LOGISTICS SUPPORT TEAM
Tasks by Section/Phase
PREVENTION/PLANNING PHASE
Logistics Support Section
· Publish and maintain necessary supply and service procedures to ensure the maximum utilization of available assets, and to facilitate expedited support during emergency operations; to include procedures required to request supplies, services and equipment.

· Identify and procure standard deployment equipment and supplies.

· Obtain adequate storage space for all deployment equipment; ensure equipment is stored in accordance with manufacturers requirements or current best business practices.
· Execute materiel management programs, to include inventory control, maintenance and distribution.

· Maintain 100 percent accountability of deployment equipment.

· Perform periodic maintenance checks of all deployment equipment to ensure 95-100 percent operational readiness.

· Identify for reference, sources of equipment, supplies and services required to support emergency deployment operations.

· Familiarize logistics staff in CDC/CIO emergency response plans and operations.
· Establish communication and relationships with CIO Emergency Response Coordinators to ensure procedures are in place to provide support during emergency responses.

· Coordinate with PGO and FMO to ensure procedures are in place to provide material management, warehousing, contracting and funds requirements during emergency response operations.

· Establish logistical interface with the National Guard, FEMA, VA and other federal agencies in planning for the rapid procurement and transport of personnel, supplies, equipment and specimens.
· Establish and maintain mutual partnerships with multiple ground and air carriers (FEDEX, UPS, USPS, DHL, Air Net, Delta Cargo, BTX, World Courier, etc) in order to provide robust transportation capabilities.
· Coordinate with travel managers and OGH to ensure procedures are in place to provide emergency domestic and overseas travel.
· Development logistics and transportation support plan for COOP operations.

Incident Support Section
· Ensure applicable Centers and Offices are informed of the IST capabilities to establish a base of operations in the field. Review and examine all plans requiring field logistics support.
· Maintain current Standard Operating Procedures to ensure personnel are fully prepared to provide on-site logistical support and services to CDC responders 24 hours a day, 365 days a year. 
· Establish, maintain and train three fully deployable Incident Support Teams.
· Work closely with the OGH (Office of Global Health) to ensure procedures are in place to support the logistical requirements of the IST overseas. 
· Establish professional relationships with key partners on the Federal, State, and Local level before an event to enhance the effectiveness of the IST response. 
· Ensure all IST members are well versed in the CDC emergency management software, procedures and processes.
·  Review and understand shipping requirements by commercial carriers. 
· Ensure an FTE with government travel and IMPAC credit cards qualified to deploy are assigned members of the IST.

· Review the IST performance on missions and submit an After Action Report to the Logistics Team Chief. Determine if the IST is operationally capable of completing stated objectives. Identify major strengths and shortfalls in the current and planned system of Incident Support Team development. Implement changes as needed. 

· Ensure the IST has the appropriate supplies and equipment at the right levels to conduct its mission. 

· Account for all IST supplies, through all phases of emergency management and adjust levels biannually. 

· Incorporate current federal communication guidelines and procedures into the IST process and ensure procedures allow interoperability with the Directors Emergency Operations Center (DEOC), Secretary’s Operation Center (SOC) and other Federal partners as required. 

· Review and implement necessary overseas communications protocols into the IST process. 

· Research changing communication technology for possible use by the IST to enhance accomplishment of the IST mission. 

· Provide technical advise on:
· the adequacy of mobile communication systems
· geographical limitations
· equipment capabilities 
· amount and types of equipment available
· potential problems with equipment 

· Ensure the IST personnel are tethered by cell phone, digital radio, and blackberry 24 hours a day, 7 days a week, and 365 days a year. 

· Research appropriate software applications to allow the IST to accomplish its mission effectively, to include mapping, and resource tracking software. 

· Ensure computers, software, and equipment used by the IST is appropriate for the mission objectives. Weight, portability, software, and hardware requirements are critical functions considered for rapid deployment and demobilization of the IST. 

