ADMINISTRATIVE SERVICES,

TASK FORCE FOR

DISNEYLAND
COOP PLAN

APPENDIX A
EMERGENCY RELOCATION GROUP

This Appendix lists the names, contact information, notification procedures, and responsibilities of the Task Force for Disneyland Emergency Relocation Group.

A.1
Responsibilities of Emergency Relocation Group 

Prior to a COOP activation, Emergency Relocation Group Members should:

· Attend relocation team meetings as scheduled.
· Keep Emergency Relocation Group Chief apprised of COOP-related matters, e.g., changes in contact information etc.
· Review and update mission-essential functions annually.
· Develop notification cascades for division personnel and update as required.
· Participate in COOP training and exercises.
· Develop Drive-Away Kits.
· Develop plan to store data, vital records, and databases off site.
· Prepare division COOP Implementation Plans and Standard Operating Procedures and update as necessary.
· Annually review the composition of the working group staffing to ensure that the assigned staff are adequate.
A.2
Notification Procedures 
· The Taskforce for Disneyland Division Emergency Relocation Group Chief/Taskforce for Disneyland Administrator will notify the  Director to activate the COOP Plan.

· Upon notification to activate the Taskforce for Disneyland  Division COOP Plan, the Taskforce for Disneyland  Division ERG Team Chief will perform the following duties:
· Contact the ERG members identified in this annex, informing them of the current situation and that the COOP Plan is being activated.

· Notify the Alternate Facility Manager of the appropriate alternate facility regarding the activation of the Taskforce for Disneyland Division COOP Plan.

· Once the COOP is activated, the ERG members will contact additional staff – (COOP Support Team members – See Appendix J- Staff Roster) using the following procedures:

· Attempt to call each person in his or her chain-of-command and relay the information and guidance provided by the ERG Team Chief.
· Make a second attempt to contact those individuals who were not initially available.  If this attempt is unsuccessful, the ERG member will leave a message, send a page, or use any other method of communications available to make contact.

· Report status of cascade, including names of personnel not contacted, to the Taskforce for Disneyland Division ERG Team Chief.

A.3
Emergency Relocation Group Members

Table 1 contains the name, title, contact information, and mission-essential function responsibility.  See Appendix C Mission-Essential Functions for more details on choosing a Emergency Relocation Group.

Table 1.
 Emergency Relocation Group
	Name
	Title
	Telephone
	E-Mail
	COOP Responsibility/Role (Mission-essential function)

	Joe Tentpeg
	Administrator/Disneyland ERG Chief
TFBR CAT Cheif
	
	
	COOP coordinator (oversee and ensure the execution of the Mission Essential Functions, provide assistance to  director at offsite location,  provide inspections for allocation requests, approval of payroll, approval of allocation funding, approval of bills)

	Jane Coffee
	Architect

ERG Team Member
	
	
	Architect

Perform FIT inspections, provide inspections for allocation requests, project reviews, review allocation funding, review change requests

	Gerry Meyer
	Administrative Assistant II/Project Allocations Manager Support Team
	
	
	Admin Assist. II/Projects Allocations Manager

Prepare allocation funding as requested Administrator, bill processing)

	George Washington
	Training Coordinator
	
	
	Training Coordinator

(provide training programs as needed)

	Barrack Obama
	Electrical Engineer
Support Team
	
	
	Electrical Engineer
Provide FIT inspections (if needed), Provide inspections or consultation for allocation requests (if needed)

	Ken Lewis
	Mechanical Engineer
Support Team
	
	
	Mechanical Engineer
Provide FIT inspections (if needed)




APPENDIX B
ALTERNATE FACILITIES

This Appendix describes the location of primary working facility of the Disneyland Division.  Should the primary facility become unavailable during a COOP activation, the Director in coordination with the COOP Program Manager and the Division Administrators will assign the Alternate Location to be used by this Division.  The Alternate Location will be selected from the Administrative Services-Alternate Location List.  However, due to the nature of the triggering event an Alternate Location may be identified without being identified on the Alternate Location List.  The Disneyland Division Emergency Relocation Group (ERG) Chief should work in close coordination with the Alternate Facility Manager to ensure that the Disneyland Division has access to the resources and assets it will need. 

