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May 2006


Deployment Standard Operating Procedure
1.  Purpose.  This SOP details procedural guidance on how to Deploy USACE personnel during the first three phases of the disaster operations (Preparedness, Activation, and Execution.)  
2.  References.  
1. ER 11-1-320 Civil Works Emergency Management Program
2.  CECW-HS  Memo  Dated 3 April 2006,  Subject: Confirmatory Travel for First Responders During a Disaster
3. Letter Dated April 22, 2003  OCNOUS Immunization Requirements ( See attached)

4. ESF #3 All Hazards Contingency Plan

5. ESF #3 Field Guide

6. http://www.tac.usace.army.mil/deploymentcenter/civilian.html
7. ENGLink Website: englink.usace.army.mil 
8. EP 37-1-6, Resource Management Functional Guide for Civil Emergency Management Programs
3.  Applicability/Responsibility.  This SOP applies to all USACE organizations
a. Process Owner. Headquarters USACE   
b. Process Team. Deployment Project Delivery Team (PDT)
c. Customer.  FEMA, State and Local Authorities
4. Definitions:

Deployment:  Encompasses all phases defined in this SOP.
Responding Organization:  The USACE organization designated by the Supported Division to execute missions in response to DHS/EPR/FEMA mission assignments.  The Responding Organization may be the Supported Division, a Division Forward, or any task force the Supported Division Commander determines is appropriate to provide the management and execution of the mission assignments.  The Responding Organization is normally a USACE District that has geographic responsibility for the area in which the disaster occurred. However, the Supported Division Commander may elect to use another viable solution as the responding organization.  When a USACE District is selected, a task force is formed from individuals and teams that are from within and outside the District, to perform the management and execution functions.  An example is the Flex District concept used by SAD and MVD in the past two years.  Another example of a viable organization is using a FEST-M to form the nucleus of the responding organization and manage and execute response and recovery missions.  

Supporting Organization: Any USACE organization providing personnel to a contingency response / recovery mission to include: Districts, Divisions, Labs, Headquarters, Centers, and 249th Engineering Battalion  

EXAMPLE: A hurricane affects Miami, Florida. Jacksonville District (SAJ) is the designated responding organization. South Atlantic Division is the Supported Division. The Pittsburg District (LRP) power team is deployed to Florida to execute the Power Mission. Therefore LRP is a Supporting Organization. 
Preparedness Phase- Actions taken prior to a disaster to maintain readiness capability for Planning and Response Teams ( PRT) and individuals to deploy for disaster and response duties.
Initial Deployment Phase - Starts at receipt of Mission and refers to actions for sourcing, identifying, selecting and deploying individuals and/or teams. Phase is complete once resource has reached destination.
Sustainment Phase- Continuing to provide support to individuals and teams deployed from supporting organizations. 
Redeployment Phase – Re-deployment starts at out-processing at RSOI and is complete when checklist items are complete at home station.
5.  Overall Process 
Standard Initial Deployment Process 

The Concept of Operations is that responding organization request personnel to Division for requirements that it cannot source internally. Division tasks internal districts to provide support.  If Division cannot meet requirement, it request Headquarters to source personnel. Headquarters tasks supporting divisions and they in turn task their districts.

The ENGLink interactive information system is the tool used to request personnel, teams and tasks organizations to provide them.

Once a tasker, is matched to a volunteer, the responding organization has an opportunity to review the nominee, and either select or reject that nominee. Once the individual is selected, Funding will be transferred via CEFMS to the supporting organization.

The following is the general process for Deployment:

It is assumed that initial responders have completed checklist items.

· Upon receipt of a mission assignment the responding organization determines requirements.
· The responding organization creates an ENGLink event, RO document and creates necessary Taskers

· Taskers are released to Responding Division

· Division determines whether to task internally or release to HQ

· HQ distributes taskers to other Divisions, labs, centers etc...

· Supporting Divisions will in turn task a district to fill the tasker

· Supporting Organizations will keep Volunteer list current.

· Supporting Organizations will nominate a volunteer to a specific tasker.

· Responding organization will review the nomination and accept or reject.

