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EXECUTIVE SUMMARY 
A foreign animal disease (FAD) outbreak, such as foot-and-mouth disease, highly 
pathogenic avian influenza, or classical swine fever would present a formidable 
challenge to Surveillance, Preparedness, and Response Services (SPRS) and the 
National Preparedness and Incident Coordination (NPIC) Center. Any response 
must be flexible and scalable. 

The Incident Coordination Group Plan (Manual 3-0) provides a framework for 
incident management. Specifically, the plan does the following: 

 Identifies the organizational structure of the Incident Coordination Group 
(ICG) and its capabilities for incident response and coordination. 

 Identifies the roles and responsibilities of ICG and SPRS personnel in 
incident management and continuity of operations. 

 Defines the procedures and protocols for executing the Animal and Plant 
Health Inspection Service (APHIS) Emergency Operations Center 
(AEOC) operations and maintaining continuity of operations.  

 Defines procedures for requesting additional personnel resources, both 
government and contractor, to augment the SPRS staff for incident 
management and response and continuity of operations. 

 Defines the process for requesting and distributing funds to support the 
incident response from inception to conclusion. 

The plan is a dynamic document.  For example, further changes and additions 
may include the following:  

 Expanding procedures for AEOC operations. 

 Continuing to define the relationships between the AEOC and other 
involved operations centers, agencies, and groups. 

 Improving incident reporting and communications tools. 

 Further defining surge support requirements, particularly those needed 
during a 24/7 incident. 
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Preface 

The Incident Coordination Group Plan provides a framework for incident 
management for responding to an animal health emergency in the United States. 

This Incident Coordination Group Plan is under ongoing review. This document 
was last updated June 2014. Please send questions or comments to:  

National Preparedness and Incident Coordination 
Animal and Plant Health Inspection Service 
U.S. Department of Agriculture 
4700 River Road, Unit 41 
Riverdale, Maryland 20737 
Telephone: (301) 851-3595 
Fax: (301) 734-7817 
E-mail: FAD.PReP.Comments@aphis.usda.gov  

While best efforts have been used in developing and preparing this plan, the U.S. 
Government, U.S. Department of Agriculture (USDA) and the Animal and Plant 
Health Inspection Service and other parties, such as employees and contractors 
contributing to this document, neither warrant nor assume any legal liability or 
responsibility for the accuracy, completeness, or usefulness of any information or 
procedure disclosed. The primary purpose of this plan is to provide guidance to 
those government officials responding to a foreign animal disease outbreak. It is 
only posted for public access as a reference.  

This Incident Coordination Group Plan may refer to links to various other 
Federal and State agencies and private organizations. These links are maintained 
solely for the user's information and convenience. If you link to such site, please 
be aware that you are then subject to the policies of that site. In addition, please 
note that USDA does not control and cannot guarantee the relevance, timeliness, 
or accuracy of these outside materials. Further, the inclusion of links or pointers 
to particular items in hypertext is not intended to reflect their importance, nor is it 
intended to constitute approval or endorsement of any views expressed, or 
products or services offered, on these outside web sites, or the organizations 
sponsoring the web sites.  

Trade names are used solely for the purpose of providing specific information. 
Mention of a trade name does not constitute a guarantee or warranty of the 
product by USDA or an endorsement over other products not mentioned. 

USDA prohibits discrimination in all its programs and activities on the basis of 
race, color, national origin, sex, religion, age, disability, political beliefs, sexual 
orientation, or marital or family status. (Not all prohibited bases apply to all 
programs.) Persons with disabilities who require alternative means for 
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communication of program information (Braille, large print, audiotape, etc.) 
should contact USDA’s TARGET Center at (202) 720-2600 (voice and 
telecommunications device for the deaf [TDD]). 

To file a complaint of discrimination, write USDA, Director, Office of Civil 
Rights, Room 326-W, Whitten Building, 1400 Independence Avenue SW, 
Washington, DC 20250-9410 or call (202) 720-5964 (voice and TDD). USDA is 
an equal opportunity provider and employer. 
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Chapter 1 
Introduction 

This Incident Coordination Group Plan (FAD PReP Manual 3-0) contains 
guidance on responding to an animal health incident with an Incident 
Coordination Group (ICG). The plan defines an animal health event, outlines the 
incident response levels as defined in the Animal and Plant Health Inspection 
Service (APHIS) Emergency Mobilization Guide, describes procedures and 
protocols for incident management, defines areas of responsibility, and establishes 
response procedures.  

The plan incorporates the principles and concepts of the National Incident 
Management System and National Response Framework to furnish a standard 
approach to effective management of an animal health incident. Preparing for, and 
responding to, the broad spectrum of foreign animal diseases (FADs), such as 
foot-and-mouth disease and highly pathogenic avian influenza, poses a formidable 
challenge for Veterinary Services (VS), Surveillance, Preparedness, and Response 
Services (SPRS), National Preparedness and Incident Coordination (NPIC). An 
animal health incident may start small and grow in scale and complexity over 
time. At first notice of an incident, the ICG begins to align the resources 
necessary to quickly and effectively control, contain, and eradicate the disease to 
protect animal health, animal agriculture, the economy, public health, and the 
environment.  

PURPOSE 
In the event of an animal health incident, NPIC needs a plan to guide its actions 
during the response. This plan addresses how NPIC prepares and responds to an 
FAD outbreak. Specifically, it describes the following: 

 Processes for incident management during FAD outbreaks; 

 Procedures and protocols for executing APHIS Emergency Operations 
Center (AEOC) operations and maintaining continuity of operations; 

 Coordination process for Levels I, II, and III events; 

 Organizational structure of the APHIS ICG and its capabilities for incident 
response and coordination; 

 Roles and responsibilities of the ICG and NPIC personnel for incident 
management and continuity of operations; 
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 Provisions for delegation of authority for an incident; 

 Relationship of SPRS and NPIC with other VS and APHIS units, Districts, 
and Federal agencies involved in the response and the interaction among 
these organizations; 

 Process for requesting and distributing funds to support the incident 
response; and 

 Procedures for requesting additional personnel resources, both government 
and contractor, to augment the ICG and NPIC staffs for incident response 
and continuity of operations. 

This plan applies to personnel involved in responding to an animal health incident 
regardless of size, duration, intensity, or complexity. It complements other APHIS 
and U.S. Department of Agriculture (USDA) emergency management plans. 

MAINTENANCE OF PLAN 
This plan is a dynamic document, which will evolve as procedures, processes, 
roles, responsibilities, and missions change. It is adaptable, reducing or expanding 
according to the incident.  

Modification and Review 
NPIC has overall responsibility for maintaining and updating the plan. NPIC 
coordinates all modifications and amendments to this plan and its procedures 1) 
upon conclusion of an animal health incident, 2) in response to lessons learned 
from a workshop or exercise, and 3) as procedures and processes change or 
improve. 

INVESTIGATION PERIOD FOR POTENTIAL FAD 
INCIDENTS 

The investigation of an FAD or emerging disease incident (described in VS 
Guidance Document 12001, formerly VS Memo 580.4) can trigger the activation 
of an ICG. The FAD or emerging disease incident investigation period is defined 
as the time from when the investigation is initiated until the time an FAD or 
emerging disease is ruled out or confirmed by FAD field investigation, official 
National Veterinary Services Laboratories diagnostic testing results, or by official 
VS case definitions. The objectives of an FAD or emerging disease incident 
investigation are to 1) provide a veterinary medical assessment and presumptive 
and definitive diagnostic testing results, and 2) ensure that the appropriate 
veterinary medical countermeasures, regulatory actions, and communications are 
recommended and implemented during the investigation period. In the event of an 
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Introduction 

FAD or emerging disease incident investigation involving wildlife, VS will work 
in close collaboration, communication, and coordination with stakeholders that 
have primary jurisdictional authority and subject matter expertise. 

VS Guidance 12001 describes the procedures for investigating a potential FAD 
and is available at http://www.aphis.usda.gov/fadprep or 
http://inside.aphis.usda.gov/vs/em/fadprep.shtml for APHIS employees.  
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Chapter 2  
Incident Management 

The Homeland Security Presidential Directive-5, Management of Domestic 
Incidents, directed the development and administration of the National Incident 
Management System (NIMS). NIMS, in conjunction with the National Response 
Framework, provides the template for managing incidents and provides the 
structure and mechanisms for National-level policy on incident management. 

The National Incident Management System (NIMS) provides a 
systematic, proactive approach to guide departments and agencies at all 
levels of government, nongovernmental organizations, and the private 
sector to work seamlessly to prevent, protect against, respond to, recover 
from, and mitigate the effects of incidents, regardless of cause, size, 
location, or complexity, in order to reduce the loss of life and property 
and harm to the environment.1 

A basic premise of NIMS is that all incidents begin and end locally. NIMS does 
not take command away from State and local authorities. NIMS simply provides 
the framework to enhance the ability of responders, including the private sector 
and NGOs, to work together more effectively. The Federal government supports 
State and local authorities when their resources are overwhelmed or anticipated to 
be overwhelmed. 

The Incident Command System (ICS) is a management system designed to enable 
effective and efficient domestic incident management by integrating a 
combination of facilities, equipment, personnel, procedures, and communication 
within a common organizational structure. APHIS has adopted NIMS and ICS 
organizational structures and processes to manage animal health incidents. 
Additional information on NIMS can be found at: 
http://www.fema.gov/emergency/nims/. Additional information on ICS can be 
found at: http://training.fema.gov/EMIWeb/IS/ICSResource/index.htm. 

APHIS policy and procedures for APHIS Emergency Responder positions and 
APHIS Specialized Emergency Responder positions are described in the APHIS 
Emergency Response Qualification Process and APHIS Emergency Responder 
Position Catalog.2 APHIS employees can find these documents at: 
http://inside.aphis.usda.gov/emergency_info/organization/resp_cat.shtml. 

1 About the National Incident Management System, http://www.fema.gov/about-national-
incident-management-system.  

2 Information on USDA policies and procedures can be found in Departmental Manual #1800-
001. Incident Preparedness, Response, and Recovery. November 2011; and Departmental Regula-
tion #1800-001. Incident Preparedness, Response, and Recovery. November 2011. 
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MULTIAGENCY COORDINATION 
Multiagency coordination (MAC) is a process that allows all levels of government 
and disciplines to work together more efficiently and effectively. MAC occurs 
across the different disciplines involved in incident management, across 
jurisdictional lines, or across levels of government. The APHIS Emergency 
Mobilization Guide defines APHIS coordination for major agricultural disasters 
and agro-terrorism responses (see Figure 2-1). In the event of an animal 
emergency, an APHIS MAC Group will be formed if the incident response needs 
more support. Fundamentally, the APHIS MAC Group will provide support, 
coordination, and assistance with policy-level decisions to the ICS structure 
managing an incident. 

Figure 2-1. Coordination Structures: U.S. Department of Agriculture and 
Department of Homeland Security/Federal Emergency Management Agency3 

Note: ESF=Emergency Support Function.

Figure 2-2 illustrates an overview of a MAC system according to NIMS. The 
figure shows the transition over the course of an incident. The incident begins 
with an on-scene single Incident Command (IC); as the incident expands in size 
or complexity developing into a Unified Command, the incident may require off-
scene coordination and support, which is when MAC Groups are activated. 

3 Described in USDA APHIS, 2014, Emergency Mobilization Guide. 
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Incident Management 

Figure 2-2. Multiagency Coordination System4 

Note: EOC = Emergency Operations Center. 

APHIS INCIDENT MANAGEMENT STRUCTURE 
Figure 2-3 displays the APHIS FAD incident management organizational 
structure, starting with the APHIS Administrator. 

4 Federal Emergency Management Agency (FEMA), 2008. National Incident Management 
System. http://www.fema.gov/pdf/emergency/nims/NIMS_core.pdf. 
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Figure 2-3. APHIS Multiagency Coordination Structures and APHIS Emergency 
Operations Center: Relationship to Incident Management Team  

(Assuming a Single Incident) 

Note: SAHO = State Animal Health Official, ADD = Assistant District Director. 

The APHIS Administrator is the primary Federal executive responsible for 
implementing APHIS policy during an FAD outbreak. The APHIS Administrator 
will delegate many of the actual MAC functions to the VS Deputy Administrator 
(Chief Veterinary Officer of the United States) and the APHIS Emergency 
Management Leadership Council (EMLC). 

The VS Deputy Administrator and the EMLC will establish an APHIS Incident 
Coordination Group (ICG) to oversee the staff functions associated with the 
incident at the APHIS headquarters level. The APHIS ICG will work closely with 
the personnel in charge of establishing operations for the incident response at the 
Area Command (AC) or Incident Command Post (ICP) in the field and coordinate 
with the APHIS MAC Group. 

