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APPENDI X C
TAB 11
Hurricane Action Checkli st
| NFORMATI ON VANAGEMENT OFFI CE
Action

DTG & Initials

1. PHASE O (Pre-Hurricane Season)

a. Review CESAS Pl an 500-1-9 and provide
update to CESAS-EM NLT 1 May yearly.

b. Update list of ECC personnel and provide
a copy to CESAS-EM NLT 1 May yearly.

2. PHASE | (72 hours before landfall)

a. Inventory expendable IMrelated
suppl i es and portabl e equi prent
required for energency operations
and procure to correct any shortages.

b. Coordinate with LMto ensure sufficient
quantity of 33-gallon plastic bags

are on hand.

c. Review plans relevant to emergency
response.

3. PHASE Il (48 hours before landfall)
a. Confirmwith GSA that CESAS is on
the priority list for restoration
of tel ephone service as soon after

the energency as possible.

b. otain assistance fromEN to
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physically inspect all roof antennas
at Federal Building. Put staff on
standby to relocate to an alternate
ECC i f necessary to support radio
commruni cat i ons.

| nspect records hol ding areas and
assess potential for danage based on
known or anticipated storm severity.

I ssue rem nder and witten instructions
to all District staff on procedures to
back-up data files on m croconputers.

Conduct briefing for Emergency
Response Team nenbers on radi o
operations as needed.

Coordinate with LMon the distribution
of plastic bags to | Mcoordinators for
covering all ADP equi prment throughout
the buil di ng.

PHASE I I (24 hours before landfall)

Be prepared to rel ease non-essenti al
enpl oyees when deened necessary by
the Commander. Designate one contact
person (as alternate to M for IM
staff to contact at regular intervals
once released. Notify essential IM
staff of their responsibilities and
rel ease themto nmake personal
preparations so they can return to
duty station pronptly.

ot ai n updat ed checklist of forns and
I Mrelated supplies and equi prent
needed for EQCC operations and nake
arrangenents for delivery to ECC
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c. Obtain guidance from EM regar di ng
timng of shutdown of automated
operations. |Issue remnder to all
District staff to ensure that ADPE,
files, etc., are located for maxi num
protecti on agai nst w nd and water
danmage due to possi bl e wi ndow breakage
once shutdown is ordered. |ssue
gui dance to IMstaff regarding
preparation for power down of all
ADPE in conputer room

d. Upon orders fromthe Conmander, turn
of f, unplug and drape el ectronic
equi pnrent with plastic bags.

5. PHASE 1V (12 hours before landfall)

a. Continue unconpl eted Phase |11
activities.

b. Support ECC, including setup for
I Mrelated support at alternate ECC
as required. Essential staff stand
by for mssion. Assign staff to EOC
to maintain and/or restore post-storm
radi o communi cati ons.

c. Secure and safeguard all equipnent.

6. PHASE V (Hurricane force winds are striking the Georgia coast.)

Support EOC operations as required.

7. RECOVERY CPERATI ONS

a. Confirmsafety status of assigned
per sonnel .
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Coordinate all activities through ECC

Check damages to IMfacilities and
equi pnent .

Contact all | M enployees to assure
their safety and relay information
concerning reporting back to work.

Make avai |l abl e any portabl e radi os and
ot her communi cati on equi prent for
emergency use. Verify that an

adequat e property accountability
systemis in place for all |IMequipnent.

Furni sh area ERRO with requested | M

rel ated supplies and equi pnent.

Al requests for the purchase or

acqui sition of infornmati on nanagenent
supplies or equi pnent nust be coordinated

t hrough and approved by the I Moffice.

Provi de nmi |/ messenger service for the
EQC or ot her ERRO

Re- est abl i sh 24-hour conmmuni cati ons
capability if necessary.

Prepare daily Situation Reports
(SITREPs) for all IMrelated
activities. (See sanple fornat,

Appendi x B.)

Prepare list of avail abl e personnel.
Provi de ECC a copy.

Prepare |ist of avail abl e equi pnent
and its location. Provide ECC a
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copy.

Provi de support personnel, as required
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