Regional Continuity of Operations Plan (COOP)

Sample Annexes

Platte County, Mo.

Raymore, Mo.

Sample Annex A — Essential Functions

City of Raymore

The following charts identify the responsible position titles for Categories 1 and 2 functions, in order of priority. Category 1 functions are those that cannot be disrupted.  Category 2 functions are those that must be brought back online as soon as possible after an incident.  

	City Administration

	Category 1 Essential Functions
	Title of Responsible Position

	Maintain Police Operations
	Police Chief

	Maintain Emergency Management Services
	Emergency Management Coordinator

	Category 2 Essential Functions
	Title of Responsible Position

	Maintain Information Technology
	Network Administrator

	Economic Development
	Finance Director

	Community Development
	Director

	Engineering
	Director of Public Works

	Streets and storm water
	Director of Public Works

	Maintain Water Services
	Director of Public Works

	Maintain Sewer Services
	Director of Public Works

	Buildings and grounds maintenance
	Director of Public Works

	Municipal Courts
	Court Administrator

	Finance
	Finance Director

	Parks and Recreation
	Parks and Recreation Director

	Maintain City Administration
	City Administrator

	Maintain Human Resources
	HR Specialist


	Court Administration

	Category 2 Essential Functions
	Title of Responsible Position

	Receive tickets from police
	Court Clerk

	Maintain Court sessions twice a month
	Court Clerk

	Warrants – maintain (enter, recall, clearing, collections)
	Court Clerk

	Probations
	Court Clerk

	Collections
	Court Clerk

	Track payment plans and restitution
	Court Clerk

	Record retention required by the state 
	Court Clerk


	Emergency Management Department

	Category 1 Essential Functions
	Title of Responsible Position

	Provide Liaison for the City and Fire Department
	Director of Emergency Management

	Activate EOC
	Emergency Management Coordinator

	Manage EOC
	Director of Emergency Management 

	Initiate Emergency Warning systems
	Emergency Management Coordinator

	Activate Communications with State and Federal, County, Region
	Emergency Management Coordinator

	Notify staff of EOC activation
	Director of Emergency Management

	Maintain DIMS software
	Network Administrator

	Maintain Wireless internet cards
	Network Administrator

	Category 2 Essential Functions
	Title of Responsible Position

	Monitor Weather Conditions
	Emergency Management Coordinator

	Maintain Community Preparedness and Education
	Emergency Management Coordinator

	Activate Command Vehicle
	Director of Emergency Management

	Maintain Plans for Schools, churches and nursing homes
	Emergency Management Coordinator

	Initiate Alternate EOC – Fire district training facility (option 1) or public works (option 2)
	Emergency Management Coordinator

	Maintain Computers – Web EOC
	Network Administrator

	Activate Phone – Voice over IP and then to hard-line
	Network Administrator

	Establish satellite phone connection
	Emergency Management Coordinator

	Maintain Cell phone availability 
	Emergency Management Coordinator

	Establish National Weather Service liaison
	Emergency Management Coordinator

	Maintain High Frequency radio 
	Emergency Management Coordinator

	Priority service
	Emergency Management Coordinator


	Finance Department

	Category 1 Essential Functions
	Title of Responsible Position

	Maintain Insurance Assessment (risk management – all city facilities – coordinates with insurance)
	Finance Analyst

	Category 2 Essential Functions
	Title of Responsible Position

	Utility Billing (monthly for water and sewer)
	Utility Clerk

	Internal Finance (all purchasing and accounts payable)
	Finance Supervisor

	Accounts Payable
	Accounts Payable Clerk

	Payroll processing
	Accounts Payable Clerk


	Fire Department

	Category 1 Essential Functions
	Title of Responsible Position

	Meet the needs of district citizens:  Fire, EMS, and Hazardous materials response
	Assistant Fire Chief

	Maintain Water Rescue capabilities
	Assistant Fire Chief

	Category 2 Essential Functions
	Title of Responsible Position

	Conduct Community outreach 
	Assistant Fire Chief

	Initiate Counseling Services (loss of home or family member)
	Assistant Fire Chief

	Code enforcement (Fire marshal – building inspections)
	Chief Fire Marshal


	Human Resources

	Category 2 Essential Functions
	Title of Responsible Position

	Payroll
	Human Resources Specialist

	Maintain Workman’s compensation Accountability
	Human Resources Specialist

	Transfer of payroll funds
	Human Resources Specialist

	Taxes on payroll
	Human Resources Specialist

	Immediate needs hiring – labor company
	Human Resources Specialist


	Information Technology Services Department

	Category 2 Essential Functions
	Title of Responsible Position

	Network City
	Network Administrator

	Network Police (based on no back up server)
	Network Administrator

	Computer (workstations’ essential functions)
	IT Specialist

	Internet
	IT Specialist

	Servers
	IT Specialist

	Telephone system (not 911 lines)
	Network Administrator


	Community Development Department

	Long-range planning
	Director of Planning and Zoning

	Current plan – project planning; plan review
	Director of Planning and Zoning

	Issue permits
	Staff Specialist

	Building inspections [includes damage assessment (buildings only)]
	Staff Specialist

	City GIS system
	GIS Specialist

	Code enforcement
	Staff Specialist


	Police Department - Operations

	Category 1 Essential Functions
	Title of Responsible Position

	Receive calls from community (911 and general number)
	Dispatcher

	Ability for central dispatch to communicate with field officers
	Dispatcher

	Maintain Ability to access other public safety resources (fire, rescue)
	Communication Supervisor

	Category 2 Essential Functions
	Title of Responsible Position

	Records Management
	Support Division Lieutenant

	Routine patrols
	Operation Division Captain

	Criminal investigations
	Operation Division Captain


	Police Department -Administration

	Category 1 Essential Functions
	Title of Responsible Position

	Maintain 911 system
	Communications Supervisor 

	Maintain Alternative public phone system for information of the general system - Admin phone system
	Communications Supervisor

	Maintain Officers and FD, rescue and ambulance communications – dispatch - 2 way radio
	Communications Supervisor

	Maintain 911 answering for other cities
	Communications Supervisor

	Establish 911 back up in Cass County Sheriff and Belton PD
	Communications Supervisor

	Maintain South metro frequency
	Communications Supervisor

	Maintain Raymore frequency (Repeaters at water towers)
	Communications Supervisor

	Category 2 Essential Functions
	Title of Responsible Position

	Maintain Network including software
	Network Administrator

	Maintain Phone system recorder
	Communications Supervisor

	Maintain Radio system recorder
	Communications Supervisor

	Maintain Vehicles
	Fleet Maintenance Supervisor

	Maintain Gas accessible
	Fleet Maintenance Supervisor

	Maintenance general
	Fleet Maintenance Supervisor

	Maintenance mechanical
	Fleet Maintenance Supervisor

	Maintain Records - daily
	Records Clerk

	Maintain Records – while entering
	Records Clerk 

	Records – paper, hard copy only
	Records Clerk

	Maintain Evidence
	Records Clerk

	Animal control
	Support Division Lieutenant


	Public Works Department

	Category 2 Essential Functions
	Title of Responsible Position

	Maintain Water distribution
	Director of Public Works

	Maintain Sewer Services
	Director of Public Works

	Maintain Streets Services
	Director of public Works


The City of Raymore is comprised of eleven (11) business units.  These business units work together to support the city’s essential functions.  Each business unit and its responsibilities for supporting the aforementioned essential functions are described in the following table.  

	Business Unit
	Essential Function Support Duties

	City Administration
	IT, Public Works, Parks and Recreation, Finance, Emergency Management

	Fire
	Fire Suppression, EMS, Hazmat, Community Outreach 

	Police Operations
	Daily operations for police, fire, EMS, 911 center, IT for Police

	Community Development
	Planning, GIS, permits, code enforcement 

	Court Administrator
	Warrants, probation, collections, court proceeding

	Network Administrator
	IT, computer work stations, internet, phone services


Sample Annex A — Essential Functions

Platte County

The following charts identify the responsible position titles for Categories 1 and 2 functions, in order of priority. Category 1 functions are those that cannot be disrupted.  Category 2 functions are those that must be brought back online as soon as possible after an incident.  

	Assessor’s Office

	Category 2 Essential Functions
	Title of Responsible Position

	Assessment of personal property (cars, trucks, bikes, campers, boats)
	Assessor

	Assessment of real estate property – residential, commercial, agriculture (track property ownership)
	Assessor

	GIS (tax map)
	Assessor


	Auditor’s Office

	Category 1 Essential Functions
	Title of Responsible Position

	Interaction with insurance company
	Auditor

	Category 2 Essential Functions
	Title of Responsible Position

	Approval of checks
	Auditor

	Review and sign contracts (check against budget and ensure funds are available)
	Auditor

	Budget process 
	Auditor

	Grant reporting
	Auditor

	Annual audit
	Auditor


	Board of Elections

	Category 1 Essential Functions
	Title of Responsible Position

	Elections (27 sites)
	Directors (Republican and Democrat)

	Category 2 Essential Functions
	Title of Responsible Position

	Voter Registration
	Directors (Republican and Democrat)


	Collector’s Office

	Category 2 Essential Functions
	Title of Responsible Position

	Tax Collection
	County Collector

	Tax Distribution
	County Collector


	County Clerk’s Office

	Category 2 Essential Functions
	Title of Responsible Position

	Payables – 300 checks a week with no paper version
	County Clerk

	Notaries/typewriter
	County Clerk

	State Reporting
	County Clerk

	Licensing
	County Clerk

	Phone
	County Clerk

	Computer
	County Clerk

	Cash
	County Clerk


	Commission’s Office

	Category 1 Essential Functions
	Title of Responsible Position

	Governing body of county
	Commissioner

	Facilities
	Director of Facilities Management

	Category 2 Essential Functions
	Title of Responsible Position

	Finances
	Commissioner


	Circuit Clerks Office

	Category 1 Essential Functions
	Title of Responsible Position

	Filing of Adult Exparte Orders and Child Protection Orders
	Clerk of the Circuit Court

