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Computer Kit

 Logistics Team Manager has 1 Pelican Case 
Kit that withholds a laptop, hotspot, 
printer, and other necessities to complete 
clerical responsibilities before, during, and 
after deployment.

 Assigned laptop has all needed software to 
complete forms. 

 Do not loan hotspot to other members 
unless directed to by TFL
 Provide password sparingly as too much data 

transfer can hinder work



Google Drive

 Access is provided on LTM computer and other Manager’s computers
 It is strongly recommended to save all work to the Google Drive and not to the desktop 

or anywhere locally on a laptop
 Multiple servers backup data saved on Google Drive
 Access to files are shared amongst all authorized personnel
 If laptop is damaged or stolen completed work will not be lost

 Save all documents in Logistics folder unless directed otherwise
Google Drive (G:) > Shared drives > Deployment > Unnamed Incident > Logistics



Activation

IST POA/MOB Specialist will 
provide location (staging or 
ICP) and POC to each team 
upon activation in Activation 
Order
POA – Point of Arrival
 ICP – Incident Command Post
MOB – Mobilization Center
POC – Point of Contact

Advise IST POA/MOB Specialist 
of your arrival 



Administrative Tasks Prior to Departure

A first impression with Logs IST can 
be formed from the first hours of a 
deployment

Build a positive relationship by 
completing your expectations 
expediently
 Logs IST wants you to succeed, 

they just need the ability to 
contact you and a paper trail

 Logistics IST requests the following 
information upon activation sent in single 
email to: logsist@gmail.com
 Deploying Logistics Managers contact 

information
 Name, email, cell number
 Download Telegram and Life360 on phone 

LTM will be using 
 Single POC where all paperwork will be 

sent from
 Name, logs@netf1.org, cell number

 Single email with 18-002, 18-015, 18-004

mailto:logs@netf1.org


Administrative Tasks Prior to Departure

18-002 Activation 
Order

18-015 Passenger 
Manifest

18-004 Vehicle 
Inventory



Administrative Tasks Prior to Departure

 Keep POA/MOB and NRCC informed of 
your progress 
 Work with Plans to decide who will contact 

NRCC

A first impression with Logs IST can be 
formed from the first hours of a deployment

Build a positive relationship by completing 
your expectations expediently

Logs IST wants you to succeed, they just 
need the ability to contact you and a paper 
trail



Email and File Naming Convention

Send all forms while on deployment to logsist@gmail.com
Each file shall be individually sent using the specific following 

naming convention in the email subject
Subject: Ida_NE-TF1_Type3_18-015_18-002_18-004
Subject: Ida_NE-TF1_Type3_19-006_#1_FFDL

Each file sent shall be sent as an attachment in PDF form using the 
following naming convention
File Name: Ida_NE-TF1_Type3_19-006_#7_Laundry

Logs IST receives hundreds of these emails during a deployment, 
sending to their expectations makes their job easier which will in 
turn make your job easier

mailto:logsist@gmail.com


Where to Find Forms

Google Drive
Google Drive (G:) > Shared drives > Deployment > 
Unnamed Incident > Logistics

 Responsesystem.org 
 Website with updated US&R system information

 Program Directives 
 General Memorandums 
 Cache Lists 
 Forms

 Responsesystem.org/doctrine
 800 – US&R Finance 

 Updated Logistics Forms

http://www.responsesystem.org/
http://www.responsesystem.org/doctrine


Forms used by Logistics

Frequently Used
 ICS 213 General Message
 ICS 214 Activity Log
FF 19-006 Request to Purchase
FF 19-007 Lost & Damaged
Meal Roster

Less Common
FF 18-015 Passenger Manifest
FF 18-002 Activation Order
FF 18-004 Vehicle Inventory
 ICS 212 Vehicle Inspection
FF 119-7-1-1 Lost & Damaged
FF 119-7-1-2 Property Transfer



New/Replaced Forms

19-006 / 143
FEMA US&R Form 19-006 has 

replaced FEMA Form 143-0-1
19-006 – Request to Purchase 

Supplies, Equipment, and 
Services
Contains fields more appropriate 

for US&R system resources and 
applicable signature blocks 

19-007 / 119
FEMA US&R Form 19-007 has 

replaced FEMA Form 119-7-1-1
19-007 – Damaged or Lost 

Equipment Reporting / Report 
of Survey
Contains fields more appropriate 

for US&R system resources and 
applicable signature blocks



First 24 Hours and After

All 19-006 forms are estimates only, these are requests prior to 
purchase!

