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Roles and Responsibilities 
 

This section defines the duties for the Coordinating Supervisor and the Buyer. 

The Event Tracking Status Report is to be used by the Coordinating Supervisor to report procurement 

status back to the State of Oregon Emergency Operations Plan Emergency Coordination Center (ECC) or 

individual Agency Operations Centers (AOC) at the end of a shift.  It may also be used by the Buyer to 

report status of Events at the end of a shift. 

It also points to the tabs defining the roles of others. 
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Coordinating Supervisor (DAS PS, OHA Public Health or Forestry) 
 

Duties and Responsibilities: 

1. Acts as the liaison between the ECC and the Coordinating Agency on disaster event procurement 

actions. 

2. Has been trained on Incident Command System principles and practices. 

3. Works with Coordinating Agency to ensure proper procurement and financial staffing is available 

to meet the declared event’s needs utilizing internal staff. 

4. If additional personnel are required, contacts DAS HRSD Resource Coordinator.  HRSD will work 

with other state agencies to locate necessary staffing.  (See Disaster Resource Coordination 

Section) 

5. Use Incident Command System (ICS) principles to establish organization structure, reporting 

procedures and lines of communication for assigned resources.  (See Appendices section) 

6. When personnel from other agencies are identified, the coordinating supervisor works with the 

appropriate procurement and financial staff to establish lines of communication and processes to 

be used during the event.  Confirm dispatch and estimated time of personnel availability with 

HRSD. 

7. Maintains situational awareness by reading situation status reports, attending command staff 

meetings as requested, monitoring Ops Center for resource requests and provides adequate 

incident information to subordinate staff, including their personnel assignments. 

8. Ensure that all procurement information is provided to the ECC after completion of the purchase. 

9. Ensure all assigned staff are properly briefed and check in as a resource. 

10. Attend briefings and planning meetings as appropriate. 

11. Report to appropriate entities with status updates as requested and appropriate. 

12. Ensure all personnel and assigned equipment are accounted for and returned at the close out of 

the incident. 

13. Ensure that at the time of a personnel shift change the Event Tracking Status Report (Form DP100) 

documents as well as all Event Logs are provided to the next shift Coordination Supervisor. 

14. Inform HRSD of any staffing changes assigned to the incident. 

15. Monitor and inspect progress of order fulfillment. 

16. Keep management informed of situations and resource status. 

17. Ensure all necessary equipment is available to assigned personnel and issued equipment is 

returned at the end of the incident. 

18. Inform HRSD of any problems with assigned resources. 

19. Transfer position duties to other shift managers to ensure continuity in process.  Provide Event 

Tracking Status Report (Form DP100) at the end of the shift. 

20. Perform after incident hotwash, to identify problems, successes, and areas of process 

improvement.  May be asked to provide a formal After Action Report.  Develops recommendations 

for improvement plans and participates in implementing improvement actions as approved.  
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Buyer 
 

Duties and Responsibilities: 

1. Understands what authority and rules the procurements will follow and becomes familiar with 

required forms during a declared disaster. 

2. Uses Event Logs and Financial Tracking Logs to track procurements.  (See Disaster Event Log and 

Finance Tracking sections) 

3. Uses ORPIN, if available, to find contracts or as a resource to locate potential suppliers to provide 

needed supplies or services.  (See ORPIN section) 

4. Contacts suppliers to negotiate supplies delivery, and requested services and all associated costs.  

Finalizes how supplies will be delivered and the payment methodology. 

5. If a purchase is for more than $10,000, the buyer must attempt to obtain three bids when 

practical to ensure competitiveness and meet legal requirements. 

6. Confirms delivery and documents on appropriate forms.  (See Disaster Event Log and Finance 

Tracking sections) 

7. If unable to complete any procurement, retains records and notifies the Coordinating Supervisor.  

As necessary, returns or supplies the Coordinating Supervisor and / or Finance Coordinator with 

any documents that may have been initiated, as appropriate. 

8. At the end of the declared disaster event, provides all documentation, including all Event and 

Financial Tracking Logs, to the Finance Coordinator.  (See Disaster Event Log and Finance Tracking 

sections) 
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Form DP100 - Event Tracking Status Report 
Incident # Date Time Requester (Who 

Called) 

Request Summary Buyer (Name) Task 

Completed 

Additional Action 

Required 
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Others 

 

SPOTS Card Holder Duties (See Payment Information section) 

 

Finance Supervisor Duties (See Finance Tracking section) 
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Procurement Process 
 

Start the Procurement Process 

Procurement Process – The flow chart is designed as a process guide for the procurement officer.  The 

chart is designed as a step-by-step procedure guide that starts when the buyer receives the purchase 

request from the Coordinating Supervisor during a Governor declared disaster through the delivery of 

the supplies or services. 

Special Procurement (See Appendices section) – The Special Procurement supports the procurement 

process and gives the Agency the authority to respond to procurement needs in a fast and flexible way 

during a declared disaster.  The Special Procurement can only be used when responding to a Governor 

or Governor’s designee declared disaster and ends once the Governor or Governor’s designee 

terminates the state of disaster. 
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Form DP200 - Procurement Process Flow Chart 
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Procurement Process Guide [See Form DP200] 

1. Buyer is identified 

2. Start Buy Process 

3. Buyer receives Procurement request with OEM Action number 

4. Buyer enters info on Event Log [Form DP300] 

5. Buyer searches resources 

6. Buyer places order 

7. Buyer sets up for Will Call or Delivery 

8. Buyer determines payment method 

a. PO or Direct Bill 

i. Buyer provides PO or Direct Bill info to Supplier 

ii. Buyer asks Supplier to FAX or Email Sales Invoice for order verification 

iii. Buyer contacts Coordinating Supervisor with order status 

iv. Coordinating Supervisor contacts ECC/AOC with order status 

b. SPOTS Card 

i. Buyer gathers Supplier contact info & advises that a second call will be made with 

credit card information 

ii. Buyer contacts SPOTS card holder and provides Supplier contact and purchase 

information 

iii. SPOTS card holder contacts supplier to pay and confirms payment to Buyer 

iv. Buyer contacts Coordinating Supervisor with order status 

v. Coordinating Supervisor contacts ECC/AOC with order status 

9. Buyer attaches paperwork and updates Event Log [Form DP300] 

c. Buyer supplies information to Finance Coordinator to enter into financial tracking log [Form 

DP400] 

10. Buyer confirms delivery or pick-up and notifies Coordinating Supervisor 

d. Buyer provides status of orders to Coordinating Supervisor at end of shift [Form DP100] 

11. Coordinating Supervisor provides procurement information to ECC or AOC and updates status at end of 

shift [Form DP100] 

e. Rental or Services 

i. Demobilizes rentals or services as necessary 

ii. Buyer closes out and submits Event Log [Form DP300] to Coordinating Supervisor 

iii. Coordinating Supervisor gives final notice to ECC or AOC 

f. Commodities 

i. Buyer closes out and submits Event Log [Form DP300] to Coordinating Supervisor 

ii. Coordinating Supervisor gives final notice to ECC or AOC 

12. Process End 
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Disaster Event Log - [Form DP300] 
 

This form [Form DP300] is filled out for each purchase.  It captures all of the information needed to ensure the 

correct items or services go where they are needed.  The form is to be attached to the receipts and any e-mail 

correspondence to create a packet.  The resulting packet will need to be kept for possible FEMA 

reimbursement. 
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Form DP300 – Disaster Event Log 
 

OEM Action No: _____________________   Incident No: _____________________________ 

   (Required) 

 
For goods and services purchased under Special Procurement No. 228.08 or ORS 190 to support declared disasters 

I. Emergency Request Information        Primary Contact (Mgr):  

A. Today’s Date & Time  

B. Who is making request?  

C. How can requestor be reached? Phone #:  

Location: 

D. What AOC or ECC are you calling from?  

E. How can I help? 

(What Goods/Services are needed, Qty, 

Other items) 

     Procurement Type: 

      Commodity        

      Rental/Lease 

      Service  

F. Is there an alternate contact? Name: 

Phone #: 

G. Where am I deploying the goods/services 

to?  (location, address, landmarks, etc.) 

When needed? 