This Appendix also includes guidelines for updating or selecting the alternate facilities are listed below. 

B.1 
Location of Primary Working Facility: 

1971 Building, XXXX X Street, Lincoln, NE  68507
B.2
Location of Primary Alternate Facility

The determination of the appropriate alternate facility for relocation, and whether to relocate the entire ERG to an alternate facility will be made at the time of activation by the  Director in consultation with the appropriate Division Administrator(s) and the COOP Program Manager.  The decision will be based on the incident, threat, risk assessment, and execution timeframe.  To ensure the adequacy of assigned space and other resources, all locations identified as alternate facilities and those being considered for alternate facility locations should be reviewed by  management and staff annually.  The ERG will be advised of the results of this review and any updates to alternate facility details.  

B.3
Status of Alternate Facility Operations

The Disneyland Division ERG Chief should work with the Alternate Facility Manager to identify the current status of assets at the alternate facility if due to the nature of the resource requirements for this Division, only one of the Alternate Facilities identified will be suitable for supporting efforts to complete their Mission Essential Functions

Guideline: 

The alternate facility should have pre-positioned resources or the Division’s Drive Away Kit should contain resources sufficient to sustain operations for three days without additional resource support.

ADMINISTRATIVE SERVICES
ALTERNATIVE FACILITIES LIST
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B.4
Evaluating Alternate Facility Needs and Requirements   

The Disneyland Division ERG Chief, in consultation with the  Program Manager and the Alternate Facility Manager, will conduct an annual review of space allocations at the alternate facility to ensure the adequacy of assigned space and other resources. 

The Emergency Relocation Group will take the alternate facility evaluation and recommendations and implement a process to rectify any shortfalls in the equipment, maintenance, or improvement and modernization of the facilities.

B.5
Guidelines for Assessing and Evaluating the Suitability of an Alternate Facility

The following guidelines can be used to assess if the current alternate facility(ies) meets current needs or to identify secondary/additional alternate facilities. A list cataloging each facility and its capability and capacity can be used to assist in the re-evaluation and selection process.  

B.5.1
Alternate Facility Reevaluation
· The alternate facilities should be fixed facilities. For cost efficiency, the alternate facility can be identified from existing state facilities.  

· The alternate facilities must be capable of supporting emergency operations in a safe environment.  The ERG must take into account:

· Proximity to high-target facilities and infrastructures, susceptibility to hazards, neighborhood crime rates.

· The protective measures implemented at the facility.

· The distance from the threat area to any other facilities/locations (e.g., hazardous materials/nuclear power plants, floodplain, areas subject to natural disasters or civil unrest).

· Whether facility construction is uniquely resistant to natural disaster risk factors (e.g., tornadoes, hurricanes, floods).

· Access to essential resources such as food, water, fuel, medical facilities, lodging, and municipal services (e.g., fire, police).
· The availability of transportation and parking.
· The facility requirements, selection, and occupancy planning should be based on a worst-case scenario. 

· The facilities should be located in areas where the ability to initiate, maintain, and terminate operations will not be disrupted.  

· The ability to be operational not later than 12 hours after deployment and to sustain operations for up to 30 days.

· Comfortably hold the number of personnel per shift required for accomplishing these functions for 30 days or until the emergency ends. (Suggested guideline is approximately 100 square feet per person.)

· Power requirements to support the Alternate Facility.

· Interoperable communications in sufficient quantity, mode, and media to effectively interface with critical customers, including other State, county, and city agencies.
· Availability of existing equipment and furniture in the facility that can be used by the ERG.
B.6
MOU Considerations 

If the facility is not owned or leased by the State of Nebraska, a Memorandum of Understanding (MOU) is needed to confirm and document the use of the space by Disneyland Division.

Each MOU will include:

· Time period from notification of requirement to availability of facility for occupancy.

· Space and services to be provided.

· The conditions and any provisions for use of the space. 

Site support procedures and copies of MOUs or pre-arranged contracts will be maintained in Appendix I Site Support.

