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Logistics Section Chief Job Aid
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Questions or comments about this Job Aid?

Please contact Roberta Runge at runge.roberta@epa.gov

Environmental Protection Agency

Incident Command System

Logistics Section Chief Job Aid
Overview/Mission

The Logistics Section’s overall mission is to serve and support the incident. The Logistics Section Chief (LSC) works closely with all sections to ensure that incident needs are identified and addressed.  Additionally, the LSC will be able to effectively manage the wide range of functions that fall under this section.  
Appendix A contains resource process flowcharts to assist the user of this Job Aid in understanding the resource (personnel or equipment) requesting, ordering and tracking process.  It is important to understand the system in place within the Incident Command System (ICS) to obtain resources so that the process is completed as quickly as possible without causing a delay in the response.  The process should be established once the personnel to support the process arrive at the incident (e.g., LSC, Finance Section Chief (FSC), and Supply Unit Leader (SPUL)).  During the initial stages of the response, the responding On-Scene Coordinator (OSC) will be tracking resources utilizing contract support (Superfund Technical Assessment & Response Team (START)/ Emergency and Rapid Response Services (ERRS) contractors).

User

The LSC is responsible for all service and support aspects of the incident.  The LSC must possess good organizational, financial, and procurement knowledge. 
When to Use

This Job Aid should be used to provide guidance to the LSC whenever an incident has occurred that requires an Incident Management Team (IMT) to respond.  This Job Aid should be used in conjunction with the EPA Incident Management Handbook (IMH).

Key Responsibilities and Products 

The LSC’s key responsibilities are to:

· Ensure that all unit duties are performed. 

· Identify and provide logistics requirement of the incident.

· Ensure that all logistic issues that affect the Incident Management Team (IMT) are identified early and resolved effectively and efficiently.

· Order adequate resources to staff the Logistics Section.

· Ensure the coordination of all EPA contract information with Contracting Officers (COs)/Property Project Officers (POs) within Finance Section

· Coordinate with the FSC and Resource Unit on tracking personal property and establishing ICS Form 213RR-EPA (see Appendix B for a sample ICS Form 213RR-EPA) approval process.  

· Order, receive and track all non-tactical resources.

· Identify and decal any new purchased or leased EPA property.

· During morning Operations Section briefing remind all EPA staff of “hot” logistics issues.

· Participate in appropriate meetings within the Planning “P”.

· Identify medical facilities and medical transportation options. 
· Prepare the Communications Plan (ICS Form 205-EPA), Medical Plan (ICS Form 206-EPA), and Traffic Plan.

· Continually identify and implement best practices. 

· Participate in mobilization/demobilization plan & processes.
· Demobilize all incident resources in an ordered, cost-effective manner assuring all resources are accounted for. 

Materials 

Ensure that these materials are available to the LSC during an incident, if not already provided in a unit or section specific support kit.

· General office supplies – including paper, pencils, pens, duct tape

· Electronic copies of all contracts 
· USB thumb drive

· All pertinent Job Aids

· List of all pertinent contacts/email addresses

· Cell phone

· Laptop computer with Internet connectivity

· Blackberry

· Chargers (e.g., cell phone, laptop, Blackberry)
· Go-Kit

· Mission assignments

· Logistics Points of Contact (POCs)/Phone List

· Satellite phone

·  ‘GETS’ card

· Printer/scanner/copier/fax

· Aventail Token

· Batteries

· Calculators

· DC converters

· Extra laptop battery

· Rolling storage bin

· Access to Financial Data Warehouse (FDW) to produce financial reports 

· Telephone directory (local to the incident)

· ICS forms (213RR, 205, 206, 214 as a minimum)

· Agency or incident specific manuals and materials
· Access to or copies of related Blanket Purchasing Agreements (BPAs), Interagency Agreements (IAs), Contracts (START/ERRS/WES)
· EPA IMH
References

Below is a list of references that may be required while using this job aid:

