Appendix A

RSOI or RFO ESTABLISHMENT
1.  SITUATION

A.  General:

LPRT personnel may be required to establish an operation for the Reception, Staging, Onward Movement and Integration (RSOI) of Corps personnel, supplies and materials, or commodities purchased in the event of a major natural or terrorist disaster event that could trigger the establishment and activation of a CONUS and OCONUS RSOI and/or RFO within our area of responsibility:

B.  Critical Players:
      Internal

· Contracting Office or Cadre


· DTOS/CTOC
· ENGLink Strike Team

· EOC

· Human Resource Office or Cadre

· Information Management Office or Cadre
· Internal Review Office or Cadre

· Logistics Planning & Response Team

· Real Estate Division or Cadre

· Resource Management Office or Cadre

· Safety Office or Cadre
· Security Office or Cadre
      External

· FEMA

· GSA

· DOT

· DOD

· EPA

· DOE

· DOI
· USFS

C.  Response Capabilities:

· Impacted district/division must determine whether they wish to utilize their internal mission or functional teams and/or cadre members.

· Request activation of external mission or functional PRTs as required thru affected Division/District and the UOC.

· If office space is not available, request activation of DTOS.

D.  Assumptions:
· ENGLink Deployment Module is being utilized by home station, to include the following Essential Elements of Information

· Travel Itinerary (Airline Flight Number, Departure and Arrival time) 

· IBA Account Number

· Medical Screening Package is complete and updated

· ENGLink Personal Data Sheet (PDS) is updated and has current communication numbers

· Within Division teams or cadre members have been identified and trained.

· At minimum, EM, Logistics PRT, Resource Management, Safety, Security & Human Resources will be activated to staff a Division Forward Support Area/Response Field Office.  Contracting, Information Management, Administrative Support, and an Area or Resident Engineer may be added as required.

· All functional PRT’s or Cadres will prepare situational Project Management Plans for the event.

2.  MISSION
Anticipated Requirements:
Internal to the Corps
· Lodging (both at RSOI/RFO/JFO & event site)

· Rental Cars/leased vehicles directly from GSA
· Airport Shuttles

· Property Accountability

· Equipment Issuance (Cell Phones, Radios, GPS Units, Digital Cameras, Computers, etc.)

· Visibility Clothing Issuance (red/white Corps shirts, raingear, cold weather gear, hats, etc.)

· Inoculations
· Supply Acquisition and Issuance (Office Supplies, Safety Supplies, Water)
· Safety Briefings

· Security Briefings

· Ethics & Conduct Briefings

· Assignment of CEFMS Authorities in Event District’s Data Base, as required by position

· HR Briefings (FLSA, Timesheets, Overtime, Work Schedule, Night Differential, Return to Home Station Guidance etc.)

· ID Badge Issuance, as required.

· Assignment of IMPAC Card in Event District, as required by position.

· Assignment of Unit Card in Event District, as required by position.

· Request for Actual Expense, if required.
External to Corps
· Obtaining cell phones, GPS, digital cameras, computers, office equipment, etc from FEMA 
· Base camp support from FEMA

· Support from OFA and ACI
3.  EXECUTION:

A.  General Responsibilities:

      In Processing

· Reference Appendix K, Checklist, for RSOI In-Processing Checklist
· Reference Appendix I, Sample Documents, for Orientation Package

· Reference Appendix I, Sample Documents, for RSOI Personal Data Sheet

     EOC

· Stocking adequate quantities of Corps visibility items (Red/White Shirts, raingear, cold weather gear, safety vests, hats, etc.)

· Stocking of  basic safety items (glow sticks, first aid kits, flash lights, ear plugs,  batteries, gloves, hard hats, etc.)

· Utilizing established RO (Response Org.) Document in ENGLink to determine personnel requirements.  Create and release taskers based on RO Doc.
· Providing equipment such as cell phones, radios, lap tops, etc. as required.  Coordinate with IM/FEMA to obtain additional equipment as required.

· Establishment of work items in CEFMS for FEMA Mission Assignments, labor, travel, purchase of supplies, etc.

