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City of Brookings  

MEETING AGENDA 
 

CITY COUNCIL 
Monday, July 10, 2017, 7:00pm 
City Hall Council Chambers, 898 Elk Drive, Brookings, OR 97415 
 
The City Council will meet in Executive Session at 6:30 PM, in the City Manager’s office, 
under the authority of ORS 192.660 (2)(h) “To consult with counsel concerning the 
legal rights and duties of a public body with regard to current litigation or litigation 
likely to be filed.”  
 

CITY COUNCIL 
A. Call to Order 
B. Pledge of Allegiance 
C. Roll Call 

 

D. Appointments 
1. Appoint Hedda Markham to Planning Commission [Pg. 3] 

E. Public Appearances 
1. Oregon Resources Research & Education Center [City Manager, Pg. 6] 

a. Overview of ORREC [Pg. 7] 
F. Oral Requests and Communications from the audience 

1. Public Comments on non-agenda items – 5 minute limit per person.*   
 

G. Staff Reports  
1. Oregon Water/Wastewater Agency Response Network (ORWARN) Mutual Aid 

Agreement [PWDS, Pg. 14] 
a. ORWARN Members [Pg. 16] 
b. Mutual Aid Agreement [Pg. 19] 
c. ORWARN Bylaws [Pg. 32] 
d. ORWARN Operational Plan [Pg. 40] 

2. USDA-RD funding of Wastewater Facilities projects [PWDS, Pg. 108] 
a. Dyer Partnership Task Order No. 78 [Pg. 109] 

3. Airport Infrastructure Project Amendment [PWDS, Pg. 113] 
a. Task Order 43, Amendment No. 2 [Pg. 115] 

4. Oregon Records Management Solutions (ORMS) [City Recorder, Pg. 116] 
a. Subscription Service Contract with Chavez [Pg. 117] 
b. State Archives Intergovernmental Agency Agreement [Pg. 129] 
c. October 3, 2016 Council Workshop Report and Associated Attachments     

[Pg. 139] 
5. Harbor Sanitary District Agreement [City Manager, Pg. 166] 

H. Resolutions 
1. Stout Park Fund [City Manager, Pg. 167] 

a. Resolution 17-R-1117 [Pg. 168] 
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b. Stout Park Deed [Pg. 169] 
 

I. Consent Calendar 
1. Approve Council minutes for June 26, 2017 [Pg. 174] 
2. Accept Parks & Rec minutes for April 27, 2017 [Pg. 178] 

J. Informational Non-Action Items 
1. June Vouchers [Pg. 180] 
2. Vacant Committee Positions [Pg. 184] 

K. Remarks from Mayor and Councilors 
1. Council Liaison Reports 

L. Adjournment 
 

*Obtain Public Comment Forms and view the agenda and packet information on-line at 
www.brookings.or.us, at City Hall and at the local library.  Return completed Public 
Comment Forms to the City Recorder before the start of meeting or during regular 
business hours. 
 

All public meetings are held in accessible locations.  Auxiliary aids will be provided upon 
request with at least 72 hours advance notification.  Please contact 469-1102 if you 
have any questions regarding this notice. 
 

 

http://www.brookings.or.us/




























No Member Date Joined
1 Boring Water District 11/13/2007
2 Brightwood Water Works 11/26/2016
3 Burlington Water District 1/27/2016
4 Canby Utility 7/10/2013
5 Cannon View Park Water 5/22/2015
6 City of Albany 9/24/2008
7 City of Ashland 10/8/2008
8 City of Astoria 5/3/2017
9 City of Baker City 6/15/2011
10 City of Bandon 2/3/2010
11 City of Banks 11/14/2008
12 City of Bay City 12/9/2008
13 City of Beaverton 10/7/2008
14 City of Bend 3/21/2007
15 City of Central Point 5/19/2008
16 City of Coburg 11/19/2007
17 City of Corvallis 12/8/2009
18 City of Cottage Grove 7/26/2007
19 City of Dallas 4/13/2013
20 City of Dayton 7/7/2009
21 City of Detroit 6/16/2007
22 City of Dundee 3/24/2009
23 City of Estacada 6/7/2010
24 City of Eugene 6/11/2008
25 City of Fairview 10/7/2008
26 City of Florence 6/5/2007
27 City of Forest Grove 6/29/2014
28 City of Garibaldi 6/19/2008
29 City of Gates 3/15/2007
30 City of Gladstone 12/11/2009
31 City of Glendale 10/29/2008
32 City of Gold Beach 11/19/2010
33 City of Grants Pass 6/4/2008
34 City of Gresham 6/20/2007
35 City of Harrisburg 1/20/2015
36 City of Hillsboro 4/18/2007
37 City of Idanah 5/23/2008
38 City of Independence Public Works 11/14/2008
39 City of Keizer 8/8/2007
40 City of Klamath Falls 2/20/2008
41 City of Lake Oswego 9/3/2009
42 City of Manzanita 1/15/2008
43 City of McMinnville 5/15/2015
44 City of Mill City 8/12/2008

ORWARN Members as of May 3, 2017



45 City of Molalla 11/5/2008
46 City of Monmouth 10/14/2008
47 City of Newberg 7/24/2008
48 City of North Plains 4/7/2008
49 City of Oregon City Public Works - Operations 9/26/2007
50 City of Pendleton 6/10/2008
51 City of Philomath 11/5/2008
52 City of Port Orford 9/30/2010
53 City of Portland Environmental Services 6/8/2007
54 City of Portland Water Bureau 6/6/2007
55 City of Redmond 9/13/2011
56 City of St Helens 4/1/2015
57 City of Salem 3/28/2007
58 City of Sandy 2/28/2010
59 City of Seaside 4/14/2015
60 City of Scappose 4/3/2016
61 City of Sheridan 8/28/2014
62 City of Sherwood 9/25/2007
63 City of Silverton 11/5/2007
64 City of Springfield 3/7/2009
65 City of Sweet Home 5/11/2010
66 City of The Dalles 10/21/2009
67 City of Tigard 8/15/2007
68 City of Tillamook 4/3/2015
69 City of Toledo 11/27/2007
70 City of Troutdale 10/29/2008
71 City of Tualatin 8/1/2007
72 City of Turner 6/14/2007
73 City of Veneta 5/27/2008
74 City of Waldport 9/29/2010
75 City of West Linn 3/9/2009
76 City of Wilsonville 1/10/2008
77 City of Wood Village 10/9/2009
78 City of Yachats 12/23/2008
79 City of Yamhill 9/14/2016
80 Clackamas County Water Environment Services 10/3/2007
81 Clackamas River Water 6/20/2007
82 Clean Water Services 4/30/2009
83 Corbett Water District 11/17/2010
84 Crescent Water Association 10/17/2007
85 Eugene Water & Electric Board 5/17/2007
86 Government Camp Sanitary District 5/11/2015
87 Joint Water Commission 4/14/2008
88 Lady Creek Water System 8/8/2016
89 Lane County Environmental Health - Drinking Water Program 5/28/2014
90 Langolis Water District 9/6/2011
91 LA Water Co-Op 8/25/2011
92 Lusted Water District 10/10/2007
93 Metropolitan Wastewater Management Commission 1/31/2008
94 Mulino Water District #1 7/18/2007
95 Multnomah County Drainage District #1 4/26/2007
96 Nehalem Bay Wastewater 4/11/2017



97 North Clackamas County Water Commission 10/14/2009
98 Oak Lodge Sanitary District 4/28/2010
99 Oak Lodge Water District 5/22/2007
100 Rainbow Water District 8/8/2007
101 Raleigh Water District 6/15/2011
102 Rhododendren Water Association 4/23/2015
103 Rivergrove Water District 7/18/2007
104 Roberts Creek Water District 5/16/2016
105 Rockwood Water Peoples Utility District 8/23/2007
106 Roseburg Urban Sanitary Authority 12/12/2012
107 Rogue Valley Sewer Services 7/3/2007
108 Row River Valley Water District 5/20/2013
109 Seal Rock Water District 11/15/2007
110 South Fork Water Board 8/9/2007
111 Southwood Park Water District 5/24/2011
112 Springfield Utility Board 6/18/2007
113 Suburban East Salem Water District 11/19/2007
114 Sunrise Water Authority 8/30/2007
115 Tillamook County Creamery Association 8/29/2008
116 Tillamook County Public Works 9/15/2008
117 Timberline Rim Water Company 7/27/2015
118 Tone Water District 2/24/2014
119 Tualatin Valley Water District 4/4/2007
120 Valley View Water District 6/13/2007
121 Warren Water District 4/14/2009
122 Watseco-Barview Water District 8/13/2008
123 West Slope Water District 10/19/2007
124 Westport Sewer Service District of Clatsop County 7/8/2008
125 Wolsborn Farms Water District 3/31/2009

Associate Members
1 Alster Communications LLC 7/15/2008
2 American Leak Detection 10/17/2008
3 Apollo, Inc 8/30/2012
4 Clackamas River Water Providers 9/15/2011
5 CUES Northwest Service & Support 11/1/2011
6 Halton/Cat 5/28/2008
7 Hood River County Health Department 1/30/2012
8 James Carter 10/21/2010
9 Thomas Merrell Environmental Services 5/22/2015
10 Multnomah County 8/1/2011
11 Oregon Association of Water Utilities 9/3/2008
12 Oregon State Drinking Water Program 3/16/2011
13 Sherman Williams Company 10/6/2008
14 Xylem Dewatering Solutions 11/14/2011
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MUTUAL AID AND ASSISTANCE AGREEMENT FOR THE PROVISION OF 
EMERGENCY SERVICES RELATED TO WATER AND WASTEWATER 

UTILITIES

This Mutual Aid and Assistance Agreement (“Agreement”) establishes a Mutual 
Aid Assistance Program among signatories to this Agreement, and contains 
procedures and standards for a water and wastewater utility Mutual Aid and 
Assistance Program. 

AGREEMENT 

This Agreement is entered into by the Members that have, by executing this 
Agreement, manifested their intent to enter into a Mutual Aid and Assistance 
Program through the Oregon Water/Wastewater Agency Response Network 
(ORWARN).  Associate Members may also become affiliated with ORWARN by 
executing this Agreement.  A list of all Members and Associate members shall be 
maintained by the Governing board and is available upon request from a 
Governing Board.    

ARTICLE I. 
PURPOSE

Recognizing that emergencies may require assistance in the form of personnel, 
equipment, and supplies from outside the area of impact, the Members hereby 
establish a Mutual Aid and Assistance Program.  Through the Mutual Aid and 
Assistance Program, Members may, in their discretion, coordinate response 
activities and share resources during emergencies.  This Agreement sets forth 
the procedures and standards for the administration of the Mutual Aid and 
Assistance Program.  

ARTICLE II. 
DEFINITIONS 

A. Associate Members Any public or private entity that desires to be 
affiliated with ORWARN may become an Associate Member.  Associate 
Members may attend board meetings, attend general membership meetings, 
attend training exercises, receive general information regarding the organization
and participate in other activities deemed appropriate by the Governing Board.  
Associate Members may not request assistance or respond to a request for 
assistance under the Agreement.  Further, Associate Members may not vote and 
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are ineligible to serve on the Governing board.  

B. Authorized Official Employees or officers of a Member that are authorized 
to: (1) request assistance; (2) offer assistance; (3) refuse to offer assistance or 
(4)  withdraw assistance under this Agreement.  

C. Confidential Information Any document shared with any signatory of this 
Agreement that is marked confidential, including but not limited to any map, 
report, notes, papers, opinion, or e-mail which relates to the system 
vulnerabilities of a Member.

D. Emergency Any human caused or natural event or circumstance 
causing, or imminently threatening to cause, loss of life, injury to person or 
property, human suffering or financial loss, and includes, but is not limited to, fire, 
explosion, flood, severe weather, drought, earthquake, volcanic activity, spills or 
releases of oil or hazardous material as defined in ORS 466.605, contamination, 
utility or transportation emergencies, disease, blight, infestation, civil disturbance, 
riot, intentional acts, sabotage and war that is, or could reasonably be believed to 
be beyond the control of the services, personnel, equipment, and facilities of a 
Member.   

E. Member Any municipal corporation, quasi-municipal corporation, 
department or agency of a municipal corporation, department or agency of a  
quasi-municipal corporation, service district, political subdivision or private utility 
company that participates in the Mutual Aid and Assistance Program by 
executing this Agreement.  If any municipal corporation, quasi-municipal 
corporation, department or agency of a municipal corporation, department or 
agency of a quasi-municipal corporation, service district, political subdivision or 
private utility company has separate water and wastewater operations, each one, 
if contracting separately, shall be deemed to be a Member for purposes of this 
Agreement.   

F. National Incident Management System (NIMS)  A national, standardized 
approach to incident management and response that sets uniform processes and 
procedures for emergency response operations. 

G. Non-Responding Member A Member that does not provide assistance 
during a Period of Assistance under the Mutual Aid and Assistance Program.

H. Period of Assistance A period of time during which a Responding Member 
assists a Requesting Member.  The period commences when personnel, 
equipment, or supplies depart from a Responding Member’s facility and ends 
when the Responding Member no longer supplies personnel, equipment, 
supplies or services to the Requesting Member.   
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I. Requesting Member A Member that requests assistance under the 
Mutual Aid and Assistance Program.  

J. Responding Member A Member that responds to a request for assistance 
under the Mutual Aid and Assistance Program.  

ARTICLE III. 
ADMINISTRATION 

A. A Governing Board shall be established to organize and maintain the 
Mutual Aid and Assistance Program.  The Governing Board shall be elected by 
ballot by a majority vote of the Members of this Agreement.  Each Member shall 
have one vote. Associate Members are ineligible to vote and may not serve on 
the Governing Board.   

B. The Governing Board shall consist of 5 Members.  The Governing Board 
will elect the following officers: a Chair; a Vice Chair; and a Secretary.  The term 
of all board members shall be 2 years, except that in the first year the Agreement 
is in effect, the term of the Vice Chair and other board members shall be 1 year.  
A quorum shall be a majority of the Members of the Governing Board.  

C. The Governing Board shall meet at least twice each year, at a meeting 
place designated by the Governing Board.  The Governing Board may make, 
establish and alter rules and regulations for its procedure consistent with 
generally recognized principles of parliamentary procedure.  The Governing 
Board shall have the power to carry out the purposes of this Agreement, 
including but not limited to the power to: adopt bylaws; develop specific
procedures and protocol for requesting assistance; develop specific procedures 
and protocol for responding to a request for assistance; organize meetings; 
operate a website; disseminate information; create informational brochures; 
create subcommittees; maintain membership lists; maintain equipment and 
supply inventory lists; and deal with membership issues.  

ARTICLE IV.  
REQUESTS FOR ASSISTANCE 

A. Member Responsibility:  Members shall designate Authorized Official(s); 
provide contact information including emergency 24-hour contact information; 
and maintain resource information made available by the utility for mutual aid and 
assistance response.  Such information shall be updated annually or when 
changes occur and provided to the Governing Board.   

In the event of an Emergency, a Member’s Authorized Official may 
request mutual aid and assistance from a participating Member.  Requests for 
assistance can be made orally or in writing.  When made orally, the request for 
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personnel, equipment, and supplies shall be provided in writing as soon as 
practicable.  Requests for assistance shall be directed to the Authorized Official 
of the participating Member.  The Governing Board shall develop specific 
protocols for requesting aid in bylaws, as amended from time to time.  

B. Response to a Request for Assistance:  After a Member receives a 
request for assistance, the Authorized Official evaluates whether resources are 
available to respond to the request for assistance.  Following the evaluation, the 
Authorized Official shall inform, as soon as possible, the Requesting Member 
whether it has the resources to respond.  If the Member is willing and able to 
provide assistance, in its sole discretion, the Member shall inform the Requesting 
Member about the type of available resources and the approximate arrival time of 
such assistance. 

C. Discretion of Responding Member’s Authorized Official:  Execution of this 
Agreement does not create any duty to respond to a request for assistance.  
When a Member receives a request for assistance, the Authorized Official shall 
have sole and absolute discretion as to whether or not to respond to the request, 
and the availability of resources to be used in any such response.  All Authorized 
Official’s decisions on the availability of resources shall be final unless overridden 
by the Member’s governing body.  

ARTICLE V.  
RESPONDING MEMBER PERSONNEL

A. National Incident Management System:  When providing assistance under 
this Agreement, the Requesting Member and Responding Member will use the 
organizational principles set forth in the National Incident Management System. 

B. Control:  Responding Member personnel shall remain under the direction 
and control of the Responding Member.  The Requesting Member’s Authorized 
Official shall coordinate response activities with the designated supervisor(s) of 
the Responding Member(s).  Whenever practical, Responding Member 
personnel must be self sufficient for up to 72 hours. 

C. Food and Shelter:  When possible, the Requesting Member shall supply 
reasonable food and shelter for Responding Member personnel.  If the 
Requesting Member does not provide food and shelter for responding personnel, 
the Responding Member’s designated supervisor is authorized to secure the 
resources reasonably necessary to meet the needs of its personnel.  Except as 
provided for below, the cost for such resources must not exceed the State per 
diem rates for that area.  To the extent Food and Shelter costs exceed the State 
per diem rates for the area, Responding Member must demonstrate that the 
additional costs were reasonable and necessary under the circumstances.  
Unless otherwise agreed to in writing, the Requesting Member remains 
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responsible for reimbursing the Responding Member for all reasonable and 
necessary costs associated with providing food and shelter, if such resources are 
not provided.  

D. Communication:  The Requesting Member shall provide Responding 
Member personnel with radio equipment as available, or radio frequency 
information to program existing radio equipment, in order to facilitate 
communications with local responders and utility personnel. 

E. Licenses and Permits:  To the extent permitted by law, Responding 
Member personnel who hold valid licenses, certificates, or permits evidencing 
professional, mechanical, or other skills shall be allowed to carry out activities 
and tasks relevant and related to their respective credentials during the specified 
Period of Assistance. 

F. Right to Withdraw:  The Responding Member’s Authorized Official retains 
the right to withdraw some or all of its resources at any time for any reason in the 
Responding Member’s sole and absolute discretion.  Responding Member(s) 
shall have no liability from a decision to withdraw.   Notice of intention to 
withdraw must be communicated to the Requesting Member’s Authorized Official 
as soon as is practicable under the circumstances.    

ARTICLE VI  
COST REIMBURSEMENT

A. Cost Reimbursement:  Unless otherwise mutually agreed by the 
Requesting Member and the Responding Member, the Requesting Member shall 
reimburse the Responding Member for each of the following categories of costs 
incurred while providing aid and assistance during the Period of Assistance. 

B. Personnel Costs:  Responding Member personnel costs shall be the 
amount to be paid for work performed by the Responding Member’s personnel 
during a Period of Assistance under the terms and conditions of the Responding 
Member’s individual employment contracts with such personnel.  The 
Responding Member’s designated supervisor(s) shall keep accurate records of 
work performed by personnel during the Period of Assistance.  Requesting 
Member reimbursement to the Responding Member shall include all personnel 
costs incurred by the Responding Member, including, but not limited to, salaries 
or hourly wages, costs for fringe benefits, and indirect costs.  

C. Costs of Equipment:  The Requesting Member shall reimburse the 
Responding Member for the use of equipment during a Period of Assistance, 
including, but not limited to, reasonable rental rates, all fuel, lubrication, 
maintenance, transportation, and loading/unloading of loaned equipment.  All 
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equipment shall be returned to the Responding Member as soon as is practicable 
and reasonable under the circumstances.  Generally, rates for equipment use will 
be based on the Federal Emergency Management Agency’s (FEMA) Schedule of 
Equipment Rates.  If a Responding Member uses rates different from those in the 
FEMA Schedule of Equipment Rates, the Responding Member must provide 
such rates orally or in writing to the Requesting Member prior to supplying 
equipment.  Mutual agreement on which rates are used must be reached in 
writing prior to dispatch of the equipment.  Reimbursement for equipment not 
referenced on the FEMA Schedule of Equipment Rates must be developed 
based on actual recovery of costs.  In the event loaned equipment is damaged 
while being dispatched to Requesting Member, or while used during a Period of 
Assistance, and such damage is not due to negligence or intentional acts of the 
Responding Member, Requesting Member shall reimburse Responding Member 
for the reasonable cost of repairing such damaged equipment.  If the damaged 
equipment cannot be repaired, then Requesting Member shall reimburse 
Responding Member for the reasonable cost of replacing such damaged 
equipment with equipment that is of equivalent age, condition and of at least 
equal capability.  If Responding Member must lease a piece of equipment while 
its equipment is being repaired, Requesting Member shall reimburse Responding 
Member for such rental costs.  

D. Costs of Materials and Supplies:  The Requesting Member must 
reimburse the Responding Member in kind or at actual replacement cost, plus 
handling charges, for Responding Member’s use of expendable or non-
returnable supplies during the Period of Assistance.  The Responding Member 
must not charge direct fees or rental charges to the Requesting Member for 
supplies and reusable items that are returned to the Responding Member in a 
clean, damage-free condition.  Reusable supplies that are returned to the 
Responding Member with damage shall be treated as expendable supplies or 
non-returnable for purposes of cost reimbursement.  

E. Payment Period:  The Responding Member must provide an itemized bill 
to the Requesting Member for all expenses incurred by the Responding Member 
in providing assistance under this Agreement, not later than ninety (90) days 
following the end of the Period of Assistance.  The Responding Member may 
request additional periods of time within which to submit the itemized bill, and 
Requesting Member shall not unreasonably withhold consent to such request.  
The Requesting Member shall pay the bill in full on or before the forty-fifth (45th) 
day following the billing date.  The Requesting Member may request additional 
periods of time within which to pay the itemized bill, and Responding Member 
shall not unreasonably withhold consent to such request, provided, however, that 
all payment shall occur not later than one-year after the date a final itemized bill 
is submitted to the Requesting Member.  
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F. Records:  Each Responding Member and their duly authorized 
representatives shall have access to a Requesting Member’s books, documents, 
notes, reports, papers and records which are directly pertinent to this Agreement 
for the purposes of reviewing the accuracy of a cost bill or making a financial, 
maintenance or regulatory audit.  Each Requesting Member and their duly 
authorized representatives shall have access to a Responding Member’s books, 
documents, notes, reports, papers and records which are directly pertinent to this 
Agreement for the purposes of reviewing the accuracy of a cost bill or making a 
financial, maintenance or regulatory audit.  Such records shall be maintained for 
at least three (3) years or longer where required by law.  

ARTICLE VII.  
DISPUTES

If a dispute arises between Members under this Agreement, the disputing 
Members shall first attempt to resolve the dispute by negotiation, followed by 
mediation and finally by filing an action in a court of competent jurisdiction.  

Step One: The disputing Members shall authorize a person 
(“Authorized Official”) to negotiate on their behalf.  If the dispute is 
resolved at this step, there shall be a written determination of such 
resolution, signed the disputing Members’ Authorized Official and 
ratified by each governing body, if required.  Step One will be 
completed when notice is delivered in writing to all disputing 
Members.    

Step Two: If the dispute cannot be resolved within fifteen (15) 
business days at Step One, the disputing Members shall submit the 
matter to mediation.  The disputing Members shall attempt to agree 
on a mediator.  If they cannot agree, the disputing Members shall 
request a list of five (5) mediators from an entity or firm providing 
mediation services.  The disputing Members will mutually agree on 
a mediator from the list provided. If the disputing Members cannot 
mutually agree upon a mediator, the disputing Members shall 
alternatively strike one name from the list until one mediator 
remains.  The remaining mediator shall be the mediator for the 
dispute.  Any common costs of mediation shall be borne equally by 
the disputing Members who shall each bear their own costs and 
fees.  If the issue is resolved at this step, a written determination of 
such resolution shall be signed by each Authorized Official and 
ratified by their respective governing bodies, if necessary.