	Category 2 Essential Functions
	Title of Responsible Position

	File all new cases on all levels of the Circuit Court
	Clerk of the Circuit Court

	File all pleadings related to all Circuit Court cases and Juvenile cases
	Clerk of the Circuit Court

	Circuit Court holds court sessions Monday through Friday 
	Presiding Circuit Judge

	Collects and receipts all money for the Sixth Judicial Circuit
	Clerk of the Circuit Court

	Jury Management
	Clerk of the Circuit Court

	Payroll
	Clerk of the Circuit Court

	Child Support
	Clerk of the Circuit Court


	Facilities Management

	Category 1 Essential Functions
	Title of Responsible Position

	Jail Operations; electrical, plumbing, HVAC
	

	Category 2 Essential Functions
	Title of Responsible Position

	Courthouse Operations 
	

	Visitor’s Bureau
	

	South Annex
	

	Golf Course
	


	Health Department

	Category 2 Essential Functions
	Title of Responsible Position

	Providing birth control 
	Family Planning Coordinator

	Providing Vital Records 
	Medical Billing & Vital Records Coordinator

	Information Technology
	Bookkeeper

	Financial Accounting
	Bookkeeper

	Women, Infants and Children services and support
	Women, Infants and Children Coordinator

	Food Inspection (emergency issues)
	Environmental Health Specialist

	Community Information Resource
	Administrative Assistant

	Computer Networking
	Bookkeeper

	Walk-in Clinic
	Nursing Supervisor

	Emergency Response
	Emergency Response Manager

	Primary Care - appointments
	Assigned Doctor

	Immunizations – Recommended
	Immunizations Coordinator

	Immunizations -- Travel
	Immunizations Coordinator

	Communicable Disease Surveillance
	Communicable Disease Coordinator

	Social Work Programs 
	Family Support Worker(s)

	Health Education Programming
	Health Educator(s)


	Human Resources

	Category 2 Essential Functions
	Title of Responsible Position

	Payroll
	Payroll Specialist

	Filling open positions
	Human Resource Coordinator

	Retirement
	Human Resource Coordinator

	Healthcare
	Human Resource Coordinator

	401K
	Human Resource Coordinator

	Employee deductions
	Payroll Specialist

	Workman’s comp
	Payroll Specialist


	Information Services

	Category 2 Essential Functions
	Title of Responsible Position

	E-mail
	Network Manager

	Internet
	Network Manager

	Access to Servers
	Director of IT

	Technical support
	Director of IT

	Printing
	Network Manager

	Network
	Network Manager

	Systems
	Director of IT

	Databases
	Director of IT


	Juvenile Services

	Category 1 Essential Functions
	Title of Responsible Position

	Emergency screening 
	Juvenile Officer

	Emergency Phone Calls
	Juvenile Officer

	Record Keeping / Reports
	Juvenile Officer

	Ex partes
	Juvenile Officer

	Category 2 Essential Functions
	Title of Responsible Position

	Filing petition/orders of detention/courts reports
	Juvenile Officer

	Intake services
	Juvenile Officer

	Probation Supervisor Services
	Juvenile Officer

	Drug Screens
	Juvenile Officer

	Treatment Referral Services
	Program Coordinator

	Coordination of Services
	Juvenile Officer

	Educational Programs
	Program Coordinator


	Parks and Recreation

	Category 2 Essential Functions
	Title of Responsible Position

	Operations of Parks
	Director of Parks and Recreation

	Pay Invoices – Bookkeeping
	Secretary

	Records – electronic and paper
	Secretary

	Master plan
	Senior Park Planner

	Coordination with cities, schools for the parks
	Senior Park Planner

	Grant program 
	Director

	Golf Course 
	Club House Manager


	Planning and Zoning

	Category 2 Essential Functions
	Title of Responsible Position

	Issue building permits
	Building Official

	Conduct building inspections
	Building Official

	Process zoning and planning applications 
	Building Official

	Maintain GIS data
	Building Official

	Storm water inspections and planning
	Building Official

	Floodplain management (except for floods)
	Director of Planning and Zoning

	Address Issues
	Director of Planning and Zoning

	Code violation 
	Director of Planning and Zoning


	Prosecutor’s Office

	Category 1 Essential Functions
	Title of Responsible Position

	Search Warrants
	Prosecutor 

	Subpoenas
	Prosecutor 

	Category 2 Essential Functions
	Title of Responsible Position

	Charging 24 hour hold
	Prosecutor 

	Arraignment 
	Prosecutor 

	Trials
	Prosecutor 

	Dockets
	Prosecutor 

	Filings and other pleadings
	Prosecutor 


	Public Administration

	Category 1 Essential Functions
	Title of Responsible Position

	Safety Oversight of Wards
	Public Administrator

	Treatment – life threatening
	Public Administrator

	Category 2 Essential Functions
	Title of Responsible Position

	Direct Contact with Care Providers
	Public Administrator

	Ability to make payments
	Public Administrator

	Transport Ward or protectee
	Public Administrator

	Treatment – non-life threatening
	Public Administrator


	Public Works

	Category 1 Essential Functions
	Title of Responsible Position

	Maintenance of Equipment
	Director of Public Works

	Category 2 Essential Functions
	Title of Responsible Position

	Storm Drains maintenance and repairs
	Road/Bridge Maintenance Manager

	Road Surface and Bridge maintenance and repair
	Road/Bridge Maintenance Manager

	Snow, Ice and Debris Removal
	Road/Bridge Maintenance Manager

	Street Sign Maintenance
	Road/Bridge Maintenance Manager

	Capitol Improvement and Special Projects
	Section Chief

	Administrative Support
	Administrative Manager


	Recorder’s Office

	Category 2 Essential Functions
	Title of Responsible Position

	Record real estate records 
	Recorder

	Issue marriage licenses
	Recorder

	File federal and state tax liens
	Recorder

	Record military discharge papers 
	Recorder


	Sheriff’s Office - Emergency Management Division

	Category 1 Essential Functions
	Title of Responsible Position

	Operations Center (Mobile EOC) (ESFs)
	Emergency Management Director

	Communications
	Emergency Management Coordinator

	Category 2 Essential Functions
	Title of Responsible Position

	Planning/Preparedness non-emergency
	Emergency Management Coordinator

	Mitigation non-emergency
	Emergency Management Coordinator

	Public Education (CERT) non-emergency
	Emergency Management Coordinator

	Public Information non-emergency
	Emergency Management Coordinator

	Grants non-emergency
	Emergency Management Coordinator


	Sheriff’s Office - Communications Division

	Category 1 Essential Functions
	Title of Responsible Position

	Answering 911
	Shift Supervisor

	Dispatch
	Shift Supervisor

	Weather Alarms
	Communications Director

	Notification of personnel
	Communications Director

	Cancel Warrants / Article entries
	Shift Supervisor

	Ex Parte entries / Cancellations
	Shift Supervisor

	Category 2 Essential Functions
	Title of Responsible Position

	Warrant Entry
	Shift Supervisor

	Article Entry
	Shift Supervisor

	Pawn Reports
	Shift Supervisor

	Tow Reports
	Shift Supervisor


	Sheriff’s Office – Administration Division (Including Information Technology)

	Category 2 Essential Functions
	Title of Responsible Position

	Process and store evidence
	Administration Sergeant

	Enter and validate warrants
	Administration Sergeant

	Process and store reports / records (any request with MO sunshine law is 3 days)
	Administration Sergeant

	Reception desk
	Administration Sergeant

	Applications for permit to acquire
	Administration Sergeant

	Application to carry a concealed weapon
	Administration Sergeant

	Vendor relations and finance management
	Administration Sergeant

	Payroll
	Administration Captain

	Civil Process
	Administration Sergeant

	Maintain training records
	Administration Sergeant

	Criminal Summons processing
	Administration Sergeant

	Bond processing
	Administration Sergeant

	Ongoing maintenance and integration
	Director of Information Technology

	Network / Servers
	Director of Information Technology

	Computer(s)
	Director of Information Technology

	Internet
	Director of Information Technology


	Sherriff’s Office - Detection Division

	Category 1 Essential Functions
	Title of Responsible Position

	Inmate Management
	Sergeant

	Food Services
	Food Services Supervisor

	Medical Care (on staff)
	Sergeant

	Facility (generator)
	Sergeant

	Intake
	Sergeant

	Category 2 Essential Functions
	Title of Responsible Position

	Medical Care (Doctors services)
	Contract Medical Staff

	Court(s) interface
	Sergeant

	Transportation
	Sergeant

	Product Delivery
	Food Services Supervisor

	Facility (electric)
	Sergeant

	Facility (water)
	Sergeant

	Facility (gas/heat)
	Sergeant

	Release
	Sergeant


	Sheriff’s Office – Investigation Division

	Category 1 Essential Functions
	Title of Responsible Position

	Crimes against persons
	Captain

	Crime Scene Investigations
	Captain

	SWAT
	Captain

	Category 2 Essential Functions
	Title of Responsible Position

	Crimes against property
	Captain

	Narcotics Division
	Narcotics Sergeants

	Fire arms (training and re-qualification)
	Captain


	Sheriff’s Office – Patrol Division

	Category 1 Essential Functions
	Title of Responsible Position

	Answer calls for service
	Administration Sergeant

	Crimes against persons
	Administration Sergeant

	Crash response
	Administration Sergeant

	Ex-partes
	Administration Sergeant

	Animal bites
	Administration Sergeant

	Crowd control
	Administration Sergeant

	Category 2 Essential Functions
	Title of Responsible Position

	Property Crimes
	Administration Sergeant

	Civil processes
	Administration Sergeant

	Assist other agencies
	Captain

	Vacation checks for property
	Captain

	School contracts
	Captain

	School Resource Officer
	Administration Sergeant

	Animal Control
	Administration Sergeant


	Treasure’s Office

	Category 2 Essential Functions
	Title of Responsible Position

	Deposit Revenue
	Treasurer

	Write checks (Accounts payable and payroll)
	Treasurer


	Visitor’s Bureau

	Category 2Essential Functions
	Title of Responsible Position

	Information Clearing House
	Director of Visitors Bureau

	Visitor housing
	Director of Visitors Bureau

	Coordination of hospitality resources
	Director of Visitors Bureau


Platte County is comprised of five (5) business units.  These business units work together to support the county’s essential functions.  Each business unit and its responsibilities for supporting the aforementioned essential functions are described in the following table.  