· EPA IMH (epaosc.net/NIMSIntegrationTeam) 
· National Incident Management System (NIMS) Document (www.fema.gov/emergency/nims)
· EPA NIMS Integration Team (NIT) Website (epaosc.net/NIMSIntegrationTeam)
· EPA ICS forms (epaosc.net/ICS_FORMS)  
· EPA personal property policy and procedures manual (http://intranet.epa.gov/oas/fmsd/property/pdfs/pp-policy-procedures-manual-final.pdf)
· EPA Disaster Response Guidebook for Personal Property Management (http://intranet.epa.gov/oas/fmsd/property/pdfs/disaster_relief_guidebook_120307.pdf)
· Applicable BPAs
· National Logistics Support Services BPAs

http://www.epa.gov/oamsrpod/ersc/BPA_NLSS/index.htm
· Emergency Response Equipment BPAs

http://epa.gov/oamsrpod/ersc/bpa/index.htm
· Applicable Basic Ordering Agreements (BOAs) that can be used for logistics support.  

· USCG Pacific Area (PACAREA) http://www.uscg.mil/mlcpac/mlcp/mlcf/oil_pollution_boas.htm
· USCG Atlantic Area (LANTAREA) 

http://www.uscg.mil/mlclant/FDiv/fcp-2.html
· Other Logistics Section Job Aids (Communications, Facilities, Food, Ground, Medical, and Supply Unit Leader Job Aids)

· National Response Framework (NRF)
· List of other government agency’s contacts (www.fs.fed.us/logistics)
Logistics Section Forms

Below is a table that provides information on forms used by the Logistics Section.  ICS forms are available at epaosc.net/ICS_FORMS.
	Form number
	Name
	Deliverable

	ICS Form 214-EPA
	Unit Log
	Daily

	ICS Form 205-EPA
	Incident Radio Communications Plan
	Include in Incident Action Plan (IAP)

	ICS Form 206-EPA
	Incident Medical Plan
	Include in IAP

	ICS Form 213RR-EPA
	General Message Form
	As needed

	ICS Form 215-EPA
	Operational Planning Worksheet
	As reference to track Operational Resources


NOTE:  ICS Form 205-EPA should reflect all types of communications used at the incident.  The form is laid out to provide a Very High Frequency-Frequency Modulation (VHF-FM) communications plan but do not hesitate to also include cell phones, pagers, satellite communications, etc.

Checklist(s) of General Tasks
Below is a general task checklist that should be completed as soon as possible after being assigned to an incident.
	STEP
	ACTION
	(

	1. 
	Receive assignment
	· 

	2. 
	Upon arrival at the incident, check-in at the Incident Command Post (ICP) and receive incident orientation and health and safety briefing.  
	· 

	3. 
	· Obtain an initial brief from Incident Commander (IC)

· Complete transition briefing with outgoing LSC if applicable.

· Size and complexity of incident

· Expectations of the IC

· Incident objectives (ICS Form 201-EPA)

· Agencies/organizations/stakeholders involved

· Incident activities/situation

· Special concerns

· Confirm ordering process with all command and general staff
	· 

	4. 
	Review ICS Form 201-EPA or IAP
	· 

	5. 
	Maintain a detailed Logistics Section Unit Activity Log (ICS Form 214-EPA)

NOTE: Log should contain enough detail to reconstruct all events. 
	· 

	6. 
	· Establish a work location

· Accessible

· Adequate space

· Close to Finance Section

· Have communications capability 
	· 

	7. 
	Acquire work materials listed in this Job Aid.
	· 

	8. 
	Determine resource needs for the section

IF

THEN

Inadequate

Submit requests through logistics section and continue with next step

Adequate

Go to next step


	· 

	9. 
	Organize, assign, and brief personnel.
	· 

	10. 
	Interact with appropriate ICS entities regarding tracking of EPA assets.
	· 

	11. 
	Refer to the Disaster Response Guidebook for Personal Property Management regarding procedures for tracking personal property. Utilize Property Tracking Process.
	· 

	12. 
	· Brief section personnel on mission/functions/
responsibilities

· Provide overview of incident

· Provide overview of Logistics Section responsibilities

· Emphasize quality control of the following tasks:  

Position

Responsibilities

Supply Unit Leader (SPUL)

(include request/ordering process)