APPENDIX C
MISSION-ESSENTIAL FUNCTIONS

This Appendix lists the mission-essential function and resources needed for the Taskforce for Disneyland.  Table 1 shows the mission-essential functions that need to occur during the first day, first week, and first month of a disruption requiring a COOP activation.   Table 2 demonstrates the organizational unit, the personnel, and the resources needed to carry out the mission-essential functions.  

C.1
Definition of A Mission-Essential Function 

Mission-essential functions are functions that enable the government to provide vital services, exercise civil authority, maintain the safety and well being of the general populace, and sustain the industrial/economic base in an emergency.

C.2
Identifying Mission-Essential Functions

It is imperative to establish priorities before an emergency to ensure that the Emergency Relocation Group (ERG) for each division can complete mission-essential functions that are critical to the overall operation of the Taskforce for Disneyland Division and that support emergency response efforts within the State of Disneyland.  
The following process and criteria were used to identify mission-essential functions listed in Table 1 – 

· Review all organizational functions
· Statutes 

· Functions assigned by or implicit in law

· Executive orders and directives 

· Functions assigned by the Governor or Director
· Functional surveys 

· Functions vital to support of another agency’s essential mission

· Mission statements 

· Organization roles and responsibility documents

· Organization emergency personnel designations
· Determine criteria for selecting critical activities
· Identify mission-essential functions

· Prioritize those functions

· Assign personnel responsible for those functions based on their skills and knowledge

· Determine requisite resources and equipment

· Identify critical data and connectivities

C.3
Task Force for Disneyland Division Mission-Essential Functions

The Administrator and the ERG shall ensure that mission-essential functions can continue or resume as rapidly and efficiently as possible during an emergency relocation.  Any task not deemed mission-essential must be deferred until additional personnel and resources become available.  
Table 1 shows a breakdown of mission-essential functions performed by Taskforce for Disneyland Division in order of priority.

Table 1- One-day, One-Week, and One-Month Mission-Essential Functions

	Item
	TASK FORCE FOR DISNEYLAND DIVISION MISSION-ESSENTIAL FUNCTIONS

	1
	Mission-essential functions that must be performed, given a One Day disruption. (From highest priority to lowest.) 


	
	Fight fires

	
	Save people from fires

	2
	Mission-essential functions that must be performed given a disruption of greater than One Day, but less than One Week. (From highest priority to lowest.) 


	
	Continue functions listed under item Number 1 above

	
	Be prepared to assist other firefighting units in the State 

	3
	Mission-essential functions that must be performed given a disruption of greater than One Week, but less than One Month. (From highest priority to lowest.) 


	
	Continuation of functions listed under item Number1 and 2 above

	
	Clean the firetrucks

	
	Service the firetrucks

	
	


C.4
Personnel and Resources Needed for Mission-Essential Functions

To ensure that the mission-essential functions referenced in Table 1 are effectively transferred to the alternate facility and continued with minimal interruption, it is imperative that each function have qualified staff member(s) assigned to it. The staff members assigned to complete the mission-essential functions will form the Emergency Relocation Group (ERG). When identifying staff members to complete the mission-essential functions, the COOP planner should keep in mind limitations and considerations that might affect the number and position of ERG staff.  For example, the number of individuals on the ERG may be limited due to the alternate facility resources and capacity. The same individual/position may be assigned several mission-essential functions. Care must be taken to ensure that each position/individual will have the training, skills, and time to complete all mission-essential functions they are assigned to.   

Table 2 list the mission-essential functions, assignments, and the resources, equipment, systems, or vital records needed to carry out each function. A robust description of the type, location, and redundancy of vital records and databases needed for carrying out each of the functions is listed in Annex F Vital Records and Databases. 

 Table 2- Mission-Essential Functions

	ORGANIZA-TIONAL UNIT


	MISSION-ESSENTIAL FUNCTION
	POSITION/TITLE  &
(NUMBER OF EACH POSITION)
	RESOURCES, EQUIPMENT, SYSTEMS, OR VITAL RECORDS/DATABASE



	One-Day Mission-Essential Functions

	Task Force for Disneyland
	
	Firefighter (1)

Firefighter 2 (1)

Elec. Eng. (if needed)

Mech. Eng. (if needed)
	Administrator’s Laptops/tablets (2), Drive Away Kit with COOP operation vital records, and (2) cell phones
Emergency Operations Record

Project files on IMS network

	One-Week Mission-Essential Functions

	Task Force for Disneyland 
	
	Administrator (1), Architect (1), Electrical Engineer (1), Mechanical Engineer (1)
	All items from One-Day MEFs listed above, Task Force vehicle, digital camera for documentation of inspections, memo pads and pens for recording written comments, scanner/copier.

