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l. EXECUTIVE SUMMARY

On June 1, 2007 the United States Small Business Administration (SBA) completed its Disaster Recovery
Plan (DRP), which documents SBA’s part in the federal government’s response and recovery efforts to
disasters that occur in the United States. This document, SBA’s Leadership Guide for Managing a
Response to a Disaster is a companion document to the DRP. It lays out the timeline of disaster recovery
activities performed by the leaders of SBA’s offices and will serve as a guide to assist SBA’s leadership
in responding to disasters.

SBA'’s disaster recovery approach varies according to the size of the disaster. The Office of Disaster
Assistance is primarily responsible for responding to the needs of disaster victims for disasters that result
in less than 250,000 disaster loan applications. Such a response is within SBA’s “Core Capability.”
However, responding to a disaster or series of disasters involving or projected to involve more than
250,000 loan applications requires support from the entire agency. This level of response is referred to as
“Surge Capacity.” Figure 1 “Scaling to Meet the Level of Disaster,” outlines SBA’s disaster recovery
approach.

500,000

250,000 to and Above
100,000 to 500,000 Applications
: Applications
Up to 100,000 ZSBDDB
5 Applications
Applications

LEVEL | LEVEL Il LEVEL Il

Plan: Plan: Plan:

= Leverage current ODA staff = Leverage current ODA staff * Leverage currant ODA stafl

« Call up Active Ressrves. « Call up Active Reserves; Call up + Call up Active Reserves, Call up

BE NECESEAry Ready Reserves, o8 necessary Ready Reserves, as necessarny
- Engage SBDCs, SCORE, and + Engage SBDCs, SCORE, and + Engage SBDCs, SCORE, and
WBCs in local outreach WECs in local outreach WBCs in local outreach
* Leverage oxisting loan s L existing koan
CONracions, 85 NAcessary CONractorns, as NBcessary
* Cross train existing ODA Parsonnel, + Cross train existing ODA Personnel,
B8 Necessary a8 nEcessary &8 Necessary
* Loan processing staff move to * Loan processing stall move to
double-shift approach double-shift approach

= Begin to hire new personnel * Hire new personnel, as necessary
= Owarflow to Sacramento, CA - = Overflow 1o Sacramanto, CA —

a3 necessary @5 necessary

+ Activate Disaster Executive * Activate Disaster Executive
Owersight Council Oversight Council

* Disaster Hub Concept

* Procure space through GSA.
as nocassary

Figure 1: Scaling to Meet the Level of Disaster

The first part of this document describes the process SBA uses to decide whether a disaster falls within
the agency’s “Core Capability” (primarily ODA) or requires it to activate Surge Capacity (SBA-wide
response). The second part of the document is a chart, detailing SBA leadership activities according to
the following timeframes: Pre-Disaster, Day 1, Weeks 1 & 2, Weeks 3 & 4, Weeks 5 - 8, and Weeks 9 —
12.
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The Appendices primarily consist of cross-functional agreements about procedures during a surge
response. Appendices B, C, and D are governance charters/concept of operations documents for the
three bodies that ensure resources are deployed effectively during Surge Capacity, namely the Disaster
Executive Oversight Council (DEOC), the Disaster Management Operations (DMOC), and the Disaster
Assistance Information Center (DAIC). Another group of artifacts [Appendices E and F] consists of
documents regarding SBA’s resource partners. These documents define the rules of engagement during
Surge Capacity. Appendices G and H are Concepts of Operations describing how SBA will use the
infrastructure within District Offices and the PDC Surge Facility in Sacramento, California when Surge
Capacity is activated.

II. INTRODUCTION

As described in SBA’s Disaster Recovery Plan (June 1, 2007), SBA, through its Office of Disaster
Assistance, is responsible for providing affordable, timely and accessible financial assistance to
homeowners, renters, businesses, and nonprofit organizations following a disaster.* It does so primarily
through its Disaster Loan Program (DLP). When a disaster occurs, SBA deploys internal resources (both
within and without its designated Office of Disaster Assistance), and works with FEMA, other
government entities, and the private sector to leverage its resources and respond accordingly. Following
the 2005 Gulf Coast Hurricanes, SBA streamlined its operations to ensure its departments, resources,
private sector partners, and agency colleagues work together as efficiently and effectively as possible to
respond quickly and help communities recover.

