ANNEX A
COOP RELOCATION TEAM RESPONSIBILITIES

Responsibilities of COOP Relocation Team members are to:
· Attend Relocation Team meetings as scheduled.
· Keep COOP Relocation Team Chief apprised of COOP matters.
· Review and update mission-essential functions annually.
· Develop notification cascades for division personnel.
· Update as required.
· Participate in COOP training and exercises.
· Develop Drive-Away Kits.
· Develop plan for off-site storage of data to include vital records and databases.
· Prepare division COOP Implementation Plans and Standard Operating Procedures and update as necessary.
· Annually review the composition of the working group staffing to ensure that the assigned staff are adequate.
COOP Relocation Team Members

	Name
	Title/Department
	Telephone
	E-Mail
	COOP Responsibility/Role (Mission-essential function)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