	Business Unit
	Essential Function Support Duties

	County Administration
	Information Services, Public Works, Parks and Recreation, Emergency Management, Assessor’s Office, Auditors Office, Facilities Management, Collector’s Office, Commission Office, Human Resources, Public Administration, Recorders Office, Treasure’s Office, Clerks office.

	Sheriff’s Operations
	Daily operations for police, fire, EMS, 911 center, IT for Sheriff’s, Communications, Investigations, Patrol, Administration

	Community Development
	Planning and Zoning, GIS, permits, code enforcement, Visitors Bureau, Board of Elections, Health Department

	Court Administrator
	Warrants, probation, collections, court proceeding, Circuit Clerk’s Office, Juvenile Services, Prosecution, Detention,  

	Network Administrator
	Information Services, computer work stations, internet 


Sample Annex B — Authorities and References

City of Raymore

· Robert T. Stafford Disaster Relief and Emergency Relief Act, PL 93-288, as amended

· Code of Federal Regulations, Title 44

· Code of Federal Regulations, Title 41, Part 101-20.103-4

· Code of Federal Regulations, Title 36, Part 1236

· Federal Preparedness Circular 65

· Federal Response Plan

· National Fire Protection Association 1600

· National Response Plan

· Federal Public Law 99-499, SARA, Title III, as amended
· FEMA’s “Guide for State and Local All-Hazard Emergency Operations Planning” 

· Mid-America Regional Council LEPC Hazardous Materials Plan, as amended
· Homeland Security Presidential Decision Directive 5 (HSPD-5)
· Natural Hazards Mitigation Plan for Kansas City Region
· Missouri Revised Statutes, Chapter 44, as amended
· Missouri Revised Statutes, 49.070, as amended
· Missouri Code of Regulations, Title II, Division 10, Chapter II, as amended
· State of Missouri Emergency Operations Plan, as amended
· SEMA’s “Missouri All-Hazard Emergency Planning Guidance” 

· SEMA’s “Missouri Hazard Analysis”, as amended
· Local Officials Emergency Handbook

· Raymore City Ordinance 240, as amended

· Cass County Emergency Operations Plan

· City of Raymore Emergency Operations Plan

Sample Annex B — Authorities and References

Platte County

· Robert T. Stafford Disaster Relief and Emergency Relief Act, PL 93-288, as amended

· Code of Federal Regulations, Title 44

· Code of Federal Regulations, Title 41, Part 101-20.103-4

· Code of Federal Regulations, Title 36, Part 1236

· Federal Preparedness Circular 65

· Federal Response Plan

· National Fire Protection Association 1600

· National Response Plan

· Federal Public Law 99-499, SARA, Title III, as amended
· FEMA’s “Guide for State and Local All-Hazard Emergency Operations Planning” 

· Mid-America Regional Council LEPC Hazardous Materials Plan, as amended
· Homeland Security Presidential Decision Directive 5 (HSPD-5)
· Natural Hazards Mitigation Plan for Kansas City Region
· Missouri Revised Statutes, Chapter 44, as amended
· Missouri Revised Statutes, 49.070, as amended
· Missouri Code of Regulations, Title II, Division 10, Chapter II, as amended
· State of Missouri Emergency Operations Plan, as amended
· SEMA’s “Missouri All-Hazard Emergency Planning Guidance” 

· SEMA’s “Missouri Hazard Analysis”, as amended
· Local Officials Emergency Handbook

· Homeland Security Presidential Decision Directive 5 (HSPD-5)
· Presidential Decision Directive 39 (PDD-39)


· Platte County Emergency Operations Plan

· Platte County Ordinance establishing the Platte County Office of Emergency Operations amended, dated February 20, 2003

· Missouri Revised Statues 192 & 205 MO Code of State Regulations, section 19
· Platte County Commission Order 75-03 (Isolation and Quarantine order) and 42 CFR 70.2 

Sample Annex C — Alternate Facilities

City of Raymore

	Facility Name
	Facility Address
	Agreement Type and Date Executed
	Annual Cost
	Departments Assigned to Facility

	Fire Department Training Center
	600 W Foxwood Drive
	None, City owned facility
	N/A
	Emergency Management

	Public Works, Operations and Maintenance Building
	1021 S. Madison
	None, City owned facility
	N/A
	All other City Departments located in the Raymore City Hall


Sample Annex C — Alternate Facilities

Platte County

	Facility Name
	Facility Address
	Agreement Type and Date Executed
	Annual Cost
	Departments Assigned to Facility

	Platte County Resource Center
	11724 NW Plaza Circle
Kansas City, Missouri 64153
(816) 270-2119
	None, County owned facility
	N/A
	Emergency Management and other select county offices located in Platte County Administration Building  

	Platte County Community Center North
	3101 Running Horse Rd.
Platte City MO 64079
(816) 858-0114
	None, County owned facility
	N/A
	Select county offices located in Platte County Administration Building  

	Platte County Community Center South
	8875 Clark Ave.
Parkville MO 64152
(816) 505-2622
	None, County owned facility
	N/A
	Select county offices located in Platte County Administration Building  

	Shiloh Springs Golf Course
	14750 Fairway Lane
Platte City, MO 64079
(816) 270-2582
	None, County owned facility
	N/A
	Parks and Recreation

	Platte County Health Department (Riverside)
	4443 NW Gateway Riverside, Platte City, MO 64150
(816) 587-5998
	None, Health Department Facility
	N/A
	Health Department

	Platte County Health Department (Platte City)
	212 Marshall Rd.
Platte City, MO. 64079
(816) 858-2412
	None, Health Department facility
	N/A
	Health Department


Sample Annex D — Go-Kits

City of Raymore and Platte County

A go-kit will include copies of the Emergency Operations Plan (EOP), the relevant department/agency plans, the COOP, call-down lists, other vital records (described in Annex E) and alternate facility locations with maps and directions.  The go-kit will also contain a laptop computer loaded with department/agency facility locations, essential human resources and payroll information, and department-specific software.  Copies of forms needed to continue providing essential services as well as forms that can be used to perform work manually should computer systems not be working properly will be included in the go-kit.

Essential personnel may want to also have a personal go-kit that includes personal care items.  Some recommended items include:

· A change of clothing

· Personal hygiene items (soap, shampoo, etc.)

· Drinking water

· Non-perishable food/snacks

· Eating utensils

· Manual can opener

· Disposable plates, cups, etc.

· Flashlight

· Batteries

· Portable radio

· Blanket

· Pillow

· First aid kit/first aid items

· Prescription medicines

· Contact lenses and solution

· Car charger for cellular telephone

· Money

· Maps of area

Sample Annex E — Vital Records/Databases

City of Raymore

	City Administration

	Vital Record
	Type of Record
	Format of Record
	Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	City Charter
	Administration
	Electronic, hard copy
	City Hall, back up
	Offsite
	Electronic
	Citizen board


	Emergency Management Department

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Emergency Operations Plan
	Emergency Management
	Hard copy, electronic, network, CD’s
	Emergency Management
	Onsite and offsite
	Word, PDF
	Emergency Management

	Hazard Mitigation
	MEMC, Emergency Management
	Hard copy, electronic, network, CD’s
	Emergency Management
	Onsite and offsite
	Word, PDF
	MEMC, Emergency Management

	Local Emergency Planning Committee (LEPC) Plan
	Local Emergency Planning Committee, Emergency Management, and MERC
	Hard copy, electronic, network, CD’s
	Emergency Management
	Onsite and offsite
	Word, PDF
	LEPC, Emergency Management, and MERC

	Volunteers Information 
	Emergency Management
	Hard copy, electronic, network, CD’s
	Emergency Management
	Onsite and offsite
	Word
	Emergency Management

	Training
	Emergency Management
	Hard copy, electronic, network, CD’s
	Emergency Management
	Onsite and offsite
	Hard copy
	Emergency Management


	Court Administration

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Tickets
	Legal
	Hard copy
	City Hall
	Police Officer
	Hard copy
	Court Administrator

	Warrants
	Legal
	Hard copy
	City Hall
	Police Officer
	Hard copy
	Court Administrator

	Probation Forms
	Legal
	Hard copy
	City Hall
	Police Officer
	Hard copy
	Court Administrator

	Judgment on the tickets
	Legal
	Hard copy
	City Hall
	Police Officer
	Hard copy
	Court Administrator

	Payments of fees
	Legal
	Hard copy
	City Hall
	NA
	NA
	Court Administrator

	Financial records
	Financial 
	Hard copy
	City Hall
	NA
	NA
	Court Administrator

	Bonds paid here but transferred
	Financial
	Hard copy
	City Hall
	NA
	NA
	Court Administrator 