APHIS MULTIAGENCY COORDINATION GROUP 
In the event of a significant FAD emergency, the EMLC typically serves as the 
APHIS MAC Group, unless it transfers responsibility for a specific incident. The 
EMLC is co-chaired by Plant Protection and Quarantine’s Associate Director, 
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Emergency and Domestic Programs and VS’ Associate Deputy Administrator, 
Surveillance, Preparedness, and Response Services (SPRS). The EMLC is 
comprised of the following headquarters and regional members: 

 Plant Protection and Quarantine, 

 VS, 

 Animal Care, 

 Wildlife Services, 

 International Services, 

 Biotechnology Regulatory Services, 

 Marketing and Regulatory Programs Business Services, 

 Legislative and Public Affairs, 

 Policy and Program Development, 

 Investigative Enforcement Services, 

 Emergency Management and Safety and Security Division, and 

 APHIS Chief Information Officer. 

The APHIS MAC Group may include additional members if the response requires 
them and may be activated if one or more of the following conditions take place: 

 complex incidents that overwhelm local and regional assets; 

 overlapping USDA agency jurisdictions; 

 an incident that crosses international borders; or 

 the existence of or potential for a high level of National political and 
media interest. 

The APHIS MAC Group provides a forum to discuss actions that need to be taken 
to ensure that an adequate number of resources are available to meet anticipated 
needs. The APHIS MAC Group strategically coordinates the incident response, 
but does not typically direct the APHIS ICG. 
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The APHIS MAC Group offers guidance on the most efficient way to allocate 
resources during an animal health event. Specific responsibilities vary from 
disease to disease, but the general functions of the APHIS MAC Group include 

 incident prioritization, 

 resource allocation and acquisition, and 

 identification and resolution of issues common to all parties. 

APHIS INCIDENT COORDINATION GROUP 
The APHIS ICG is responsible for supporting an IC and AC in acquiring 
resources, formulating policy options, and assisting in developing and 
implementing response and recovery strategies for FAD outbreaks. For additional 
information and details, see the Incident Coordination Group Plan. Figure 2-4 
illustrates an example organizational chart for an APHIS ICG. The group has the 
following responsibilities: 

 providing guidelines to ensure responder and public health and safety; 

 supporting IC(s) and AC(s); 

 assisting in development of response policy as needed; 

 coordinating effective communication; 

 coordinating resources; 

 assisting in establishing epidemiological priorities; 

 assisting in developing incident objectives and approving response 
strategies for emergency vaccination as needed; 

 assisting in integrating response organizations into the ICS; 

 assisting in developing protocols as needed; 

 providing information to the Joint Information Center for use in media and 
stakeholder briefings; 

 providing budget requests and projections as needed ; and 

 assessing response progress, response strategies, and providing economic 
analyses as needed. 
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Incident Management 

Figure 2-4. Example APHIS Incident Coordination Group—Organizational Structure 
(for Foreign Animal Disease Outbreak)  

Note: CDC = Centers for Disease Control and Prevention, EPA = Environmental Protection Agency, EOC = 
Emergency Operations Center, FDA = Food and Drug Administration, FSIS = Food Safety and Inspection Service, 
AEOC = APHIS Emergency Operations Center, NASDA = National Association of State Departments of Agriculture, 
GIS = geographic information system, NVSL = National Veterinary Services Laboratories, NAHLN = National Animal 
Health Laboratory Network, CF = Contingency Fund, CCC = Commodity Credit Corporation, CA = Cooperative 
Agreement,  BPA = Blanket Purchase Agreement, ESF = Emergency Support Function, NVS = National Veterinary 
Stockpile, NRMT = National Response Management Team, NAHERC = National Animal Health Emergency 
Response Corps. 
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APHIS ORGANIZATION FOR A SINGLE INCIDENT 
The ICP is a physical location that administers the on-scene IC and the other main 
incident management functions. An Emergency Operations Center (EOC) is a 
physical location that is located separately from the on-scene ICP and supports the 
on-scene response by providing external coordination and securing of additional 
resources. A MAC Group does not have any direct IC involvement and will often 
be located some distance from the incident site(s). EOC/MAC Groups do not 
command the on-scene level of the incident, but rather support the ICP’s command 
and management efforts. 

At the start of any FAD outbreak, the State Animal Health Official (SAHO), or 
designee, and Assistant District Director (ADD) or designee, will initially serve as 
the co-Incident Commanders for the Unified Command. The ADD and SAHO 
may be relieved by an Incident Management Team (IMT) if there is a delegation 
of authority to the IMT. Figure 2-3 is an example of an APHIS organization chart 
for a single incident. 

APHIS ORGANIZATION FOR MULTIPLE INCIDENTS 
When more than one incident is occurring at the same time, more than one IC 
may be established. An AC may also be established. An AC is an organization 
that oversees the management of multiple incidents handled individually by 
separate IC organizations or to oversee the management of a very large or 
evolving incident engaging multiple IMTs. An AC should not be confused with 
the functions performed by MAC, as an AC oversees management coordination of 
the incident(s), while a MAC element (such as a communications/dispatch center, 
EOC, or MAC Group) coordinates support. 

In terms of MAC Group structures, if the emergency response becomes too large 
for an APHIS MAC Group to handle efficiently—for example, a large multistate 
incident with numerous response activities—cooperation from other agencies or 
committees will be implemented. MAC Groups will coordinate additional 
resources and make decisions regarding the prioritization of incidents and the 
sharing and use of critical resources, but are not a part of the on-scene IC. Figure 
2-5 is an example of the command structure when multiple incidents are involved. 
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Incident Management 

Figure 2-5. APHIS Multiagency Coordination Structures and APHIS Emergency Operations 
Center: Relationship to Multiple Incident Management Team Structures 

(Assuming Multiple Incidents and a Unified Area Command) 

APHIS INCIDENT MANAGEMENT TEAMS 
Upon detection and confirmation of an FAD incident, the SAHO or ADD 
establishes an ICP with an IMT, headed by an Incident Commander. Figure 2-6 
depicts the organization of the APHIS VS IMT for managing an incident. 

Figure 2-6. Current APHIS VS Incident Management Team—Short Team Configuration 
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The IMT includes an Incident Commander and staff for various types of 
communication, safety, and liaison purposes. This staff and the heads of the 
Incident Commander’s line organization sections are considered the Incident 
Commander’s general staff. The IMT also includes four line organizations to 
perform all of the efforts required to identify, contain, eradicate, recover, and 
return the situation to normal business practices. These line organizations include 
sections for operations, planning, logistics, and finance and administration. 
Within each of these sections is the capability to accomplish all of the tasks 
necessary to ensure a successful outcome to an FAD incident. 

For single-incident outbreaks where the potential for spread is low, a short team 
configuration as depicted in Table 2-1 will suffice. 

Table 2-1. List of Short Team Configuration Positions 

APHIS VS IMT Short Team APHIS Emergency Responder Position Catalog 

Incident Commander A800 Incident Commander 
Deputy Incident Commander A800 Incident Commander 
Operations Section Chief A810 Operations Section Chief 
Deputy Operations Section A810 Operations Section Chief 
Planning Section Chief A820 Planning Section Chief 
Deputy Planning Section A820 Planning Section Chief 

Logistics Section Chief A830 Logistics Section Chief 
Deputy Logistics Section A830 Logistics Section Chief 
Finance Section Chief A840 Finance Section Chief 

Deputy Finance Section A840 Finance Section Chief 
Safety Officer A805 Safety Officer (or A001) 
Assistant Safety Officer A805 Safety Officer 
Public Information Officer A803 Public Information Officer 
Liaison Officer A807 Liaison Officer 
Assistant Liaison Officer A807 Liaison Officer 
Information Technology (IT) 
Specialist 

A122 IT Specialist 

Assistant IT Specialist A122 IT Specialist 
EMRS Specialist A813 Group Supervisor (or Specialist) 

Assistant EMRS Specialist A813 Group Supervisor (or Specialist) 
Epidemiologist A813 Group Supervisor (or Specialist) 

Assistant Epidemiologist A813 Group Supervisor (or Specialist) 
Note: EMRS = Emergency Management Response System. 

When an outbreak occurs that is complex or large scale, a long team 
configuration, as listed in Table 2-2, will be established. The long team consists of 
additional team members beyond those in the initial short team configuration. 
Figure 2-7 shows an example long team configuration; however, the exact 
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makeup of the long teams will depend on the type of disease and magnitude of 
spread. 

Table 2-2. Typical Positions—Long Team Configuration 

APHIS VS Long IMT Configuration 
APHIS Emergency 

Responder Position Catalog 

Deputy Operations Section Chief A810 Operations Section Chief 
Deputy Planning Section Chief A820 Planning Section Chief 
Deputy Logistics Section Chief A830 Logistics Section Chief 
Deputy Finance Section Chief A840 Finance Section Chief 
Disease Management Branch Director 
 Appraisal Group Supervisor 
 Euthanasia Group Supervisor 
 Disposal Group Supervisor 
 Cleaning and Disinfection Group Supervisor 

A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 

Disease Surveillance Branch Director 
 Mortality Surveillance Group Supervisor 
 Diagnosis and Inspection Group Supervisor 
 Disease Survey Group Supervisor 
 Vaccination Group Supervisor 
 Tactical Epidemiology Group Supervisor 

A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 

Disease Support Branch Director 
 Education/Outreach Group Supervisor 
 Vector Control Group Supervisor 
 Biosecurity and Disease Prevention Group 

Supervisor 
 Movement and Permits Group Supervisor 

A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor 

A813 Group Supervisor 
Air Operations Branch — 
Staging Area Manager (Operations) — 
Resources Unit Leader 
 Orientation and Training Group Supervisor 

A821 Resources Unit Leader 
A813 Group Supervisor 

Documentation Unit Leader A823 Documentation Unit Leader 
Situation Unit Leader 
 Disease Reporting Cell Supervisor 
 Epidemiology Cell Supervisor 
 Geographic Information System (GIS) Cell 

Supervisor 
 Intelligence Cell Supervisor 
 Wildlife Cell Supervisor 

A813 Group Supervisor (or A822) 
A813 Group Supervisor 
A813 Group Supervisor 
A813 Group Supervisor (or A825) 

A813 Group Supervisor 
A813 Group Supervisor (or A045) 
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Table 2-2. Typical Positions—Long Team Configuration 

APHIS VS Long IMT Configuration 
APHIS Emergency 

Responder Position Catalog 

Demobilization Unit Leader A824 Demobilization Unit Leader 
 Communications Unit Leader 
 Medical Unit Leader 
 Information Technology Specialist 
 Supply Unit Leader 
 Facilities Unit Leader 
 Ground Support Unit Leader 
 Waste Management Unit Leader 

A831 Communications Unit Leader 
A815 Team Leader (or A001 or A057) 
A122 IT Specialist 
A833 Supply Unit Leader 
A834 Facilities Unit Leader 
A832 Ground Support Unit Leader 
A003 Environmental Protection Specialist 

 Time Unit Leader 
 Procurement Unit Leader 
 Compensation/Claims Unit Leader 
 Cost Unit Leader 

A842 Time Unit Leader 
A841 Procurement Unit Leader 
A844 Compensation/Claims Unit Leader 
A843 Cost Unit Leader 
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Figure 2-7. Example APHIS VS Incident Management Team—Long Team Configuration 
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RESPONSE RESOURCES 
The IMT, ICG, and APHIS MAC Group can use a number of systems to aid in 
staffing and resourcing during an event such as the Emergency Qualification 
System (EQS) and the Resource Ordering and Status System (ROSS), which are 
discussed below. The APHIS Emergency Mobilization Guide and the Incident 
Coordination Group Plan are two planning documents that are used as response 
resources. 

APHIS Emergency Mobilization Guide 
The APHIS Emergency Mobilization Guide provides information and policy for 
mobilizing APHIS personnel for emergency events. The APHIS Emergency 
Mobilization Guide is available here. 

Incident Coordination Group Plan 
The Incident Coordination Group Plan provides details on how the VS program 
unit will provide incident coordination support during FAD outbreaks. 

APHIS Emergency Qualification System 
The APHIS EQS is used to store the skills and qualifications of emergency 
response personnel and other data imported from the National Finance Center and 
AgLearn and to feed certification data to ROSS. It is customizable to APHIS 
program needs and can house training documents. Training documentation flow 
into EQS from AgLearn for APHIS employees. If the National Animal Health 
Emergency Response Corps (NAHERC) volunteers do not have access to 
AgLearn, their training documentation can be manually entered or imported 
through an Excel spreadsheet. 

APHIS Resource Ordering and Status System 
The APHIS ROSS allows APHIS to identify, track, and mobilize the resources 
needed to support emergency response. It provides a database of qualified 
emergency response personnel. The database can be searched according to 
personnel training levels and subject of expertise, such as procurement, 
epidemiology, or public information. Being able to quickly identify and dispatch 
appropriate personnel and supplies is a key component of emergency response, 
and ROSS facilitates that process. ROSS initiatives include the following: 

 developing the APHIS Emergency Responder Position Catalog 

 integrating ROSS into APHIS emergency management practices 

 training and sustaining an APHIS dispatch community. 
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Figure 2-8 illustrates the relationships among the APHIS ICG, Dispatch 

Coordination Centers, ACs, and ICPs. 

Figure 2-8. Resource Ordering Coordination5 

 
 

Note: AEOC = APHIS Emergency Operations Center, DCC = Dispatch Coordinating Center. 

