FORMCHECKBOX 

	Ensures account codes are set up and costs are tracked

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Maintains REOC Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attends Planning and transition briefings and provides updates

	NOTES

	     

	     

	     

	     

	     

	     

	Prepared by:                                                                                                                            
	Date / Time                                                                                                                                       

	REOC Job Aid      Page 1 of                                                                                                        Time/Cost Support


	           Incident Name
     
	Operational Period (Date / Time)
     
	REOC Job Aid
Deployment Support

	Primary Duty:  Provides support to the RESL in deploying, tracking and assisting personnel going to the field IMT

	Tasks and Responsibilities

	
	 FORMCHECKBOX 

	Tracks requests for personnel coming in from the IMT

	
	 FORMCHECKBOX 

	Assist the RESL in identifying personnel qualified to fill the request coming in from the IMT

	
	 FORMCHECKBOX 

	Responds to deployment questions/concerns/issues from personnel deploying to the field

	
	 FORMCHECKBOX 

	Documents field deployment of personnel

	Forms and Products to Complete

	
	 FORMCHECKBOX 

	Maintains REOC Activity Log (ICS Form 214) for each operational period

	Meetings to Attend

	
	 FORMCHECKBOX 

	Attends Planning and transition briefings and provides updates

	NOTES
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