· When the tasker is accepted:

· The home-EOC /EM will:

· Make travel arrangements

· Prepare travel orders

· Provide required equipment
· Enter Travel information into ENGLink

· The responding organization will:

· Transfer funds thru CEFMS. 

· At this point the individual will be ready to deploy.
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Expedited Initial Deployment Process (aka Verbal Deployment Orders)
Generally, a tasker, funding, and travel orders are necessary for deployment. The expedited deployment process not intended to replace the standard deployment process when time allows. However, verbal deployment orders can be issued for time sensitive missions, when the necessary paperwork and funds transfers cannot be completed to meet the required deployment times (6 hours for PRT's and other initial responders). 

The following are situations when verbal deployment orders can be issued:

· Requirement to Deploy a Team or individual immediately to perform a critical mission.
· Failure of Corps of Engineers Enterprise Information Support Systems ( CEEIS) to include: CEFMS, ENGLink and  Internet connectivity 

· Situations impacting USACE organizations ability to function normally

The following is the general process for issuing verbal deployment orders:

1) Mission is received from FEMA. This can be in the form of a Formal Mission Assignment document, or Verbal mission assignment MFR.  The MFR is usually initiated by the affected division or the ESF-3 Team leader attached to FEMA.  

2) Asset (individual or Team) is identified at a supporting organization.  

· UOC can be notified by ESF-3 element in field of requirement, and UOC will coordinate with division to determine the asset to be deployed. UOC is manned 24/7/365 and has authority to deploy USACE Assets.  

3) A MFR documenting verbal funding is signed by Chief Emergency Management and Chief of Resource Management (or designees) of responding organization and sent to supporting organization (See EP 37-1-6)

4)  UOC or Responding organization concurrently notifies:

· PRT Team Leader

· Supporting Division Commander or Emergency Manager

· Supporting District Commander or Emergency Manager

5) Verbal Deployment Authority is given by Organization Commander or designee to deploy without Travel Orders, and Government order. (See "Hecker memo"). In addition UOC or Responding organization will provide the following information:

· Location of Deployment

· Required report date and time 

· POC at Arrival. (ESF#3 team leader and/or responding organization)
6) Travel, and other deployment arrangements are made.

7)  ETA is provided to ESF -3 Elements in field and/or responding organization POC.

8) Once the MFR is received from the responding organization, the supporting organization is authorized to deploy individuals immediately, with confirmatory orders to follow.   The following information must be provided to complete confirmatory orders:

· Date of Deployment

· Estimated Duration of Deployment

· Mode of Transportation

· Itinerary

· Estimated Costs

· TDY Purpose

· Mission assignment # of Mission Assignment

9) Responding organization must initiate ENGLink tasker, and transfer funds within 48 hours after writing the MFR for verbal deployment.

10) Supporting organization, creates confirmatory travel orders, ensures funding and ENGLink tasker is processed.
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	Supporting Orgs (Including Districts, Centers and Labs) 
	- Provide status of teams and individuals

- Alert assigned team(s) and individuals for deployment

- Monitors and manages, assigned taskers in ENGLink/manually

- Report Deployment EEIs

- Travel arrangements

- Travel Orders


Preparedness Phase

	
	Roles & Responsibilities

	Individual
	- Complete all preparation actions

- Complete Deployment Checklist

- Report any change in status in ENGLink

- Report readiness status to EM

- Maintain Situational Awareness

	Team
	- Complete all required training

- Report any change in status in ENGLink

- Report readiness status to EM

- Maintain Situational Awareness

	Responding organization
	- EM maintains and report Teams and Individual Readiness

- Anticipate needs and potential shortfalls for District

- Coordinate with State and Local Governments 

- Maintain Situational Awareness

	Supported Division
	- EM maintains and report Teams and Individual Readiness

- Anticipate needs and potential shortfalls Division wide

- Coordinate with FEMA and ESF-3 support agencies

- Maintain Situational Awareness

	Headquarters
	- Updates and issues All Hazard Contingency Plan

- Issues OPLANs, WARNO and alerts

- Monitor readiness status of all PRT's, Team Leaders, Asst Team Leaders, Cadre Members, DTOS  etc.