· Order incident supplies

· Coordinates with Resource Unit  through LSC 
· Decal personal property

Facilities Unit Leader (FACL)

· Establish/manage incident facilities

Ground Support Unit Leader (GSUL)
· Provide support for incident ground and water transport needs

· Develop the Traffic Plan

Communications Unit Leader (COML)

· Develop and implement incident Communications Plan (ICS Form 205-EPA)
· Provide necessary communication, training, and information infrastructure for service and support

Medical Unit Leader (MEDL)

· Develop and implementing the incident Medical Plan (ICS Form 206-EPA)

· Key responsibilities is to coordinate with Safety Officer (SO) and Compensation/Claims Unit Leader (COMPS)

Food Unit Leader (FDUL)

· Arrange for and provide incident subsistence 


	· 

	13. 
	Establish incident ordering process with Finance Section and ensure all sections are aware of the process (see Appendix A) 
	· 

	14. 
	Track incident. Maintain awareness of incident expansion/contraction due to changes in conditions and meeting of objectives. Refer to ICS Form 215-EPA.
	· 

	15. 
	Provide reports required of the assigned position to Documentation Unit
	· 


Logistics Requirements Identified and Met
The LSC is responsible for meeting all incident logistical requirements with the command and general staff.  
	STEP
	ACTION
	(

	1. 
	Conduct employee incident orientation.
	· 

	2. 
	Review proposed tactics for next operational period or periods at pre-planning meeting.
	· 

	3. 
	Advise on current capabilities and limitations.
	· 

	4. 
	Determine additional resources needed to support the proposed IAP.
	· 

	5. 
	Discuss long-range plans and identify potential or future requirements.
	· 

	6. 
	Prepare and review applicable portions of the IAP.
	· 

	7. 
	Conduct Logistics Section meeting to review proposed IAP and identify any changes necessary based on resource availability.
	· 

	8. 
	Ensure Medical, Transportation and Comms plans are updated and provided to Planning.
	· 

	9. 
	Establish priorities and coordinate units within the Logistics Section.
	· 

	10. 
	Participate in the Operational Briefing.  
	· 

	11. 
	Participate in the Tactics meeting upon request from Ops section chief.
	· 

	12. 
	Participate in the planning meeting and confirm status of resources identified in the plan but not yet on-scene.
	· 

	13. 
	Participate in the Command and General Staff Meeting.
	· 

	14. 
	When IAP approved (following planning meeting) provide final version of applicable IAP forms/plans to Planning Section.
	· 

	15. 
	Update IC/UC on current logistics problems and/or accomplishments
	· 

	16. 
	Complete ICS Form 214-EPA and submit to Documentation Unit at the end of each operational period.
	· 

	17. 
	Interact and coordinate with all Command and General Staff elements to ensure the transfer and receipt of accurate/current information.
	· 

	18. 
	Maintain interface with START, ERRS, and EPA, resource pools through communications with the Finance Section and REOC.
	· 


Demobilization Planning
The LSC must ensure an orderly, fiscally responsible demobilization of the incident.
	STEP
	ACTION
	(

	
	Ensure demobilization process early enough during the incident so that an adequate demobilization plan is in place prior to the actual need to release resources.
	· 

	1. 
	Review list of resources proposed for demob daily to ensure accuracy, timely release and/or reassignment from incident through coordination with the Resources Unit.
	· 

	2. 
	Work with sections to identify excess section resources:

Name/Type

Quantity

Time/Date available for release
	· 

	3. 
	Assist in the development and approval of the incident demobilization plan:

Coordinate Unit/Section input

Ensure assisting agencies’ input incorporated

Brief staff on responsibilities
	· 

	4. 
	Ensure all incident and agency demob requirements are followed.  
	· 


Section Demobilized
Below are responsibilities applicable to all Logistic Section personnel.
	STEP
	ACTION
	(

	1. 
	Provide input to the Demobilization Plan

· Lead times

· Identify high cost resources

· Equipment release considerations
	· 

	2. 
	Demobilize section and transfer all functions and the completed documentation to FSC and appropriate PSC staff
	· 

	3. 
	Debrief the section

· Participate in incident management team debriefing

· Participate in closeout session

· Brief replacement if necessary
	· 

	4. 
	Coordinate supply replacement with SPUL with a list of supplies to be replenished, know your inventory and reconcile appropriately (EPA property management guidelines, FEMA property, and property from other Agencies.
	· 

	5. 
	Forward all Section documentation to Documentation Unit 
	· 

	6. 
	Complete Check-out Sheet
	· 


Information Exchange Matrix

Inputs/Outputs


Below is an input/output matrix to assist the LSC with obtaining information from other ICS positions and providing information to ICS positions.