This Leadership Guide for Managing a Response to a Disaster is an internal manual for SBA’s
leadership, documenting each member’s high-level role in SBA’s disaster recovery mission. This “how-to
guide” identifies the critical steps SBA leadership will take to prepare for, respond to, and help its
customers recover from a disaster. It breaks down their specific responsibilities according to the
following disaster time periods; Pre-Disaster, Day 1, Weeks 1 & 2, Weeks 3 & 4, Weeks 5 - 8, and
Weeks 9 — 12. During each time period, activities are further broken down into “Core Capability” and
“Surge Capacity.” As defined in the Disaster Recovery Plan, Core Capabilities are those that ODA can
address on its own, while Surge Capacity requires the entire SBA organization’s participation.

This guide provides a basis for further planning, and can be upgraded or revised over time. SBA will
provide the best possible support to businesses, homeowners, renters, and nonprofit organizations in times
of disasters, and strives to continually improve the efficiency and effectiveness of that response.

4 All of SBA’s disaster recovery activities are conducted under the authority of the Small Business Act and SBA’s regulations
and SOPs.
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[11. DISASTER LOAN PROGRAM (DLP) - ADMINISTRATION

Central to SBA’s disaster recovery approach is its Disaster Loan Program. As described in SBA’s
Disaster Recovery Plan, the DLP offers low interest, fixed-rate loans to disaster victims and affected
businesses to help them repair or replace damaged property and recover from the adverse economic
impact of the event.

The DLP is administered through the Office of the Disaster Assistance, both through ODA’s headquarters
and its functional centers. The ODA organizational structure is summarized below, while Appendix A
provides a detailed overview of ODA functional centers including each center’s purpose, mission, goals
and objectives.

e ODA Headquarters at SBA’s Central Office in Washington, DC.

e A full-service Customer Service Center (CSC) located in Buffalo, New York. Disaster
victims contact this center when they have questions about their loan application or the
program in general. Services for disaster victims include a call center, e-mail response,
disaster application mailing capabilities, and pre-application entry, and the center provides
services to the other centers as needed.

e Two disaster Field Operations Centers (FOC): FOC-E (East) is located in Atlanta, Georgia
and FOC-W (West) is located in Sacramento, California. The two FOCs are responsible for
the coordination of preliminary damage assessments, field operations, information
dissemination, and disaster loss verifications outside of the continental United States
(OCONUS).

e A centralized Loan Processing and Disbursement Center (PDC) located in Fort Worth,
Texas. The PDC mails disaster loan application packages, receives applications, evaluates
them, and disburses funds to eligible borrowers. The PDC surge location is in Sacramento,
California.

e The Personnel and Administrative Services Center (PASC), housed in Herndon, Virginia,
includes the Administrative and Human Resource functions, the Disaster Credit
Management Systems (DCMS) Operations Center, which oversees the DCMS system, and
the Field Inspection Team (FIT), which provides the loss verification/inspection function
within the continental United States (CONUS).
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Figure 2: ODA Functional Centers

While SBA’s functional disaster centers are primarily responsible for SBA’s disaster response, other
offices and departments play an important role. This document describes the roles and responsibilities of
each of SBA’s offices that are involved in the response and recovery efforts.

V. DISASTER RECOVERY DECISION TREE

SBA'’s Disaster Recovery Decision Tree (see Figure 3) depicts the decisions that SBA executives make in
responding to a given disaster. First, they decide whether a disaster can be handled by SBA’s Core
Capability, or whether the Agency must move to Surge Capacity. SBA’s Core Capability suffices for
Level | disasters (fewer than 100,000 applications) and Level Il disasters (between 100,000 and 250,000
applications). The individual members of the Disaster Executive Oversight Council continually monitor
loan application volume in Level | and Il disasters and the Administrator will elevate to Surge Capacity
when the application intake exceeds or is projected to exceed the threshold of 250,000. SBA operates at
Surge Capacity for Level Il (between 250,000 and 500,000 applications) and Level 1V (more than
500,000 applications) disasters.

