[bookmark: emergency-operations-center-eoc-annex]EMERGENCY OPERATIONS CENTER (EOC) ANNEX
City of Myrtle Beach
Emergency Operations Plan
2025-2030

[bookmark: introduction]INTRODUCTION
The Emergency Operations Center (EOC) Annex serves as a critical supplement to the City of Myrtle Beach's comprehensive Emergency Operations Plan (EOP). This document establishes the detailed framework necessary for effective emergency operations specific to EOC activation and operation during emergencies and disasters.
The EOC functions as the central coordination hub during emergencies, bringing together key decision-makers and subject matter experts to manage incidents that exceed normal response capabilities.

[bookmark: purpose]PURPOSE
This EOC Annex clearly defines the operational procedures, organizational structure, and functional responsibilities that guide the activation, staffing, and operation of the Myrtle Beach EOC. This annex provides the blueprint for coordinating emergency response and recovery operations across all city departments and with external partners. It establishes consistent protocols that enable rapid mobilization and effective resource management during critical incidents.
The EOC establishes a central location to provide interagency coordination and organizational support for response efforts, decision-making, and resource management during emergencies.
The EOC does not manage on-scene operations. Instead, it provides strategic direction and supports incident management activities.
[bookmark: key-functions-of-the-eoc]Key Functions of the EOC
1. Strategic Planning: Developing long-term plans and objectives
1. Information Management: Collecting, analyzing, and sharing information
1. Resource Management: Allocating and tracking resources, such as personnel, equipment, and supplies
1. Policy Coordination: Ensuring response activities comply with established policies and regulations to maintain continuity of government during emergencies

[bookmark: scope]SCOPE
This annex applies to all City of Myrtle Beach departments and agencies that may be called upon to provide support during EOC activations. Additionally, it provides guidance for coordinating with non-governmental organizations, private sector partners, and volunteer agencies that play essential roles in emergency response and recovery operations. The procedures outlined in this document scale to incidents of varying size, scope, and complexity, allowing for appropriate resource allocation based on each situation's specific needs.
[bookmark: all-hazards-approach]All-Hazards Approach
The EOC employs an all-hazards approach, recognizing that while specific incidents may require specialized tactics, the fundamental coordination functions of the EOC remain consistent. The EOC Annex applies to managing emergency situations that include, but are not limited to:
Natural Hazards
· Hurricanes and tropical storms
· Coastal flooding and storm surge
· Severe weather (tornadoes, winter storms)
Technological Hazards
· Hazardous materials incidents
· Infrastructure failures
· Cyber incidents affecting critical systems
Human-Caused Hazards
· Large-scale special events
· Civil disturbances
· Terrorism
· Public health emergencies

[bookmark: assumptions]ASSUMPTIONS
1. EOC activation depends on the situation. It may be either a planned activation for a special event or anticipated crisis (such as a concert or hurricane) or an immediate unplanned activation due to an imminent threat or situation that has just occurred.
1. The potential for a natural disaster, such as a hurricane that would require EOC activation, represents a high probability, high impact event.
1. The potential for a human-made disaster, such as a terrorist attack that would require EOC activation, represents a low probability, high impact event.
1. Some incidents, such as hurricanes, may develop over a long period, allowing the EOC to make preparations and take precautions.
1. Other incidents, such as terrorist attacks, may materialize very quickly, giving the EOC little to no notice for preparations and precautions.
1. Unknown factors will require EOC activation.

[bookmark: concept-of-operations-conops]CONCEPT OF OPERATIONS (CONOPS)
[bookmark: activation-authority]Activation Authority
Typically, the City's Emergency Management Coordinator, in consultation with the City Manager, authorizes EOC activation.
However, any Department Director or Incident Commander may request activation when they need to develop future action plans, coordinate resources, gather information, or seek assistance from multiple city departments or outside agencies.
When determining if EOC activation is needed and at what level, consider these factors:
· Operational Condition Levels (OPCONS)
· The nature, scale, and severity of the hazard and immediate known or possible impacts (including cascading events and secondary risks or impacts)
· The potential for the hazard and/or secondary impacts to escalate
· The degree and extent of support needed to achieve response and/or recovery objectives
· The time of day, day of the week, and time of year
· Media or public attention the incident attracts
· The benefit of coordinating government operations from a centralized location
· Other unrelated incidents underway or planned events scheduled
[bookmark: activation-levels]Activation Levels
The EOC operates on a tiered activation system that allows for scalable response based on the emergency's severity and complexity. These activation levels ensure appropriate resource allocation and staffing to match incident needs.
[bookmark: level-3-active-monitoring]Level 3: Active Monitoring
This represents normal day-to-day operations but may include enhanced monitoring beyond routine daily activities. The Emergency Management Division uses the EOC to focus on collecting, analyzing, and sharing information while conducting appropriate contingency planning when necessary.
[bookmark: level-2-partial-activation]Level 2: Partial Activation
The EOC operates with partial staffing, including the Agency Administrator, EOC Director, Emergency Management Division, Public Information Officer, and requested city departments and assisting outside agencies. Virtual activation capabilities are available for personnel not physically present in the EOC.
[bookmark: level-1-full-activation]Level 1: Full Activation
The EOC operates with full staffing physically in the EOC, including all requested city departments and assisting outside agencies throughout the incident. Virtual activation capabilities are available for personnel not physically in the EOC with the understanding that technology may be limited during Level 1 Activations.
[bookmark: deactivation]Deactivation
Once the emergency or disaster that prompted EOC activation ends, the EOC Director and Agency Administrator determine how to deactivate the EOC. Some incidents allow for full and immediate closure, while others require a gradual transition.
[bookmark: notification-methods]Notification Methods
When the decision is made to activate the EOC, the Emergency Management Division will utilize the EOC Alert Roster found in the Appendix of this Annex. The Emergency Management Division will then mobilize appropriate city staff members and outside agencies to report to the EOC. The Emergency Management Division maintains the EOC Alert Roster and sends out notifications through the following methods:
· Email, phone call, or text
· Electronic notification system for automated alerts
· Face-to-face communication

[bookmark: eoc-organizational-structure]EOC ORGANIZATIONAL STRUCTURE
The EOC operates using a structure based on the Hybrid City Department/Emergency Support Function (ESF) Model. The ESF model provides an organizational framework that groups related emergency functions to streamline coordination during response and recovery operations. This approach aligns with the Horry County EOC, State EOC, and federal emergency management systems.
The structure assigns one or more ESFs to a specific city department or outside agency, making them responsible for coordinating their specific function along with supporting agencies that provide assistance and resources. This framework ensures clear lines of responsibility while promoting interagency cooperation and efficient resource allocation.
[bookmark: organizational-chart]Organizational Chart
The EOC Organizational Chart can be found in the Appendix of this Annex.



