Resource Management Plan Checklist
Resource Management Package 


IDENTIFYING RESOURCES 

Instructions:  Make assumptions about resources in your community. Then, complete the worksheet.

	ASSUMPTIONS ABOUT RESOURCES IN OUR COMMUNITY

	Examples of Assumptions are:

A resource inventory will be maintained at the Emergency Operations Center.

Response organizations will be responsible for sustaining themselves for the first 24 hours.

Households and businesses will be responsible for sustaining themselves during the first 72 hours.

Evacuees who are located in a shelter will receive necessary life-sustaining services from the shelter.

Performance of the Resource Management function depends on volunteers

Federal, State, and local governments will provide certain resources.


	Our Assumptions:




Identifying Resources (Continued)

	RESOURCES AVAILABLE IN THECOMMUNITY

	Resource
	Location

	Communications Equipment
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Transportation/Vehicles (passenger, cargo, debris removal).
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Identifying Resources (Continued)

	RESOURCES AVAILABLE IN THE COMMUNITY (Continued)

	Resource
	Location

	Heavy Equipment (Public Works) (e.g., cranes, road graders)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Useful Materials and Tools (fuel, sandbags, chain saws, plastic sheeting, shovels, picks, and hatchets)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Identifying Resources (Continued)

	RESOURCES AVAILABLE IN THE COMMUNITY (Continued)

	Resource
	Location

	Mass Care Supplies (medical/first aid, potable water, food, sanitation, lighting)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Identifying Resources (Continued)

	RESOURCES AVAILABLE IN THE COMMUNITY (Continued)

	Resource
	Location

	Personnel
	

	Response Personnel (e.g., emergency management staff, fire, police, EMS, and public works)
	

	
	

	
	

	
	

	
	

	Voluntary personnel (Red Cross, Salvation Army, etc.)
	

	
	

	
	

	
	

	
	

	Specialized Groups (e.g., amateur radio operators, morticians, engineers.)
	

	
	

	
	

	
	

	
	


Resource Management Plan Checklist

Instructions:  This checklist includes planning considerations for the Resource Management function. Use it as a guide for preparing your community’s Resource Management plan.
	RESOURCE MANAGEMENT PLAN CHECKLIST

	Purpose:  To describe the means, organization, and process by which the community will find, obtain, allocate, and distribute resources to satisfy needs that are generated by an emergency.

	Situation and Assumptions

	(
Potential for emergencies that could deplete critical resources.

(
Possible effects of hazards on the transportation and distribution network.

(
Complete listing of resources and planned requirements including:

· Personnel.

· Communications equipment.

· Transportation/vehicles (passenger, cargo, debris removal).

· Heavy equipment (public works, materials handling, pumps).

· Useful materials and tools (fuel, sand, sandbags, plastic sheeting, shovels, and other tools).

· Mass care supplies (medical/first aid, potable water, food, sanitation, and lighting).

· Portable generators.

(
Mutual aid agreements related to resource acquisition.

(
Assumptions related to the Resource Management function. Examples of these assumptions are:

· The Emergency Manager (EM) or Resource Manager (RM) will maintain a resource inventory or database.

· Response agencies will sustain themselves during the first 24 hours.

· Households and businesses will sustain themselves during the first 72 hours.

· Evacuees who are located in a shelter will receive necessary life-sustaining services from the facility.

· Performance of this function depends on a large pool of volunteers.




Resource Management Plan Checklist (Continued)

	RESOURCE MANAGEMENT PLAN CHECKLIST (Continued)

	Concept of Operations

	(
General Resource Management policies.

(
Sequence of Resource Management activities.

(
Provisions for:

· Notifying the Resource Manager and suppliers of impending emergency.

· Activating the Resource Management function.

· Needs assessment, prioritization, and followup.

· Obtaining supplies (notifying suppliers, evaluating requests against supplies, procurement and hiring, soliciting donations).

· Maintaining financial and legal accountability.

· Distributing goods and services (operating key facilities, traffic control, hauling, reporting and coordination).

(
Recovery activity, including:

· Disposal of excess stocks.

· Stand down.

· Financial settlement.

· Thank-you notes.

(
Coordination with voluntary agencies.

(
Coordination with State and Federal agencies.



	Organization and Assignment of Responsibility

	(
Responsibilities related to the Resource Management function that are assigned to ministries, organization chiefs, and individuals.




Resource Management Plan Checklist (Continued)

	RESOURCE MANAGEMENT PLAN CHECKLIST (Continued)

	Administration and Logistics

	(
Records to be kept (for how long, in what format).

(
Reports to be made (from whom to whom, in what format).

(
Provisions for the protection of vital records.

(
Financial policies related to Resource Management.

(
The community’s policies on emergency procurement.

(
Special hiring and personnel issues (e.g., waivers of normal procedure).

(
Staffing requirements: 

· Core cadre.

· Estimated maximum complement.

· Procedures for augmenting staff.

(
Facility requirements:

· Minimum requirements.

· Requirements with significant influx of aid.

· Requirements with extensive donations expected.

· Lodging requirements for volunteers and government workers.

(
Communications requirements.

(
Computer and software requirements.

(
Office equipment and supplies requirements.

(
Transportation requirements.

(
Forms required.




Obtaining Additional Resources

Instructions:  Identify current assignments and potential strategies for obtaining additional resources.

	OBTAINING ADDITIONAL RESOURCES

	Resources that should be targeted for pre-emergency purchase and storage.



	Existing Standby Agreements or organizations and business that could be approached for Standby Agreements.