	Community Development Department

	Vital Record
	Type of Record
	Format of Record
	Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Project plans 
	Community Development
	Electronic
	Planning and Zoning Server
	City Hall
	Hard copies
	All staff

	Construction drawings
	Community Development
	Electronic
	Planning and Zoning Server
	City Hall
	Hard copies
	All staff


	Finance Department

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Incode Program
	Financial
	Database
	Server
	Offsite
	Tape
	Finance Analyst, Human Resources, Court Administrator, Community Development

	Budget
	Financial
	CD, Hardcopy
	Finance Office
	Safe, Tape, Hard copy
	Tape, Hard copy
	Council

	Audit
	Financial
	CD, Hardcopy
	Finance Office
	Safe, Auditor
	Hard copy
	NA

	Checks
	Financial
	Hardcopy
	Finance Office
	NA
	NA
	Accounts Payable Clerk

	Customer billing
	Financial
	Database
	Server
	Tape
	Tape
	Utility Clerks

	Financial Log of funds
	Financial
	Hard copy
	Finance Office
	Financial Institution
	Hard copy
	Finance Director

	Expense Reports
	Financial
	Hard copy
	Finance
	In each department
	
	Finance, Police Property Officer


	Police Department - Operations

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Time sheets
	Personnel
	Hard copy 
	Human Resources 
	Police Department
	Paper
	Property Officer

	Expense reports
	Financial
	Hard copy
	Finance
	Police Department
	Paper
	Property Officer


	Police Department - Administration

	Vital Record
	Type of Record
	Format of Record
	Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	911 – software by Commenco
	Police
	Electronic
	Police IT office
	Offsite
	Electronic
	All officers

	ITI records management 
	Police
	Electronic and hard
	Police IT office
	Offsite
	Electronic
	All officers

	CAD system
	Police
	Electronic and hard
	Police IT office
	Offsite
	Electronic
	All officers

	Paper records
	Paper
	Hard
	City Hall
	Offsite
	Electronic
	Records Technician


	Fire Department

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Fire Reports
	Legal
	Electronic, hard copy 
	Server, file room
	On and offsite
	Zip drive; tape 
	Captains on shift; clerical/ administrative staff

	EMS Reports
	Legal
	Hard copy
	File room
	No
	No
	Captains

	Administrative records
	Financial/ Personnel
	Electronic, hard copy
	Server, file room
	On and offsite
	Tape 
	Clerical/ administrative staff


	Human Resources

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Personnel
	Human Resources
	Hard copy and electronic
	Human Resources
	Offsite
	Electronic
	Human Resources Specialist

	Payroll
	Human Resources
	Hard copy and electronic
	Human Resources
	Offsite
	Electronic
	Human Resources Specialist


	Information Technology Services Department

	Vital Record
	Type of Record
	Format of Record
	Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Web EOC
	Emergency Management
	Electronic
	Server
	Offsite
	Tape
	Emergency Management

	Auto CAD
	Emergency Management
	Electronic
	Server
	Offsite
	Tape
	Emergency Management

	GIS
	Mapping
	Electronic
	Server
	Offsite
	Tape
	Community Development, Emergency Management

	Incode
	Financial
	Database
	Server
	Offsite
	Tape
	Finance Analyst, Human Resources, Court Administrator, Community Development


	Public Works Department

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Access Database
	Public Works
	Electronic, hard copy
	Server, Public Works building
	Offsite
	Electronic
	Administration Assistant

	Construction records (Asbuilts)
	Public Works
	Mylar paper, CD, Electronic, scan, archive
	Server, Public Works building, City hall
	Offsite
	Electronic
	Administration Assistant

	Snow Removal
	Public Works
	Electronic, hard copy
	Server, Public Works building, city hall
	Offsite
	Electronic
	Director and Administration Assistant

	SOPs 
	Public Works
	Electronic, hard copy
	Server, Public Works building, city hall
	Offsite
	Electronic
	Director and Administration Assistant t


Network Administrator and the PC Support Specialist for the city and the Police Command Support Division for the Police Department are responsible for ensuring that vital records are available at the alternate facility during COOP operations, and that these records are returned to their correct locations when COOP operations cease.  In the case of storage with outside vendors, IS or Sheriff’s Administration Division will also maintain the roster individuals authorized to access these records.  The following procedures are necessary to retrieve records from the aforementioned storage locations:

1. Responsible staff member (see list below) from City of Raymore or the Police Department will contact the vendor and request the backup files.

2. Responsible staff member will coordinate with the vendor until the records have been recovered and are accessible on the City or Police server.

The following staff members are authorized to access off-site records:

City Hall Server Records

1. Network Administrator

2. PC Support Specialist

Police Department Server Records

1. Support Division Commander

2. Network Administrator

The county’s vital records are maintained and backed up on a regular basis.  The following table summarizes the maintenance and backup schedule and individuals responsible for overseeing this process.

	Vital Record/Database
	Maintenance Frequency
	Current Protection Methods
	Responsible Staff Member

	City Hall Server 
	Backups occur Monday thru Thursday with the Friday backup stored offsite
	Stored Offsite
	Network Administrator – Information Technology Services

	Police Department Server
	Backups occur every 12 hours
	Stored On and Offsite
	Support Division Commander – Police Administration Division


Sample Annex E — Vital Records/Databases

Platte County
	Assessor’s Office

	Vital Record
	Type of Record
	Format of Record
	Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Residential tax cards
	Legal
	Electronic; hard copy
	Office
	Off-site in Springfield, MO
	Electronic
	Data entry personnel

	Commercial tax cards
	Legal
	Electronic; hard copy
	Office
	Off-site in Springfield, MO
	Electronic
	Data entry personnel

	Personal property cards
	Legal
	Electronic; hard copy
	Office
	Off-site in Springfield, MO
	Electronic
	Data entry personnel

	GIS data
	Planning and Zoning
	Electronic
	County server
	On- and off-site
	Electronic
	GIS personnel

	Drawings
	Assessor
	Hard copy
	Office
	NA
	NA
	Data entry personnel


	Auditor’s Office

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Pentamation
	Financial
	Electronic 
	Server
	IT – on-site & off-site
	Electronic
	Senior Accountant / Financial

	Financial statements
	Financial
	Hard copy, Electronic copy
	Auditors office; server
	IT
	Electronic (Excel)
	Senior Accountant / Financial

	Fixed asset listing
	Auditor
	Hard copy, Electronic copy 
	Auditors office; server
	IT, Insurance company
	Electronic
	Senior Accountant / Financial


	Board of Elections

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	MCVR
	Voter Data
	Electronic
	Jefferson City 
	Off-site
	Electronic
	Directors / Clerks

	Poll Registers
	Voter Data
	Hard copy
	Office
	Office
	Hard copy
	Directors

	Ballot Server
	Voter Data
	Electronic
	Office
	Office
	Electronic
	Directors


	Collector’s Office

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Equitech
	Collector
	Hard copy, CD
	Server
	Off-site, Secretary of State
	CD, Tape
	Collector


	County Clerk’s Office

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Court Records
	Legal
	Hard copy
	Office
	Secretary of State
	Microfilm
	County Clerk

	Permanent Records
	Legal
	Hard copy
	Office
	Secretary of State
	Microfilm
	County Clerk


	Circuit Clerk’s Office

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Circuit Courts Software
	Legal
	Electronic
	Server
	Office, State Courts Administrator  in Jefferson City
	Electronic, Tape
	Circuit Clerk


	Facilities Management

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Building Blueprints
	Emergency Plan
	Paper
	Onsite
	Will be relocated to Resource Center
	Paper
	Facilities Coordinator


	Health Department

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Septic Inspections
	Legal
	Hard copy, Electronic
	Platte City Office
	Fire safe, Platte City Office
	Tape
	Environmental Health Supervisor

	Food Inspections
	Legal
	Hard copy, internet, Electronic
	Platte City Office
	Fire safe, Platte City Office
	Tape
	Environmental Health Spec.

	Emergency Response Plan
	Emergency Plan
	Hard copy, Electronic
	Platte City Office, Riverside Office
	Fire safe, Platte City Office
	Tape
	Emergency Response Planner

	Continuity of Operations Plan
	Emergency Plan
	Electronic
	Platte City Office
	Fire safe, Platte City Office
	Tape
	Emergency Response Planner

	Patient Medical Records
	Medical
	Hard copy
	Platte City Office, Riverside Office
	NA
	NA
	Nurse

	Workers’ Comp
	Personnel
	Electronic
	Platte City Office
	Fire safe, Platte City Office
	Tape
	Bookkeeper

	Time Sheets
	Personnel
	Hard copy, Electronic
	Platte City Office
	Fire safe, Platte City Office
	Tape
	Bookkeeper

	Birth Certificate Requests
	Legal
	Hard copy
	Platte City Office
	NA
	NA
	Vital Records Coordinator

	Death Certificate
	Legal
	Hard copy
	Platte City Office
	NA
	NA
	Vital Records Cord

	QuickBooks Accounting Files
	Financial
	Electronic
	Platte City Office
	Fire safe, Platte City Office
	Tape
	Bookkeeper

	Communicable Disease Log
	Medical
	Hard copy, Electronic
	Platte City Office, Riverside Office
	Fire safe, Platte City Office
	Tape
	CD Coordinator

	Pulse Client Database
	Medical
	Electronic
	Platte City Office
	Fire safe, Platte City Office
	Tape
	Nursing Supervisor


	Human Resources

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Pentamation
	Finance
	Electronic
	Server
	IT
	Electronic
	Human Resource Coordinator

	General Human Resources spreadsheets
	Excel
	Electronic
	Server
	IT
	Electronic
	Human Resource Coordinator


	Information Technology

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Pentamation
	Financial
	Electronic
	Server
	On- and off-site
	Tape
	All offices