Step Three: If the disputing Members are unsuccessful at Steps 
One and Two, the dispute shall be resolved by a State of Oregon 
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court of competent jurisdiction.  Venue shall be in the jurisdiction of 
the Responding Member, subject to statutory limitations.

ARTICLE VIII.   
DUTY OF REQUESTING MEMBERS TO INDEMNIFY

Subject to the Oregon Constitution, the limits imposed under the Oregon Tort 
Claims Act,  and laws of the state of Oregon applicable to local governments, the 
Requesting Member shall assume the defense of, fully indemnify, save and hold 
harmless, all Members, and their board, directors, commissioners, officers, 
agents and employees, from all claims, suits, actions, loss, damage, injury, and 
liability of every kind, nature, and description, directly or indirectly arising from
any Responding Member’s act or omission during a specified Period of 
Assistance, except for claims arising out of the willful misconduct or gross 
negligence of a Responding Member, its board, directors, commissioners, 
officers, agents and employees.  

ARTICLE IX.  
SIGNATORY INDEMNIFICATION

To the extent not addressed in Article VIII, and subject to the Oregon Constitution 
and limits imposed under the Oregon Tort Claims Act, a Requesting Member 
shall have a duty to defend, indemnify, save and hold harmless all Non-
Responding Members and Associate Members, their officers, agents and 
employees from any liability, claim, demand, action, or proceeding of whatever 
kind or nature arising out of a Period of Assistance.   

ARTICLE X.  
WORKER’S COMPENSATION CLAIMS

Each Responding Member shall provide worker’s compensation benefits and 
administering worker’s compensation for its own personnel.  

ARTICLE XI.   
NOTICE

A Member or Associate Member that becomes aware of a claim or suit that in 
any way, directly or indirectly, contingently or otherwise, affects or might affect 
other Members or Associate Members of this Agreement shall provide prompt 
and timely notice to the Members or Associate Members that may be affected by 
the suit or claim.  Each Member and Associate Member reserves the right to 
participate in the defense of such claims or suits as necessary to protect its own 
interests. 
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ARTICLE XII.  
INSURANCE 

Members and Associate Members of this Agreement shall maintain an 
appropriate insurance policy or maintain a self-insurance program that covers 
activities that it may undertake by virtue of membership in the Mutual Aid and 
Assistance Program.  

ARTICLE XIII
CONFIDENTIAL INFORMATION

To the extent provided by law, Members and Associate Members shall maintain 
in the strictest confidence and shall take all reasonable steps necessary to 
prevent the disclosure of any Confidential Information disclosed under this 
Agreement.  If any Member, Associate Member, third party or other entity 
requests or demands, by subpoena or otherwise, that a Member or Associate 
Member disclose any Confidential Information disclosed under this Agreement, 
the Member or Associate Member shall immediately notify the owner of the 
Confidential Information and shall take all reasonable steps necessary to prevent 
the disclosure of any Confidential Information by asserting all applicable rights 
and privileges with respect to such information and shall cooperate fully in any 
judicial or administrative proceeding relating thereto.  

ARTICLE XIV.  
EFFECTIVE DATE AND PROCESS TO ADD NEW MEMBERS

This Agreement shall be effective after two (2) or more entities’ authorized 
representatives execute the Agreement.  Membership shall become effective 
upon executing this Agreement.  A list of all Members and Associate Members 
shall be maintained by the Governing board and is available upon request from a 
Governing Board.    

ARTICLE XV.  
TERM

Unless restricted by Oregon statutes, municipal Charters and corporate Charters, 
the term of this Agreement shall be for 5 years and shall be automatically 
renewed for additional terms of five years each, unless terminated by Majority 
vote of the Governing Board.  Termination of this Agreement shall in no way 
affect a Requesting Member’s duty to reimburse a Responding Member for cost 
incurred during a Period of Assistance, or for any other costs voluntarily incurred 
during the withdrawing Member’s membership, which duty shall survive such 
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termination.  

ARTICLE XVI.  
WITHDRAWAL

A Member or Associate Member may withdraw from this Agreement by providing 
written notice of its intent to withdraw to the Governing Board.  Withdrawal takes 
effect 60 days after the Governing Board receives notice.  Withdrawal from this 
Agreement shall in no way affect a Requesting Member’s duty to reimburse a 
Responding Member for cost incurred during a Period of Assistance, which duty 
shall survive such withdrawal.

ARTICLE XVII.  
MODIFICATION

No provision of this Agreement may be modified, altered, or rescinded by 
individual Members or Associate Members of the Agreement.  Modifications 
(except Modifications to Article III and Article XVII) require a majority vote of the 
Members of the Governing Board (3) or a majority vote of the Members of this 
Agreement.   Modifications to Article III and Article XVII require a majority vote of 
the Members to this Agreement.  Approved modifications take effect 60 days 
after the date upon which notice is sent to the Members, except that the addition 
of a new Member or Associate Member becomes effective upon execution of this 
Agreement.  

ARTICLE XVIII. 
NO THIRD PARTY BENEFICIARIES 

The signatories to this Agreement are the only parties to this Agreement and are 
the only parties entitled to enforce its terms.  Nothing in this Agreement gives, is 
intended to give, or shall be construed to give or provide, any benefit or right, 
whether directly, indirectly or otherwise, to third persons unless such third 
persons are individually identified by name herein and expressly described as 
intended beneficiaries of the terms of this Agreement.  

ARTICLE XIX.   
WAIVER

No provision of this Agreement may be waived except in writing by the Member
waiving compliance.  No waiver of any provision of this Agreement shall 
constitute waiver of any other provision, whether similar or not, nor shall any one 
waiver constitute a continuing waiver.  Failure to enforce any provision of this 
Agreement shall not operate as a waiver of such provision or of any other 
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provision.  

ARTICLE XX. 
SEVERABILITY

The parties agree that if any term or provision of this Agreement is declared by a 
court of competent jurisdiction to be illegal or in conflict with any law, the validity 
of the remaining terms and provisions shall not be affected, and the rights and 
obligations of the parties shall be construed and enforced as if the Agreement did 
not contain the particular term or provision held to be invalid.  

ARTICLE XXI.  
EXECUTION IN COUNTERPARTS

This Agreement may be executed in counterparts, each of which shall be an 
original, and all of which shall constitute but one and the same instrument.  
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IN WITNESS WHEREOF, an authorized representative of a Member or 
Associate Member has duly executed this Mutual Aid and Assistance Agreement 
as of the date referenced below.  An ORWARN representative will acknowledge 
receipt of the Mutual Aid and Assistance Agreement and return a copy to the 
Member or Associate Member.  

MEMBER

APPROVED AS TO FORM:

By:  ____________________

Date: ____________________

Title: __________________

Print Name _______________

ASSOCIATE MEMBER

APPROVED AS TO FORM:

By:  ____________________

Date: ____________________

Title: __________________

Print Name _______________

Affiliation or Interest in water / wastewater industry________________________



Page 13 of 13 Final Version (March 15, 2007)
Mutual Aid and Assistance Agreement   Modified April 2009

ORWARN ACKNOWLEDGMENT

 

By:  ____________________   
  

Date: ____________________

Title: __________________  
  

Print Name _______________   
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BYLAWS 
 

Oregon Water/Wastewater Agency Response Network 
 

 

Article I. NAME 
 The name of the organization is the Oregon Water/Wastewater Agency Response Network 

hereafter referred to as ORWARN that was established by the Mutual Aid and Assistance 
Agreement for the Provision of Emergency Services Related to Water and Wastewater Utilities, 
(hereafter called the “Agreement”). 
 

Article II. LOCATION 
 
 The ORWARN shall maintain in the state of Oregon a registered office and a registered 
agent located at the registered office shown below.  The Governing Board/Board of Directors 
(“Board”) may, at any time, change the location of the registered office and the person designated 
as the registered agent.  The organization may also have an office at such places as the Board may 
fix by resolution. 
 

ORWARN 
c/o Ken Schlegel 
Clean Water Services 
2550 Southwest Hillsboro Highway  
Hillsboro, OR 97123 

 
 

Article III. PURPOSE 
 

 The purpose of the ORWARN shall be to facilitate the activities of its Members and 
Associate Members in implementing the Agreement.  The ORWARN may facilitate mutual aid and 
assistance among the Members, sponsor and conduct training activities and exercises for the 
Members and Associate Members, facilitate communication and coordination among the Members, 
Associate Members and relevant agencies, and conduct other activities of mutual benefit to the 
Members and Associate Members and any other activities authorized under the Agreement. 
 

Article IV.  MEMBERSHIP 
 
 The ORWARN is a membership organization.  Membership shall become effective upon 
executing the Agreement.   
 
 Section 1. Eligibility.  Any municipal corporation, quasi-municipal corporation, 
department or agency of a municipal corporation, department or agency of a quasi-municipal 
corporation, service district, political subdivision or private utility is eligible to become a Member.  
If any municipal corporation, quasi-municipal corporation, department or agency of a municipal 
corporation, department or agency of a quasi-municipal corporation, service district, political 
subdivision or private utility company has separate water and wastewater operations, each one, if 
contracting separately, shall be deemed to be a Member for purposes of this Agreement.     
  



Page 4 – BYLAWS  
   

 Any public or private entity that desires to be affiliated with ORWARN may become an 
Associate Member.  Associate Members may attend meetings, attend training exercises, receive 
general information regarding the organization and participate in other activities deemed 
appropriate by the Governing Board.  Associate Members may not request assistance or respond to 
a request for assistance under the Agreement.  Further, Associate Members may not vote and are 
ineligible to serve on the Governing board.   
 

 Section 2. Authorized Official.  Each officially recognized Member should formally 
designate one delegate to the ORWARN with authority to: (1) request assistance; (2) offer 
assistance; (3) refuse to offer assistance or (4) withdraw assistance under the Agreement.  Members 
must provide contact information for the Authorized Official to the Board and promptly notify the 
Board of any changes.   
 

 Section 3. Voting.  Members should designate a voting delegate to the Board.  Each 
Member is entitled to one vote.  Voting by proxy shall not be allowed.  Associate Members may 
not vote. 
 

 Section 4. Fee.  There is no fee for Members or Associate Members.   
 

 Section 5. Withdrawal.  A Member or Associate Member may withdraw from the 
Agreement by providing written notice of its intent to withdraw to the Board.    Withdrawal takes 
effect 60 days after the Board receives notice.     
 
Article V. GOVERNING BOARD/BOARD OF DIRECTORS 
 
 Section 1. Powers.  The Board, shall exercise all the powers of the ORWARN.  It shall 
control and manage all the business and affairs of the ORWARN in accordance with Article III of 
the Agreement. 
 

 Section 2. Nominations.  A Nomination Committee, appointed by the Chair, consisting 
of two (2) members of the Board, shall draw up a slate of nominees for Board positions prior to the 
Annual Meeting.  Additions to the slate can be made by a Member by submission of names to the 
Nominating Committee or by nomination from the floor at the Annual Meeting by a Member.   The 
Chair, Vice Chair, Secretary and other Board members shall be elected by majority vote of the 
Members at the Annual Meeting.   
 
 Section 3. Number.  The Board shall consist of seven (7) Members.   The Chair, Vice 
Chair and Secretary are Board members and officers.  The four other Board members shall not be 
officers, but are eligible to hold positions on any committee established by the Board, as appointed 
by the Chair.  The four (4) other Board members, also known as “At-Large” Board members, shall 
hold positions that are numerically labeled one (1), two (2), three (3) and four (4) for purposes of 
tracking which positions are up for re-election. Officers are also eligible to hold positions on any 
committee established by the Board, as appointed by the Chair.     
 

 Section 4. Qualifications.  Board members shall be Members as that term is defined in 
the Agreement and these Bylaws.  They shall support the ORWARN’s mission and Bylaws.  
Associate Members are ineligible to serve on the Board.   
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 Section 5. Appointment.  Board members serve at the pleasure of their respective 
utilities.   
 

 Section 6. Term.  The term of all Board members shall be 2 years. The Chair, 
Secretary, and At-Large Board positions two (2) and four (4) shall have 2 year terms that expire in 
even years. The Vice Chair and At-Large positions one (1) and three (3) shall have 2 year terms 
that expire in odd years. 
 

 Section 7. Removal.  Membership and voting privileges for any and all Board members 
may be revoked, with cause, at a meeting called for that purpose, by a unanimous vote of the 
remaining Board members.  Board members may not be absent for three consecutive meetings 
without prior notification to the Board. 
 

 Section 8. Vacancies.  Any vacancy on the Board shall be filled by delegation of a new 
representative from the respective Member, subject to Article VI of these Bylaws.  If the Member 
declines or is unable to provide a new representative, the vacancy shall be filled by election at the 
next annual meeting.  The Board may appoint an interim representative to serve until the vacancy 
can be filled by election.  The filling of such vacancy shall be for the remaining term to which such 
vacancy relates. 
 

 Section 9. Regular Meetings.  Regular meetings of the Board shall be held no less than 
twice per year at the time and place to be determined by the Board.  Notice of all regular meetings 
of the Board describing the date, time, place and purpose of the meeting shall be given to each 
member of the Board personally, or by telephone, or by mail, or by electronic communication not 
less than seven (7) days prior to the meeting.  All Board meetings shall be open to Members, 
Associate Members and the public.  Robert’s Rules of Order shall govern board meetings. 
 

 Section 10. Special Meetings.  Special meetings of the Board shall be held at the time 
and place to be determined by the Board.  Notice of special meetings of the Board describing the 
date, time, place, and purpose of the meeting shall be given to each Board member personally, or 
by telephone, or by mail, or by electronic communication not less than two (2) days prior to the 
meeting.  Meetings regarding personnel matters will be considered confidential and closed to other 
than the involved parties. 
 

 Section 11. Meetings by Electronic Mail or Telecommunications.  Electronic, 
telephone or telephonic communications may be used for any regular or special meeting of the 
Board as long as all Board members can be heard, read or seen by the other members. 
 

 Section 12. Quorum.  A quorum for Board action shall consist of a majority of the 
Members of the Board.   
 
Article VI. OFFICERS 
 
 The officers of the ORWARN shall be Chair, Vice Chair, Secretary and Treasurer. These 
officers shall perform the duties prescribed by these Bylaws and the Agreement under the 
parliamentary authority adopted by the ORWARN, and perform such other duties as the Board 
shall prescribe.   
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Article VII. DUTIES 
 
 Section 1. Chair.  The Chair shall preside at all meetings and elections of the 
ORWARN and shall have the general supervisory and directional powers of the organization.  The 
Chair shall set meeting agendas and perform other duties as imposed by the Board.  The Chair shall 
be an ex-officio member of all committees. 
 
 Section 2. Vice Chair.  The Vice Chair shall perform such duties as shall be assigned 
by the Board or by the Chair.  The Vice Chair shall exercise the powers and perform the duties of 
the Chair in the absence or disability of the latter, or in case of a vacancy in the office of the Chair.   
 
 Section 3. Secretary.  The Secretary shall provide for all required notices, attend all 
meetings and keep the minutes of all meetings.   The Secretary shall maintain the corporate records, 
current and historical letters, correspondence, prepare and file timely accurate federal and state 
reports, as needed, and in general perform all duties incident to the office of Secretary and such 
other duties as may be assigned from time to time by the Chair or by the Board.  In the absence of 
the Chair and Vice Chair, the Secretary shall preside over meetings. 
 
 Section 4.  Treasurer.  The Treasurer shall maintain such accounts as necessary for 
ORWARN and shall provide financial reports to the Board.  The Treasurer shall maintain current 
and historical accounts of deposits and disbursements of all income and expenditures, have charge 
and custody of and be responsible for all funds, receive and give receipts, and perform all duties 
incident to the office of Treasurer and as may be assigned from time to time by the Chair or by the 
Board of Directors.  The Treasurer shall serve at the pleasure of the Board, and have no voting 
privilege, unless the appointed Treasurer is also an elected Board Member. 
 
Article VIII. COMMITTEES 
 
 Section 1. Executive Committee.  The Board shall have the power to make financial 
and budgetary decisions. 
 

 Section 2. Other Committees.  The Board may establish other committees as it deems 
necessary and desirable.  Such committees will be advisory committees to the Board.  The Board 
recognizes the following permanent committees, but may establish other committees as it deems 
necessary: 
 

1. Training and Exercise Committee.   
2. Outreach and Membership Committee.   

 3. Website and Resource Committee. 
 4. Annual Meeting Committee. 

5.  Response Coordination Committee 
 

The Chair of a committee shall be appointed by the Chair of the Governing Board.   
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 Section 3. Composition of Committees   Any committee shall be composed of one (1) 
or more Board members, appointed by majority vote of the Board, if a quorum is present.  The 
Board shall appoint one (1) or more Members to the committees as it deems necessary by majority 
vote of the Board, if a quorum is present.       
 

 Section 4. Quorum and Action.  A quorum at a Committee Meeting shall be a 
majority of all appointed Committee Members. If a quorum is present, action is taken by an 
affirmative vote of a majority of the Committee Members present. 
 
 Section 5. Limitations on the Powers of Committees.  No Committee may authorize 
payment of any part of the income of the organization to its directors or officers; approve 
dissolution, merger or the sale, pledge or transfer substantially all of the organization’s assets; 
elect, appoint or remove directors or fill vacancies on the Board or any of its committees; nor 
adopt, amend or repeal the Articles, Bylaws, or any resolution by the Board. 
 
Article IX. AMENDMENTS TO BYLAWS 
 
 These Bylaws may be amended or repealed and new Bylaws adopted by the Board by a 
majority vote of all Board members present, if a quorum are present.  Prior to the adoption of an 
amendment to the existing Bylaws or adoption of new Bylaws, each Board member shall be given 
at least five (5) days’ notice of the date, time and place of the meeting at which the proposed 
changes are to be considered, and the notice shall state that one of the purposes of the meeting is to 
consider a proposed amendment to the existing Bylaws or adoption of new Bylaws.  The notice 
shall also contain a copy of the proposed amendments or new Bylaws.   
 
Article X. CORPORATE INDEMNITY OF OFFICERS AND DIRECTORS  
 

Subject to the Oregon Constitution, the limits imposed under the Oregon Tort Claims Act, 
and laws of the state of Oregon applicable to local governments, ORWARN shall assume the 
defense of, fully indemnify, save and hold harmless, the officers and directors from all claims, 
suits, actions, loss, damage, injury, and liability of every kind, nature, and description, directly or 
indirectly arising from the officers or director’s duties, actions, inaction, and position on the Board.   
 
Article XI. FINANCE 
 
 Section 1. Fiscal Year.  The fiscal year for the ORWARN shall commence on the first 
day of January and shall end on the thirty-first day of December. 
 
 Section 2. Loans.  The ORWARN shall make no loans to its Officers or Directors.  
Further, no loans shall be contracted on behalf of the ORWARN, and no evidence of indebtedness 
shall be issued in its name unless authorized by a resolution of the Board. 
 
 Section 3. Assessments.  No fees shall be assessed against Members or Associate 
Members without a majority vote of the Board.  All financing will be through voluntary 
contributions, fundraisers, gifts, grants from member councils, and outside public and private 
sources. 
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 Section 4. Administration Costs.  Costs to administer grants and other funding may be 
included as part of a grant application or other funding requests, if any. 
 
 
 
 
 
 
Article XII.  RELATIONSHIP WITH PNWS   
 

ORWARN may be provided benefits and services by the Pacific Northwest Section of the 
American Water Works Association (PNWS).  ORWARN shall be operated and managed at all 
times to comply with the terms and conditions of the Affiliation Agreement Between the American 
Water Works Association (AWWA) and the Pacific Northwest Section of the American Water 
Works Association and such other terms and conditions Pacific Northwest Section requires as a 
condition of providing benefits and services to ORWARN. 
 
Article XIII. CONFLICT BETWEEN AGREEMENT AND BYLAWS 
 

Any material conflict between the provisions of the Agreement on the one hand, and these 
bylaws on the other hand, shall be resolved by reference to and reliance upon the Agreement.   
 
 
ADOPTED         
   Date 
 
         
   Chair 
 
APPROVED: 
 
         
   Secretary 
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Record of Changes Form 

 
Changes to this document are expected due to lessons learned, updates to protocols, and/or modification 
to the ORWARN Agreement. Designated authors follow these procedures when making updates/changes 
to this Operational Plan: 
 

1. Record updates/changes on the log below. (Add new pages as needed.) 

2. The ORWARN Steering Committee approves updates to this Operational Plan and electronically 
advises all Member utilities and Associate Members when approved updates have been made and 
are available on the ORWARN Web site at www.ORWARN.org. 

3. Member utilities replace old pages with current pages and destroy outdated material. 
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List of Definitions from the Mutual Aid/Assistance Agreement 
All definitions in the Operational Plan are consistent with the Sample Omnibus Water Wastewater Mutual 
Aid and Assistance Agreement. 
 
Activation 
Occurs when one Member utility calls another Member utility to discuss the exchange of resources. 
 
Associate Member 

 Any non-utility participant, approved by the ORWARN Board, that provides a support role for the 
ORWARN  program 
 
Authorized Representative 
An employee of a Member authorized by the Member’s governing board or management to request 
assistance or offer assistance under the Agreement. 
 
Confidential Information 
Any document shared with any signatory to the ORWARN Agreement that is marked confidential, 
including but not limited to any map, report, notes, papers, opinion, or e-mail which relates to the system 
vulnerabilities of a Member or Associate Member. 
 
Emergency 
A natural or manmade incident that is, or is likely to be, beyond the control of the services, personnel, 
equipment, and facilities of a mutual aid/assistance program member. 
 
Incident 
In this document the term incident is used as a generic description for a planned event, a small incident, or 
major disaster.   
 
Member 
Any public or private water or wastewater utility that manifests intent to participate in the mutual 
aid/assistance program by executing the Agreement. 
 
Mutual Aid 
Mutual aid is the sending and receiving of personnel, equipment, and resources without the expectation of 
reimbursement. The Agreement may be executed under the same understanding if so agreed between both 
parties in writing prior to sending aid. 
 
Mutual Assistance 
While operationally consistent with mutual aid, mutual assistance is the provision of personnel, 
equipment and resources with the understanding that reimbursement is expected as described in the 
Agreement. 
 
Non-Responding Member 
A Member that does not provide assistance during a period of assistance under the mutual aid/assistance 
program. 
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Period of Assistance 
A specified period of time during which a Responding Member assists a Requesting Member. The period 
begins when personnel, equipment, or supplies depart from a Responding Member’s facility and ends 
when the resources return to their facility (portal to portal). All protections identified in the Agreement 
apply during this period. The specified period of assistance may occur during response to or recovery 
from an emergency, as previously defined. 
 
Requesting Member 
A Member who requests assistance under the mutual aid/assistance program. 
 
Responding Member 
A Member that responds to a request for assistance under the mutual aid/assistance program. 
 
National Incident Management System (NIMS) 
A national, standardized approach to incident management and response that sets uniform processes and 
procedures for emergency response operations. 
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Introduction 
Mutual aid and assistance agreements such as the Oregon Water/Wastewater Agency Response Network 
(ORWARN) help local jurisdictions respond to incidents that require resources beyond the capability of a 
local utility.  The ORWARN Agreement identifies the administration of the program, describes how to 
access mutual aid/assistance, specifies reimbursement procedures for the use of resources, and authorizes 
the creation of an ORWARN Mutual Aid/Assistance Operational Plan.   
 