                                     
5 Described in USDA APHIS, 2014. Emergency Mobilization Guide. 



Chapter 3   
Types of Incidents  

APHIS uses a three-level system of emergency response. The levels range from 
Level III, which is the lowest significance level, to Level I, which is an event of 
national significance. These levels are used both within APHIS and externally to 
communicate the resource requirements for an event or incident. In Figure 3-2, 
sector refers to the agriculture sector and USDA. Additional information can be 
found in the APHIS Emergency Mobilization Guide.  

Figure 3-1. Evolving Emergency Landscape 

 
Note: CBRNE = Chemical, Biological, Radiological, Nuclear, and High Explosive. 
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Figure 3-2. Incident Management Levels 

A designated APHIS program unit leads the response to emergencies that fall 
under the established APHIS authorities. This designation is based on the program 
unit’s mission responsibility and nature of the incident. VS serves as the lead 
program unit for animal health incidents.1 

In some instances, Animal Care, Biotechnology Regulatory Services (BRS), or 
Wildlife Services may serve as the lead program unit for incidents under their 
mission areas. International Services serves as the lead unit for some international 
agriculture incidents, coordinating closely with VS, Plant Protection and 
Quarantine, and BRS along with the stakeholders and foreign counterpart 
agencies of each. 

The designated APHIS lead program unit is responsible for developing and 
implementing a response and recovery strategy for agriculture health incidents 
and determining appropriate resource requirements. 

LEVEL III 
Level III is a response to an event or incident the scope and severity of which the 
lead program unit is evaluating or that requires a limited response. In either case, 
enough resources (Federal, State, or local personnel) are available in the area or 

1 Described in USDA APHIS, 2014, Emergency Mobilization Guide. 

DRAFT—June 2014 3-2 

http://www.aphis.usda.gov/library/manuals/pdf/APHIS_1050.pdf


Types of Incidents 

State to staff the evaluation or initial response. The lead program unit reports all 
Level III responses to the Emergency Management Leadership Council (EMLC) 
to alert other APHIS units that a larger response may be needed. 

Box 3-1. Incident Management Level III 

 

LEVEL II 
Level II is a response to an event or incident that requires resources beyond an 
area or State’s resource capacity but within the lead program unit’s ability to 
provide resources to support the response. Requests for additional resources 
outside the lead program unit are not necessary for a Level II response. However, 
volunteers will be considered for assignment from outside the unit if they wish to 
be considered for assignment, have supervisory approval, and are qualified for the 
position requested. 

Box 3-2. Incident Mangement Level II 

 

LEVEL I 
Level I is a response that requires resources or expertise beyond the lead program 
unit’s capacity to respond. In many cases, these emergencies will be of national 
significance. If the lead program unit lacks the qualified resources to meet the 
response needs, it will make a request through the EMLC to the APHIS 
Administrator to declare total mobilization. Upon approval, the lead program unit 
will be authorized to request resources, APHIS-wide, through established dispatch 
channels. If qualified volunteers are insufficient, direct assignments will be made. 

Box 3-3. Incident Management Level I 

 

Level I Incident Examples 

 Multifocal, multistate FMD outbreak 
 Biological attack on livestock—aerosol anthrax  

Level II Incident Examples 

 HPAI outbreak in domestic poultry 
 FMD outbreak on a single premises  

Level III Incident Examples 

 Equine piroplasmosis outbreak 
 Screwworm detection in imported pet dog 
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Chapter 4 
APHIS Emergency Operations Center 

The APHIS Emergency Operations Center (AEOC) is the agency’s national hub 
for incident management. During an incident, the AEOC maintains situational 
awareness and communications with other Federal departments and agencies as 
well as regional, State, Tribal, and local offices across the country. The AEOC 
facilitates the information exchange and coordination of resources in the event of 
an incident. 

LOCATION 
Marketing and Regulatory Programs Business Services manages the AEOC, 
which is located on the fifth floor of the APHIS headquarters building in 
Riverdale, MD. The main AEOC phone number is 301-436-3110; e-mail is 
APHIS.Emergency.Operations.Center@aphis.usda.gov. 

The AEOC’s address is as follows: 

USDA-APHIS-AEOC 
4700 River Road, Suite 5D-06, Unit 114 
Riverdale, MD 20737 

ACTIVATION 
The Associate Deputy Administrator or National Incident Coordinator has the 
authority to activate the AEOC. The Emergency Qualifications System (EQS), 
which feeds into the Resource Ordering and Status System (ROSS), may be 
leveraged to fill positions as needed. The first day, the general staff and command 
staff accompanies the National Incident Coordinator to the AEOC. As the incident 
unfolds, the National Incident Coordinator adds more staff members as needed. 

The organizational structure expands and collapses as the size, scope, and 
complexity of the incident dictate. Staff members follow the standard procedures 
and call-down lists to notify department and agency points of contact. 

RESPONSIBILITIES 
The AEOC coordinates with other Federal Emergency Operations Centers 
(EOCs), such as the USDA EOC and the National Operations Center, to ensure 
continuity and consistency of information and resources. In the event of suspected 
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terrorist activity, it establishes and maintains real-time communications with the 
Homeland Security Operations Center. 

CAPABILITIES 
The AEOC has the capability to be used around the clock if needed. The AEOC 
provides the following capabilities: 

 Communication connectivity 

 Video and teleconferencing 

 Meeting space 

 Workstations (desktop and laptop computers) 

 Telephones and fax machines (secure and nonsecure) 

 Printers and copiers 

 Equipment for monitoring the media. 

PHYSICAL LAYOUT 
Figure 4-1 shows the physical layout of the AEOC. 
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Figure 4-1. AEOC Physical Layout 

 

Appendix A lists staff member locations in this example AEOC layout.  

ADMINISTRATIVE ACTIVITIES 
Getting Connected 

Before moving to the AEOC, a request should be made to the APHIS Technical 
Assistance Center (ATAC) so an ATAC technician can load network printers onto 
laptops and be available for other connectivity issues.  

If needed, the Ergonomics Program can perform an ergonomic workstation 
evaluation. Please call 301-436-3165 for further assistance. 

Scheduling Conference Rooms 
ICG members must contact the AEOC receptionist at 301-436-3110 to schedule a 
conference room. When scheduling, include the following: 

 Name of the meeting 

 Number of participants 

 Special equipment needed 
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 IT support required 

 Point of contact and contact information for the meeting 

 Date, time, and duration of the meeting. 

Shift Changes 
During incidents where shift changes are necessary, personnel assigned to the 
AEOC should arrive 30 minutes before their scheduled shift. The departing shift 
leader briefs incoming shift personnel on events that have transpired during the 
shift and reports outstanding actions that require monitoring or resolution. 
Personnel should complete the daily activity log at the end of each shift. 

Deactivation 
The National Incident Coordinator announces the decision to deactivate the 
AEOC at the daily status meeting and by e-mail. The notification includes the 
date and time of deactivation. Each section chief informs staff members of the 
deactivation plan. 

Before leaving the AEOC, staff members do the following: 

 Contact ATAC at least 24 hours in advance for assistance in 

 removing AEOC-specific software and network access to printers, and

 resetting the voice-mail password, if it has been changed.

 Complete the clearance checklist provided by the AEOC. 
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Chapter 5  
Coordination for Level III Events  

Small-scale events are frequently coordinated internally through the National 
Preparedness and Incident Coordination staff without an APHIS declaration of a 
Level II or Level I event. Once an incident has been initiated, an Incident 
Coordinator will be identified. The Incident Coordinator will perform or delegate 
the following duties as needed: 

 Incident analysis: 

 Provide VS leadership with critical issues reports, information reports, 
and decision memorandums.  

 Incident coordination 

 Schedule conference calls as needed or required including 
representatives from the following groups: 

 State Animal Health Officials  

 Tribal officials 

 VS District office representatives 

 Commodity staff representatives 

 National Veterinary Services Laboratories staff 

 National Animal Health Laboratory Network representatives 

 Legislative and Public Affairs (LPA). 

 Ensure incident information is provided to National Import Export 
Services within 24 hours, as necessary, for reporting to the World 
Organization for Animal Health (OIE) and other international trade 
considerations and communications. 

 Ensure situation and spot reports are disseminated at intervals 
established for the incident. Conduct conference calls with industry 
groups and other agencies as needed. Support LPA or USDA Office of 
Communications with information as requested. 
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 Planning support 

 Assign situation unit support from SPRS to assist VS Districts in 
establishing epidemiological priorities and producing epidemiological 
reports. 

 Assign policy unit support to assist districts with risk assessment, 
intervention option assessments, and economic assessments. 

 Coordinate geographic information system services as needed, when 
requested from VS Districts. 

 Operations support 

 Assign operation support as needed. Assist VS Districts with operating 
procedures, operational strategies, information management, 
diagnostic procedures, and other operational issues as needed. 

 Logistics support 

 Assign logistics support as needed to assist VS Districts with logistics 
issues. Engage National Veterinary Stockpile for logistics response 
and support when appropriate. 

 Finance and administration support 

 Coordinate financial support as needed, including coordination with 
other VS and APHIS business units for contingency fund requests, 
broad purchasing agreements, fee for service agreements, indemnity 
requests, budget estimates, and status of funds reports. 
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Chapter 6 
Coordination for Level I and II Events 

AUTHORITIES, ROLES, AND RESPONSIBILITIES 
When an incident increases in size, severity, and complexity, select SPRS 
personnel may relocate to the APHIS Emergency Operations Center (AEOC) or 
deploy to other locations. Staff members who deploy will work collectively with 
staff members at the AEOC to ensure continuity of operations for critical 
functions. Staff members assigned to the AEOC are part of the Incident 
Coordination Group (ICG) for support and coordination of the incident. Figure 6-
1 shows an example organization chart for the ICG. Appendix B contains 
additional, extended charts of the examples shown in this chapter. 
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Figure 6-1. Example Level I Organization Chart for and ICG 

 

National Incident Coordinator  
The National Incident Coordinator position, filled by the Associate Deputy 
Administrator (ADA) or designee, has the following characteristics: 

 Mission: Manages the coordination of the incident. 

 Reports to ADA (if designee fills position) or VS Deputy Administrator 
(DA) if ADA fills position. 
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 Coordinates with Multiagency Coordination (MAC) Group, District 
Offices, Joint Information Center (JIC), and ICG staff. 

 Responsibilities: 

 Manages the response. 

 Designates a qualified leader for each section. 

 Communicates resource constraints and policy issues to the MAC 
Group. 

 Facilitates the transition from response to recovery. 

Deputy Incident Coordinator 
The Deputy Incident Coordinator Position, filled as determined by the National 
Incident Coordinator, has the following characteristics: 

 Mission: Supports the National Incident Coordinator in managing the 
coordination of the incident. 

 Reports to the National Incident Coordinator. 

 Coordinates with MAC Group, District Offices, JIC, and ICG staff as 
directed by the National Incident Coordinator. 

 Responsibilities: 

 Acts for the National Incident Coordinator during his or her absence or 
as scheduled, depending on the magnitude of the incident. 

 Assists the Incident Commander in managing and monitoring the daily 
activities and actions. 

 Executes tasks as assigned by the Incident Commander. 

 Coordinates meetings, conference calls, and reviews daily situational 
reports (SITREPs) and ensures their prompt dissemination. 

Command Staff 

PUBLIC INFORMATION OFFICER 

The Public Information Officer position, filled by Legislative and Public Affairs, 
has the following characteristics: 
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 Mission: Communicates accurate and timely information internally and 
externally. 

 Reports to the National Incident Coordinator. 

 Coordinates with the National Incident Coordinator, JIC, media, and other 
public information officers. 

 Responsibilities: 

 Activates appropriate sections of the APHIS communications plan. 

 Approves internal and external releases. 

 Prepares all external inquiries from the media. 

 Manages all information and notification. 

 Schedules news conferences. 

LIAISON OFFICER 

The liaison officer position, or designee, has the following characteristics: 

 Mission: Coordinates response activities and needs with relevant 
organizations. 

 Reports to the National Incident Coordinator. 

 Coordinates with industry groups and Federal agencies. 

 Responsibilities: 

 Serves as ICG primary point of contact. 

 Responds to all external and internal inquiries. 

 Communicates and coordinates response efforts with other 
departments and agencies. 

General Staff 

PLANNING SECTION 

The planning section, filled by the National Preparedness and Incident 
Coordination Director or designee, has the following characteristics: 
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 Mission: Collects, evaluates, uses, and disseminates incident-related 
information as it pertains to the status of resources, contingency planning, 
and future planning. 

 Reports to the National Incident Coordinator. 

 Coordinates with section chiefs and District Offices. 

 Responsibilities: 

 Collects, evaluates, and disseminates information about the incident. 

 Collects, processes, and reports information for the incident action 
report, after-action reviews, and after-action reports. 

 Manages staff assignments, schedules, and daily activity logs. 

 Collects, analyzes, and disseminates situational information and 
intelligence relating to the incident. 

 Prepares, maintains, and distributes SITREPs and other incident 
related reports. 