When Surge Capacity is activated, the responsibility for coordinating and directing SBA’s disaster
response is elevated from the Associate Administrator of ODA to the Disaster Executive Oversight
Council. At this point, there is a set of procedures that ensure appropriate Surge Capacity resource
allocation, as shown in Figure 3. The Disaster Executive Oversight Council consists of SBA’s
Administrator, Deputy Administrator, Chief of Staff, Associate Administrator of the Office of
Performance Management and Chief Financial Officer (CFO), General Counsel, Associate Administrator
of ODA (AA/ODA), Assistant Administrator of the Office of Congressional and Legislative Affairs
(AA/CLA), and Assistant Administrator of the Office of Communications and Public Liaison
(AA/OCPL). The Administrator is the Chair of the Disaster Executive Oversight Council. The Disaster
Executive Oversight Council ensures that the Disaster Management Operations Council, comprised of
SBA program heads and executives, executes the Disaster Recovery Plan. Specifically, the Disaster
Management Operations Council consists of the following members:

o Deputy Administrator (Chair of DMOC)

e Associate Administrator of ODA (AA/ODA),

e Associate Administrator of the Office of Field Operations (AA/OFO),
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Associate Administrator of the Office of Capital Access (AA/OCA),

Associate Administrator of Government Contracting and Business Development (AA/GCBD),
Associate Administrator of Entrepreneurial Development (AA/ED),

Assistant Administrator of the Office of Communications and Public Liaison (AA/OCPL),
Chief Human Capital Officer (Chief/OHCM),

Chief Information Officer (C10),

Associate Administrator of the Office of Management and Administration (AA/M&A),
Director — Office of Business Operations (D/OBO),

Deputy Chief Financial Officer (DCFO),

Regional Administrator(s) for the Affected Disaster Area(s),
e District Director(s) for the Affected Disaster Area(s)®

During Surge Capacity, the Disaster Management Operations Council will direct the Agency’s functional
and support centers and all of SBA’s resources to actively respond to the disaster or series of disasters and
will strategically execute the DRP. Accordingly, SBA rapidly expands office space, augments staff to
meet the anticipated workload, adjusts schedules, and works with resource partners (e.g., SBDCs,
SCORE, Women’s Business Centers) as necessary to respond effectively.

5 Additionally, the DMOC Charter provides that when the DMOC convenes, the Office of General Counsel and the Office of
Poligy & Strategic Planning will each appoint representatives to act as Ex Officio Advisors to the DMOC. Page 8 of 107
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V. TIMELINE OF LEADERSHIP ACTIVITIES

A. PRE-DISASTER ACTIVITIES

When a disaster occurs, specific information about the communities likely to be affected is
gathered to develop loan volume forecasts. Using its internal modeling capabilities, SBA
incorporates information obtained from FEMA’s Declaration Impact Summary to estimate the
number of referrals from FEMA, the average return rate of applications from victims, and the
average of all loan approvals to further refine estimates. After the initial projections, the model
can be updated as needed using statistics from the field or other sources to show current actual
values. The outputs from the disaster projection template enable ODA Headquarters (HQ) or the
Administrator to make planning and response decisions.

CORE CAPABILITY

When a disaster occurs, ODA HQ initiates information sharing and alerts key stakeholder
groups. Field Operation Centers (FOCs) begin coordinating with FEMA and/or the
affected state’s Emergency Management Agency to plan for the response and recovery
activities. In known events, such as a hurricane, coordination within SBA and with
federal and state partners begins pre-event. Based upon preliminary assessments, the
FOCs project the number of locations needed, and initiate staffing, equipment, and
training requests for critical functions and job types.

If the projected disaster is an Incident of National Significance as defined by the National
Response Plan (actual or potential high-impact event that requires robust coordination of
the Federal response in order to save lives and minimize damage, and provide the basis
for long-term community and economic recovery), planning will include additional
contingency measures. In Presidential declarations, FEMA and the state(s) coordinate to
open Disaster Recovery Centers (DRCs). Level | and Level Il disasters utilize routine
procedures and coordination with FEMA or State and Local Emergency Management
regarding DRC and SBA Disaster Loan Outreach Centers (DLOCSs) openings. Note that
detailed information on the purpose, scope, mission statements, goals and objectives of
the ODA functional centers are provided in Appendix A.

SURGE CAPACITY

Pre-disaster activities consist primarily of monitoring the disaster’s potential impact,
running internal and external models, and coordinating communications and activities. In
certain events that are well-anticipated (such as hurricanes), surge activities may begin
prior to landfall. Generally, however, at this point, surge in staff, resources, and
equipment has not yet begun.