While the ORWARN Agreement is the legal instrument authorizing the exchange of resources, the 
ORWARN Mutual Aid/Assistance Operational Plan describes how to implement the Agreement. The 
ORWARN Mutual Aid/Assistance Operational Plan is the operational extension of the Agreement and 
outlines the procedures that need to be in place to make the ORWARN Agreement work. Other 
documents such as the FEMA Resource Typing and American Water Works Association (AWWA) Water 
& Wastewater Mutual Aid & Assistance Resource Typing Manual identify the type of teams and 
associated equipment that utilities may request to respond1.  All of these documents (the ORWARN 
agreement, Operational Plan, FEMA Resource Typing and AWWA Water & Wastewater Mutual Aid & 
Assistance Resource Typing Manual) inter-relate and support the mission to address local emergencies. 
As a result, other job aids may be developed to help direct the implementation of the Operational Plan. 
 
Figure 1 shows how Member utilities activate the Agreement by following the Operational Plan and 
illustrates that Resource Typing is integral to requesting Mutual Aid/Assistance. Exercising the 
Operational Plan, Resource Typing, and other job aids ensure the functionality of the ORWARN system. 

 
Figure 1: Member utilities follow the ORWARN Operational Plan to activate the ORWARN 
Agreement 
 
 

                                            
1 AWWA developed the AWWA Water & Wastewater Mutual Aid & Assistance Resource Typing Manual to 
provide guidance to water and wastewater utilities when they request and provide mutual aid/assistance resources 
during and after an emergency.  Resource typing is the categorization and description of response resources that are 
commonly exchanged in disasters through mutual aid/assistance agreements.  For more information on resource 
typing, visit http://www.fema.gov/emergency/nims/rm/rt.shtm.  The AWWA Water & Wastewater Mutual Aid & 
Assistance Resource Typing Manual is available at www.nationalORWARN.org. 
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The ORWARN Operational Plan describes how mutual aid/assistance for the water and wastewater sector 
may evolve. ORWARN membership includes utility Members who have signed the Mutual Aid 
Agreement. State drinking water primacy agency, state wastewater permitting authority, emergency 
management agencies, water and wastewater sector associations, and other interested associations, 
businesses, and individuals are associate Members. The ORWARN Board is responsible to share with and 
educate utility and associate Members on how to use the current or updated Operational Plan. It is the 
utility and associate Member’s responsibility to integrate this Operational Plan into their respective 
emergency response or emergency operations plans.  Descriptions of this Operational Plan and current 
and recommended training do not replace other regulated trainings, such as that required for hazardous 
materials response.   

What is the Purpose of an ORWARN Mutual Aid/Assistance Operational Plan? 
The ORWARN Mutual Aid/Assistance Operational Plan is designed to be an instructional guide 
describing the use of the ORWARN Agreement and the coordination of resource flow. It is not designed 
to be a command and control element outside of the emergency management system, rather a 
coordination tool within the emergency management system and specialized water and wastewater sector 
resources. The ORWARN Operational Plan facilitates the integration of Member utilities before, during, 
and after an incident, including those actions that occur prior to a formal emergency declaration. The 
ORWARN Operational Plan describes how to sustain operations throughout the emergency and into 
recovery. Specifically, the ORWARN Operational Plan: 

• Describes pre-emergency responsibilities  
• Describes training, exercises, and update procedures for the Operational Plan 
• Provides a concept of emergency operations  
• Provides a general set of procedures for activation of the ORWARN  
• Provides a general set of procedures for mobilization of ORWARN Member utilities 
• Provides a general set of procedures for ORWARN response coordination  
• Describes documentation and forms for the ORWARN standard reporting formats 
• Describes communications tools for ORWARN Member utilities 
• Describes a general set of procedures for writing an after action report and improvement plan 

 
A secondary purpose of the Operational Plan is to know, understand, and use the AWWA Water & 
Wastewater Mutual Aid & Assistance Resource Typing Manual and FEMA Resource Typing. 

How is the ORWARN Operational Plan Organized? 
The ORWARN Operational Plan is divided into eight sections and supporting attachments. The content 
and use of each are summarized in Table 1. Notably, Sections 4, 5, 6 and 7 (the shaded sections in the 
table) provide instructions for the ORWARN Member utilities during an emergency.   
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Table 1. Content and Purpose by Section 

Section Content For use by: When it is used: 

1.  ORWARN Pre-emergency 
Responsibilities and Structure 

Staff responsible for administrative and 
preparedness activities 

Pre-emergency  

2.  Training, Exercise, and 
Updates 

Staff responsible for preparedness activities Pre-emergency 

3.  Concept of Operations Staff planning and establishing ORWARN 
operations prior to an emergency 

Pre-emergency 

4.  ORWARN Activation Member utilities requesting assistance and 
Member utilities responding to requests 

During ORWARN 
activation 

5.  Response Considerations Member utilities responding to requests During ORWARN 
activation 

6.  
ORWARN Response 
Coordination 

ORWARN Response Team Members helping to 
coordinate the ORWARN Member’s response 
during an emergency 

During ORWARN 
activation 

7.  ORWARN Communication 
Tools 

Member utilities requesting assistance and 
Member utilities responding to requests  

During ORWARN 
activation 

8.  After Action Report and 
Improvement Plan 

Staff responsible for post-incident activities Post-emergency 

9.  Attachments Member utilities requesting assistance and 
Member utilities responding to requests 

During ORWARN 
activation 

 

Assumptions 
Several key assumptions form the basis of this document and implementation procedures for ORWARN: 
 

• Emergency Response Plans are in place.  While utility-specific Emergency Response 
Plans (ERPs) are not within the scope of this document, ORWARN encourages all utilities to 
develop or update an ERP. With the development of the National Incident Management System 
(NIMS), ERP updates include how the utility uses the Incident Command System (ICS), how the 
utility integrates with its local emergency management and response agencies, and how the ERP 
addresses vulnerability assessments, if they are also completed. Additionally, ERPs from Member 
utilities can integrate expected ORWARN activities. 

 
• Employees are trained according to the ERP, ICS, NIMS, ORWARN and AWWA 

Water & Wastewater Mutual Aid & Assistance Resource Typing Manual, and FEMA 
Resource Typing.  In order to respond to all emergencies, Member utilities provide practical 
employee training regarding the utility ERP, ICS, and NIMS. Additional training on how to use 
mutual aid/assistance resources ensures the ability to coordinate response with outside agencies. 
Section 2 of this document includes a list of recommended NIMS and ICS training. Additionally, 
employees can be trained according to ORWARN activities and be familiar with the AWWA 
Water & Wastewater Mutual Aid & Assistance Resource Typing Manual and FEMA Resource 
Typing 

 
• Utilities have signed a single, statewide omnibus ORWARN Agreement.  The 

ORWARN Agreement establishes the foundation of ORWARN and serves as the legal instrument 
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authorizing the request for mutual aid/assistance, provides a mechanism for reimbursement, 
identifies the legal protection and immunities for employees and for use of resources, and 
establishes eligibility for possible federal reimbursement of expenditures associated with mutual 
aid/assistance. 

 
• ORWARN is coordinated with local and state authorities.  Coordinated response and 

access to restricted areas relies on communication between the ORWARN and the following 
groups or organizations:  

o Utilities 
o Local emergency management agencies 
o State emergency management agency  
o State drinking water primacy agency 
o State wastewater permitting authority 
o Local and State law enforcement authorities 

 
The relationship between the ORWARN, state and local agencies, and utilities, is defined by the 
agreement and documented in the Operational Plan. Exercising the ORWARN with the Member utilities 
and other response agencies facilitates a successful response with ORWARN.   
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SECTION 1: Pre-Emergency Responsibilities 
ORWARN Member utilities plan and prepare for a real incident prior to responding. Likewise, the Board 
relies on membership involvement to help organize the activities, plans, and resources to ensure 
functionality of the ORWARN. Figure 2 identifies the relationship of the Board, its officers, the Member 
utilities, and subcommittees. 

 

ORWARN  
Board Chair 

Secretary Vice Chair 

2  At Large 
Members Reserved for 

Future 

Training/ 
Exercise 

Committee 

Outreach/ 
Membership 
Committee 

Members Annual 
Conference 
Committee 

Website/ 
Resources 
Committee 

Figure 2: Elements of the ORWARN Organizational Structure 
 
 
 
 
 
Member Utility 
A Member utility may be any public or private water or wastewater utility that signs the ORWARN 
Agreement. The Member utility identifies an Authorized Representative and Alternates to manage its 
participation in ORWARN and response to possible incidents. Member utilities are eligible to participate 
in one or more committees to support the ORWARN. Additionally, the ORWARN encourages Member 
utilities to participate in the annual meeting, trainings, and other activities.   
 
Member utilities vote on updates to the Agreement and other topics related to the operations of the 
Agreement. Each Member has one vote. A private utility with multiple service locations also has just one 
vote (in relation to one decision-making board).  
 
Pre-emergency responsibilities for Member utilities include:  

• Identify an Authorized Representative and alternates who are responsible for: 
o Requesting Assistance 
o Offering Assistance 
o Refusing Assistance  
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o Withdrawing Assistance 
• Provide the ORWARN with contact information for their Authorized Representative and 

alternates 
• Maintain ORWARN database information for their utility in accordance with their policy. Print a 

hard copy of the ORWARN database on a periodic basis (e.g. every six months) to ensure the 
information is available when a power loss disrupts computer access 

• Update the contact and other database information every six months or as changes occur 
• Ensure employees are trained according to the current NIMS guidance and complete relevant 

training requirements as appropriate 
• Identify procedures for how or when the Authorized Representative may request or send mutual 

aid/assistance 
• Clarify reporting and coordination procedures with the local emergency management officials 
• Review the ORWARN Operational Plan and incorporate appropriate portions into the utility 

emergency response plan 
• Develop procedures to track costs for personnel, equipment, and other resources during an 

emergency 
• Volunteer to support the pre-emergency organization of the ORWARN system, as available 
• Attend ORWARN trainings and general meetings 

 
Board 
The Board members are elected by ORWARN Member utilities at the annual meeting held in conjunction 
with the annual conference. Under the leadership of the Board Chair (referred to as the ORWARN Chair), 
the Board is responsible for the following actions:  

• Organize and coordinate emergency planning and response activities for the ORWARN 
• Encourage the active participation of Member utilities 
• Establish regular meeting schedules to maintain continuity 
• Maintain communication with Member utilities regarding updates, changes, or modifications to 

the ORWARN system 
• Maintain the Operational Plan for implementing the ORWARN agreement 
• Obtain and manage grants as available 
• Manage issues related to Web site management 
• Determine costs associated with hosting workshops, training, etc. 
• Set training and exercise schedule 
• Represent the membership when engaged in meetings, discussions, and consultations with other 

associations, states, and local agencies regarding ORWARN 
 
The Board consists of: 

• Chair 
• Vice Chair 
• Secretary 
• 2 Members at Large  
 

 
 
Board Chair 
The Board Chair is elected by the utility Members of the ORWARN. The Chair Represents ORWARN 
Member utilities to the state emergency management agency, state drinking water primacy agency, and 
state wastewater permitting authority in emergency planning matters 

• Preside at all duly constituted meetings of the membership 
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• Act as the Executive of the Board and an ex officio member of all standing committees 
 
Vice Chair 
The Vice Chair is elected by the utility Members of ORWARN. The Vice Chair performs duties as 
assigned by the Chair. During a temporary absence of the Chair, the Vice Chair provides direction to the 
ORWARN Board. In case the ORWARN Chair retires, resigns, or experiences a long-term absence, the 
Vice Chair acts in place of the Chair until a new Chair is elected. 
 
Secretary 
The Secretary is elected by the utility Members of ORWARN. The Secretary  is responsible to record 
proceedings at all meetings of the Board, and:  

• Edit and publish any official administrative publications for the Board 
• Receive and maintain a file of notes and records for the Board and subcommittees 
• Send official messages approved by the Chair to Member utilities 
• Perform other administrative duties as assigned 

 
Members at Large 
 
The two members at large are elected by utility Members of ORWARN. The members at large attend and 
vote at ORWARN board meetings, lead and participate on subcommittees, and fulfill other duties as 
assigned. 
 
Associate Members 
Associate Members paticipate in ORWARN. An associate Member is any non-utility ORWARN 
participant that provides a support role to the ORWARN program. Associate Members may include the 
following: 

• Professional water sector association representative(s) (AWWA, National Rural Water 
Association, Water Environment Federation, etc.) 

• State drinking water primacy agency 
• State wastewater permitting authority 
• State Emergency Management agency  
• Department of Public Health 
• U.S. Environmental Protection Agency Region 
• Other interested organizations, businesses or individuals 
 

Associate Members may attend ORWARN Board meetings, the annual conference and meeting and 
participate in ORWARN activities. As advisors, these Members do not vote on ORWARN actions, but do 
provide input. 
 
Typical Subcommittees 
Standing Subcommittees include: 

• Training and Exercises 
• Outreach and Membership 
• Website and Resources 
• Annual Meeting and Conference 
 
Ad hoc Subcommittees include: 
• Operational Plan 
• Response Coordination  
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ORWARN utility Members and associate Members may participate in one or more subcommittees. The 
Board approves the creation of and membership in the subcommittees.   
 
 
Operational Plan Subcommittee 
To comply with the ORWARN Agreement to create an Operational Plan, the ORWARN Board may 
identify a group of Member utilities to create an Operational Plan to ensure the ORWARN is ready to 
respond. This “standing subcommittee” focuses on procedures and materials designed to manage and 
improve the operations of the ORWARN. The committee is responsible to: 

• Maintain the ORWARN Mutual Aid/Assistance Operational Plan 
• Maintain contact with local, regional, and state emergency management agency, state drinking 

water primacy agency, and state wastewater permitting authority representatives 
• Provide recommendations on how to manage Member utility contact data and resource lists. 
• Lead regular Member utility training to maintain familiarity with the operations of the Agreement 
• Conduct an “after action review” of the ORWARN system operations following each emergency 

and make recommendations for improvement 
 
Response Subcommittee 
All emergencies are local and require local capability to respond. For most emergencies mutual 
aid/assistance requests can be handled utility to utility. In larger events where multiple utilities are 
affected and assistance is required to coordinate the number of requests, an ORWARN Response Team 
consisting of pre-trained Utility Members from unaffected utilities may be located at various levels of 
government including the State and County Emergency Operations Center, as called upon. An example 
may be if a major earthquake struck Oregon, trained utility Members may staff the State Operations 
Center or a county EOC, so the utilities affected by the earthquake may continue their response to meet 
the needs of their customers.   
 
In general, trained members of the Response subcommittee take what the Operational Plan Subcommittee 
has prepared and ensures ORWARN response coordination. Members of the Response Team may 
organize exercise programs as needed to test the Operational Plan with Member utilities. They may also 
participate in exercises (as appropriate) conducted by individual utilities, local government, and county or 
state emergency management organizations.  
 
Response Subcommittee personnel complete training on the following documents and programs: 

• ORWARN Mutual Aid/Assistance Operational Plan 
• Exercise Design 
• FEMA Emergency Management Institute Independent Study courses (recommended series of 

NIMS and ICS training can be found in Section 2) 
• State operational activities 
• Emergency Management Assistance Compact (EMAC) 
• National Response Framework (NRF) 
• FEMA Public Assistance Program  

 
This list of training may be useful and applicable to all ORWARN Members. 
 
Membership Subcommittee 
ORWARN has a Membership Subcommittee which is responsible to: 

• Develop and/or maintain marketing or informational materials for outreach purposes 
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• Conduct informational outreach at professional association conferences and workshops to ensure 
presentation of the ORWARN concept 

• Market and recruit new Member utilities 
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SECTION 2: Training, Exercises, and Updates 

Training 
ORWARN uses a multi-year training plan to prepare Member utilities, Authorized Representatives, 
Response Team Members and other relevant stakeholders. The training plan includes common training to 
enhance response with mutual aid/assistance resources and ensure the ability to coordinate response with 
outside agencies. Each Member Utility is responsible to ensure designated employees: 

• Understand the ORWARN Agreement 
• Review the ORWARN Mutual Aid/Assistance Operational Plan 
• Understand the ORWARN Web site, database, and other communication protocols 
• Understand the AWWA Water & Wastewater Mutual Aid & Assistance Resource Typing Manual 

and FEMA Resource Typing. 
• Review the utility’s safety procedures and ERP 

 
Each utility may implement the NIMS training requirements according to their internal policy. Currently 
NIMS requirements include:  

• IS-100. Introduction to the Incident Command System for Water Sector Personnel 
• IS-200. ICS for Single Resources and Initial Action Incidents 
• IS-300. Intermediate ICS, Expanding Incidents (Classroom Instruction Only) 
• IS-400. Advanced ICS, Command and General Staff – Complex Incidents (Classroom Instruction 

Only) 
• IS-700. National Incident Management System, An Introduction  
• IS-800.B National Response Framework (NRF), An Introduction 

 
Member Utility representatives who are on the Response Subcommittee need to complete: 

• IS-630.Introduction to the Public Assistance Program 
• IS-701.Multi-agency Coordination Systems 
• IS-703.NIMS Resource Management 
• IS-706.NIMS Intrastate Mutual Aid - An Introduction 

 
The training plan can include courses or instructions on how to complete the ORWARN Operational Plan 
documentation, including: 

• Damage assessment  
• Tracking and documenting expenses using existing utility accounting forms 
• Reimbursement following local and state emergency agencies’ processes and procedures 

 
 
 

Exercises 
ORWARN periodically exercises its Operational Plan to validate the ability to execute and evaluate the 
plan.  ORWARN uses a multi-year exercise plan to initiate a building-block approach in which training 
and exercise activities focus on specific capabilities in a cycle of escalating complexity. According to the 
U.S. Department of Homeland Security’s (DHS) Homeland Security Exercise and Evaluation Program 
(HSEEP), there are seven distinct types of exercises2. This document discusses the three types of 
exercises below.   

                                            
2 For more information on U.S. DHS HSEEP, visit https://hseep.dhs.gov/. 
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Tabletop Exercises  
Tabletop Exercises, a type of discussion-based exercise, bring together key personnel to discuss 
hypothetical scenarios in an informal setting. ORWARN Member utilities can use this type of exercise to 
assess plans, policies, and procedures or to evaluate the systems needed to guide the prevention of, 
response to, and recovery from a defined incident. Tabletops typically aim at facilitating understanding of 
concepts, identifying strengths and shortcomings, and achieving changes in the approach to a particular 
situation. An exercise facilitator encourages participants to discuss issues in depth and develop decisions 
through slow-paced problem solving, rather than the rapid, spontaneous decision making that occurs 
under actual or simulated emergency conditions. The effectiveness of a tabletop is derived from the 
energetic involvement of participants and their consideration of recommended revisions to current 
policies, procedures, and plans. The ORWARN may participate in and facilitate tabletop exercises with 
Member Utilities or participate in exercise programs designed and run by local emergency management 
or state emergency management authorities. 
 
Functional Exercises  
A Functional Exercise is designed to evaluate and validate individual capabilities, multiple functions, 
activities within a function, or interdependent groups of functions. Functional exercises center on an 
exercise scenario with dynamic events that drive activity at the management level. A functional exercise 
simulates everyday operations in a functional area by presenting complex and realistic problems that 
require rapid and effective responses by trained personnel operating in a highly stressful, time-constrained 
environment. The ORWARN may participate in independent, State, or local functional exercises. 
 
Full-Scale Exercises  
Full-Scale Exercises are multi-agency, multi-jurisdictional, multi-organizational exercises that validate 
many facets of preparedness. They include many players operating under cooperative systems such as an 
Incident Command System to effectively and efficiently prevent, respond to, or initiate recovery from an 
incident. Full-scale exercises focus on implementing and analyzing the plans, policies, procedures, and 
cooperative agreements developed in discussion-based exercises and honed in previous, smaller, 
operations-based exercises. In full-scale exercises, a highly realistic depiction of operations in multiple 
functional areas presents complex and realistic problems that require critical thinking, rapid problem 
solving, and effective responses by trained personnel. During full-scale exercises, facilitators project 
events through a scripted exercise scenario with built-in flexibility to allow updates that drive activity.  
The exercises play out in real time, creating a stressful, time-constrained environment that closely mirrors 
real-life events. 
 
At a minimum, ORWARN plans for at least one tabletop exercise annually. Functional and full-scale 
exercises may occur periodically. In planning and conducting either type of exercise, the ORWARN can 
engage the state emergency management agency; state drinking water primacy agency, and the state 
wastewater permitting authority. Additionally, the ORWARN may participate and facilitate full scale 
exercises with Member utilities or participate in exercise programs designed and run by local emergency 
management or state emergency management authorities. 
 
 
 
 

Updating the ORWARN Operational Plan 
Following an incident, exercise, or every five years, (whichever is soonest), the Operational Plan 
Subcommittee may accept comments on the Operational Plan from Member utilities. ORWARN Member 
utilities will be notified that comments are being accepted. Feedback will be collected by the Operational 
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Plan Subcommittee and consolidated into the Operational Plan as appropriate. The ORWARN Board 
reviews the comments and approves any revisions to the ORWARN Operational Plan. The ORWARN 
Board communicates approved Operational Plan changes to ORWARN Members and Associate Members 
and those persons who are assigned roles within the plan. 
 
While the ORWARN Board is responsible to inform and train the Member utilities on the changes to the 
Operational Plan, it is the utility and Associate Members’ responsibility to integrate the updated 
Operational Plan into their respective emergency response or emergency operations plans.   

 
Any suggested changes that impact the agreement are handled separately from the Operational Plan 
updates. Two appointed legal representatives from Member utilities may review the suggestions to 
determine the impact on the agreement. Based on review of the impacts, the Board determines whether to 
submit the changes for a vote to the Member utilities.  
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SECTION 3: Concept of Operations 
ORWARN Relation to Local and State Response 
The relationship between ORWARN and the local and state emergency response system is critical. This 
Operational Plan and other NIMS concepts enable local jurisdictional authorities to benefit from standard 
practices and frameworks. According to NIMS, local jurisdictions retain command, control, and other 
authority over response activities for their jurisdictional areas3. Incidents typically begin and end locally 
and are managed on a daily basis at the lowest possible geographical, organizational, and jurisdictional 
level. Local jurisdictions also have flexibility to adjust the scale and scope of their response to the 
emergency. 
 
The following is a list of the emergency responsibilities and levels of response that may be part of a 
ORWARN mobilization. The cumulative activities mirror those described in the NIMS Multi-Agency 
Coordination System (MACS) Group process (for more information on MACS, see Section 2: Training, 
Exercise, and Updates). Linkage to the MACS and local emergency response groups is presented in the 
following subsection, “Response Consideration by Role”. Emergency management agencies may modify 
the process described below as agencies recognize the need to change and adapt incident management and 
emergency response for an incident, due to changes in scope and/or scale over time.   
 
Depending on the size of the emergency, all levels of response described below may not be needed every 
time the ORWARN is activated. As all emergencies are local, if the resource needs can be addressed by 
one utility calling another, that may be all that is needed. Communication with the ORWARN Steering 
Committee is suggested so that the Steering Committee is aware that resources were requested. This can 
be accomplished via e-mail if available or contact with one designated person from the Response 
Committee. In emergencies that affect more than one locality, coordination at the county level may be 
necessary. In an emergency that affects multiple counties, coordination at the state level may be 
necessary.   
 
