Transcription for JFO Forms

The Action Request Form (ARF)
The Action Request Form, or ARF, is a request to FEMA for action. It is generated by the ESF #3. Usually the ARF will accompany a Mission Assignment form. The Action Request Form is completed by an Action Officer, a TL or an ATL.  This form is used to request funding, decrease funding, and amend funding. In section one, "Who is Requesting Assistance?", make certain the area for request or organization is filled out. FEMA has to know where the funding is going. In section two, Requested Assistance, make certain the area for Description of Assistance Requested includes funding requirements, whether requesting amendments or reductions in funding. The Administrative Assistant should check to see if the number of resources is entered in the Quantity section. The Priority Block has to be checked if there is a priority. Make sure Delivery Site Location notes where the resource is going. The Administrative Assistant should verify that there is an attachment to the ARF that describes the scope of work which has to be completed.  The ARF is filed in suspense until FEMA responds. Sections three through five on the ARF form are completed by FEMA.

Close-Out Plan

The mission Close-Out Plan addresses all missions. The Administrative Assistant is responsible for reviewing the Close-Out Plan in order to verify the status of all missions identified. The Action Officer or TL must be notified if a mission is not addressed. If all missions are included, make sure the status of the missions is explained, (Is it complete?, Is it active?, etc). Make certain FEMA signs off on the plan. FEMA, the RFO and the impacted District EOC in the Division should all get a copy of the mission Close-Out Plan.

Close-Out Memo

When the mission is physically complete, a mission Close-Out Memo is developed. It’s the responsibility of the Administrative Assistant to confirm that a mission Close-Out Memo has been completed for each tasker in the total mission. FEMA must concur with the memo in all cases. When cost sharing is involved, the State/Commonwealth/Territory must also concur. Be sure the subject area identifies the Mission Assignment number and Mission Assignment name. A number is assigned to each mission that tracks the mission from start to finish. Send one copy to the RFO, the impacted District EOC and Division after it is signed. One copy of the mission Close-Out Memo is kept for the notebook or the master file.

ESF #3 Personnel Emergency Log

The ESF #3 Personnel Emergency Log provides vital contact data. The primary purpose is to help keep track of personnel, especially when they are housed in different locations. In addition to the list containing names and telephone numbers, also noted are Arrival and Departure dates, Duty assignments, Organizational names, and Lodging locations (room and telephone numbers). The Log provides a record of where individuals worked, what they worked on and how long they were in the field. This record should be updated each time there is a change and provided as an enclosure to the StatRep.

ESF #3 Lessons Learned/Recommendations/Suggestions

It is essential that data are captured for the use of others in future disasters in order to improve the efficiency of response and recovery operations. Part of that process for each Mission Assignment is the Lessons Learned/Recommendations/Suggestions form. The Administrative Assistant is responsible for distributing the Lessons Learned form, either on paper or electronically, to all ESF #3 management personnel when a mission has been assigned. The completed forms are collected and verified to ensure the following sections are complete: the Team Leader’s name should be entered next to Title; the Assistant should confirm the mission area in which the form applies, whether it is Commodities, Power, etc. In the discussion section, the Assistant should verify how the process might be improved based on what was observed or experienced in the Mission Assignment. Under Recommended Action, make sure that statements are present to claim which actions or methods worked best for Lessons Learned. In the Comment section, reasons are discussed that explain why the recommendation is being made. If any of these sections are incomplete, the Administrative Assistant should notify the person responsible for completing the form. When finished, the Assistant distributes the verified and completed forms to the Team Leader (TL). The TL is responsible for ensuring that the information is included in the ESF #3 After Action Report or for the affected division's After Action Report. Every team member’s input is valuable for the successful execution of the USACE in future disasters.  The primary way to provide lessons learned/recommendations/suggestions is electronically in ENGLink to ensure that IAAT receives them.  The above should only be used if there is no connectivity to ENGLink.
ESF #3 Status Report

An overview of current activities, projected activities and issues for ESF#3 operations is provided in the Status Report or the StatRep. The StatRep is developed daily with assistance from the Administrative Assistant. The status of personnel, such as how many, and when will travel orders expire, etc. is included in the Current Activity section. If the employees are the same from one StatRep to the next, the Assistant will note “no change” for the employee information. One copy of the StatRep is sent to FEMA and one copy is sent to the RFO and impacted district EOC. 

Facsimile Header Sheet

The Facsimile Header Sheet should accompany all paper work being faxed. To ensure all materials arrive at the correct locations, make certain that names and phone numbers are included on the form, along with any necessary remarks.