	MEET With
	WHEN
	LSC OBTAINS
	LSC PROVIDES

	Incident Commander
	Check in

Initial brief


	Incident status

IC priorities, goals and objectives
	

	
	
	Instructions concerning Logistics Section priorities
	

	
	
	Meeting time frames

ICS Form 201-EPA information
	

	
	OPS brief
	Motivational remarks
	Logistics update

	REOC
	On-going basis
	Interact with EOCs/RRCs for asset tracking
	Logistics tracks in assets

	OPS Section
	On-going basis

Tactics Meeting
	Resource needs for ops

Resource needs for ops


	Forecast and updates on provisions of ICS requests

Forecast and updates on provisions of ICS requests

	Safety Officer
	As needed
	Directions for any special medical needs to be addressed by the Medical Plan.
	Medical Plan for review.  

	Logistics Section Personnel
	Upon arrival at incident and when ordered personnel arrive on-scene
	List of names

Qualifications
	Assignments

Tasking

Incident status

Check-in procedures

	Liaison Officer
	Planning meeting
	Agency concerns regarding use of resources
	Update on logistics concerns



	Planning Section Chief
	Planning meeting 
	Proposed Incident Action Plan
	Update on logistics progress to obtain resources needed for incident operations

	
	Ops brief
	Briefing on situation
	The Medical Plan, Traffic Plan, and Communications Plan for incorporation into the IAP.

	
	
	Review IC/UC objectives
	


	MEET With
	WHEN
	LSC OBTAINS
	LSC PROVIDES

	Finance Section Chief
	On-going basis
	FSC recommendations on resource utilization
	Feedback on resource use decisions

	Situation Unit Leader
	Planning Meeting
	Future projections for incident
	

	All Sections
	Initial brief

End of operational period
	Logistical needs from the various sections
	Update on logistics progress to obtain resources ordered/needed by the sections


Deliverable Matrix

Below is a deliverable matrix to assist the LSC with obtaining information from other ICS positions and providing information to ICS positions.

	Meeting/Briefing
	Deliverable
	Notes

	Operational Briefing
	Provide key information or inspirational remarks to all staff attending
	

	Section Meeting
	Provide feedback from Command & General Staff meeting – solicit information to go back to Command & General staff or key work products
	Held as needed – set a schedule

	Command & General Staff Meeting
	Provide key items of value to Command & General Staff
	

	Safety Briefing
	Provide input to new staff arriving
	

	Tactics Meeting
	Listen and provide input on resources available to support the Operational
	

	Planning Meeting
	Be prepared to support the Plan
	· ICS Form 206-EPA & ICS Form 205-EPA to be provided to IAP after this meeting

· Provide input to situation report

· Traffic Plan as needed

	
	Unit Log
	· Created daily

· ICS Form 214-EPA – provide to Documentation Unit


Appendix A: Resource Process Flowcharts
[image: image2.emf]Resource Requesting Process

Note: Purchase card and warrant must be used in accordance with the Incident Procurement Plan

Initial Need



Any staff may complete 

ICS Form 213RR-EPA 

to request equipment 

and personnel.



All requests for tactical 

resources must be 

made through OPS.



ICS Form 213RR-EPA 

must be signed off by a 

Section Chief or 

Command Staff.



Resource request is 

received by LSC.

Tactical



LSC checks with RESL to 

determine if resources are on-hand 

or need to be ordered.

Non-tactical 



LSC determines if resources 

are on-hand or need to 

be ordered.

