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Instructions: The template may be used by all health departments and should be modified accordingly to fit the needs of your agency and county plans. 
· Similar to Job Action Sheets for ICS positions, these checklists may be developed specifically for the essential functions identified in Annex Q-3.

· This checklist may be completed by the COOP Team members prior to an emergency for a quick reference of essential functions. 

· The checklist would be provided to the Alternates identified in the essential functions Annex Q-3. 

· Use of these checklists by your health department is optional.
	Primary Point of Contact:
	Alternate:

	COOP Position:
	ICS Position:

	Function:

	Function Priority Ranking:
	Recovery Time: 1 day, 1 week, 1 month

	Critical steps or process for performing the function

	1.

	2. 

	3.

	4.

	5.

	Equipment / supplies needed to support the function

	Equipment/Supply
	Storage Location
	Any Special Instructions

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Key Contacts (For example, people or organizations that you must contact with critical information, or people or organizations you may call for assistance with this particular function.)

	Name
	Organizations
	Phone Number & Email Address
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