The following table organizes Agency-wide responsibilities for pre-disaster planning by role and
function.

SBA
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PRE-DISASTER ACTIVITIES

CORE CAPABILITY

ODA When a disaster is projected or occurs, the following takes place at the ODA Headquarters (HQ) level through the leadership of the Associate
(Headquarters) Administrator of ODA (AA/ODA):

National Response Coordination Center (NRCC) alerts HQ representatives; participation in NRCC activities may be required depending on event.

Emergency Support Function Leaders Group (ESFLG) may be activated requiring participation in meetings, conference calls, etc.

Interagency Incident Advisory Council (IIAC) may be activated requiring participation at Department of Homeland Security (DHS) meetings, etc.

Emergency Support Functions (ESF) under the National Response Plan will be activated where SBA is a support or primary agency. This may

require meetings, conference calls, etc.

AAJ/ODA provides individual DEOC members with regular reports regarding projected disaster loan application volume.

e Data Modeling:

0 Classify the disaster impact as outlined in the Disaster Recovery Plan.

o0 Determine the staffing levels required to ensure that performance goals can be achieved.

o Project the incoming flow of applications to ensure that the agency has the right amount of staff on board against key interim
timeframes.

0 Ensure that facilities are adequate and DCMS is running at full capacity.

e  Operations:

o0 Create a human capital briefing that details the output from the scalability tool with respect to human capital requirements, the amount
of staff currently on board, and the strategy that ODA will implement to meet interim human capital goals. Additionally, the Associate
Administrator of ODA (AA/ODA) will provide data on the number of reserve corps members that are available for assignments to
ensure that reservist assumptions are validated and/or refined.

o0 Develop a list of the anticipated procurement needs that ODA will face -- this will provide the Office of Business Operations with an
upfront understanding of pending workload.

0 Review current policy that could have a major impact on resource requirements.

0 The AA/ODA instructs ODA Center Directors to leverage all available reserve lists — both active and ready - to bring experienced
staff back on board on a timeline that accords with the projected influx of applications and field deployments.

0 The AA/ODA may activate and provide task orders for private sector contractors for loan processing and disbursement activities.

0 Ifreserves are exhausted, the AA/ODA takes action to hire staff in key functions in anticipation of activity and pending loan volumes
during peak response and processing periods.

ODA's Field Field Operations:

Operations

Centers (Eastand | ®  Field Operations begins planning for its response prior to the disaster occurring, when advance notice is available. They begin coordinating with
West) FEMA and/or the State Emergency Management Agency when they are advised of a potential declaration. Based on projections of the impact from

the event, they make preliminary estimates of the number of possible disaster locations and initiate staffing requests.
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PRE-DISASTER ACTIVITIES

o  Coordination of internal communications with SBA Regional Offices and District Offices.

CORE CAPABILITY

o Ifthisis a major incident (hurricanes, tropical storm or major flood), planning will include additional contingency measures. In Presidential
declarations, FEMA and the state(s) coordinate the DRCs to be opened. FOC must project and secure lodging and rental car needs as soon as
possible for SBA staff. Normal disasters utilize routine procedures and coordination with FEMA or State and Local Emergency Management
regarding DRC/DLOC openings. Action will be based on the scope of the disaster.

e Training — Field Operations Centers determine which staff are trained, and which require training; content of required training; and where training will
occur (at FOC, in field office, off-site, OTJ, etc.). Training will consist of the following:

0 Loss Verification — how to conduct on-site verifications/re-verifications in a major disaster;

DRC/SBA DLOCs - Customer Service Representative training for team leaders and team members;

JFO (Joint Field Office) lead and staff — information on FEMA structure, PIO, Congressional interaction;

JIC (Joint Information Center, where JIC distinct from JFO) - PIO, Congressional interaction, etc... ;

SBA - standard computer training;

PIO/Congressional — media outreach, public speaking for public meetings, Congressional briefings and other presentations;

Use of equipment and programs — VPN, laptops, cell phones, etc.;

Outlook e-mail and DCMS training; and

0 Travel training — rules of the road, voucher preparation (possible PASC involvement).

e FOCs conduct outreach to ODA'’s external partners to publicize ODA's Disaster Loan Program in advance of and following disasters. Outreach
includes FEMA Regional Offices, State Offices of Emergency Services, SBA’s Regional Administrators and District Directors, Congressional offices,
and SBA’s resource partners (e.g. SBDCs, SCORE, Chambers of Commerce, banks, etc.).