MFR for Verbal Mission Assignment

The Verbal Mission Assignment (MFR) is used to document Mission Assignments (MA) given verbally to USACE by FEMA.   The MFR is an official funding document that is used to establish funding accounts in CEFMS and spans the time between when a Mission Assignment is given verbally to USACE and when a hard copy of the MA is actually produced in the National Emergency Management Information System (NEMIS) and provided to USACE.  It can take from one to five days to get a MA out of NEMIS and in some cases even longer.  The Administrative Assistant should make sure the Verbal Mission Assignment MFR is filed with the MA hard copy or electronic document upon receipt of the MA.   Remember the verbal MFR will not have a MA number since the actual MA number is electronically generated in NEMIS.  

The Assistant is responsible for verifying that all fields are complete. If any sections are incomplete, the form should be returned to the ESF#3 Team Leader. In section one, make sure the exact date and time are present for the Verbal Mission Assignment issued. Verify that the name of the person who verbally assigned the mission is listed. Include the mission name, such as Roofing, Housing, Commodities etc., and verify the Mission Assignment number, if available. Make sure the amount authorized as well as the total amount authorized for this mission is written on the form. The Federal approving official’s name must be present. If possible, acquire a FEMA signature for this document. The Administrative Assistant is responsible for sending one copy of the Verbal Mission Assignment MFR to the supported District EOC, the RFO and Division EOC. A copy of the Verbal Mission Assignment MFR should be kept for the master file or notebook and another copy of the MRF is placed in a working file or notebook for individuals to use as a reference.

Mission Assignment Form

The Mission Assignment form is a funding authorization document. The MA is used to increase or decrease the amount of funding or to change dates needed to complete the Mission Assignment. It provides a narrative of how Admin should distribute the money. The Administrative Assistant is responsible for checking the document when it is received, as well as comparing the document to the verbal mission assignment MFR. It is then faxed to the various locations involved in the operation, such as the Division Supported District EOC, the RFO Commander; and the UOC. The Assistant should make sure section one of the MA, tracking information, includes the state and Program Code Event number, and both are correct. Ensure the proper box is checked in section three, Initial Federal Coordination. For example, the Corps is ESF#3. In section four, description, confirm that the specific mission details are written and are the same as the verbal MFR.  Note that on a MA, the mission statement is very broad and general in nature.  This gives the latitude necessary in disaster response and recovery operations to do whatever is necessary to execute the mission without generating numerous and unnecessary MAs.  Specific work items that FEMA wants accomplished under a MA umbrella is spelled out in a tasker as described later. The start and end date must be included, which is very important because you don’t want to start before the start date. The end date is necessary in case an extension is required. The Administrative Response Assistant should make certain an amount is entered for the total cost estimate and it is consistent with the verbal MRF if a verbal MRF was done. Be sure a Federal Approving Official has signed the document in section six, Approval. In section seven, Obligation, verify that the Mission Assignment number corresponds with the program code event number, State, COE, Division and mission number. In, Cumulative Amount, be sure the total amount given to the assignment thus far is noted. If there is a difference and you do not have other documents to verify the difference, contact the Mission Assignment Coordinator (MAC) so they can provide the necessary copies to resolve the difference. The Administrative Assistant needs to include a copy of the completed MA in the working and master file.  When the documentation has been received, notify the TL and the specific Action Officer.

Mission Assignment Tasker 

During a Mission Assignment, the Action Officer will fill out a form called the Mission Assignment Tasker that is normally referred to as a tasker. The AO clarifies the Mission Scope and the exact work to be accomplished in a tasker. In the Tracking Information section of the Tasker, the Administrative Assistant should confirm that the Mission Assignment number is consistent with the actual mission that the AO has clarified. There might be some confusion if the numbers are different. Ensure the tasking number is sequential for this specific Mission Assignment. For example, if it’s a Commodities mission, then use C in front of the number. Use the letter D before the number, if the mission is for Debris. The SU, EM, DR explains what kind of money and Mission Assignment is being worked. SU represents Pre-Declaration money, EM represents Emergency Declaration, and DR represents Major Disaster Declaration. Be certain the numbers match the Mission Assignment under Requirements Task Order Description in Section A. Verify that the tasking description area clarifies the order. Name and contact information, such as phone and fax, must be provided for the tasker or the person originating the assignment. Any quantities should be indicated in this section. Confirm that the criticality of the tasker is marked. The Date/Time Needed section must be completed. In the Delivery Site Location, be sure the specific area is provided. Guarantee that a contact name and number is in the State POC section. If there is a Site POC, their contact numbers and names are also needed.

