Division of Emergency Operations

Logistics Support Team
Missions and Functions
Ensures policies, plans and procedures are in place to provide logistical and crisis movement support to CDC response assets

· Publish and maintain necessary supply and service support procedures to ensure the maximum utilization of available assets, and to facilitate expedited support during emergency operations
· Coordinate with CIOs prior to an event to ensure the requisite capabilities exist to support them during emergency responses.
· Work with PGO and FMO to ensure procedures are in place to provide support during emergency events.
Conducts coordination with external logistical and transportation offices during emergencies

· Establish and maintain mutual partnership with multiple ground and air carriers (FEDEX, UPS, USPS, DHL, Air Net, Delta Cargo, BTX, World Courier, etc) in order to provide robust delivery capabilities.
· Establish logistical interface with the National Guard, FEMA, VA and other federal agencies in planning for the rapid procurement of supplies and equipment, and movement support in response to a public health crisis.
· Ensures GSA vehicles are available 24/7 by the CDC Transportation Office.
· Liaise with the Logistics Support Element at the World Health Organization as required and requested.
· Liaise with the Logistics Section at DHHS as required and requested.
Serves as the logistics and transportation advisor to the Director of the DEO

· Establish, provide, and maintain a logistics and transportation support system that optimizes resources and is responsive and efficient during CDC emergency response operations.
· Develops and executes materiel management programs, to include inventory control and distribution.
· Provide logistical input to CDC emergency response plans.
Manages property accountability for the DEO

· Maintain 100 percent property accountability for all DEO equipment.
· Prepare and maintain supply and property records.
· Perform periodic equipment inventories.
· Conduct function check of equipment prior to issuing to deploying personnel.
Provides logistics planning support during emergency responses

· Develops, coordinates, and supervises the logistics support portion of CDC emergency response plans.
· Serves as logistics coordinator during CDC emergency response planning meetings.
Procures supplies, services and equipment in response to emergency deployment operations

· Develop procedures and documents required to request supplies, services, and equipment.
· Identify sources of supply, services and equipment.
· Pack and ship supplies to CDC response site.
· Coordinate emergency funding and contracting agreements with the PGO contracting Office and the FMO.  Resulted in the establishment of the Finance, Procurement and Accountability Team.
· Ensure sufficient personnel have the VISA purchase card in order to maximize the ability to rapidly respond to purchase request during emergencies.  At least two personnel will have an increased limit of $25,000. 
Coordinates equipment and personnel movement during emergency responses

· Determine the means of transport to use in accordance with the urgency of movement, costs, destination, and weather.
· Coordinate and manage the deployment of the CDC aircraft.
· Able to provide 24/7 emergency transport of personnel, supplies, and equipment.
Coordinates and tracks specimen and other hazardous cargo shipments

· Ensures specimens and other hazardous cargo are packaged, labeled, marked, 
and documented in compliance with IATA Dangerous Goods Regulations.

· Identifies and tenders shipment to carrier who transports dangerous goods.
· Tracks shipment to ensure it reaches its destination.
· Have three staff members that are IATA certified.
Coordinates all CDC medical evacuation missions involving the movement of suspected infectious and contagious patients

· Ensures the mission and funding are approved.
· Selects carrier to perform the mission.
· Coordinates the pickup and delivery of the patient.
· Leads the ad-hoc MEDEVAC Team and monitors the mission in its entirety until the patient is delivered to a hospital.
Procures, maintains and manages all emergency deployment equipment for the CDC

· Identify, research, and procure required equipment to support emergency operations to include: audio, video, and communications equipment, field survival gear, personal protective equipment, etc. 
· Maintain service contracts for all communication equipment (cell phones, satellite phones, Blackberries).
· Train deploying personnel on the proper use and maintenance of deployable equipment, to include issuance of written instructions.
· Keep track of and maintain 100 percent accountability of all deployment equipment.
· Perform periodic maintenance checks of all deployment equipment to ensure 95 - 100 percent operational readiness.
· Ensure equipment returned is cleaned and stored in accordance with manufacturer’s requirements or current best business practices.
Provides deployment support (travel orders, equipment, etc) for CDC personnel responding to emergency deployments on a 24/7 basis
· Coordinate all travel requirements during emergency deployment.
· Prepare and approve travel orders, to include the notification of foreign travel (NFT) and the Department of State country clearance cable.
· Make hotel reservations, to include meeting rooms, audio/video requirements, and extended hotel administrative support (printing support, fax, additional audio and data lines, and registration support).
· Coordinate all requirements during travel to include itinerary adjustments, travel order amendments, etc.
Tracks the expenditure of CDC funds during emergency responses

· Assemble the Finance and Procurement Accountability Team (FPAT) and ensure all members are involved and kept informed of current response events.
· Establish and maintain expense spreadsheet to track all costs associated with emergency response operations (travel, supplies, services, equipment, and contracts) and provide that information to the FPAT and event leadership as required.
Manages the operation and use of the CDC aircraft

· Ensures that use of the aircraft complies with federal regulations.
· Writes procedures for use of the plane.
· Plans exercises using the aircraft.
· Calls the aircraft company to schedule use of the plane.
· Keeps track of the number of hours on the account.
· Enters aircraft usage data into FAIRS. 
· Serves as the CDC Project Officer for theaircraft contract.