[bookmark: roles-responsibilities]ROLES & RESPONSIBILITIES
Specific roles and responsibilities for each city department and assisting outside agency, including Emergency Support Functions (ESFs), are included in the EOC Checklist Appendix of this Annex. However, these checklists are not all encompassing and city departments and outside agencies will adjust them accordingly throughout the incident.
[bookmark: executive-group]Executive Group
The Executive Group provides policy-level direction and decisions related to the overall management of the incident. The group focuses on overall priorities, policy setting, and emergency policies, considering the economic, political, legal, and social implications of both the emergency and the response to determine the best approach to the situation.
Members:
· Mayor & City Council
· City Manager's Office
· City Department Directors
· Other Key City Officials and Leaders
[bookmark: agency-administrator]Agency Administrator
The Agency Administrator oversees the overall management and continuity of operations/government for the City of Myrtle Beach before, during, and after an incident. The Agency Administrator serves as the city's "leader" throughout the incident and must remain readily available for communication between the Executive Group and the EOC. For these reasons, the City Manager or Assistant City Manager should hold this position.
Position:
· City Manager or Assistant City Manager
[bookmark: eoc-director]EOC Director
The EOC Director oversees the overall management of the EOC, providing direction, control, and coordination of EOC activities to implement strategic goals and objectives.
Position:
· Emergency Management Coordinator
· Emergency Management Specialist
· Fire Department Chief or Deputy Chief
[bookmark: public-information-officer]Public Information Officer
The EOC Public Information Officer (PIO) serves as the primary point of contact during EOC activation. They handle media relations, public communications, and the implementation of a Joint Information Center (JIC) when necessary. Emergency-related information often contains sensitive details that require PIO guidance and approval before release.
Position:
· Communications & Creative Services Department
· Fire or Police Department PIO
[bookmark: fire-department]Fire Department
The Myrtle Beach Fire Department operates under the EOC Operations Section as the lead agency for specific Emergency Support Functions (ESFs). They manage strategic and tactical response activities, coordinate field operations, and implement EOC-developed plans to address immediate life-safety, property protection, and environmental preservation needs.
Emergency Support Functions:
· ESF 4: Firefighting
· ESF 8: Health & Medical
· ESF 9: Search & Rescue
· ESF 10: Hazardous Materials
[bookmark: police-department]Police Department
The Myrtle Beach Police Department operates under the EOC Operations Section as the lead agency for specific Emergency Support Functions (ESFs). They manage strategic and tactical response activities, coordinate field operations, and implement EOC-developed plans to address immediate life-safety, property protection, and environmental preservation needs.
Emergency Support Functions:
· ESF 13: Law Enforcement
· ESF 16: Evacuation Traffic Management
[bookmark: public-works-department]Public Works Department
The Myrtle Beach Public Works Department operates under the EOC Operations Section as the lead agency for specific Emergency Support Functions (ESFs). They manage strategic and tactical response activities, coordinate field operations, and implement EOC-developed plans to address immediate life-safety, property protection, and environmental preservation needs.
Emergency Support Functions:
· ESF 1: Transportation
· ESF 3: Public Works & Engineering
· ESF 12: Utilities
[bookmark: emergency-management-division]Emergency Management Division
The Myrtle Beach Emergency Management Division operates under the EOC Planning Section and leads specific Emergency Support Functions (ESFs). This division collects, evaluates, and analyzes all disaster information while providing updated situation reports to EOC staff and field operations. The division also coordinates damage assessment efforts with the Myrtle Beach Capital Projects Department, Construction Services Department, Parks/Recreation/and Sports Tourism Department, and GIS Division.
Emergency Support Functions:
· ESF 5: Information & Planning
· ESF 23: Damage Assessments
[bookmark: it-department]IT Department
The Myrtle Beach IT Department operates under the EOC Logistics Section and leads Emergency Support Function 2 (ESF 2: IT & Communications). This department coordinates support to ensure the protection, maintenance, repair, and operational readiness of communication and information technology systems during actual or potential disasters and emergencies.
Emergency Support Function:
· ESF 2: IT & Communications
· GIS
[bookmark: procurement-division]Procurement Division
The Myrtle Beach Procurement Division operates under the EOC Logistics Section and leads Emergency Support Function 7 (ESF 7: Resource Support). This division handles the provision and procurement of services, equipment, supplies, and staffing for incident-related operations that aren't available through normal purchasing procedures.
Emergency Support Function:
· ESF 7: Resource Support
[bookmark: american-red-cross]American Red Cross
The American Red Cross operates under the EOC Logistics Section and leads Emergency Support Function 6 (ESF 6: Mass Care). They coordinate family reunification services, shelter operations, food and housing assistance, and other mass care human services programs.
Emergency Support Function:
· ESF 6: Mass Care
[bookmark: voad]VOAD
Under the Logistics Section, the Waccamaw Chapter of Volunteer Organizations Active in Disaster (VOAD) leads Emergency Support Function 18 (ESF 18: Donated Goods & Volunteers). They coordinate donations (food, supplies, money, etc.) and volunteer management efforts.
Emergency Support Function:
· ESF 18: Donated Goods & Volunteers
[bookmark: ares]ARES
The Horry County Amateur Radio Emergency Service (ARES) operates under the Logistics Section and provides communication support through the Amateur Radio System when primary communication systems are compromised.
[bookmark: finance-administration-section]Finance & Administration Section
The Myrtle Beach Financial Management & Reporting Department operates under the Finance & Administrative Section. This department tracks, compiles, projects, and reports all incident costs while providing guidance to the Executive Group and Agency Administrator on financial and administrative issues that could impact incident operations and essential city services. These responsibilities often require coordination with the Financial Services Department, Human Resources Department, and Insurance & Risk Department.

[bookmark: communications]COMMUNICATIONS
Myrtle Beach EOC Staff maintain connectivity under all conditions using primary and redundant communications systems, including:
· Radio Communications: Multi-channel public safety radio system with interoperability capabilities (UHF/VHF/800MHz)
· Telephone Systems: Dedicated lines with bypass capabilities for priority communications, including direct lines to key facilities
· Satellite Communications: Fixed and portable satellite phones and data terminals for backup communications
· Amateur Radio: Dedicated amateur radio station staffed by ARES
· Internet Connectivity: Redundant broadband connections with failover capabilities
· Videoconferencing: Multiple platforms for virtual coordination with field units and partner agencies

[bookmark: information-management]INFORMATION MANAGEMENT
Myrtle Beach EOC Staff use various information management tools to gather, analyze, and disseminate critical information, including:
· ReadyOP: Secure web-based platform supporting planning, response, command, and communications for EOCs
· ESRI GIS: Mapping and data intelligence capabilities for incident visualization, damage assessments, and decision support
· Palmetto EOC: Secure web-based platform used at county and state levels to provide a common operating picture
· Digital Display Systems: Multiple large-format displays for maintaining a common operating picture
· Documentation Systems: Digital and physical systems for maintaining incident documentation
· Weather Monitoring: Direct access to National Weather Service data and specialized coastal monitoring systems

[bookmark: media-procedures]MEDIA PROCEDURES
1. The EOC Public Information Officer (PIO) establishes a designated media work area at or near the EOC and should consider the establishment of a Joint Information Center (JIC).
1. The PIO escorts media members into the EOC and arranges interviews with EOC Staff.
1. Media personnel cannot enter the EOC during briefings due to the sensitive nature of information being communicated.

[bookmark: resource-management]RESOURCE MANAGEMENT
[bookmark: resource-ordering-meeting]Resource Ordering Meeting
The EOC must establish a resource ordering system as soon as possible after activation. A template of the Resource Ordering Meeting can be found in the Appendix of this Annex. This meeting will be conducted by a representative from the Procurement Division and will cover the following items:
· City Warehouse supplies and request process
· Procurement process
· Emergency procurement
· Emergency justification
· Vendor registry
· Purchase Orders & Charge Codes
[bookmark: business-process-meeting]Business Process Meeting
This meeting ensures ongoing dialogue about logistical and financial processes for the incident and communicates them to key personnel. A template of the Business Process Meeting can be found in the Appendix of this Annex. A representative from the Financial Management and Reporting Department should conduct this meeting and cover the following items:
· Financial funds availability and burn rate
· Purchase limit dollar amounts
· Approval process
· Cost accounting requirements
· Payroll management
[bookmark: eoc-resource-requests]EOC Resource Requests
1. City departments must first attempt to fill resource requests through internal/local or donated resources, Mutual/Automatic Aid Agreements, or existing or emergency contracts.
1. Only after exhausting these options can they send a Resource Request Form to the City EOC.
1. The City's EOC will then attempt to fill the Resource Request or forward it to Horry County's EOC for additional assistance.
1. If Horry County's EOC cannot fulfill the request, they will escalate it to the State for fulfillment.