Reference Appendix I, Sample Documents, for Sample RFO Request

Logistics Planning & Response Team

· Lodging

(a)  Locate suitable lodging for all in-coming personnel.  Utilize ENGLink Deployment Module to determine number of rooms required.  Input hotel information for each employee as they are assigned lodging.

(b)  Utilize Bank of America Unit Card to block rooms.  All in-coming personnel will use their own personal government travel card once they check into the hotel.  IMPAC cards or CBAs (Centrally Billed Accounts) may not be used for this purpose.

(c)  Utilize ENGLink Deployment Module to determine incoming requirements and to input hotel information for each employee.  Reference Appendix M, ENGLink Deployment Module Guidance, for instructions.
(d)  Prepare Request for Actual Expense Memorandum, if required due to higher lodging costs. Reference Appendix K, Policy and Memo, for Actual Expense Documentation
· Rental Cars

(a)  Coordinate with Mission Managers and Division Forward Commander to determine which positions require rental cars.

(b) Utilize car pools to maximum extent possible (same hotel/same work shift at same location).

(c)  Explore the possibility of shuttle service for transport to and from airport, RSO&I/RFO/JFO and hotel.

(d) Utilize Bank of America Unit Card to block rental cars.  All employees will use their personal government travel cards for payment when they pick up their vehicles.  IMPAC cards or CBAs (Centrally Billed Accounts) may not be used for this purpose.

(e)  Utilize ENGLink Deployment Module to determine incoming requirements and to input rental car information for each employee.  Reference Appendix M, ENGLink Deployment Module Guidance, for instructions.
(f)  Explore alternative sources for vehicles (GSA, car dealership leases, etc.) if adequate Corps or rental vehicles are not available.

Reference Appendix K, Policy and Memos, for US Government Rental Car Agreement

· Unit Cards

(1)  Ensure each District has a Unit Card Account established.  In most cases it will be the same individual that manages the CBA.  Ensure there are at least two alternate cards assigned (one in LM & one in EM).

(2)  Be prepared to have additional Unit Cards issued to incoming LPRT Team Members for use in blocking hotel rooms and rental cars.  LPRT members are responsible for reconciling any charges prior to their departure back to their duty station.

(3)  Unit Card usage will be in accordance with HQ USACE CELD memorandum, Unit Card SOP.  Reference Appendix K, Policy and Memo, for Unit Card SOP 2002.
· Property Accountability

(1)  Ensure either the District Property Book Officer or the LPRT PBO is on-site to handle any property accountability issues.

(2)  Establish either separate data base or utilize a spread sheet to maintain separate property book for the event.  Reference Appendix I, Sample Documents, for Access Property Book file. 
(3)  Establish sub-hand receipts for each functional or mission area (Debris, Temporary Roofing, Safety, Security, Logistics, etc.)

(4)  Conduct HRA Training to all account holders.

(5)  Property issues will be dealt with in accordance with HQ USACE CELD-ZA memo, Standard Personal Property Accountability Business Process Procedural Guidance for Use During Emergency Operations. Reference Appendix L, Policy and Memo, for CELD Memo Standard Property Procedure.
(6) Obtain barcodes from FEMA when possible and barcode property purchased with FEMA funds using FEMA barcodes.

(7)  Maintain financial responsibility over personal property using the prescribed methods in AR 735-5, Financial Liability Investigation of Property Loss.

· Equipment Issuance

(1)  Ensure all accountable property, to include Corps visibility items and expendable property is signed for at issuance.   Utilize ENGLink Deployment Module to post all equipment and property that is issued for each employee.  Remove data from ENGLink when employee out-processes to return to his home duty station and items are turned in.  Reference Appendix M, ENGLink Deployment Module Guidance, for instructions.

(2)  Ensure all durable and expendable property is accounted for.

(3)  All material, equipment and clothing will be hand-receipted to the user.