	Task Force for Disneyland 
	
	Administrator (1)

Architect (1)

Elec. Eng. (1)
	All items form One-Day MEFs listed above. Internet connection to NIS, with a fall back of either verbal.


	One-Month Mission-Essential Functions

	Task Force for Disneyland
	
	Administrator (1)
Architect (1)

Elec. Eng. (1)

Admini Assist.II/Project Alloc. Mgr. (1)
	All items from One day and one week MEFs listed above, additional smart phone, 1 additional laptop/tablet

	Task Force for Disneyland 
	
	Administrator (1)
Architect (1)

Project Allocations Manager (1)
	All items from one day, one week, on month MEFs listed above; Connection to OnBase, copier/scanner

	Task Force for Disneyland 
	
	Administrator (1)  Architect (1) Project Allocations Manager (1)
	All items from one day, one week, on month MEFs listed above; Connection to OnBase, copier/scanner

	Task Force for Disneyland 
	
	Administrator (1) 
Training Coordinator 

(1)
	All items from one day, one week, on month MEFs listed above; Connection to OnBase, copier/scanner; additional cell phone, access to Training Program electronic files, Projector and projection screen.  


APPENDIX D
ORDERS OF SUCCESSION

This Appendix shows the order of succession for the Taskforce for Disneyland COOP Leadership.  Should any position be unable to perform their duties or mission-essential functions, then the successor will be responsible for assuming the positions and responsibilities. 

D.1.
 Leadership Succession for the Taskforce for Disneyland
The roles, responsibilities, and mission-essential function will fall to the successor in the order listed below under the following condition(s):

· Unable to perform duties or mission-essential functions.

Table 1.
Leadership Succession for the Taskforce for Disneyland 

	Position
	Successors
	Notification

	
	
	Phone
	Email
	Cell Phone

	
	1. 
2.

3.

	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX E
DELEGATIONS OF AUTHORITY

This Appendix shows a sample memorandum that may be used to ensure that the proper delegations of authority are exercised during a COOP activation. You may use this memorandum to pre-delegate authority during long absences.  Pre-delegating authority can ensure rapid response during an emergency.  

The memorandum should be modified to follow Departmental procedures and any limitations in the delegation, for example spending authority up to a certain dollar amount.  The memorandum should be updated on an annual basis to reflect new Department procedures, changes in conditions/limitations, and changes in staff.

DATE:

MEMORANDUM

TO:

FROM:

SUBJECT:
Delegation of Authority

______________________________________________________________________________

Pursuant to State of Disneyland regulations, the authority to take actions listed below is hereby delegated to you in your respective positions in the Taskforce for Disneyland to the incumbents of the positions designated herein.  This delegation is effective as of __________________ ____ , 20 ___ .  

ALL AUTHORITY HEREBY DELEGATED SHALL BE EXERCISED IN ACCORDANCE WITH APPLICABLE LAWS, RULES, ADMINISTRATIVE DIRECTIVES, AND BUDGET ALLOCATIONS.  THIS AUTHORITY CANNOT BE RE-DELEGATED.  EACH PERSON LISTED HAS BEEN AUTHORIZED AS THE PRIMARY DECISION MAKER FOR THEIR ASSIGNED ROLE.  THEY ARE REQUIRED TO CARRY OUT THIS ROLE UNTIL RELIEVED OF THEIR DUTY IN ACCORDANCE TO TASKFORCE FOR DISNEYLAND COOP PLANS AND PROCEDURES.  BY INITIALING NEXT TO YOUR NAME, YOU LEGALLY ACCEPT ALL RESPONSIBILITIES IN CONNECTION WITH THE AUTHORITIES DELEGATED TO YOU.