[bookmark: facilities]FACILITIES
[bookmark: eoc-location]EOC Location
Primary EOC:
Myrtle Beach Fire Department Station #4
1170 Howard Avenue
Myrtle Beach, SC 29577
Alternate EOC:
Myrtle Beach Fire Administration
500 Harrelson Boulevard
Myrtle Beach, SC 29577
If the primary EOC becomes unusable or untenable, the alternate EOC will be activated.
[bookmark: record-of-changes]
[bookmark: appendices]

APPENDICES

[bookmark: appendix-a-eoc-alert-roster]APPENDIX A: EOC ALERT ROSTER
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[bookmark: appendix-b-eoc-organizational-chart]APPENDIX B: EOC ORGANIZATIONAL CHART
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[bookmark: Xb9c6634331ef3c3534b4159992cdff660a2a3d2]APPENDIX C: EMERGENCY SUPPORT FUNCTIONS
	ESF 
	Function 
	Primary 
Myrtle Beach 
	Primary  
Horry County 

	ESF-1 
	Transportation 
	Public Works Department 
	Horry County SCDOT 

	ESF-2 
	IT & Communications 
	IT Department 
	IT/GIS Department 

	ESF-3 
	Public Works & Engineering 
	Public Works Department 
	Engineering/Stormwater Department 

	ESF-4 
	Firefighting 
	Fire Department 
	Fire & Rescue Department 

	ESF-5 
	Information & Planning 
	Emergency Management Division 
	Planning & Zoning Department 

	ESF-6 
	Mass Care 
	American Red Cross 
	American Red Cross 

	ESF-7 
	Resources Support 
	Procurement Division 
	Procurement Department 

	ESF-8 
	Health & Medical 
	Fire Department 
	SC DPH 

	ESF-9 
	Search & Rescue 
	Fire Department 
	Fire & Rescue Department 

	ESF-10 
	Hazardous Materials 
	Fire Department 
	Fire & Rescue Department 

	ESF-11 
	Food Services 
	SC DPH 
	SC DPH 

	ESF-12 
	Utilities
	Public Works Department 
	Santee Cooper 

	ESF-13 
	Law Enforcement 
	Police Department 
	Police Department 

	ESF-14 
	Long Term Recovery 
	Refer to Disaster Recovery Plan 
	Refer to Recovery Plan 

	ESF-15 
	Public Information 
	Comms & Creative Services 
	Public Information Office 

	ESF-16 
	Evacuation Traffic Management 
	Police Department 
	Police Department 

	ESF-17 
	Animal Emergency Response 
	Police Department 
	HC Animal Care Center 

	ESF-18 
	Donated Goods & Volunteers 
	VOAD/Volunteer Organizations Active in Disaster 
	VOAD 

	ESF-19 
	Military Support 
	SC National Guard 
	SC National Guard 

	ESF-22 
	Air Operations 
	Horry County Department of Airports 
	Horry County Department of Airports 

	ESF-23 
	Damage Assessment 
	Construction Services Department 
	Code Enforcement 

	ESF-24 
	Business & Industry 
	MB Chamber of Commerce 
	MB Chamber of Commerce 
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[bookmark: appendix-d-meeting-templates]APPENDIX D: MEETING TEMPLATES
[bookmark: resource-ordering-meeting-template]Resource Ordering Meeting Template
Led by: Procurement Division
Meeting Frequency: [e.g., Daily at 1000 hrs or as needed]
Location: [EOC Conference Room / Virtual Link]
Facilitator: [Procurement Representative or Designee]
Recorder: [Logistics or Finance/Admin Support]
[bookmark: roll-call-attendees]1. Roll Call / Attendees
· Procurement Division (ESF-7: Resource Support)
· EOC Logistics Section
· EOC Operations Section
· EOC Finance/Admin Section
· EOC Planning Section
· Agency Administrator, EOC Director, EOC PIO
[bookmark: meeting-objectives]2. Meeting Objectives
· Review outstanding and new resource requests
· Prioritize resource needs based on operational objectives
· Confirm procurement status and delivery timelines
· Identify gaps, constraints, or urgent issues
· Ensure documentation for cost tracking and reimbursement
[bookmark: review-of-outstanding-resource-requests]3. Review of Outstanding Resource Requests
	Request ID
	Requesting Agency
	Item/Service
	Status
	ETA
	Notes

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: new-resource-requests]4. New Resource Requests
· Review new 213RR or ReadyOP entries
· Confirm justification and operational priority
· Assign procurement actions or escalate to mutual aid/state
· Verify funding source or cost approval if required
[bookmark: procurement-status-updates]5. Procurement Status Updates
· Vendor availability and lead times
· Contracting or purchasing issues
· Delivery coordination and staging
· Emergency purchasing authority updates
[bookmark: logistics-coordination]6. Logistics Coordination
· Confirm delivery locations and receiving personnel
· Coordinate with staging areas or field sites
· Identify transportation or warehousing needs
[bookmark: documentation-finance]7. Documentation & Finance
· Ensure all requests are logged and tracked
· Confirm documentation for FEMA reimbursement
· Coordinate with Finance/Admin for cost coding and audit trail
[bookmark: issues-action-items]8. Issues & Action Items
	Issue
	Responsible Party
	Action Required
	Due Date

	
	
	
	

	
	
	
	


[bookmark: next-meeting]9. Next Meeting
· Date/Time:
· Location/Link:
· Facilitator:

[bookmark: business-process-meeting-template]

Business Process Meeting Template
Led by: Financial Management & Reporting Representative
Meeting Title: EOC Business Process Coordination Meeting
Frequency: [e.g., Daily at 1400 hrs or as needed]
Location: [EOC Finance/Admin Section or Virtual Link]
Facilitator: [Name]
Recorder: [Name]
[bookmark: meeting-objectives-1]1. Meeting Objectives
· Review financial documentation and reporting requirements
· Coordinate cost tracking and procurement documentation
· Identify gaps in timekeeping, contracting, or resource tracking
· Ensure alignment with FEMA reimbursement and audit standards
· Support continuity of financial operations and compliance
[bookmark: attendees]2. Attendees
	Name
	Section/Agency
	Role

	
	
	

	
	
	


[bookmark: financial-status-overview]3. Financial Status Overview
· Total expenditures to date: [Insert Amount]
· Outstanding obligations: [Insert Amount]
· Funding sources identified: [Insert Details]
· FEMA Category A/B tracking status: [Insert Notes]
[bookmark: timekeeping-labor-tracking]4. Timekeeping & Labor Tracking
· Confirm timekeeping procedures are in place for all staff
· Identify any missing or inconsistent time records
· Coordinate with HR and EOC Staff for corrections
· Track volunteer and donated labor separately
[bookmark: procurement-contracting]5. Procurement & Contracting
· Review emergency purchases and contract status
· Confirm documentation for all resource orders
· Identify any sole-source or emergency justifications needed
· Coordinate with Procurement and Logistics for updates
[bookmark: documentation-reimbursement]6. Documentation & Reimbursement
· Ensure all costs are coded and categorized correctly
· Confirm documentation meets FEMA/State audit standards
· Identify gaps in receipts, logs, or approvals
· Coordinate with Grants or EOC Staff for submission timelines
[bookmark: issues-action-items-1]7. Issues & Action Items
	Issue
	Responsible Party
	Action Required
	Due Date