On-hand



RESL reassigns resource to requestor via 

ICS Form 210-EPA and forwards a copy to 

FSC and LSC. ICS Form 213RR-EPA is 

cancelled and filed with LSC. (See 

Resource Tracking Process Flowchart)

On-hand



LSC reassigns resource to 

requestor via ICS Form 210-EPA 

and forwards a copy to FSC. (See 

Resource Tracking Process 

Flowchart)

Order



LSC initiates ordering process. 

(See Resource Ordering Process 

Flowchart)



For all personnel and tactical 

equipment requests, LSC must 

forward copy of 

processed/completed ICS Form 

213RR-EPA to RESL.


[image: image3.emf]Resource Ordering Process

Note: Purchase card & warrant must be used in accordance with the Incident Procurement Plan

Notification

•LSC-SPUL notifies RESL and 

originator of ICS Form 

213RR-EPA when order is 

placed.

Outside 

EPA/UC

Final Processing

•All ICS Forms 213RR-EPA retained by LSC before forwarding to Documentation Unit.

•LSC-SPUL signs off on all requested/ procured goods and services as “received”.

•LSC-SPUL sends notification of receipt to FSC-PROC (for payment).

•LSC-SPUL assigns ID number/decal for equipment, provides resource to requestor.

•LSC and FSC must coordinate with Property Accountability Officer (PAO).

Within EPA/UC

Determine Source 



LSC determines if resource 

can be provided from 

within EPA/UC.

Order EPA/UC Resource

•EPA Equipment/Personnel.

•Equipment/Personnel from 

other organizations.

Procurement

•LSC-SPUL & FSC-PROC determine 

appropriate vehicle/method.

•FSC-PROC initiates Incident 

Procurement Process.

Notification

•FSC-PROC notifies RESL and 

originator of ICS Form 213RR-EPA 

when order is placed.

Received

•RESL/LSC-SPUL follows check-in 

and tracking procedures. (See 

Resource Tracking Process 

Flowchart)


[image: image4.emf]Check-in

•All non-tactical equipment sent to LSC-SPUL for check-

in and tracking (not included by RESL on ICS Form 

211E-EPA).

•LSC-SPUL sends notification of receipt to FSC-PROC.

•LSC-SPUL assigns ID number and decal. 

Resource Tracking Process

Non-Tactical Equipment

Assignment

•LSC-SPUL assigns equipment to section, as 

requested.

•Equipment remains under authority of appropriate 

section as assigned by LSC-SPUL.

End of Assignment

•Appropriate Section Chief notifies LSC-SPUL when 

equipment is no longer required.

Demob

•LSC notifies FSC to start demob process in 

accordance with Demob Plan.

Important Note:

Initial responding FOSC is responsible 

for checking in and documenting any resources 

received prior to IMT setup and notifying RESL, FSC 

and LSC when those positions are established.

Reassignment 



LSC-SPUL determines if 

equipment can 

be reassigned.

yes

no

•LSC-SPUL completes ICS Form 210-EPA 

and provides copy to FSC.


[image: image5.emf]Resource Tracking Process  

Tactical Equipment

Check-in

•RESL fills in ICS Form 211E-EPA and makes T-card.

•RESL provides copy of ICS Form 211E-EPA to LSC and FSC 

as requested. 

•Equipment is forwarded to OPS.

Important Note:

Initial responding FOSC is responsible for 

checking in and documenting any resources received prior 

to IMT setup and notifying RESL, FSC and LSC when those 

positions are established.

Reassignment 



RESL determines if 

equipment can 

be reassigned. 

yes

no

Assignment

•RESL assigns equipment to section, as requested.

•RESL moves T-card from staging/unassigned to 

appropriate section on T-card rack.

•Equipment remains under authority of appropriate 

section as assigned by RESL.

End of Assignment

•Appropriate Section Chief notifies RESL when 

equipment is no longer required.

•RESL tracks change in status on T-card rack. 

Demob

•RESL notifies FSC and LSC to start demob 

process in accordance with Demob Plan.

•RESL Completes ICS Form 210-EPA 

and provides copy to FSC and LSC.


[image: image6.emf]Resource Tracking 

Process

EPA/UC Personnel

Check-in

•All personnel signed-off as “arrived” by RESL. RESL assigns ID number and 

badge then sends personnel to LSC and FSC for processing.