LOGISTICS SECTION 

The logistics section, filled by APHIS, has the following characteristics: 

 Mission: Organizes, directs, and coordinates operations associated with 
equipment, vaccines, and other resources. 

 Reports to the National Incident Coordinator. 

 Coordinates with District Offices  and National Veterinary Stockpile. 

 Responsibilities: 

 Manages and monitors logistics activities during the incident. 

 Provides guidance and assistance on matters pertaining to the 
purchase, distribution, and recovery of assets. 

 Resolves logistics problems and identifies logistics shortfalls and 
limiting factors that affect the support of the incident. 

 Allocates resources and personnel according to established priorities. 

 Coordinates the distribution and redistribution of assets. 
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FINANCE/ADMINISTRATION SECTION 

The finance/administration section, filled by the Management Support Staff 
Director or designee, has the following characteristics: 

 Mission: Organizes, directs, and coordinates finance-related functions. 

 Reports to the National Incident Coordinator. 

 Coordinates with VS DA and Marketing and Regulatory Program 
Business Services. 

 Responsibilities: 

 Performs accounting, procurement, time recording, and cost analysis. 

 Monitors incident-related costs. 

 Provides advice on financial and procurement tasks. 

Appendix C contains checklists for command and general staff members, 
describing the procedures they execute during the activation, operational, and 
demobilization phases of an animal health event. Appendix G includes a funding 
request narrative, and Appendix H gives an example of a cooperative agreement 
between APHIS and a State agency. 

DAILY ACTIVITIES 
The ICG takes some actions every day during an incident, including conference 
calls, meetings, and daily activity logs. By 5:00 pm Eastern Time, all units submit 
a list of significant activities to the Situation Unit. The Situation Unit compiles the 
lists, which the National Incident Coordinator and section chiefs discuss at the 
following morning’s daily briefing. 

Meetings 
The National Incident Coordinator, command staff, and general staff meet at the 
start of each day to discuss status updates, action items, and resource 
requirements. Each section chief has daily mid-morning meetings with section 
members. 

Conference Calls 
At the onset of the incident, the National Incident Coordinator identifies the 
persons and groups with whom to coordinate daily and sets up daily conference 
calls. These persons and groups could change as the incident progresses. Proposed 
conference calls and times are as follows: 
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 MAC/Senior conference call 

 Time: 8:00 am Eastern Time. 

 Purpose: Discuss issues and provide situational update of FAD event. 

 Participants: National Incident Coordinator, MAC, and command and 
general staff. 

 Epidemiology conference call 

 Time: 3:00 pm Eastern Time. 

 Purpose: Discuss and trace disease movement. 

 Participants: Epidemiology unit, Assistant District Directors, and 
Districts. 

 Technical conference call 

 Time: 4:00 pm Eastern Time. 

 Purpose: Discuss recommendations on technical approach to 
eradicating the disease. 

 Participants: Subject matter experts and Area Command. 

 Policy conference call 

 Time: 5:00 pm Eastern Time. 

 Purpose: Discuss policy issues or changes that need to be made. 

 Participants: National Incident Coordinator and VS DA’s Office. 

INFORMATION MANAGEMENT 
Section chiefs create folder structures for all incident-related documents using 
web-enabled software such as SharePoint. Documents can include the following: 

 Incident history 

 SITREPs 

 Incident manual 

 Financial reports 

 Daily activity log 
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 Maps 

 Personnel lists and contact numbers 

 Shift assignments 

 Press releases and other media related documents 

 Animal disease information, such as questions and answers (Q&As). 

CONTINUITY OF OPERATIONS 
During an animal health event, SPRS staff members may deploy in support of the 
incident. Employees who deploy receive a delegation of authority (Appendix D) 
and suspend their normal duties during the incident. 

In the event that SPRS cannot accomplish its core mission functions because of 
the lack of personnel, it will seek additional support. SPRS has to complete 
several core functions continually. The continuity of operations plan details those 
functions. 

To support continued operations, SPRS may require additional support personnel. 
NPIC decides the knowledge, skills, and abilities personnel need to fill these 
positions. 

SPRS uses a number of vehicles to obtain this support, which includes requesting 
personnel from other departments and obtaining contractor support. The 
contractor surge support section in Appendix E contains more information related 
to augmenting staffing levels. 
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Chapter 7 
Information Management and Incident 
Reporting 

DAILY ACTIVITY LOGS 
Each member or section of the Incident Coordination Group (ICG) completes a 
daily activity log (Appendix I). ICG members and section chiefs document 
significant events or actions, assign responsibility, and track the event until 
satisfactory closure. At the end of the duty day or shift, members and section 
chiefs 

 bring forward all open events and actions not completed to the next day’s 
or shift’s daily activity log, and 

 provide a copy of their daily activity log to the Planning Section. 

The Planning Section serves as the clearinghouse for all significant events and 
actions. If the incident does not call for a Planning Section, the National Incident 
Coordinator assigns a staff member this responsibility. The Planning Section or 
staff member files and maintains all copies of the daily activity logs. When the 
incident concludes, members or sections use the daily activity sheets for the after-
action review session and development of the after-action report (AAR). 

SITREP 
Situational reports (SITREPs, Appendix J) document and communicate the details 
of an incident internally and externally. SITREPs briefly summarize the actions 
and conditions of an incident. The Planning Section, or staff member designated by 
the National Incident Coordinator, is responsible for producing and distributing 
SITREPs and updates. Depending on the severity and complexity of the incident, 
the Planning Section or staff member may prepare SITREPs up to four times 
daily, at the discretion of the National Incident Coordinator. The National Incident 
Coordinator also reviews and approves SITREPs before distribution. 

QUESTION & ANSWER 
A question and answer (Q&A) contains questions and answers common to the 
incident. The National Incident Coordinator uses the Q&A to disseminate 
information internally and externally to agencies involved in incident management 
and response. Appendix K contains a sample Q&A document. 
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POST-INCIDENT REPORTING 
After an incident has concluded, NPIC needs to document the lessons learned. 
Two traditional methods used include after-action reviews, commonly referred to 
as “hot washes,” and AARs. These methods are an integral part of emergency 
management, providing insight on what went well, what failed, and what needed 
improvement. They also provide a mechanism for leadership and staff to provide 
valuable feedback, critical insight, and actionable recommendations to improve 
response during future incidents. 

After-Action Reviews 
After-action reviews, or hot washes, are interactive discussions normally 
occurring immediately after an incident in an open forum. The process involves 
four interrelated steps: planning, coordination, execution, and follow-up. Figure 
7-1 shows the after-action review process. 

Figure 7-1. After-Action Review Process 

 

After-action reviews provide a venue for incident participants to openly and 
honestly discuss the issues and problems encountered during the incident. The 
goal is to encourage candid dialogue and elicit frank responses from all 
participants. The objective is not to assign blame, but to identify what worked 
well and areas for improvement. The keys to a successful after-action review are 

 selecting a good facilitator and a location sufficient to accommodate key 
leadership and staff members; 
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 describing the overall objective (what was planned); 

 documenting what actually happened; 

 discussing the key issues, both successes and failures, and what needs 
improvement; and 

 summarizing the key points of the session, including what the organization 
can do better the next time. 

The Department of Homeland Security (DHS) uses hot washes as the precursor to 
the AAR for exercises. Appendix L shows a standard template for conducting 
after-action reviews. 

After-Action Reports 
AARs are similar to after-action reviews in that they are used to document the 
important lessons learned from the incident. In some cases they are used 
interchangeably, but generally the AAR is a more comprehensive, deliberate 
process. While the after-action review involves immediate staff participation  
immediately after an incident, the AAR process may take as long as 2 to 4 weeks 
to allow the staff and incident participants sufficient time for documenting lessons 
learned and suggesting tangible and actionable recommendations. 

An AAR has four main purposes: 

 Identify the main issues, such as the strengths and weaknesses, in the 
current incident management response plans. 

 Make key findings and recommendations to improve them. 

 Capture key lessons learned. 

 Provide for an action improvement plan which identifies responsible 
parties and deadlines for each recommendation and corrective action 
identified. 

As with after-action reviews, NPIC uses AARs for assessing the effectiveness and 
success of its emergency management response activities. Appendix M shows a 
standard template for conducting AARs. 
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Appendix A 
Example Animal and Plant Health Inspection 
Service Emergency Operations Center Layout 

Table A-1 shows an example APHIS Operations Center (AEOC) layout during an 
incident, with a table including the location, position, phone extension, 
organization, e-mail address, and cell phone number of the assigned personnel. 
The positions listed in the table correspond to the AEOC diagram in Chapter 4 
(Figure 4-1).  
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Table A-1. Example AEOC Layout 

Location Position Phonea Name Organization E-mail Cell 

5D06-A       
5D06-B       
5D06-C       
5D06-D       
5D06-E       
5D06-F Planning Section Chief 3157     
5D06-G AEOC Coordinator 3165     
5D06-H Logistics Section Chief      
5D06-I AV Room      
5D06-J Break Room      
5D06-K COOP Manager 3154     
5D06-L Deputy Interagency 

Coordinator Incident 
Coordinator 

3127     

5D06-M National Incident Coordinator 3152     
5D06-N       
5D06-O       
5D06-P Liaison Officer      
5D06-Q Public Information Officer      
5D06-R Finance Section Chief      
5D06-S       
5D06-T       
1 FEMA 3121     
2 DHS 3122     
3  3123     
4  3124     
5  3125     
6  3126     
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Example AEOC Layout 

Table A-1. Example AEOC Layout 

Location Position Phonea Name Organization E-mail Cell 

7 EPA 3127     
8 Logistics 3128     
9 CDC 3129     
10 FDA 3130     
11 FSIS 3131     
12  3132     
13 VS 3133     
14  3134     
15 EPI 3135     
16  3136     
17  3137     
18  3138     
19  3139     
20 Situation      
21 Documentation 3141     

a The phone numbers are as follows: 301-436-[extension number listed]. 
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Appendix B 
Sample Organization Charts 

This appendix shows three sample organization charts. Figure B-1 can be used in 
a Level III event. Figure B-2 gives an example for a Level II event and Figure B-3 
can be used for a Level I event. 

Figure B-1. Sample Level III Organization Chart for an ICG 

 
Note: NASDA= National Association of State Departments of Agriculture, LPA= Legislative and Public Affairs,  AEOC= APHIS 
Emergency Operations Center.  
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Figure B-2. Sample Level II Organization Chart for an ICG 

Note: AEOC=APHIS Emergency Operations Center, BPA=Budget Planning and Analysis, CA=cooperative agreement, GIS=geographic 
information systems NAHLN=National Animal Health Laboratory Network, NASDA=National Association of State Departments of Health, 
NRMT=National Response Management Team, NVS=National Veterinary Stockpile, NVSL=National Veterinary Services Laboratories, 
ESF=Emergency Support Function.  
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Sample Organization Charts 

Figure B-3. Sample Level I Organization Chart for an ICG 

Note: AEOC=APHIS Emergency Operations Center, BPA=Budget Planning and Analysis, CA=cooperative agreement, CCC=Commodity 
Credit Corporation, CDC=Centers for Disease Control and Prevention, CF=Contingency Fund, EOC=Emergency Operations Center, 
EPA=Environmental Protection Agency, ESF=Emergency Support Function, FDA=Food and Drug Administration, FSIS=Food Safety 
Inspection Service, HQ=headquarters, NAHERC=National Animal Health Emergency Response Corps. NAHLN=National Animal Health 
Laboratory Network, NRMT=National Response Management Team, NVS=National Veterinary Stockpile, NVSL=National Veterinary 
Services Laboratories. 
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Appendix C 
Example Incident Coordination Checklists 

This appendix contains example checklists for key positions on the command and general 
staffs. These checklists describe broad primary responsibilities, to whom the staff 
member reports, and key actions the staff member executes during the activation, 
operational, and demobilization phases of the incident. 
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Table C-1. National Incident Coordinator Checklist 

National Incident Coordinator 

Primary Responsibilities Manages the incident 
 Designates a qualified leader for each section 
 Communicates resource constraints and policy issues to the MAC group 
 Facilitates the transition from response to recovery 
  
  
  
  
  
Reports to:  ADA 
Procedures Status  

(not started, 
in progress, 
or complete) 

Activation Phase  
 Determine appropriate level of activation on the basis of the situation   
 Mobilize appropriate personnel for the initial activation of the AEOC  
 Ensure an access procedure is established for the AEOC  
 Determine the command and general staff sections needed. Direct use of the Employee 

Qualification System (EQS) to assign section chiefs and staff sections as needed 
 

 Ensure that an ICG organization and staffing chart is completed and disseminated to the MAC 
Group, and other USDA APHIS departments and programs, and command and general staff 
members as appropriate 

 

 Ensure that telecommunications and information systems in the AEOC are established and 
functioning 

 

 Establish an AEOC schedule and timeline  
 Establish initial objectives for the ICG  
 Confer with the command and general staffs to determine the representation needed from 

USDA, APHIS, VS, the private sector, and other emergency response agencies 
 

Operational Phase  
 Implement an integrated national-level response to an outbreak of an FAD or other incident, 

including a highly contagious animal disease, emerging disease incident, or zoonotic disease 
 