	
	
	
	

	
	
	
	


[bookmark: next-steps]8. Next Steps
· Finalize cost summary for next EOC briefing
· Prepare documentation for reimbursement submission
· Schedule follow-up with EOC Staff on outstanding items
· Update financial dashboard or reporting tools
[bookmark: next-meeting-1]9. Next Meeting
· Date/Time: [Insert]
· Location/Link: [Insert]
· Facilitator: [Insert]



EXECUTIVE GROUP
EOC ACTIVATION CHECKLIST
1. Initial Activation 
· ☐ Confirm EOC activation level and scope of incident. 
· ☐ Notify all Executive Group members of activation. 
· ☐ Review initial Incident Action Plan (IAP) or Situation Report (SitRep). 
· ☐ Establish communication with the EOC Director and Agency Administrator. 
· ☐ Designate Executive Group Liaison to the EOC (if not already assigned). 
2. Strategic Oversight 
· ☐ Review and approve strategic objectives and priorities. 
· ☐ Ensure alignment with jurisdictional policies and legal authorities. 
· ☐ Authorize emergency declarations or resource requests as needed. 
· ☐ Coordinate with elected officials and policy makers. 
· ☐ Monitor public messaging and media communications. 
3. Resource and Policy Support 
· ☐ Approve emergency expenditures and resource allocations. 
· ☐ Facilitate interagency and intergovernmental coordination. 
· ☐ Support mutual aid agreements and external resource requests. 
· ☐ Review and authorize policy-level decisions (e.g., curfews, evacuations). 
4. Situational Awareness 
· ☐ Receive regular briefings from the EOC Director or Agency Administrator. 
· ☐ Monitor key performance indicators and response metrics. 
· ☐ Track critical infrastructure and community impact updates. 
· ☐ Maintain awareness of political, legal, and reputational risks. 
5. Public and Stakeholder Communication 
· ☐ Approve key messages and public information strategies. 
· ☐ Coordinate with Public Information Officer (PIO) for press briefings. 
· ☐ Engage with community leaders, stakeholders, and media as needed. 
· ☐ Ensure consistent messaging across all departments and agencies. 
6. Continuity of Government 
· ☐ Confirm continuity of operations (COOP) plans are in place. 
· ☐ Ensure succession plans and delegations of authority are activated. 
· ☐ Monitor impacts to essential government functions and services. 
7. Demobilization and Recovery Planning 
· ☐ Begin early coordination for recovery and continuity planning. 
· ☐ Support transition from response to recovery operations. 
· ☐ Review after-action reporting and improvement planning processes. 


AGENCY ADMINISTRATOR
EOC ACTIVATION CHECKLIST
1. Initial Notification & Activation 
· ☐ Acknowledge EOC activation and confirm agency involvement. 
· ☐ Notify internal leadership and key staff of activation. 
· ☐ Identify and assign agency representatives to the EOC (if applicable). 
· ☐ Review the current situation and initial Incident Action Plan (IAP). 
2. Agency Readiness & Continuity 
· ☐ Activate internal emergency response or continuity plans. 
· ☐ Ensure essential functions and services are maintained. 
· ☐ Confirm staff availability and shift schedules. 
· ☐ Assess operational impacts to facilities, personnel, and systems. 
3. Coordination with EOC 
· ☐ Establish communication with the EOC Director and EOC Staff. 
· ☐ Provide agency-specific situational updates and resource status. 
· ☐ Participate in EOC briefings and planning meetings as needed. 
· ☐ Ensure agency objectives align with EOC strategic priorities. 
4. Resource Management 
· ☐ Identify and report agency resource needs to the EOC. 
· ☐ Approve deployment of agency resources to support response. 
· ☐ Track resource usage and maintain documentation for reimbursement. 
· ☐ Coordinate mutual aid or vendor support if required. 
5. Information Sharing & Public Messaging 
· ☐ Coordinate with the Public Information Officer (PIO) for consistent messaging. 
· ☐ Approve agency-specific public information releases. 
· ☐ Ensure internal staff receive timely and accurate updates. 
· ☐ Monitor media and public feedback relevant to agency operations. 
6. Policy & Decision Support 
· ☐ Provide executive-level decisions on agency operations and policy. 
· ☐ Support emergency declarations or legal actions as needed. 
· ☐ Liaise with elected officials or governing boards on agency matters. 
· ☐ Document key decisions and actions for after-action review. 
7. Recovery & Demobilization 
· ☐ Begin planning for agency recovery and service restoration. 
· ☐ Identify long-term impacts and unmet needs. 
· ☐ Support transition from response to recovery operations. 
· ☐ Participate in after-action reviews and improvement planning. 
 


EOC DIRECTOR
EOC ACTIVATION CHECKLIST
1. EOC Activation & Setup 
· ☐ Confirm level of EOC activation (Level 1, 2, or 3). 
· ☐ Notify key personnel and initiate EOC staffing. 
· ☐ Ensure EOC facility is operational (power, communications, workstations). 
· ☐ Assign EOC Staff Representatives and confirm their availability. 
· ☐ Review initial incident information and Situation Report (SitRep). 
2. Leadership & Coordination 
· ☐ Establish operational periods and schedule briefings. 
· ☐ Conduct initial EOC briefing with EOC Staff and agency reps. 
· ☐ Set initial incident objectives and priorities. 
· ☐ Coordinate with Incident Commander (if separate from EOC). 
· ☐ Ensure Agency Administrator is informed and engaged. 
3. Incident Action Planning 
· ☐ Direct Planning Section to develop the Incident Action Plan (IAP). 
· ☐ Approve IAP and ensure it is distributed to all sections. 
· ☐ Monitor progress toward objectives and adjust as needed. 
· ☐ Ensure documentation of all decisions and actions. 
4. Resource Management 
· ☐ Confirm Logistics and Finance/Admin Sections are tracking resource requests. 
· ☐ Approve major resource deployments and mutual aid requests. 
· ☐ Monitor resource availability and sustainability. 
· ☐ Ensure procurement and cost tracking procedures are followed. 
5. Situational Awareness 
· ☐ Ensure regular situation updates and status boards are maintained. 
· ☐ Review intelligence and field reports for operational impacts. 
· ☐ Monitor critical infrastructure and community impacts. 
· ☐ Maintain communication with field operations and partner agencies. 
6. Public Information & Messaging 
· ☐ Coordinate with the Public Information Officer (PIO). 
· ☐ Approve key messages and press releases. 
· ☐ Ensure consistent messaging across all agencies. 
· ☐ Monitor media and social media for misinformation or emerging issues. 
7. Safety & Security 
· ☐ Ensure EOC staff safety and security protocols are in place. 
· ☐ Monitor responder safety and wellness. 
· ☐ Address any facility or operational security concerns. 
8. Transition & Demobilization 
· ☐ Begin planning for demobilization and recovery early. 
· ☐ Coordinate with Planning Section regarding damage assessments and recovery efforts. 
· ☐ Ensure continuity of operations and essential services. 
· ☐ Participate in after-action review and improvement planning. 
 