     Deployment Method: 

       Will Call  

      Delivery                                                                                                  

      Other…     

H. Will Call Pickup Contact: Name: 

Phone #: 

I. Delivery Location Contact: Name: 

Phone #: 

II. Deployment Order Information    Primary Contact (Buyer):  

A. Company / Agency Name      OMWESB  

B. Contact Person Name: 

Phone #: 

C. Goods / Services Ordered  

 

D. Estimated Pricing  Info   

E. E.T.A. (estimated time of arrival)  

F. Payment Method / PO #   PO #                             Invoice           

 SPOTS  

Cardholder Name:                                 Phone:                              

  State Contract  PA #:          

G. Order/Quote # & Date of Purchase Order/                                                   Date Purchased:  

Quote # 

H. Delivery Confirmation Name:                                                    Date Delivered: 

I.   Task Completed Date Completed:   



Disaster Procurement Guidebook Page 14 

III. Demobilization Order Information    Primary Contact (Buyer):  

A. Contact Person Name:                                          Phone #: 

B. Goods / Services Removed 

Date Removed: ____________ 

 

C. Final/Actual Price Information  

Attach any Invoices 

 

D.  E.T.R. (estimated time of removal)  

Attach any e-mail  documents 

 

 

NOTES: 
 

Emergency Request: 

 

 

 

 

 

 

 

 

 

 

 

 

Contractor Deployment (Buyer Name): 

 

 

 

 

 

 

 

 

 

 

 

 

Demobilization (Buyer Name): 
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Disaster Event Log Instructions 

OEM Action Number:  This number will be provided to you by the Emergency Command Center.  Enter this number 

here. 

Incident No:  If your office uses an internal tracking number, enter that number here. 

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. 

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

Who is making the request?  Enter the name of the person making the request. 

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

What Agency or ECC?  Enter Agency Name or ECC 

How can I help?  Get as much information as possible on the types of goods or services they need.  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? 

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

Where am I deploying?  Get the address of where goods are to be delivered.  Also check to see if there is a specific 

location.  Example:  ODOT maintenance yard, next to water tower, etc. 

Receiving contact:  Get the name and phone number of the person receiving the goods. 

Deployment Order Information Primary Contact (Buyer):  Enter in the buyer’s name who ordered the supply or service 

for this request. 

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 MWESB. 

Contact Person:  Enter in the contact name and phone number for the Company/Agency the good or service is 

purchased from. 

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

Estimated Pricing information:  Enter the estimated cost for this order. 

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

estimated time available for pick-up. 

Payment method / PO:  Check the appropriate box and enter in the appropriate information next to it. 

PO #:  Enter the PO number provided from OEM on the PO Log Sheet. 
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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. 

State Contract PA #:  Enter the Price Agreement number that the good/service was ordered from. 

Order/Quote #:  Enter the order, quote or invoice number. 

Date of Purchase:  Enter the purchase date of the good or service. 

Delivery Confirmation:  Enter the name and date of the person who confirmed receiving the good or verifying the 

service was completed. 

Task Completed:  Check box when all aspects of the Deployment Task are completed and enter the date of 

completion. 

Demobilization Order Information Primary contact (Buyer):  Enter the name of the buyer responsible for demobilizing 

the good/service. 

Company name:  Enter the company name providing the good/service. 

Contact Person:  Enter the name and phone number of the point of contact for the company providing the 

good/service. 

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

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

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

 

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

Deployment and Demobilization. 

 

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.  
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ORPIN 
 

ORPIN is the first source to be searched for emergency commodities.  There is a report that you can generate 

called Emergency Commodities Report that returns a listing of registered ORPIN suppliers indicating they can 

provide the commodity that you are searching on. 

Contracts are flagged for use in a disaster; if you run the Emergency Index you can ask it to return in Excel format 

which returns a list of contractors that are on existing price agreements.  These reports will contain information 

such as vendor names, addresses and phone numbers. 

If you do not have an ORPIN login account you can obtain one from your Agency OAC or by contacting the ORPIN 

Help Desk at 503-378-4642. 
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Searching Existing Awards in ORPIN 

1. Log into the ORPIN website at https://orpin.oregon.gov 

2. Click on Award Search in the menu bar. 

a. Use the General Award Search to view award documents that you have authorization for.  (This 

would consist of awards for your Agency or statewide contracts 

b. Use the Contract Browse option to research award documents for other agencies. 

3. Search for award documents by your preferred criteria. 

a. Before performing a Keyword search, it is recommended to check the In Title box so that the 

program will search award titles as well. 

b. If you want to look specifically at Interagency Agreements, set the Contract Type dropdown to 

“Intergovernmental Agreement (ORS 190)” to reduce your search results. 

c. To limit results to a specific Agency’s contracts, click the Find button next to Organization to search 

for the Agency’s name.  Be sure to choose the highest level of that Agency’s hierarchy.  (For 

example, choose the Agency level of Department of Parks and Recreation, not a specific state 

park.) 

d. If you are searching by Organization, BE SURE to check the box to include organizational 

sub-units!!! If you do not check this box, ORPIN will not include awards issued for any of 

the lower levels of this agency. 

 

4. Once you find an award that you want to look into, click on the underlined award number.  This 

will take you to the face of the ORPIN award document.  Read the information displayed in the 

white screen, and look for any attachments uploaded in the “Attachments Exist” folder under the 

state seal image. 

  

https://orpin.oregon.gov/
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Emergency Commodity Report 

***REMINDER*** 
Your report will not run until 6PM 

What is the Emergency Commodity Report? 
 

This is a report in ORPIN that can be generated based on a listing of commodities that may be needed 

during an emergency.  It will return a list of suppliers registered in the ORPIN system that have marked 

they can supply those items or services. 
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The list below shows the current commodities you can search for this report. 
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For my example I will be choosing the commodity of “water” 
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You also have the option to narrow your search on this screen by choosing the 
city the vendor is located. 
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Now I will search for a commodity that is NOT already on the emergency 

commodities list 

 

If you strongly believe that a commodity has been left off of the emergency 

commodity list, please contact the ORPIN team at (503) 378-4642. 
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ORPIN Agency Coordinator List 
(current as of May 2014) 

Agency Designated OAC Email Address Phone  

    

Department of Agriculture Jennifer Zimmerman - Primary OAC jennifer.zimmerman@state.or.us 503-986-4579 

  Denna Coleman - Alternate dcoleman@oda.state.or.us 503-986-4612 

Department of Consumer Business Services Robin Linville - Primary OAC robin.linville@state.or.us 503-947-7926 

  Margarita Nunez - Alternate margarita.f.nunez@state.or.us 503-947-7222 

Department of Corrections Bonnie Hommon - Primary OAC bonnie.i.hommon@state.or.us 503-378-5933 

  Craig Heilman - Alternate craig.l.heilman@state.or.us  503-373-7508 

Department of Education Lill Gray - Primary OAC lillie.gray@state.or.us 503-947-5647 

  Debbie Janke - Alternate debbie.janke@state.or.us  503-947-5803 

  Karen Hull - Alternate karen.hull@state.or.us 503-947-5881 

Department of Energy Holley A Oglesby - Primary OAC holley.a.oglesby@state.or.us 503-378-8607 

  Zaida Zuniga - Alternate zaida.zuniga@state.or.us  503-378-6968 

Department of Environmental Quality Connie Thorstad - Primary OAC connie.e.thorstad@state.or.us 503-229-6448 

  Paula Dalfonso - Alternate paula.l.dalfonso@state.or.us 503-229-6934 

Department of Fish & Wildlife Patty Whalen - Primary OAC patty.l.whalen@state.or.us  503-947-6138 

  Alan Hansen - Alternate alan.s.hansen@state.or.us 503-947-6134 

Department of Forestry Patricia Morgan - Primary OAC patricia.a.morgan@state.or.us 503-945-7234 

  Richard Arnaz - Alternate richard.arnaz@state.or.us  503-945-7254 

  Burke Mayer - Alternate burke.mayer@state.or.us  503-945-7249 

  Shannon Rand - Alternate shannon.rand@state.or.us  503-945-7383 

  Stacy Fulker - Alternate stacy.l.fulker@state.or.us  503-945-7308 

Department of Human Services Jennifer Bittel - Primary OAC jennifer.bittel@state.or.us  503-947-5250 

  April D Barrett - Alternate april.d.barrett@state.or.us  503-945-5821 

Department of Parks & Recreation Donna Fike - Primary OAC donna.fike@oregon.gov 503-986-0704 

  Neil Howard - Alternate neil.j.howard@oregon.gov  503-986-0693 

Department of Revenue Jennifer Jolley - Primary OAC jennifer.m.jolley@oregon.gov 503-945-8403 

Department of Transportation Phillip Andrews - Primary OAC phillip.j.andrews@state.or.us   

  Kathy Booher - Alternate kathleen.m.booher@state.or.us 503-986-2709 

Housing & Community Services Connie Lelack - Primary OAC connie.lelack@hcs.state.or.us 503-986-0974 

Justice Department Nick Hill - Primary OAC nicholas.a.hill@doj.state.or.us 503-378-5486 
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  Adriana Houghton - Alternate adriana.houghton@doj.state.or.us 503-378-5483 