•Personnel must provide copy of Travel Authorization/Order number to RESL.

•RESL fills in ICS Form 211-EPA and makes T-card. 

•RESL provides copy of ICS Form 211-EPA to LSC and FSC as requested. 

•When check-in process is complete, return to RESL for assignment.

Assignment

•All personnel assigned by RESL.

•RESL moves T-card from 

staging/unassigned to appropriate section 

on T-card rack.

•Personnel remain under authority of 

appropriate section as assigned by RESL.

Demob

•RESL notifies FSC and LSC to start demob 

process in accordance with Demob Plan. 

Reassignment 



RESL determines if 

personnel can 

be reassigned.

End of Assignment

•Appropriate Section Chief notifies RESL 

when personnel is no longer required.

Important Note:

Initial responding FOSC is responsible for checking 

in and documenting any resources received prior to IMT setup and

notifying RESL, FSC and LSC when those positions are established.

yes

no

•RESL Completes ICS Form 210-EPA 

and provides copy to FSC and LSC.


Appendix B: Sample ICS Form 213RR-EPA
[image: image7.emf]1. Incident Name:  Purpose:  ICS Form 213RR - EPA  is used by all incident personnel to request tactical and non - tactical resources (s upplies, equipment , personnel and services). Instructions on back page.       Resource Request Message   ICS Form 213RR - EPA   2. Date/Time Prepared  A.  Logistics Resource Request Number (assigned by L ogistics Section ):  (Pre - printed # here)   3 . ORDER      Note:  One 213RR per funding source       3 a. Funding Source (if known):   FEMA MA# ______ ____ ____ _      CERCLA        OPA       Other _______________        3 b. TO  #  or TDD _______________   3 f. Requested Reporting   3 c.  Qty  3 d.  Unit  3 e. Detailed description of resource requested (supplies, equipment,  personnel, services) and, if applicable,  staple attachments for   purp ose/use, diagrams, and other info rmation . (Ops indicate if request  is TACTICAL)  Location:  Date/   Time:  3 g.  ( RESL )   Tactical?    Y/N   3 h. LSC/FSC  3 i.  PC  PO   Vendor  or  Agency :       Vendor or  PO  #:    ETA :                      Cost:         Vendor  or  Agency :          Vendor or  PO  #:           ETA:                      Cost:         Vendor  or  Agency :          Vendor or  PO #:           ETA:                        Cost:          5. Requester    5 a.  Requester  Position and Signature:  (Print Name)                                                                        5b.  Contact  Method/ Number (s) :    Reques ter  4 . Sug gested source(s) of supply  if known also Point - of - Contact  phone number and  suitable substitutes ,  if known   :           ___CHECK IF THIS REQUEST WAS PLACED WITH START/ERRS  6 . Section Chief/Command Staff Approval:                                                              Date/Time:   7 . LSC Notes:    8 . Logistics Section Signature:                                                                                                                                               Date/Time:   9. SPUL, Property Management Officer or Property Accountable Officer/Designee Signature :                                                                           Date/Time:     Was property available from excess? ( Check EMP  E quipment , IFMS and/or GSA)     Yes, reassign resources to incident.          No, th e n submit ICS Form 213 RR - EPA to EOC or FSC for  processing.             Logistics        1 0 . Order placed by (check box):          SPUL                PROC           OTHER ____________________ DATE ORDER WAS PLACED__________ __DATE RECEIVED___________   11 . Reply/Comments from Finance:    Finance  12 . Finance Section Signature:                                                                                                                                              Date/Time:   13 .  RESL  -  Note availability of each resource request:   Planning  14 . RESL Review/Signature:                                                                                                                                                  Date/Time:   F ull instructions  and routing information  on back page.  Requester  fills  all white areas, as well as block 4,  if suggest ed  source  is known. Requester  obtain s  appropriate Section Chief or C ommand  Staff approval in block 6 .  Requester submits to Logistics and k eeps Copy 6 (bottom GREEN copy).  ( Revised  6 /2009)  


Note: Instructions on how to fill out ICS Form 213RR-EPA can be found on the back of the form.


