
Event On-set 
and Response 
activities

Damage 
Assessment
(all phases)

Develop 
PW’s; 

Determine 
eligibility; 
Deal with 

special 
Issues

Contract 
and manage 
projects; 
Manage “Project 
Worksheet” 
timelines; 
Process close-
outs and 
audits

Pre-Event
Planning; 

Preparation & 
Training

Initiate
recovery,
inc’l debris mgmt;
Utility restoration; 
“List of Projects;”
Survivors
services
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Develop 
Strategic Cost 
Recovery Plan

Develop 
selected 

policies and 
procedures
by priority

Identify Cost 
Recovery 

Team 
members & 

conduct 
training

Create Forms 
Inventory

Identify 
maintenance 

plans & 
inspection 

records

Create pre-
disaster photo 
documentation 

plan

Create facility 
& key 

infrastructure 
inventory

Purchasing, 
overtime pay, 
feeding, 
lodging, etc.; 
Forms & 
Process Map, 
DOC-6

Assign forms 
to appropriate 
departments, 
use Forms 
Map, DOC-5

City owned 
property 
checklist, 
DA-I-2;

Lead 
department: 
_________;
Members 
come from all 
departments

Which plans 
& records 
already 
exist?
Which critical 
ones do not 
exist?
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Event 
preparations, 
Flood fight, 

Evacuations, 
etc.

EOC /DOC 
Activations, 

Begin 
response 

activities, Law, 
Fire, Public 
Works, etc

Public 
Works, 

Roads & 
Bridges, 
Debris 

clearance

Public Safety

Mutual Aid & 
EMAC, 

Volunteers, 
Base Camps, 

etc.

Document 
Filing & 
Storage;

Disaster photo 
documentation

Shelters, 
Feeding, & 
PODS, etc.

Incident Work 
Report, 
LEM-1;
ICS-214 Mod, 
LEM-2;
Incident Work 
Report,
LEM-3;
Daily Time Log, 
LEM-7;
Agency Logistics 
Tracking Forms, 
Sole Source 
Purchase Form,
PUR-4;
Materials 
Average Costing, 
PUR-5;
Disaster Overtime 
Burn Rate 
Estimator, LEM-4

Agency EOC 
Forms, and/or 
Special Disaster 
Operations 
timesheet,
LEM-7; EOC-
DOC Summary 
Staffing Report, 
LEM-9;
Meal Sign-In 
sheet,
SP-3;
Daily Lodging 
Report, SP-4;
FEMA 90-49, 
State(?) and 
Federal Project 
Assurances, 
Applicant’s Agent 
Resolution
Activate Incident 
File Folders

Incident Work 
Report, 
LEM-1; 
ICS-214 Mod, 
LEM-2;
Incident Work 
Report,
LEM-3; 
Incident Tracking 
Worksheet,
DOC-1;
Mutual Aid/EMAC 
activity tracking 
forms, 
Mutual Aid 
tracking log,
MA-1;
Mutual Aid 
Expense tracking,
MA-2; 
L,E, & M Cost 
Tracking; 
LEM-5

Law, Fire & EMS 
time, equipment, 
and materials 
tracking forms,
Incident Tracking 
Worksheet,
DOC-1;
Mutual Aid/EMAC 
activity tracking 
forms;
Mutual Aid 
Expense 
Tracking,
MA-2

Incident Work 
Report 
(LEM-1), 
ICS-214 Mod 
(LEM-2),
Incident Work 
Report
(LEM-3), Daily 
Time Log (LEM-
7), Meal Sign-In 
sheet, (SP-3), 
Special Disaster 
Operations 
Report (SP-1),

Ensure that all 
response 
personnel take 
photos before 
clean-up or repair 
activities begin 
and when work is 
done.  Use 
standard file 
naming 
convention.

Implement 
standard 
document filing 
protocols.