· Supply Acquisition and Issuance

(1)  All supply and property acquisitions must have the approval of the Logistics Team Leader and must be in support of a FEMA Mission Assignment currently on hand.  Costs must be charged to the appropriate Mission Assignment (Debris, Roofing, RFO, etc.)
(2)  Inventory must be maintained on a standard spreadsheet showing receipts and issues. 
(3)  For the initial response effort, supplies and materials may be purchased on the local market.  Once things have stabilized, supplies should be ordered from GSA (GSA Advantage) if available. 
Reference Appendix I, Sample Documents, for Sample Safety Items Required

Reference Appendix I, Sample Documents, for Response Supply Room 

     Requirements
Reference Appendix K, Policy and Memo, for Safety Shoe Policy

Reference Appendix I, Sample Documents, for Standard Supply Issue Per 

     Pers
on

Reference Appendix I, Sample Documents, for Visibility Item Tracking
     Spreadsheet

Reference Appendix I, Sample Documents, for Special Order Request 

· IMPAC Cards

(1) Supported District must be prepared to have IMPAC cards issued to incoming LPRT personnel, or they must provide District Contracting personnel to support the purchase of office supplies and equipment required to assure mission execution success.
(2)  In-coming personnel will be card holders in their own district and will have a letter of certification from their IMPAC Card Holder Program Manager citing their qualifications and status of their accounts in their home districts, Reference Appendix I, Sample Documents, for IMPAC Card Validation Memo Sample.
(3)  Manage usage in accordance with Disaster SOP for IMPAC Card Holders. Reference Appendix I, Sample Documents, for IMPAC Card SOP.
· Laundry Services
(1)  Establish laundry services for response personnel if required.
(2)  If multiple hotels are being utilized, pickup and drop-off should be at the RFO.

(3)  Individual billings should be the requirement on the contract.

· Space Management/Building Management
(1) In cooperative efforts with EM, RE, RM, CT, IM, etc., establish initial office space utilization requirements and assign organizational space at the RFO.

(2)  As missions change, reallocate space to organizations and request additional leased space for requirements through Real Estate.

(3)  Maintain RFO building utilizing custodial, service, etc. contracts as required.

(3)  DTOS/CTOC

· Be prepared to support Corps or other government response operations for office space and/or communications requirements.

· Assure connectivity to ENGLink, phone lines, fax machines, etc.

(4)  Information Management Office or Cadre 
· Establish connectivity at RSOI/RFO for ENGLink and email usage.

· Set up computers, fax machines, printers, copiers, servers, etc.

· Locate source and lease cell phones for distribution to responders if not available from FEMA.

· Ensure availability of CEFMS to users when required.  Ensure card readers are available and functioning properly. 

· Establish email accounts for responders.

· Establish and staff mail unit for incoming/outgoing mail.

· Establish records keeping system.
Reference Appendix I, Sample Documents, for IMO Response Requirements
(5)  Safety Office or Cadre

· Assess safety situation.

· Conduct safety briefings to in-coming personnel 
· Ensure proper safety equipment is utilized (hard hats, steel toed shoes, sun screen, bug repellant, etc.)

· Assess necessity for inoculations.  If required, establish source.

· Address accident or injury reporting requirements.

· Maintain and issue safety equipment to responders as required (i.e. hard hats, vests, ear protection, eye protection, etc.)

Reference Appendix I, Sample Documents, for POSH Prevention of Sexual 

     Harassment

      Reference Appendix K, Policy and Memo, for Safety Shoe Policy

      Reference Appendix I, Sample Documents, for General Safety Occupational Health 

           Briefing.

      Reference Appendix I, Sample Documents, for Work Injury Guidelines.
(6)  Security Office or Cadre
· Assess security situation.  Coordinate with FEMA, US Protective Services, local and state officials to determine potential security issues.

· Issue ID Badges as required by situation.

· Conduct security briefings to in-coming personnel 
· Address incident reporting requirements.

· Conduct investigations concerning reports of misuse of government property and incidents of threats towards USACE employees/representatives.

· Obtain physical security and manage building security requirements (i.e., building alarms, guards, etc.)

· Establish and maintain key control system for all buildings utilized in the response that is not managed by the event district.

Reference Appendix I, Sample Documents, Security Briefing.

(7)  Resource Management Office or Cadre

· Set up funding for in-coming funds.