OO0OO0OO0O0O0OO0O0

DCMS Operating e Monitor, track, and analyze system metrics to keep the system up and operational.
Center e Procure, maintain, and support portable computer tablets for FIT to use in disaster locations. As of [insert date], ODA has 1,600 tablets.

o  Closely monitor tablet inventory for FIT in order to procure additional units, with sufficient reserve if needed.

e  Assess system capacity during a disaster and execute contingency to expand capacity if necessary. Specific triggers have been identified to

indicate when a system is reaching 50% capacity.

o  Ensure connectivity of disaster satellite offices.

e Reports operational status to on-site ODA lead.
Office of e OED and the Agency resource partners are active in providing small businesses with disaster preparedness training through online courses, print
Entrepreneurial materials, and local events throughout the year (with a higher concentration prior to hurricane season in select geographies). These trainings are
Development often offered by SBA resource partners and/or through partnerships coordinated by OED.

e OED has also taken the lead in preparing an online course for use by SBA staff and others interested in learning more about Agency disaster
recovery products and services.
e Resource partner preparedness and training needs assessed.
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PRE-DISASTER ACTIVITIES

Disaster Executive | e Individual members monitor the projected disaster loan application volume.
Oversight Council

SURGE CAPACITY

Administrator o Elevates the Agency to Surge Capacity when the projected disaster loan application intake exceeds 250,000 or the AA/ODA determines that the
required disaster response is not within the Agency’s Core Capability.

e Convenes the DEOC.

Deputy e  Convenes the DMOC after the Administrator elevates the Agency to Surge Capacity.

Administrator

OCPL “Stand up” the Disaster Assistance Information Center (DAIC), in order to ensure consistent communications at all levels of the organization.
Monitor situational reports from internal and external sources and assembles information for reporting to headquarters personnel.
Issue media guidance to Field Office and ODA activities for release into local media and provides pre-event materials as needed.

Communicate directly with national level media.
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B. DAY 1-2 ACTIVITIES

In the first 24 to 48 hours of a disaster situation, the AA/ODA and the FOCs are primarily
focused on determining the extent of the damage, staffing requirements, and the possible number
and locations of disaster recovery centers. If a surge response is necessary, the Administrator
elevates the Agency to Surge Capacity and the Disaster Executive Oversight Council and the
Disaster Management Operations Council each convene to determine a course of action. Based on
the level of resources needed from SBA, resources are assigned, detailed, and/or procured to
handle the inflow of disaster loan activity, including applications. This section provides an
overview of the key activities taking place during the initial two days of a disaster event or
disaster declaration.

CORE CAPABILITY

The FOC management executes an initial series of notifications in the first day of a
disaster response and recovery effort. The FOC management alerts ODA and continually
communicates with responsible parties in the impacted state(s). As a result of
communications between the FOC and ODA HQ, an Initial Response Team is deployed
to begin onsite coordination with FEMA and/or the impacted State, generally within 24
hours of declaration. ODA approaches a disaster situation with the goals of establishing
a field presence within 3 days of disaster declarations within the continental United States
(CONUS) and as soon as possible for outside of CONUS declarations. When special
needs are identified, FOCs bring them to ODA HQ, which makes a determination of
which functional center should address the need.

At the same time, the Personnel and Administrative Support Center (PASC) receives
notification from FOCs and or ODA HQ on the need for staff, training and resources.
The PASC provides necessary human capital, personnel, and administrative support
functions during a disaster response. Additionally, from SBA Headquarters, the Office of
Communications and Public Liaison monitors situational reports from internal and
external sources and assembles information for reporting and issuing media guidance to
appropriate decision-makers and communications channels. ODA HQ may at this time
also be disseminating information to field and senior management from such sources as
the National Response Coordination Center (NRCC), the Homeland Security Information
Network (HSIN), Emergency Support Function Leadership Group (ESFLG), and other
sources.