Oregon Cooperative Purchasing Program Kelly Stevens-Malnar - Primary OAC kelly.a.stevens@das.state.or.us 503-378-3976 

Oregon Department of State Lands Sandy Zeigler - Primary OAC sandi.zeigler@state.or.us  503-986-5254 

Oregon Employment Department Elizabeth Rayas - Primary OAC elizabeth.r.rayas@state.or.us 503-947-1484 

  Kelly Blanchard - Alternate kelly.blanchard@state.or.us 503-947-1275 

Oregon Military Department Bob Freeman - Primary OAC robert.w.freeman@mil.state.or.us 503-584-3911 

  Moya McKeehan - Alternate moya.l.mckeehan.nfg@mail.mil  503-584-3178 

  Sam Goff - Alternate samuel.a.goff.nfg@mail.mil  503-584-3195 

Oregon State Lottery Melody Waight - Primary OAC melody.waight@state.or.us  503-540-1333 

Oregon State Police Shannon Peterson -Primary OAC shannon.h.peterson@state.or.us 503-934-0183 

  Robert Johnson - Alternate robert.johnson@state.or.us  503-378-4065 

Oregon Agencies w/o a Designated OAC Vicki Simonsen - Primary OAC vicki.simonsen@das.state.or.us 503-378-5216 

  Nicole Brazeal - Alternate nicole.m.brazeal@state.or.us 503-378-5858 

Oregon Youth Authority Margaret H Taylor - Primary OAC margaret.h.taylor@state.or.us 503-373-7341 

  Tom Riel - Alternate tom.riel@oya.state.or.us 503-373-7827 

Procurement Services-Strategic Sourcing Karen Quinton - Primary OAC karen.quinton@state.or.us  503-378-4811 

Procurement Services-Agency Specific Sharon Martin - Primary OAC sharon.z.martin@das.state.or.us 503-373-0767 

PERS Stephanie Engle - Primary OAC stephanie.engle@state.or.us 503-603-7573 

  Stephanie Bogart - Alternate stephanie.bogart@state.or.us   

  Terri Roper - Alternate terri.roper@state.or.us 503-603-7618 

PUC Greg Smith - Primary OAC greg.f.smith@state.or.us 503-378-6619 

  Imee Anderson - Alternate imee.anderson@state.or.us 503-373-1483 

Secretary of State Linda Lichty - Primary OAC linda.r.lichty@state.or.us 503-986-2241 

  Brent Kibby - Alternate brent.a.kibby@state.or.us  503-986-0514 

mailto:adriana.houghton@doj.state.or.us
mailto:kelly.a.stevens@das.state.or.us
mailto:sandi.zeigler@state.or.us
mailto:elizabeth.r.rayas@state.or.us
mailto:kelly.blanchard@state.or.us
mailto:robert.w.freeman@mil.state.or.us
mailto:moya.l.mckeehan.nfg@mail.mil
mailto:samuel.a.goff.nfg@mail.mil
mailto:melody.waight@state.or.us
mailto:shannon.h.peterson@state.or.us
mailto:robert.johnson@state.or.us
mailto:vicki.simonsen@das.state.or.us
mailto:nicole.m.brazeal@state.or.us
mailto:margaret.h.taylor@state.or.us
mailto:tom.riel@oya.state.or.us
mailto:karen.quinton@state.or.us
mailto:sharon.z.martin@das.state.or.us
mailto:stephanie.engle@state.or.us
mailto:stephanie.bogart@state.or.us
mailto:terri.roper@state.or.us
mailto:greg.f.smith@state.or.us
mailto:imee.anderson@state.or.us
mailto:linda.r.lichty@state.or.us
mailto:brent.a.kibby@state.or.us
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Payment Information 

This section covers the State’s policy on SPOTS (Small Purchase Order Transaction System) cards (aka 

procurement cards or P-cards) during a disaster.  It covers the process to raise card limits, the needed 

documentation requirements and the role of the SPOTS card holder. 

Follow agency specific instructions for purchase orders and invoicing. 

Each agency needs to keep all financial documentation for FEMA reimbursement 
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SPOTS Card Holder 
(Small Purchase Order Transaction System – aka Procurement Card or P-card) 

Duties and Responsibilities: 

1. NOTE:  Even though a disaster has been declared, the card holder must comply with the same 

documentation requirements applicable to all purchase transactions (e.g. receipts, supplier 

invoices) while utilizing the SPOTS card. 

2. If contacted by a buyer during a declared disaster and your card has sufficient funds available, call 

supplier and provide card information 

3. If the card does not have sufficient funds and the card holder has the ability 

4. Gets documentation from supplier and ensures that the buyer also has a copy of the invoice and 

any packing slips. 

5. Gets information from buyer so card holder can track on required documentation.
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SPOTS Card use during disasters 

SPOTS Card standard limits 
SPOTS cards are available for use during declared disasters.  Typically most SPOTS card holders have 

limits of $2,500 (the standard limit) to $7,500 which is the maximum allowed with approval at the 

Agency level.  Higher limits are available, however, with the Department of Administrative Services 

(DAS) State Controller’s Division (SCD) approval. 

To request a higher limit on your SPOTS card, Agencies must submit a written request along with a 

SPOTS Card Account Information Record form signed by the Agency Approving Officer.  You must 

include the reason for the increase, explaining the receipting and storage methods for the items 

purchased and explain how the Agency will use and store the card.  Please see the Oregon Accounting 

Manual Statewide Policy Number 55.30.00, SPOTS Card Program, Section 117 for further information on 

this process. 

SPOTS Card disaster request process 
You may also acquire a SPOTS card or increase the limit on an existing SPOTS card during a disaster 

through an expedited process.  DAS SCD will expedite requests for SPOTS cards for disaster purposes 

and make the cards available within 24 to 48 hours.  Credit increases up to $50,000 will go into effect 

within 2 to 4 hours of the request.  Request for increases over $50,000 may take up to 24 hours to go 

into effect.  Please see the Oregon Accounting Manual Statewide Policy Number 55.30.00, SPOTS Card 

Program, Section 114-146 for further information on this process. 

SPOTS Card activity requirements 
SPOTS cards not used within 90 days will be identified by the DAS SCD and notification will be sent to the 

Agency that the card has not been used.  In order to keep your card active, the Agency SPOTS Approving 

Officer may submit documentation to DAS SCD to justify the active card status.  For example, if your 

card is only used for disasters then the Agency SPOTS Approving Office may notify SCD that this is the 

only use for the card and the card can remain open without having regular charges on it. 

Who may use a SPOTS Card 
An employee who has been issued a SPOTS card must secure and control the card at all times.  Only the 

employee to whom a particular SPOTS card has been issued is allowed to make purchases using that 

card. 

SPOTS card disaster documentation requirements 
Disaster SPOTS card transactions must comply with the same documentation requirements applicable to 

all purchase transactions.  All expenditures must be supported by copies of appropriate source 

documents, such as vendor invoices or receipts (merchant credit card receipts, alone, are not sufficient) 

and receiving records and they must be approved by individuals who have the appropriate level of 

signature authority.  In addition, the use of a SPOTS card does not eliminate the requirements to (1) 

issue a purchase order for all purchases over $5,000 that are not part of a price agreement and (2) 

obtain competitive bids, particularly for purchases that are part of a FEMA project. 

Agencies are reminded that all expenditure claims related to FEMA projects must be reasonable and 

necessary, authorized within the project’s scope of work and directly benefit the project.  Financial 

http://www.oregon.gov/DAS/CFO/SARS/policies/oam/55.30.00.pdf
http://www.oregon.gov/DAS/CFO/SARS/policies/oam/55.30.00.pdf
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managers should work with ECC/AOC to ensure their agency’s SPOTS card reporting mechanisms 

generate the data required for reimbursement under federal and state disaster recovery programs. 

Contacts for questions and requests 
For additional information or to find out how you can obtain the services of SPOTS, DAS SCD Statewide 

Financial Management Systems (SFMS) call (503) 373-1044.
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How to get a SPOTS Card & increase limits 

Oregon Accounting Manual (OAM) Policy 55.30.00 – SPOTS Card Program sets for the minimum 

standards for processing purchase transactions using the State of Oregon’s Small Purchase Order 

Transaction System (SPOTS) card.  The SPOTS card program was implemented to eliminate costly 

paperwork and to expedite the process of making purchases, thus, saving the State time and money.  

The SPOTS card, which is an important tool under normal circumstances, may be even more valuable 

during a disaster. 

