MEMORANDUM FOR:

(Insert Employee Name)





(Insert Employee Title and Office)

FROM:


(Insert Supervisor Name)





(Insert Supervisor Title and Office)

SUBJECT:


Designation of Continuity of Operations Plan Employees

Department Administrative Order (DAO) 210-1, dated November 4, 2009, requires that the heads of Departmental offices and operating units identify Continuity of Operations Plan (COOP) emergency relocation employees and appropriate alternates and notify them of their designation.  Accordingly, I am notifying you that you have been designated as a member of the Department of Commerce, National Oceanic and Atmospheric Administration (NOAA) COOP Emergency Relocation Group (ERG).

Your membership on the NOAA COOP ERG requires you to report to the appropriate relocation site if an emergency occurs during business hours, or be prepared to report to the site if an emergency occurs during non-business hours.  If inclement weather or other emergency situation results in a shutdown of transportation, you may be required to work from home or an alternate location, provided you have access to the resources necessary to perform your required essential functions.  In addition, you may be required to telework during emergency closures or other emergencies, including pandemics and for COOP purposes, on any day when the agency is closed by an emergency.  You may also be required to perform duties outside of your usual or customary duties to ensure continuation of agency-essential mission or activities.  

During an actual COOP event, you will be in regular pay status.  However, if you fail to report to the appropriate relocation site or to perform duties via telework (if directed and required to do so), you may be placed on absence without leave unless you are excused due to illness, or if the nature of the COOP event makes it completely impossible for you to report for duty.  Should it later be determined that your services are no longer required, you will be notified and placed in the appropriate pay status.  Please sign and date this notice as an acknowledgment of receipt and return it to your supervisor (see note below).

_____________________________________
________________________

(Insert Employee Name)



Date 

Note:  The supervisor should retain the original signed memorandum and forward a copy to the following address:





NOAA Homeland Security Program Office



1315 East West Hwy




SSMC3, Room 10509 (SOU1800)



Silver Spring, MD  20910

November 2013

