DISASTER EVENT LOG INSTRUCTIONS
OEM Action Number:  This number will be provided to you by the Oregon Emergency Management Emergency Command Center (ECC) or Agency Operations Center (AOC). Enter this number here. NOTE: Do not proceed with procurement without this number.
Incident No:  This field is used for multiple incidents from the same OEM Action Number. This number is used for tracking.
I.  Emergency Request Information Primary Contact Manager:  Enter the primary point of contact for your office while on emergency status. This will be the person who is the point of command.

A.  Today’s Date and Time: Enter Date and Time of request.

B.  Who is making the request? Enter the name of the person, and incident command role making the request.

C.  How can requestor be reached? Enter the phone and location of the requester.

D.  What AOC or ECC:  Enter AOC Name or ECC.

E.  How can I help? Get as much information as possible on the types of goods or services they need, and when they need it by. Be sure and ask for quantities and if they need accessory items. (For example if they ask for tarps, will they need hammers and nails to hold the tarps down; flashlights, will they need extra batteries?)

F.  Is there an alternate contact? Get an alternate contact or contacts name and phone number.

G.  Where am I deploying? Get the address of where goods are to be delivered and estimated time of arrival. Also check to see if there is a specific location (example: ODOT maintenance yard, next to water tower).  You will also need to obtain how the goods will be received at the location (“Will Call” items are picked up at the Company/Agency’s business; “Delivery” means it will be delivered to the location of need; “Other” will allow for other options as needed by the Requestor). The ECC will provide the receiving method when they make contact to order the goods.
When needed? Date and time supplies are needed.
H.  Will Call Pickup Contact:  Enter the name and contact information for the person who will be picking up the goods at the Company/Agency.

I.  Delivery Location Contact:  Enter the name and contact information for the person at the delivery site who will be responsible for receiving the goods.
II.  Deployment Order Information Primary Contact (Buyer):  Enter in the buyer’s name who ordered the supply of service for this request.

A.  Company/Agency Name:  Enter in the name of the Company/Agency where good or service is purchased from.

OMWESB Box:  Check if you know if this company is a member of OMWESB.

B.  Contact person:  Enter in the contact name and phone number for the Company/Agency the good or service is purchased from.

C.  Goods/Services Ordered:  Enter in a description of the goods and service, including quantities and brand names.

D.  Estimated Pricing Information:  Enter in the estimated cost for this order.

E.  E.T.A.:  Enter in the estimated delivery time of arrival to the deployment location above. If it will be a will call, enter in the estimated time available for pick up.

F.  Payment method/PO:  Check the appropriate box and enter in the appropriate information next to it.  The following list is in the preferred payment order to reduce costs to the State. It is important to work with the Vendor on their preferred payment method in order to ensure the needed goods can be obtained.

PO# Enter in the PO number provided on the PO Log Sheet.


Invoice:  Check if an invoice was issued for payment.

SPOTS Card:  Enter in the name and phone number of the SPOTS card holder who will pay for the purchase.

Other:  Use this field for other payment methods such as donation, checks that are cut, etc.
Whenever placing a phone order, always ask for a copy of the invoice or packing slip to be faxed to you and attach to the Disaster Event Log. Also, attach any e-mail communication that pertains to the goods or services requested.

G.  Order/Quote# and Purchase Date:  Enter in the order, quote or invoice number as well as the date the purchase was made.

H.  Delivery Confirmation:  Enter in the name and date of the person who confirmed receiving the good or verifying the service was completed.

I.  Close Out:  Check box when all aspects of the Deployment Task is completed and the date of completion.
J. End of Shift Documentation: When there is a shift change of personnel, provide the Event Tracking Status Report (Form DP100) along with all open and closed Event Logs to the Coordinating Supervisor. The Coordinating Supervisor will then pass this summary and all documents to the next shift Coordinating Supervisor.

III.  Demobilization Order Information Primary Contact (Buyer):  Enter in the name of the buyer responsible for demobilizing the good/service.

A.  Contact Person:  Enter the name and phone number of the point of contact for the company providing the good/service.

B.  Goods/Services removed:  Enter the date and description of the goods and services removed.

C.  Final/Actual Price:  Enter the final price for the good or services provided.

D.  E.T.R.:  Enter the estimated time of removal for the good or service.

Useful Information:

Complete a Disaster Event Log for each purchase made from a single vendor.  In some cases, multiple event logs may be necessary in order to document differences in vendors, deployment locations, for example.  If multiple goods can be purchased from the same vendor (for example shovels and ladders) those items may be put on one single Disaster Event Log.

Use the back side of the form to enter in any additional information regarding the Emergency Request, Contractor Deployment and Demobilization.

 Close Out:  When you are closing out your Event Logs, be sure to send a copy of all Logs back to the Coordinating Supervisor to ensure continuity in the purchasing process. The Coordinating Supervisor will then pass this information on to the next shift Coordinating Supervisor for continuity of process.
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