Obtaining Additional Resources (Continued)

	OBTAINING ADDITIONAL RESOURCES (Continued)

	Mutual Aid Agreements in place or potential.



	Potential solicited donations.




Distributing Resources

Instructions:  Answer the following questions.

	DISTRIBUTING RESOURCES

	1.
Where in the community can you warehouse disaster resources, both prior to and following a disaster?



	2.
What transportation options could you use following a disaster to distribute resources?



	3.
How can you track the movement of resources in your community following a disaster?



	4.
How can your community document the use of resources during the response process?




Disaster Resource Management Checklist

	DISASTER RESOURCE MANAGEMENT CHECKLIST

	Initial Activities

	(
Assemble a team for creating the Resource Management Plan.

	(
Work with the Federal, State, and local government emergency management staffs to coordinate the Resource Management function.

	(
Set assumptions.

	(
Analyze resource requirements.

	(
Prepare list of resources.

	(
Establish inventory, tracking, and delivery systems.

	(
Identify warehouse and distribution centers.

	(
Develop agreements for the use of resources.

	(
Set priorities on available resources.

	(
Coordinate the Resource Management function.

	(
Train personnel.

	(
Develop mutual aid agreements.

	Preparedness Activities (Prior to a Disaster)

	(
Review potential needed emergency resources and their sources.

	(
Coordinate resources with other organizations and volunteers in order to maintain adequate reserves.

	(
Notify mutual aid parties and private-sector organizations about possible need for assistance.

	Response

	(
Assess resource needs.

	(
Establish priorities and allocate resources.

	(
Coordinate delivery of resources to response teams and disaster victims.

	(
Set up warehouse and distribution centers.

	(
Coordinate efforts with government organizations.

	(
Make lists available to response organizations that identify sources of materials, equipment, personnel, and other resources.

	(
Record services and resources used during emergencies.


Disaster Resource Management Checklist (Continued)

	DISASTER RESOURCE MANAGEMENT CHECKLIST (Continued)

	Recovery

	(
Assess recovery needs.

	(
Estimate costs of providing resources.

	(
Assess impact of emergency on available resources and identify repair, maintenance, and replenishment needs.

	(
Assess damage to Resource Management facilities.

	(
Maintain appropriate records.

	(
Disseminate public information about resources available. Communicate this to disaster victims.


Transportation Planning Checklist

Instructions:  Use the following checklist for transportation planning

	TRANSPORTATION PLANNING CHECKLIST

	
	Check (() When Done

	Be prepared for requests for relaxing such motor carrier requirements as operating authorizations and size/weight restrictions.
	

	· Coordinate with the appropriate transportation authorities.
	(

	· Do not delay urgently needed donated goods.
	(

	· Allow less urgently needed donated goods (if designated or belonging to a volunteer agency) to proceed to their destinations.
	(

	Ensure that shipment sponsors indicate that:
	

	· The goods are needed.
	(

	· They (not a third party) are the recipients in the disaster area.
	(

	· The drivers know how to find their destinations.
	(

	Ensure that sponsors of designated goods are responsible for recruiting labor to unload their shipments.
	(

	Ensure that shipments of designated goods are marked with the name of the voluntary agency.
	(

	Ensure that vehicles shipping relief supplies are aware of your community’s policy regarding travel in the disaster area.
	(


Donations Coordinator Checklist

This checklist will help you understand your roles and responsibilities for coordinating the donations function. Although you will delegate many of the specific responsibilities on this list you must be aware of the need to address each.

NOTE:  This is not a complete list. Your responsibilities may vary depending on the nature and scope of the disaster and according to the laws and regulations in your community.

	DONATIONS COORDINATOR CHECKLIST

	Initial Responsibilities

	(
Identify key players:

(
Identify key government and voluntary agencies.

(
Make initial contacts.

(
Conduct an initial team meeting.

(
Assign members to committees/subcommittees:  Executive, Planning, Logistics, Transportation, and Communications.



	Executive Responsibilities

	(
Determine when the Donations Management function will be activated.

(
Determine under what authority goods will be accepted.

(
Determine procedures for handling unsolicited cash donations.

(
Identify “trigger points” for community involvement in donations management.

(
Identify “trigger points” for requesting national assistance.

(
Coordinate where necessary among the Planning, Logistics, Transportation, and Communication committees.

(
Establish feedback procedures from committees.

(
Communicate with government organizations about operational resource shortfalls.



	Planning Responsibilities

	(
Ensure that full use of voluntary agencies’ capacity for handling donations is used.

(
Coordinate with the government organizations regarding the level of national support required.

(
Establish procedures for accepting cash donations.

(
Establish procedures for determining needed and unneeded donations.

(
Establish procedures for accepting medical donations.

(
Plan demobilization once the entire operation is up and running.


Donations Coordinator Checklist (Continued)

	DONATIONS COORDINATOR CHECKLIST (Continued)

	Logistics Responsibilities

	(
Assess warehouse capacities and the need for contingency warehouse facilities.

(
Develop receiving, sorting, and distribution procedures for donated goods.

(
Identify logistics support requirements (i.e., personnel, equipment).

(
Establish procedures for dealing with spontaneous volunteers.



	Transportation Responsibilities

	(
Identify potential transportation sources (e.g., trucking companies) for use if needed to transport critical donations.

(
Coordinate transportation needs for distribution with the Logistics Committee.

(
Begin planning demobilization when the entire operation is fully running.



	Communications Responsibilities

	(
Identify and develop public awareness campaigns that suit the needs of the community and emphasize benefits of cash donations.

(
Involve the local media in public information efforts.
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