SPOTS Card Application 

To request a SPOTS card, the potential cardholder must complete the Purchase Card Application and 

Agreement form (OAM 75.55.02.FO).  As long as the credit limit is $7,500 or less and the request has 

been signed by the agency’s Approving Officer, the request may be processed directly by the agency’s 

SPOTS Card Coordinator using the US Bank’s (Bank) web-based system.  The new SPOTS card will be 

issued in the name of the employee and the state agency responsible for the card’s usage, based on the 

information contained in the signed Purchase Card Account Information Record (PCAIR) found on page 4 

of the Purchase Card Application and Agreement. 

Credit Limits 
The standard credit limit for each credit card issued under the SPOTS card program is $2,500 per billing 

cycle.  The agency Approving Officer may authorize increases (up to $7,500) or decreases in the credit 

limit.  The credit limit decision should be based on anticipated need and frequency of use and the 

cardholder’s employment classification and job responsibilities. 

Requests to increase the credit limit above $7,500 require the additional approval of the State 

Controller’s Division (SCD), Statewide Financial Management Services (SFMS) Section.  Agencies must 

submit a new PCAIR form signed by the Approving Officer and attach a written explanation that 

describes the reason for the increase and the controls and safeguards in place to ensure proper 

receipting of physical assets and appropriate use and storage of the card. 

Expediting Procedures during a Disaster 
In a disaster situation, the request for a SPOTS card can be expedited.  Cards can be issued and made 

available to new users within 24 to 48 hours after the Bank receives the request and is notified it is for 

disaster purposes.  If the request is submitted early in the morning, the new SPOTS card will be 

delivered the next day; if the request is submitted after the bank’s normal delivery/pick-up time, the 

card will be delivered within 2 days.  The delivery location can also be pre-determined at the time of 

request.  (NOTE:  The Bank is not available to process disaster requests evenings, weekends or holidays.) 

In a disaster, requests to increase the credit limit of an existing cardholder can also be expedited.  Credit 

limit increases up to $50,000 become effective within 2-4 ours of the “disaster” request.  Requests to 

increase the credit limit over $50,000 may take up to 24 hours.  In either case, any request to increase a 

cardholder’s monthly credit limit above $7,500 requires the approval of SFMS.  Agencies must submit a 

new PCAIR form, signed by the Approving Officer, along with a written explanation that (1) states the 

request to increase the spending limit is due to a disaster situation; (2) describes the controls and 

safeguards in place to ensure proper receipting/tracking of disaster purchases; and (3) discusses the 

controls in place to ensure the proper use and storage of the SPOTS card.  The request forms may be 

http://www.oregon.gov/DAS/CFO/SARS/policies/oam/55.30.00.pdf
http://www.oregon.gov/DAS/CFO/SARS/policies/oam/75.55.02.fo.pdf
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faxed to SFMS. (NOTE:  The Bank cannot process disaster credit limit increases evenings, weekends or 

holidays.) 

Selection and Training of Disaster SPOTS Cardholders 
SPOTS Cards are non-transferable, meaning that a SPOTS card cannot be used by anyone other than the 

named cardholder to make a purchase – not even in a disaster.  For this reason, agencies should 

carefully consider whether key personnel expected to be involved in disaster recovery activities should 

also be SPOTS cardholders.  Agencies must also decide whether to request “disaster” SPOT cards in 

advance or wait until a disaster actually occurs.  If the decision is to delay, agencies must keep in mind 

that communication networks, etc. could be adversely affected during a disaster which, in turn, could 

impact the effectiveness of the expedited procedures described above.  Some of the issues that must be 

resolved at the agency level include the following: 

a. Specifically, to whom should disaster SPOTS cards be issued?  Should SPOTS cards be issued 

to administrators, deputies, field supervisors and other disaster responders?  Or, because of 

their familiarity with procurement laws, administrative rules, and statewide policies, should 

disaster SPOTS cards be issued to key purchasing staff only? 

If an agency decides to issue disaster SPOTS cards to purchasing staff only, the agency 

should also specify the minimum qualifications.   

For example, management might decide that qualifying purchasing agents must have: 

 A minimum of two years of experience at the level of a Procurement & Contracts 

Specialist 2 or higher; 

 A current Oregon Procurement Basic Certification; and 

 A solid foundation in using statewide price agreements and the ORPIN system. 

b. What is the proper disaster spending limit for each of the potential disaster cardholders?  

The assumption is that it will be more than $7,500, but how much more? 

c. Have existing SPOTS card policies and procedures that govern day-to-day processes been 

updated to include disaster operations, ensuring that: 

 Disaster cardholders receive basic and refresher training on the proper use of a 

SPOTS card, including transaction documentation requirements; 

 Disaster cardholders understand they must secure and control the cards at all times; 

and 

 Disaster SPOTS card activity is consistently monitored on a week to week basis, not 

just during a disaster. 

Documentation Requirements 

Disaster SPOTS card transactions must comply with the same documentation requirements applicable to 

all purchase transactions.  All expenditures must be supported by copies of appropriate source 

documents, such as vendor invoices or receipts (merchant credit card receipts, alone, are not sufficient) 

and receiving records, and they must be approved by individuals who have the appropriate level of 

signature authority.  In addition, the use of a SPOTS card does not eliminate the requirements to (1) 

issue a purchase order for all purchases over $5,000 that are not part of a price agreement and (2) 

obtain competitive bids, particularly for purchases that are part of a FEMA project. 
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Agencies are reminded that all expenditure claims related to FEMA projects must be reasonable and 

necessary, authorized within the project’s scope of work and directly benefit the project.  Financial 

managers should work with OEM to ensure their agency’s SPOTS card reporting mechanisms generate 

the data required for reimbursement under federal and state disaster recovery programs. 

Cardholder Information 

Agencies should also make sure that a complete record of their cardholder information is stored at a 

secure secondary location. 

Tracking Mechanisms 
Agencies may find it useful to develop their own internal system to track SPOTS card purchases during a 

disaster to monitor spending, to share data among multiple users, and to facilitate post-disaster audits 

and analysis.  Special recordkeeping procedures and advance training would be needed to instruct 

agency personnel how to log, track and report disaster purchase information (cardholder name, exact 

vendor name, exact dollar amount and description of goods or services purchased) to a central 

authority.  For agencies currently using the Bank’s Access online program to track and analyze SPOTS 

card activity, a new feature will soon be available that agencies can use to customize their reports. 

One major benefit of using SPOTS cards to make disaster procurements is that the process ensures 

creation of a record of the purchases as evidenced by the monthly billing statement and the Bank’s 

Access online program.  Although neither of these resources constitutes sufficient 

documentation/authorization for payment purposes, together, they provide a starting point and 

reference numbers for follow-up and investigation when receipts go missing.  
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SPOTS Card Application 
Link to Purchase Card Application and Agreement form (OAM 75.55.02.FO)  

http://www.oregon.gov/DAS/CFO/SARS/policies/oam/75.55.02.fo.pdf
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Financial Tracking 

Agencies responding to disasters under appropriate authority may be able to recover some costs and 

expenses associated with their disaster procurements. 

Should disaster-related expenses be reimbursable by any State or Federal Agency, each party shall file 

the appropriate request and paperwork for reimbursement of its costs? 

This information is to be tracked by the Finance Supervisor or Coordinator and include information such 

as Purchase Order numbers by date / time, vendor cost information, commodity or service description, 

Agency requestor, and buyer assigned. 
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Finance Supervisor or Coordinator Duties 

Duties and Responsibilities: 

1. Acts as the liaison between the ECC/AOC and the Coordinating Agency for financial matters. 

2. Manages all financial aspects of the incident. 

3. Works with Coordinating Agency to ensure proper procurement and financial staffing is available 

to meet need. 

4. Initiates communication plan to ensure continuity of information flow between parties and that all 

documentation follows requirements.  Briefs all subordinates on all incident related finance issues 

needing attention and/or follow up. 

5. Ensures all personnel time records are accurate and returned to appropriate personnel within the 

Coordinating Agency and sent to their home Agency. 

6. Ensures all procurement records are properly prepared, completed, and returned to appropriate 

personnel within the Coordinating Agency. 

7. Provide financial/cost updates for the incident as requested.
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Finance Tracking Log Instructions 

This spreadsheet is broken into three categories.  SPOTS Card spend, OEM Purchase Orders and Direct bill.  Per FEMA 

requirements for reimbursement, complete this sheet by entering each line item purchased. 

 

Field Instructions 

OEM Action # Oregon Emergency Management ECC/AOC Action number.  Enter this number from the 
Disaster Event Log 

PO # The Purchase Order Number issued by the Contracting Agency.  Enter this number from the 
Disaster Event Log. 