Role: Description of Activity: 
Utility Field 
Personnel 

• These are the utility employees in the field responding to an emergency. 
• Homeland Security Act of 2002 (P.L.107-296) and Homeland Security 

Presidential Directive (HSPD) 8 identifies local utilities as first responders. 
• As first responders, utility employees in the field are trained and function 

within the Incident Command System (ICS). 
• Field personnel report to their respective employer utility while coordinating 

response with local emergency response agencies (e.g. law, fire and rescue, 
emergency medical, etc.). This is known as unity of command in ICS. 

Utility 
(Private or Public) 

• Public utilities can either be part of a city or county agency, or they can be an 
independently governed special district, not affiliated with a city or county.  
Public utilities comply with specific requirements, including the use of NIMS, 
to be eligible for federal preparedness grants.  

• Private utilities are generally investor owned and operated. While private 
utilities are not required to comply with NIMS, most choose to follow NIMS 
protocols as a best practice approach.  

• If the local utility is a city or county department or work unit, the utility may 
establish a department operations center (DOC) and/or report directly to the 

                                            
3 Page 12. Draft National Incident Management System. April 2007.   
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Role: Description of Activity: 
appropriate city or county Emergency Operations Center (EOC).   

• Special districts or independent utilities may activate an agency DOC, and/or 
depending on the number of cities or counties served, the utility may directly 
report to or participate with a city, county, or state EOC. 

Local Government  
(Cities) 
 

• Depending on the size and complexity of an emergency, local governments 
may operate EOCs to coordinate resources and manage operations within the 
jurisdiction. 

• Local governments may assist the local utility with the emergency, provided 
that local resources and supplies are available and that Local Government 
response resources are available and can be dedicated to this responsibility. 

• If necessary, the city may request county and state assistance. 

County 
Government 
 

• Typically led by county management, a county EOC may be activated to 
coordinate the emergency response actions of all jurisdictions within the 
boundary of the county. Upon request or when response to disruption of local 
drinking water or wastewater systems becomes a priority for the county, staff 
may be identified to help coordinate county resources to assist cities, special 
districts, and local utilities.  

• If necessary, the county may request State assistance. 

ORWARN • Designated ORWARN representatives may sit in the county and/or state EOC 
to facilitate information flow from damaged utilities, identify utility mutual 
aid/assistance resources, and coordinate response. 

• If the ORWARN representatives do not sit in the state EOC, the ORWARN 
representatives may meet at a designated facility, a Member utility’s DOC, or 
at the county and/or city EOC to help coordinate ORWARN Member utility 
mutual aid/assistance response. 

• Depending on the organizational plan, when in a city, county, or state EOC, 
the ORWARN representatives could be seated in the Operations Section, 
Planning Section, Response Coordination group, or another designated 
reporting location. 

State Government 
 

• As needed, the state coordinates state and regional resources to assist the cities 
and counties.   

• Typically led by state management, a state EOC may be activated to 
coordinate the emergency response actions of all jurisdictions within the state.  

• Upon request or when response to disruption of local water distribution 
becomes a priority, staff from the state drinking water primacy agency and the 
state wastewater permitting authority may be identified to help coordinate state 
resources to assist counties, cities, special districts, and local utilities.   

• As needed, the state may request assistance from the National Guard, drinking 
water primacy agency, wastewater permitting authority, other states (through 
EMAC), or federal government agencies.   

Federal 
Government 
 

• Upon request, or when local drinking water or wastewater system disruption 
necessitates federal assistance, the Federal Emergency Management Agency 
(FEMA) coordinates federal emergency response resources through Emergency 
Support Function #3 (ESF #3), Public Works and Engineering. As the ESF #3 
primary agency, the U.S. Army Corps of Engineers (USACE) is responsible for 
coordinating supplemental assistance to state and local jurisdictions.  
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Role: Description of Activity: 
• As a support agency to ESF #3, the U.S. EPA works closely with USACE and 

FEMA. U.S. EPA is the lead federal agency responsible to support the water 
sector as detailed in HSPD-7. 

• Federal emergency response resources may also be coordinated through ESF 
#10 (Oil and Hazardous Materials Response) where EPA is responsible for 
decontamination of water infrastructure and ambient water quality. 

• ESF #8 (Public Health and Medical Services), in coordination with ESF #3 and 
ESF #10, may assist in assessing potable water, wastewater, solid waste 
disposal, and other environmental health issues; conducting field investigations, 
including collection and laboratory analysis of relevant samples; providing 
water purification and wastewater/solid waste disposal equipment and supplies; 
and providing technical assistance and consultation on potable water and 
wastewater/solid waste disposal issues.   

 
 
 

Response Considerations by Role 
All emergencies are local and begin with the field4 response. It is important for a utility to understand 
how to optimize the Incident Command System (ICS) principles and activities identified in the National 
Incident Management System (NIMS) and in ICS 100 and 200 training courses. Rather than duplicate the 
available on-line training, this document reviews the linkages between the field responders, the 
management of a medium- to large-sized utility, and other response organizations beyond the local 
response. It also reviews the field personnel role in requesting and engaging mutual aid/assistance 
resources. 

Field Response 
Using the Incident Command System (ICS), designated utility field personnel manage personnel and 
resources to carry out tactical decisions and activities in direct response to an incident or threat. Figure 3 
demonstrates utility field personnel actions at a remote facility, plant, or main break.   
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Utility Representative:
- Establishes Incident Command or joins other IC 
- Assesses impact of emergency
- Determines if resources are sufficient
- Deploys available resources
- Identifies need for mutual aid/assistance
- Contacts Utility Manager to request mutual aid

Emergency 
Occurs

 
                                            
4 “Field” refers to any response remote from the utility headquarters.  This could include response to a filter plant, 
pumping plant, pump station, main break, etc. 
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Figure 3: Utility Field Response 
 

When the incident is a utility-specific event (such as a major water main break, or damage to a treatment 
plant, water pump, or enclosed clean water reservoir, etc.) the first utility responder to the scene becomes 
the Incident Commander (IC). The role of command remains at the field scene. The IC characterizes the  
scene, assesses the impact to the immediate surroundings, manages access to the scene, monitors the 
conditions and can best identify the resources required and where incoming resources specifically report.  
Additionally, the IC communicates with the utility’s management, who directs all available resources of 
the utility to address the need of the emergency. In this case, the communication from the scene is a direct 
connection to the utility management. Figure 4 demonstrates this direct communication link to the utility 
management where the decision to request mutual aid/assistance is made. Command remains in the field 
with the IC until command is transferred to another person in the field who is more qualified to handle the 
event, or the designated time for shift change is reached. 
 

Utility IC

Utility Mgt

Incident

 
Figure 4: Utility IC Reporting to Utility Mgt 
 
In the event the utility is called to respond to an incident where a law, fire, or public works Incident 
Commander (IC) is already identified, the utility responder becomes a part of the established response 
organization. According to ICS, when a person represents an agency (utility in this case) at the Incident 
Command Post, they are called an “Agency Representative.”  The primary responsibility of the utility 
Agency Representative is to coordinate response of the utility management with the needs of the 
emergency and provide support to the Incident Commander (IC). 
 
While working with the Incident Commander (IC), the utility Agency Representative establishes contact 
with utility management to report conditions and progress. Figure 5 demonstrates how a utility Agency 
Representative from an independent utility reports to a law, fire, or public works IC while communicating 
with his or her utility management about the incident and resource needs. Utility management policies 
and response plans determine the exact reporting relationship and responsibilities. As a result, reporting 
relationships and responsibilities may vary by utility.   
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Incident

Incident 
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Utility 
Agency Rep

Utility Mgt
 

Figure 5: Utility “Agency Representative” Reporting to IC and Independent Utility Management 
 
While command remains in the field with the Incident Commander (IC), for a utility that is part of a city 
or county government, the utility management may activate a Department Operations Center or Utility 
Operations Center to rally resources of the department to coordinate its response. The utility department 
may have to coordinate its response with other portions of the local government. See Figure 6. 

Incident

Incident 
Commander

Utility 
Agency Rep

Utility Mgt
Local 
Gov’t  

Figure 6: Utility “Agency Rep” Reporting as part of city/county government 

Area Command 
In complex emergencies that expand beyond one scene, the National Incident Management System 
(NIMS) encourages the use of an Area Command which may operate in an Emergency Operations Center 
(EOC) or Department/Utility Operations Center. While command remains in the field with the Incident 
Commander at the scene, the utility establishes an Area Command (utility management in this case) in the 
EOC to direct resources from unaffected portions of the utility to assist in the response. Once the 
resources arrive at the scene, they follow the local IC in the field. 
  
As other agencies are required to respond alongside the utility, coordination between multiple entities 
may require the use of the Multi-Agency Coordination (MAC) concept described in NIMS.  
Implementing a “MAC group” is simply gathering representatives from all the involved responders 
together to discuss the situation, identifying responsibilities and ensuring each is helping the other. A 
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MACS group can meet in person, over the phone or other communication service, or a combination of 
both. The intent is to encourage cross communication with fellow responders at the field level, local EOC 
level and other levels of response. 

Local Government 
City and county governments respond to an emergency as dictated by their local emergency plans. For a 
city or county to declare an emergency, the jurisdiction needs to know the extent of damage in the local 
area (including impact on utilities) and the need for mutual aid/assistance. It would be appropriate for a 
ORWARN Member utility in need to inform the local emergency management authority of the following 
information which is captured in the checklists and forms in the attachments to this plan:  

• The Member utility which activated the ORWARN Agreement 
• Resources on their way 
• The Member utility that is supplying the resources 
• When to expect the arrival of resources 
• The safe routes for ingress and access to staging locations 

 
The city and/or county may designate specific staff to coordinate information and the needs of utilities 
within the city or county. The city and/or county employee needs to be educated on what the ORWARN 
program is and how it can assist the city or county in responding to the needs of the utility community. In 
this case the ORWARN Members are encouraged to communicate with the city or county. This 
coordination with local government is important, especially if local government establishes access 
controls limiting people entering a disaster area. As a local government needs assistance, the county may 
be requesting help and coordinating response with the state government. 

ORWARN 
Once a Board member (or Response Subcommittee) member is contacted, the ORWARN system is 
activated. Initially, the ORWARN may be managed remotely using virtual technology (such as 
teleconference or e-mail communication tools) to manage the information and response. If the demands of 
the emergency grow, the ORWARN Board or Response Subcommittee members may come together to 
coordinate requests. As the need for coordination increases, trained volunteers from ORWARN Member 
utilities that are not affected by the emergency may be requested to help with coordination of the 
ORWARN. These volunteers form the ORWARN Response Team (explanation of if or how these 
volunteers’ resources are reimbursed is described in Section 5 of this Operational Plan). The key 
responsibility would be to match needs with resources offered by utilities not affected by the emergency. 
During large events, the ORWARN Response Team Members could be located at the state EOC or an 
EOC near the incident location. Alternately, the ORWARN Response Team Members could be located at 
an unaffected utility. In small events, ORWARN Response Team Members could be located at a county 
or local EOC. 

State Government 
The State Government manages and coordinates state resources in response to the emergency needs of the 
cities and counties; manages and coordinates statewide mutual aid/assistance; and serves as the 
coordination and communication link with the federal disaster response system or NIMS. Working with 
the state drinking water and wastewater agencies or emergency management authority, a representative of 
the ORWARN program or state employee knowledgeable of ORWARN may serve as a point of contact 
and maintain communication to work with government agencies to address issues such as access to the 
disaster area and security of resources. Requests for assistance typically come through the state 
government 

Federal Government 
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According to the National Response Framework (NRF), federal resources are to be “forward leaning” and 
available for response as needed. Federal agencies with authority and responsibility may respond 
immediately as required by regulation. Federal resources located in or adjacent to the impact area or that 
are affected by the emergency may respond according to a local agreement. Additional resources require a 
presidential declaration of a major disaster for deployment. As the federal response is organized, the U.S. 
EPA supports Emergency Support Function #3 (led by the U.S. Army Corps of Engineers) to support 
infrastructure response and recovery. 
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SECTION 4: ORWARN Activation 
Following an incident, each Member utility initiates a damage assessment and evaluates its resource 
needs. When a Member utility determines that mutual aid/assistance is an option, they are encouraged to 
review Attachment A, Requesting Utility Checklist. Activation occurs when one Member Utility calls 
another Member Utility to discuss the exchange of resources. Once the resource needs are identified the 
Member Utility evaluates the options that meet those needs described in Figure 7, including local mutual 
aid agreements, the ORWARN Agreement, or any existing Statewide Master Mutual Aid Agreement.   
 

Figure 7: Utility Activation of ORWARN: Mutual Aid/Assistance Process Flow Diagram  
 
If it is determined that the best option is to utilize resources through the ORWARN Agreement the 
following protocol should be considered.  
 

Who Activates ORWARN? 
Any Member Utility of the ORWARN Agreement can determine that they require the assistance of 
another Member Utility and therefore decide to activate the ORWARN Agreement. (See Attachment A, 
Requesting Utility Checklist.)  The ORWARN Agreement can be activated by a utility to utility request, 
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or during large events through the ORWARN Response Team at the county EOC, or State Emergency 
Operations Center. When the need of one utility is matched to a utility with resources, the Authorized 
Representatives confer and agree on the terms of deployment.  
 

What is Activated? 
As needed, a Member utility activates the ORWARN Agreement and it is referred to thereafter as the 
Requesting Utility. The Agreement provides the terms of reimbursement to the Responding Utility and a 
release of liability for services provided. It does not determine the response times, amenities provided to 
the Responding Utility, or any other operations-specific needs. In addition, it does not require or activate 
the EOC of the Responding Utility. These items are determined by dialog between the Requesting Utility 
and a Responding Utility at the time of the emergency. 
 

Activation 
Some types of emergencies (e.g. severe storms or floods) can be characterized as “ORWARNing” or 
“notice” events due to a build-up of intensity over time and/or scientific methods of predicting an event. 
This type of event allows Member Utilities to anticipate the magnitude of damage and therefore response 
needs. Activating prior to the disaster opens the lines of communication and coordination among Member 
Utilities which helps to ensure a timely and proactive response. The Requesting Utility can initiate the 
following activities: 

• Notify Member Utilities of the expected conditions 
• Maintain contact with Members about changing conditions and information 
• Receive requested resources and identify follow-up actions 

 
Other disasters provide no ORWARNing or notice (e.g. earthquakes), or end up impacting a utility in a 
greater way than anticipated (e.g. flash flooding). Activations during these events do not have the added 
benefit of pre-event planning.  
 

Notification 
Once a Member Utility has recognized the need to activate the ORWARN Agreement, the Requesting 
Utility can access the ORWARN Database on the ORWARN Web site (or a hardcopy of the database) to 
determine what Member Utilities may have the required resource. When activating the ORWARN 
Agreement, the Member Utility calls the Authorized Representative in the ORWARN Database to make 
the request. Initial notification can be via telephone, radio, email or fax.  
 
The utility requesting mutual aid/assistance gathers the following information and contacts Member 
utilities or the ORWARN Response Team Members (details are in Attachment B, ORWARN 
Emergency Notification Form): 

• Type of incident 
• Impact on utility 
• Number of agencies in response 
• Known limitations or restrictions 
• Available communication tools 

 
Always back up verbal notifications between requesting and responding utilities with a written 
communication (fax or e-mail) using the ORWARN Emergency Notification Form (Attachment B).  
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In all cases in which the ORWARN Agreement is activated, participating Member Utilities must notify 
the ORWARN Board.   
 
 

Response to a Request for Assistance 
A Member Utility is not obligated to respond to a request. Once a Member Utility receives a request for 
assistance, the Authorized Representative evaluates whether or not to respond. The Authorized 
Representative should consider these questions:  

• Does my utility have the resource requested?  
• Do the resources meet the operational requirements that the Requesting Utility identified (refer to 

the AWWA Water & Wastewater Mutual Aid & Assistance Resource Typing Manual and FEMA 
Resource Typing )? 

• Did this event impact normal operation? 
• If we provide resources can we maintain our ability to respond to unanticipated needs?  

 
If the Authorized Representative determines that resources are available to respond to the Requesting 
Utility, thereafter the Member Utility is referred to as a Responding Utility. The Authorized 
Representative of the Responding Utility should inform, as soon as possible, the Requesting Member that 
it is available to respond and the approximate arrival time of such assistance. When possible all verbal 
agreements should be confirmed with a written communication (fax or e-mail). 
 
At this time the Responding Utility and Requesting Utility should clarify and agree upon the following 
items:  

• the Requesting Utility’s ability to provide care and shelter (food, sleeping arrangements, first aid, 
etc.) for personnel and resources,  

• the reimbursement process to determine whether the responding utility follows the reimbursement 
article of the ORWARN Agreement, and   

• the request to determine what aid the Responding Utility can provide, the cost, and confirmation 
of the approval from the Authorized Representative and the Member Utility’s management to 
provide aid. 

 
If agreement is reached on the above items, complete and transmit the appropriate authorization forms 
described in Section 5: Response Considerations.   
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SECTION 5: Response Considerations 
Upon agreement of two or more Member Utilities to share their resources, both the Requesting Utility and 
the Responding Utility are responsible for ensuring the safe and effective use of their resources. This 
section provides basic considerations for response based on lessons learned from previous disasters.  

Requesting Utility  
In general, the Requesting Utility is responsible to complete the following tasks:  

• use the ORWARN Database and AWWA Water & Wastewater Mutual Aid & Assistance 
Resource Typing Manual and FEMA Resource Typing to determine how to type the resources 
required and which Member Utilities can potentially meet that need, 

• use Attachment C: ORWARN Request and Authorization Form to initiate the mutual 
aid/assistance process and then transmit the form to potential Responding Utility,   

• After the Responding Utility returns Attachment C: ORWARN Request and Authorization 
Form back to the Requesting Utility with available resources and estimated costs, review and 
determine whether to accept this mutual aid/assistance proposal, 

• assign a Mutual Aid Coordinator to address care, feeding, and other support for incoming mutual 
aid personnel. See Attachment E: Mutual Aid/Assistance Coordinator Checklist for a list of 
what to consider in determining your capability to manage the mutual aid/assistance, 

• Notify local emergency management coordinating partners, all law enforcement agencies 
coordinating check points, and the Operational Area of the incoming mutual aid, 

• Identify a Staging Area and assign a Staging Area Manager for incoming mutual aid. See 
Attachment F: Staging Area Manager Checklist,  

• Identify work assignments for the incoming mutual aid,  
• Consider how to integrate incoming mutual aid resources with existing workforce, and  
• Develop a demobilization plan that includes protocols on how and when mutual aid resources will 

be released.   
 

Responding Utility 
In general, the Responding Utility is responsible to (See Attachment H: Responding Utility Checklist 
for more detail) complete the following tasks:  

• Contact the ORWARN Response Team (if convened) to notify them of available resources, based 
on the resources described in the AWWA Water & Wastewater Mutual Aid & Assistance 
Resource Typing Manual and FEMA Resource Typing Manual. 

• If mutual aid/assistance is requested via a Request and Authorization Form, the potential 
Responding Utility should review and determine whether it can meet this request, 

• The potential Responding Utility estimates the cost of response utilizing Attachment D: Cost 
Estimator Worksheet if needed. These costs will then be indicated on Attachment C and 
returned to the Requesting Utility for consideration,  

• Identify supervisors and staff to respond to the Requesting Utility, consider which employees can 
adapt to the environment of the incident (consider physical and mental health impacts),  

• Develop a Communications Plan between supervisor of the responding teams and the Responding 
Utility,  

• Conduct a deployment briefing with all staff on the responding teams. Include the following 
items: 

o ICS refresher courses and command structure of incident, if known  
o Pre-deployment health and safety considerations, including but not limited to 

immunizations, special tools or clothing  
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o Environmental conditions onsite 
o Care and shelter arrangements  
o Rules of conduct during deployment, including but not limited to, activities allowed after 

work hours  
o Review of documentation procedures  

• Inform Requesting Utility of the responding team’s deployment and estimated time of arrival.  
 

Requesting Utility Demobilization 
Following standard ICS practices of demobilization, write a demobilization plan on how to coordinate the 
return of resources, including the debriefing of staff and the inspection of equipment and materials.  

• Capture personnel evaluations and identify future tactical resource needs. This should be 
conducted by both the Requesting Utility prior to releasing the personnel, as well as by the 
Responding Utility once its personnel are back.  

• Identify release priorities and procedures in a demobilization plan. This should include internal 
resources, mutual aid resources, and any contracted resources.  

Responding Utility Demobilization  
While preparing to demobilize and prior to leaving, the Responding Utility’s team is responsible to 
complete the following tasks: 

• Deliver documentation collected during response to the Requesting Utility,  
• Return any sensitive or confidential information to the Requesting Utility, and 
• Collect all information on costs and process it through the Requesting Utility Finance and 

Administration Function. Keep copies of all cost documentation for Responding Utility.  
Information includes: 

o Injury reports 
o Timesheets 
o Material purchased 
o Equipment used 

 
The Responding Utility will prepare appropriate invoices according to the ORWARN Agreement. 
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SECTION 6: ORWARN Response Coordination 
In incidents that affect more than one utility at the same time, mutual aid coordination at a higher level 
may be necessary. As the incident response grows or, alternatively, when an emergency starts as a large-
scale event (such as a catastrophic earthquake), ORWARN coordination can expand. As the need for 
coordination increases, the ORWARN Response Team may come from non-affected parts of the state to 
help the area that is affected during a large emergency, so the impacted utilities can focus on repair and 
restoration. During an incident that affects multiple counties, coordination at the region and/or state level 
may be necessary. The following applies when coordination is needed at the operational area, region or 
state levels.   
 
Once a Member Utility contacts the ORWARN Board, any initial response effort may be managed by one 
person and then grow to include a team. If activated, the purpose of the ORWARN Response Team is to: 

• Provide a point of contact and liaison for utility-related matters during an emergency 
• Collect information regarding: 

o Extent and type of customer and infrastructure damages 
o General geographic location(s) of outages 
o Expected duration of outages 
o Number of customers affected  
o Resource and information requirements of the affected utilities 

• Assist in locating emergency resources, personnel, or material necessary for service restoration 
• Advise utilities of restoration assistance and resources available 

 
In order to achieve 24/7 staffing, the Response Team and the Member Utilities must have accurate contact 
data, and the Response Team must establish a staffing plan and means to keep it current, and then 
communicate it to the Member Utilities. The Response Team may start activities virtually via e-mail or 
other communication methods. If the emergency requires a full “team response,” the Response Team 
Members may gather at the State EOC, a local EOC, or other designated location. The Response Team 
Members are responsible for the overall management of the ORWARN response. (See Attachment L for 
details and information about the reporting sites.)  During a small event, the ORWARN Leader can 
assume the responsibilities of the Response Team Members.   
 
