ANNEX P
ACRONYMS AND DEFINITIONS

Commonly Used Acronyms

AF
Alternate Facilities

CEMP
Comprehensive Emergency Management Plan

CONOP
Concept of Operations

COOP
Continuity of Operations Plan

CRT
COOP Relocation Team
CST
COOP Support Team
ECO
Emergency Coordinating Officer
EOC 
Emergency Operations Center

FEMA
Federal Emergency Management Agency

HVAC
Heating/Ventilation/Air Conditioning

MOU
Memorandum of Understanding

PDD
Presidential Decision Directive

SOP
Standard Operating Procedure

SOG
Standard Operating GUIDELINES

TT&E
Test, Training, and Exercise

[ADD ADDITIONAL ACRONYMS AS APPROPRIATE FOR THE AGENCY]
Definitions

Alternate Facility:  A location, other than an agency’s normal facility, used to process data and/or conduct mission-essential functions in the event of a disaster.  

COOP Relocation Team (CRT):  Members of the organization who have been trained to respond to emergencies involving Continuity of Operations.  These members are responsible for reporting to the alternate facility and are responsible for making sure mission-essential functions are carried out while normal operations are disrupted.
COOP Support Team (CST):  Support team members are personnel who do not report directly to the alternate facility but who might be told to return to their homes until otherwise notified (e.g., they may be needed as backup to support the CRT in carrying out mission-essential functions).
Comprehensive Emergency Management Plan (CEMP): Contains policies, authorities, concept of operations, legal constraints, responsibilities, and emergency functions to be performed. Agency response plans, responder SOPs, and specific incident action plans are developed from this strategic document.

Continuity of Government (COG): All measures that may be taken to ensure the continuity of essential functions of governments in the event of emergency conditions, including line-of-succession for key decision-makers.

Continuity of Operations (COOP):  Internal agency efforts to assure continuance of minimum essential functions across a wide range of potential emergencies, including localized acts of nature, accidents, technological and/or attack-related emergencies. 
Delegation of Authority:  A statement provided to the agency head by the agency executive delegating authority and responsibility.  The Delegation of Authority can include objectives, priorities, expectations, constraints, and other considerations or guidelines as needed. Many agencies require a written Delegation of Authority to be given to the agency head prior to their assuming command of larger incidents.
Drive-Away Kits:  Supplies, equipment, and documentation necessary for an alternate facility to be sustained for up to 30 days.  These portable kits are transported with the CRT members in time of a relocation of to an alternate site. 
Mission-Essential Functions:  Prioritized agency functions that must be performed under all operational conditions.  COOP Plans are created to ensure that these functions can continue to be performed even following a major disaster.

Orders of Succession:  The order of persons who displace or follow each other’s duties or responsibilities in an organization in the event that usual agency leadership is no longer able to perform their duties.

Vital Records: a) Records, documents, or other information which, if damaged or destroyed, would cause considerable inconvenience and/or require replacement or re-creation at considerable expense.  b) Records or documents which, for legal, regulatory, or operational reasons, cannot be irretrievably lost or damaged without materially impairing the organization's ability to conduct business.


