	Email sent to contact on page: http://emergencymanagement.wi.gov/section.asp?linkid=34&locid=18
Question re: Wisconsin coop/cog template
Hello,
Can you give me the phone # of someone that is familiar with the Wisconsin coop/cog  template at http://www.rothstein.com/links/rothstein_recommended27.html
I'm using it to write our plan and I have some questions.
Thank You, 
Chuck Cotnoir, Director
Dukes County Emergency Management Agency on the Island of Martha's Vineyard, Massachusetts
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{Please note that planning items, note and tips will be in italics throughout this document.  Please remove them prior to completing the document.}

1. PURPOSE

This plan outlines the {Insert agency name} viable and executable contingency plans for Continuity of Operations (COOP) (i.e., providing essential functions to customers from a different location, due to the primary facility becoming unusable, for long or short periods of time) and Continuity of Government (COG) (i.e., the continued performance of essential agency functions and support of the governor during emergency or disaster situations.)  This COOP/COG plan ensures that we:

· Maintain a high level of readiness

· Implement the plan both with and without warning

· Become operational no later than 12 hours after activation

· Maintain sustained operations for up to 30 days

· Take maximum advantage of existing agency field infrastructures.

2.
AUTHORITIES

A. Chapter 166.05 – (1) During a state of emergency, the governor may designate emergency temporary location(s) for the seat of government and may take necessary actions to transition the affairs of state government.  (2) Actions taken at a temporary location are valid and binding.

B. {Insert any applicable local ordinances here.} 

3. OBJECTIVES OF THE COOP/COG PLAN

A.
Ensuring the continuous performance of an agency’s essential functions and operations during an emergency

B.
Protecting essential facilities, equipment, records and other assets.

C.
Reducing or mitigating disruptions to operations.

C. Reducing loss of life and minimizing damage and losses.

D. Achieving a timely and orderly recovery from an emergency and resumption of full service to customers.

4. COOP/COG IMPLEMENTATION

A.
Phase I - Activation and Relocation (0-12 hours)

· Notify alternate facility manager(s) of impending activation and actual relocation requirements

· Notify the County Emergency Management Office {Insert telephone number here} and other appropriate agencies of the decision to relocate and the time of execution or activation of call-down procedures

· Activate plans, procedures and schedules to transfer activities, personnel, records and equipment to alternate operating facility(ies)

· Notify initial COOP/COG contingency staff to relocate

· Instruct all other emergency and non-emergency personnel on what they are to do

· Assemble necessary documents and equipment required to continue performance of essential operations at alternate operating facility(ies)

· Order equipment and supplies if not already in place

· Transport documents and designated communications, automated data processing and other equipment to the alternate operating facility(ies) if applicable

· Secure the normal operating facility physical plant and non-moveable equipment and records to the extent possible

· Continue essential operations at the normal operating facility if available until alternate facility(ies) is/are operational

· Advise alternate operating facility manager(s) on the status of follow-on personnel.

B.
Phase II – Alternate Facility Operations (12 hours – termination) 

· Provide amplifying guidance to other key staff and non-emergency employees

· Identify replacements for missing personnel and request augmentation as necessary

· Commence full execution of essential operations at alternate operating facility(ies)

· Notify County Emergency Management and all other appropriate agencies immediately of the agency’s alternate location, operational and communications status and anticipated duration of relocation if known

· Develop plans and schedules to phase down alternate facility(ies) operations and return activities, personnel, records and equipment to the primary facility when appropriate.

C.
Phase III – Reconstitution (termination and return to normal operations) 

· Inform all personnel that the threat of or actual emergency no longer exists and provide instructions for resumption of normal operations

· Supervise an orderly return to the normal operating facility or movement to other temporary or permanent facility(ies) 

· Report status of relocation to County Emergency Management and other agencies if applicable

· Conduct an after-action review of COOP/COG operations and effectiveness of plans and procedures as soon as possible, identify areas for correction and develop a remedial action plan.

5. AGENCY FUNCTIONS

Each list (e.g., staff, facilities, equipment) within the function details the total operational requirements.

	Function Name
	Define Function here
	

	Phase
	1 - Activation and Relocation

2 - Alternate Facility Operations

3 - Termination and Return to  

      Normal Operations
	· Yes or No

· Yes or No

· Yes or No

	Order of Succession
	Title 1

Title 2

Title 3

Title 4

Title 5
	

	· Title 1
	Powers:
	Limits:

	· Title 2-5
	Powers:
	Limits:

	Staff
	Professional

Support
	Title 

Title 

	Facilities
	Space: 
	Facility Specifications: {e.g., desk, chair}

	Equipment 
	Where to get it:
	How to access it and make it work:

	Data 
	Where to get it:
	How to access it and make it work:


6. ALTERNATE FACILITIES

Supply and equipment information for alternate facilities lists property permanently at the facility.

	Facility Name
	Facility Address Telephone Number

	Facility Manager
	Primary:  Name and contact information

Secondary: Name and contact information

	Facility Specifications
	Private Offices: #

Cubicles: #

Parking Stalls: #

Conference Rooms: #/size

Loading dock: Yes or No

Handicapped Accessible:  Yes or No

	Communications
	Commercial telephone lines available: #

Secure telephone lines available: #

Two-way radio support infrastructure:  Yes or No

	Office Equipment at Facility
	Desks:  #

Chairs:  #

Telephones:  #

Computers:  

Internet access: #

Agency e-mail access: #

Copiers: #

Fax Machines:  #

Office Supplies:  Yes or No

TV/VCRs:  Yes or No

	Utilities
	Water: {Provider contact and miscellaneous information.}
Electrical Power:  

Natural Gas:  

Telephone:

Cable TV:  

Security:  

Maintenance:

Housekeeping:

Local Post Office:

	Relocation Support
	Local Hotel:  {Provide contact and miscellaneous information.}
Local Dining:  



7.
VITAL RECORDS AND DATABASES

	Record Title
	Primary: Location and how to access it.
	Back-up:  Location and how to access it.

	Record Title
	Primary: Location and how to access it.
	Back-up:  Location and how to access it.
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