Travel authorization (Name, Title)  ______________________________
 _________________











 Accepted by (initials)

Leave authorization (Name, Title)   ______________________________ 
_________________











 Accepted by (initials)

Purchase requisitions/spending authority (Name, Title) ______________
_________________

Accepted by (initials)

Execution of Contractual agreements (Name, Title)   ________________
_________________

Accepted by (initials)

Other tasks _________________ (Name, Title)_____________________
_________________

Accepted by (initials)

__________________________________________
______________________________

Authorized by (print name)




Title

_________________________________________

Signature

APPENDIX F
VITAL RECORDS

This Appendix contains a checklist of vital records and databases.  Additional information on the location, back-up, and redundancy status are included in Table 1- Status of Vital Records and Databases.  This list of vital records and databases closely follows the resources needed to support mission-essential functions listed in Appendix C Mission-Essential Functions, Table 2.  

F.1
Ensuring Access to Vital Records and Databases During a COOP Activation

The Taskforce for Disneyland Emergency Relocation Group (ERG) Chief is responsible for –

· Identifying vital records, systems, and data (hard copy and electronic) critical to performing functions.

· Use the list of mission-essential functions to identify vital records and databases.

· Consider also using emergency operating records and legal and financial records.

· Ensuring backup copies of vital records and databases, both paper and electronic, are maintained, updated, and stored in a secure off-site location.  
· Store duplicate records off-site.

· Back-up off-site electronic records and databases.

· Pre-position vital records and databases at the alternate facility prior to deployment.

· Developing a Record Management Plan that prescribes processes and programs to ensure that records are accurate and current.  
F.1.1
Types of Records and Databases
· Maintain current copies of vital records essential to the continued functioning or reconstitution of an organization during and after an emergency in a secure off-site location.  Examples are:
· Emergency plans and directives
· Orders of succession 
· Delegations of authority 
· Staff roster 
· Staffing assignments
· Related records of a policy or procedural nature that provide staff with guidance and information resources necessary for conducting operations during any emergency, and for resuming formal operations at its conclusion.
· Maintain current copies of vital records critical to carrying out an organization’s essential legal and financial functions and activities, and protecting the legal and financial rights of individuals directly affected by its activities in a secure off-site location.  Examples of this category of vital records are:
· Accounts receivable 

· Contracting and acquisition files

· Official personnel files

· Social security

· Payroll

· Retirement

· Insurance records

· Property management and inventory records

The following page provides a table that identifies vital records identified as critical to Taskforce for Disneyland operations during COOP emergencies.

Table 1.
Vital Record and Databases- Protection, Duplication, Movement, Location, Redundancy, and Accuracy Status

	Identify vital records, systems, and data

(Please name)
	Plans for protection, duplication, and portability of records
	Location
	Accuracy and currency of records

(Date)

	
	Protection
	Duplication
	Portability
	Current
	Back Up
	

	Emergency Operating Records
	Y
	Y
	Y
	Administrator’s Office and on 

Server
	In Drive Away Kit located in Task Force Vehicle, on Administrators Laptop and on tape backup at State Capitol storage site
	Backed up daily on server

Paper Copy weekly backup in “Crash Box”

Tape Backed up weekly at State Capitol

	
	Y
	Y
	Y
	
	On Laptops of Project Allocations Manager, Architect and Administrator

Tape backed up daily and offsite storage backed up weekly
	Backed up daily on office server, tape and on laptops, with backup taken to State Capitol on a weekly basis.

	Personnel Records
	Y
	Y
	Y
	Administrator’s Office
	Records are maintained on Administrators Laptop
	Backed up daily on office server with tape backup to State Capitol on weekly basis.

	Digital Camera
	N
	N
	N
	Administrator’s Office Architect’s Workstation
	TFBR shared drive on State network
	Backed up daily on State’s server


APPENDIX G
DRIVE-AWAY KITS

This Appendix contains a checklist of resources that should be included in a Drive-Away Kit. A drive-away kit contains vital records and databases, equipment, and basic office supplies that are not pre-positioned at the alternate facility or available otherwise. Drive-away kit contents are portable, that is, the contents should fit easily in a car.  The drive-away kit should be stored in a location that where it can easily accessed, e.g., a cabinet/closet near the door.  Supplies should be refreshed annually.