SPOTS Card Use Enter the name holder and contact number of the SPOTS card used for this transaction.  
(This is only applicable if a SPOTS card was used) 

User / PO Enter in the end user or PO Number 

Incident Number The Contracting Agency’s internal tracking used.  Enter this number from the Disaster Event 
Log. 

Vendor Name The vendor where the purchase occurred.  Enter this number from the Disaster Event Log. 

Item / Description Enter a brief description of item purchased from packing slip or invoice from vendor. 

Qty / Hrs Enter the quantity purchased from packing slip or invoice from vendor. 

Unit Price Enter the unit price for the item purchased from the vendor. 

Total Price Spreadsheet will automatically calculate for you in the electronic version. 

Date Purchased Enter in the date purchased 

Delivery Location Enter in the general location of the delivery (e.g. Clatsop County or Tillamook) 

Delivery Area Enter in a more specific area if known. 

Invoice Number Enter in the invoice number from the packing slip or invoice 

Purchase Amount Spreadsheet automatically carries over from Total Price 

Remaining Balance The remaining balance available on the SPOT card used.   
Spreadsheet automatically calculates.   
Enter in the total available credit for the card on the top line of each card user section.  
(Blue box) 

Inserting Additional 
Rows 

If you need to insert additional rows into the spreadsheet, be sure and insert above the 
total line within the section to ensure the formulas remain intact. 



 

 

 

 

FORM DP400 - Disaster Finance Tracking Log 
OEM ACTION # PO # SPOTS CARD USE 

   

Card User 1 Contact Numbers 

Incident 

# 
  

Vendor Name 

 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 
Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

Remaining 

Balance 

   Beginning Credit  $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

  Sub-total Spend:    0     $0.00 $0.00 

  



 

 

 

   

Card User 2 Contact Numbers 

Incident 

# 
  

Vendor Name 

 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 
Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

Remaining 

Balance 

   Beginning Credit    $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

         0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

 Sub-total Spend:    0     $0.00 $0.00 

 

   

Card User 3 Contact Numbers 

Incident 

# 
  

Vendor Name 

 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 
Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

Remaining 

Balance 

   Beginning Credit  $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

 Sub-total Spend:    0     $0.00 $0.00 

 

   

Card User 4 Contact Numbers 

Incident 

# 
  

Vendor Name 

 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 
Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

Remaining 

Balance 

   Beginning Credit  $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

  Sub-total Spend:    0     $0.00 $0.00 

 



 

 

   

Card User 5 Contact Numbers 

Incident 

# 
  

Vendor Name 

 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 
Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

Remaining 

Balance 

   Beginning Credit         $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

  Sub-total Spend:    0     $0.00 $0.00 

 

   

Card User 6 Contact Numbers 

Incident 

# 
  

Vendor Name 

 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 
Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

Remaining 

Balance 

   Beginning Credit         $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

        0     $0.00 $0.00 

  Sub-total Spend:    0     $0.00 $0.00 

 

 

 

  

 

 



 

 

 

OMD Purchase Orders (PO) 
 

OEM Action # 
 

PO # 
 
User/PO # 

 
Contact Numbers 

Incident 

# 
  

Vendor Name 
 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 

Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

AGC Sub-total: $0.00 

 

Direct Bill 
 

OEM Action # 
 

PO # 
 
User/PO # 

 
Contact Numbers 

Incident 

# 
  

Vendor Name 
 

Item / Description 

QTY 

/ Hrs 

Unit 

Price 

Total 

Price 

Date 

Purchased 

Delivery 

Location 

Delivery 

Area 

Invoice 

# 

Purchase 

Amount 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

          0     $0.00 

PO Subtotal: $0.00 

 Total Spend $0.00 



 

 

Disaster Resource Coordination 
 

This document is to be used by the Coordinating Agency if they need to augment their staff during a 

disaster.  It covers the process for requesting support, levels of support, and reimbursement. 

 

Enterprise HR Services Contact Information: 

Phone:  503-378-3622 

 

Resource Coordination Process Flow Chart 

 

  



 

 

Disaster Resource Coordination Agreement Template 
 

No: ______________ 

DRAFT INTERAGENCY AGREEMENT 

Disaster Coordination of Personnel and Supplies 

 

THIS AGREEMENT is made and entered into by and among the authorized signatories of this Agreement, 

their successors and state agencies (“Parties” or “Agencies”) under the authority granted in ORS 

190.110, Article X-A of the Constitution of the State of Oregon, other laws, and ,  collective bargaining 

agreements (“Agreement”). 

I.    PURPOSE 

This Agreement establishes requirements and provides a procedure for coordinating the redeployment 

of Personnel and Supplies during a declared Disaster, as defined below, for the purpose of supporting 

activities among state Agencies and to determine which Agency is responsible for the costs of 

redeployment. 

II.     EXCLUSIONS TO THE AGREEMENT   

This Agreement does not apply to: 

A. Redeployment of Personnel and Supplies under a separate written agreement among the 

Parties that contains alternate terms and conditions. 

B. A formal demand by an Agency head to requisition Personnel and Supplies under ORS 283.110. 

C. Any redeployment of Personnel and Supplies that would be prohibited by federal or state law, 

and no exception or waiver exists. 

D. An Agency’s use of private contractors or inmate labor. 

E. An Agency’s rights to procure what it needs during a Disaster. 

F. Local governments. 

III.    TERM OF AGREEMENT  

This Agreement begins on the first date that at least two Agencies sign the Agreement and shall 

continue indefinitely, until terminated as set forth in this Agreement. 

IV.    DEFINITIONS 

A. “CHRO” means the Department of Administrative Services (DAS), Chief Human Resources Office. 

B. “Control Center” means a Disaster-related control center such as the State Emergency 

Coordination Center (ECC) or an Agency Operations Center (AOC) under ORS 431.264 or 433.441 

to 433.452 as specifically described for public health. 

C. “Chief Operating Officer” is appointed by the Governor and serves as the Director of DAS. 

D. “Disaster” means a type of emergency that: 

a. Begins when the Governor or Governor’s designee: 

i. Declares a state of emergency under ORS 401.165 to 401.236; 



 

 

ii. Issues a declaration under the Emergency Conflagration Act, ORS 476.510 to 

476.610; 

iii. Declares a public health emergency under ORS 433.441 to 433.452;  

iv. Issues approval of one or more public health actions under ORS 431.264; or 

v. Declares a catastrophic disaster under Article X-A of the Constitution of the 

State of Oregon, and 

b. Ends when the Governor or Governor’s designee terminates the state of Disaster or the 

state of Disaster expires according to statute. 

E. “Personnel” means the services of one or more Agency employee for supporting activities 

during a Disaster. 

F. “Personnel and Supplies” includes “Personnel or Supplies,” as appropriate. 

G. “Receiving Agency” means the agency requesting Personnel or Supplies in the event of a 

Disaster. 

H. “Redeploy” means to transfer Personnel or Supplies from one area or activity to another. 

I. “Sending Agency” means the agency providing Personnel or Supplies in the event of a Disaster. 

J. “Supplies” means goods, equipment, materials, and any other personal property, including any 

tangible, intangible and intellectual property, rights and related licenses, which an agency is 

authorized by law to redeploy during a Disaster. 

V. OBLIGATIONS 

A. COORDINATION OF REDEPLOYMENT OF PERSONNEL AND SUPPLIES 

a. Obligations between the Receiving Agency and Sending Agency are created when:  

i. The Receiving Agency requests Personnel or Supplies during a Disaster; 

ii.  The Sending Agency voluntarily delivers or otherwise provides to the Receiving 

Agency the requested Personnel or Supplies; and 

iii. The Receiving Agency accepts the provided Personnel or Supplies from the 

Sending Agency.  

b. Personnel.  CHRO will coordinate the statewide redeployment of Personnel, including 

oversight and any documentation, once a Receiving Agency requests additional 

Personnel.  

c. Supplies.  A Control Center will coordinate the statewide redeployment of Supplies, 

including oversight and any documentation, once a Receiving Agency requests 

additional Supplies. 

d. If the CHRO or Control Center is unable or unwilling to provide this coordination 

function, the Agencies may directly carry out the terms and conditions of this 

Agreement. 

e. The DAS Special Procurement no. 228-08 (as amended) provides a coordinated process 

for state agencies to quickly and fairly procure supplies and services during a Disaster.  

This Agreement and Special Procurement no. 228-08 are designed to work in tandem. 

 

B. COSTS AND REIMBURSEMENT 

a. The Sending Agency will bear the Personnel or Supplies costs for the Personnel and 

Supplies provided by the Sending Agency under this Agreement, unless the Agencies 

agree in writing to a different cost distribution.  



 

 

b. Should the Disaster-related expenses be reimbursable by any state or federal agency, 

each Agency is responsible for filing its own request and documentation for 

reimbursement of costs. 