Daily Time Log 
(LEM-7),
Meal Sign-In 
sheet, (SP-3), 
Special Disaster 
Operations 
Report (SP-1), 
Daily Shelter 
Report (SP-2), 
Disaster Shelter 
Site Worksheet 
(SP-5)  
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Public 
Facilities

Public
Utilities

Private
Homes

Local
Roads & 
Bridges

Other 
Government 
Facilities & 

Private Non-
Profits

Debris 
Estimating

Business & 
industry

Facility Initial 
Damage Report 
Form, DA-I-1;
Master Facilities 
List For Damage 
Assessment, DA-I-
2; Facilities 
Damage Reporting 
Status DA-I-3
Disaster Loss 
Estimation Form, 
DA-I-4;
Office Furnishings 
and Equipment 
Damage Report. 
DA-I-5;
Office Relocation 
Expense Report, 
DA-I-6;
Disaster Damage 
Documentation 
Checklist, DA-I-7; 
Post Disaster 
Vehicle Damage 
Report, DA-I-8

Custom Utility 
damaged 
assessment forms
Facility Initial 
Damage Report 
Form, DA-I-1;
Master Facilities List 
For Damage 
Assessment, DA-I-2; 
Facilities Damage 
Reporting Status DA-
I-3
Disaster Loss 
Estimation Form, DA-
I-4;
Office Furnishings 
and Equipment 
Damage Report. DA-
I-5;
Office Relocation 
Expense Report, DA-
I-6;
Disaster Damage 
Documentation 
Checklist, DA-I-7; 
Post Disaster Vehicle 
Damage Report, DA-
I-8;

Initial Damage 
Estimate, DA-X-1; 
Damage And Needs  
Assessment 
Summary,
DA-X-2; Disaster 
Impact Financial 
Summary, DA-X-3; 
Disaster Loss 
Estimation Guide, 
DA-X-4; Private 
Property Damage 
Report (A-D), DA-X-
5; ATC-20 or ATC-
45 Forms;
Building Inspector 
Mutual Aid Log For 
Expense Tracking, 
MA-1;  Building 
Inspector Mutual 
Aid Daily Expense 
Report Envelope, 
MA-2; 
EMMA Expense 
Reconciliation, MA-
3B

Roads & Bridges 
special damage 
assessment 
reports; 
Building Inspector 
Mutual Aid Log For 
Expense Tracking, 
MA-1;  Building 
Inspector Mutual 
Aid Daily Expense 
Report Envelope, 
MA-2; 
EMMA Expense 
Reconciliation, MA-
3B

Initial Damage 
Estimate,
DA-X-1;
Damage And 
Needs 
Assessment 
Summary,
DA-X-2; 
Disaster Impact 
Financial 
Summary,
DA-X-3;
Disaster Loss 
Estimation 
Guide, DA-X-4;
Private Property 
Damage Report 
(A-D), DA-X-5;
ATC-20 or ATC-
45 Forms

Work plan, 
monitoring plan, 
Site plans, 
Environmental 
clearances, 
disposal permits, 
waste hauling 
permits, truck 
certifications, 
load tickets, tower 
monitor logs, 
roving monitor 
reports, daily 
issue logs, 
demolition 
checklists, Right 
of Entry waivers, 
insurance waivers

Initial Damage 
Estimate, DA-X-1; 
Damage And Needs 
Assessment 
Summary,
DA-X-2; Disaster 
Impact Financial 
Summary, DA-X-3; 
Disaster Loss 
Estimation Guide, 
DA-X-4; Private 
Property Damage 
Report (A-D), DA-X-
5; ATC-20 or ATC-
45 Forms; Building 
Inspector Mutual 
Aid Log For 
Expense Tracking, 
MA-1;  Building 
Inspector Mutual 
Aid Daily Expense 
Report Envelope, 
MA-2; EMMA 
Expense 
Reconciliation, MA-
3B
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Debris 
Management

/ Right of 
Entry Waivers

Donations 
Management

Sheltering & 
Feeding 

Operations

Local 
Assistance 
Centers / 
Disaster 

Assistance 
Centers

Right of Entry 
waivers, 
insurance 
waivers,
Haul schedules 
by neighbor-
hoods, PIO debris 
information plans

Disaster 
Response and 
Relief Donations 
Form, DON-1;
Donations 
management 
agreement with 
VOAD; PIO 
donations 
management 
plan; 
Special Disaster 
Operations Daily 
Report, SP-1;
Disaster 
Operations Meal 
Sign-In Sheet, 
SP-3