	Recorder of Deeds Application
	Recorder
	Electronic
	Server
	On- and off-site
	Tape
	Recorder

	Planning and Zoning Application
	Planning and Zoning
	Electronic
	Server
	On- and off-site
	Tape
	Planning and Zoning

	Server
	All Offices
	Electronic
	Server
	On- and off-site
	Tape
	All offices


	Juvenile Services

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Forms File
	Legal
	Hard Copy, hard drive
	Hard Drive
	Juvenile Officer
	OSCA
	Electronic

	Case Files
	Legal
	Hard Copy, hard drive
	Hard drive
	Deputy Juvenile Officer assigned, office personnel
	OSCA
	Electronic

	Legal Documents
	Legal
	Hard Copy, hard drive
	Hard drive
	Juvenile Officer
	OSCA, circuit clerk
	Electronic

	Resource information
	Personnel
	Hard drive
	Hard drive
	Juvenile Officer
	OSCA
	Electronic

	Policy and Procedures
	Personnel
	Hard drive
	Hard drive
	Juvenile Officer
	OSCA
	Electronic

	Statistics
	Personnel grants
	Hard Copy, hard drive
	Hard drive
	Juvenile Officer, Office Manager
	Office Cabinet
	Electronic, hard copy

	Personnel Files
	Personnel
	Hard Copy, hard drive
	Juvenile Officer File Cabinet
	Juvenile Officer
	HR office
	Hard copy

	Purchase Orders
	Financial
	Hard drive
	Office Manager Cabinet
	County
	Auditor
	Hard copy

	Restitution
	Legal, Financial
	Hard Copy, hard drive
	Hard Copy, hard drive
	Juvenile Officer & Deputy Juvenile Officer on case
	OSCA
	Electronic

	Program Description
	Personnel
	Hard drive
	Hard drive
	Juvenile Officer, Program Coordinator
	OSCA
	Electronic

	Grants
	Personnel, Legal
	Hard Copy, hard drive
	Hard Copy, hard drive
	Program Coordinator
	Grant Location
	Electronic

	JIS
	Personnel, Legal
	Hard drive
	Hard drive
	OCSA
	NA
	NA

	MOJJIS
	Personnel, Legal
	Hard drive
	Hard drive
	OSCA
	NA
	NA

	Vehicle records
	Personnel, Legal
	Hard Copy, hard drive
	Hard drive, CDJO cabinet
	CDJO
	OSCA
	Electronic

	Photo’s
	Legal
	Hard Copy, hard drive
	Hard drive, & file copy
	Deputy Juvenile Officer, Program Coordinator
	OSCA
	Photo


	Parks and Recreation

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Park Plans
	Parks and Recreation
	Electronic and paper
	Office
	I.S. Offsite
	Electronic, Hard Copy
	Senior Park Planner

	Contracts
	Parks and Recreation
	Paper, Electronic 
	Office
	Off-site
	Electronic
	Secretary

	Deeds
	Parks and Recreation
	Paper
	Office
	Off-site
	Micro fish 
	Secretary

	Construction plans
	Parks and Recreation
	Electronic, paper
	Office
	Off-site
	Electronic
	Secretary

	Master plans
	Parks and Recreation
	Electronic, paper
	Office
	Off-site
	Electronic
	Secretary

	Partnership agreements
	Parks and Recreation
	Electronic, paper
	Office
	Off-site
	Electronic
	Secretary

	Photos – picture library all digital
	Parks and Recreation
	Digital, some paper
	Office
	Off-site
	Electronic
	Secretary

	Purchasing records
	Parks and Recreation
	Paper
	Office
	Off-site
	Hard Copy
	Secretary


	Planning and Zoning

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Building permits file
	Planning and Zoning
	Database (located on Z server); hard copy files
	Planning and Zoning
	Server
	Electronic
	Planner / Building Official / County Engineer

	Re-zonings
	Planning and Zoning
	Hard copy 
	Planning and Zoning
	NA
	NA
	Planner / Building Official / County Engineer

	Special Use Permits
	Planning and Zoning
	Hard copy
	Planning and Zoning
	NA
	NA
	Planner / Building Official / County Engineer

	Variances
	Planning and Zoning
	Hard copy
	Planning and Zoning
	NA
	NA
	Planner / Building Official / County Engineer

	Plat maps
	Planning and Zoning
	Hard copy
	Planning and Zoning; Recorder office 
	NA
	NA
	Planner / Building Official / County Engineer

	Zoning map
	Planning and Zoning
	Hard copy; GIS overlay 
	Planning and Zoning
	NA
	NA
	Planner / Building Official / County Engineer

	Construction plan and documents
	Planning and Zoning
	Hard copy
	Planning and Zoning; Recorders office
	NA
	NA
	Planner / Building Official / County Engineer

	Floodplain management files
	Planning and Zoning
	Hard copy
	Planning and Zoning
	NA
	NA
	Planner / Building Official / County Engineer

	Building code
	Planning and Zoning
	Hard copy; electronic
	Planning and Zoning; county clerk 
	Server
	Tape
	Planner / Building Official / County Engineer

	Zoning order and subdivision regulations
	Planning and Zoning
	Hard copy; Internet 
	P&Z office; county clerk has copy of amendments
	NA
	NA
	Planner / Building Official / County Engineer

	Land use plan
	Planning and Zoning
	Hard copy and electronic copy
	P&Z office
	Director’s home
	Electronic
	Planner / Building Official / County Engineer

	Roads master plans
	Planning and Zoning
	Hard copy and electronic copy
	P&Z office
	NA
	NA
	Planner / Building Official / County Engineer


	Prosecutor’s Office

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	ALERT
	Sheriff
	Electronic
	Sheriff
	Jefferson City
	Electronic
	MO State Highway Patrol 

	Criminal Case Management System
	Prosecutor Office
	Electronic
	Server 
	Server
	Electronic
	Prosecutor Office

	Case Files
	Prosecutor Office
	Video, audio, paper, CD, DVD, pictures
	Prosecutor Office
	Multiple
	Video, audio, paper, CD, DVD, pictures
	Prosecutor Office

	Evidence Locker
	Prosecutor Office
	Multiple types
	Prosecutor Office
	NA
	NA
	Investigator


	Public Administration

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	SEM Application
	Public Administration
	Electronic database
	Computer, backed up at SEM headquarters
	Back up laptop Computer, backed up at SEM headquarters
	Electronic
	Public Administration Staff

	Missouri Revised Statutes 1-20
	Legal
	Hard copy
	Public Administration Office
	NA
	NA
	NA

	Probate Form
	Legal
	Hard copy
	Public Administration Office
	NA
	NA
	NA

	Probate Code
	Legal
	Hard copy
	Public Administration Office
	NA
	NA
	NA

	Trust Code and Law Manual
	Legal
	Hard copy
	Public Administration Office
	NA
	NA
	NA

	Missouri Foreclosure Manual
	Legal
	Hard copy
	Public Administration Office
	NA
	NA
	NA


	Public Works

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Paper - Finance
Contracts
Road files
Maintenance. history
	Public Works
	Hard Copy 
	Public Works
	No
	NA
	NA

	Pubworks
	Public Works
	Electronic
	Public Works
	Yes
	Server
	Electronic

	Contracts for engineering
	Public Works
	Hard Copy
	Public Works
	No
	NA
	NA


	Recorder’s Office

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Real estate records (from 1839 to present)
	Legal
	Film; hard copy. Paper only from 1839-1990
	Records Office
	Microfilm and Imaging
Sec. of State on-site and off-site 
	Film

Electronic
	Recorder

	Marriage licenses
	Legal

Electronic
	Film; hard copy
	Records Office
	Microfilm and Imaging

Sec. of State on-site, off-site
	Film
	Recorder

	Tax liens
	Legal
	hard copy

Electronic
	Records Office
	Microfilm and Imaging

On-site, off-site
	Film
	Recorder

	Military discharge papers
	Legal
	Film; hard copy
	Records Office
	Microfilm and Imaging

On-site, off-site
	Film
	Recorder


	Sheriff’s Office - Emergency Management Division

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	EOP
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	All Hazard Plan
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Large Resource list
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Critical Site list
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	WEBEOC
	Emergency Management
	Electronic
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	CERT list
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	ARES list
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Training
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Mass Casualty Plan
	Emergency Management
	Hard copy
	MEIS
	Mirrored server
	Electronic
	Regional Homeland Security  Council

	Airport Crash Plan
	Emergency Management
	CD, electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	MMRS plan
	Emergency Management
	Hard copy
	MEIS
	Mirrored server
	Electronic
	Regional Homeland Security Council

	EM System
	Emergency Management
	Electronic
	Emergency Management,
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	LEPC Hazmat
	Emergency Management
	CD, Electronic, Memory Stick
	Emergency Management, data sticks
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Regional Coordination Guide
	Emergency Management
	Electronic
	MEIS
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Regional Mitigation Plan
	Emergency Management
	Electronic
	MEIS
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Regional LEPC Plan
	Emergency Management
	Electronic
	MEIS
	Sheriff’s office
	Electronic
	Emergency Management Coordinator

	Pipeline
	Emergency Management
	Paper
	Owners of pipelines
	Company
	Electronic
	Companies


	Sheriff’s Office - Communications Division

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Timesheets
	Personnel
	Hard copy
	Office
	Payroll clerk, Human Resource
	Hard copy
	Director

	Employee Records
	Personnel
	Hard copy
	Office
	NA
	NA
	Director, Shift Supervisor

	Training Records
	Personnel
	Hard copy
	Office
	MARC
	Hard copy
	Director, Shift Supervisor