PUBLIC INFORMATION OFFICER (PIO)
EOC ACTIVATION CHECKLIST
(Aligned with ESF-15 Public Information & Includes Joint Information Center Responsibilities)
1. Initial Activation 
· ☐ Confirm EOC activation level and reporting structure. 
· ☐ Assign PIO representative(s) to the EOC and/or activate the JIC. 
· ☐ Review the initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify communications team and activate internal protocols. 
· ☐ Establish communication with the EOC Staff and PIO partners. 
2. Establish Joint Information Center (JIC) 
· ☐ Determine if a physical or virtual JIC is needed based on incident scope. 
· ☐ Identify and assign JIC staff (spokespersons, writers, social media, media liaisons). 
· ☐ Set up workspace, equipment, and communication tools. 
· ☐ Coordinate with partner agencies to assign PIO liaisons to the JIC. 
· ☐ Establish JIC protocols for message approval, media coordination, and information sharing. 
3. Media & Public Messaging 
· ☐ Develop and disseminate initial public information statements. 
· ☐ Coordinate with the Incident Commander and EOC Director for message approval. 
· ☐ Schedule and conduct media briefings and press conferences. 
· ☐ Monitor media coverage and correct misinformation. 
· ☐ Maintain a media inquiry log and track public information requests. 
 4. Social Media & Digital Communications 
· ☐ Activate official social media channels for incident updates. 
· ☐ Post timely, accurate, and accessible information. 
· ☐ Monitor public feedback and trending topics. 
· ☐ Respond to public questions and concerns in coordination with the JIC. 
· ☐ Archive all digital communications for documentation. 
5. Internal & Partner Communications 
· ☐ Provide regular updates to EOC staff and partner agencies. 
· ☐ Share talking points and key messages with all departments. 
· ☐ Coordinate with ESF leads to ensure consistent messaging. 
· ☐ Support internal communications for staff and volunteers. 
6. Public Alert & Warning Systems 
· ☐ Coordinate use of emergency alert systems (e.g., MB-Alerts, IPAWS). 
· ☐ Ensure messages are clear, concise, and accessible. 
· ☐ Issue evacuation orders, shelter-in-place notices, and other critical alerts. 
· ☐ Maintain documentation of all alerts issued. 
7. Documentation & Reporting 
· ☐ Maintain a log of all public information activities. 
· ☐ Archive press releases, social media posts, and media coverage. 
· ☐ Submit regular updates to the EOC Planning Section. 
· ☐ Participate in EOC briefings and planning meetings. 
8. Demobilization & Recovery 
· ☐ Plan for transition from response to recovery messaging. 
· ☐ Support public messaging about disaster assistance and recovery resources. 
· ☐ Participate in after-action reviews and improvement planning. 
· ☐ Update public information and JIC plans based on lessons learned. 
PUBLIC WORKS DEPARTMENT
EOC ACTIVATION CHECKLIST
(Aligned with ESF-1: Transportation, ESF-3: Public Works & Engineering, and ESF-12: Utilities)
1. Initial Activation 
· ☐ Confirm EOC activation level and reporting structure. 
· ☐ Assign Public Works representative(s) to the EOC. 
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify department leadership and activate internal emergency protocols. 
· ☐ Establish communication with Operations Section and ESF partners. 
2. ESF-1: Transportation 
· ☐ Assess status of transportation infrastructure (roads, bridges, transit). 
· ☐ Coordinate with law enforcement and emergency services for road closures and detours. 
· ☐ Support evacuation planning and route clearance. 
· ☐ Provide updates on transportation system disruptions and restoration timelines. 
· ☐ Coordinate debris removal to maintain emergency access routes. 
3. ESF-3: Public Works & Engineering 
· ☐ Conduct damage assessments of public infrastructure (buildings, utilities, drainage). 
· ☐ Coordinate emergency repairs and restoration of critical facilities. 
· ☐ Support debris management operations. 
· ☐ Provide engineering expertise to support response and recovery. 
· ☐ Coordinate with contractors and mutual aid partners for additional resources. 
· ☐ Maintain documentation for FEMA reimbursement and cost tracking. 
 
4. ESF-12: Utilities
· ☐ Monitor status of electrical, gas, and fuel infrastructure. 
· ☐ Coordinate with utility providers for outage updates and restoration priorities. 
· ☐ Identify critical facilities requiring priority power restoration. 
· ☐ Support fuel supply logistics for emergency vehicles and generators. 
· ☐ Report energy disruptions to the EOC and coordinate with state/federal energy partners. 
5. Resource Management 
· ☐ Track personnel, equipment, and supply usage. 
· ☐ Submit resource requests through the EOC Logistics Section. 
· ☐ Coordinate staging and deployment of public works assets. 
· ☐ Maintain situational awareness of available mutual aid resources. 
6. Communication & Reporting 
· ☐ Provide regular updates to the EOC Operations Section. 
· ☐ Participate in EOC briefings and planning meetings. 
· ☐ Ensure internal staff receive timely updates and assignments. 
· ☐ Document all actions, decisions, and expenditures. 
7. Demobilization & Recovery 
· ☐ Begin planning for infrastructure recovery and long-term repairs. 
· ☐ Support damage assessments for disaster declarations. 
· ☐ Coordinate with Finance Section for cost recovery and documentation. 
· ☐ Participate in after-action reviews and improvement planning. 
 


FIRE DEPARTMENT
EOC ACTIVATION CHECKLIST
(Aligned with ESF-4: Firefighting, ESF-8: Health & Medical, ESF-9: Search & Rescue, ESF-10: Hazardous Materials)
1. Initial Activation 
· ☐ Confirm EOC activation level and reporting structure. 
· ☐ Assign Fire Department representative(s) to the EOC. 
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify department leadership and activate internal emergency protocols. 
· ☐ Establish communication with Operations Section and ESF partners. 
2. ESF-4: Firefighting 
· ☐ Assess fire suppression capabilities and resource availability. 
· ☐ Coordinate mutual aid and regional fire response assets. 
· ☐ Support structural and wildland fire operations as needed. 
· ☐ Monitor fire conditions and provide situational updates to the EOC. 
· ☐ Ensure firefighter safety and accountability. 
3. ESF-8: Health & Medical 
· ☐ Coordinate with EMS providers for triage, treatment, and transport. 
· ☐ Support mass casualty incident (MCI) operations. 
· ☐ Assist with medical surge and field treatment site setup. 
· ☐ Share EMS data with public health partners for situational awareness. 
· ☐ Ensure responder health and wellness protocols are followed. 
4. ESF-9: Search & Rescue 
· ☐ Activate and deploy urban or technical search and rescue teams. 
· ☐ Coordinate with law enforcement and emergency management for SAR operations. 
· ☐ Track SAR missions and report outcomes to the EOC. 
· ☐ Ensure proper equipment and personnel are available for deployment. 
· ☐ Maintain safety protocols for SAR operations in hazardous environments. 
5. ESF-10: Hazardous Materials 
· ☐ Identify and assess hazardous materials incidents. 
· ☐ Deploy HazMat teams for containment, mitigation, and decontamination. 
· ☐ Coordinate with environmental agencies and public health for response. 
· ☐ Ensure proper PPE and safety measures are in place. 
· ☐ Report HazMat incidents and response actions to the EOC. 
6. Resource Management 
· ☐ Track personnel, apparatus, and equipment usage. 
· ☐ Submit resource requests through the EOC Logistics Section. 
· ☐ Coordinate staging and deployment of fire and EMS assets. 
· ☐ Maintain documentation for cost recovery and reimbursement. 
7. Communication & Reporting 
· ☐ Provide regular updates to the EOC Operations Section. 
· ☐ Participate in EOC briefings and planning meetings. 
· ☐ Ensure internal crews receive timely updates and assignments. 
· ☐ Document all actions, decisions, and expenditures. 
8. Demobilization & Recovery 
· ☐ Begin planning for demobilization and equipment rehab. 
· ☐ Support damage assessments and recovery planning. 
· ☐ Coordinate with Finance & Admin Section for cost tracking and reimbursement. 
· ☐ Participate in after-action reviews and improvement planning. 
 

