ESF#3 Action Officer (AO) Daily Schedule:  Temporary Public Buildings - 
9:00am 
E-mail the file C:\Documents and Settings\b6ppjhm1\My Documents\Katrina2005\Daily Reports\ TPB Table-date.xls.  See example.  The data for this report comes from item 2. from Keesler.  This data is discussed at M W F Operations Branch Meeting, attended by Team Leader (TL) or Assistant Team Leader (ATL).

TO:  Mwomack@meme.ms.gov; bbrown@mema.ms.gov; Robert.fenton@dhs.gov; ginger.edwards@dhs.gov; dan.best@dhs.gov; holly.hollingsworth@dhs.gov; Michael.madden@dhs.gov
CC:  Shafer, Michelle, Triplett, Nancy; Yolanda.smith@dhs.gov; juliette.hayes@dhs.gov 
4:00pm
Provide paragraph in e-mail of daily issues and summary of daily mission work.  Use information from item 1. below but summarize at higher level.

TO:   Shafer, Michelle; Triplett, Nancy.

5:30pm
Daily ESF#3 team meeting.  Provide verbal update of progress, issues, other items of interest.
Other duties and actions – Keep TL and ATL informed of issues, seek their advice for pursuing solutions, all questions/issues/problems from Field should be addressed ASAP, talk daily with Mission Manager (MM), and key team members, work directly with FEMA infrastructure branch chief, keep FEMA/MEMA informed of issues, prepare mission Taskers to cover work being performed under the Mission Assignment, pay attention to funding and schedules, seek additional funding (through mission amendment) when necessary, document verbal directions from FEMA with MFR-and provide to MM, Provide schedule of upcoming accomplishments to COE/FEMA Public Affairs person.  Keep log of daily interactions, requests, solution with other Organizations.
Keesler:  Daily Do-Outs by Mission Specialist:
1. By 15:00, send Situation Report , ( in Situation_Reports folder,Status_?-??-2005.doc), team personnel (In Admin/Personnel folders,Personnel_?-??-05.xls), and inventory update of sites (in Situation_Reports folder, Site_update_??-?-05.xls) to:
Christenson, David S MVP; Mose, Joseph H MVP; Segrest, John C MVD; Snyder, Aaron M MVP; Clay, Jeremy M MVK; Isham, Vicki L LRN; Jenkins, David G MVD
2. By 19:15, send inventory of sites with updated tasks completed that day and projected for tomorrow (in Situation_Reports folder, Site_update_??-?-05.xls) to:
Mose, Joseph H MVP; Copelin, Larry D MVK; Clay, Jeremy M MVK
3. Copy first worksheet in (in Public_Bldg_inventory folder, Public Bldg Inventory.xls) to (in Situation_Reports folder, Site_update_??-?-05.xls) and then place at the following ftp site. ftp://ftp.mvp.usace.army.mil/Hurricane%20Katrina/FEMA-MEMA_doc_for_ftp/
And email to: 

Waddle, Jimmy MVK; Carver, James L MVK; Pollan, Alton W MVK; Lantz, Allen D MVK; Douglas, Bruce E MVS; Pace, Kevin MVK; Jenkins, Lamar MVK; Gaylord, Stanley J MVK; McKoy, Peter B SAJ; MEMA_mobopsemac@yahoo.com
Keesler Weekly Do-Outs:

1. Update Funding and Transition worksheets from EngLink in (Personnel_?-??-05.xls), report to Mission Manager. 