 

C. TERMINATION OF THE REDEPLOYMENT 

a. The Receiving Agency’s use of any redeployed Personnel and Supplies will end when: 

i. The Receiving Agency determines the Personnel and Supplies are no longer 

needed; 

ii. The Sending Agency notifies the Receiving Agency that the Sending Agency is 

unable to continue providing the Personnel and Supplies;  

iii. The Governor or Governor’s designee terminates the state of Disaster; or 

iv. The state of Disaster expires according to statute. 

b. When Personnel are returned to the Sending Agency, it will return all assigned requests 

and associated documentation and communicate the status to the Receiving Agency’s 

finance supervisor/coordinator or designee, the CHRO, and the Control Center, if 

applicable, and as soon as practicable. 

c. The Receiving Agency will return to the Sending Agency tangible Supplies with a 

remaining useful life as soon as practicable. 

VI. WITHDRAWAL OR TERMINATION OF THE AGREEMENT 

Any Agency may withdraw from this Agreement upon thirty (30) days written notice to the designee of 

the Chief Operating Officer. 

The Chief Operating Officer or designee may terminate this Agreement upon thirty (30) days written 

notice to the signatories. 

VII. AMENDMENTS 

The terms of this Agreement shall not be waived, altered, modified, supplemented or amended, in any 

manner whatsoever, except by written amendment signed by all Parties.  The amendment shall be 

effective as of the last date on which the Parties have signed the amendment. 

VIII. MERGER 

This Agreement constitutes the entire agreement among the Parties on the subject matter hereof.  

There are no understandings, agreements, or representations, oral or written, not specified herein 

regarding this Agreement. 

IX.   COUNTERPARTS, ELECTRONIC SIGNATURES, AND NOTICE 

This Agreement may be executed in several counterparts, all of which when taken together shall 

constitute one Agreement, notwithstanding that all Parties are not signatories to the same counterpart.    

Each copy of this Agreement so executed shall constitute an original.  Electronic signatures will be 

accepted as if they were original signatures.  Upon signing this Agreement, the Agency shall give a copy 

of the executed agreement to the designee of the Chief Operating Officer.  Parties, the CHRO, and the 

Control Center may obtain a list of Parties to the Agreement from the designee. 



 

 

IN WITNESS WHEREOF the Parties hereto have caused this Agreement to be executed by their duly 

authorized officers as of the dates shown. 

 

 

_________________________________________________  

Name of Agency 

 

 

By:_______________________________________________________________________   

Name Title       

 

______________________   

Date 

    



 

 

FEMA 
(Federal Emergency Management Agency) 

 

FEMA 90 Series Forms 

These forms will need to be filled out in order to get reimbursement or emergency funds from a 

governing body.  There are three forms with each one corresponding to a different procurement type. 

 One is for supplies and materials (FEMA FF 90-124) 

 One is for force account labor (FEMA FF 90-123) 

 One is for rented equipment (FEMA FF 90-125) 

 

These are for reimbursement of funds used to respond to a disaster or to repair damages caused by a 

disaster. 

 

NOTE:  These are printed samples only.  Please be sure to secure updated forms from www.FEMA.gov. 

  

http://www.fema.gov/media-library-data/20130726-1608-20490-8842/90_124.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8748/90_123_2_.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8929/90_125.pdf
http://www.fema.gov/


 

 

FEMA Financial Records Guide 
 

Agencies responding to disasters under appropriate authority may be able to recover some costs and 

expenses associated with their mobilized resources and response.  Justification and documentation is 

required for agencies submitting claims and/or seeking reimbursement or emergency funds from a 

governing body or the emergency fund governed by the Legislature. 

 

To standardize the required documentation, the use of FEMA forms is recommended. 

 

To expedite reimbursement payment processes, procurement professionals should be aware of 

information concerning eligible costs and reimbursement processes requiring documentation and 

justification as it relates to the acquisition of goods and services.  It is important to understand a cost to 

be “reasonable if, in its nature and amount, it does not exceed that which would be incurred by a 

prudent person under the circumstances prevailing at the time the decision was made to incur the cost.” 

(OMB Circular A-87) 

 

Services, equipment and supplies that are purchased specifically in order to perform the mission must 

be governed by formally adopted procurement rules, regulations and code. 

 

In general, those items of equipment and supplies that cost under $5,000 are eligible to be claimed 

upon accurate documentation.  Items of equipment worth more than $5,000 and residual unused 

supplies in excess of $5,000 after the disaster work is completed will require adjustment of the eligible 

acquisition cost. 

 

Contracted services that are necessary to perform emergency work may be eligible upon appropriate 

justification and documentation. 

 

Mission-related Costs must be: 

1. Actual costs 

2. Compliant with federal, state, and local procurement requirements 

3. Calculated using current unit cost structures or other commonly accepted methods, such as: 

a. Historic documentation for similar work 

b. Average costs for similar work in the area 

c. Published unit costs from national cost estimating databases 

d. FEMA cost codes 

e. FEMA equipment rates 

Ineligible Costs: 

1. Administrative costs associated with pre-deployment and post-deployment functions. 

2. Replacement costs of items replaced prior to deployment 

3. Costs for alcohol, tobacco, toiletries, etc. 

4. Costs incurred by an entity that self-deployed without an approved mission. 

 

http://www.whitehouse.gov/omb/circulars_a087_2004


 

 

Documentation Requirements: 

1. Itemized invoices and/or receipts for all items including, but not limited to, clear 

descriptions of items purchased (e.g., serial numbers, or other identifying information), 

costs, dates, vendors, and invoice/receipt numbers. 

2. Documentation indicating that either state or federal procurement regulations, whichever 

are applicable, were followed or a legally acceptable explanation as to why applicable state 

or federal procurement regulations were not followed, including, but not limited to, copies 

of request for proposals (RFPs), summaries or responses to RFPs, price quotes and bid 

tabulations, and copies of government credit card statements, and completed purchase 

orders. 

3. Accurately completed Rental Equipment Summary Records. 

4. Copies of all agreements or contracts. 

5. Clear descriptions of work performed and dates of work performed for contracted work. 

 

Forms: 

1. Materials Summary Records (FEMA Form 90-124) 

2. Force Account Labor Summary Record (FEMA Form 90-123) 

3. Rented Equipment Summary Record (FEMA Form 90-125) 

http://www.fema.gov/media-library-data/20130726-1608-20490-8842/90_124.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8748/90_123_2_.pdf
http://www.fema.gov/media-library-data/20130726-1608-20490-8929/90_125.pdf


 

 
  



 

 

  



 

 



 

 

Mobile Office 
The mobile office is designed to be transported into the field so procurement activities can be done on 

site.  This section includes a list of suggested items for a mobile office. 

 

Mobile Office Guideline 

OVERVIEW   
The DAS Procurement Services office has created 8 mobile offices that are strategically placed with 

managers and other key personnel from DAS PS that will be used in the event of a disaster.  The purpose 

of the mobile office is to provide DAS PS staff with the ability to perform critical job responsibilities from 

at their homes or vehicles.  The mobile offices are equipped with hard copy information and documents, 

technology and supplies that allow the DAS PS staff to communicate with each other and process 

emergency procurements related to disasters. 

TECHNOLOGY AND SUPPLIES 

 Net Book Computer These netbooks have built in WiFi cards and can be used to connect to the 

internet. 

 2 way radio and user guide (FRS type that uses AAA batteries) 

 Digital camera (that uses AAA batteries) 

 First Aid Kit 

 USB Flash Drive 

 Emergency AM/FM Radio w/ Hand Crank 

 AA-Cell LED Flash Light 

 Metal Clipboard with Cover 

 Oregon Road Map 

 Mini versions of yellow pages for Portland, Salem, Eugene, Medford and Bend 

 Copies of current blank State of Oregon Purchase Orders 

 Copy of emergency contact and key personnel info 

 Miscellaneous Office supplies (pads, pencils, pens, stapler, paper clips) 

 Extra AA and AAA Batteries 

 Non-perishable snacks 

 1 roll of duct tape 

 Construction grade nitrile glove 

 Surgical masks (N-95 recommended grade) 

 Hand sanitizer 

 Emergency water packet 

 Energy bar 

STAFFING ASSIGNMENTS: 
8 mobile offices are assigned as follows: 

 1 mobile office assigned to each team lead from the transaction unit of PS 

 1 mobile office for each of the three managers of PS 



 

 

 1 mobile office assigned to a member of ORPIN support 

 1 mobile office assigned on a rotation basis with the two PCS2 positions 

 

The PCS2’s and ORPIN support will be on a 6 month rotation schedule and will post the schedule on the 

U Drive and also on the flash drives contained in the mobile offices. 