POLICE DEPARTMENT
EOC ACTIVATION CHECKLIST
(Aligned with ESF-13: Law Enforcement and ESF-16: Evacuation & Traffic Management)
1. Initial Activation 
· ☐ Confirm EOC activation level and reporting structure. 
· ☐ Assign Police Department representative(s) to the EOC. 
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify command staff and activate internal emergency protocols. 
· ☐ Establish communication with Operations Section and ESF partners. 
2. ESF-13: Law Enforcement 
· ☐ Assess law enforcement staffing and operational readiness. 
· ☐ Coordinate with mutual aid agencies and regional law enforcement partners. 
· ☐ Support security at critical infrastructure and emergency facilities. 
· ☐ Provide crowd control, access control, and perimeter security. 
· ☐ Monitor and respond to civil unrest or criminal activity. 
· ☐ Support investigations related to the incident (e.g., arson, looting, threats). 
3. ESF-16: Evacuation & Traffic Management 
· ☐ Coordinate evacuation planning with Emergency Management (ESF-5: Information & Planning) and Public Works (ESF-1: Transportation). 
· ☐ Deploy officers to manage evacuation routes and traffic control points. 
· ☐ Ensure clear communication of evacuation orders to the public. 
· ☐ Monitor traffic flow and adjust routes as needed. 
· ☐ Support re-entry operations and credentialing if required. 
· ☐ Coordinate with transit agencies for assisted evacuations. 
 4. Resource Management 
· ☐ Track personnel, vehicles, and equipment usage. 
· ☐ Submit resource requests through the EOC Logistics Section. 
· ☐ Coordinate staging and deployment of law enforcement assets. 
· ☐ Maintain documentation for cost recovery and reimbursement. 
5. Communication & Reporting 
· ☐ Provide regular updates to the EOC Operations Section. 
· ☐ Participate in EOC briefings and planning meetings. 
· ☐ Ensure internal units receive timely updates and assignments. 
· ☐ Document all actions, decisions, and expenditures. 
6. Public Safety & Messaging 
· ☐ Coordinate with the Public Information Officer (PIO) for public safety messaging. 
· ☐ Ensure consistent and accurate information is shared with the public. 
· ☐ Monitor social media and public feedback for safety concerns. 
· ☐ Support public alert and warning systems as needed. 
7. Demobilization & Recovery 
· ☐ Begin planning for demobilization and return to normal operations. 
· ☐ Support damage assessments and recovery planning. 
· ☐ Coordinate with Finance & Admin Section for cost tracking and reimbursement. 
· ☐ Participate in after-action reviews and improvement planning. 
 


EMERGENCY MANAGEMENT
EOC ACTIVATION CHECKLIST
(Aligned with ESF-5: Information & Planning)
1. Initial Activation 
· ☐ Confirm EOC activation level and operational period. 
· ☐ Notify Emergency Management staff and activate internal protocols. 
· ☐ Assign Emergency Management representative(s) to the EOC. 
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Establish contact with Executive Group and Incident Commander (if applicable). 
2. Coordination & Support 
· ☐ Ensure all necessary City Departments and outside agencies are notified and represented in the EOC. 
· ☐ Coordinate interagency and intergovernmental support using Hybrid EOC ESF Structure. 
· ☐ Facilitate briefings and planning meetings. 
· ☐ Support the development and approval of EOC objectives. 
· ☐ Maintain communication with regional, state, and federal partners. 
3. Planning & Documentation 
· ☐ Direct the Planning Section to develop and maintain the IAP. 
· ☐ Ensure accurate and timely Situation Reports (SitReps) are produced. 
· ☐ Maintain incident logs and decision documentation. 
· ☐ Track incident objectives, resource status, and mission assignments. 
· ☐ Support continuity of operations (COOP) and continuity of government (COG) planning. 
4. Situational Awareness 
· ☐ Monitor and verify incoming information from field units and partners. 
· ☐ Maintain situational displays and status boards. 
· ☐ Coordinate intelligence gathering and analysis. 
· ☐ Share updates with all EOC sections and external stakeholders. 
· ☐ Ensure situational awareness tools (GIS, dashboards, etc.) are operational. 
5. Resource Coordination 
· ☐ Support Logistics Section in identifying and prioritizing resource needs. 
· ☐ Coordinate mutual aid and EMAC (Emergency Management Assistance Compact) requests. 
· ☐ Track resource requests and mission assignments. 
· ☐ Ensure documentation for cost recovery and reimbursement is maintained. 
6. Public Information Coordination 
· ☐ Coordinate with the Public Information Officer (PIO) for consistent messaging. 
· ☐ Ensure public information aligns with situational updates and EOC objectives. 
· ☐ Support Joint Information Center (JIC) operations if activated. 
7. Demobilization & Recovery 
· ☐ Begin planning for demobilization and transition to recovery. 
· ☐ Support development of recovery strategies and coordination with recovery partners. 
· ☐ Participate in after-action reviews and improvement planning. 
· ☐ Archive all documentation for future reference and compliance. 
 


CAPITAL PROJECTS, CONSTRUCTION SERVICES, and PARKS/RECREATION & SPORTS TOURSIM DEPARTMENTS
(Aligned with ESF-23: Damage Assessments)
1. Initial Activation 
· ☐ Confirm EOC activation level and reporting structure. 
· ☐ Assign ESF-23 representative(s) to the EOC. 
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify assessment teams and activate internal protocols. 
· ☐ Establish communication with Planning Section and GIS/Mapping support. 
2. Coordination & Planning 
· ☐ Coordinate with local departments (building, public works, emergency management) for assessment support. 
· ☐ Identify and prioritize areas for initial damage assessments. 
· ☐ Develop assessment team assignments and safety protocols. 
· ☐ Coordinate with state and federal partners for joint assessments. 
· ☐ Ensure integration with FEMA Preliminary Damage Assessment (PDA) process if applicable. 
3. Field Operations 
· ☐ Deploy damage assessment teams with proper forms, maps, and PPE. 
· ☐ Ensure teams are trained in safety, documentation, and reporting procedures. 
· ☐ Collect data on residential, commercial, public infrastructure, and critical facilities. 
· ☐ Use mobile tools or paper forms to capture GPS-tagged photos and damage levels. 
· ☐ Monitor team progress and provide logistical support as needed. 
4. Data Collection & Analysis 
· ☐ Compile field data into centralized system (e.g., GIS, Palmetto EOC, ReadyOp, spreadsheets). 
· ☐ Categorize damage by type: minor, major, destroyed, affected. 
· ☐ Estimate financial losses for public and private sectors. 
· ☐ Identify unmet needs and critical infrastructure impacts. 
· ☐ Share findings with EOC Staff and Executive Group. 
5. Reporting & Documentation 
· ☐ Produce regular damage assessment summaries for EOC briefings. 
· ☐ Submit reports to state emergency management for disaster declaration consideration. 
· ☐ Maintain documentation for FEMA reimbursement and insurance claims. 
· ☐ Archive photos, maps, and assessment forms securely. 
6. Public Communication Support 
· ☐ Coordinate with the Public Information Officer (PIO) to share general damage updates. 
· ☐ Provide guidance to the public on how to report damage. 
· ☐ Support messaging related to disaster assistance and recovery resources. 
7. Demobilization & Recovery Transition 
· ☐ Finalize damage assessment reports and submit to appropriate agencies. 
· ☐ Support transition to long-term recovery planning. 
· ☐ Participate in after-action reviews and improvement planning. 
· ☐ Update damage assessment protocols based on lessons learned. 
 