	(
	Table 1. Drive-Away Kit Contents and Checklist

	EQUIPMENT

	
	1. Laptop Computer/Tablet (1)

	
	2. Digital Camera (1)

	
	

	COMMUNICATIONS EQUIPMENT

	
	

	
	

	VITAL RECORDS and DATABASES

	
	1. Emergency Operating Records

	
	

	BASIC OFFICE SUPPLIES
	Quantities

	
	1.Pens
	10 Box (red), 1 Box (Black)

	
	2.Notebooks
	5

	
	3.Folders
	1 Box

	
	4.Post-it-Notes
	Package

	
	5.Paper
	3 Reams (8.5 x 11)

	
	6.Letterhead Paper
	1 Box

	
	7.Envelopes
	1 Box


APPENDIX H
ALTERNATE FACILITY COMMUNICATIONS

This Appendix describes the communication capabilities of the Taskforce for Disneyland during a COOP activation.  As referenced in Section III-5 - Telecommunications and Information Systems Support of the Main COOP plan, each  office/department is responsible for cataloging their communication capabilities at the alternate facility.  Redundant communication systems are needed in case one or more communication systems are inoperable.  
Table 1 shows –

· Communication capabilities and infrastructure; 

· Communication equipment that will be used to communicate internally, i.e., with other  Divisions and emergency and non-emergency staff during COOP; and 

· Communication equipment that will be used to communicate with other emergency response departments, the media, and other agencies/organizations external to the .  

Table 1
Communication Capabilities

	Mission Essential Data and Communications 
Capabilities/System
	Redundant Data and Communications Capabilities
	Mobile Data and Communications Capabilities
	Internal and/or External Capability

	Land phone 
	1. Email

2. Laptop/Tablet
	1. Smart phones 

2. Laptop/Tablet
	1. Internal and External

2. Internal and External

	Smart phone
	1. Land phone

2. Email

3. Fax Machine
	1. Laptop/Tablet
	1. Internal and External

2. Internal and External

	Laptop/Tablet
	1. Land phone

2. Smart Phone


	1.Smart phone


	1. Internal and External

2. Internal and External




APPENDIX I
SITE SUPPORT PROCEDURES

This Appendix describes the tasks that must be conducted to ensure the readiness and continued operation of the alternate facility prior to and during a COOP activation.  
I.1
Alternate Facility Site Support Procedures

The Taskforce for Disneyland Emergency Relocation Group (ERG) Chief or his/her designee is responsible for working with the alternate facility manager, listed in Section B.2, Appendix B – Alternate Facilities, to ensure that procedures are in place and are followed to ensure a smooth transition to alternate facility operations and back to normal operations after the emergency situation has passed.

I.1.1
Pre-Activation Site Support Procedures

The following tasks should be completed prior to a COOP activation

· Establish memorandums of understanding (MOUs) or rental/lease agreements for alternate facility.  (See Appendix B - Alternate Facility for more information regarding this task.) 

· Copies of agreements (e.g., MOUs, mutual aid, private vendor contracts) should be appended to this Appendix.

· Identify areas where outside support will be required in alternate facility operations

· Implement existing mutual aid, MOUs, vendor contracts, and other agreements as necessary to ensure outside vendor site support.

· Assemble necessary documents and equipment required to continue performance of mission-essential functions at the alternate facility.  (See Appendix B - Alternate Facility, Appendix F – Vital Records and Databases, and Appendix G – Drive Away Kit for more information.)

· Order additional resources, including equipment, and office supplies, and other supplies that are not in place or readily available among existing Taskforce for Disneyland resources.

· Involve Alternate Facility Site Support Procedures in periodic coordination reviews and annual exercises.

I.1.2
During a COOP Activation 

The Taskforce for Disneyland ERG Chief and the Taskforce for Disneyland ERG should follow the procedures listed below during a COOP activation:

· Continue essential operations at the normal operating facility if available until alternate facility is operational.

· Support the orderly transition of all critical Taskforce for Disneyland functions, personnel, equipment, and records from the primary or impacted Taskforce for Disneyland facility to the Alternate Facility and then to a new or restored Taskforce for Disneyland facility as described in the Section II-3 - COOP Execution of the  Main COOP Plan and Appendix A, Emergency Relocation Group.