· Prepare and forward MIPRs as required for event district to responding personnel.

· Monitor obligations and expenditures, updating mission funds status daily in ENGLink.
· Issue new MIPRs as required for those that deploy prior to a declaration.  Ensure their home districts issue new travel orders to reflect this change.

· Establish CEFMS access for those employees that require it.

      Reference Appendix I, Sample Documents, for Pay Entitlements

      Reference Appendix I, Sample Documents, for Pay Code Definitions 

      Reference RM Functional Guide

(8)  Human Resources Office or Cadre and ENGLink Strike Team
· Coordinate with other Functional PRTs or Cadres to prepare Orientation Package for in-coming personnel:

· Deployment Orientation Checklist

· Commander’s emphasis memorandum

· Hours of Operation memorandum

· Timekeeping procedures. Reference Appendix I, Sample Documents, for Info for Supervisors and Timekeepers.
· Time and Attendance Sheets. Reference Appendix I, Sample Documents, for RSO&I Timesheet
· Ethics & Conduct information sheets. Reference Appendix I, Sample Documents, for Basic Ethics for Disaster Relief Personnel
· Safety Information

· Security Information (Personal and Property)

· Points of Contacts List

· Authorized Return to Home Station Guidance.  Reference Appendix I, Sample Documents, for Return Trip Home Request.  
· Request ENGLink Strike Team to support RSOI activities.
· Utilize ENGLink to recruit responders per tasker request provided by appropriate mission manager.  Reference Appendix I, Sample Documents, for ENGLink Transfer Tasker Request.  Reference Appendix I, Sample Documents, for Tasker Request Form 
· Utilize ENGLink Deployment Module to monitor personnel requests, taskers and recruitment patterns.

· Update information in ENGLink Deployment Module for employees assigned to the disaster event. 
· Provide Division Forward Commander with daily personnel reports to include number on the ground, enroute, returned to duty station, by mission assignment, etc.

· Bi-Weekly Pay Cap Exception. Reference Appendix K, Policy and Memo, for RSO&I Sample Bi-Weekly Paycap Waiver.  
· Fair Labor Standards Act (FLSA) Determination. Reference Appendix K, Policy and Memo, for RSOI FLSA Memo.
· Overtime Issues

· Night Differential

· Awards

      Reference Appendix I, Sample Documents, for Pay Entitlements

      Reference Appendix I, Sample Documents, for Pay Code Definitions 

      Reference HR Functional Guide and HR Appendices 
(9)  Real Estate Division or Cadre

· Coordinate with GSA and FEMA to acquire/lease office space as required for RSO&I.  Utilize commercial sources if required.

· Prepare and obtain all formal service agreements as necessary to support all commercially leased facilities (i.e. custodial, electrical, telephone, etc.)
· Prepare for “Rights of Entry” mission if Corps is assigned Emergency Power, Debris, Temporary Roofing, Temporary Housing missions by FEMA
· May be required to obtain additional office space for RFO, Field Offices, Resident Offices, Warehouses, etc...
(10)  District Contracting Office

· Be prepared to issue IMPAC Cards to LPRT members who are card holders in their home districts and have required memorandum of certification from their IMPAC Card Program Managers.

· Support incoming Mission PRT Contracting Officers on ACI Contracts.

· Request dollar threshold be raised on IMPAC Card Holders accounts.  $2500.00 is not adequate in a major event.

(11)  Internal Review Office or Cadre

· Ensure accepted and approved operational and financial business processes are being followed.
4.  Out Processing

Physical Close Out. The LPRT Team Leader coordinates with the ESF #3 TL/ATL the physical completion of a mission assignment by the Supported Division or designated responding organization. Contractors completing demobilization, warranty work being completed and USACE personnel returning to normal duties mark the physical closeout.  Physical close out occurs before fiscal closeout. 
Reference Appendix K, Check Lists, for RSOI Out-Processing Form 

Reference Appendix I, Sample Documents, for Initial Impressions Report

Reference Appendix I, Sample Documents, for Out-Processing Cover Sheet

Reference Appendix I, Sample Documents, After Action Comments Sheet