If the disaster is sustained over a long period of time, the mobile offices will be transferred to other PS 

staff and a rotation will be set up to provide rest periods. 

 

INFORMATION AND TECHNOLOGY REFRESH: 
The information contained in the mobile offices will be refreshed every six months.  The PCS2 positions 

will refresh the flash drives contained in the mobile offices.  The current assigned PCS2 from the rotation 

schedule shall be responsible for the coordination of the refresh and will ensure all mobile offices have 

been updated prior to rotation of the next PCS2.  The information will include the latest emergency 

contact list, emergency contracts list downloaded from ORPIN, the most current state equipment list 

(this equipment list is maintained by DAS Fleet Services), state owned facilities (primarily agencies that 

have large storage or staging areas such as ODOT, Dept of Corrections and Parks and Recreation), 

emergency and disaster related items available at DAS Surplus, and financial (Emergency SPOTS Card 

Holders) resources, event logs, finance logs and blank PO forms and any other information needed in 

the event of an emergency.  The same information will also be kept on the U Drive in the Business 

Continuity folder and the PCS2 will update the flash drives from here.  The information on the U Drive 

shall be updated by PS staff on an as needed basis.  Batteries and snacks will also be refreshed.  The 

PCS2’s will coordinate the return, refresh and redistribution of the mobile offices back to staff. 

 

The technology refresh of the mobile offices would fall under the normal technology refresh procedures 

of this office, currently lead by Vicki Simonsen.  Current technology refresh is about every 4 years. 

 

STORING AND ACTIVATING MOBILE OFFICES: 
Mobile offices will be kept at a safe location at the assigned staff homes.  The information contained in 

these mobile offices has a low security risk (Level 2) and isn’t confidential; however employees should 

use proper care to ensure the physical security of the mobile office and its contents to prevent potential 

compromise through loss or theft of the mobile office.  The mobile offices will be brought into action 

when called upon during a disaster.  The staff will be responsible for bringing the mobile offices in to PS 

every six months for information refresh.  The PCS2 position will coordinate this activity.  The Mobile 

offices will be numbered and bar coded and tracked through the DAS Procurement Services office 

tracking system (SMEAD).  



 

 

Appendices 
 

Special Procurement 
This special procurement gives authority to conduct procurements within a disaster. 



 

 



 

 



 

 



 

 



 

 

  



 

 

Contract Terms and Conditions Template 
 

It is recommended that these terms and conditions be added into Agency generated contracts when 

creating new contracts or during an amendment process.  This additional term and condition allows for 

a responding Agency to use another Agency’s contract.  The Contractor is obligated to the responding 

Agency the same way as they would respond to the Agency that created the contract. 

  



 

 

AMENDMENT No. ___ to 

PRICE AGREEMENT No.  ________________ 

THIS Amendment No. ____ to Price Agreement No. ____ dated __________________, as 

amended from time to time (“Price Agreement”) between the State of Oregon acting by and through 

its __________________________________________ (“Agency”) and 

________________________ 

_________________________________________________________  (“Contractor”) is effective 

when signed by the parties and approved as required by law (“Amendment Effective Date”). 

“Price Agreement” is defined in OAR 125-246-0110 and means an agreement to agree, a master 

agreement, a Price Agreement, a services agreement, or a retainer agreement. 

WHEREAS, the Department of Administrative Services, Enterprise Goods and Services, 

Procurement Services Office (“DAS PS”) issued the “Special Procurement for Disasters”, Special 

Procurement No. 228-08, as amended from time to time (“Special Procurement”) for the purpose of 

acquiring all supplies, services, ordinary construction, and construction emergency work (“Supplies 

and Services”) needed in response to Disasters; and 

WHEREAS, DAS PS has identified Supplies and Services needed in response to Disasters; and 

WHEREAS, under the Price Agreement, Contractor has agreed to provide to Agency certain 

supplies or services which may qualify as Supplies and Services needed in response to Disasters 

defined in section 1; and 

WHEREAS, the parties wish to amend the Price Agreement to allow State Responders to acquire 

the supplies or services pursuant to the terms and conditions in the Price Agreement for the limited 

purpose of responding to Disasters. 

The parties further agree as follows: 

1. Definitions:  For the purposes of this Amendment, the following terms have the following 

meanings: 

a.  “Disaster” means any time the Governor or the Governor’s designee: 

i. Declares a state of emergency under ORS 401.165 to 401.236; or 

ii. Issues a declaration under the Emergency Conflagration Act, ORS 476.510 to 

476.610; or 

iii. Declares a public health emergency under ORS 433.441 to 433.452; or 

iv. Issues approval of one or more public health actions under ORS 431.264 

b.  “State Responder” means the Department of Administrative Services (“DAS”) 

Enterprise Goods and Services, Procurement Services Office and all state agencies under 

DAS procurement authority that have statutory or rule authority to respond to Disasters. 

c.  “Supplies and Services” means all supplies, services, ordinary construction, and 

construction emergency work needed in response to Disasters. 

 



 

 

2. Subject to the Special Procurement, from time to time during the term of the Price Agreement, 

State Responders may request from Contractor and Contractor may provide to State Responder 

supplies and services in order to respond to a Disaster during the term of the Disaster.  State 

Responders are specifically identified as intended beneficiaries of the terms of the Price Agreement 

for the limited purpose of responding to a Disaster. 

 

If Agency is also a State Responder, Agency is also an intended beneficiary of this Amendment. 

 

Agency and Contractor may modify or terminate the Price Agreement, at any time, without notice 

to or consent of State Responder. 

 

3. State Responders may enter into binding and enforceable contracts with Contractor for the 

purchase of supplies or services by issuing an order in accordance with this Amendment.  Subject to 

the Special Procurement and this Amendment, the terms and conditions of the Price Agreement are 

hereby made a part of all orders issued pursuant to the Special Procurement as if those terms and 

conditions were contained in the order, except that each reference to Agency in the Price 

Agreement, together with any necessary conforming changes, will be deemed a reference to State 

Responder.  Each such order is a separate contract between Contractor and State Responder and is 

enforceable in accordance with the terms thereof and independent of all other such contracts.  

 

Contractor acknowledges and agrees that Agency bears no liability on contracts entered into 

between State Responder and Contractor, which liability Agency expressly disclaims.  

 

4. Term of the Disaster.  State Responder’s right to submit an order for supplies or services 

under this Amendment begins on the date the Governor of the State of Oregon or his designee 

declares a Disaster and ends on the date the Governor of the State of Oregon or his designee 

declares the Disaster has ended. 

 

5. Ordering and Delivery Process and Order.  State Responder and Contractor may agree upon 

an ordering and delivery process, most practicable in light of the Disaster.  Contractor may decline 

any request for supplies or services by refusing to accept the order, if Contractor, in its sole 

discretion, determines it is unable to perform.  Contractor shall notify State Responder if Contractor 

is not able to perform.  State Responder may submit the order to Contractor by any means.  The 

order must specify the following: 

 

a. The quantity of supplies or services; 

b. The total price;  

c. Any special delivery and acceptance provisions;  

d. Any special payment provisions; and 

e. Other information as necessary. 

 

The order may be documented later by: 

 

a. An invoice from the Contractor, provided Contractor has fully or substantially 

performed; or 

b. State Responder’s documentation of its verbal order, provided Contractor has fully or 

substantially performed; or 

c. State Responder’s ordering instrument signed by all parties. 

 



 

 

6. Whenever possible, all terms and conditions are to be harmonized. For the limited purpose of 

responding to a Disaster, in the event of a conflict: (i) the terms and conditions of this Amendment;  

(ii) the Price Agreement Terms and Conditions (following its order of precedence), and (iii) the 

terms and conditions of the order document, will be interpreted in the foregoing order of 

precedence. 

 

7. Except as expressly amended above, all other terms and conditions of Price Agreement are in 

full force and effect. Contractor certifies that the representations, warranties and certifications 

contained in the original Price Agreement are true and correct as of the Amendment Effective Date. 

 

Certification:  The individual signing on behalf of Contractor hereby certifies and swears under penalty of 

perjury, Contractor is not in violation of any Oregon Tax Laws.   For purposes of this certification, 

“Oregon Tax Laws” means a state tax imposed by ORS 401.792 to 401.816 and ORS chapters 118, 314, 

316, 317, 318, 320, 321 and 323; the elderly rental assistance program under ORS 310.630 to 310.706, 

and local taxes administered by the Department of Revenue under ORS 305.620. 
 