 
 
 

Response Team Member Roles and Responsibilities 
The ORWARN Response Team is organized to assist as part of a Multi-Agency Coordination (MAC) 
system when water sector utilities need support. At the county or state level the ORWARN Response 
Team may become part of an Area Command. The general responsibilities include the following (See 
Attachment I: Response Team Member Checklist for more detail): 

• Coordinate and compile damage reports from utilities 
• Coordinate damage assessment activities with other agencies, e.g., county emergency 

management agencies, utility engineers, etc. 
• Log, track, and display damage assessment information 
• Provide damage assessment information to the ORWARN Leader or designated resource 

coordination Response Team Member to facilitate incident prioritization 
• Assemble and maintain information concerning critical facilities and special needs facilities 

associated with each utility included in the ORWARN Operational Plan 

25 
9/27/2011                                                                                                                  



• Transmit Damage Assessment Reports to the other appropriate agencies, as requested 
• Support mutual aid crews in the field interacting with the public to gather more information as the 

emergency unfolds, and methods to gather damage information  
• Coordinate damage data with the state and FEMA responders to assist in the recovery process 
• Act as a liaison to the Utilities Branch of the county, region, and/or state level emergency 

operation centers 
• Identify one member of the ORWARN Response Team to represent ORWARN at the incident 

briefings and meetings  
• Monitor the number of requests 
• Identify possible sources of additional support for ORWARN Member Utilities 
• Identify gaps in the requests and resources available 

 
The ORWARN Response Team may coordinate various activities. The type of incident and extent of 
damage may determine exactly which activities are required. As the incident expands each ORWARN 
Response Team Member may be assigned to focus on just one activity (the Attachment I: ORWARN 
Response Team Member Checklist is formatted to facilitate this concept): 

• Manage Damage Assessment Data  
• Receive, Track, and Monitor Requests 
• Coordinate Resource Orders 
• Coordinate Staging Area Information. 
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SECTION 7: ORWARN Communication Tools 
The primary communications tools available to the ORWARN Member utilities include the typical 
systems of landline telephone, cellular phone, fax, and e-mail. A unique aspect of the ORWARN program 
is use of the ORWARN Web site, which brings all of these systems together. The Web site includes a list 
of ORWARN Member utilities and the contact information for each Member utility. 

Radio Systems 
Secondary communication tools are utility-owned radio systems. Radio is secondary due to the lack of 
interoperability between radios. Interoperability of radio systems would be optimal, but cannot always be 
achieved, due to expense. It is preferable that ORWARN Member utilities consider alternative plans to 
achieve the same result. ORWARN Member utilities can maintain a cache of additional radios to 
distribute to incoming mutual aid/assistance supervisors for communications during an emergency. 
Additionally, ORWARN Member utilities can consider HAM radio as an optional backup radio system.   

Web Site 
ORWARN operates a Web site (www.ORWARN.org) allowing Member utilities to access information 
before, during, and after an emergency. The Web site includes a public and Member-only side. The public 
side allows for promoting and marketing ORWARN and educating the general public on preparedness 
efforts of water/wastewater utilities. The Member-only side of the Web site allows access to information 
such as: 

• ORWARN Emergency Notification Form (See Attachment B) 
• Resource Requests (See Attachment C and Attachment J – AWWA Water & Wastewater 

Mutual Aid & Assistance Resource Typing Manual) 
• Damage Assessment Reporting 

 
As exercises and response actions modify the Operational Plan, the responsible ORWARN Steering 
Committee member updates Web site materials and procedures. 
 
The ORWARN Web site allows a Member utility to identify resources directly and lists the contact 
information for Member utilities to contact one another to inquire about the availability of resources and 
request their use. Every six months Member utilities are encouraged to print out a hard copy of the 
database, so that when power or Internet is not available during an emergency, the data is still available.  
ORWARN Web sites’ instructions should be included in this plan on how to access online information. 
 
 
 
 
Questions during response can be addressed by calling Board members or Response Team contacts.  Print 
out their contact information sheets from the Web site and keep them with the hard copy of database 
resources. 
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SECTION 8: After Action Report and Improvement Plan 

After Action Report 
After an exercise or an event, all ORWARN Members involved with mutual aid response are encouraged 
to meet and complete an After Action Report and consider creating an Improvement Plan. After action 
reviews and reports are typically carried out by ORWARN Member utilities who assisted in the 
ORWARN Response Team. The reviews and reports require input from all key players and groups 
involved in the response and recovery. Therefore, if the incident is small and only involves a small 
number of ORWARN Member utilities, then it may fall to the affected utility to carry out this step of the 
process. If the incident is large and involves many agencies and jurisdictions, the ORWARN Response 
Team Members may coordinate the after action review and report process among all the participants. In 
this case, the ORWARN Leader can ask to participate in the after action review at the state level.   
 
Typically, the designated Member utility holds a debriefing to discuss the overall activities, state of 
affairs, and lessons learned. The debriefing reviews actions and activities from the response and recovery 
to the event. ORWARN Response Team Members can expect to provide a quick review of activities 
under their function and describe what went well for them, what did not work well, what steps can be 
taken to improve the situation, or other lessons learned. This meeting allows for open discussion of 
opportunities for improvement, actions taken and the decisions they were based on, and potential future 
improvements. 
 
The designated Member utility collects responses during this meeting and assembles them in an After 
Action Report that briefly summarizes the actions taken during the response. The After Action Report can 
include a brief description of the incident, the actions taken, and what needs to change in the future.   
 
The following list of questions addresses key aspects of response. (The list is not all-inclusive.)  In 
summary, the questions focus on what went well, what did not go well, what needs to be improved, or 
other lessons learned. The following questions are examples of what may be asked as part of an After 
Action Report: 

• Notification 
o What was the number and frequency of notifications? 
o Did the number and frequency provide an accurate operational understanding of the 

emergency? 

• Activation 
o How did activation occur for utilities, ORWARN, and other stakeholders? 
o How quickly did “full” activation occur between stakeholders that responded?   
o How can the activation process be improved or streamlined? 
o Were the different departments (or jurisdictions and agencies) able to activate their plans 

and processes during this incident? 

• Coordination 
o Were Member utilities well-coordinated and matched to assignments according to skill? 
o What can be done in the future to maximize available resources? 
o What went well?  Were the goals met? 
o What went wrong and what was done to correct it?  
o What can be improved? 
o Were resources interoperable? 
o Were the resources that were requested the same as the ones that were delivered? 
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o Were databases used and are they interoperable across different workgroups and 
jurisdictions? 

• Mobilization 
o Was the information gathered from notifications sufficient to accurately organize and 

prepare for mobilization? 
o How quickly did “full” mobilization occur between stakeholders that responded?   

• Operational Support 
o What actually occurred at all levels of participation (timeline)? 
o What were the pre-event plans and processes for preparedness, response, recovery, and 

mitigation? 
o Did the plans and processes meet the need of jurisdictions and agencies responding to this 

event? 
o How accurately were resource requests anticipated and fulfilled? 
o How can procedures for pre-staging resources, making and fulfilling resource requests, 

tracking and reporting on resource status, and recovering resources be improved? 
o How accurately were personnel requests anticipated and fulfilled?   
o What were some success stories? 
o What areas need improvement to facilitate response in the future? 

• Demobilization 
o Was a demobilization plan in place before the event?  Was it followed?  
o What worked well? 
o What did not work well and were steps taken to address the situation? 
o What can be improved for the future and what options are available? 

• Miscellaneous  
o What are some other lessons learned not captured above?   

Improvement Plan 
The After Action Report with the assessments and recommendations then serves as the basis for the 
Improvement Plan, which is sometimes referred to as a Corrective Action Plan. An Improvement Plan 
includes the broad recommendations for improvements, the agreed-upon corrective actions, a timeline for 
making the changes, and an assignment of responsibilities to individuals or organizations. Below are 
elements for an Improvement Plan:  

• Measurable corrective actions 
• Designated projected start date and completion date 
• Corrective actions assigned to an organization and a point of contact within that organization 
• Corrective actions continually monitored and reviewed as part of an organizational Corrective 

Action Program   
• An individual can be elected or appointed to manage a Corrective Action Program to resolve 

corrective actions resulting from exercises, policy discussions and real-world events and support 
the scheduling and development of subsequent training and exercises  
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SECTION 9: Attachments 
Attached are supporting documents, checklists, and forms used in response to an emergency.   
 
 
 
 
Attachment A: Requesting Utility Checklist 
Attachment B: ORWARN Emergency Notification Form 
Attachment C: ORWARN Request and Authorization Form 
Attachment D: Cost Estimator Worksheet 
Attachment E: Mutual Aid/Assistance Coordinator Checklist 
Attachment F: Staging Area Manager Checklist 
Attachment G: Daily Briefing Considerations 
Attachment H: Responding Utility Checklist 
Attachment I: ORWARN Response Team Member Checklist 
Attachment J: ORWARN Request Summary Sheet 
Attachment K: Activity Log 
Attachment L: State Emergency Operations Center/ORWARN Response Coordination Site 
Attachment M: AWWA Water & Wastewater Mutual Aid & Assistance Resource Typing Manual 
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Attachment A: Requesting Utility Checklist 
Purpose:   The Authorized Representative of a utility that requires mutual aid and assistance is 

encouraged to use this checklist to track decisions and actions to request mutual aid and 
assistance.  It is used in conjunction with other forms in this Operational Plan.  

Instructions:  Review Attachments A, B, C and D together.  Complete actions in this checklist.  
Complete Attachment B and C forms. 

 NOTES 

� Analyze the situation and determine the best alternatives to address the emergency. 
o Ensure a real need exists. Mutual aid/assistance is designed to augment 

resources already effectively committed. 
 
� Using the resource types in the AWWA Water & Wastewater Mutual Aid & Assistance 

Resource Typing Manual, determine resource and personnel needs that cannot be met 
by your utility that may be available through mutual aid/assistance. 

 
� What non-utility agencies are responding to the emergency: law, fire, public works, state 

environmental, public health, emergency management, American Red Cross, etc.? 
 
� Determine how significant the emergency is; does it include city, county, state, or federal 

resources? 
 
� Has a local emergency been declared by the local government? Has the Governor 

declared an emergency?  Has the President declared an emergency? 
 
� Are normal electrical and natural gas services, vehicle fuel, and communications 

available? 
 
� Complete Attachment B: ORWARN Emergency Notification Form, to inform utilities 

of the impact on your utility. 
 
� Notify the local emergency management agency of your need for mutual aid/assistance. 
 
� Contact neighboring utilities with which your utility has a local mutual aid/assistance 

agreement. Provide them the completed Attachment B: ORWARN Emergency 
Notification Form.  

 
� If assistance is not available from neighbors, identify other ORWARN Member utilities to 

determine if they are also affected by the emergency or can provide the mutual 
aid/assistance.  Continue the process until you locate a utility.  If the ORWARN 
Response Team is established, contact the team. 

 
� If you locate a utility that can send aid, discuss the conditions of the utility, what is 

needed, and initiate Attachment C: ORWARN Request and Authorization Form. The 
Responding Utility estimates costs using Attachment D: Cost Estimator Worksheet 
which will help determine cost estimates required in Attachment C.  Attachments C and 
D are returned to you for final approval of acceptance of the aid.   

 
� As needed, identify a person at your utility to manage all incoming mutual 
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aid/assistance. The Mutual Aid/Assistance Manager can use Attachment E: Mutual 
Aid/Assistance Coordinator Checklist.  

� Once mutual aid/assistance is deployed, notify the local emergency management 
authority of the arrangements for incoming resources. 

 
� Notify local utility unions of incoming mutual aid/assistance and identify the process for 

assigning work between utility staff and mutual aid/assistance teams. 
 
� As systems return to near normal begin to determine when to demobilize mutual aid 

crews. 
 
� Demobilization 

Follow standard ICS practices of demobilization, including: 
o On small incidents, the demobilization process may be quite simple, and can be 

handled by an Authorized Representative 
o On larger incidents, a Response Team Member can be designated to develop a 

Demobilization Plan 
o Capture personnel evaluations and identify future tactical resource needs 

 
If a formal Demobilization Plan is indicated, ensure that it includes the following five 
sections: 

o General Information  
o Responsibilities 
o Release Priorities 
o Release Procedures 
o Directory (maps, phone listings, etc.) 
 

While preparing to demobilize the requesting utility needs to:  
o Collect damage and response cost figures 
o Accept bill(s) from responding utilities 
o Provide payment, according to the ORWARN Agreement 
o As appropriate, submit for FEMA or other reimbursement mechanisms 

 
� Post demobilization: 

o Collect names of mutual aid/assistance teams and supervisors 
o Send letters of thanks 
o Request input for After Action Report 
o Send copies of After Action Report 
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Attachment B: ORWARN Emergency Notification Form 
Purpose: The Authorized Representative needs to provide written information regarding 

emergency, sense of urgency, and conditions. 
Instructions:  Complete form by checking boxes or circling where appropriate.  Provide level of detail 

available.  Complete Section 1 of Attachment C and forward both Attachment B and C to 
city/county and/or ORWARN Utility Member. 

 
INCIDENT 
Date/Time: 
Utility Name:     Type: Water or Wastewater Utility 
City and County:     General Phone Number: 
Authorized Representative Name:   Title: 
E-mail:       Cell Number:                                 Fax: 
General Location of Emergency:   Agencies Responding: Law Enforcement / Fire / Public Works 
 
Declaration of Local Emergency made by local government: Yes or No 
If Yes, when and by whom: 
 
TYPE OF EMERGENCY (check all that apply) 

 Contamination  Earthquake  Fire 
 Flood  Hurricane  Ice Storm 
 Tornado  Other  

DAMAGE (check all that apply) 
 Storage  Treatment  Waste Collection  
 Water Aqueduct System   Water Supply  Water Distribution System 

   
Describe Damages:   
 
 
 
# of Customers Affected: 
Operational Status:  Boil Water Notice/Advisory Do Not Use Notice/Advisory Do Not Drink/Advisory 
                                  Not Operating  Status Unknown 
Power Sources: Power is operational Power is out  Generator power 

Damage area:  Accessible  Under water  Inaccessible due to debris 

Communications Operating: Landline   Cell  Satellite   Radio (what band) 

MUTUAL AID REQUIRED:  Yes                        No 
If yes, initiate Attachment C, ORWARN Request and Authorization Form:  
 
Form Completed By Authorized Rep: 
Name:      Title: 
Signature:  
Phone Number:     Cell Phone: 
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Attachment C: ORWARN Request and Authorization Form 
Purpose: Authorized Representative of both the requesting and responding Utility Member can 

track approved cost associated with sending/receiving mutual aid and authorizing 
deployment and reception of the assistance.  This form is used with Attachment B when a 
Responding Utility is located and agrees it has resources to send. 

Instructions:  Requesting Utility fills out Part I of this form completely.  Attaches it to completed 
Attachment B and forwards it to the Responding Utility who completes Part II.  The 
Responding Utility can use Attachment D as a worksheet to determine the cost estimates 
requested on this form.  The form is returned to the Requesting Utility to authorize 
acceptance of the aid and negotiated cost identified by the Responding Utility.  Once the 
Requesting Utility completes Part III a copy is returned to the Responding Utility for 
record keeping.  A copy is also sent to the ORWARN Response Team for completing 
their documentation and notation in Part IV. 

 
Part I TO BE COMPLETED BY THE REQUESTING UTILITY 

Dated: Time:                              hrs From the County of: 

Contact Person: Telephone: Fax: 

ORWARN Member Utility: Authorized Rep: 
Type of Emergency & Impact to Utility: 

Personnel, Expertise, Equipment & Material Needed (Follow terminology in AWWA Water & Wastewater Mutual Aid & 
Assistance Resource Typing Manual): 

Preferred Resources Requested (Follow resource types in AWWA Water & Wastewater Mutual Aid & Assistance Resource 
Typing Manual): 
Single Resource Team Kind  Type  Description 
     
     
     
Date & Time Resources Needed: Staging Area: 

Approximate Date/Time Resources To Be Released: 

Requesting Authorized Rep: Req. Authorized Rep’s Signature: 

Title: Utility: Request No: 

Part II TO BE COMPLETED BY THE RESPONDING UTILITY 

Contact Person: Telephone: Fax: 
Type of Personnel, Expertise, Equipment & Material Available (Follow terminology in AWWA Water & Wastewater Mutual Aid & 
Assistance Resource Typing Manual) 

Preferred Resources Deployed (Follow resource types in AWWA Water & Wastewater Mutual Aid & Assistance Resource Typing 
Manual): 
Single Resource Team Kind  Type  Description 
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Date & Time Resources Available From: To: 

Staging Area Location: 

Estimated Total Costs To Send Requested Assistance:       $ 

Trans. Costs from Home Utility to Staging Area:                   $ Trans. Costs to Return to Home Utility :      $ 

Care, Shelter, Feeding Costs Required For Response:        $ 

Responding Authorized Rep: Res. Authorized Rep’s Signature: 

Title: Utility: 

Dated: Time:                        hrs Request No: 

Part III REQUESTING UTILITY CONFIRMATION AND APPROVAL 

Authorized Rep Name: Location: 

Signature  

Dated: Time:                        hrs Request No: 

Part IV ORWARN COORDINATION (as needed) 

ORWARN Rep: Location: 

Signature  

Dated: Time:                        hrs Request No: 
Additional Information: 
 
 
 
MISCELLANEOUS ITEMS / OTHER INFORMATION 
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Attachment E: Mutual Aid/Assistance Coordinator Checklist 
Purpose: Authorized Representative of both requesting and responding Member Utility or staff 

appointed to coordinate incoming mutual aid/assistance resources use this checklist to 
ensure mutual aid/assistance resources are prepared for deployment. 

Instructions:  Review this checklist as ongoing discussion between Requesting and Responding Utility 
occurs.  Put notes in the right-hand column. 

 
Staging Area 

� Identify a location outside the immediate impact area to serve as a Staging 
Area. 

o What is the address of the Staging Area? 
o What is the Staging Area Manager’s Name? 
o What is the Staging Area Manager’s Contact Information? 
o What services will be available at the Staging Area? 

 Are supplies and personnel available to repair heavy or light 
equipment? 

 Does responding utility need to bring a mechanic, tools, 
equipment and supplies? 

 Are tire repair services available? 
 If not available are commercial services available? 
 Are fuel services available (gasoline and diesel)? 

 
Transportation Impacts 

� From the Requesting Utility gather responses to the questions in the top row in each 
of the following areas.  

 
 Which interstates 

or highways are 
open nearby 
each area? 

Does debris 
hinder access 
near or to each 
area? 

Which train or 
rail systems are 
operational 
nearby each 
area? 

Which airports 
are 
operational? 

Staging Areas     

Utility Service Yards     

General Work Areas     

Lodging / Hotel Areas     

Shelter Facilities     

Feeding Operations Sites     

Restaurants and Stores     
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Communications Impacts 

� From the Requesting Utility gather responses to the questions in each of the following 
areas.  

 
 Are landline 

telephone 
systems 
operational? 

Are cell 
phone 
systems 
operational? 

Are satellite 
phone 
systems 
operational?  

Are utility 
radio 
systems 
operational? 

Is the 
Internet 
operational? 

Staging Areas           

Utility Service Yards           

General Work Areas           

Lodging / Hotel Areas           

Shelter Facilities           

Feeding Operations Sites           

Restaurants and Stores           

 
Utility Impacts 

� From the Requesting Utility gather information on how utility outages are affecting each of 
the following areas.  

 
 Electrical 

outages 
Natural gas 
outages 

Potable water 
outages 

Wastewater 
outages 

Staging Areas         

Utility Corp Yards         

General Work Areas         

Lodging / Hotel Areas         

Shelter Facilities         
Feeding Operations Sites         

Restaurants and Stores         

 
Field Response Operations 

� Have curfews or other conditions been enforced by local government that 
might affect movement to and from worksites, feeding locations, and lodging? 

� Identify additional communications operability: 
o Does requesting utility have satellite phones to provide responding 

utility? 
o Does requesting utility have local portable cell phone systems 

(temporary, mobile cellular systems)? 
o If operational, how does the utility communication system function? 

 What frequency does the requesting utility operate on? 
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 Will Requesting Utility provide their radios to Responding 
Utility? 

 If yes, are radios available at the Staging Area? 
 If there are not enough radios to give to all Responding Utility 

staff, are there enough radios to give to the Responding Utility 
supervisors? 

 Does Requesting Utility use amateur radio equipment for 
emergencies? If yes, is equipment available? 

� What navigation issues should the responding utility be aware of? 
o Are street signs in place? 
o Are utility maps available (hardcopy or electronic)? 
o Do utility maps include GPS coordinates? 
o Are GPS units available? 
o Are maps and/or GPS units going to be available at the Staging Area? 
o Are interstates and highways open? 

� What sanitation services are available in the field? 
o Water for drinking 
o Water for sanitation 
o Restroom (e.g. using port-a-potties) 

� What debris clearance equipment is needed? 
o Are chainsaws required to provide response and repairs? 
o Are other debris clearance equipment or tools required? 

� Identify financial services capabilities: 
o Are ATMs functional? 
o Are credit cards being accepted locally? 
o Are banks open? 
o Is cash the only source of payment? If yes, what is recommended 

amount of cash to bring? 
o Are coins needed for laundry or other services? 

Care and Shelter 

� What accommodations are available? 
o Hotels 
o Fire Base Camp 
o County/State Sponsored Base Camp 
o Utility Temporary Shelter 
o Outside Agency Housing 

 If yes, what is the name of the agency (e.g. American Red 
Cross, faith-based organization, etc.) 

o None - Responding Utility must be self-sufficient. 
 

� How are arrangements being addressed?: 
o Who is arranging for rooms?  Requesting or Responding Utility? 
o Who is paying for rooms?  Requesting or Responding Utility? 
o How far are the arrangements from the staging area? 
o How far are the arrangements from the work area? 
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o Where is it located (address): 
 

� What amenities are available at the available sites? 
 Hotel Incident 

Base 
Camp 

County or 
State Base 
Camp 

Utility 
Temporary 
Shelter 

Red 
Cross or 
other 
Shelter 

Camp-
grounds 

How far from work areas?       

Has feeding operations 
available on site? 

      

Has potable water for 
drinking? 

      

Has water for bathing?       

Has water for sanitation?       

Has operating restrooms?       

Requires use of portable 
toilets? 

      

Has operating showers?       

Has beds or cots?       

Has bedding?       

Has a functional laundry 
facility? 

      

Has a functional laundry 
facility nearby? 

      

Has or allows portable 
emergency generator 
power? 

      

Fuel (or diesel) is available 
nearby for generators? 

      

Nearby campgrounds have 
water and sewer hook ups? 

      

 

� Determine feeding operations. 

o Are restaurants available in or around the work area or lodging area? 
 How far do the responders need to travel? 
 Who is paying for the meals when ordered?  Responding or 

requesting utility? 
o Does requesting utility have alternate feeding operations in place? 

 Mobile canteen 
 Services from American Red Cross or faith-based organization 

(if so, specify who) 
 Contract services  

o Are grocery stores open? 
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 If yes, how far are grocery stores from work site or lodging? 
 Is rationing in place? 
 Are grocery stores limited in stock? 

o If grocery stores are available, what support services are available?  
 Cooking facilities with functional utilities? 
 Refrigeration systems local to work site, staging area, or 

lodging? 
 Ice deliveries in operation or available? 

Employee Safety Measures 

� What is the expected temperature and humidity? 
o Is special weather gear required? 

 

� What personal protective equipment is needed beyond basic equipment (hard 
hat, safety vest, safety shoes, mud boots, work gloves, raingear and eye and 
ear protection)? 

 

� What additional exposures may responders encounter (e.g. significant odors, 
contamination, etc.)? 

 

� What personal inoculations should be considered? 
o Tetanus 
o Hepatitis A or B 
o Flu 
o Other _____, _____, _____ 

 

� Are hospitals functional? 
 

� Are paramedic and/or ambulance services functional? 
 

� How significant is the disaster to the public? 
o Significant damage due to incident (e.g. many homes destroyed, off 

foundations, etc.)? 
o Significant emotional impact due to loss of life or suffering? 
o What is chance of finding deceased humans? 
o What is chance of finding significant numbers of dead livestock or 

pets? 