 Assist in coordinating the release of international trade bans on U.S. exports with VS National 
Import Export Services 

 

 Brief high-level officials and the media on concerns regarding incident activities  
 Regularly communicate the needs and impacts of the incident to ensure up-to-date, effective 

FAD operations 
 

 Provide strategic guidance to facilitate interagency conflict resolution and enable timely 
Federal assistance to State, local, and tribal authorities 

 

 Request assistance from the EMLC, as required  
 Convene the initial and daily command and general staff meetings  
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Incident Coordination Checklists 

Table C-1. National Incident Coordinator Checklist 

National Incident Coordinator 

 Provide overall direction and strategic management of the incident, including setting overall 
objectives 

 

 Supervise and monitor command and general staff activities to ensure that all appropriate 
actions are completed in a timely fashion 

 

 In conjunction with the public information officer, coordinate news conferences and review 
media releases for final approval 

 

 In conjunction with the command and general staffs, do the following: 
-Establish priorities for the incident response 
-Establish critical resources needed to support the incident response 
-Establish priority use for critical resources 
-Continually evaluate the overall incident response 

 

 Periodically brief the command and general staffs   
 Approve requests for critical resources  
 Provide situation or status reports to stakeholders as required  
 Advise and coordinate with other emergency response organizations, government agencies, 

and animal groups during an FAD response 
 

Demobilization Phase  
 Inform command and general staff, USDA, APHIS, VS, Federal emergency response 

agencies, and other appropriate organizations and operation centers of planned AEOC 
deactivation time 

 

 Authorize deactivation of the command and general staffs when they are no longer required; 
deactivate the AEOC when incident response concludes 

 

 Ensure that all required forms or reports are completed before deactivation  
 Ensure that any actions open after deactivation are completed  
 Conduct after-action review  
 Approve final AAR  
 Coordinate recovery operations  
 Ensure that long-term surveillance of the affected area(s) is carried out to confirm it remains 

disease-free 
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Table C-2. Deputy Incident Coordinator Checklist 

Deputy Incident Coordinator
Primary Responsibilities Acts for National Incident Coordinator during his or her absence 

or as scheduled, depending on the magnitude of the incident  
Assists the National Incident Coordinator in managing and 
monitoring the daily activities and actions 

Executes tasks as assigned by the National Incident Coordinator 
Coordinates meetings and conference calls, reviews daily 
situational reports, and ensures their prompt dissemination 
Ensures control of incoming and outgoing incident related 
correspondence  

Reports to: National Incident Coordinator 
Procedures Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Ensure AEOC is properly set up and ready for operations; coordinate the setup of the AEOC 
with the planning section chief 
Maintain and provide accountability status of personnel identified for mobilization of the 
AEOC 
Coordinate and attend command and general staff briefings and conference calls 

Operational Phase 
Assist the National Incident Coordinator in managing AEOC operations 
Perform specific tasks assigned by the National Incident Coordinator

Ensure the responsibilities of the command and general staffs are executed 
Assist the National Incident Coordinator in implementing an integrated national-level 
response to an outbreak of an FAD or other incident 
Assist in coordinating the release of international trade bans on U.S. exports with the VS 
National Import Export Services 
Assists National Incident Coordinator in addressing media concerns on incident activities 
Assist the National Incident Coordinator in monitoring and responding to the press, public, 
private sector, and affected parties about concerns and problems during the FAD response 
Monitor command and general staff activities to ensure that all appropriate actions are 
completed in a timely fashion 
Assist National Incident Coordinator in establishing objectives for the response 
Ensure all command and general staff members and other key representatives attend 
Schedule periodic briefings with the command and general staffs to discuss and track status 
of response objectives 
Check the staffing status report and request additional staff members to support the incident, 
if necessary 
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Incident Coordination Checklists 

Table C-2. Deputy Incident Coordinator Checklist 

Deputy Incident Coordinator
Coordinate critical personnel resources and funding 
Track incident priorities and requests for critical resources 
Assist National Incident Coordinator in dissemination of situation reports to internal (USDA, 
APHIS, and VS) and external agencies (Federal, State, tribal, and local) and stakeholders 
Ensure effective coordination with other emergency response organizations, government 
agencies, and animal groups during the FAD response 

Demobilization Phase 
Assist National Incident Coordinator in ensuring completion of open actions after deactivation 
Assist the National Incident Coordinator in ensuring that all required forms and 
reports are completed before deactivation 
Assist in coordinating and conducting after-action review (hot wash) 
Authorize deactivation of the command and general staffs when they are no longer required; 
deactivate the AEOC when the incident response concludes 
Coordinate the planned AEOC deactivation time with USDA, APHIS, VS, federal emergency 
response agencies, and other appropriate organizations  
Coordinate the development of  the after-action report and provide input 
Monitor recovery operations 
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Table C-3. Public Information Officer Checklist 

Public Information Officer
Primary Responsibilities Activate appropriate sections of the APHIS communications plan 

Approve internal and external media releases 
Prepare all external responses to stakeholders 
Manage information pertaining to media and public relations 
Schedule news conferences and press releases 

Reports to: National Incident Coordinator 
Procedures Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Activate the section (scalable to the incident) to support incident requirements and designate 
unit leaders for each unit 
Ensure that the section is set up properly and that appropriate personnel, equipment, and 
supplies are in place 
Check availability of communications equipment for the section (phones, computers, and 
faxes) 
List key issues to be addressed by the section; in consultation with the section staff, identify 
objectives to be accomplished during the initial operational period 

Operational Phase 
Meet with section personnel to discuss outstanding issues and provide direction and 
assignments for the shift or day 
Participate in planning meetings, providing current resource status, including limitations and 
capability of resources 
Complete the daily activity log sheet; at the end of the shift or day, and provide a copy to the 
planning section chief 
Determine the need for a joint information center (JIC) 
Establish a JIC, providing necessary space and materials 
Prepare media statements 
Prepare for and attend the daily National Incident Coordinator meetings and conference calls 
Determine staffing levels for the incident (considering the need to have multiple shifts) 
Maintain copies of all logs, reports, messages, and other documents 
Manage media requests 
Obtain policy guidance from the National Incident Coordinator with regard to media releases 
Contact and coordinate with local jurisdictions to coordinate public information activities 

Note: ATAC=APHIS Technical Assistance Center 
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Incident Coordination Checklists 

Table C-3. Public Information Officer Checklist 

Public Information Officer
Keep the National Incident Coordinator advised of all unusual requests for information 
and of all major critical or unfavorable media comments; recommend procedures or 
measures to improve media relations 
Coordinate with the command and general staffs and identify a method for obtaining and 
verifying significant incident information as it is developed 
Develop and publish a media-briefing schedule, including location, format, and preparation 
and distribution of handout materials 
Implement and maintain an overall information release program 
Maintain up-to-date status boards and other references at the JIC; provide adequate staff 
members to answer questions from members of the media, public, and other stakeholders 
Arrange for tours and other interviews or briefings that may be required; obtain the 
National Incident Coordinator’s approval prior to media tours of the AEOC 
Issue timely and consistent advisories and instructions for life safety, health, and assistance 
for the public 
Ensure a rumor control function is established to correct false or erroneous information 
Monitor broadcast media and develop follow-up news releases for rumor control and other 
false information 
Ensure that announcements, emergency information, and materials are translated and 
prepared for special populations (such as non-English speaking and hearing impaired) 
Ensure that file copies are maintained of all information released 
Provide copies of all information releases to the National Incident Coordinator 
Conduct shift change briefings in detail, ensuring that in-progress activities are identified and 
follow-up requirements are assigned 
Prepare news releases and advise media representatives of points of contact for follow-up 
stories 

Demobilization Phase 
Inform section personnel of deactivation of the AEOC; release section individuals no 
longer required in the AEOC when authorized by the National Incident Coordinator  
Ensure proper cleanup of the assigned area in the AEOC 
Secure all incident-related documentation 
Ensure that any open actions are completed after deactivation 
Ensure that all required forms or reports are completed before deactivation 
Participate in the after-action review (hot wash) 
Provide input to the after-action report 
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Table C-4. Liaison Officer Checklist 

Liaison Officer
Primary Responsibilities Serve as National Coordination Group primary point of contact 

Respond to all external and internal inquiries 
Communicate and coordinate response efforts with other departments 
and agencies 
Oversee all liaison activities, including coordinating outside agency 
representatives assigned to the AEOC and handling requests from 
other AEOCs for agency representatives 

Reports to: National Incident Coordinator 
Procedures Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Activate the section (scalable to the incident) to support incident requirements and designate 
unit leaders for each unit 
Submit a work order request to ATAC identifying personnel, their computers, and expected 
reporting dates to the AEOC 
Ensure that the designated area is set up properly and that appropriate personnel, equipment, 
and supplies are in place 
On the basis of the situation, activate units in the section as needed 
List key issues to be addressed by the section; in consultation with the section staff, identify 
objectives to be accomplished during the initial operational period 
Meet with leadership, command and general staffs and identify immediate resource needs 

Operational Phase 
Meet with section personnel to discuss outstanding issues and provide direction and 
assignments for the shift day 
Participate in planning meetings, providing current resource status, including limitations and 
capability of resources 
Complete a daily activity log sheet; at the end of the shift or day, provide a copy to the 
planning section chief 
Establish intra- and inter-agency contacts 
Develop and maintain a list of intra- and inter-agency representatives 
Prepare for and attend daily National Incident Coordinator meetings and conference calls 
Determine staffing levels for the incident (considering the need to have multiple shifts) 
Specify roles and responsibilities for staff coordinating with Federal agencies and departments 
Maintain copies of all logs, reports, messages, and other documents 
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Incident Coordination Checklists 

Table C-4. Liaison Officer Checklist 

Liaison Officer
Conduct shift change briefings, ensuring that in-progress activities are identified and follow-up 
requirements are assigned 
Maintain copies of all logs, reports, messages, and other documents used and received 
Ensure on-site interagency representatives 
-have signed into the AEOC,  
-understand their assigned functions,  
-know their work locations, and  
-understand the AEOC organization and floor plan 
Determine whether additional interagency representation is required from 
-other agencies,  
-private sector,  
-professional organizations, or  
-academia 
Keep agencies supporting the event aware of incident status 
Request that interagency representatives maintain communications with their agencies and 
obtain situation reports regularly 
With the approval of the National Incident Coordinator, provide agency representatives from 
the ICG to other EOCs as required and requested 
Maintain a roster of agency representatives located at the AEOC and other EOCs, including 
their assignments in the AEOC 
Advise agencies of available resources, actions needed to get resources, and any limitations 
and capability of resources 
Conduct shift change briefings, ensuring that in-progress activities are identified and follow-up 
requirements are assigned 

Deactivation Phase 
Inform section personnel of deactivation of the AEOC; release section individuals no 
longer required in the AEOC when authorized by the National Incident Coordinator
Ensure proper cleanup of the assigned area in the AEOC 
Secure all incident-related documentation 
Ensure that any open actions are completed after deactivation 
Ensure that all required forms or reports are completed before deactivation 
Participate in the after-action review (hot wash) 
Provide input to the after-action report 
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Table C-5. Planning Section Checklist 

Planning Section Chief
Primary Responsibilities Collect, evaluate, and disseminate information about the incident 

Collect, process, and document information for the incident action report, 
after-action reviews, and after-action reports 
Manage staff assignments, schedules, and daily activity logs 
Collect, analyze, and disseminate situational information and intelligence 
relating to the incident 
Prepare, maintain, and distribute SITREPs and other incident-related 
reports 

Reports to: National Incident Coordinator 
Procedures/actions Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Activate the planning section positions (scalable to the incident) to support incident 
requirements 
Ensure that the section is set up properly and that appropriate personnel, equipment, and 
supplies are in place  
Advise the National Incident Coordinator of any significant changes in incident status 
Obtain phone lists for intra- and inter-agency coordination 
Maintain a daily activity log sheet 
Obtain a contact list for USDA, DHS, CDC, and other EOCs from the Liaison Officer 
List key issues to be addressed by the planning section; in consultation with each section, 
identify objectives to be accomplished during the initial operational period 
Submit a work order request to ATAC identifying personnel, their computers, and expected 
reporting dates to the AEOC 
Check availability of communications for the section (phones, computers, and faxes) 

Operational Phase 
Meet with section personnel to discuss outstanding issues and provide direction and 
assignments for the shift or day  
Conduct planning meetings, provide current resource status, including the limitations and 
capability of assisting agency resources 
Read the latest situation or status report 
Prepare for and attend daily National Incident Coordinator meetings and conference calls 
Determine staffing levels for the incident (considering the need to have multiple shifts) 
Maintain copies of all logs, reports, messages, and other documents 
Conduct shift change briefings in detail, ensuring that in-progress activities are identified 
and follow-up requirements are known 
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Incident Coordination Checklists 

Table C-5. Planning Section Checklist 

Planning Section Chief
Ensure all section units are maintaining current information for the SITREP 
Collect and processes SITREP incident information 
Determine the economic effects of a disease outbreak on industry, States, and the nation 
Establish contact with USDA, DHS, CDC and other EOCs; forward updated SITREPs and 
information 
Ensure that SITREPs are produced for the National Incident Coordinator and distributed to 
the command and general staffs and to appropriate intra- and inter-agency organizations 

