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***NOTE:  Delete any text in [brackets] and/or providing comment from the final document.
1.0 Introduction 

	{You may Delete this box for Non-ESF formatted plans}
Coordinating Agency:  
· [List Coordinating Agency(s)]

	Cooperating Agencies:

	· [List Cooperating Agency(s)]
	· [List Cooperating Agency(s)]


1.1  Purpose:  

[Describe the annex purpose]
1.2  Scope:  

[Describe the annex scope]  The annex should explicitly state the scope of emergency and disaster response to which the plan applies and the entities (departments, agencies, private sector, citizens, etc.) and geographic areas to which it applies.
. 

2.0 Situation & Assumptions

2.1  Situation:  
[Describe the  “situation or planning environment and explain why this annex is needed.]
2.2  Assumptions:

[Assumptions  identify what the planning team assumes to be facts for planning purposes in order to make it possible to execute the Annex.  Obvious assumptions may be included, but limited to those that need to be explicitly state.]
3.0 Concept of Operations

3.1  General

[The CONOPS section is a written or graphic statement that explains in broad terms the decision maker’s or leader’s intent with regard to an operation.  The CONOPS is designed to give an overall picture of the operation.  It is included primarily to clarify the purpose, and it explains the jurisdiction’s overall approach to an emergency (i.e., what should happen, when, and at whose direction).  Topics may include the division of Local, State, Federal, and any intermediate inter-jurisdictional responsibilities; activation of operations centers; “action levels” and their implications (if formalized in the jurisdiction); the general sequence of actions before, during, and after an emergency; and who should request aid and under what conditions.  (The necessary forms may be contained in tabs.)  General emergency management goals and objectives are discussed in this section, not specific procedures]. 
3.2  Preparedness
[Common Preparedness Phase steps may be listed here in as much detail as desired.]
3.3  Response
[Common Response Phase steps may be listed here in as much detail as desired.]
3.4  Recovery
[Common Recovery Phase steps may be listed here in as much detail as desired.]
3.5  Mitigation
[Common Mitigation Phase steps may be listed here in as much detail as desired.]
.
4.0 Organization & Assignment of Responsibilities
[This section of the Annex establishes the operational organization that will be relied on to respond to an emergency situation.  It includes a list of the kinds of tasks to be performed, by position and organization, and it provides a quick overview of who does what, without all of the procedural details included in Functional Annexes.  When two or more organizations perform the same kind of task, one should be given primary responsibility, and the other(s) should be given a supporting role.  For the sake of clarity, a matrix of organizations and areas of responsibility (including functions) may be included to summarize the primary and supporting roles.  Organization charts, especially those depicting how a jurisdiction is implementing the Incident Command System or Multiagency Coordination System structure, are helpful.]
4.1  Organization:

[Describe and/or illustrate the organizational structure(s) to be used in the jurisdiction]
4.2  Assignment Of Responsibilities:
[List agencies having responsibilities under the annex and  identify their responsibilities.  See sample plans for examples.]
5.0  Authorities and References
[This section provides the legal basis for emergency operations and activities. This section of the plan includes the following: 

• Lists of laws, statutes, ordinances, executive orders, regulations, and formal agreements relevant to emergencies;]
5.1  Authorities (Sample)
· Americans with Disabilities Act of 1990 (ADA).
· 42 USC §§ 12131-12134  28 CFR Part 35; Title II - State and Local Government - Part A (state and local government programs, services, and activities)

· An ADA Guide for Local Governments:  Making Community Emergency Preparedness and Response Programs Accessible to People with Disabilities, U.S. Dept. of Justice, 2006

· ADA Checklist for Emergency Shelters, U.S. DOJ, 2007

· Public Health Service Act, as amended
· Rehabilitation Act of 1973, as amended, Section 504
· Robert T. Stafford Disaster Relief and Emergency Assistance Act PL 93-288, 1988

· Social Security Act of 1935, as amended
5.2  References (Sample)
· A Guide for Local Jurisdictions In Care & Shelter Planning, Alameda County Operations Area Emergency Management Organization, 2003.
· Centers for Disease Control: Public Health Emergency Response Guide for State, Local, and Tribal Public Health Directors Version 1.0, US Dept. of Health & Human Services ,October 2004

· Comprehensive Preparedness Guide 101:  A Guide for All-Hazard Emergency Preparedness Planning, FEMA March 2009.

· Interim Emergency Management Planning Guide for Special Needs Populations, CPG 301, FEMA, 2008.

6.0 Attachments
[List any relevant  attachments such as maps, spreadsheets, checklists or forms here.]
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