 

� Are trained incident stress debriefing teams available? 
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Documentation 
� Requesting Utility has electronic or hard copy means of tracking employee 

hours, materials used, and other documentation? 

� Requesting Utility has means to accept digital photography for 
documentation? 

� Requesting Utility optimizes use of ICS forms and documentation? 

� Requesting Utility has method to track costs for FEMA reimbursement? 

 
Reimbursement Process 

� Request Cost Estimate of responding resources prior to approving their 
deployment.  (See Attachment D for details.) 

� Approve or disapprove costs prior to requesting deployment. 

� Identify means for managing injury claims. 

 
 
 
Name of Person Completing Checklist:  
Title of Person Completing Checklist: 
Date/Time: 

        43 



 

Attachment F: Staging Area Manager Checklist 
Purpose: Personnel assigned to coordinate the arrival of mutual aid/assistance at a remote location 

near the event needs to track actions to support mutual aid/assistance. 
Instructions:  Complete actions in this checklist. Complete Attachment H and I as needed. 
 
General Duties 

� Establish Staging Area layout. 

� Draw a map of the area; consider using spray paint to mark areas. 

� Establish Check-In function for personnel in coordination with the EOC. 

� Establish Check-In function for supplies and resources in coordination with 
the EOC. 

� Identify resources that may be needed to initiate, sustain, and demobilize the 
efforts required during an emergency operation. 

� Dispatch resources at the Operations Section Chief’s request.  

� Maintain records of all resources entering, deployed to, and demobilized from 
the staging area. 

� Coordinate with the Logistics Section for temporary feeding, fueling, and 
sanitation services as needed to support the Staging Area.  

� Provide for the mechanical, technical, and maintenance needs of the 
resources requested or required. 

� Respond to requests for resource assignments. 

� Ensure the safety of personnel and equipment in the staging area. 

� Obtain and issue radios and other supplies as required. 

� Provide the EOC with status information of personnel, equipment, and 
supplies in the Staging Area. 

� Provide for the orderly demobilization of resources as the incident command 
structure is dissolved. 

 
READ ENTIRE CHECKLIST AT START-UP AND 

AT BEGINNING OF EACH SHIFT 
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Checklist Actions 
 
Start-Up Actions 

� Determine any immediate unmet needs and/or outstanding resource requests 
for staging. 

� Proceed to Staging Area. 

� Post areas for identification and traffic control. 

� Establish check-in procedure/forms for arriving resources, keep all receipts. 

� Set up communications between the EOC and the staging area(s). 

� Staff staging areas with additional personnel to load, unload, stock, deliver, 
and distribute supplies and keep pertinent records. 

� Obtain and issue radios and other supplies needed for staging area 
operations as needed. 

� Request personnel through the EOC. 

� Determine any support needs for equipment, feeding, sanitation, and 
security. Request maintenance service for equipment at Staging Area as 
appropriate. 

� Keep a log of items requested and check to see that they have been ordered, 
sent, received, and distributed to the requesting individual. (This MUST be 
done continually to ensure that requests are filled as expeditiously as 
possible). 

� Respond to request for resource assignments. 

� Dispatch resources as requested. 

� Notify the individual that requested the item of the status of the resource 
request: 

o Date and time of delivery of goods and material. 
o Delivery site. 
o Type and quantity of goods and material to be delivered as well as 

any items that are not available. 

� Obtain and issue receipts for radio equipment and other supplies distributed 
and received at Staging Area. 

� Frequently determine required resource levels from the Operations Section 
Chief. 

� Advise the Operations Section Chief when reserve levels reach minimums. 

� Maintain and provide status to Resource Unit of all resources in Staging 
Area. 

� Maintain Staging Area in safe and orderly condition. 

� Ensure all personnel time and costs are tracked for reimbursement. 

� Document: 
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o Messages received 
o Action taken 
o Decision justification and documentation  
o Requests filled 

 
Deactivation 

� Deactivate Staging Area Manager and staging area(s) when no longer 
required. 

� Provide for the orderly demobilization of resources as the incident command 
structure is dissolved. 

� Ensure any unfinished business is completed before leaving or passed on to 
Logistics. 

� Ensure any required forms or reports are completed prior to your release and 
departure. 

� Be prepared to provide input to the After-Action Report. 

� Deactivate your section and close out logs when authorized by Logistics. 

� Demobilize Staging Area in accordance with Incident Demobilization Plan. 

� As necessary, give the EOC Manager a forwarding phone number where you 
can be reached. 
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Attachment G: Daily Briefing Considerations 
Purpose: Field Supervisors utilize this list as a starting list of considerations for Daily Staff briefings 

with mutual aid/assistance responding teams.  
Instructions:  Complete actions in this checklist.  
 
� Provide schedule of briefings for daily work assignments. 

� Provide a status report on current conditions, status of systems and repairs, 
as well as any other event-specific updates.  

� Provide information or resources to establish communication between the 
supervisor of incoming teams and supervisor of your utility.  

� Provide system maps and work assignments.  

� Explain current field conditions and safety requirements.  

� Review key standards your utility uses for pipe repairs, fittings, and 
distribution methods. 

� Identify critical equipment that may need to be used to complete the repairs.  

� Identify locations and purchasing procedures for fuel, supplies, and parts.   

� Where are contaminated soil(s) to be placed or relocated?  

� Provide necessary forms required for documentation.  

o Work Hours/Overtime 
o Materials/Resources Expensed 
o Worksite Repair Information 

� Review work hours, breaks, and respite facilities available in the field.  

� Review where emergency medical attention can be received and reporting 
procedures for injuries.  
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Attachment H: Responding Utility Checklist 
Purpose: The Authorized Representative of a Responding Utility may track actions to deploy 

mutual aid/assistance. 
Instructions:  Complete actions in this checklist and make notes in right-hand column. 
 
 NOTES

� If notified of emergency prior to a request for assistance, contact the 
ORWARN Response Team if activated to inform them of availability. 

 

� When a request for aid/assistance arrives, assess request. 
o Review types of damage and what teams may be expected to deal with 

(size/type of pipe repairs, etc.). (See Attachment B.) 

 Nature of the emergency 

 

 Impact on the utility 

 

 Has an emergency been declared by local government? 

 

 Have curfews or other conditions been enforced by local 
government that might affect movement to and from worksites, 
feeding locations, and lodging? 

 

 Determine resource type requirements, evaluate the following needs 
to select the appropriate resource typing team in the AWWA Water 
& Wastewater Mutual Aid & Assistance Resource Typing Manual: 

− Desirable personnel skills and certification 

 

− Resource type and capability 

 

− Determine appropriate materials to accompany the teams 

 

 Estimate length of time aid/assistance is required 

 

 Determine method of care and shelter for personnel and resources  

− Review Attachment E: Mutual Aid/Assistance 
Coordinator Checklist with Requesting Utility 
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 NOTES
 Confirm billing rates for use of personnel and equipment 

 

o Review types of resources needed, materials needed, number of teams 
needed, and skills required. 

 Identify equipment operation qualification requirements: 
− Security and storage of service vehicles and equipment 

 
− Identify reporting location 

 
− Identify Point of Contact at the location 

 
− Identify designated supervision methodology 

 
− Responsibility for equipment security 

 
− Procedures for returning equipment to requesting utility 

 
− Equipment transfer, inspection, and contact information 

 
− Licensing requirements for transport 

 
− Transportation and other equipment’s fuel considerations 

 

− Managing lost, damaged, destroyed, or stolen equipment 

 

o How long are teams needed? Is there need for "relief” teams for first set of 
teams? 

 

o How does sending teams affect your utility current operations? 

 

� Review reimbursement expectations and process. 
 

� Prepare documentation on the costs associated with sending the assistance, 
and submit it to the requesting utility. (See Attachment D.) 

o Be clear on how teams would be sheltered and fed. Identify any risk 
associated with shelter or feeding. 

 

o Notify elected officials. 

 

� Review request to determine what aid/assistance the responding utility can 
provide. Confirm approval from utility management to provide 

        49 



 

 NOTES
aid/assistance.   

� Complete pre-deployment personnel activities.  
o Identify an Incident Commander in charge of the deployment team. Appoint 

General Staff (Operations, Planning, Logistics and Finance) to manage the 
deployment of the team. (Upon arrival at the destination utility, report to the 
Staging Area as the Utility Representative. The deployment team Incident 
Commander may be reassigned as a unit supervisor within the operations 
section.) 

 

o Identify how teams are selected. Identify specialized work rules. Review 
with any union leadership. 

 

o Identify a communications plan for teams. How do they communicate with 
each other, the borrowing agency, and family? 

 

o Identify teams for travel. 

 

o Conduct review with teams. Review: 

 Level of disaster and impact on community to prepare teams 
emotionally 

 Conditions and potential for contamination and personal 
protective equipment needs 

 Logistics arrangement for care, shelter, feeding, etc. 

 Communication plan 

 Employee work rules 

 Medical considerations and needs for inoculation 

 Incident Command System (ICS) 

 Documentation protocols 

 

� Prepare resources for deployment: 
o Inspect vehicles for travel and equipment use. 

o Inventory and standardize stock of equipment and supplies on vehicles. 

o Send a mechanic with teams and equipment. 

o Ensure emergency food and water is present on all vehicles. 

o Ensure availability of first aid kits and other emergency supplies. 

 

        50 



 

 NOTES
� While teams are away: 

o Check daily with supervisor. 

o Review costs associated with assistance. 

o Review the number of hours each team is working.  How long will work 
last? 

o Identify problems with lodging or feeding. 

o Provide daily summary of events to the General Manager. 

� While preparing to demobilize, the responding utility is responsible to: 
o Deliver documentation collected during response to the requesting utility 

o Return all resources to the requesting utility that the responding utility may 
have in their possession 

o Return any sensitive or confidential information to the requesting utility 

o Collect all information on expenses and process it through the requesting 
utility finance and administration staff.  Information includes: 

 Injury reports (if applicable) 

 Timesheets 

 Material purchases 

 Resource usage 

o Submit bills for services as appropriate, according to the ORWARN 
Agreement 

 

� Upon return: 
o Hold debriefing with the supervisors within seven days. 

o Hold debriefing with all teams within 14 days. Include General Manager or 
other appropriate staff. 

 Identify lessons learned. 

 Identify problems and successes. 

 Review hours worked and efforts made. 

 Provide feedback to requesting agency. 

 Review ideas to improve own readiness. 

� Within 60 days: 
o Prepare a report of events to present to the General Manager. 

o Submit bill for personnel and other costs for mutual aid/assistance 
response. 
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Attachment I: ORWARN Response Team Member Checklist 
Purpose: Trained Utility Members staff who will act as part of the ORWARN Response Team use 

this checklist to track actions and operate as a ORWARN Response Team. 
Instructions:  Complete actions in this checklist. Arrive at ORWARN Response Team location.  
 
� Once notified of need to activate the ORWARN Response Team, make travel arrangements 

to the designated utility coordination site; 

� Make lodging arrangements (see Appendix N for nearby locations);  

� Bring all necessary personal items with you for the period of time requested; and 

� Follow directions to get to the designated location provided in Appendix N. 
 

Once you have reached the utility coordination center, complete the following:   
 
Startup activities 

� Sign in and identify self at security point check in; 

 

� Check in with the ORWARN Leader to receive an initial briefing on the general situation and 
immediate tasks to be performed. Briefing should: 

o Detail nature and extent of emergency; 

o Identify extent of affected utilities and status; 

o Describe nature of assignment; 

o Provide status report update and criteria; and 

o Identify contact person to receive the information. 

 

� Review any posted information and Incident Briefing forms IS 200, 201 and 202 for critical 
contact information; 

 

� Review or open and maintain an Activity Log (see Attachment K). At a minimum, the 
Activity Log should record the following for each utility contacted: 

o Date and time; 

o Contact name and number; 

o Communications/coordination received/made; and 

o Follow-up required/completed. 

 
Communications recorded should include conversations in which 
decisions were reached, instructions given or received, and vital 
information exchanged. 

 
� Contact utilities in affected areas to determine situation and any assistance that may be 

required; 
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� Alert the ORWARN Leader of emerging issues or concerns you perceive as “sensitive”; 

 

� Keep all related status boards up-to-date; 

 

� Coordinate with the ORWARN Leader regarding your shift commitment and assist in 
identifying Utility Representatives to relieve you at the end of your shift;  

 

� Provide comprehensive shift turnover briefing; and 

 
� As questions arise, contact the ORWARN Leader for direction. 
 
General activities 
Support the ORWARN Leader by providing specific utility knowledge and sector representation 
by doing the following activities: 
 
� Provide regular updates to the ORWARN Leader with significant changes in utilities’ status; 

 

� Contact and receive calls from utilities in affected areas of the emergency regarding 
damages to services/infrastructure; 

 

� Determine utility-specific resource and/or information needs; 

 

� Maintain logs, Status Boards, and prepare Status Reports; 

 
� Identify: 

o extent and type of customer and infrastructure damage; 

o general geographic location of utility outages; 

o expected duration of outages; 

o numbers of customers affected by county; and 

o resource requirements and/or information needs. 

 

� Assist utilities in procuring resources, personnel, and provisions necessary for restoration of 
services; 

 

� Communicate utility damage information and restoration priorities between government 
agencies and utilities, as necessary;  
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� Ensure regular updates to the ORWARN Leader on restoration concerns; 

 

� Assist with inter-utility response coordination; 

 

� Facilitate utility mutual aid/assistance as necessary/requested; 

 

� Serve as liaison between utilities and emergency management for extraordinary assistance; 

 

� Through the ORWARN Leader, provide utility Status Reports and special needs requests as 
indicated; and 

 
� Perform additional duties to support the utility sector as requested by the ORWARN Leader. 

 
Shift briefings should occur between the outgoing and incoming representatives 
and at a minimum include the following: 

 
� Alerts to any safety related issues that could impact utility personnel; 

 

� A review of the Activity Log with particular emphasis given to the follow-up columns; 

 

� Immediate tasks to be performed that have either been assigned by the ORWARN Leader 
or required by the follow-up information on the Activity Log; 

 

� A review of the current Utilities Outage and Restoration Status Report; and 

 
� A review of special key contact names and numbers outside of the Emergency Directory 

developed during event communications. 
 

Mutual Aid / Assistance Request 
If mutual aid/assistance is needed, record the following: 
 
� Name and contact information of utility representative; 

� Utility name and type; 

� Specific resource personnel/resources need; 

� Specify required certification or specification; 

� Date/time needed; 

� Impact if delayed; 

� Delivery point of resource;  
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� Logistical arrangements for any incoming personnel; 

� Access routes into the affected area(s); 

� Estimated duration of operations; and 

� Risks and hazards. 
 
Stand Down Activities 

� Under direction of the ORWARN Leader to “stand down,” prepare a situation status report 
about the utilities you represent, including estimated outages, restoration and damages; 

� Provide briefing to the ORWARN Leader; 

� Remain available by phone to respond if activation staffing is increased; and  

� Sign out. 

 
Shut Down Activities 

� Under direction of the ORWARN Leader to “shutdown”, return all non-expendable items and 
identify items that need to be replaced; 

� Complete reports. Provide briefing on completed items and identify follow up items; 

� Assist in returning all equipment to storage location;  

� Sign out; and  

� Be available to participate in After Action Report Reviews. 
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Attachment L: State Emergency Operations Center/ORWARN Response Coordination 
Site 
Purpose: ORWARN Response Team Members if activated, need to know where to report at the 

county, state region, or state operations center.  The following sample can be modified by 
each ORWARN.  

Instructions:  Use the following information to locate housing and feeding locations during your re-
location to the pre-designated site as part of the ORWARN Response Team if activated. 

 
State Operations Center (SOC)  
 
Closest Airport: Timbuktu 
 
Address:  12121 Albatross Lane 
                Almanor, CA 91212  
Phone number:  123-456-7890 
 

 
 

Figure 1: State EOC  
 
Driving directions: Highway to Almanor. Take exit to Confusion Drive. Take 2nd right and you’re 
there. 
 

 
Figure 2: State Operations Center Location 
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Local Hotels Addresses and Phone Numbers: 
 
 Extended Stay America   1-800-398-7829 
       10721 Rocky Road 

 Almanor, CA 
 
Best Inn  916-363-3344 
 3240 Rather Road 

Almanor, CA 
 
 Holiday Inn Hotels        916-635-0666  

11131 Folsom Prison 
       Alligator, CA 
 
 Courtyard by Marriott    1-800-321-2211 
       10683 Rocky Road 
       Almanor, CA 
 
 
Local Restaurants and Eateries: 
 
Togo's Eatery      Rudy’s Hideaway Inc 
2800 Zinfandel Drive      12303 Folsom Prison Way 
Albatross, CA  95670     Angora, CA  95742 
 
Luau Garden Chinese & American Buffet   Ruffino's Ristorante                 
1931 Zinfandel Drive      10113 Folsom Prison Way 
Albatross, CA  95670     Angora, CA  95670 
                                                                                                             
Botan Sushi       Las Palmas Mexican Restaurant 
2827 Zinfandel Drive      10339 Folsom Prison Way 
Alligator, CA  95670     Alphalpha, CA  95670 
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Attachment M: AWWA Water & Wastewater Mutual Aid & Assistance Resource Typing 
Manual 
Insert a copy of the AWWA Water & Wastewater Mutual Aid & Assistance Resource Typing 
Manual here. 





















EXHIBIT U

SUBSCRIPTION SERVICES CONTRACT

This Subscription Services Contract Number ORMS — 0157 (“Contract”) is effective

August 1, 2017 (“Contract Effective Date”) between Chaves Consulting, Inc.
(“Contractor”) and City of Brookings (“Authorized Purchaser”).

THIS CONTRACT IS ENTERED INTO PURSUANT TO MASTER SOFTWARE AS A

SERVICE AGREEMENT #0486 (the “MSA”) AND IS SUBJECT TO THE TERMS

AND CONDITIONS SET FORTH THEREIN. THE TERMS AND CONDITIONS OF

THE MSA ARE INCORPORATED HEREIN BY REFERENCE AND APPLY

TO THIS CONTRACT AND TAKE PRECEDENCE OVER ALL OTHER

CONFLICTING TERMS AND CONDITIONS, EXPRESS OR IMPLIED.

Authorized Purchaser Contact information:

Authorized Purchaser: City of Brookiiws

Contact Name: Ten Davis

Address: $98 Elk Drive

Brookings, OR 97415

Phone: 47 -469-1102

Email Address: tdavis(i1brookiiws.or.us

Invoices shall be sent to:

Authorize Purchaser: City of Brookins

Contact Name: Gary Milliman

Address: 89$ Elk Drive

Brooldngs, OR 97415

Phone: 41 -469-7 702

Email Address: milliman(i12brookins.or.us
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1. Subscription Services

The Contractor will provide to the Authorized Purchaser all required services listed in
Exhibit B which includes: access to and use of the HP Records Manager (HPRM)
(foniierly HP TRIM) application, software and data hosting and storage, and helpdesk
support services. The State Archives Division will provide the training for using HPRM.
The Contractor may provide training to other software integrations.

Inquiry-Only Users Services are defined in Exhibit B to the M$A; Inquiry-Only Services do
not include the full range of Subscription Services listed above.

Services shall be deemed to commence on the date that: (1) the Authorized Purchaser has
access either to the ORMS HPRM production or quality assurance (QA) environment, to
data hosting, storage and helpdesk support; and (2) the Authorized Purchaser’s initial Users
have been provided Phase 1 initial implementation training as specified in the ORMS
Training Plan.

2. Role of State Archives Division

The State Archives Division will work with Authorized Purchaser in order to set
milestones such as the number of initial Users, projected total end users upon full
Authorized Purchaser implementation, and due date for full implementation. These Services
are not provided to Inquiry-Only User(s).

In the event that Authorized Purchaser is not able to meet a specific milestone date, the
Authorized Purchaser shall notify both the State Archives Division and Contractor.

The notification must be given in writing before the proposed milestone date stating the
reason the date cannot be met and Authorized Purchaser will not be subject to any penalty
charges.

SOS shall provide Authorized Purchaser training to designated User(s) to support their
agency’s Inquiry-Only Users.

3. Subscription Fee and Payment Schedule

Authorized Purchaser agrees to a minimum of 10 Users per month. Authorized Purchaser
agrees to payment option #1 below:

Payment option #1:

Authorized Purchaser shall pay Contractor a monthly fee based on the number of Users
SUBSCRIPTION SERVICES CONTRACT NUMBER ORMS-0157 BETWEEN Page 2 of 12
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for Authorized Purchaser. The rate per User per month is specified in the following table:

Monthly Rebate
Number of Users Cost per Month per User

Pr_user
2,000 $37.02 $8.76
3,000 $37.02 $8.76
4,000 $29.74 $4.87
5,000 $26.66 $2.92
6,000 $24.06
7,000 $21.61
8,000 $19.62

9,000 $18.81

10,000 $17.53
11,000 $16.55
12,000 $15.71
13,000 $14.68
14,000 $14.02
15,000 $13.55
16,000 $12.54
17,000 $11.96

18,000 $11.44

19,000 $10.99
20,000 $10.54

Or

Payment option #2:

Authorized Purchaser may purchase a minimum of 300 Users at the rate of $24.06 per User

per month.

Payment option #2 pricing is available to Authorized Purchasers with an executed

Contract with accepted Deliverables. Authorized Purchasers shall make payment for

minimum of 300 Users upon Acceptance of Deliverables as per Section 3.5 and 5.3 in

Exhibit A of the Master Services Agreement.

Or

Payment option #3:

Authorized Purchaser may purchase Inquiry-Only User Services at the rate of 50% of the

monthly user fee with the lowest price at $10.54 per User. Authorized Purchaser MUST

commit to and implement the minimum number (10) of full Subscription Services Users in

order to add Inquiry-Only Users and must have signed the Acceptance of Services prior to

SUBSCRIPTION SERVICES CONTRACT NUMBER ORMS-O 157 BETWEEN Page 3 of 12
CHAVES CONSULTiNG AND CITY OF BROOKINGS Exhibit D



adding Inquiry-Only Users.

For the purpose of establishing the User cost per month for payment option #1, the number
of Users is the cumulative number of users of all Authorized Purchasers that have executed
a subscription services contract with Contractor pursuant to the MSA.

Rebates: The first 5,000 Users will begin receiving a rebate (in the form of reduced monthly
billings) when the total number of combined Users exceeds 20,000. The number of months
that the Authorized Purchasers will receive the rebate will be equal to the number of
months that the initial Users paid the higher rate. The amount of the rebate is specified in
the table in Section 3 of this Contract. Authorized Purchasers that select payment Option #2
and #3 are not eligible for rebates as described in this paragraph.

If the Authorized Purchaser exceeds the 10 GB of data storage per User and the 1 GB of
data transfer per User per month the cost for those Additional Services are:

• $7.00 per 10GB of additional storage per month
• $1.20 per 1 GB of additional data transfer per month

The initial invoice shall be issued on the 1st day of the month immediately following the
Acceptance of Initial Deliverables described in Section 5 of this Contract.

Invoices shall be issued on the 1st day of the month of the current calendar month in which
the Subscription Services will be provided. All undisputed, timely and valid invoices are
due in full 15 days after receipt by Authorized Purchaser.

Default by Non-Payment: Authorized Purchaser shall not delay payment of monthly User
fees based on a dispute or claim relating to Non-Subscription Services.

If Authorized Purchaser fails to pay Contractor any amount pursuant to the terms of the
Contract and fails to cure such failure within 45 business days after delivery of
Contractor’s notice or such longer period as Contractor may specify in such notice,
Authorized Purchaser shall be in default under Exhibit A, Section 10.2 of the MSA.

