	Location in Plan (Annex and document section, e.g.,  Annex A, Sec. IX. B.)
	Planning Requirements
	Meets Criteria (Reviewer Only)



	BASIC PLAN

	This component provides an overview of the jurisdiction’s emergency management/response program and its ability to prepare for, respond to, and recover from disasters/emergencies.

	Promulgation Document/Signature Page

	This component is a signed statement formally recognizing and adopting the plan as the jurisdiction’s all-hazards EOP.

	Original Promulgation Statement when plan originally adopted plus Transmittals for Basic Plan and Annexes
	Include a Promulgation Statement signed by the jurisdiction’s senior elected or appointed official(s). (Note: This statement must be updated each time a new senior elected or appointed official takes office.)
	

	Approval and Implementation

	The approval and implementation page introduces the plan, outlines its applicability, and indicates that it supersedes all previous plans. 

	Basic Plan, Sec. V
	Include a delegation of authority for specific modifications that can be made to the plan and by whom they can be made WITHOUT the senior official’s signature.
	

	Signature page in body of Basic Plan and Annexes
	Include a date and ensure that the page is signed by the senior official(s) (e.g., governor, Tribal leader[s], mayor, county judge, commissioner[s]).
	

	Record of Changes

	Maintain copy of Fiscal Year Transmittals in front of EOP
	The record of changes is usually a table that (at a minimum) has fields that show a change number, the date of the change, and the name of the person who made the change. Other relevant information could be considered.
	

	Record of Distribution

	Basic Plan, Attachment 6
	The record of distribution is usually a table with fields that indicate the title and the name of the person receiving the plan, the agency to which the receiver belongs, the date of delivery, and the number of copies delivered.
	

	Table of Contents

	This item outlines the plan’s format, key sections, attachments, charts, etc.

	Table of Contents
	List/identify the major sections/chapters and/or key elements within the EOP.
NOTE:  Can be made part of the Basic Plan document rather than separate file
	

	Purpose, Scope, Situation, Assumptions 

	This section explains the plan’s intent, whom it involves, and why it was developed.

	Purpose

	Basic Plan and Annexes, Sec. I 
	Describe the purpose for developing and maintaining an EOP (e.g., coordinate local agency SOPs, define disaster-specific procedures, outline roles and limitations).
	

	Scope

	Basic Plan, I.B. and Annexes, Sec. II
	Describe at what times or under what conditions this plan would be activated (e.g., major county disaster versus minor local emergency, major state-wide disaster, terrorist attack within the local community, County, or State).
NOTE:  Re-title Basic Plan Section I.B. to “Scope”
	

	Situation Overview 

	Basic Plan, Sec. II.A.
	This section provides a brief overview of the steps taken by the jurisdiction to prepare for disasters.
	

	Planning Assumptions

	Basic Plan, Sec. II
	This section identifies what the planning team assumed to be facts for planning purposes in order to make it possible to execute the EOP. 
	

	Concept of Operations

	Basic Plan, Sec. IV.A.
	Describe who has the authority to activate the plan (e.g., EMA office, Chief Elected Official, State Official, Fire/Police Chief).
	

	Basic Plan, Sec. IV.A.

	Describe the process, templates, and individuals involved in issuing a declaration of emergency for a given hazard and how the declaration will be coordinated with neighboring jurisdictions and the State. 
	

	Basic Plan, Sec. V
	Describe the process by which the EMA office coordinates with all appropriate agencies, boards, or divisions within the jurisdiction.
	

	Basic Plan, Sec. IV.F.1.
	Describe how emergency plans take into account special-needs populations and service or working animals.
	

	
	Describe how emergency plans take into account companion and farm animal care.
	

	Basic Plan, Attachment 3
	Identify other response/support agency plans that directly support the implementation of this plan (e.g., hospital, school emergency, facility plans).
	

	Organization and Assignment of Responsibilities 

	This section provides an overview of the key functions and procedures that State or Local agencies will accomplish during an emergency, including the roles that local, State, Tribal, Federal, and private agencies will take to support local operations.