Special Disaster 
Operations Daily 
Report, SP-1;
Daily Shelter 
Report For Cost 
Recover, SP-2;
Disaster 

Operations Meal 
Sign-In Sheet, 
SP-3;
PIO Shelter & 
special 
operations 
information 
plans

Special Disaster 
Operations Daily 
Report, SP-1;
Disaster 
Operations Meal 
Sign-In Sheet, 
SP-3;
PIO LAC/DAC 
information plan
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List of 
Projects, 
Scope of 
Damage, 

Scope of Work

Insurance & 
Risk 

Management

National 
Environ-
mental 

Preservation 
Act

Environmental 
(All) & 

Hazardous 
Materials

Write Project 
Worksheets

Direct 
Administrative 
Cost Tracking

Historic 
Preservation

Damage 
assessment forms; 
List of Projects, 
CA-OES-95; 
Incident or Activity 
Tracking 
Worksheet, 
DOC-1; 
Facilities Damage 
Reporting Status, 
DA-I-3; Disaster 
Loss Estimation 
Form, DA-I-4; 
Public Assistance 
Document Tracking 
Log, DOC-3;
Disaster Cost 
Recovery 
Documentation 
Filing Assignment, 
DOC-4; Disaster 
Cost Recovery 
Action Plan, DOC-2

Insurance 
policies;
Schedule of 
insured 
property; 
claims 
adjuster’s 
reports for all 
damaged 
facilities;
Claim File 
Envelope, 
INS-1

List of 
projects 
which will 
change pre-
existing 
conditions 
triggering 
NEPA

Contact list for 
all state & 
Federal 
environmental
regulatory 
agencies; 
crosswalk of 
damaged sites 
with regulatory 
agencies 
involved;

List for project 
priority and 
assignments for 
writing PW’s 
(local, in-house, 
local-contract, 
state, or 
Federal; Disaster 
Cost Recovery File 
Checklist, PW-1; 
Disaster Damage 
Cost Worksheet, 
PW-2; Equipment 
Cost Recovery 
Memo, PW-3a-d; 
Missing 
Documentation 
Requests, PW-4a-e; 
Calculating Repair 
vs. Replacement 
Cost, PW-7; 
Benefits 
Worksheet, 
LEM-6; Direct 
Administrative 
Costs; LEM-8

Project 
Worksheet –
Direct 
Administrative 
Costs Tracker, 
LEM-10

List of 
projects 
which will 
trigger 
historic 
preservation 
reviews;
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Manage 
Project 

Worksheets 
and timelines

Bid projects 
and contract 

work

Monitor 
document 

filing

Extensions 
and Appeals 

Process

Prepare for 
and respond 

to audits
Close-out 
projects

Project 
Worksheet 
Management 
Tool, PW-5; 
PW Grant Close-
out Checklist, 
PW-6; 

2 CFR Part 200 
Self-Assessment, 
PUR-1; Price 
Analysis 
Worksheet, PUR-2; 
Cost Analysis, 
PUR-3; Sole 
Source Purchase 
Justification, PUR-
4; Materials 
Average Costing 
Worksheet, PUR-5; 
Document Review 
for Contract Work, 
PUR-6; Sample 
Purchasing 
Ordinance, PUR-7; 
T&M & Other Sole 
Source 
Procurements, 
PUR-8, Bid Cover 
Sheet, PUR-9; 

Incident or 
Activity Tracking 
Worksheet, DOC-
1; 
Facilities Damage 
Reporting Status, 
DOC-2; 
Public Assistance 
Document 
Tracking Log, 
DOC-3; 
Disaster Cost 
Recovery 
Documentation 
Filing 
Assignment, 
DOC-4; 
Disaster Cost 
Recovery Forms 
Map, DOC-5; Cost 
Recovery Forms 
& Process Map

PW Deadline -
Progress 
Tracking, PW-5; 
PW Grant Close-
out Checklist, 
PW-6; 

All requested 
documentation

PW Grant Close-
out Checklist, 
PW-6; 
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