	Policy and Procedures
	Legal
	Hard copy, CD
	G: drive
	G: drive
	CD
	Director

	911 records
	Legal
	CD
	Office
	MARC
	Electronic
	Director

	RACAL recordings
	Legal
	CD
	Office
	On System
	Hard copy
	Automatic

	City Police Warrants and articles
	Legal
	Hard copy
	Communications Center
	Original Agency
	Hard copy
	Dispatcher

	Cancellation of city entries
	Legal
	Hard copy
	Communications Center
	NA
	NA
	Dispatcher

	Message logs
	Legal
	Hard copy
	Communications Center
	NA
	NA
	Dispatcher

	Tow/Repo Reports
	Legal
	Hard copy
	Communications Center
	NA
	NA
	Dispatcher

	Copies of Ex Parte
	Legal
	Hard copy
	Communications Center
	Circuit Clerk
	Hard copy
	Dispatcher


	Sheriff’s Office - Administration Division (Including Information Technology)

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Emergitech
	Sheriff
	Database
	Sheriff Server
	Division Staff
	Server
	Electronic

	ALERT
	Sheriff
	Database
	Sheriff Server
	Division Staff
	Server
	Electronic

	MULES
	Sheriff
	Database
	Sheriff Server
	Division Staff
	Server
	Electronic

	Payroll
	Human Resources
	Excel
	Human Resources
	Commander
	Server
	Electronic

	Pentamation
	Financial
	Database
	County Server
	Division Staff
	Server
	Electronic

	Argus
	Sheriff
	
	Sheriff Server
	Division Staff
	Server
	Electronic

	Equipment List
	Sheriff
	Electronic/Hard Copy
	Sheriff Server
	Division Staff
	Server
	Electronic

	IP Address List
	Sheriff
	Electronic/Hard Copy
	Sheriff Server
	Division Staff
	Server
	Electronic


	Sheriff’s Office - Detention Division

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Inmate booking Records
	Sheriff
	Hard copy
	Jail
	NA
	NA
	All staff

	Inmate Medical Records
	Sheriff
	Hard copy
	Jail
	NA
	NA
	Medical Staff

	Inmate Computer Records
	Sheriff
	Digital, Emergitech
	Department Server
	Sheriff Server
	Tape
	Commander


	Sheriff’s Office - Investigation Division

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Miranda Waiver
	Sheriff’s Department
	Hard copy, CD
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Voluntary Statement
	Sheriff’s Department
	Hard copy
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Probable Cause Statement
	Sheriff’s Department
	Hard copy, CD
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Warrant Application
	Sheriff’s Department
	Hard copy, CD
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	S

Warrant  
	Sheriff’s Department
	CD
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Lab Sheet
	Sheriff’s Department
	Hard copy
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Offense Report
	Sheriff’s Department
	Hard copy, database
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Evidence Report
	Sheriff’s Department
	Hard copy


	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Crime Scene Report
	Sheriff’s Department
	Hard copy


	Emergitech and/or Office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Permit to Search
	Sheriff’s Department
	Hard copy


	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Division Schedule
	Sheriff’s Department
	Hard copy, CD
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Division Roster
	Sheriff’s Department
	Hard copy, CD
	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department

	Evidence Stickers
	Sheriff’s Department
	Hard copy


	Emergitech and/or office
	Detective vehicles
	Hard copy, CD, computer
	ETI, Prosecuting Attorney, Sheriff’s Department


	Sheriff’s Office - Patrol Division

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Probable Cause Statement
	Law Enforcement
	Hard copy, CD
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Warrant Application
	Law Enforcement
	Hard copy, CD
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Search Warrant
	Law Enforcement
	CD
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Alcohol Influence Report
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	15 day permit
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Tow sheet
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Accident Books
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Ticket Books
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Miranda Waiver
	Law Enforcement
	Hard copy, CD
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Statement Forms
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Roster
	Law Enforcement
	Database
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Crash Report
	Law Enforcement
	Hard copy, CD
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Offense Report
	Law Enforcement
	Hard copy, database
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Traffic Stop Information
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Warning Tickets
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Tow Stickers
	Law Enforcement
	Paper
	Office
	With Sergeant and Captain
	
	Law Enforcement

	Property Forms
	Law Enforcement
	Paper
	Office
	With Sergeant and Captain
	CD
	Law Enforcement

	Evidence logging forms and supplies
	Law Enforcement
	Hard copy, CD
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology

	Juvenile Custody Log
	Law Enforcement
	Hard copy
	Emergitech, Office
	With Sergeant and Captain
	CD
	Law Enforcement, Prosecutors, Information Technology


	Treasure’s Office

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Pentamation
	Financial
	Electronic
	Server
	Server
	Electronic
	Treasurer

	Bank statements
	Financial
	CD
	Office
	NA
	NA
	Treasurer


	Visitor’s Bureau

	Vital Record
	Type of Record
	Format of Record
	 Document Location
	Backup Location(s)
	Format of Backup
	Responsible Staff Member Person

	Outlook files for Visitors Bureau
	Electronic, Hardcopy
	Electronic, Hardcopy
	Office and Server
	On and off-site
	Electronic
	Office staff


The Network Administrator for the County and the Sheriff’s Information Technology Division is responsible for ensuring that vital records are available at the alternate facility during COOP operations, and that these records are returned to their correct locations when COOP operations cease.  In the case of storage with outside vendors, IS or Sheriff’s Administration Division will also maintain the roster individuals authorized to access these records.  The following procedures are necessary to retrieve records from the aforementioned storage locations:

1. Responsible staff member (see list below) from Platte County will retrieve the backup files.

2. Responsible staff member will restore the records and ensure they are accessible on the County server.

The following staff members are authorized to access off-site records for the Platte County Administration Building Server:
1. Director of Information Services

2. Network Manager

The county’s vital records are maintained and backed up on a regular basis.  The following table summarizes the maintenance and backup schedule and individuals responsible for overseeing this process.

	Vital Record/Database
	Maintenance Frequency
	Current Protection Methods
	Responsible Staff Member

	Platte County Administration Building Server
	Backups occur Monday thru Friday,  Every two weeks a backup stored offsite
	Stored Off-site
	Director of Information Services and Network Manager

	Sheriff’s IT Server
	Backups occur every day of the week at 2am.
	Stored On-site
	Division Commander for Administration (Director of IT)


Sample Annex F — Lines of Succession

City of Raymore

	Department/
Agency
	Key Position
(Title)
	Designated Successor(s)
(Title)
	Limitation/ Conditions
	Responsibilities

	City Administration
	City Administrator 
	1.
Assistant City Administrator 

2.
Finance Director

3.
Community Development Director
	
	

	Court Administration
	Judge
	1.
Cass County Presiding Judge would designate Judge

2.
State Court would designated Judge if Cass County Presiding Judge is unavailable
	
	

	Emergency Management Department
	Director of Emergency Management
	1.
 Emergency Management Coordinator

2.
As designated
	
	

	Finance Department
	Finance Director
	1.
Assistant City Administrator

2.
As designated
	
	

	Fire Department
	Chief I (Department Manager/Chief)
	1.
Chief II (Operations Chief/Deputy Chief)

2.
Chief III (Community and Administrative Services Chief/Assistant Chief)

3.
Chief IV (Training Chief/Assistant Chief)

4.
Chief V through VII (Battalion Chiefs)
	
	

	Human Resources
	Human Resource Specialist
	1.
Administration Assistant for Economic Development

2.
As designated
	
	

	Information Technology Services Department
	Network Administrator
	1.
PC support Specialist

2.
Commander Support Division (Police)
	
	

	Community Development Department
	Community Development Director
	1.
City Planner

2.
Assistant City Administrator
	
	

	Police Department
	Chief
	1.
Deputy Chief

2.
Operations Commander or Support Division Commander
	
	

	Police Department - Operations
	Operations Commander
	1.
Patrol/Detective Sergeant

2.
As designated
	
	

	Police Department - Administration
	Support Division Commander
	1.
Dispatch Supervisor

2.
Sergeants

3.
As designated
	
	

	Public Works Department
	Director of Public Works
	1.
Assistant(s)

2.
Supervisors

3.
City Administrator

4.
Crew Chiefs
	
	


Sample Annex F — Lines of Succession

Platte County

	Department/
Agency
	Key Position
(Title)
	Designated Successor(s)
(Title)
	Limitation/ Conditions
	Responsibilities

	Assessor’s Office
	Assessor
	1.
Chief Deputy

2.
Senior Commercial Appraiser/Real Estate Manager
	
	

	Auditor’s Office
	Auditor
	1.
Chief Deputy Auditor

2.
Deputy Auditor
	
	

	Board of Elections
	Director(s) Board of Elections (Republican and Democrat)
	1.
Director(s) Board of Elections (Republican and Democrat)

2.
As appointed by the Board of Directors
	
	

	Collector’s Office
	Collector 
	1.
Chief Deputy Collector

2.
Deputy Collector
	
	

	County Clerk’s Office
	County Clerk
	1.
Chief Deputy

2.
Deputy
	
	

	Commission’s Office
	Presiding Commissioner
	1.
Associate Commissioner

2.
Director of Administration

3.
Platte County Sheriff
	
	

	Circuit Clerks Office
	Circuit Judge
	1.
Chief Deputy Circuit Clerk

2.
Unit Supervisors
	
	

	Facilities Management
	Administration Director
	1.
Facilities Coordinator

2.
Assistant Facilities Coordinator
	
	

	Health Department
	Health Department Director
	1.
Health Services & Emergency Response Manager/Bio-terrorism Response Planner

2.
Environmental Health Supervisor

3.
Nursing Supervisor
	
	

	Human Resources
	Human Resource Coordinator
	1.
Payroll Specialist 

2.
Payroll could be done by Information Services
	
	

	Information Services Office
	Director of Information Services
	1.
Network Manager

2.
Operations Technician
	
	