Ensure that all status boards and other displays are kept current and that posted 
information is neat and legible 
Provide status reports and displays to the public information officer 
Periodically brief the section staff to address issues and problems 
Advise the command and general staffs of any significant changes provided by local 
incident SITREPs 
Ensure all staff members maintain operational security 
Ensure that fiscal and administrative requirements are coordinated through the finance 
section 
Conduct shift change briefings, ensuring that in-progress activities are identified and follow-
up requirements are assigned 

Demobilization Phase 
Inform section personnel of deactivation of the AEOC; release section individuals no longer 
required in the AEOC when authorized by the National Incident Coordinator  
Ensure proper cleanup of the assigned area in the AEOC 
Secure all incident-related documentation 
Ensure that any open actions are completed after deactivation 
Ensure that all required forms or reports are completed before deactivation 
Disseminate the after-action report format to command and general staffs and other 
incident participants; collect after-action reports and consolidate them into a single report 
Provide input to the after-action report 
Coordinate and organize hot wash session for the command and general staffs 
Facilitate the hot wash session and provide a report to the National Incident Coordinator 
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Table C-6. Logistics Section Checklist 

Logistics Section Chief
Primary Responsibilities Manage and monitor logistics activities during the incident 

Provide guidance and assistance on matters pertaining to the purchase, 
distribution, and recovery of assets 
Resolve logistics problems and identify logistics shortfalls and limiting 
factors that affect the support of the incident 
Allocate resources and personnel according to established priorities 
Coordinate the distribution and redistribution of assets 

Reports to: National Incident Coordinator 
Procedures/actions Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Activate the section positions (scalable to the incident) to support incident requirements 
Ensure the section is set up properly and that appropriate personnel, equipment, and 
supplies are in place 
On the basis of the situation, activate units in the section as needed and designate unit 
leaders for each unit 
Begin a daily activity log sheet; at the end of the shift or day, provide a copy to the planning 
section chief 
List key issues to be addressed by the section; in consultation with the section staff, 
identifies objectives to be accomplished during the initial operational period 
Check availability of communications for the section (phones, computers, and faxes) 
Submit a work order request to ATAC identifying personnel, their computers, and expected 
reporting dates to the AEOC 
Meet with leadership, command and general staffs and identify immediate resource needs 

Operational Phase 
Ensure the section has adequate coverage and relief 
Ensure section logs and other necessary files are maintained 
Maintain a daily activity log sheet and provide a copy to the planning section at the end of 
the workday or shift 
Periodically brief the section staff to address issues and problems 
Participate in planning meetings, providing current resource status, including the limitations 
and capability of resources 
Prepare for and attend daily National Incident Coordinator meetings and conference calls 
Complete a daily activity log sheet; at the end of the shift or day, provide a copy to the 
planning section chief 
Ensure incoming shift personnel are briefed at the conclusion of a shift 
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Incident Coordination Checklists 

Table C-6. Logistics Section Checklist 

Logistics Section Chief
Ensure all staff members maintain operational security 
Ensure that fiscal and administrative requirements are coordinated through the finance 
section 
Ensure all service and support needs are identified and addressed 
Ensure telecommunications equipment and IT systems are operational 
Support incident objectives by deploying material from the NVS 
Manage all incident logistics 
Provide logistical input to the planning section 
Brief the logistics staff as needed 
During extended hours or shift operations, coordinate access to the facility with security 
During extended hours or shift operations, coordinate availability of food service for AEOC 
personnel 
Request additional resources as needed 
Meet with section personnel to discuss outstanding issues and provide direction and 
assignments for the shift or day 
Determine staffing levels for an incident requiring shifts 
Maintain copies of all logs, reports, messages, and other documents 

Demobilization Phase 
Inform section personnel of deactivation of the AEOC; release section individuals no longer 
required in the AEOC when authorized by the National Incident Coordinator
Ensure the proper cleanup of the assigned area in the AEOC 
Secures all incident-related logistics documentation 
Coordinate with the finance/administration section the termination of all logistics support 
contracts initiated during the incident  
Participate in the hot wash session and provide written input to the after-action report 
Ensure that any open actions are completed after deactivation 
Ensure that all required forms and reports are completed before deactivation 
Direct and coordinate the recovery of assets 
Provide a list of recoverable assets 
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Table C-7. Finance Section Checklist 

Finance Section Chief
Primary Responsibilities Perform accounting, procurement, time recording, and cost analysis 

Monitor incident-related costs 
Advise on financial and procurement tasks 
Handles all financial, administrative, and cost analysis aspects of the incident 
and supervises members of the finance/administration section 

Reports to: National Incident Coordinator 
Procedures/actions Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Activate the section positions (scalable to the incident) to support incident requirements 
Ensure the section is set up properly and that appropriate personnel, equipment, and 
supplies are in place 
On the basis of the situation, activate units in the section as needed and designate unit 
leaders for each unit 
List key issues to be addressed by the section; in consultation with the section staff, identify 
objectives to be accomplished during the initial operational period 
Check availability of communications for the section (phones, computers, and faxes) 
Submit a work order request to ATAC identifying personnel, their computers, and expected 
reporting dates to the AEOC 
Meet with leadership, and command and general staffs to identify immediate resource needs 
Ensure coordination with the command and general staffs for gathering response cost 
estimates and other related information. 
Meet with the logistics section chief and review financial and administrative support 
requirements and procedures; determine the level of purchasing authority to be delegated to 
the logistics section 

Operational Phase 
Ensure that the finance/administration position logs and other necessary files are maintained 
Complete a daily activity log sheet; at the end of the shift or day, provide a copy to the 
planning section chief 
Participate in planning meetings, providing current resource status, including the limitations 
and capability of resources 
Ensure that the section is supporting the command and general staffs consistent with 
established priorities  
Provide financial and cost analysis information as requested 
Continuously keep the command and general staffs abreast of the current fiscal situation and 
other related matters  
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Incident Coordination Checklists 

Table C-7. Finance Section Checklist 

Finance Section Chief
Ensure the all financial records are maintained properly throughout the event 
Process purchase orders and establish contracts 
Provide financial input to demobilization planning 
Ensure that the finance/administration section provides administrative support to the 
command and general staffs as required 
Brief section personnel on all incident-related financial matters needing attention or follow-up 
Meet with section personnel to discuss outstanding issues and provide direction and 
assignments for the shift or day 
Prepare for and attend daily National Incident Coordinator meetings and conference calls 
Determine staffing levels for an incident requiring shifts 
Maintain copies of all logs, reports, messages, and other documents 

Demobilization Phase 
Inform section personnel of deactivation of the AEOC; release section individuals no longer 
required in the AEOC when authorized by the National Incident Coordinator 
Ensure proper cleanup of the assigned area in the AEOC 
Secure all incident-related documentation 
Ensure that any open actions are completed after deactivation 
Ensure that all required forms or reports are completed before deactivation 
Participate in the after-action review (hot wash) 
Provide input to the after-action report 
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Table C-8. Safety Officer Checklist 

Safety Officer
Primary Responsibilities Monitors and assesses hazardous and unsafe situations 

Develops measures for ensuring personnel safety 

Reports to: National Incident Coordinator 
Procedures/actions Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Activate the section positions (scalable to the incident) to support incident requirements 
Ensure the section is set up properly and that appropriate personnel, equipment, and supplies 
are in place 
On the basis of the situation, activate units in the section as needed and designate unit leaders 
for each unit 
Complete daily activity log sheet; at conclusion of shift or end of day, provides copy to planning 
section chief 
Make a list of key issues to be addressed by the section; in consultation with the section staff, 
identify objectives to be accomplished during the initial operational period 
Check availability of communications for the section (phones, computers, and faxes) 
Meet with leadership, command and general staff to identify immediate resource needs 

Operational Phase 
Identify potentially unsafe acts and hazardous situations associated with the incident 
Develop safety procedures the staff will follow during incident operations. 
Coordinate with the finance/administration, operations support, planning, and logistics section 
chiefs regarding operational safety and emergency responder health and safety issues 
Participate in planning meetings, providing current resource status, including limitations and 
capability of resources 
Meet with section personnel to discuss outstanding issues and provide direction and 
assignments for the shift or day 
Prepare for and attend daily National Incident Coordinator meetings and conference calls 
Determine staffing levels for the incident (considering the need to have multiple shifts) 
Maintain copies of all logs, reports, messages, and other documents 
Complete a daily activity log sheet. At the end of the shift or day, provide a copy to the planning 
section chief 
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Incident Coordination Checklists 

Table C-8. Safety Officer Checklist 

Safety Officer
Demobilization Phase 

Inform section personnel of deactivation of the AEOC; release section individuals no 
longer required in the AEOC when authorized by the National Incident Coordinator 
Ensure proper cleanup of the assigned area in the AEOC 
Secure all incident-related documentation 
Ensure that any open actions are completed after deactivation 
Ensure that all required forms or reports are completed before deactivation 
Participate in the after-action review (hot wash) 
Provide input to the after-action report  
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Table C-9. Operations Section Chief Checklist 

Operations Section Chief
Primary Responsibilities Help formulate, interpret, and implement strategy established by 

the National Incident Coordinator
Determine status of current personnel assignments 
Identify location of resources, and personnel assignments 
Ensure coordination of the section with other command and 
general staff 

Reports to: National Incident Coordinator 
Procedures/actions Status 

(not started, 
in progress, 
or complete) 

Activation Phase 
Activate the section positions (scalable to the incident) to support incident requirements 
Ensure the section is set up properly and that appropriate personnel, equipment, and 
supplies are in place 
On the basis of the situation, activate units in the section as needed and designate unit 
leaders for each unit 
List key issues to be addressed by the section; in consultation with the section staff, identify 
objectives to be accomplished during the initial operational period 
Check availability of communications for the section (phones, computers, and faxes) 
Submit a work order request to ATAC identifying personnel, their computers, and expected 
reporting dates to the AEOC 
Meet with leadership, and command and general staffs to identify immediate resource needs 

Operational Phase 
Participate in planning meetings, providing current resource status, including limitations 
and capability of resources 
Meet with section personnel to discuss outstanding issues and provide direction and 
assignments for the shift or day 
Prepare for and attend daily National Incident Coordinator meetings and conference calls 
Determine staffing levels for an incident (considering the need to have multiple shifts) 
Maintain copies of all logs, reports, messages, and other documents 
Complete a daily activity log sheet. At the end of the shift or day, provide a copy to the 
planning section chief 

Demobilization Phase 
Inform section personnel of deactivation of the AEOC; release section individuals no longer 
required in the AEOC when authorized by the National Incident Coordinator 
Ensure proper cleanup of the assigned area in the AEOC 
Secure all incident-related documentation 
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Incident Coordination Checklists 

Table C-9. Operations Section Chief Checklist 

Operations Section Chief
Ensure that any open actions are completed after deactivation 
Ensure that all required forms or reports are completed before deactivation 
Participate in the after-action review (hot wash) 
Provide input to after-action report 
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Delegations of Authority 
[Date] 

Subject: Delegation of Authority 

To: National Incident Coordinator, [name of disease] Outbreak 

The following is your delegation to act for me in combating [disease]. Specifically, you 
should do the following: 

• Assess the magnitude and complexity of new incidents and secure appropriate 
incident management resources. 

• Define incident objectives. 

• Delegate authority to the general and command staff. 

• Assess attainment of objectives, providing counsel and advice from the time of 
the team’s arrival to its completion of assignments. 

• Evaluate and appraise performance at the end of assignments. 

You should be guided by the following principles in your work: 

• Provide employee and public health and safety. 

• Bring the full resources of the Animal and Plant Health Inspection Service 
(APHIS) to bear on this effort. 

• Place a high priority on surveillance to detect and contain the spread of [disease]. 

• Obligate funds in a fiscally responsible manner, with sensitivity to cost 
containment and adequate accounting for expenditures. 

• Strengthen and maintain intergovernmental relationships. 

• Provide timely and accurate information to this and other offices so that responses 
can be prepared to information requests from the Secretary of Agriculture, 
Congress, the American people, and the international community. 

• In my absence, contact [person to contact]. Thank you. 

[Name] 
Associate Deputy Administrator 

Appendix D 
Sample Delegation of Authority 

This appendix contains a sample delegation of authority. 
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Appendix E 
Contractor Surge Support 

In the event of a large-scale FAD outbreak, NPIC is likely to require additional 
staffing to augment current levels. NPIC has limited staff resources to support 
both a large response to an animal disease outbreak and sustain continuity of 
operations, so contractor support may be necessary to accomplish both missions. 
The level of support needed will depend on the size and scope of the incident.  

This appendix describes the procedures for NPIC to request contractor surge 
support during an incident using an existing contract, or by initiating a new 
contract. 

EXISTING CONTRACT SUPPORT 
During normal operations, there may be an incumbent contractor providing 
program management, on-site, and reach-back support to NPIC. If there is, when 
an outbreak occurs, the following actions occur: 

 NPIC determines whether the support required for the incident is part of 
the existing contract as an optional task. 