- Coordinate with FEMA and ESF-3 support agencies

- Maintain Situational Awareness

	Supporting Division
	- Readiness of Self, Districts, Individuals and Teams

-Proponent PRT's Readiness/Coordination

- Maintain Situational Awareness

	Supporting Orgs (Including Districts,  Centers and Labs)
	- Readiness of Self, Districts, Individuals and Teams

-Proponent PRT's Readiness/Coordination

- Maintain Situational Awareness


Initial Deployment Phase:

	
	Role & Responsibilities

	Individual
	- Validate Checklist Items 

- Coordinate with the EOC

- Coordinate travel arrangements

- Report arrival to home station EM & Supported Org

- Receive travel orders or authorization to deploy 

	Team
	- Validate checklist items

- Coordinate with EOC

- Coordinate travel arrangements

- Fly-Away Kits

- Receive travel orders or authorization to deploy



	Responding organization
	- Determine mission deployments against mission requirements.

- Provide authorization to deploy (if applicable)

- Coordinate with in-house individuals and teams to ensure they are ready to deploy.

- Coordinate travel arrangements

- Provide teams and individuals with required deployment items (if not pre-issued)

- Create an event in ENGLink

- Create a mission

- Create a RO Doc

- Create a Tasker Template

- Create Taskers

- Travel Orders (if applicable)

- Provide funding to supporting organizations

- Report Deployment EEIs

	Supported Division
	- Coordinate with Districts to ensure mission requirements are being met

- Brief HQs on status of teams, volunteers and identified shortfall(s).

- Assist District with obtaining any outside requirements

- Coordinates with the RRCC

- Monitors and manages Taskers 

- Tasks internally or sends to HQs

- Report Deployment EEIs

	Headquarters
	- Coordinate with supported Division(s)  to determine requirements

- Tasks supporting organizations for support

- Tasks the 249th 

- Coordinate with Supported Division, NRCC and RRCC on the Deployment of Team Leaders, Assistant Team Leaders, PRT's, SME's etc.  

- Manages and Reports Readiness Status of Cadre Members, DTOS, Team Leaders, and ATL's  

- Report Deployment EEIs

	Supporting Division
	- Provide status of teams and individuals

- Alert assigned team(s) and individuals for deployment

- Monitors and manages, assigned taskers in ENGLink/manually

- Report Deployment EEIs

Travel arrangements

- Travel Orders


Sustainment Phase:

	
	Roles and Responsibilities

	Individual
	- Coordinate deployment duration with on site supervisor, home station supervisor and Home station EM.

- Submit travel voucher minimum every 30 days

- Coordinate extension of  hotel and car rental with responding organization (RSOI)  

	Team
	- Coordinate deployment duration with on site supervisors, home station supervisor and Home station EM.

- Ensure that team members submit travel voucher minimum every 30 days

- Coordinate extension of  hotel and car rental with responding organization (RSOI)  

	Responding organization
	- Monitor and manage departure, rotations and support of Teams and individuals 

- Create extension/new taskers if required 

- Coordinate with supporting organizations

- Provide additional funds if required

- Report Deployment EEIs

	Supported Division
	- Monitor and manage departure, rotations and support of Teams and individuals on Division mission.  

- Create extension/new taskers if required

- Coordinate with supporting organizations

- Provide additional funds if required

- Report Deployment EEIs

	Headquarters
	- Maintain list of available teams, SME's, Team Leaders and ATL's 

- Maintain list of available volunteers for specific disciplines

- Monitor deployment levels across the Corps

	Supporting Division
	- Monitor and manage departure, rotations and  provide support of Teams and individuals 

- Approve extensions/fill taskers as required

- Coordinate  with responding organizations

- Request additional funds if required

- Process travel vouchers

- Amend travel orders if required

- Report Deployment EEIs

	Supporting Orgs (Including Districts, Centers and Labs) 
	- Monitor and manage departure, rotations and  provide support of Teams and individuals 

- Approve extensions/fill taskers as required

- Coordinate  with responding organizations

- Request additional funds if required

- Process travel vouchers

- Amend travel orders if required

- Report Deployment EEIs



Redeployment Phase: 
	