	Basic Plan, Sec. IV
	Identify/outline the responsibilities assigned to each organization that has a mission assignment defined in the plan, including (but not limited to) the following:
· Local senior elected or appointed officials (e.g., Governor, Mayor, Commissioner, Administrative Judge, Council, Executive Director).
· Local department and agencies (e.g., Fire, Law Enforcement, EMS, Health, EMA).
· State agencies most often and/or likely to be used to support Local operations (e.g., States’ Department of Transportation, State Police/Highway Patrol, Department of Natural Resources [DNR], Environmental Protection/Quality, Emergency Management, Homeland Security, Department of Health/Public Health, and National Guard).
· Regional organizations or groups most often and/or likely to be used to support Local operations.
· Federal agencies most often and/or likely to be used to support Local operations (e.g., FEMA, U.S. Coast Guard, DOJ, FBI, Federal Aviation Administration [FAA], National Safety Transportation Board [NTSB], DoD, DOT).
· Government-sponsored volunteer resources (e.g., CERTs, Medical Reserve Corps [MRC], Volunteers in Police Service [VIPS] or Auxiliary Police).
· Private and voluntary organizations (e.g., ARC, Salvation Army, faith-based groups, VOAD, Chamber of Commerce, Community Action Commission, private sector support).
	


	List of MOU’s in

Basic Plan, Attachment 8
	Describe/identify what Mutual Aid Agreements are in place for the quick activation and sharing of resources during an emergency. Examples of agreements that may exist include the following:
· Agreements between response groups (e.g., fire and police, emergency medical/ambulance).
· Agreements for additional resources/assistance between neighboring jurisdictions’ response forces (e.g., fire, police, EMS).
· Agreements for additional resources/assistance between neighboring jurisdictions’ response forces (e.g., fire, police, EMS).
· Agreements for providing and receiving additional resources through the EMAC.  

· Agreements for alert and notification and dissemination of emergency public information.
· Resource agreements (e.g., outside assistance, personnel, equipment).
· Agreements between medical facilities inside and outside the jurisdiction (e.g., for using facilities, accepting patients).
· Evacuation agreements (e.g., use of buildings, restaurants, homes as shelters/lodging, relocation centers; transportation support), including agreements between jurisdictions for the acceptance of evacuees.
Note: Actual Mutual Aid Agreements should not be included in the plan in their entirety. The EOP should only identify that the agreement exists and briefly summarize who is covered by the agreement, what goods or services are covered, and what limitations apply, if any.
Note: Mutual aid may also be addressed separately in each section of the EOP if the jurisdiction believes that such placement will help to better explain how that mutual aid directly supports a specific procedure.
	

	To be Developed
	Describe how the jurisdiction maintains a current list of available NIMS Typed Resources and Credentialed Personnel.
	

	Basic Plan, Sec. V
	Describe how all tasked organizations maintain current notification rosters, SOPs, and checklists to carry out their assigned tasks.
	

	Basic Plan, Attachment 5
	Provide a matrix that summarizes which tasked organizations have the primary lead versus a secondary support role for each defined response function.
	


	After Action Review

	 The AAR is an administrative process used by the jurisdiction to review and discuss the response in order to identify strengths and weaknesses in the emergency management and response program.

	Basic Plan, Sec. VI.
	Describe the reasons and need to conduct an AAR (e.g., review actions taken, identify equipment shortcomings, improve operational readiness, highlight strengths/initiatives).
	

	Basic Plan, Sec. VI.
	Describe the methods and agencies used to organize and conduct an AAR of the disaster, including how recommendations are documented to improve local readiness (e.g., change plans/procedures, acquire new or replace outdated resources, retrain personnel).
	

	Basic Plan, Sec. VI.
	Describe the links and connections between the processes used to critique the response to an emergency/disaster and the processes used to document recommendations for the jurisdiction’s exercise program.
	

	Basic Plan, Sec. VI.
	Describe how the jurisdiction ensures that the deficiencies and recommendations identified during an AAR are corrected/completed.
	

	PLAN DEVELOPMENT AND MAINTENANCE

	This section describes the process used to regularly review and update the EOP.

	Basic Plan, Sec. V.
	Describe the process used to review and revise the plan each year or — if changes in the jurisdiction warrant (e.g., changes in administration or procedures, newly added resources/training, revised phone contacts or numbers) — more often.
	

	Basic Plan, Sec. V.
	Describe the responsibility of each organization/agency (governmental and NGO) to review and submit changes to its respective portion(s) of the plan.
	

	Basic Plan, Attachment 6
	Identify/summarize to whom the plan is distributed, including whether it is shared with other jurisdictions. Include a plan distribution list. Note: This list can be included as a Tab to the plan.
	

	Maintain copy of FY Transmittals in front of EOP
	Include a page to document when the changes are received and entered into the plan.
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