First 19-006 (Request to Purchase) should be sent for Food, Fuel, DEF, 
and Lodging
 Use 14 day estimated deployment at POA for calculation
 https://www.gsa.gov/travel/plan-book/per-diem-rates

 Enter Zip Code of POA to calculate food and lodging
 Food is M&I per person per day
 Lodging is based on double occupancy with no members of opposite sex sleeping 

in same room

Keep POA/MOB and NRCC informed of progress and any significant 
issues which may cause delay to reporting location

https://www.gsa.gov/travel/plan-book/per-diem-rates


Receipts

No receipts should be sent with any forms during deployment, 
these are still required to be gathered and scanned but not sent in 
with 19-006 and 19-007 forms
Fuel Receipts

Work in conjunction with NE Finance member to determine who will be 
collecting receipts

Have vehicles write Vehicle ID (NE-5) and mileage on receipt
Only fill with bulk DEF as packaged DEF will be denied for reimbursement
Easiest to assign 1 or 2 ground support or logistics personnel to collect from 

all vehicles from each fuel stop (big rigs / small fleet)
 If outside printer does not work, go inside to get reprint (saves work later)



Receipts

Food Receipts
Collect food receipt that has 
detailed meals/items included 
on receipt, not just a total 
charge

 Organize and store hard 
copy receipts systematically

 Scan by using Sonim phone 
to drop into Google Drive 
file



What requires 19-006?

N95 Mask
Antigen Test
MREs & Water
Hand Sanitizer
Sleeping Bag Laundering
Clothes Laundering (Service vs 

DIY)
Tire Repair
Vehicle Repairs

Ice
Tolls
Food, Fuel, DEF, Lodging
Bug Spray, Sunscreen
Printer Cartridges, Paper
Radwatch Reading
Vehicle Decontamination
Electrolytes
Any Broken/Stolen/Lost Items







Lost or Damaged Item - 19-007

 Anytime an item is lost or damaged 
there will need to be a 19-006, 19-
007, and supporting documentation 
sent in same email
 Supporting documentation may 

include:
 Photographs
 Police Report
 Security Report
 Accident Report

 Depending on if property is FEMA 
asset or purchased under 
cooperative agreement funding a 
true 119-7-1-1 may still need to be 
completed (will be notified by IST) 







Meals

 Meals and Incidentals rate is per person per day based on team’s physical location
 https://www.gsa.gov/travel/plan-book/per-diem-rates
 Logs IST is not interested in how we spend the money, our team gets the per diem and 

that’s it (still spend responsibly as an audit can still reveal detailed spending)
 Total per day can be used for meals (breakfast, lunch, dinner) and incidentals 

 Tip of 20% or less is acceptable as long as it fits within per diem
 If MREs are eaten for a meal it must be removed from that day’s meal per diem amount

 One meal could be replaced for food from store one day to purchase snacks/coffee/paper 
goods
 Snack foods are not reimbursable as a separate 19-006, however if included in per diem it is

 If we buy a few cheaper meals, our budget will allow for a nicer meal at the end
 It’s our job to keep track of our team’s spending and make sure the team stays on budget 

for our per diem
 NE Finance member may assist

https://www.gsa.gov/travel/plan-book/per-diem-rates


Meal Roster

 Required at all meals 
 MRE’s
 Restaurant
 Store Bought Meal

 Used for accountability purposes

 Each member eating a meal needs to 
sign roster
 Easiest to have one person collect 

signatures for each meal

 No outside agency, unless expressly 
written by IST, may eat our meals
 If IST grants written permission then 

those individuals must sign meal roster
 Force Protection



ICS 214 Activity Log

 Should be submitted daily to 
record activities by each 
discipline

 Time period will be dictated by 
Plans Manager

 If completing for Logistics, also 
include Ground Support Team



When/Where to get help/feedback?

Forms i Series (instructions)
 19-006i, 19-007i

Other task force members
 NE or other team’s logistics personnel
 Other team’s members are happy to help and it builds relationships

Check email daily and have phone on you
 Logs IST are swamped with paperwork, if they reach out to you it’s because 

they are trying to help you or need something fixed before they can help you
Powerpoint & Job Aid

 May add to Google Drive if interest and approved by Admin



When/Where to get help/feedback?

Daily logistics briefing
After Logs IST is operational there will be a daily logistics 

conference call
 Call takes place at 1300 EST
 Important information is discussed during this call and gives you 

opportunity to ask questions 
 Unless operations prevent you from attending you should be on this call

 Conference Call
 Phone Number: 800-320-4330  Pin: 156724
 Mute yourself immediately after dialing in, there could be 30 or so people on call
 Logistics briefing, roll call/questions
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