SURGE CAPACITY

Day 1 and 2 capabilities continue to center around immediate response activities that
increase situational awareness, and preparation for a ramp up in operations to meet
projected needs. When the disaster loan application intake is projected to exceed the
threshold of 250,000 and/or the AA/ODA determines that the required response is not
within the Agency’s Core Capability, the Administrator will elevate the Agency to Surge
Capacity and convene the Disaster Executive Oversight Council (see Figure 3). After
Surge Capacity is activated, responsibility for coordinating and directing the Agency’s
disaster response is elevated from ODA to the DEOC. Additionally, once Surge Capacity
is declared, the Deputy Administrator will convene the Disaster Management Operations

SBA
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Council. The DMOC is responsible for strategically executing the Disaster Response
Plan.

The following table organizes Agency-wide responsibilities for Day 1-2 by role.
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DAY 1-2 ACTIVITIES

CORE CAPABILITY
ODA e Leverage standardized registration projections from FEMA, as an indicator of potential SBA disaster loan volume.
e  AA/ODA communicates with Administrator, Deputy Administrator and other individual members of DEOC regarding:
(Headquarters) o Situational analysis;
0 Loan volume estimate;
o0 Coordinate with Federal D/A; and
0 ODAHQ may reach out to private sector partners .
[ ]
ODA’s Field e The state and/or FEMA notifies the appropriate FOC of the disaster event; FOC management issues an early warning notification to ODA.
Operations e FOC management forwards information regarding disaster event or request for declaration to ODA, SBA (Administrative), and Governor’s

Centers (East and
West)

Certification (EIDL only) to HQ. For SBA declaration requests, FOCs prepare declaration recommendation and forward to ODA with supporting
documentation, including a survey.

SBA'’s Initial Response Team Deployment: Initial FOC coordination with FEMA and/or State occurs prior to a disaster event where there is warning or
immediately following an unexpected event. Then, the Response Team:

Conducts partial or complete (as required) disaster surveys with FEMA, state, and local officials.
Designates and deploys FOC staff to the field to begin onsite coordination with FEMA and/or State within 24 hours of declaration; or the FEMA
Regional Response Coordination Center (RRCC) as appropriate.
Establishes SBA field presence within 3 days of declaration for CONUS, generally at JFO.
Establishes preliminary DRC/SBA Disaster Loan Outreach Center plan - coordinated with FEMA and State leads in Presidential declarations, and
generally coordinated with State and local leads in Agency-declared disasters.
Based on demographics and input from FEMA, State, etc., FOC identifies specific issues/needs unique to each disaster declaration and shares its
assessment with other ODA centers as necessary. When special needs are identified, FOCs will refer to HQ. Common examples of such special
needs are as follows:

0  Security needs;

o0 Special landslide issues (FOC identifies the issue and solicits policy and process assistance from HQ);

o Coastal Barrier Resources Act (CBRA) is established and relevant processes are put in motion;
Coordinate internal communications with Regional Offices and District Offices:

0 Receive direction from FOC on preliminary damage assessment, if PDA performed;

0 See District Office activity referenced during Weeks 1 & 2, if applicable.

Field Inspection
Team

Report status to headquarters.
Begin field deployment.

DCMS Operating
Center

Report stand up status to headquarters.

SBA
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DAY 1-2 ACTIVITIES

Disaster Executive | e Individual members monitor the projected disaster loan application volume.
Oversight Council

CORE CAPABILITY
Personnel and e  Provide necessary human capital, personnel, and administrative support functions during a disaster response.
Administrative
Services Center
District Offices In the event of a declaration, affected District Office(s) will communicate with stakeholders, both listening and delivering information. To

ensure a coordinated and well managed approach, affected District Office(s) will stay in close contact with a designated point-person within
the Office of Disaster Assistance.

They will deliver fact sheets prepared by ODA and posted on the World Wide Web with information about:

Type of disaster declaration,

Current interest rates,

Counties eligible for SBA disaster loans,
Locations of Disaster Recovery Centers.

Stakeholders include the following local officials:

o City and County Mayors,
o Governor's Offices,
0 State Representatives.

Affected District Office(s) will also communicate with the following business stakeholders:

Chambers and Business Associations,

Contractors — small, minority, women-owned, 8(a), veterans, etc.
Financial Institutions — banks and credit unions,

SBDC,

SCORE,

Women'’s Business Centers,

Other Business Groups.

OO0OO0OO0OO0OO0O0
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DAY 1-2 ACTIVITIES

Office of
Entrepreneurial
Development

SBA and resource partners collaborate to distribute disaster recovery training materials and information to small businesses/organizations in the
disaster impacted area.