	Juvenile Services
	Juvenile Officer
	1.
Chief Deputy Juvenile Officer

2.
Chief Deputy Juvenile Officer – Domestic Relations

3.
Deputy Juvenile Officer I
	
	

	Parks and Recreation
	Director of Parks and Recreation
	1.
Assistant Director

2.
Senior Planner

3.
Operations Supervisor or Park Planner
	
	

	Planning and Zoning
	Director of Planning and Zoning
	1.
Building Official

2.
Planner II
	
	

	Prosecutor’s Office
	Prosecuting Attorney
	1.
First Assistant Prosecuting Attorney

2.
Assistant Prosecuting Attorney (based on seniority)
	
	

	Public Administration
	Public Administrator
	1.
Chief Deputy Public Administrator

2.
Assistant Chief Deputy Public Administrator

3.
Deputy Public Administrator
	
	

	Public Works
	Director of Public Works
	1.
Assistant Director of Capital Improvements Division

2.
Manager of Road and Bridge Maintenance/Field Supervisor 
	
	

	Recorder’s Office
	Recorder
	1.
Chief Deputy Recorder

2.
Deputy Recorder
	
	

	Sheriff’s Office
	Sheriff
	1.
Senior Division Commander (Captain)

2.
2nd Senior Division Commander (Captain)
	
	

	Sheriff’s Office - Emergency Management Division
	Sheriff 
	1.
Division Commander/Director of Emergency Management

2.
Emergency Management Coordinator

3.
Assistant Emergency Management Coordinator 

4.
Emergency Management Specialist (volunteer and part time)
	
	

	Sheriff’s Office - Communications
	Division Commander
	1.
Director of Communications

2.
Shift Supervisor (Date of rank)

3.
Senior Communications Officer
	
	

	Sheriff’s Office – Administration (Including Information Technology)
	Division Commander
	1.
Appointed by County Commission

2.
Commander

3.
Sergeants
	
	

	Sheriff’s Office - Detention
	Division Commander
	1.
Senior Sergeant

2.
Sergeant (2nd senior)

3.
Sergeant ( 3rd-5th senior)
	
	

	Sheriff’s Office - Investigation
	Division Commander
	1.
Captain

2.
GI Sergeants (Date of rank)

3.
Narcotics Sergeants (Date of rank)

4.
Detectives (Date of rank)
	
	

	Sheriff’s Office - Patrol
	Division Commander
	1.
Captain

2.
Administration Sergeant

3.
Sergeant (Date of rank)
	
	

	Treasurer’s Office
	Treasurer
	1.
Deputy Treasurer I

2.
Deputy Treasurer II
	
	

	Visitors Bureau
	Director of Visitors Bureau
	1.
Tourism Manager

2.
Visitors Services Manager
	
	


Annex I — Logistics

City of Raymore

Each individual department head will be notified of the COOP status with the information.  The table below contains the contact information for department heads and at least one alternate.  Once notified, the department will notify their employees.  Updated employee lists are located in each department for this purpose.  Most departments will notify employees via phone, cell phone, in person or email depending on the event.  Employee Roster

	Department
	Employee Name
	Position
	Email Address
	Work Phone 
	Home Phone 
	Cell Phone/Pager 

	City Administration
	Eric Berlin
	City Administrator
	eberlin@raymore.com
	(816) 331-0448
	
	

	City Administration
	Todd Thompson
	Assistant City Administrator 
	tthompson@raymore.com
	(816) 331-0488
	
	

	Information Technology Services Department
	Jim Mayberry
	Network Administrator
	jbmayberry@raymore.com
	(816) 812-7076
	
	

	Emergency Mangement Department
	Mike Boos
	Emergency Management Coordinator
	mboos@raymore.com
	(816) 322-0893
	
	

	Police Department
	Kristofer Turnbow
	Deputy Police Chief -Administration
	kturnbow@raymore.com
	(816) 331-0530
	
	

	Police Department
	Stephen Donahoe
	Lieutenant, Police  Operations
	sdonahoe@raymore.com
	(816) 331-0564
	
	

	Fire Department
	Mike Van Aken
	Assistant Fire Chief
	mvsmfd@yahoo.com
	(816) 331-3008
	
	

	Public Works Department
	Michael Krauss
	Director of Public Works
	mkrauss@raymore.com
	(816) 331-1852
	
	

	Finance Department
	Jim Feuerborn
	Director of Finance
	jfeuerborn@raymore.com
	(816) 331-0488
	
	

	Human Resources
	Melanie Brunk
	Human Resources Director
	mbrunk@raymore.com
	(816) 813-4022
	
	

	Court Administration
	Alberta Talken
	Court Administrator
	atalken@raymore.com
	(816) 331-1712
	
	

	Community Development Department
	James Cadoret
	Community Development Director
	jcadoret@raymore.com
	(816) 331-1803
	
	

	
	Janet Snook
	Parks and Recreation Director
	jsnook@raymore.com
	(816) 322-2791
	
	


Key vendors and customers also will be notified of the intent to activate and de-activate the COOP.  Notifications will occur using the usual methods such as land line telephone, cellular telephone, or e-mail.

Vendor Roster

	Service
	Vendor
	Point of Contact
	Contact Information
	Main Number

	Internet Provider
	Birch Telecom
	
	
	

	Cellular Service
	Cingular

Nextel
	
	
	

	911 Systems
	Commenco Wireless
	
	
	816-753-2166

	Radios
	CRC Custom Radio

Conrad

Towers
	
	
	816-561-4100

	Landline Service
	Direct Communications

Nuvox
	
	
	(913) 599-5577

	Computer Hardware
	Dell
	
	
	

	Network Systems
	Net Standard 
	
	
	

	Database Programs
	Incode( Tyler Industries)

ESRI
	
	
	

	Network Software
	Cameo

Aloha

Microsoft AMCO Field Software (meter reader)

Dataprose

MoPerm

Adobe

CAD

Peachtree
	
	
	

	Backup Systems (Records Mgmt and Dispatch)
	ITI Support
	
	
	(866) 448-4872

	Server
	
	
	
	

	Finance/HR Systems
	Incode
	
	
	

	Pagers
	Mobil Phone
	
	
	(816) 221-2720

	Recorder Line
	Voice products
	
	
	(316) 841-9228

	Fiber provider
	Comcast
	
	
	

	Copper Line Provider
	Southwestern Bell/AT&T
	
	
	

	Supplies
	Best Buy

Wal-Mart

Office Max

Worldwide Tech

Lowes

Corporate Express

Peachtree

Tractor Supply

Orslin
	
	
	


The following equipment and supplies, including software and desktop and laptop computers, will be required to continue essential functions from the alternate facility.

Overall requirements for all Departments:

	Equipment
	Quantity
	Pre-Positioned
	Hand-Carried
	To Be Ordered

	Personal Computer/Laptop
	22
	0
	0
	22

	Photocopier**
	2
	0
	0
	2

	Fax Machine**
	2
	0
	0
	2

	Desks
	21
	0
	0
	21

	Telephones
	14
	0
	0
	14

	Chairs
	23
	0
	0
	23

	Printer
	11
	0
	0
	11

	Scanner
	2
	0
	0
	2

	Plotter
	1
	0
	0
	1


** For every 5 pieces of equipment requested by departments 1 machine is provided 

Consumable supplies that will be needed at the alternate facility include:

· Pens

· Pencils

· Staples

· Stapler

· Copy Paper

· File Folders

· Printer ink cartridges

· Rubber bands

· Paper clips

· Readable/Writeable CD’s

· Pre-printed forms

· Post-Its

· Highlighters

· Notebooks/Legal pads

· Sanitizer - Purel

Most of the supplies will be hand-carried or ordered and delivered to the alternate facilities, although some supplies may already be available at the alternate facilities.

Replacement personnel may be required to implement the COOP.  The City Administrator has the authority to appoint personnel to temporary or permanent vacant positions.  However, the Municipal Court Judge must be appointed by Cass County.  The positions that have special requirements should be filled using the standards set forth by the human resource department to fill the positions.  Consideration should be made for specific skills that support the essential functions.

Annex I — Logistics

Platte County

Each individual department head will be notified of the COOP status with the information.  The table below contains the contact information for department heads and at least one alternate.  Once notified, the department will notify their employees.  Updated employee lists are located in each department for this purpose.  Most departments will notify employees via phone, cell phone, in person or email depending on the event.  Employee Roster

	Department
	Employee Name
	Position
	Email Address
	Work Phone 
	Home Phone 
	Cell Phone/Pager 

	Assessor
	Lisa Pope
	
	lpope@co.platte.mo.us
	(816) 858-3301
	
	

	Auditor
	Siobhann Williams
	
	skwilliams@co.platte.mo.us
	(816) 858-3327
	
	

	Board of Elections
	Wendy Flannigan 
	
	platte@sos.mo.gov
	(816) 858-4400
	
	

	Collector
	Donna Nash
	
	dnash@co.platte.mo.us
	(816) 858-3356
	
	

	County Clerk
	Sandy Krohne
	
	skrohne@co.platte.mo.us
	(816) 858-3340
	
	

	Commissioner
	Betty Knight
	
	bknight@co.platte.mo.us
	(816) 858-3331
	
	

	Circuit Clerk
	Sandy Dowd
	
	sandy.dowd@courts.mo.gov
	(816) 858-3481
	
	

	Facilities Management
	John Kempt
	
	jkempt@co.platte.mo.us
	(816) 858-3350
	
	

	Health Department
	Mary Jo Everhart
	
	everhm@lpha.dhss.mo.gov
	(816) 858-2412
	
	

	Human Resources
	LeAnna Fannon
	
	lfannon@co.platte.mo.us
	(816) 858-1984
	
	

	Information Services
	Ted Smith 
	
	teds@co.platte.mo.us
	(816) 858-1944
	
	

	Juvenile Services
	Janet Warner
	
	janet.warner@courts.mo.gov
	(816) 858-3420
	
	


Key vendors and customers also will be notified of the intent to activate and de-activate the COOP.  Notifications will occur using the usual methods such as land line telephone, cellular telephone, or e-mail.

