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PROMULGATION/LETTER OF AGREEMENT

The [FACILITY NAME HERE] internal Emergency Response Plan is intended to provide a single, comprehensive framework to manage disasters and emergencies that threaten this facility and its occupants.  The plan provides the structure for coordinating response activities among facility departments or programs and assigns tasks and responsibilities to department personnel.  It also defines responsibilities and roles during a disaster or emergency that threatens this facility.

All employees and staff are to become familiar with this plan to ensure effective and efficient implementation of their department’s and program’s responsibilities.  Departments, divisions and programs must develop and maintain written emergency plan implementation instructions and standard operating plans (SOPs) in support of this plan.  By being prepared, the facility can better serve its customers and clients.

This strategic document is continually evaluated, updated, and refined to meet the facility’s changing needs.  While many department employees have contributed to this plan, the [INSERT TITLE OF PERSON RESPONSIBLE FOR PLAN HERE] will coordinate the plan updates.

All department directors within the facility agree to ensure effective and efficient incident management by designating lead and back-up responders to perform their assigned responsibilities during events.  Any program receiving a report of a potential or unfolding disaster or emergency event should contact [INSERT TITLE OF PRIMARY EMERGENCY DIRECTOR HERE] at the facility, who should in turn contact the local emergency manager at [INSERT CONTACT INFORMATION HERE].  

Implementation of this Emergency Operations Plan (EOP) requires extensive communication, collaboration, coordination, and cooperation between all departments, employees, and local agencies and businesses.  Collaboration and coordination with local, state and federal agencies will be employed when necessary.  The size and scope of the disaster or emergency will determine the level of support required from federal, state, and local partners.  All programs and departments are expected to cooperate and collaborate, following the National Incident Management System (NIMS) framework to manage events that would adversely affect this facility.  

When to Activate the Plan

This plan is activated in emergency situations requiring resources or protective actions that exceed the capabilities of this facility.  The facility may be activated to support mass casualty incidents.  Activation will occur following a declaration of a local disaster, upon request by the local jurisdiction, or in any incident affecting the health and safety of employees or residents of this facility.  The level of activation is based on the type of event and the level of activity anticipated by this facility.  

Who May Activate the Plan

The authority to call this plan into action, in part or in whole, rests with the following individuals at the [INSERT FACILITY NAME HERE].

1. [INSERT FULL NAME AND TITLE OF PRIMARY AUTHORITY HERE]
2. [INSERT FULL NAME AND TITLE OF SECONDARY AUTHORITY HERE]
3. [CONTINUE LIKE ABOVE AS NEEDED]

PLEASE DELETE THE FOLLOWING TEXT AND FOOTER GRAPHIC BEFORE PRINTING: 


This document is known as the Promulgation Document or the Letter of Agreement.  The CPG 101 defines promulgation as “the process that officially announces/declares a plan (or law). It gives the plan official status and gives both the authority and the responsibility to organizations to perform their tasks.” (p 4-1). Develop this section in partnership with policymakers or other administrators for the facility who agree to the legal power bestowed by the document on the facility and identified personnel in the event of an emergency.  This section is closely related to the Signature Page (Section I.C), and the two pages may be combined into a single tool.  There is more information regarding the contents and authorities for this section in the Authorities and References chapter. (Section VI).
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