 If surge support is part of the contract, NPIC contacts the incumbent 
contractor’s project manager (PM) and provides the number of personnel 
and skill sets required. 

 The PM determines whether on-site or reach-back personnel resources are 
sufficient to meet NPIC support demands. 

 The PM coordinates within his organization to obtain personnel with the 
skills needed by NPIC. If none are available, the PM initiates a request for 
subcontract support through his contracting office. 

 NPIC coordinates work spaces, computer access, and facility security 
access for the additional contractors. 

 If surge support is not included in the contract, NPIC may contact the 
APHIS contracting office to initiate contract modification, if contract 
modification is an option. NPIC gives the APHIS contracting office a 
statement of work (SOW) delineating the services and support required. 

 If a contract modification is granted, the APHIS contracting office 
modifies the existing contract. 
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 NPIC determines the extent of support needed—number of personnel and 
skill sets—scalable to the incident response and coordinates with the 
incumbent contractor’s PM. 

NEW CONTRACT SUPPORT 
When there is no incumbent contractor, NPIC needs to establish a contract, such 
as an Indefinite Delivery Indefinite Quantity contract, for surge support during an 
incident. NPIC drafts an SOW, prepared in advanced of an incident, and submits 
it to APHIS contracting. 

If the incident is a declared outbreak, Federal Acquisition Regulation (FAR) Part 
18, Emergency Acquisitions, is used to obtain contract services without open and 
full competition. (FAR Part 18 allows for flexibility in streamlining the standard 
acquisition process during a declared emergency.) 

EXERCISES 
VS should build into its exercise planning process the need to have contractor 
surge support during an incident. Exercises should focus on developing different 
scenarios for requesting contract surge support under new and existing contracts. 
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Appendix F 
Sample Memorandum of Understanding 

Appendix F contains a sample memorandum of understanding (MOU) between 
APHIS and the National Assembly of State Animal Health Officials (NASAHO). 
This MOU references VS Memo 580.4, which has been replaced by VS Guidance 
Document 12001.  
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Appendix G 
Funding Request Narrative 

This appendix contains an example of the funding request narrative that 
accompanies the Major Object Class (MOC). It describes the incident, 
background information, and APHIS’s recommendations. The Budget Planning 
and Analysis staff writes the narrative and submits it through the APHIS 
Administrator’s office to the Under Secretary of USDA for review and approval. 
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DECISION MEMORANDUM FOR THE ACTING DEPUTY UNDER 
SECRETARY 

 

THROUGH: W. Scott Steele 
    Director 
    Office of the Budget and Program Analysis 
 
FROM: Kevin Shea 
   Acting Administrator  
   
SUBJECT: Release of Contingency Funds for Contagious Equine Metritis 

ISSUE 

The U.S. Department of Agriculture’s Animal and Plant Health Inspection 
Service (APHIS) requests the release of contingency funds totaling $1,194,939 to 
cover costs associated with the control and eradication of an introduction of 
contagious equine metritis (CEM). 

BACKGROUND 

CEM is a transmissible venereal disease that affects horses and other equines, and 
is considered a foreign animal disease in the United States. The disease is 
naturally transmitted by breeding. In addition, the bacterium that causes CEM can 
be readily transmitted indirectly through artificial insemination or by 
contaminated fomites, such as instruments or equipment used at equine breeding 
facilities. Undetected carrier mares and stallions are the source of infection for 
acute outbreaks of the disease. 

The disease does not become evident in the mare until 10 to 14 days post 
breeding. An inflammatory reaction starts within 24 hours after infection and 
reaches maximum intensity within 10 days to two weeks. Up to 40 percent of 
affected mares may have mucopurulent vaginal discharge, lower conception rates, 
and occasionally, abortion. Mares can be chronic carriers of CEM while stallions 
typically show no clinical signs. CEM is diagnosed through culture and isolation 
of the organism, which can be technically difficult. Mortality due to CEM has not 
been observed. Cleaning of external genitalia and topical treatment with 
antibiotics is effective in eliminating infection from stallions and mares; however, 
mares must first clear the CEM bacteria from the uterus, a process that may take 
several months or might never occur. 

APHIS has worked closely with the equine industry to prevent CEM from 
entering the United States. The industry has concerns regarding the potential 
impact on equine reproduction, primarily due to conception failures, and on the 
international trade of horses should CEM become established in the United 
States. The last  
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Funding Request Narrative 

 reported CEM outbreak in the United States was in 2006, when it was found in 
three Lipizzaner stallions imported into Wisconsin from Eastern Europe. No 
other cases were traced to these animals, and potential exposure of other 
animals was low. Prior to the 2006 outbreak, the last U.S. cases reported were 
in 1979. 

DECISION MEMORANDUM FOR THE ACTING DEPUTY UNDER 
SECRETARY 

DISCUSSION 

As of January 23, 2009, CEM has been confirmed in eleven stallions—four in 
the Kentucky, three in Indiana, three in Wisconsin, and one in Texas. On 
December 15, 2008, the National Veterinary Services Laboratories confirmed 
the first culture-positive CEM in a 16-year-old American Quarter Horse 
stallion currently residing in Woodford County, Kentucky. The horse is a 
clinically healthy stallion that was identified as CEM positive during routine 
testing prior to export of semen. This is the first time this horse was tested for 
CEM. The horse was born and raised in the United States, with no foreign 
travel history. The stallion is not thought to have been used for natural service 
of mares. There is no indication that any of the confirmed positive horses are 
related to the FY 2006 outbreak in Wisconsin. 

The affected animals are under quarantine, and an epidemiological 
investigation is underway, including trace-outs to horses exposed via semen. 
Initial traces from the eleven positive stallions include 43 States and Canada. 

CEM can have a devastating impact on equine reproduction, especially since 
the mares can only be bred during certain seasons. Due to the current 
epidemiologic evidence, this outbreak has the potential to affect the export of 
horses, semen and embryos. The estimated potential value of this export 
market is $415 million annually. 

SUMMARY 

The containment and eradication of CEM will require the tracing and 
quarantine of suspect animals and any semen collected from the suspect 
stallions. While culture sample collection can be completed by an accredited 
veterinarian, APHIS requires that a Federal or State veterinarian be present to 
oversee the activity, or that the Federal or State veterinarian complete this 
activity. This requirement is to provide assurance that the sample collection is 
performed correctly and to provide U.S. trading partners assurance that all 
activities are completed correctly, that appropriate biosecurity measures are 
taken, and premise quarantines are in place and monitored. APHIS will use the 
contingency funding to support oversight of sample collection and treatment of 
infected horses, as well as the cost of diagnostic testing. 
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APHIS requests $836,456 for diagnostics, and $358,483 for overtime and 
travel for employees. These costs are estimated for testing 60 exposed stallions 
and assuming there will be 20 positive stallions, 720 trace mares, and 40 test 
mares. Additionally, the States and industry are expected to cover costs for 
private veterinarians’ sample collection and for the treatment of infected 
animals, an estimated cost of $2.85 million. With the combined funding 
(Federal and State), APHIS, affected States, and horse owners will be able to 
eradicate CEM from all animals that are currently identified. However, APHIS 
is continuing the epidemiologic investigation, which may identify additional 
infected horses and create a need to request additional funding or reassess the 
response. 

DECISION MEMORANDUM FOR THE ACTING DEPUTY UNDER 
SECRETARY 

The present contingency fund balance stands at $2,033,808, which includes 
$427,089 available under the current Continuing Resolution with 
approximately $1,606,719 in carryover or prior year recoveries from 2008. 

RECOMMENDATION: 

APHIS recommends releasing funds as described above. 

DECISION: 

Option 1: Deny the Request     _________ __ _____  

Option 2: Approve the Request    _________ __ _____  

Option 3: Approve Part of the Request  _________ __ _____ 

Discuss with me        _________ __ _____ 

Date 

 

Enclosure 

: 
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Funding Request Narrative 

Funding Requested by Major Object Class (MOC) 

MAJOR OBJECT CLASS BREAKOUT 
MOC DESCRIPTION AMOUNT 

              1100 Personnel Compensation—Overtime $156,483 
Qty Description Grade Unit Cost ($) Total ($)  

28 

Field Veterinary Medical Officers—
Assume 12 weeks of 12 hours 
overtime per week/per person @ 
$36.99/hr  

12 444 OT/wk 149,184  

3 
Micro bacterial technicians—
Assume 66 OT hrs per technician 
@ 36.86/hr  

12 2,433 OT 7,299  

              2100 Travel Costs    $202,000 

Qty Description   Unit Cost ($) Total ($)  

808 Overnight trips for epidemiological 
investigation  250 202,000   

              2200 Transportation of Things  $78,100 

Qty Description Unit Cost ($) Total ($)  

1,360 Shipping costs for samples to lab   50 68,000  
100 Collection kits  10 1,000  

1,300 Test kits  7 9,100  
              2500 Other Services  $390,100 

Qty Description Unit Cost ($) Total ($)  

4,150 Diagnostic lab costs  94 390,100  
              2600 Supplies and Materials  $368,256 

Qty Description Unit Cost ($) Total ($)  

808 

Fuel/supplies assume $35 fuel+ $10 
safety gear/oversight trip @ avg. 
8 trips per horse. 20 infected 
stallions, 60 exposed stallions, 160 
test mares, 568 exposed mares 
requiring travel 

 45 290,880  

 
National Veterinary Services 
Laboratories (NVSL)—Test  
mediaa 

  15,068  

 NVSL—Culturesa   22,649  

3 NVSL—FA test slides per 144/ 
set  133.06 399  

5,025 NVSL—PCR test  3.04 15,276  
50 NVSL—16s sequencing  30.00 1,500  

1,000 NVSL—CEM sample kits  8.00 8,000   
1,688 CF Test  4.29 7,242  
1,688 Reagents  3.28 5,537  
1,688 Lab supplies  1.01 1,705   

GRAND TOTAL $1,194,939 
aLab costs have multiple components. 
Note: All calculations based on 20 CEM positive stallions, leading to 38 trace mares, and 2 test mares per stallion.  
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Appendix H 
Sample Cooperative Agreement 

Appendix H contains a sample cooperative agreement between APHIS and 
the Virginia Department of Agricultural and Consumer Services for 
surveillance activities for a low pathogenicity avian influenza outbreak in West 
Virginia. 
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Appendix I 
Daily Activity Log 

Table I-1 shows a sample daily activity log. 
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Table I-1. Daily Activity Log 

Incident Name: Section or Individual Name:  Date: 

Time Action item Action taken Date closed 
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Appendix J 
Sample SITREP 

Figure J-1 shows a sample situational report (SITREP) developed using the 
APHIS SITREP as a guide. This sample contains many of the same components 
needed, with some nuances, to maintain consistency in reporting incident details. 
Figure J-2 shows a sample epidemiology report. 

Figure J-1. Sample SITREP Format 

Incident Name: [Title of incident] 
Executive Update 
[Month/day/year] 

Officials with the [name of state department of agriculture] and the Animal and Plant 
Health Inspection Service are conducting an eradication campaign for [incident disease 
name]. The disease was confirmed on [month/day/year] and is restricted to [name of area]. 
Clinical signs include [briefly summarize signs]. Investigations are ongoing, and all figures 
are provided pending final validation. 

Situation Report Number: [Sequential number of the report beginning with 01]. 

Situation Summary: [Brief summary of the details of the incident, including situation, op-
erational, and trade issue updates]. 

 Situation Update 

 Number of premises positive: [Number and trend, such as “no change from
[date] report”]

 Number of premises quarantined: [Number][Describe trend, such as “up X from
[date] report”]

 Number of premises depopulated: [Number][Describe trend, such as “up X
from [date]report”]

 Animals depopulated to date: [Number]

 Premises waiting to be depopulated: [Number]

 Counties with positive premises: [Number]
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 Operational Update 

Current disease control and eradication activities are as follows [briefly describe ac-
tivities; examples of possible items appear below]: 

 The [name of disease] disease situation is contained and is considered a single
outbreak cluster within a [xx]-mile radius in [name of county] and along [name
of border or other geopolitical designation].

 State and Federal animal health officials are conducting door-to-door surveys to
identify livestock in the affected areas and are following up on all epidemiologic
associations.

 Door-to-door surveillance, along with interviews, has established that there have
been no links to [geographic designation, such as “western”] states and no ex-
posure to livestock in other states.

 The [name of state agriculture department] has closed all livestock exhibits at
fairs and expositions within [name of state].

 The [name of state agriculture department] and X are conducting depopulation,
cleaning and disinfection, and carcass disposal activities. Affected and exposed
livestock are being euthanized and [brief description of method of disposal].

 Local commercial [herds or flocks] are being monitored closely and will be al-
lowed to move intrastate only under [name of state department of agriculture].

 All epidemiological findings indicate that [name of disease] has not spread to
any other areas outside the principal cluster of premises.

 Trade Issues 

Trade issues include the following: 

 [Name of country] has placed a ban on [name of commodity] from [name of
place, such as “the state of X”].