Ensures effective capabilities and procedures exists to provide on-site logistical and administrative support to CDC response assets, including communications
· Maintains 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.
· Conducts weekly training for the Incident Support Team (IST) personnel  to ensure they are fully trained in the Incident Management System and current logistics procedures for all phases of emergencies.
· Conducts internal and external functional exercises monthly, test the logistics, administrative, mobile communications, and informatics capability of the IST.
· Analyzes current communications systems and updates equipment as new technology is introduced.

· Test IST communications equipment and configures laptops for deployments.
· Ensures all IST members are well versed in E-Team; the HHS and CDC emergency management software.
Ensures CDC has the capability to rapidly deploy trained support and logistical personnel in support of the incident management system
· Maintains a three person fully deployable Incident Support Team (IST) to provide onsite logistical support to CDC responders, to include establishing a base of operations, LAN connectivity, HF Communications, Ground Support, Supplies, Facility Coordination and other logistical needs.  
· Maintains the IST on two hour recall time, the IST is comprised of a Logistician (FTE with government credit cards), Mobile Communications Specialist (Contractor) and augmented by an Informatics Technologist (contractor).
· IST personnel are tethered by cell phone, digital radio, and blackberry 24/7
· Conducts functional exercises to test capabilities of the IST and implements adjustments as required.
· Conducts no notice exercises testing the capability of the IST and Flightworks ability to be fully engaged in support of a CDC supported emergency.
· Routinely deploy the IST in support of a CDC coordinating center functional drill or emergency.
Coordinates off-site communications and reach -back capabilities, to include real time exchange of information for deployed personnel and teams
· Conducts monthly communication test between the IST and the DEOC at various locations throughout the USA to include onboard of the CDC leased aircraft.
· Deploys with various CDC coordinating center emergency responders and establishes LAN, Satellite, and data transfer capabilities between the DEOC and the CDC emergency team in the field.
· Deploys the IST with kits of laptops, satellite phones, high frequency radios, and cell phones. 
Provides a worldwide rapid deployment capability to support logistical and administrative activities of CDC deployed personnel and to coordinate and facilitate operations with other Governmental agencies
· Works closely with the WHO logistician in Dubai ensuring communications compatibility for worldwide deployment

· All IST personnel are fully prepared to deploy anywhere in the world on a moments notice and establish forward logistics to the CDC deployed personnel
· Works closely with the OGH to ensure procedures are in place to support the logistical requirements of the CDC coordinating center personnel deployed to an overseas emergency

Provides a Public Health Logistics capability to respond to natural or manmade disasters in foreign countries/U.S. territories
· Coordinates with PGO to ensure contracts are in place to rapidly respond to request for supply and equipment assistance from foreign countries or U.S. territories.
· Works with medical supply and equipment vendors and manufacturers to ensure they understand our requirements and are able to rapidly respond to meet our needs.

· When an urgent request for assistance comes to CDC, manages the requests from receipt, to the time the requested supplies and equipment are shipped.

· Coordinates with FMO/PGO/HHS to determine a funding source to support the request and ensures these elements are kept informed of support costs. 

· Coordinates transportation of requested supplies and equipment and tracks the shipment all the way to destination.

· Coordinates the trans-shipment of supplies and equipment that are shipped to the CDC warehouse prior to going to their final destination.

· Manages the ship short items and other items that did not make the initial shipments.

Provides support to the Logistics and Finance/Administration Section for the CDC Emergency Support Team during internal emergency events and Continuity of Operations activities.
· Acts as the Team Lead for the Logistics and Finance/Administration sections of the Emergency Support Team (EST).
· Publish and maintain necessary supply and service support procedures to ensure the maximum utilization of available assets, and to facilitate expedited support during internal emergency operations and COOP deployments.
· Work with PGO and FMO to ensure procedures are in place to provide support during internal emergency or COOP events.
· Assemble the Finance and Procurement Accountability Team (FPAT) and ensure all members are involved and kept informed of current response events.
· Establish and maintain expense spreadsheet to track all costs associated with internal emergency operations and COOP deployments (travel, supplies, services, equipment, and contracts) and provide that information to the FPAT and event leadership as required.

· Develop procedures and documents required to request supplies, services, and equipment.

· Identify sources of supply, services and equipment.