IT DEPARTMENT
EOC ACTIVATION CHECKLIST
(Aligned with ESF-2: IT & Communications)
1. Initial Activation 
· ☐ Confirm EOC activation level and reporting structure. 
· ☐ Assign IT Department representative(s) to the EOC. 
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify IT leadership and activate internal emergency protocols. 
· ☐ Establish communication with Operations and Logistics Sections and ESF partners. 
2. Communications Infrastructure 
· ☐ Assess operational status of voice, data, and radio systems. 
· ☐ Ensure EOC communications systems (phones, internet, radios) are functional. 
· ☐ Coordinate with telecommunications providers for outages or service restoration. 
· ☐ Support interoperability between agencies (e.g., radio channels, shared networks). 
· ☐ Deploy backup communications systems if needed (e.g., satellite phones, mobile hotspots). 
3. IT Systems & Network Support 
· ☐ Ensure continuity of critical IT systems (email, servers, cloud services). 
· ☐ Monitor network performance and address outages or slowdowns. 
· ☐ Provide technical support to EOC staff and field personnel. 
· ☐ Activate redundant systems or failover sites if required. 
· ☐ Maintain cybersecurity monitoring and threat detection. 
4. Data & Information Management 
· ☐ Support GIS, ReadyOP, Alastar, Palmetto EOC, or other situational awareness platforms. 
· ☐ Ensure data backups are current and accessible. 
· ☐ Assist with secure file sharing and collaboration tools. 
· ☐ Maintain access control and user permissions for emergency systems. 
· ☐ Document all IT-related actions and system changes. 
5. Resource Coordination 
· ☐ Track IT personnel, equipment, and support assets. 
· ☐ Submit resource requests through the EOC Logistics Section. 
· ☐ Coordinate with vendors for emergency IT support or equipment. 
· ☐ Maintain inventory of deployable IT kits and mobile support units. 
6. Public Information & Alerting Support 
· ☐ Support mass notification systems (e.g., IPAWS, MB-Alerts). 
· ☐ Ensure public-facing websites and social media platforms remain operational. 
· ☐ Assist PIO with digital tools for public messaging and virtual briefings. 
· ☐ Monitor for misinformation or cyber threats targeting public systems. 
7. Demobilization & Recovery 
· ☐ Begin planning for IT system restoration and normalization. 
· ☐ Support after-action data collection and system performance review. 
· ☐ Coordinate with Finance & Admin Section for cost tracking and reimbursement. 
· ☐ Participate in after-action reviews and update IT emergency plans. 
 


PROCUREMENT DIVISION
EOC ACTIVATION CHECKLIST
(Aligned with ESF-7: Resource Support)
1. Initial Activation 
· ☐ Confirm EOC activation level and reporting structure. 
· ☐ Assign Procurement representative(s) to the EOC. 
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify procurement leadership and activate emergency purchasing protocols. 
· ☐ Establish communication with Logistics Section and Finance/Admin Section. 
2. Resource Coordination 
· ☐ Identify and prioritize resource needs in coordination with EOC sections. 
· ☐ Review and process resource requests submitted through the EOC. 
· ☐ Coordinate with vendors, suppliers, and mutual aid partners. 
· ☐ Track status of all resource orders, deliveries, and deployments. 
· ☐ Maintain a centralized resource tracking system or spreadsheet. 
3. Emergency Purchasing & Contracts 
· ☐ Activate emergency purchasing authorities and procedures. 
· ☐ Ensure compliance with local, state, and federal procurement regulations. 
· ☐ Expedite contracts and purchase orders for critical goods and services. 
· ☐ Maintain documentation for all emergency purchases. 
· ☐ Coordinate with legal and finance teams for contract approvals. 
4. Logistics & Supply Chain Support 
· ☐ Support staging, warehousing, and distribution of supplies. 
· ☐ Coordinate delivery logistics with field operations and staging areas. 
· ☐ Monitor supply chain disruptions and identify alternate sources. 
· ☐ Ensure PPE, fuel, food, water, and other critical supplies are prioritized. 
· ☐ Track expiration dates and shelf life of perishable or regulated items. 
5. Financial Documentation 
· ☐ Maintain detailed records of all expenditures and procurement actions. 
· ☐ Ensure documentation meets FEMA reimbursement standards. 
· ☐ Coordinate with Finance/Admin Section for cost tracking and reporting. 
· ☐ Support development of cost summaries and financial reports. 
6. Communication & Reporting 
· ☐ Provide regular updates to the Logistics & Operations Section. 
· ☐ Participate in EOC briefings and planning meetings. 
· ☐ Share procurement status reports with Executive Group as needed. 
· ☐ Document all actions, decisions, and vendor communications. 
7. Demobilization & Recovery 
· ☐ Begin planning for demobilization of temporary contracts and services. 
· ☐ Support inventory reconciliation and return of unused resources. 
· ☐ Assist with after-action reporting and procurement process review. 
· ☐ Update emergency procurement plans based on lessons learned. 
 
 


AMERICAN RED CROSS
EOC ACTIVATION CHECKLIST
(Aligned with ESF-6: Mass Care)
1. Initial Activation 
· ☐ Confirm EOC activation level and Red Cross role under ESF-6. 
· ☐ Assign Red Cross representative(s) to the EOC. 
· ☐ Review the initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify Red Cross regional leadership and activate internal response protocols. 
· ☐ Establish communication with the EOC Operations & Logistics Sections and ESF-6 partners. 
2. Shelter Operations 
· ☐ Identify shelter needs in coordination with Emergency Management and Human Services. 
· ☐ Activate pre-identified shelter locations or request new shelter sites. 
· ☐ Deploy shelter teams and supplies (cots, blankets, hygiene kits, etc.). 
· ☐ Ensure shelter accessibility and compliance with ADA requirements. 
· ☐ Track shelter occupancy and report daily statistics to the EOC. 
3. Feeding Operations 
· ☐ Coordinate with local partners and vendors for meal preparation and distribution. 
· ☐ Deploy mobile feeding units or establish fixed feeding sites. 
· ☐ Ensure dietary accommodations and food safety standards are met. 
· ☐ Track meals served and report to the EOC daily. 
4. Emergency Assistance & Family Reunification 
· ☐ Provide emergency supplies (comfort kits, clean-up kits, etc.) to affected individuals. 
· ☐ Support family reunification services through Safe and Well or other platforms. 
· ☐ Coordinate with local agencies for casework and referrals. 
· ☐ Document unmet needs and report them to the EOC for resource coordination. 
5. Volunteer & Staff Management 
· ☐ Deploy trained Red Cross volunteers and staff to support mass care operations. 
· ☐ Ensure proper credentialing and safety briefings for all personnel. 
· ☐ Track volunteer hours and assignments. 
· ☐ Provide staff wellness and support services. 
6. Communication & Coordination 
· ☐ Participate in EOC briefings and planning meetings. 
· ☐ Provide regular updates to the EOC Operations & Logistics Sections. 
· ☐ Coordinate messaging with the Public Information Officer (PIO). 
· ☐ Share public information about shelter locations and services. 
7. Documentation & Reporting 
· ☐ Maintain accurate records of services provided (sheltering, feeding, assistance). 
· ☐ Submit daily situation reports to the EOC and Red Cross regional HQ. 
· ☐ Document all actions, decisions, and resource usage. 
· ☐ Archive records for after-action review and compliance. 
8. Demobilization & Recovery 
· ☐ Begin planning for shelter demobilization and client transition. 
· ☐ Support long-term recovery coordination with local and state partners. 
· ☐ Participate in after-action reviews and improvement planning. 
· ☐ Update Red Cross response plans based on lessons learned. 
 