	Roles and Responsibilities

	Individual
	- Out process thru the RSOI

- Inform home station of return

- Submit Final Travel voucher

- Submits AAR Comments

- Update availability status in ENGLink for future deployment 



	Team
	- Out process thru the RSOI

- Inform home station of return of Team 

- Submit Final Travel vouchers

- Submits AAR Comments

- Update availability status of Team in ENGLink for future deployments 

- Provide an evaluation of how team performed during deployment

- Operational/Maintenance on equipment

	Responding organization
	- Provide RSOI for redeploying teams and individuals

- Inform home station of return of Teams and individuals.  Send home in ENGLink 

- Solicit/conduct  AAR activities 

- Provide an evaluation of how team  and individuals performed during deployment

-  Identify individuals and teams for recognition and punishment.

- Ensure all returning employees complete travel vouchers

- Process Travel Vouchers for internal personnel 

	Supported Division
	- Ensure AAR activities are conducted

- Identify individuals and teams for recognition and punishment.

- Ensure all returning employees complete travel vouchers

- Process Travel Vouchers for internal personnel

	Headquarters
	- Direct participation in AAR Activities 

- Update status of all Team Leaders, ATL's, DTOS, Cadre Members

- Process Travel Vouchers for internal personnel

	Supporting Orgs (Including Divisions, Districts, Centers and Labs)
	- Process travel Vouchers

- Audit Travel Vouchers

- Return all unused monies

- Ensures the equipment and kits  are  restocked and operational for future deployments 

- Provide AAR input

- Ensures individual have been returned to home station in ENGLink


Essential Elements of Information (EEIs)

Required information within each organization that builds a common operating picture.


These elements are reported via ENGLink .
Responding Organization:

	· Current Requirements:

	· Mission

	· Personnel

	· Teams 

	· Individuals

	· Date Required

	· Location

	· Special Instructions

	· Projected requirements

	· Mission

	· Personnel

	· Teams

	· Individuals

	· Status of Deployments

	· Mission

	· Team

	· Individuals

	· Report Times

	· Arrived

	· En-route

	· Shortfalls

	


Supporting Organization

· Available volunteers

· Projected Volunteers

· Status of Deployment

· Personnel deployed

· Personnel en-route

· Personnel selected

· Shortfall of taskings

Glossary of Terms:

The terms are not listed in alphabetical order. They are listed in a sequence that, when read, may assist in understanding actions within the flow of the overall mission.
a. ESF#3 Management Team. ESF #3 Management Team:  The Team forms when activated for a potential or actual domestic incident of national significance.  When activated, a group of USACE individuals, who serve as the ESF #3 staff for the FCO and as a liaison/coordination/mission acceptance group for the Supported Division or the responding organization.  The Team consists of:  ESF #3 Team Leader, Assistant Team Leader, Mission PRT Action Officers, 249th Prime Power Battalion Liaison Team (BLT), Mission and Functional Subject Matter Experts (SME), and Administrative Assistant.   This group of USACE individuals serves in the various DHS/EPR/FEMA operations centers and the federal – state joint operations centers:  NRCC, RRCC, State EOC with the ERT-A Team Leader, (Initial Operating Facility (IOF)/JFO with the FCO.
b. ESF #3 Team Leader:  A member of the ESF #3 Cadre.  Serves as primary USACE interface with FEMA, other federal agencies ESF's at the NRCC, RRCC, state EOC, IOF and JFO.  Also serves as primary USACE interface with state representatives in the Unified Command.  The senior USACE member on the ESF #3 Management Team responsible for all ESF #3 Management Team actions. The ESF #3 Team Leader serves on the JFO coordinating group as the Senior Federal Official (SFO)for USACE.
c. Recovery Field Office:  FEMA approved, USACE Temporary office from which a responding organization, with the PRT's, conducts recovery operations and sometimes the last part of response missions.  The office has high speed communications and is established in the geographic vicinity of the disaster and often near the JFO. 
d. ENGLink:  USACE unique automated database system that serves as the repository/database of record for all preparedness, response and recovery information. This includes the mission specific data, reports, personal information for deployments, training and exercises, and documents that describe how we operate.  Used by personnel in the UOC, EOC's, and PRT's.
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