· Account for all IST resources through all phases of emergency response. 
Public Health Logistics Section
· Coordinate with PGO and FMO to ensure procedures are in place to provide medical material management, contracting and funds, warehousing, shipping requirements during emergency response operations.

· Obtain agreements with CDC warehouse for access and support services during emergency response operations.  To include temporary storage for controlled substances (narcotics) and cold chain refrigeration (vaccines) as required. 

· Establish dedicated and secure storage space / sites for all emergency operations medical equipment and supplies; ensure that equipment is stored in accordance with the manufacturer’s requirements or current best business practices.

· Maintain 100 percent accountability of stored medical supplies and equipment.

· Identify for reference, sources (vendors, manufacturers) of medical equipment, ancillary supplies, and services required to support emergency response operations.
· Coordinate and provide input for CDC plan for COOP operations.

PREPAREDNESS/PRE-DEPLOYMENT PHASE
Logistics Support  Section
· Coordinate with event lead CIO for support requirements. 
· Coordinate emergency funding and contracting requirements with FMO and the PGO Contracting Office.

· Determine deployment equipment required (audio/video and communications, PPE, field gear, lab supplies, etc).

· Prepare and conduct function checks of required deployment equipment.

· Insure deploying personnel are trained on the proper use of all issued equipment; provide user guides for all equipment issued.

· Receive requests for equipment and supplies (see attached form).

· Issue or ship required equipment and supplies prior to deployment.

· Identify sources of supply for support requirements not on hand.

· Identify transportation and shipping requirements.

· Determine the means of transport to use in accordance with the urgency of movement, costs, destination and weather.

· Alert aircraft company to schedule use of  the CDC aircraft, if required.

· Coordinate with travel managers and OGH for domestic and overseas travel support requirements (VISA, NFT or country clearance, etc).

· Prepare and issue all travel orders for deploying CDC personnel.

· Acquire all travel support requirements such as rental cars, hotel reservations and administrative support (meeting rooms, audio/video requirements, data lines, printing and fax support, etc).

· Establish and maintain expense spreadsheet to track all costs associated with emergency response operations (personnel overtime, travel, supplies, equipment, services, training and contracts).
Incident Support Section

· Plan for logistics/administration task to be accomplished by the team. 

· Frequently review and maintain knowledge of and interpret directives, regulations, and policies of the CDC, Department of Health and Human Services, and other appropriate agencies. 

· Participate in monthly exercises to test capabilities of the IST internally and with other Centers or Offices. 

· Train on current emergency management and logistics processes by attending conferences, online training, meetings etc. 

· Complete and maintain currency on mandatory incident management courses as required by Federal mandate. 

· Develop key professional relationships that will enhance the capabilities of the IST by attending meetings, conferences, trainings etc. 

· Participate in weekly professional development training sessions. 

· Identify and catalogue vendors and suppliers. 

· Provide assistance and input to the Logistics Section or Division as needed. With the exception of the Informatics Support Specialist, designated members of the IST may backfill the Logistics Support Branch Chief, Logistics Support Team, Transportation Officer, Emergency Deployment Program Manager, and the DEOC Audiovisual/Communications Specialist. 

· Complete task assigned by the Logistics Section Team Chief. 

· Research new communications technology that will enhance the mission effectiveness of the IST.
· Submit equipment purchase request. 

· Conduct weekly equipment training for IST personnel. Ensure the IST members can operate all equipment and are knowledgeable on software used during emergency deployments. 

· Conduct communication test between the IST, DEOC, CDC leased aircraft, COOP North and South, domestic, and overseas locations where there is potential for a CDC response to a Public Health Emergency. 

