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	Incident Management Team  >>  Finance Section
	

	Reports to: Finance Section Chief  Supervises: Donations Volunteers
	Loc’n: Thorrington/Carr
	Radio: 17AFDC



Common mission: Care for the Westmont College community, and get back on track ASAP.
Your mission: Ensure that inbound donations and offers of goods, services and funds are properly accounted for, distributed, and thanked.

[bookmark: OLE_LINK14][bookmark: OLE_LINK15]On Arrival (applicable to all responders)
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
	Report to WOC at Observatory and check in, get wristband/clamshell from Planning; get vest/tub from MERC 

	
	Obtain radio (with job aid, distributed by Radio Unit) and ensure set to appropriate channel (see above)

	
	Identify your two assistants (assigned by Volunteer Unit); perform their duties until they’re available
scribe: list actions/resources needed on Activity Log (show start/end military time for all items noted)
radio monitor: assist in filtering radio traffic for you

	
	Read this entire Job Action Sheet and review Organization Chart



[bookmark: OLE_LINK11][bookmark: OLE_LINK12][bookmark: OLE_LINK13][bookmark: OLE_LINK16]Initial Actions (applicable only upon activating our response)
	
	Prepare storage site for inbound donations

	
	Prepare location for receiving inbound donations

	
	Set up phone line for those who want to contribute

	
	Have PIO publish donations line



Begin Shift (applicable to all shifts)
	
	Transfer to your Activity Log current open items from predecessor’s shift

	
	Attend shift briefing

	
	

	
	



[bookmark: OLE_LINK31][bookmark: OLE_LINK32]Job Duties (applicable to all shifts)
	
	Field inbound calls offering donations

	
	Communicate with Operations Chief regarding known needs

	
	Compare needs to known received items

	
	Post known needs to the website



[bookmark: OLE_LINK33][bookmark: OLE_LINK34]End Shift (applicable to all shifts)
	
	Brief successor on previous period, ongoing, and pending activities; hand off clamshell, radio, etc

	
	Submit all documentation to the Planning Section  >>  Documentation Unit

	
	

	
	



Demobilization (applicable to all responders’ final shifts)
	[bookmark: OLE_LINK7][bookmark: OLE_LINK8]
	[bookmark: _GoBack]

	
	

	
	

	
	









Resources
	
	Additional Activity Logs and Ans-R-Grams can be found at the Planning Section, as supplies allow

	
	Bins

	
	Hangers
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