 [Name of country] has placed a ban on [name of commodity] from [name of
place] for [period, such as “up to 12 months”]. Details are as follows:

 A ban, retroactive to [date] has been placed on an area within a [x]-kilometer
radius of the outbreak premises. 
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Sample SITREP 

 [Name of commodity] is banned for [X] months; on [date, including year] it 
will again be eligible for export to [name of country]. 

 [Names of commodities] are banned for [X] months. 

 Effective [date, including year], the [name of entity, such as “the European
Union”] has placed a ban on the entire United States for the following com-
modities: [commodities].

 _______ is continuing to work with foreign countries to address their questions
and concerns regarding the [name of disease] situation in [name of state].

Key Issues: [Description of the issues of most importance and that require resolution or 
monitoring]. 

Public Affairs: [Summary of the key public affairs issues]. 

AEOC Personnel: 

Number of Federal personnel:  

Number of state personnel:  

Number of industry personnel:  

Number of Commodity Credit Corporation personnel:  

Other:  

Total:  

Next SITREP Due At: [Date and time next report is published]. 

Prepared by: [Name of individual or section who prepared report]. 
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Figure J-2. Sample Epidemiology SITREP Format 

DRAFT—June 2014 J-4 



Sample SITREP 
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Appendix K 
Sample Q&A 

This appendix exhibits two question and answer (Q&A) fact sheets on FMD 
(Figure K-1) and equine herpesvirus type 1 (EHV-1) (Figure K-2). 
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Figure K-1. FMD Q&A Fact Sheet 
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[Click here and type chapter title)] 
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Figure K-2. Equine Herpesvirus Q&A Fact Sheet 

Questions and Answers 
Veterinary Services 
April 2007 

Questions and Answers: Equine Herpesvirus 

Q. What is equine herpesvirus type 1? 

A. Equine herpesvirus type 1 (EHV-1) causes a disease of horses called equine rhino-
pneumonitis. It is found in horses worldwide but does not affect humans. EHV-1 usual-
ly causes respiratory symptoms with fever, but it can also cause abortion, nervous 
system (neurologic) disease, or death. 

Q. Are there different types of EHV-1? 

A. EHV-1 has several different strains, and new strains can develop from natural muta-
tions. These strains or mutations are thought to cause outbreaks of the disease. The neu-
rologic form of the disease can cause a wide variety of symptoms, including 
incoordination, weakness or paralysis of the hind limbs and tail, incontinence, and loss 
of skin sensation. The horse may lie down and not be able to get up. The paralysis can 
be progressive and in some cases, the animal may die. 

Q. How is EHV-1 spread? 

A. The virus can spread via contact with an infected animal, through the air, via con-
taminated equipment, or via a handler’s clothing and hands. An infected animal can be 
latently infected and sporadically shed the virus, or show only mild clinical signs. 

Q. Why is there a concern about EHV-1? 

A. The neurologic form of disease caused by EHV-1 is emerging worldwide with out-
breaks having a higher frequency than has been reported previously. Recent outbreaks 
may be related to a mutation of the EHV-1 virus that allows it to multiply more effi-
ciently. More horses are dying from this form than would normally be expected, and 
the disease also demonstrates the ability to affect horses of all breeds, ages, and vac-
cination status. This new form therefore has the potential to cause high losses in the 
U.S. horse population. 
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Sample Q&A 

Q. What is the Federal role in addressing EHV-1 outbreaks? 

A. EHV-1 is found throughout the United States and outbreaks are usually handled by the 
States involved. In some instances, however, shipments of horses may be divided and 
shipped to multiple States. 

 During such outbreaks when animals have crossed State lines, the U.S. Department of 
Agriculture’s Animal and Plant Health Inspection Service (APHIS) steps in to assist with 
tracing animals. APHIS has worked closely with States and affected owners to help trace 
the movement of animals from their entry into the United States to their current or last lo-
cation. 

Q. Has APHIS played a role in tracing any recent outbreaks of EHV-1 in the United States? 

A. An outbreak of neurologic disease caused by EHV-1 occurred in late 2006 and involved 
a group of 15 horses shipped from Germany. After arriving in the United States, the horses 
were shipped to eight States. Five of the horses went to Florida; this resulted in 13 horses 
total identified as infected, with neurologic signs in 7 cases and 6 associated deaths. Ten 
Florida premises were quarantined. 

One of the horses that arrived from Germany was shipped to California and died shortly 
after arrival from neurologic disease typical of EHV-1 infection. All horses exposed to 
this animal were identified. 

The remaining nine horses from Germany were shipped to six other States. They were 
quarantined and observed for signs of EHV-1 infection. No signs were seen. 

The Florida outbreak was confirmed as due to EHV-1 when laboratories found neuro-
pathogenic strains of EHV-1 in submitted samples. These findings, together with the ob-
servation of clinical signs consistent with the neurologic form of equine 
rhinopneumonitis, contributed to the diagnosis.  

Q. What about EHV-1 outbreaks in other parts of the world? 

A. Other countries have also seen an increase in the number and severity of reported neuro-
logic EHV-1 outbreaks. In 2005, significant outbreaks occurred in Canada, Ireland, South 
Africa, Switzerland, the United Kingdom, and the United States. 

Q. What should horse owners do to protect their animals from EHV-1? 

A. Veterinarians and horse owners should continue to quarantine suspect and diagnosed 
cases. Using strict biosecurity measures in day-to-day procedures, even when disease is  
not suspected, is very important in preventing the introduction and spread of infectious dis-
eases. Information on equine biosecurity practices can be found in APHIS’ “Keeping Your 
Horses Healthy” brochure, available at 
http://www.aphis.usda.gov/publications/animal_health/2011/bro_keep_horses_healthy
.pdf. 
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Q. Are there EHV-1 vaccine products available? 

A. There are currently 35 vaccine products licensed by APHIS’ Center for Veterinary Bio-
logics (CVB) that contain EHV. These products are labeled as “Equine Rhinopneumonitis” 
vaccines. Some contain only EHV, and some have EHV in combination with other vac-
cines. These products all underwent extensive safety testing before they were licensed. All 
of them were shown to be effective in a manner that backs up the claim stated on the label. 
For example, the label may state, “as an aid in the control of respiratory disease due to 
EHV-1” or “as an aid in the prevention of abortion associated with EHV-1” or “aids in the 
reduction of shedding.” Currently, no licensed product has a label claim for the neurologic 
form of disease caused by EHV-1. 

Q. Have any horses gotten the neurologic form of EHV-1 after being vaccinated for the 
disease? 

A. To date, CVB has not received a report of an adverse reaction involving the appearance 
of neurologic symptoms following vaccination with a licensed EHV vaccine. The recent 
outbreaks of neurological EHV appear to be related to a new strain of EHV-1. However, 
APHIS remains vigilant and ready to respond if such an event is reported. Reporting ad-
verse events is encouraged. Such events may be reported by telephone at 800-752-6255; 
online, using the adverse event electronic report form available at the CVB Web site 
(http://www.aphis.usda.gov/vs/cvb); or by fax or mail, using the Web site form and the 
provided CVB fax number or address. 

Q. Should owners get their horses vaccinated? 

A. To date, not much is known for certain about how EHV-1 causes neurologic disease. As 
additional information becomes available, educational outreach to practitioners and horse 
owners will be extremely important. Decisions about the use of EHV vaccine in individual 
horses should be made based on your local situation in consultation with your veterinarian. 
APHIS will continue to work with interested groups such as the United States Animal 
Health Association, industry organizations, and national and State groups in making further 
recommendations and plans related to EHV-1. 
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Appendix L 
After-Action Review Template 

This appendix contains a sample after-action review template. 

EXECUTIVE SUMMARY  
Highlights of the following topics: 
 Overview of the animal disease outbreak 
 What went well and what did not go well 
 Improvements needed 
 Unexpected results 
 Recommendations. 

CHAPTER 1. ANIMAL DISEASE OUTBREAK OVERVIEW 
 Details of the outbreak or incident, including the declaration date, conclusion date, and 

geographic area affected 
 A chronology of the main events that occurred during the outbreak 
 Details of the major actions taken to contain or eradicate the disease  
 Details of actions taken to return to normal operations or follow-on support upon 

conclusion of the outbreak. 

CHAPTER 2. DISCUSSION OF KEY ISSUES 
 What went well and why 
 What did not go well and why unnecessary  
 Improvements needed. 

CHAPTER 3. ISSUES AND RECOMMENDATIONS 
 A record of the discussion and recommendations from the “hot wash” review session. 
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CHAPTER 4. UNEXPECTED RESULTS 
 A list of unexpected consequences of the disease outbreak. 

CHAPTER 5. CONCLUSIONS 
 Lessons learned and a summary of recommendations 
 Plan for turning recommendations into a refinement of procedures, processes, plans, and 

training. 

APPENDICES 
 Agencies and participants 
 Maps of the outbreak or incident 
 Selected outbreak or incident standard reports, such as a daily activity log. 
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Appendix M 
After-Action Report Template 

This appendix contains a sample after-action report (AAR) template.  

 

 

 

 

 

EXECUTIVE SUMMARY  
Highlights from the AAR in 1–2 pages, including brief descriptions of the following: 
 Overview of the animal disease outbreak or incident 
 Key findings 
 Key recommendations 
 Action plan for implementing recommendations. 

CHAPTER 1. ANIMAL DISEASE OUTBREAK OVERVIEW 
 Details of the outbreak or incident, including the declaration date, conclusion date, and 

geographic area affected 
 A chronology of the main events that occurred during the outbreak 
 Details of the major actions taken to contain or eradicate the disease  
 Details of actions taken to return to normal operations or follow-on support upon 

conclusion of the outbreak. 

CHAPTER 2. AFTER-ACTION REVIEW (“HOT WASH”) REPORT 
 Results of the after-action review, which provides a framework for documenting the 

lessons learned 
 A list of successes, failures, and needed improvements. 

   

CHAPTER 3. LESSONS LEARNED 
Significant findings and recommendations, numbered sequentially and following this format: 
 Findings 
 Discussion 
 Recommendation. 
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CHAPTER 4. CONCLUSIONS 
 Summary of lessons learned and recommendations 
 How the recommendations will lead to refined procedures, processes, plans, and training. 

CHAPTER 5. ACTION IMPROVEMENT PLAN 
This plan is based on issues identified in the “Lessons Learned”, and it includes: 
 Recommendations 
 Required action 
 Responsible party or parties 
 Target completion date. 

APPENDICES 
 Agencies and participants 
 Maps of the areas affected 
 Selected outbreak or incident standard reports, such as a daily activity log. 
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Appendix N 
Abbreviations 

AAR after-action report 
AC Area Command  

ADA Associate Deputy Administrator  
ADD Assistant District Director 

AEOC APHIS Emergency Operations Center 
APHIS Animal and Plant Health Inspection Service 

ATAC APHIS Technical Assistance Center 
BPA Budget Planning and Analysis  

BRS Biotechnology Regulatory Services  
CBRNE chemical, biological, radiological, nuclear, and high explosive 

CA cooperative agreement 
CCC Commodity Credit Corporation 

CEM contagious equine metritis 
CDC Centers for Disease Control and Prevention 

CF contingency fund 
DCC Dispatch Coordination Centers 

DHS Department of Homeland Security 
DA Deputy Administrator 

EHV-1 equine herpesvirus type 1 
EMLC Emergency Management Leadership Council 

EMRS Emergency Management Response System 
EOC emergency operations center 

EPA Environmental Protection Agency  
EQS Emergency Qualification System 

ESF Emergency Support Function 
FAD foreign animal disease 

FAD PReP Foreign Animal Disease Preparedness and Response Plan 
FAR Federal Acquisition Regulation 
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FDA 
FEMA 

FMD 
FSIS 

GIS 
IC 

ICG 
ICP 

ICS 
IMT 

IT 
JIC 

LPA 
MAC 

MOC 
MOU 

NAHERC 
NAHLN 

NASAHO 
NASDA 

NGO 
NIMS 
NPIC 

NRMT 
NVS 

NVSL 
OIE 

PM 
Q&A 

SOW 
ROSS 

SAHO 

Food and Drug Administration 

Federal Emergency Management Agency 

foot-and-mouth disease 

Food Safety Inspection Service 

geographic information systems 

Incident Command 

Incident Coordination Group  

Incident Command Post 

Incident Command System 

Incident Management Team 

information technology 

Joint Information Center 

Legislative and Public Affairs 

multiagency coordination 

Major Object Class 

memorandum of understanding 

National Animal Health Emergency Response Corps 

National Animal Health Laboratory Network 

National Assembly of State Animal Health Officials  

National Association of State Departments of Agriculture 

non-governmental organization 

National Incident Management System 

National Preparedness and Incident Coordination National 

Response Management Team 

National Veterinary Stockpile 

National Veterinary Services Laboratories  

World Organization for Animal Health 

project manager 

questions and answers 

statement of work 

Resource Ordering and Status System 

State Animal Health Official 
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Abbreviations 

SITREP situational report 
SPRS Surveillance, Preparedness, and Response Services 

TDD telecommunications device for the deaf 
USDA U.S. Department of Agriculture 

VS Veterinary Services 
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