· Work closely with the OGH to understand and utilize procedures for emergency communication while overseas that will allow data transmission and voice communications back to the CDC. 
· Incorporate appropriate applications to meet the mission requirements of the IST, this would include databases, mapping software, and resource tracking software. 
· Maintain equipment; perform routine checks of all IT/communications equipment. 
· Train designated CDC emergency response personnel on use of the mobile communication equipment. 
Public Health Medical Logistics Section
· Coordinate with event lead CIO for medical material support requirements.
· Coordinate with FMO and the PGO Contracting Office for emergency funding and contracting requirements.

· Determine emergency operations equipment required (PPE, lab supplies, etc).

· Receive requests for medical equipment and supplies.

· Identify sources (vendors, manufacturers) of medical equipment and supplies. 
· Assess the means of transport to use in accordance with the urgency of movement, costs, destination and weather.

· Establish and maintain spreadsheets of requested medical equipment and supplies, track all costs associated with emergency response operations. 
RESPONSE/DEPLOYMENT PHASE
Logistics Support Section
· Coordinate with event lead CIO for support requirements.

· Coordinate emergency funding and contracting requirements with FMO and the PGO Contracting Office.

· Determine deployment equipment required (audio/video and communications, PPE, field gear, lab supplies, etc).

· Prepare and conduct function checks of required deployment equipment.

· Insure deploying personnel are trained on the proper use of all issued equipment; provide user guides for all equipment issued.

· Receive requests for equipment and supplies (see attached form).

· Issue or ship required equipment and supplies prior to deployment.

· Identify sources of supply for support requirements not on hand.

· Identify transportation and shipping requirements.

· Determine the means of transport to use in accordance with the urgency of movement, costs, destination and weather.

· Alert aircraft company to schedule use of  the CDC aircraft, if required.

· Coordinate with travel managers and OGH for domestic and overseas travel support requirements (VISA, NFT or country clearance, etc).

· Prepare and issue all travel orders for deploying CDC personnel.

· Acquire all travel support requirements such as rental cars, hotel reservations and administrative support (meeting rooms, audio/video requirements, data lines, printing and fax support, etc).

· Coordinate all requirements during travel, to include itinerary adjustments, travel order amendments, etc.

· Provide travel itinerary of all CDC deploying personnel to the DEOC Duty Officer.

· Provide contact information of all CDC deploying personnel to the DEOC Duty Officer.
· Conduct a communication check with all travelers to verify safe arrival at duty location, equipment is operational and to coordinate additional requirements; provide communication report to the DEOC Duty Officer.

· Maintain expense spreadsheet to track all costs associated with emergency response operations (personnel overtime, travel, supplies, equipment, services, training and contracts).

Incident Support Section

· Establish a central location to coordinate logistics requirements of assigned CDC emergency response personnel. 

· Deploy with various CDC coordinating center emergency responders and establish a LAN, satellite communications, and data transfer capabilities between the base of operations, the DEOC, and the CDC emergency team in the field. 

· Provide overall coordination of base of operations activities to enable the designated CDC team lead to operate effectively in meeting incident objectives. 

· Coordinate with appropriate facilities and agencies i.e. centers, offices, leased aircraft agency, hotels, transportation agencies, food vendors, conference Centers and other agencies at the Federal, State, and local levels. 

· Coordinate facility maintenance with local agencies as needed i.e. public works (lighting, sanitation, etc.). 

· Ensure that required facilities and equipment necessary for logistics support and operations meet the requirements to accomplish the mission. 

· Discuss emergency response objectives with the CDC designated team lead and develop the IST incident action, safety, and demobilization plans for each operational period, normally 12hours. Disseminate to all deployed IST members. Hold regular meetings with the IST members. 

· Coordinate with on-scene safety officials on matters of personal protection and equipment. 

· Ensure that adequate security and access control measures are being applied. 

· Assist in developing a security plan for the base of operations with the local security officer. 

· Coordinate responder logistic requirements at the deployed area: 

· On-site procurement of required equipment/supplies, 

· Reach-back requirements to the DEOC, 

· Food service, medical service, transportation, lodging, 

· Work space, power supply, etc. 