VOAD
EOC ACTIVATION CHECKLIST
(Aligned with ESF-18: Donated Goods & Volunteer Services)
1. Initial Activation 
· ☐ Confirm EOC activation level and VOAD’s role under ESF-18. 
· ☐ Assign VOAD liaison(s) to the EOC. 
· ☐ Review the initial Situation Report (SitRep) and Incident Action Plan (IAP). 
· ☐ Notify VOAD member organizations and activate coordination protocols. 
· ☐ Establish communication with the EOC Operations & Logistics Sections and ESF partners. 
2. Volunteer Management 
· ☐ Activate volunteer reception center (VRC) or virtual volunteer intake system. 
· ☐ Screen, register, and credential spontaneous unaffiliated volunteers (SUVs). 
· ☐ Match volunteers to appropriate tasks based on skills and needs. 
· ☐ Ensure volunteer safety, supervision, and liability coverage. 
· ☐ Track volunteer hours and assignments for reporting and recognition. 
3. Donations Management 
· ☐ Activate donations management plan and coordinate with logistics. 
· ☐ Establish or support donation collection and distribution sites. 
· ☐ Screen and sort in-kind donations for usability and relevance. 
· ☐ Coordinate with local businesses and donors for priority needs. 
· ☐ Track donations received, distributed, and stored. 
4. Coordination with VOAD Partners 
· ☐ Convene regular coordination calls or meetings with VOAD member agencies. 
· ☐ Share situational updates and unmet needs. 
· ☐ Avoid duplication of services and ensure equitable distribution of resources. 
· ☐ Coordinate with faith-based, nonprofit, and community-based organizations. 
· ☐ Support case management and long-term recovery planning. 
5. Public Information & Messaging 
· ☐ Coordinate with the Public Information Officer (PIO) for messaging about donations and volunteering. 
· ☐ Share clear guidance on what is needed and how to help. 
· ☐ Monitor social media and public inquiries for misinformation. 
· ☐ Promote safe and effective ways for the public to contribute. 
6. Documentation & Reporting 
· ☐ Maintain records of volunteer deployments and donated goods. 
· ☐ Submit regular updates to the EOC Operations and Logistics Sections. 
· ☐ Document unmet needs and gaps in services. 
· ☐ Archive all records for after-action review and compliance. 
7. Demobilization & Recovery 
· ☐ Begin planning for demobilization of volunteer and donation operations. 
· ☐ Support transition to long-term recovery groups and unmet needs committees. 
· ☐ Participate in after-action reviews and improvement planning. 
· ☐ Update VOAD coordination plans based on lessons learned. 
 
 


ARES
EOC ACTIVATION CHECKLIST
Horry County Amateur Radio Emergency Services
1. Initial Activation 
· ☐ Receive notification of EOC activation and ARES deployment. 
· ☐ Confirm activation level and reporting structure. 
· ☐ Notify ARES leadership and activate internal call-up procedures. 
· ☐ Assign ARES operators to the EOC and other critical facilities as needed. 
· ☐ Establish communication with the EOC Communications Leader or ESF-2 representative. 
2. Equipment & Setup 
· ☐ Verify functionality of amateur radio equipment at the EOC. 
· ☐ Set up HF, VHF, and UHF stations as required. 
· ☐ Test antennas, power supplies, and backup power sources. 
· ☐ Ensure digital modes (Winlink, FLDIGI, etc.) are operational. 
· ☐ Log all equipment used and any issues encountered. 
3. Communications Operations 
· ☐ Establish and monitor primary and secondary ARES frequencies. 
· ☐ Maintain a communications log of all messages sent and received. 
· ☐ Relay messages between the EOC, shelters, field units, and other agencies. 
· ☐ Support message traffic for situational reports, resource requests, and welfare checks. 
· ☐ Ensure all messages follow ICS Form 213 or other approved formats. 
4. Coordination & Support 
· ☐ Coordinate with ESF-2 (Communications) and other radio services (e.g., RACES, SHARES). 
· ☐ Support interoperability with public safety and emergency management communications. 
· ☐ Provide communications support to shelters, hospitals, and staging areas as requested. 
· ☐ Maintain situational awareness and report any communication gaps or needs. 
5. Safety & Conduct 
· ☐ Ensure all operators follow safety protocols and wear appropriate identification. 
· ☐ Maintain professional conduct and adhere to FCC regulations. 
· ☐ Monitor operator fatigue and rotate shifts as needed. 
· ☐ Ensure all operators are briefed on the incident and operational expectations. 
6. Documentation & Reporting 
· ☐ Maintain accurate logs of operator assignments and hours worked. 
· ☐ Submit daily activity reports to the ARES Emergency Coordinator and EOC Liaison. 
· ☐ Archive all message traffic and logs for after-action review. 
· ☐ Document any equipment issues, resource needs, or lessons learned. 
7. Demobilization & Recovery 
· ☐ Coordinate with the EOC for demobilization instructions. 
· ☐ Secure and inventory all equipment. 
· ☐ Participate in after-action reviews and provide feedback. 
· ☐ Update ARES deployment plans and contact lists based on lessons learned. 
 


FINANCE & ADMINISTRATION SECTION
EOC ACTIVATION CHECKLIST
(Financial Management & Reporting, Financial Services, Human Resources, and Insurance & Risk Departments) 
1. Initial Activation  
· ☐ Confirm EOC activation level and reporting structure.  
· ☐ Assign Finance/Admin Section representatives to the EOC, if requested.  
· ☐ Review initial Situation Report (SitRep) and Incident Action Plan (IAP).  
· ☐ Notify finance and HR leadership of activation.  
· ☐ Establish workspace, systems access, and communication with other EOC sections.  
2. Timekeeping & Personnel Tracking  
· ☐ Implement time tracking procedures for all EOC and field personnel.  
· ☐ Ensure accurate documentation of hours worked, including overtime.  
· ☐ Coordinate with HR for employee status, pay codes, and labor policies.  
· ☐ Maintain personnel rosters and shift schedules.  
· ☐ Track volunteer hours and donated labor separately.  
3. Procurement & Cost Tracking  
· ☐ Coordinate with Logistics Section and especially Procurement for emergency purchases.  
· ☐ Track all expenditures related to the incident response.  
· ☐ Maintain documentation for purchase orders, invoices, and receipts.  
· ☐ Ensure compliance with local, state, and federal procurement regulations.  
· ☐ Support emergency contracting and vendor payments.  
4. Compensation & Claims  
· ☐ Document any injuries, damages, or liability claims.  
· ☐ Coordinate with Risk Management and Legal for claims processing.  
· ☐ Track workers’ compensation and insurance-related incidents.  
· ☐ Maintain records for potential reimbursement or litigation.  
5. Cost Recovery & Reimbursement  
· ☐ Prepare documentation for FEMA Public Assistance or other funding sources.  
· ☐ Track eligible costs by category (labor, equipment, materials, contracts).  
· ☐ Coordinate with state and federal finance liaisons.  
· ☐ Maintain audit-ready records and backup documentation.  
· ☐ Support development of financial summaries and reports.  
6. Documentation & Reporting  
· ☐ Maintain financial logs, forms, and supporting documentation.  
· ☐ Submit regular financial status updates to the EOC Staff.  
· ☐ Participate in EOC briefings and planning meetings.  
· ☐ Archive all records in accordance with retention policies.  
7. Demobilization & After-Action  
· ☐ Finalize timekeeping and cost tracking for all personnel and resources.  
· ☐ Close out contracts and vendor payments.  
· ☐ Support after-action review and financial improvement planning.  
· ☐ Update emergency financial procedures based on lessons learned.  
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