SBA and resource partner points-of-contacts assess and communicate status of partner locations in affected areas to ODA.

Partners in affected areas reconnect with host organizations/central offices.

SURGE CAPACITY

Administrator

Elevates the Agency to Surge Capacity when the projected disaster loan application intake exceeds 250,000 or the AA/ODA determines that the
required disaster response is not within the Agency’s Core Capability.

e  Convenes the DEOC.
Deputy e Attends first meeting of DEOC.
Administrator e  Convenes the DMOC.

Disaster Executive
Oversight Council

Has first meeting, as directed by the Administrator (Chair) in accordance with DEOC Charter.
Assumes responsibility for coordinating and directing the Agency’s disaster response.
Designates a member of the DMOC to serve as Vice-Chair of the DMOC, in accordance with the DMOC Charter.

Disaster
Management
Operations Council

Has first meeting, as directed by the Deputy Administrator (Chair) in accordance with DMOC Charter.
Assumes responsibility for strategically executing the Disaster Recovery Plan.
Designates one member to serve as Secretary until the DMOC stands down.

Chief of Staff

Attends first meeting of DEOC.

Office of
Communications
and Public Liaison

Stand up the Disaster Assistance Information Center (DAIC), in order to ensure consistent communications at all levels of the organization.
Staffs the DAIC.

AA/OCPL attends first meetings of DEOC and DMOC.

Monitor situational reports from internal and external sources and assembles information for reporting to headquarters personnel.

Issue media guidance to Field Office and ODA activities for release into local media and provides pre-event materials as needed.
Communicate directly with national level media.

Disseminate talking points to appropriate spokespersons, public affairs personnel and disaster toolkit.

Place banner on the SBA.gov website directing the public to disaster assistance information.

Coordinate with other federal agencies & strategic partners as needed to assist disaster location (during Level 3 and 4 events).

Office of
Congressional and
Legislative Affairs

AAJCLA attends first meeting of DEOC.
Assist with staffing of the DAIC.

SBA
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DAY 1-2 ACTIVITIES

Office of General e  General Counsel attends first meeting of DEOC.

Counsel e  Appoints a representative to act as an Ex Officio advisor to the DMOC, in accordance with the DMOC Charter.
e  Appointed representative attends first meeting of DMOC.

ODA o  AA/ODA attends first meetings of DEOC and DMOC.

(Headquarters)

Office Performance | ¢  CFO attends first meeting of DEOC.
Management and e Deputy CFO attends first meeting of DMOC.
Chief Financial
Officer

Management and o AA/M&A attends first meeting of DMOC.
Administration

Chief Human e Attends first meeting of DMOC.
Capital Officer

Office of Business | ¢  Director/OBO attends first meeting of DMOC.
Operations

Office of e AA/GCBD attends first meeting of DMOC.
Government
Contracting and
Business
Development

Chief Information e Attends first meeting of DMOC.
Officer

Office of Field e  AAJOFO attends first meeting of DMOC.
Operations

Office of Capital e AA/OCA attends first meeting of DMOC.
Access
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DAY 1-2 ACTIVITIES

Office of e AAJED attends first meeting of DMOC.
Entrepreneurial e  SBA and resource partners collaborate to distribute disaster recovery training materials and information to small businesses/organizations in the
Development disaster impacted area.

e  SBA and resource partner points-of-contacts assess and communicate status of partner locations in affected areas to ODA.
e Partners in affected areas reconnect with host organizations/central offices.

Regional e  Participates in first meeting of DMOC.
Administrator(s) of
Affected Disaster
Area(s)

District Director(s) | e Participates in first meeting of DMOC.
of Affected
Disaster Area(s)

Office of Policy & e  Appoints a representative to act as an Ex Officio advisor to the DMOC, in accordance with the DMOC Charter.
Strategic Planning | e  Appointed representative attends first meeting of DMOC.
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C. WEEKS 1 & 2 ACTIVITIES

According to historical SBA data and trend analyses, catastrophic disasters provide the Agency
with a number of weeks for planning and ramp-up before the Agency receives the bulk of its
application inflow. With the increased use of FEMA online applications processes, the timeframe
may decrease markedly within the relatively near term. Once SBA disaster applications also are
online, applications will likely also come in at an increased pace. SBA takes advantage of this
crucial period of time to leverage internal disaster planning tools, institute the Agency’s
governance body, and carry ou