[image: image1.jpg]FEMA





Basic Emergency

Operations Planning

Emergency Operations Plan Annex Template

National Preparedness Directorate (NPD)

September 2009

[image: image2.jpg]




[image: image3.jpg]


Basic Emergency Operations Planning

Emergency Operations Plan Annex Template

H ow t o U s e t h i s Te m p l a t e

[image: image4.jpg]



The Emergency Operations Annex Template follows the plan format established in the

Federal Emergency Management Agency’s (FEMA) Comprehensive Preparedness Guide (CPG) 101: Developing and Maintaining State, Territorial, Tribal, and Local Government Emergency Plans, March 2009.

Please note that this template contains guidance language and sample language that can be discarded or used in part or in whole at the decision of the jurisdiction. Bold text in parentheses is guidance information and regular text is sample language. Guidance information should be deleted before finalizing your annex, and sample language should be modified to reflect your jurisdiction. All underlined text in parentheses must be replaced with jurisdiction-specific input, such as the name of your jurisdiction, name of your emergency management agency, etc.

This template can be used to develop other items to support an emergency operations plan (EOP), such as an appendix, a functional annex, an emergency support function (ESF) annex, an incident annex, or a support annex. Functional annexes can cover issues such as direction and control, continuity of government/operations, communications, warning, emergency public information, evacuation, mass care, health and medical, or resource management. ESF annexes identify the ESF coordinator and the primary and support agencies for each ESF. Incident annexes describe the policies, situation, concept of operations, and responsibilities for particular hazards or incident types. Support annexes describe the framework through which a jurisdiction’s departments and agencies, the private sector, not-for-profit and volunteer organizations, and other nongovernmental organizations (NGOs) coordinate and execute the common emergency management strategies.

Within the template are formatting functions that create main headings, subheadings, and multiple listings with ease. The following is a sample portion of the annex with instructions for using the template in an efficient and effective manner. All instructions will be in bold enclosed in brackets. Following the annex sample is a quick reference chart of features and functions, with their corresponding actions.

[image: image5.jpg]




1

[image: image6.jpg]


Basic Emergency Operations Planning

Emergency Operations Plan Annex Template

I. Purpose, Scope, Situation, and Assumptions [At the main heading level, Roman numeral bullet numbering is used, and is defined as Outline in the STYLE feature. To enter body text following a main heading, hit the ENTER key and change the STYLE feature to Body Text. To proceed to the next main heading, and to the next Roman numeral, hit the ENTER key and change the STYLE feature to Outline.]
A. [At the subheading level, the template uses capitalized letters and is defined as OL2 in the STYLE feature. To get to this level after writing body text, hit the ENTER key and change the STYLE feature to OL2. If a subheading is needed immediately following a main heading, then simply hit the ENTER key and then the TAB key and the subheading style will change and update automatically. If text is needed following the subheading level, hit the ENTER key and change the STYLE feature to OL2_Text. The next section demonstrates these features. This template is designed to continue in this manner through outline level 7 (i.e., OL7 and OL7_Text).]

B. Purpose

It is the purpose of this annex to define the actions and roles necessary to provide a coordinated response within (Name of Jurisdiction).

This annex provides guidance to agencies within (Name of Jurisdiction) with a general concept of potential emergency assignments before, during, and following emergency situations.

C. Scope

This annex applies to all departments and agencies of (Name of Jurisdiction).

D. Situation Overview

1. [At the multiple listing level, the template uses a standard numbering format, and is defined as OL3 in the STYLE feature. As with moving from a main heading to a subheading, hitting the TAB key after a subheading will change and update the new multiple listings automatically.]

2. Characteristics

3. [To move back and create a new subheading or main heading after completing a multiple listing, hit the ENTER key and change the STYLE feature to either OL2 for a subheading or Outline for a main heading.]

E. Planning Assumptions

1. Terrorist attacks may be directed at government facilities, public and private institutions, business or industry, transportation, and individuals or groups. Such acts may involve arson, shootings, and bombings, including



2

Basic Emergency Operations Planning

Emergency Operations Plan Annex Template

the use of chemicals, biological agents, radiological dispersion devices, or nuclear detonations.

2. Terrorist attacks may or may not be preceded by a warning or a threat, and may at first appear to be an ordinary hazardous materials incident. Attacks may occur at multiple locations and may be accompanied by fire, explosion, or other acts of sabotage.

3. Devices may be set off to attract and then injure emergency responders.

4. Effective response to the use of chemical, biological, radiological, nuclear, and high-yield explosives (CBRNEs) may require:

a. [At times, a multiple sub-listing level is required. To achieve this, the template uses lowercase lettering, and is defined as OL4 in the STYLE feature. As with moving from a subheading to a multiple listing, hitting the TAB key after a multiple listing will change and update a new multiple sub-listing automatically. To continue adding multiple sub-listings, hit the ENTER key after each sub-listing until the listing is complete. To move back to another heading or listing level, change the STYLE feature to OL3 for the multiple listing level, OL2 for the subheading level, or Outline for the main heading.]

b. Specialized equipment to detect and identify chemical, biological, or radiological hazards.
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