Annex F – Notification Procedures and List of CRT Staff

ANNEX F
NOTIFICATION PROCEDURES AND
LIST OF COOP RELOCATION TEAM (CRT) STAFF
Notification Procedures

· The [INSERT POSITION TITLE] or [INSERT POSITION TITLE] will notify the COOP Relocation Team (CRT) Chief to activate the COOP Plan.
· Upon notification to activate the Communications Center COOP Plan, the CRT Team Chief will perform the following duties:
· Contact the Division/Office Heads identified in this annex, informing them of the current situation and that the COOP Plan is being activated.
· Notify the Alternate Facility Manager of the appropriate alternate facility regarding the activation of the Communications Center COOP Plan.

· Notify the [INSERT JURISDICTION] Emergency Operations Center that an emergency activation or anticipated activation of the Communications Center COOP Plan is expected or in progress.
· Notify the appropriate [INSERT POSITION TITLE], Emergency Support Function Emergency Coordinating Officer that an emergency relocation of the  Communications Center primary facility is anticipated or is in progress.
· Report the progress of the notification process to the Communications Center [INSERT POSITION TITLE] or [INSERT POSITION TITLE].
· Once the COOP is activated, the Division/Office Heads will contact their staffs – (CRT and non-CRT members) using the following procedures:

· Attempt to call each person in their chain-of-command and relay the information and guidance provided by the CRT Team Chief.
· Make a second attempt to contact those individuals who were not initially available.  If this attempt is unsuccessful, the Division/Office Heads will leave a message, send a page, or use any other method of communications available to make contact.

· Report status of cascade, including names of personnel not contacted, to the CRT Team Chief.

KEY STAFF NOTIFICATION LIST

	Name/Division
	Office Phone
	Home Phone 
	Cell/Pager
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