4. Additional Users

During the term of this Contract, Authorized Purchaser may add additional Users at any
time. The monthly installment fee for payment option #1 will be set according to the table in
Section 3 for each additional User commencing on the day the additional Users are specified
by Authorized Purchaser. Additional Users under payment option #2 shall be invoiced
according to the rate in Section 3. Additional Inquiry-Only Users under payment option #3
shall be invoiced according to the rate in Section 3. Additional Users and Additional
Inquiry-Only Users may be requested from an Authorized Purchaser, via email, to the ORMS
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helpdesk.

5. Authorized Purchaser Acceptance

Contractor shall commence the Services and provide Deliverables as set forth in the
Contract. Within ten (10) business days after the commencement of Services, Contractor
shall provide Authorized Purchaser with an Acceptance of Initial Deliverables Question
and Answer Form that is reasonably constructed to test the ability of the Subscription
Services and associated software applications, as implemented by Contractor, to produce
the results and other Deliverables specified in this Contract. The Authorized Purchaser
shall complete and return this form to Contractor within ten (10) business days as initial
acceptance of Deliverables to date; a non-response shall be deemed as an acceptance of
initial Deliverables.

Authorized Purchaser may accept the proposed acceptance test as recommended or modify

it as Authorized Purchaser deems reasonable. Contractor shall provide Authorized
Purchaser with access to the Subscription Services on or before the commencement date
described in Section 1 of this Contract and the implementation schedule agreed to by
Authorized Purchaser, the State Archives Division and Contractor. On the transition date,
Contractor shall assume responsibility for providing ongoing Subscription Services.

Upon the conclusion of any consecutive forty-five (45) day period of production

processing from the transition date as specified in Section 10 of this Contract, when all

Service Levels have been met successfully, the Subscription Services shall be deemed
accepted in full. Authorized Purchaser will acknowledge completion of this milestone by
written notification to Contractor. Nothing contained in this Section 5 or any other
provision of this Contract shall be deemed to prevent Authorized Purchaser from using any
portion of the Subscription Services in a live environment for productive processing, and
any such use shall not alter, amend or modify any of Contractor’s obligations pursuant to the
Contract.

6. Period of Performance

The period of performance of this Contract shall commence on the Contract Effective
Date and shall continue for a period of 12 months plus the interim period between the
effective date and the date of acceptance (the “Initial Period”). Thereafter, unless
Authorized Purchaser notifies Contractor in writing, this Contract shall automatically be
renewed annually for additional 12-month periods (each a “Renewal Period”) up to a
maximum total term often years.

Authorized Purchaser may terminate this Contract by providing Contractor with a notice of
termination sixty (60) days prior to the termination date.
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7. Consulting, Implementation, Training and/or Support Services

Contractor shall provide the consulting, implementation, training and/or support services
related to the Subscription Services as set forth in Section 5 of the MSA.

Inquiry-Only User Services include application configuration and administrative set up by
Contractor and SOS.

8. Security Procedures

Contractor shall define certain policies and procedures that it shall have in place in order to
provide the level of security associated with the Subscription Services and with the
Service Levels set forth in Section 12. These policies and procedures shall be updated by
Contractor from time to time to reflect updated Department of Administrative Services
Security Standards, emerging technologies, business practices and Internet-related issues.
Contractor shall provide written notice to Authorized Purchaser of any changes made to
its security policies and procedures within ten (10) days of such changes, and updated
policies and procedures shall be distributed through ORMS Support (Helpdesk).

9. Specifications and Minimum Technical Requirements

Contractor warrants that the minimum technical requirements for access to and operation of
the Software are updated and available upon Authorized Purchaser request.

If future releases of the Sofiware require use of newer versions of any client application or
change in any client application configuration, Contractor shall provide 15 - 45 days
(depending on the kind of change and its impact) written notice to Authorized Purchaser
prior to the general release of that Software Version.

By the conclusion of the Initial Period Contractor and the Secretary of State’s Office shall
implement the ORMS Advisory Board (Board). The Board shall consist of representatives of
the Secretary of State’s Office, State Archives Division, Contractor and selected
representatives of Authorized Purchasers. The Board shall review recommendations, discuss
and agree on the priority, implementation and timing of requested changes to the HPRM
application.

10. Transition

Contractor and the State Archives Division shall assist in developing a transition plan that
is approved by Authorized Purchaser. Subscription Services shall be transitioned and in
production, as accepted by Authorized Purchaser, within thirty (30) calendar days from the
Schedule Effective Date.
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11. Transition Remedy

In the event that Contractor fails to meet the date for the completion of the transition into
production of the Subscription Services, Contractor shall credit Authorized Purchaser one
percent (1%) of the monthly Service fees for every business day the transition is late. If

Contractor misses the target date by more than thirty (30) days, Contractor shall be deemed to

be in material breach of the Agreement.

If Authorized Purchaser does not meet its obligations as identified in the transition plan

provided by Contractor and Authorized Purchaser is the sole cause of a delay in the project,
the transition milestone target dates shall be extended for the same amount of time as the
delay. Contractor shall promptly notify the Authorized Purchaser Program Manager, in

writing, of any delay in the project schedule as a result of Authorized Purchaser’s

failure to meet any of its obligations identified above. If Contractor fails to notify
Authorized Purchaser of any such Authorized Purchaser failure to meet its obligations,
Authorized Purchaser shall be conclusively presumed under the Contract to have met its

obligations, and consequently, Contractor shall not be entitled to rely on such delay to
excuse it from meeting the milestone target dates.

12. Service Levels and Remedies

12.1 Security Service Level.

Contractor represents and warrants that Contractor shall provide Record Security
as specified in Exhibit B, Section e. of the MSA.

The required security processes may include, but are not limited to, the following:

(i) Contractor shall have staff on duty and at its site 24x7 and capable of
identifying, categorizing, and responding to a security incident.

(ii) Contractor shall notify Authorized Purchaser of any new potential security
vulnerability within four (4) hours of discovery. This notification shall
include the probable risks associated with the vulnerability.

(iii) Contractor shall implement a security fix across the application within four
(4) hours of approval from Authorized Purchaser.

(iv) Contractor shall notify the Authorized Purchaser Program Manager within
fifteen (15) minutes if Contractor believes that an attack is in process.

(v) Contractor shall shut down ALL access to the Software or any component
SUBSCRIPTiON SERVICES CONTRACT NUMBER ORMS-0157 BETWEEN Page 7 of 12
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of it associated with the Subscription Services within fifteen (15) minutes
upon request of the Authorized Purchaser Program Manager or officer of
Authorized Purchaser.

(vi) Contractor shall assist Authorized Purchaser in preparing written
responses to audit requirements or findings without charge.

(vii) After both the conclusion of the pilot period and the total number of active
users remains at a minimum of 2,000 or more users per Section 8a of
the MSA, Contractor must conduct and pass a SAS 70 Type II Audit
every twelve (12) months during the term of this Contract. The first audit
shall be performed by an independent CPA firm within twelve (12)
months of the state meeting its commitment to the 2,000 user minimum;
subsequent annual audit reviews shall be performed by the Contractor
according to the auditor’s recommended process and results shall be
provide to the State and, upon request, to Authorized Purchasers. Failure
by Contractor to pass the audit or to provide the audit results to
Authorized Purchaser within fifteen (15) days after receiving the results
from the auditor shall constitute a material breach of the MSA.

12.2 Record Retrieval Time Service Level.

Contractor represents and warrants that Contractor shall provide Record Retrieval
Delivery Time Levels in the HPRM server environment as set forth in Exhibit B,
Section f. of the M$A, as amended. Record retrieval delivery time shall be
measured at the server end between the ORMS workgroup server and
database at Synergy Data Center, as described in Amendment #001 to the
Master Agreement #048 6 at Section 9.

Contractor represents and warrants that the above performance Service Levels shall
be valid with up to 20,000 Users using the application at any given time.

If the Record Retrieval Delivery Time Level of 3 minutes or less falls below 95%
in any month, Authorized Purchaser shall be entitled to a credit on that month’s
bill for Subscription Services according to the table in Exhibit B, Section f. of the
MSA, as amended.

12.3 Subscription Services Availability Service Level.
Contractor represents and warrants that the Subscription Services shall be
available as specified in Exhibit B, Section f. of the MSA, as amended.
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Service Availability shall be measured on a 7 x 24 basis (7 days a week, 24 hours
per day).

If the Subscription Services availability percentage falls below 99.7% in any
month, Authorized Purchaser shall be entitled to a credit on that month’s bill for
Subscription Services according to the table below that represents the then-
current cumulative number of all Authorized Purchaser Users.

A. Scale based on 20,000 users or more.

Availability Percentage Percentage of Credit

99.60% to 99.69% 10%

99.50% to 99.59% 20%

99.0% to 99.49% 30%

97.0%to98.99% 50%

Below 97.00% 75%

Scale based on 19,999 users or less.

Availability Percentage Percentage of Credit

99.00% to 99.69% 10%

98.50% to 98.99% 20%

98.00% to 98.49% 30%

97.00% to 97.99% 50%

Below 97.0% 75%

12.4 Performance and Availability Scalability.

Contractor represents and warrants that the performance and availability
Service Levels in Sections 12.2 and 12.3 above shall be valid and applicable with
a concurrent User increase of up to 20,000 Users.

12.5 Notifications to Authorized Purchaser.

Page 9 of 12
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Contractor shall provide proactive notifications to Authorized Purchaser

regarding scheduled system-maintenance downtime and system upgrades and

enhancements. Contractor shall provide Authorized Purchaser with at least seven

(7) calendar days’ prior written notice of any scheduled outages; such notices
shall include the date of the outage and the start and stop times of the outage.

Scheduled upgrades and enhancements shall be provided between the hours of

8:00 p.m. and 6:00 a.m. Monday through Friday, or during weekends and/or
Federal holidays, with the exception of emergency security patches.

12.6 Additional Environment.

Contractor will provide an additional environment at no additional charge for

Authorized Purchaser’s testing and/or training purposes, without limitation.

Authorized Purchaser agrees not to use the additional environment for production

purposes.

12.7 Support and Error Resolution.

Contractor shall establish and maintain the organization and processes

necessary to provide support and error-resolution services to Authorized

Purchaser. Contractor shall provide support and error-resolution services on a

twenty-four (24) hours a day, seven (7) days a week basis. Authorized

Purchaser’s HPRM Users shall contact the ORMS Support Desk, which shall be

staffed by on-site, on-duty Support staff during regular business hours from 7:00
a.m. to 5:00 p.m. Monday through Friday, excluding weekends and Federal

holidays. Outside of regular business hours, Users may call the ORMS Support

Desk and leave a message for on-call staff, who shall respond according to the

priority levels specified in this Section.

Upon receipt of telephone or written notice from the Authorized Purchaser
specifying a problem, and upon receipt of such additional information as
Contractor may request, Contractor shall respond as described below to
resolve reported and reproducible errors in the Subscription Services or SaaS
Software, so that the application operates as specified in this Contract. Contractor
shall determine the priority level in accordance with the following protocols:

(1) SEVERITY 1 — CRITICAL BUSINESS IMPACT. The production use of the

Subscription Services is stopped or so severely impacted that the

Authorized Purchaser cannot reasonably continue work; requires round-the-
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clock attention until the problem is resolved (a “Severity 1 Error”).

a. Contractor shall begin work on the error within fifteen (15) minutes of
notification;

b. Contractor shall engage development staff until the problem is
circumvented or corrected; and

c. Contractor shall provide Authorized Purchaser with ongoing
communication on the status of the problem resolution.

(ii) SEVERITY 2 — SIGNIFICANT BUSINESS IMPACT. A high-impact
problem is affecting Service Levels and/or materially impacting Authorized
Purchaser’s use of the Subscription Services. Problem resolution shall be
initiated within sixty (60) minutes, and the resolution of these problems
requires serious and sustained attention during normal business hours (8:00
am to 5:00 pm, Pacific time, Monday through Friday, exclusive of State
holidays) until the problems are circumvented or corrected (a “Severity 2
Error”).

a. Contractor shall begin work on the error within sixty (60) minutes of
notification;

b. Contractor shall engage development staff until the problem is
circumvented or corrected; and

c. Contractor shall provide Authorized Purchaser with ongoing
communication on the status of the problem resolution.

(iii) SEVERITY 3 — SOME BUSNESS IMPACT. This includes problems of
general work- queue type and that do not come within the definitions of
Severity 1 Error or Severity 2 Error. These problems shall be addressed
after Severity 1 Errors and Severity 2 Errors have been corrected and may
be pursued during normal business hours on a resources- available basis (a
“Severity 3 Error”).

a. Contractor shall begin work on the error within one (1) day of notification;
and

b. Contractor shall engage development staff to provide a workaround and
to resolve the problem as soon as possible after notification by Authorized
Purchaser.
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(iv) SEVERITY 4 — MINIMUM BUSINESS IMPACT. Authorized Purchaser
requests information, an enhancement, or documentation clarification
regarding the Subscription Services or SaaS Software but there is no
impact on the operation of the Subscription Services or SaaS Software.
The implementation or production use of the Subscription Services or SaaS
Software is continuing and there is no work being impeded at the time (a
“Severity 4 Error”).

a. Contractor shall provide a response regarding the requested information
or documentation clarification within two (2) days of notification by
Authorized Purchaser; and

b. Contractor shall consider enhancements for inclusion in a subsequent
update to the Subscription Services, SaaS Software or Documentation.

13. Termination and Transition Assistance

Authorized Purchaser may terminate this Contract as provided in Exhibit A, Section 12, of the
MSA. Contractor may terminate this Contract as provided in Exhibit A, Section 12.3, of the
MSA.
BY EXECUTING THIS CONTRACT, THE PARTIES AGREE TO BE BOUND
BY ITS TERMS AND CONDITIONS.

AUTHORIZED PURCHASER CONTRACTOR

By:______________________ By: J%LJS

Name:_____________ Name: Rich

Title:_______________________________ Title: President, Chaves Consulting

Date:_________________ Date: 47_g7i7

SECRETARY OF STATE CONTRACT ADMINISTRATOR

By:______________________________ Date:

_____________________________
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OFFICE OF THE SECRETARY OF STATE 
 

JEANNE ATKINS 
SECRETARY OF STATE 

 
 

ROBERT TAYLOR 
DEPUTY SECRETARY OF STATE 

 
 

ARCHIVES DIVISION 
MARY BETH HERKERT 

DIRECTOR 
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INTERGOVERNMENTAL AGREEMENT # 165-170056-17 

For 
Electronic Records Management Services 

between 
Oregon Secretary of State and the City of Brookings 

 
This Intergovernmental Agreement (the “Agreement”) is made and entered into between the State of 
Oregon, acting through its Office of the Secretary of State (“SOS ”) City of Brookings (“Entity”) (each a 
“Party”, collectively, the “Parties”). This Agreement is effective on the date this Agreement is fully 
executed and approved by an authorized representative of each Party as indicated by signature below 
(the “Commencement Date"). 
  
 

RECITALS 
 
Under ORS 192.015, the legislature designated SOS as public records administrator of the state, with the 
responsibility "...to obtain and maintain uniformity in the application, operation and interpretation of 
the public records laws.”  Further to this designation, "[t]he State Archivist may grant to public officials 
of the state or any political subdivision specific or continuing authorization for the retention or 
disposition of public records that are in their custody." (ORS 192.105(1)) 

 
In order to effectively carry out the above-stated duties and assist state agencies and local governments 
in the shared responsibility of public records retention and disposal, SOS has determined that the 
effective management of public records must address information that is primarily contained in or 
derived from electronic formats.  ORS 192.001 to 192.105 gives the State Archivist the authority to 
conduct an electronic records management system ("ERMS") services program.  

 
The State Archivist has developed services for managing electronic records (including e-mail) that 
include a uniform, non-technical records classification specification (file structure and records 
classification).  SOS has established a statewide agreement with a service provider for ongoing ERMS 
services, including provision of a central repository to house electronic records that allows for the 
consistent and proper management, access and final disposition of electronic records.  These additional 
services are available to state agencies and local governments through a separate contract between each 
participating entity and the Oregon Records Management Solution (ORMS) service provider.  The 
Entity may enter into a contract with the ORMS service provider under the cooperative purchasing 
provisions of the contract and state law.  For those agencies and local government bodies that implement 
the ORMS under the statewide agreement, it is the goal of the State Archivist, through interagency 
agreements, to provide archival consulting and implementation services to participating state agencies 
and local government entities that incorporate improved and consistent record management practices 
and comply with the Secretary of State’s public records administration requirements. 
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AGREEMENT 
 
SECTION 1. TERM AND RENEWAL  
The initial term of this Agreement begins on the Commencement Date and ends on June 30, 2017 (the 
“Initial Term”).  Thereafter, this Agreement shall automatically renew each year for a one-year term 
beginning on July 1 of a calendar year and ending on June 30 of the following calendar year (“Extension 
Term”; the Initial Term together with the Extension Term shall be hereinafter collectively referred to as 
the “Term”), unless either Party provides written notice to the other Party of its intent not to renew this 
Agreement at least six months prior to the expiration of the current Term.   

 
 
SECTION 2. SERVICES; OBLIGATIONS; OPTING OUT 
2.1 Services.  
 

2.1.1 SOS shall make consulting services (“Consulting Services”) available to the Entity as set 
forth in this Agreement.  As used in this Agreement “ORMS Services” means the Oregon 
Records Management Solution that incorporates Hewlett Packard’s TRIM software and is 
provided under separate contract between the Entity and the third party provider (“ORMS 
Provider”) under statewide agreement with SOS.  The parties mutually agree that, a 
service level agreement (SLA) which describes the minimum levels of system 
performance, availability, operation, reliability and continuity will be made part of 
Agreement as an addendum and remain in effect during the use of the ORMS. SOS will 
work with the individuals identified in Appendix A in order to provide the services and 
obligations provided in this Agreement. 
 

2.1.2  SOS shall provide the Entity with the following services, including those described in 
Appendix B 
a.  Record Classification and Retention Consulting;  
b.  File Structure Consulting; 
c.  Preparation for use of the ORMS; and 
d. Training for the Entity personnel related to the ORMS and record management.   
 

2.1.3 In providing Consulting Services, SOS shall: 
a.  Provide appropriately trained staff to fulfill its obligations under this Agreement; 
b. Use reasonable efforts to ensure that levels of service quality, responsiveness and 

dependability are maintained; and 
c. Make revisions to the SOS internal incident-resolution escalation process to the extent 

SOS determines such revisions are necessary to fulfill its obligations under this 
Agreement.  

 
Provision of Consulting Services is subject to the Entity’s timely response to requests for critical 
information necessary to resolve issues. 

 
2.2 The Entity’s Obligations.  The Entity shall:  

a. Negotiate to enter into an agreement with the ORMS service provider using the HP 
TRIM solution through the cooperative purchasing provisions of the State agreement 
as allowed under state law;    

b. Incorporate, with SOS assistance, the record structure work provided by SOS that is 
required to use the ORMS;  
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c. Appoint an authorized representative upon signing and notify SOS immediately of any 
change in authority; 

d. Designate a Entity employee to participate as necessary as a representative on a change 
advisory board made up of SOS personnel and representatives from the participating 
city, county and state entities which shall be responsible for reviewing requested 
enhancements to the ORMS, and making recommendations for implementation of 
such enhancements to the ORMS Provider; and  

e. Respond in a timely manner to SOS requests for critical information necessary to 
resolve issues. 

 
Nothing in this Agreement shall be construed to require SOS to perform any record management 
activities that the Entity is required to perform pursuant to state or federal law. 

 
2.3 Opting Out. 

 
2.3.1 The Entity may, at its sole discretion and at any time during the Term, discontinue use of 

Consulting Services by sending 3 months prior written notice to SOS of its intention to 
discontinue such use (such action shall be referred to in this Agreement as “Opting Out,” 
or the Entity’s “Opt Out”). The Entity shall specify in its notice the date on which it will 
Opt Out (“Opt Out date”), which shall not be earlier than 3 months following the date of 
the Entity Opt Out notice. Following notification the Entity’s desire to Opt Out, SOS 
shall have no obligation to provide Consulting Services under this Agreement after the 
Opt Out date has occurred.  Opting Out shall terminate this Agreement as provided in 
Section 7. 

 
2.3.2 If the Entity chooses to Opt Out, then: 

a. SOS shall have no responsibility for any of the Entity’s costs for Opting Out;  
b. SOS shall have no obligation after the Opt Out date to develop or maintain the Entity’s 

interface to the system employed under the ORMS that allows the Entity to use 
another application to manage records within the Entity’s own systems, however, SOS 
shall reasonably cooperate with and assist the Entity in developing such interfaces; 

c. SOS shall allow the Entity to export records, and shall provide reasonable cooperation 
and assistance to the Entity in completing such export, however SOS shall have no 
obligation to provide the Entity with any data that resides in the system employed 
under the ORMS in any particular format; and 

d. The Entity shall continue to maintain records in accordance with Oregon record 
retention laws.  

 
 
SECTION 3. TREATMENT OF DATA  
Each Party shall comply with applicable state laws governing the use and disclosure of public records.  
Each Party shall be responsible for responding to any public records request it receives, to the extent that 
it has access to the information requested, including responsibility for evaluating and appropriately 
handling the confidentiality of the information. 
 
SECTION 4. FEES  
There shall be no charge to the Entity by SOS for the Consulting Services described in this agreement 
during the Initial Term. 
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If fees will be charged during any subsequent or renewal term, SOS shall notify the Entity of the total 
anticipated fees in January of the fiscal year preceding the fiscal year in which such fees will be due.  
 
If Entity requires a background check, such as, Criminal Justice Information Services (CJIS) or Law 
Enforcement Data System (LEDS), etc. Entity shall be responsible for all associated fees. 
 
SECTION 5. REPRESENTATIONS AND WARRANTIES 
5.1 The Entity. The Entity represents and warrants to SOS as follows: 
 

5.1.1 The Entity is a unit of state government as defined under ORS 190.003, duly organized 
and validly existing under the laws of the State of Oregon. The Entity has full power, 
authority and legal right to make this Agreement and to incur and perform its obligations 
hereunder. 

 
 5.1.2 The making and performance by the Entity of this Agreement: (a) have been duly 

authorized by all necessary action of the Entity; (b) does not and will not violate any 
provision of any applicable law, rule, regulation, or order of any court, regulatory 
commission, board, or other administrative agency or any provision of the Entity’s 
charter or other organizational document; and (c) does not and will not result in the 
breach of, or constitute a default or require any consent under any other agreement or 
instrument to which the Entity is a party or by which the Entity or any of its properties 
may be bound or affected.  

 
5.1.3 No authorization, consent, license, approval of, filing or registration with or notification 

to any governmental body or regulatory or supervisory authority is required for the 
execution, delivery or performance by the Entity of this Agreement. 

 
5.1.4 This Agreement has been duly executed and delivered by the Entity and constitutes a 

legal, valid and binding obligation of the Entity, enforceable in accordance with its terms 
subject to the laws of bankruptcy, insolvency, or other similar laws affecting the 
enforcement of creditors’ rights generally. 

 
5.2 By SOS.  SOS represents and warrants to the Entity as follows: 

 
5.2.1 SOS is an agency of the State of Oregon duly organized and validly existing under the 

laws of the State of Oregon.  SOS has full power, authority and legal right to make this 
Agreement and to incur and perform its obligations hereunder. 