Vendor Roster

	Service
	Vendor
	Point of Contact
	Contact Information
	Main Number

	Internet Provider/ Network Systems
	Net Standard
	Walt Lane
	200 Merriam Lane, Kansas City, KS  66106
	(913) 262-3888

	Cellular Service
	1.
Sprint/ Nextel

3.
T-Mobil

4.
Cingular

5.
Midwest Mobile
	1.
Tiernan Good

5.
Ernie Miller 
	1.
7007 College Boulevard, Overland Park, KS  66211

4.
PO Box 650553 Dallas, TX 75265

5.
812 South 10th St. St. Joseph, MO 64501
	1.
(913) 908-1240 Customer Care (888) 788-4727

4.
(800) 331-0500

5.
(800)  633-1025

	Satellite Phones
	Global Star USA
	Customer service
	PO Box 30519 Los Angeles, Ca. 90030
	(877) 452-5782

	911 systems
	1.
Commenco- wireless

2.
Southwestern Bell – land line
	SaraLynn Hayes
	4901 Bristol Ave.

Kansas City, MO 64129
	(816) 753-2166

	Paging System
	1
Emergin

2.
Motorola
	1.
Customer Service

2.
Ernie Miller
	1.
8555 E. 32nd St. N.Wichita, KS 67226

2.
812 South 10th St. 

St. Joseph, MO 64501
	2.
(800) 466-1152 (service)
(316) 616-1111 (business office)

2.
(800)  633-1025

	Dispatch
	INTERCad
	
	
	

	Radios
	1.
Midwest Mobile

2.
Central Communications Gold Elite
	1.
Ernie Miller
	1.
812 South 10th St. St. Joseph, MO 64501
	1.
(800)  633-1025

	Landline Service
	1.
Embarq

2.
ATS

3.
Southwestern Bell
	1.
Linda Coleman
	1.
Orlando, Fla.
	1.
(800) 786-6272 (repairs)

1.
(866) 368-3686 (business office)

3.
(866) 722-3911

	Technology Services
	1.
Consultant

2.
I-6
	1.
Joel Ricketts

2.
Stan Cooper
	1.
NA

2.
8 Village Circle, Platte City, MO  64079
	1.
(913) 915-3502

2.
(816) 858-2153

	Computer Hardware / Network Software / Server
	Worldwide Technology
	Doug Uthoff
	PO Box 957653, St. Louis, MO  63195
	(800)432-7008 ext. 2683

	Assessor’s Software
	Ulrich Software
	
	Springfield, MO
	(417) 886-1173

	Emergency Management Software
	WebEOC

ESI
	John O’Dell
	699 Broad Street suite 1011

Augusta ,Ga.
	W
(706) 823-0911

C
(706) 831-3733

F
(706) 826-9911

	Financial Software
	Pentamation
	Jessie Gasper
	PO Box 7422209 Houston, TX. 77274
	(610) 691-3616 ext. 5602

	Collector Software
	Ulrich Software
	
	Springfield, MO.
	(417) 886-1173

	Prosecutors Software
	Criminal Case Management System – Kartel Computer Solutions
	Jeff Karpel
	5714 S. Lindbergh Blvd. #200 

St. Louis, MO 63123
	(314) 892-6300

 ext. 126

	Sheriff’s Software
	1.
ETI Product – Emergitech

2.
OSCA
	 
	6434 E Main St.

Reynoldsburg, OH. 43068
	(614) 866-6712

	Public Administration Software
	SEM Applications Inc.
	Stanley Meng and Angela Meng
	27816 Highway 59, Oregon, MO 64473 
	(660) 446-3030

(816) 262-1158 cell

	Backup Systems 
	Computer Associates (Windows) – Brightstore Arcserve
	Call Center
	1 CA Plaza, Islandia, NY  11749
	(516) 42-5880

	Photocopier
	Ricoh
	
	
	

	Cable
	Time Warner
	
	
	

	Healthcare
	Bukaty Agency
	
	
	

	Retirement 
	1.
CERG Retirement Company

2.
Lagers Retirement Company
	
	
	

	Workman’s Compensation
	Thomas McGee
	Mary Murray
	PO Box 419013

Kansas City, MO 64141
	(816) 843-4429

	Microfilm 
	Microfilm and Imaging of Kansas City
	
	
	(816) 455-8667

	Bank
	UMB Bank
	
	
	

	Printing
	1.
Control Printing Group

2.
A&M Printing

3.
Mid-Continent Micrographics
	1.
NA

2.
Customer service
	1.
4212 S Hocker, Building 8, Suite 150, Independence, MO  64055

2.
6818 NW Tower Dr. Platte Woods, MO. 64152
	1.
(816) 350-8100

2.
(816) 741-4009

	Fuel
	Carter Petroleum
	Customer Service
	6000 Metcalf Ave.

Suite 200 

Mission, KS 66202
	(913) 643-2300

	Finance/HR Systems
	Pentamation
	Jessie Gaspar
	PO Box 7422209, Houston, TX  77274
	(610) 691-3616 ext. 5602

	Document Imaging Solution
	Silicon Plains Technology
	Dan Stence
	8530 New York Ave, Urbandale, IA  50322
	(515) 225-8700 ext. 109

	Pagers
	1.
Mobil Fone

2.
Motorola
	1.
Bryan Newberry or Marilyn Phillips
	1.
1801 Main Street, Kansas City, MO  64108
	1.
(816) 221-2720
(816) 556-9119 fax

	Recorder Line
	Racal
	
	
	

	Elections Systems
	1.
Diebold Election Systems

2.
MTC
	
	
	

	Satellite Phones
	Global Star
	
	
	

	Supplies
	Best Buy

Wal-Mart

Office Max

Lowes

Safeguard Business Systems

Local Government Solutions

Kross Office Supplies

Schwalob Stamps
	
	
	


The following equipment and supplies, including software and desktop and laptop computers, will be required to continue essential functions from the alternate facility.

Overall requirements for all Departments:

	Equipment
	Quantity
	Pre-Positioned
	Hand-Carried
	To Be Ordered

	Personal Computer/Laptop(s)
	110
	0
	0
	110

	Photocopier(s)**
	5
	2
	0
	3

	Fax Machine(s)**
	5
	2
	0
	3

	Desk(s)
	144
	0
	0
	144

	Telephone(s)
	63
	0
	0
	63

	Chair(s)
	301
	0
	0
	301

	Printer(s)
	18
	0
	0
	18

	Scanner(s)
	5
	0
	0
	5

	Plotter(s)
	3
	0
	0
	3

	Table(s)
	17
	0
	0
	17

	Calculator(s)
	1
	0
	0
	1

	Adding Machine(s)
	2
	0
	0
	2

	Filing Cabinet(s)
	21
	0
	0
	21

	Safe(s)
	2
	0
	0
	2

	Typewriter(s)
	4
	0
	0
	4

	Receipt Printer(s)
	1
	0
	0
	1

	Server(s)
	14
	1
	0
	13

	Tape Drive(s)
	2
	0
	0
	2

	Shredder(s)
	1
	0
	0
	1

	Switch(s)
	7
	0
	0
	7

	Digital Camera(s)
	3
	0
	0
	3

	Head Set(s)
	2
	0
	0
	2

	BAC Machine(s)
	1
	0
	0
	1

	VCR Dubber(s)
	1
	0
	0
	1

	Router(s)
	2
	0
	0
	2

	Scantron Machine
	1
	0
	0
	1


* Assumption for the alternate facility is that the network would be provided by IS to include internet and email.

** For every 5 pieces of equipment requested by offices 1 machine will be provided

Consumable supplies that will be needed at the alternate facility include:

· Pens

· Pencils

· Staples

· Stapler

· Copy Paper

· File Folders

· Printer ink cartridges

· Rubber bands

· Paper clips

· Readable/Writeable CD’s

· Pre-printed forms

· Post-Its

· Highlighters

· Notebooks/Legal pads

· Batteries

· Trash Cans

· Clipboards

· Hole punch

· Calendars

· Sanitizer – Purel

Most of the supplies will be hand-carried or ordered and delivered to the alternate facilities, although some supplies may already be available at the alternate facilities.

Replacement personnel may be required to implement the COOP.  The City Administrator has the authority to appoint personnel to temporary or permanent vacant positions.  However, the Municipal Court Judge must be appointed by Cass County.  The positions that have special requirements should be filled using the standards set forth by the human resource department to fill the positions.  Consideration should be made for specific skills that support the essential functions.

Sample Annex J — COOP Planning Assignments

City of Raymore

	Responsibility
	Position

	Update COOP plan annually.
	Emergency Management Coordinator

	Update telephone rosters monthly.
	Emergency Management Coordinator

	Review status of vital files, records, and databases. 
	Network Administrator

	Conduct alert and notification tests.
	Emergency Management Coordinator

	Develop and lead COOP training.
	Emergency Management Coordinator

	Plan COOP exercises.
	Emergency Management Coordinator


Platte County

	Responsibility
	Position

	Update COOP plan annually.
	Assistant Emergency Management Coordinator

	Update telephone rosters monthly.
	Assistant Emergency Management Coordinator

	Review status of vital files, records, and databases. 
	Network Manager

	Conduct alert and notification tests.
	Assistant Emergency Management Coordinator

	Develop and lead COOP training.
	Assistant Emergency Management Coordinator

	Plan COOP exercises.
	Assistant Emergency Management Coordinator
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