Facilities Unit Leader Position Checklist

The following checklist should be considered as the minimum requirements for this position. Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
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Obtain briefing from Logistics Section Chief or Support Branch Director:

= EXxpected duration and scope of the incident.
= Facilities already activated.

= Anticipated facility needs.

Obtain a copy of the Incident Action Plan (IAP) and determine:

= Location of Incident Command Post.

= Staging Areas.

* Incident Base.

= Supply/Receiving/Distribution Centers.
= Information/Media Briefing Center.

= Other incident facilities.

Determine requirements for each facility to be established:

= Sanitation.

= Sleeping.

= Feeding.

= Supply area.

= Medical support.

= Communications needs.
= Security needs.

= Lighting.
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4. In cooperation with other incident staff, determine the following requirements for each
facility:

= Needed space.

= Specific location.
= Access.

= Parking.

= Security.

= Safety.

5. Plan facility layouts in accordance with above requirements.

6. Coordinate negotiation for rental office or storage space:

= < 60 days - Coordinate with Procurement Unit.

= > 60 days - Coordinate with Procurement Unit, agency Facilities Manager, and agency
Finance Department.

7. Video or photograph rental office or storage space prior to taking occupancy.

8. Document all activity on Unit Log (ICS Form 214).
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