 
5.2.2 The making and performance by SOS of this Agreement: (1) has been duly authorized by 

all necessary action of the State; (2) does not and will not violate any provision of any 
applicable law, rule, regulation, or order of any court, regulatory commission, board, or 
other administrative agency or any provision of any other organizational document’ and 
(3) does not and will not result in the breach of, or constitute a default or require any 
consent under any other agreement or instrument to which SOS is a party or by which 
SOS or any of its properties may be bound or affected.  

 
5.2.3 No authorization, consent, license, approval of, filing or registration with or notification 

to any governmental body or regulatory or supervisory authority is required for the 
execution, delivery or performance by SOS of this Agreement. 
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5.2.4 This Agreement has been duly executed and delivered by SOS and constitutes a legal, 

valid and binding obligation of SOS, enforceable in accordance with its terms subject to 
the laws of bankruptcy, insolvency, or other similar laws affecting the enforcement of 
creditors’ rights generally. 

6. DEFAULT 
A Party shall be in default under this Agreement if: 

a. The Party fails to perform, observe or discharge any of its covenants, agreements or 
obligations set forth herein; or 

b.  Any representation, warranty or statement made herein by the Party is untrue in any material 
respect when made and is made in bad faith. 

7. TERMINATION 
7.1  By Entity.  The Entity may terminate this Agreement:  

a.  Immediately upon written notice to SOS, or at such later date as the Entity may establish in 
such notice, if the Entity fails to receive funding, appropriations, limitations or such other 
expenditure authority at levels sufficient to enable it to meet its contract obligations under 
this Agreement.  In the event the Entity reasonably believes it must terminate this Agreement 
pursuant to this section, the Entity shall provide notice to SOS as soon as possible of its 
intent to terminate this Agreement. When possible, the Entity shall provide such notice to 
SOS 6 months prior to the effective date of the termination;  

b. Immediately upon written notice to SOS if federal or state laws, regulations, or guidelines are 
modified or interpreted in such a way that the Entity’s performance of its obligations under 
this Agreement is prohibited; 

c.  Upon breach of this Agreement by SOS and failure by SOS to cure the breach within 30 
calendar days after written notice from the Entity specifying the breach; or 

d. By Opting Out as provided in Section 2.3. 
 
7.2 By SOS.  SOS may terminate this Agreement: 

a.  Immediately upon written notice to the Entity or at such later date as SOS may establish in 
such notice, if SOS fails to receive funding, appropriations, limitations or other expenditure 
authority at levels sufficient to continue to provide the Services.  

b.  Immediately upon written notice to the Entity, if federal or state laws, regulations, or 
guidelines are modified or interpreted in such a way that SOS’s performance of Consulting 
Services under this Agreement is prohibited.  

c. Upon breach of this Agreement by the Entity and failure by the Entity to cure the breach 
within 30 calendar days after written notice from SOS specifying the breach. 

 
7.3 By Either Party.  Either Party may terminate this Agreement, for any or no reason, upon six 

month’s written notice to the other Party. 
 
7.4 Remedies.  Termination of this Agreement shall not affect any other remedies and rights which a 

Party may have under this Agreement, in law or in equity. 
 
8.  INDEMNITY 
The Parties shall (consistent with ORS chapter 180) defend, save, hold harmless, and indemnify one 
another, including all officers, employees and agents from and against all claims, suits, actions, losses, 
damages, liabilities, costs and expenses of any nature resulting from or arising out of any negligent acts 
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or omissions under this Agreement.  SOS’s liability under this Section is limited to the extent permitted 
by Article XI, Section 7 of the Oregon Constitution and subject to the terms, conditions and limitations 
of the Oregon Tort Claims Act (ORS 30.260 - 30.300).  The Entity’s liability under this Section is 
limited to the extent provided by any applicable provisions of the Oregon Constitution and the Oregon 
Tort Claims Act. The Entity shall carry appropriate insurance to cover the indemnity requirement. 
Neither the Entity nor any attorney engaged by the Entity or any other entity shall defend the claim, suit 
or action in the name of the State of Oregon or any agency of the State of Oregon, nor purport to act as 
legal representative of the State of Oregon or any of its agencies, without first receiving from the Oregon 
Attorney General, in a form and manner determined appropriate by the Attorney General, authority to 
act as legal counsel for the State of Oregon.  Nor shall the Entity or any other entity settle any claim, 
action or suit on behalf of the State of Oregon without the approval of the Attorney General. The State 
of Oregon may, at its election and expense, assume its own defense and settlement in the event that the 
State of Oregon determines that Grantee is prohibited from defending the State of Oregon, or is not 
adequately defending the State of Oregon’s interests, or that an important government principle is at 
issue and the State of Oregon desires to assume its own defense. 
 
9.  OWNERSHIP OF WORK PRODUCT 
All Work Product created solely by SOS pursuant to or in connection with this Agreement, including 
derivative works and compilations, and whether or not such Work Product is considered a work made for 
hire or an employment to invent, shall be the exclusive property of SOS.  All Work Product created solely 
by the Entity pursuant to or in connection with this Agreement, including derivative works and 
compilations, and whether or not such Work Product is considered a work made for hire or an employment 
to invent, shall be the exclusive property of the Entity.  All Work Product created jointly by the Entity and 
SOS pursuant to or in connection with this Agreement, including derivative works and compilations, and 
whether or not such Work Product is considered a work made for hire or an employment to invent, shall be 
the joint property of SOS and the Entity, “Work Product” means every invention, discovery, work of 
authorship including academic programs or course curricula, trade secret or other tangible or intangible 
item and all intellectual property rights therein that a Party may produce pursuant or in connection with 
this Agreement.  As to Work Product created solely by SOS pursuant to this Agreement, the Parties 
agree that such original works of authorship are “work made for hire” of which SOS is the author within 
the meaning of the United States Copyright Act.  If for any reason the original Work Product created 
pursuant to this Agreement is not “work made for hire,” SOS hereby irrevocably retains any and all of its 
rights, title, and interest in all original Work Product created by SOS, whether arising from copyright, 
patent, trademark, trade secret, or any other state or federal intellectual property law or doctrine. The 
Entity forever waives any and all rights relating to original Work Product created pursuant to this 
Agreement, including without limitation, any and all rights arising under 17 USC §106A or any other 
rights of identification of authorship or rights of approval, restriction or limitation on use or subsequent 
modifications.  
 
 
10. GENERAL PROVISIONS 
10.1 Notices.  Notices shall be in writing and either delivered personally or sent by registered or 

certified mail, postage prepaid, by internationally recognized air courier or by facsimile or 
electronic means which provides for confirmation and acknowledgment of receipt.  Notices sent 
to any Party under this Agreement shall be sent to the Party’s Authorized Representative. 
“Authorized Representative” means (i) with respect to v, the person that is designated in 
Appendix A; and (ii) with respect to SOS, the Director of the Archives Division of the Office of 
the Oregon Secretary of State or the person that the Director of the Archives Division designates.  
Each Party may change its address for receiving notice or its Authorized Representative at any 
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time upon notice given in accordance with this Section.  Notices shall be deemed given upon 
delivery or, in the case of facsimile or electronic transmission, when acknowledgment and 
confirmation of receipt is received electronically, provided that a printed copy of such 
acknowledgment and confirmation is forwarded on the date received, by another means provided 
for in this Section. 

 
10.2  Force Majeure. Neither Party shall be liable for a delay or failure to perform due to causes 

beyond its control including, but not limited to, a labor dispute, strike, lock-out, civil commotion 
or like operation, invasion, rebellion, hostilities, military or usurped power, sabotage, 
governmental regulations or controls, inability to obtain labor, services or materials, or through 
act of God or causes beyond the reasonable control of Parties, provided such cause is not due to 
the willful act or neglect of SOS or the Entity. 

 
10.3  Independent Status. The Entity shall have no right to, and shall not, control the manner or 

determine the method of accomplishing Consulting Services. Neither SOS nor SOS’s staff are 
employees or agents of the Entity, nor are the Entity or the Entity’s staff employees or agents of 
SOS for any purpose whatsoever.  Neither Party nor its staff shall, under any circumstances, have 
any authority to act for or to bind the other Party, or to sign the name of the other Party, or to 
otherwise represent that it is in any way responsible for the other Party’s acts or omissions.  

 
10.4  Governing Law; Venue; Consent to Jurisdiction.  This Agreement shall be governed by and 

construed in accordance with the laws of the State of Oregon, without regard to principles of 
conflict of law.  Any claim, action, suit or proceeding, (collectively, “Claim”) between SOS (or 
any other agency or department of the State of Oregon) and the Entity that arises from or relates 
to this Agreement shall be brought and conducted solely and exclusively within the Circuit Court 
of Marion County for the State of Oregon; provided, however, if a Claim must be brought in a 
federal forum, then it shall be brought and conducted solely and exclusively within the United 
States District Court of the District of Oregon.  In no event shall this section be construed as a 
waiver by the State of Oregon of any form of defense or immunity, whether sovereign immunity, 
governmental immunity, immunity based on the eleventh amendment to the Constitution of the 
United States or otherwise, from any Claim or from the jurisdiction of any court.  The Entity, BY 
EXECUTION OF THIS AGREEMENT, HEREBY CONSENTS TO THE IN PERSONAM 
JURISDICTION OF SAID COURTS.  

 
10.5 Severability; Waiver.  If any term or provision of this Agreement is declared by a court of 

competent jurisdiction to be illegal or in conflict with any law, the validity of the remaining 
terms and provisions shall not be affected.  The rights and obligations of the parties shall be 
construed and enforced as if the Agreement did not contain the particular term or provisions held 
to be invalid.  The failure by a Party to enforce any provision of this Agreement shall not 
constitute a waiver of that or any other provision. 

 
10.6  Survival.  All rights and obligations shall cease upon termination or expiration of this Agreement 

except for the rights and obligations set forth in the following sections: Section 4 (Payment); 
Section 5 (Representations and Warranties); Section 8 (Indemnity); Section 9 (Work Product); 
Section 10.4 (Governing Law; Venue; Consent to Jurisdiction); Section 10.6 (Survival); Section 
10.8 (Records); and Section 10.9 (Entire Agreement; Amendments). 

 
10.7  Compliance with Law.  Both Parties shall comply with all federal, state and local laws, 

regulations, executive orders and ordinances applicable to this Agreement.  
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10.8  Records. Each Party shall maintain financial records relating to this Agreement in accordance with 

generally accepted accounting principles to clearly document the Party’s performance.  
Additionally, each Party shall maintain any other records pertinent to this Agreement in such a 
manner as to clearly document the Party’s performance of its duties under this Agreement.  SOS, 
the Entity, and the federal government and their duly authorized representatives shall have access 
to such financial records and other books, documents, papers, plans, records of shipments and 
payments and writings of the Parties that are pertinent to this Agreement, whether in paper, 
electronic or other form, to perform examinations and audits and make excerpts and transcripts. 
The Entity and SOS shall retain and keep accessible all such financial records, books, documents, 
papers, plans, records of shipments and payments and writings for a minimum of six (6) years, or 
such longer period as may be required by applicable law, following final payment and termination 
of this Agreement, or until the conclusion of any audit, controversy or litigation arising out of or 
related to this Agreement, whichever date is later. 

 
10.9  Entire Agreement; Amendments.  This Agreement constitutes the entire agreement between the 

Parties on the subject matter hereof. There are no understandings, agreements, or representations, 
oral or written, not specified herein regarding this Agreement.  No amendment, waiver, consent, 
modification or change of terms of this Agreement shall bind either party unless in writing and 
signed by both parties. Such amendment, waiver, consent, modification or change, if made, shall 
be effective only in the specific instance and for the specific purpose given.   

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day, month 
and year noted below. 
 
THE STATE OF OREGON, acting through its OFFICE OF THE SECRETARY OF STATE 
 
By:        
 
Title:        
 
Date:        
 
Address and Fax for Notices: Oregon Secretary of State 
 Attn: Linda Lichty 
 255 Capitol St NE, Suite 180 
 Salem, OR 97310 
 Phone # 503-986-2241 
 Fax #503-378-4991 
 
City of Brookings  
 
By:       
 
Title:        
 
Date:        
 
Address and Fax for Notices MUST be filled in: 



July 11, 2017 

 
Contact: ______________________________ 
 
Address:  ______________________________ 
                         

______________________________ 
 
Phone number:  ______________________________ 
 
Fax Number:    ______________________________ 
  



July 11, 2017 

The Entity will use the ORMS  
 

Annual Payment to SOS for the Initial Term (as that term is defined in Section 2.1): $0 
 
The Entity Contact Information: 

Appendix B 
Supported Services 

 

 
Record Classification:  SOS shall assist the Entity with classification of all appropriate records as 
determined jointly by SOS and the Entity 
 
Retention Services: SOS shall specify and recommend record retention schedules and SOS shall assist 
the Entity with applying the Entity Records Retention Schedule to electronic records in the ORMS.  
 
File Structure: SOS will work with the Entity to develop and implement a file structure that best fits the 
needs of the Entity and the use of the ORMS. SOS shall assist the Entity to help ensure that file 
structures are in place to effectively implement the ORMS. 
 

 
ORMS Preparation: SOS shall ensure the Entity records and structures are in order to effectively begin 
using the ORMS.  
 
Training Services:  SOS shall provide all necessary training to ensure a successful migration to the new 
records management system. 
 
Final Acceptance:  SOS will work with the Entity for final user acceptance which meets success criteria 
outlined by both parties. 
 
 

 

Appendix A 
City of Brookings (Entity) 

Title Name Phone email 
Project Management and Records 

Contact 
   

IT Contact    
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City of Brookings  
CITY COUNCIL MEETING MINUTES 
City Hall Council Chambers, 898 Elk Drive, Brookings, OR 97415 

Monday, June 26, 2017 
 

Call to Order 
Mayor Pieper called the meeting to order at 7:00 PM. 
 

Roll Call 
Council present: Mayor Jake Pieper, Councilors Bill Hamilton, Roger Thompson and Dennis 
Triglia; Councilor Brent Hodges was absent; Student Ex Officio Shawntisha Bailey present; a 
quorum present.   

Staff present: City Manager Gary Milliman, Finance & Human Resources Director Janell Howard, 
Public Works and Development Director Paul Stevens, City Attorney Martha Rice, and City 
Recorder Teri Davis.  
 

Media Present: No media present 
 
Others Present: Six audience members. 
 
Ceremonies 
Mayor Pieper presented Ex Officio Shawntisha Bailey with an appreciation plaque. 
 
Oral Requests and Communications from the audience 
 
Staff Reports 
Ferry Creek Grant Agreement 
 
Public Works & Development Director Stevens presented the staff report. 
 
Councilor Triglia moved, Councilor Hamilton seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to authorize the City 
Manager to execute Grant Agreement #GA-0125-17 with OWRD for the 
development of a feasibility study for Ferry Creek Dam. 
 
Councilor Triglia moved, Councilor Thompson seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to authorize the City 
Manager to Develop a Scope of Work (SOW) and negotiate a fee with The Dyer 
Partnership to develop the Feasibility Study in accordance with Grant Agreement 
#GA-0125-17. 
 
Charter Spectrum Digital Advertising Renewal 
 
City Recorder Davis presented the Staff Report 
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Dan Tippman of 580 Fern Ave., Apt. #1, Brookings, addressed Council in opposition to the 
retargeting aspect of the advertising campaign. 
 
Councilor Thompson moved, Councilor Hamilton seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to authorize the City 
Manager to execute an agreement with Spectrum Reach, continuing a digital 
tourism advertising campaign for an additional six months at a cost of $1,000 per 
month. 
 
Pistol River Wave Bash Fund Request 
 
City Recorder Davis presented the Staff Report 
 
Councilor Hamilton, speaking as Council Liaison to the Tourism Promotion Advisory Committee 
(TPAC), added that this event is program he feels the City should get behind. 
 
Councilor Triglia moved, Councilor Hamilton seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to allocate $200 in 
Transient Occupancy Tax revenues in the form of a reimbursement to Barbara 
Ciaramella for the 2017 Pistol River Wave Bash. 
 
Tourism Survey RFP 
 
City Recorder Davis presented the Staff Report 
 
Councilor Hamilton, speaking as Council Liaison to TPAC, said he felt that this project was not 
within the purview of the TPAC mission. 
 
Council took no action on the item. 
 
Chetco River Gage Agreement 
 
City Manager Milliman presented the staff report.  
 
Councilor Thompson moved, Councilor Triglia seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to authorize the City 
Manager to execute the joint funding agreement with the U.S. Geological Survey for 
maintenance of the flow gage on the Chetco River. 
 
Insurance Agent of Record  
 
Finance & Human Resource Director Howard presented the staff report.  
 
Councilor Triglia moved, Councilor Thompson seconded and Council voted 
unanimously and with an advisory “aye” from Ex Officio Bailey to accept the 
insurance services proposal from CAL/OR Insurance Specialist, Inc. and authorize 
the City Manager to execute a three year agreement. 
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Resolutions 
New Deferred Compensation Plan 
 
Finance & Human Resource Director Howard presented the staff report.  
 
Councilor Triglia moved, Councilor Hamilton seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to adopt Resolution 17-R-
1110, establishing Oregon Savings Growth Plan as an eligible deferred 
compensation plan. 
 
Transfer of Appropriations for FY 2016-17 Budget 
 
Finance & Human Resource Director Howard presented the staff report.  
 
Councilor Triglia moved, Councilor Thompson seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to adopt Resolution 17-R-
1111, approving appropriation transfers for insurance proceeds received in the 
General Fund. 
 
Councilor Thompson moved, Councilor Triglia seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to adopt Resolution 17-R-
1112, accepting specific purpose grants and donations in the General Fund, Streets 
Fund, Water Fund, Wastewater Fund, and Capital Projects Reserve Fund. 
 
Councilor Triglia moved, Councilor Hamilton seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to adopt Resolution 17-R-
1113, approving appropriation transfers in the Street Fund, Capital Projects Reserve 
Fund, and the Water SDC Fund. 
 
Councilor Thompson moved, Councilor Hamilton seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to adopt Resolution 17-R-
1114, transferring appropriations from contingency to Legislative/Administration, 
Parks and Recreation, and Swimming Pool in the General Fund. 
 
Councilor Triglia moved, Councilor Thompson seconded and Council voted 
unanimously with an advisory “aye” from Ex Officio Bailey to adopt Resolution 17-R-
1115, transferring appropriations from the contingency of the General Fund, Streets 
Fund, Water Fund, and the Wastewater Fund for workers’ compensation costs. 
 
Consent Calendar 

1. Approve Council minutes for May 8, 2017  
2. Approve Council minutes for May 15, 2017  
3. Accept Joseph Vogl resignation from Planning Commission  
4. Receive monthly financial report for April 2017  

 
Councilor Triglia moved, Councilor Thompson seconded and Council voted unanimously with an 
advisory “aye” from Student Ex Officio Bailey to approve the Consent Calendar. 
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Remarks from Mayor and Councilors 
Councilor Hamilton advised that Safety City will graduate its 1000th student on Saturday, July 1. 
He added that the program is fully funded through community donations. 
 
Ex Officio Bailey remarked that she loved being part of the Council. 
 
Adjournment 
Councilor Triglia moved, Councilor Thompson seconded and Council voted by voice to adjourn 
the meeting at 8:04 p.m. with the Urban Renewal Agency meeting immediately following. 
 

 

 
Respectfully submitted: 

 ATTESTED: 
this ______ day of _________________ 2017: 

 

  
 

Jake Pieper, Mayor  Teri Davis, City Recorder 
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MINUTES 
BROOKINGS PARKS AND RECREATION COMMISSION 

April 27, 2017 
 
CALL TO ORDER 
Chair Tom Bozack called the meeting to order at 7:07 pm followed by the Pledge of Allegiance. 
 
ROLL CALL 
Present:  Commissioners Patt Brown, Trace Kather, and Chair Tom Bozack 
Absent:  Commissioner Don Vilelle, Jay Trost 
Also present:  Parks/Tech Services Supervisor Tony Baron 
 
APPROVAL OF MINUTES 
Motion made by Commissioner Kather to approve the minutes of February 23, 2017; motion 
seconded by Commissioner Brown and Commission voted; the motion carried unanimously.  
 
PUBLIC APPEARANCES –  
Dan Sherman, 224 Cedar Street, Brookings, OR – in regards to the trees to be taken down in Azalea 
Park suggested that the trees be tagged so the public is aware of which trees are to be taken out. 
 
REGULAR AGENDA 
A. Special Event Policy – Tony Baron presented the draft Special Event Policy for large events. 

Current policy regulations for large events do not have consideration for extra trash removal, 
sufficient restroom facilities, overflow parking plans or security/event monitoring, items which 
always has to be determined by staff when a event permit is submitted.  Commission discussed 
current park hours, extending park hours, safety issues of the area, and the need for after dark 
lighting.  Draft policy requires event organizers to provide security and parking plans, higher 
insurance policy, and various late and forfeiture of fees.  Commissioner Brown felt more 
rules/guidelines might deter use of the park for events. Commission questioned the late application 
fees and the time and work required by staff on short notice.  Discussed after hour loud sound 
amplification and the effect on surrounding park neighbors.   
 
Mike Frederick 16843 Yellow Brick Road – Oktoberfest & Chetco Brewer Run event organizer 
spoke that the $2,000,000 insurance policy was more than usually requested, questioned the 
policies frequent mention of $500 forfeiture fees, the need for extra security and reimbursing the 
police, thought that parking areas including neighborhood parking be left cleaner than before 
event, when they did not know how clean they were before the event and the requirement that 
each vendor have two trash cans was excessive.  Did not understand how the neighborhood 
outreach contact would be done which Tony clarified that flyers left on doors could be sufficient.   
He agreed with trash dumpster and park clean up requirements.  For his type of events he thought 
music playing until 9 or 10 pm was a reasonable time to end, but thought a decibel level for sound 
amplification should be determined.  Was aware of the after dark challenges with no park lighting. 
 
Commissioner Kather thought the repeated mention of the $500 forfeiture was excessive and 
suggested it be a blanket statement.  Tony clarified that parking plans are for larger events to 
ensure parking areas or shuttle buses are planned and available.  Reimbursement of police 
services would be determined by the specific event.  Language regarding security/alcohol monitors 
for events to be revised.  Noted that if in future ball field lighting is obtain and installed park hours 
would need to be changed.   
 
Motion made by Commissioner Kather to recommend approval of the Special Event Policy 
with changes; motion seconded by Commissioner Brown and the Commission voted; the 
motion carried unanimously.  Tony to make policy changes and bring back to the Commission 
for approval before submitting to City Council. 













 

City of Brookings  

898 Elk Drive, Brookings, OR 97415      
(541) 469-1102   Fax (541) 469-3650      

tdavis@brookings.or.us 
 

 

 

Committee Vacancies 
 
Date:    July 10, 2017 

Re:  Vacant Volunteer Positions 
 
Following is a list of all Commission/Committee positions and terms currently vacant: 
 

Position Held By 

Month/
Day 

Year 
Expire

s 

Term/ 
Years 

Budget #1 VACANT 2/1 2018 3 
Budget #3 VACANT 2/1 2019 3 

 
Planning Commission #7 VACANT 4/1 2019 4 
     
Public Art #1 VACANT 11/1 2017 3 
Public Art #4 VACANT 11/1 2018 3 
Public Art #5 VACANT 11/1 2018 3 

 
Traffic Safety #1 VACANT 1/14 2018 2 
Traffic Safety #2 VACANT 1/14 2019 2 
 

mailto:tdavis@brookings.or.us
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