· Provide for the proper storage of backup copies of vital records and databases, and other pre-positioned resources and assets.
· Keep the ERG Team Chief informed of any site vulnerabilities or changes in site resources that may impact the effective execution of the Taskforce for Disneyland COOP Plan.

APPENDIX J
STAFF ROSTER

This Appendix contains the contact information, office, home, and mobile/cellular/pager, for the Taskforce for Disneyland.  This Appendix should be revised frequently to match changes in staff and their contact information.  

Note: 

COOP Support team (CST) members are not assigned to relocate to the Alternate Facility during COOP activation, but should be prepared to support the COOP activation.  Only Emergency Relocation Group (ERG) members will relocate to the Alternate Facility where they will be responsible for performing their area of responsibility as it applies to ensuring that mission-essential functions continue to be carried out.

Table 1.
Staff Roster

	NAME
	TITLE/AREA OF RESPONSIBILITY
	COOP ROLE
	OFFICE PHONE 
	HOME PHONE
	MOBILE  

	
	
	CST
	ERG
	Area Code (555)

	
	
	
	
	
	
	

	
	
	
	X
	
	
	

	
	
	
	X
	
	
	

	
	
	X
	
	
	
	

	
	
	X
	
	
	 
	

	
	
	X
	
	
	
	

	
	
	X
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a Note: After one day of emergency operations, either normal operations must be reinstated or emergency operations must ensure the functions listed in Item 2 are performed.


b Note:  After one week of emergency operations, either normal operations must be reinstated or emergency operations must ensure the functions listed in Item 3 are performed.


c Note: After one month of emergency operations, all Task Force for Disneyland Division functions should be resumed at some level.
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A yes yes yes yes A A
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		Surplus Property		Yes		Dave McGuire		Steve Sulek		Office and Warehouse		10 Tables                   35 Chairs		Yes, five ports		No		Yes three line system		yes		yes		3 used by staff		Yes







										Office		4 tables             12 chairs		yes, two ports		yes		yes		yes		yes		2		1







										Conference Room 201		10 Tables                   24 Chairs		A		yes		yes 		yes		yes		A		A







										Conference room219		10 tables           24 chairs		A		yes		yes 		yes		yes		A		A







										Conference room 222		10 tables           24 chairs              		A		yes		yes		yes		yes		A		A







										Conference room 224		14 tables           28 chairs		A		yes		yes		yes		yes		A		A







										Classroom 225		11 tables           22 chairs		A		yes		yes		yes		yes		A		A















						A = Accessible in nearby location
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												26 tables           52 chairs		A		yes		yes		yes		yes		A		A







												14 tables           28 chairs		A		yes		yes		yes		yes		A		A







												14 tables           28 chairs		A		yes		yes		yes		yes		A		A







												21 tables           42 chairs		A		yes		yes		yes		yes		A		A







												6 tables             24 chairs		A		yes		yes		yes 		yes		A		A







												8 tables             35 chairs		Yes multiple ports		yes		yes		yes		yes		3 used by staff		yes









						A = Accessible in nearby location
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		White Hall		Yes						Office		2 Tables                   5 Chairs		yes, single port		No		A		A		A		A		A







				Yes						Conference Room 4th Flr		10 Tables                   35 Chairs		yes, single port		Yes		Lines Hot 		Yes		Yes		A		A







				Yes						Training Center Lower Level		10 Tables                   35 Chairs		Yes		Yes		Yes		Yes		Yes		16		Yes







				Yes						Conference Room A Lower Level		2 Tables                   88 Chairs		Yes		Yes		Yes		A		A		A		A







				Yes						Conference Room B Lower Level		6 Tables                  42 Chairs		Yes		Yes		Yes		A		A		A		A







				Yes						Conference Room C Lower Level		40 Tables                   100 Chairs		Yes		Yes		Yes		A		A		A		A







				Yes						Conference Room D Lower Level		14 Tables                   30 Chairs		Yes		Yes		Yes		A		A		A		A







				Yes						Conference Room F Lower Level		22 Tables                   44 Chairs		Yes		Yes		Yes		A		A		A		A
































































































