Appendix E
FACILITIES
Purpose.  To outline the basic tasks and responsibilities of the LPRT regarding general facilities management.

General. LPRT, Facilities personnel will coordinate with FEMA, GSA, and USACE Real Estate to obtain adequate Recovery Field Office (RFO), Emergency Field Office (EFO), and Warehousing and Staging Area space.  Responsibilities of the LPRT Facility Manager are listed below:

    
    a. Office Space.  LPRT facilities personnel will coordinate with the Commander or designee, Real Estate and Emergency Management (EM) personnel to determine office space requirements.  If available, DTOS assets will be utilized prior to obtaining rental office space.

   b. Office Furnishings and Equipment.  LPRT facilities personnel will coordinate with FEMA Logistics at the JFO to determine availability of tables, chairs, filing cabinets, copiers, fax machines, laptops, etc..  If items are not available through FEMA, USACE must receive FEMA approval to lease or purchase such items. LPRT facility personnel is required to maintain property accountability of all items issued from FEMA and leased or purchased equipment. Note:  Inquire into the availability of a 50 to 100 person JFO kit.
    
    c. Electrical.  Responsibilities include locating and ensuring installation of electrical requirements.

    
    d. Telecommunication.  In coordination with Information Management Office (IMO), the LPRT Facility Manager will ensure timely/proper installation of telecommunication systems as required.

         e. Janitorial Services.  Responsible for obtaining janitorial services for the RFO, EFO, and Warehouse or Staging space if not provided for in lease or contract.

   f. Miscellaneous Support.  Arrange for quality of life items such as water coolers, microwave, refrigerators, laundry services, portable toilets (if required), etc.


   g.   Security.  Coordinate with FEMA for obtaining physical security support.  
h. Special needs may be required for pest control, utilities, signage, outside 
lighting, handicap access, trash disposal, etc.. will be the responsibility of the LPRT Facility personnel.  
i. For facility management closeout must return site to pre-occupancy physical 
condition. Coordination may be required with FEMA, GSA, EPA, and OFA.

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. 