· Coordinate responder administration needs at the incident site: 
· Office automation support such as copy and fax service 

· Coordinate mail service, and shipping of packages 

· Conduct administrative and other services requested. 
· Coordinate the transportation of biological and/or hazardous substance samples. 

· Receive, store, and distribute supplies while deployed with the CDC responders. Utilize established procedures for procuring supplies and materials and account for them through all phases of the response. Return supplies into the DEOC logistics inventory unless otherwise indicated by the DEOC Logistics Team Chief. 
· Prepare a combined IST Situation Report (Sitrep) and forward to the DEOC for each period. Each team member should complete a Sitrep and submit to the Incident Support Specialist for consolidation. 
· Establish contacts with local agencies that will enhance the logistics functions of the IST mission. 
· Assist with the reception, staging, and integration of CDC responders into the local response. 
· Prepare and disseminate an incident specific “Communications Plan” to the deployed IST and the CDC responders. 

· Ensure adequate communications are available at all times through all phases of the response amongst the IST personnel and back to the DEOC. The systems will allow transmission of data, voice communications and video communications. 

· Maintain and operate the following reach-back communications equipment: 

· INMARSAT, 

· Laptops, routers, hubs, cables, and software, 

· High Frequency Radio equipment, 

· Cell phones, cameras, Global Positioning Systems (GPS), 

· Video teleconference equipment. 

· Acquire the required hardware and services (phones, lines, etc) to establish telephonic communications back to CDC. 

· Coordinate with partner agencies on communication situations. 

· Account for all communications and IT equipment. 

· Backup software applications and administer software patches. 

· Conduct communications assessments through out the deployment and make repairs, adjustments, and corrections as required. 

· Provide technical advice on the adequacy of mobile communication systems.
Public Health Medical Logistics

· Coordinate with event lead CIO for medical support requirements.

· Coordinate emergency funding and contracting requirements with the FMO / PGO Contracting Office.

· Determine deployment medical equipment required (PPE, lab supplies, etc).
· Receive requests for medical equipment and supplies. 

· Identify sources (vendors, manufacturers) of supply for medical support. 

· Coordinate transport of medical materials in accordance with the urgency of request, associated costs, destination, and weather considerations.

· Verification of receipt of medical equipment and the operational status, and coordinate additional requirements; provide communication report to the DEOC Duty Officer.

· Maintain spreadsheet of all medical equipment and supplies deployed or procured, track all costs associated with emergency response operations. 
RECOVERY/POST DEPLOYMENT PHASE
Logistics Support Section

· Coordinate all requirements during travel, to include itinerary adjustments, travel order amendments, etc.

· Process travel vouchers.
· Inspect and account for returned equipment – function checks, cleanliness and accountability of all equipment and accessories.
· Update cost tracking spreadsheet by posting final travel voucher disbursements, credit card purchases, etc.
· Provide final  costs to FMO.
· Coordinate with PGO and FMO for close out and final tracking of contracts and credit card purchases.
· Keep track of all re-deploying personnel and provide re-deployment information to the DEOC Duty Officer
Incident Support Section
· Implement the IST demobilization plan unless requested to support CDC personnel assisting states with recovery efforts. 

· Conduct all logistics support functions as requested by the LST Chief in support of CDC personnel.

· Conduct lessons learned meetings after every exercise or mission. 

· Develop After-Action Reports and other materials necessary to improve response capacities. 

· Re-supply, 

· Account for all equipment and conduct preventive maintenance. (Clean, test, reconfigure computers, replace damage or inoperable equipment, and repack deployment cases). 

· Return to the prevention phase. 

Public Health Medical Logistics Section

· Inspect and account for returned equipment.

· Update cost tracking spreadsheet by posting final purchases, etc.

· Provide final costs to FMO / PGO.

· Coordinate with PGO for close out and final tracking of contracts.