 

CONTRACTOR     STATE OF OREGON  

 by and through its Agency 

 

By__________________________________      By:  _________________________ 

 

Title: ________________________________         Title:  _________________________ 

                

Date: _________________________________      Date:  _______________________ 

  



 

 

Emergency Contact Numbers 
 

ORPIN Help Desk    503-378-4642 

 Emergency #    503-378-5858 

503-378-5216 

 
SPOTS Cards, Statewide Financial Management Systems  

(SFMS)    503-373-1044 

 

Procurement Services Office 503-378-4642 

Manager  Debbie Dennis 503-378-3529 

    Emergency:  503-881-5618 

Manager  Ginny Beckwith 503-378-4639 

    Emergency:  307-885-4225 

Manager  Kelly Mix  503-378-2998 

    Emergency:  503-871-8616 

    Emergency:  503-399-5472 

 

DAS Chief Human Resource Office                                                             

Senior Human Resource Consultant  

Susan Hoeye  503-378-8301 

   Emergency:   503-779-4051 

   

Oregon Department of Forestry 

ODF Procurement, Risk and Property Director 

   Shannon Rand  503-945-7383 

   Emergency:   503-949-4518 

ODF Procurement Specialist 

   Burke Mayer    503-945-7249 

   Emergency:   503-930-7749  



 

 

Incident Command System (ICS) Review 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

  



 

 

Disaster Walkthrough Scripts 
When a disaster strikes this state, it is important for Oregonians to pull together and assist those in 

need.  Disasters can take many forms whether they are earthquakes, tsunamis, fires, pandemics, 

tornados, floods, or acts of terrorism.  While some disasters are more common (forest fires, pandemics, 

floods) than others (terrorism, tsunamis), it is important to be prepared.  As a procurement official, you 

can play a part in mitigating and recovering from a disaster. 

What follows is a walkthrough and script of what happens when a disaster strikes. 

Emergency Declaration 
The whole process starts when the Governor declares a disaster and notifies the Department of Forestry 

Agency Operation Center (AOC), the Public Health Agency Operation Center (AOC), or the Oregon 

Emergency Management Emergency Coordination Center (ECC).  This will depend on the type of disaster 

that occurs (Department of Forestry – forest fires, Public Health Agency – pandemics, Oregon 

Emergency Management – all other disasters). 

Designation of Responsibilities 
The above centers receive calls and requests for resources from local disaster command centers.  

Depending on the nature of the disaster and the type of emergency support needed, the request will go 

to the agency designated with the primary responsibility for that particular emergency support function 

(ESF).  In filling each request for resources, the agency with primary responsibility may request help 

from an agency with support or adjunct responsibility in this functional area.  The Office of Emergency 

Management provides the State of Oregon Emergency Support Functions and Agency Assignments list 

biannually in their Emergency Operation Plan.  This list details which agencies have primary, secondary 

or adjunct emergency support responsibilities.  See Appendix A for a copy of the list or use this link: 

http://www.oregon.gov/OMD/OEM/plans_train/docs/eop/esf_0.pdf 

Procurement Support 
Procurement plays an extensive support role in providing nearly every resource needed in a disaster.  

Surges of requests from many agencies are a likely result of any emergency declaration. 

In order to handle the surge of requests, agency procurement specialists have developed a 

corresponding plan to ensure emergency resource needs are met in an efficient and timely manner.  

ODF, DHS, and DAS-PS will designate a Coordinating Supervisor to activate this procurement plan and 

they will determine if they have a staff available to perform the required procurements. 

Ordering Procurement Staff 
If staffing is not available, the Agency management will contact Department of Administrative Services – 

Enterprise Human Resource Services (DAS-EHRS): 

Hello, this is (requesting manager’s name) from the (requesting Agency).  We are conducting 

procurements for the disaster in (location of the event).  I will need additional staff to assist. 

I am in need of (quantity of staff) for (duration required).  Experience in procurement is 

preferred, but not necessary.  They will be working from their own locations and the 

expenditures they make will be paid by their Agency.  They will receive instructions via e-mail and 

fax. 

http://www.oregon.gov/OMD/OEM/plans_train/docs/eop/esf_0.pdf


 

 

They will need to start (starting date). 

Receiving Requests 
Once the Buyers have been identified, they will start receiving purchase requests from either the AOC or 

ECC that will include an OEM number.  This number is required for tracking purposes and is to be 

entered on the Event Log. 

Buyers need to ensure they have a clear understanding of what resource is required.  Be sure to ask 

questions such as: 

The function of the resource 

Quantity (If more than one, should they all be the same?) 

Size Capacity 

Transportation, Delivery, Operational, Storage Needs 

Identify Suppliers 
The Buyer will search for the supplies using ORPIN, GSA, Google, phone book, or other sources.  State 

surplus has already been contacted by this point, so there is no need to contact them. 

Procuring the Resource 
Once the supplier has been identified, the Buyer can contact the Supplier: 

Hello, my name is (name of Buyer).  I am (from or representing) the Oregon Procurement 

Services Office.  The Governor has declared a disaster in (location of event). 

I am looking for (item required and the quantity needed).  Would you be able to supply that? 

If yes, then you will need to ask the following questions: 

What is the cost? 

Will you deliver?  What is the delivery charge?  How soon can you deliver? 

If this is a will call, when will it be ready for pick up?  At what address? 

How would you like payment (direct bill, purchase order, credit card)? 

Bill Us:  The invoice can be emailed to (Buyer’s email address) or faxed to (Buyer’s fax number).  

Your reference number is (OEM Incident Number). 

Purchase Order:  Please use PO number (PO number generated by Buyer) and email invoice to 

(Buyer’s email address) or fax to (Buyer’s fax number).  Your reference number is (OEM Incident 

Number). 

SPOTS Card:  You will be contacted within the next hour by a SPOTS card holder who will give 

you the credit card information.  The reference is (OEM Incident Number).  Please email invoice 

to (Buyer’s email address) or fax to (Buyer’s fax number). 

Thank you for your assistance with these supplies. 

If no, ask them if they know of other options to meet the same need or any other supplies in the area 

that may be able to assist, then move on to the next supplier. 



 

 

If the payment is to be done with a SPOTS card, the Finance Coordinator will need to be contacted to 

locate a SPOTS card holder with the approved single transaction limits as well as an account balance that 

can handle the transaction: 

Hello, this is (Buyer’s name).  I need a SPOTS card payment in the amount of (dollar amount of 

purchase).  Who can I contact? 

The Finance Coordinator will provide the contact information for the appropriate person to the Buyer.  

The Buyer will contact the SPOTS card holder for payment: 

Hello, my name is (Buyer’s name).  I am purchasing supplies for the disaster in (location of 

event).  I was given your name by (Finance Coordinator) as a SPOTS card holder that can assist a 

purchase.  I need a payment for supplies. 

You will need to call (contact name of supplier) of (business name) at (phone number of 

supplier).  They are expecting credit card payment in the amount of (dollar amount) for 

(supplies being purchased).  The reference number is (OEM Incident Number). 

Please confirm payment to me at (Buyer’s phone number or email address). 

Thank you. 

The Buyer will notify the Coordinating Supervisor of the order status: 

This is (Buyer’s name) of (assisting Agency).  The supplies requested under OEM Action Number 

(OEM action number) and incident number (incident number) have been ordered and will be 

delivered on (delivery date). 

OR 

This is (Buyer’s name) of (assisting Agency).  The supplies requested under OEM Action Number 

(OEM action number) and incident number (incident number) have been ordered and can be 

picked up on (delivery date) from (supplier name and location). 

The Buyer will also need to update the Finance Coordinator of the status of the orders placed with a 

SPOTS card as soon as it has been completed.  This is to ensure that cards do not get maxed out: 

Hello, this is (Buyer’s name).  I have an update on a purchase.  It is OEM action number (OEM 

action number) and incident number (incident number).  The (supplies ordered) were purchased 

from (supplier business name) and delivered to (name of the person or location receiving the 

supplies).  The cost of the order was (cost).  It was charged to a SPOTS card holder (card holder 

name). 

After the purchase is completed, the Buyer is to confirm receipt of the supplies: 

Hello, my name is (Buyer’s name).  I am calling to confirm the delivery of (supplies ordered).  

Can you give me a date and time of delivery? 

Thank you. 

OR 



 

 

Hello, this is (Buyer’s name) (from or representing) the Oregon Procurement Services Office.  I 

am calling to confirm the pick-up of the supplies I ordered earlier.  Do you have the date and 

time they were picked up? 

Thank you. 

The Buyer will in turn notify the Coordinating Supervisor of the order status: 

This is (Buyer’s name) of (assisting Agency).  The supplies requested under OEM Action Number 

(OEM action number) and incident number (incident number) have been ordered and was 

delivered on (delivery date). 

OR 

This is (Buyer’s name) of (assisting Agency).  The supplies requested under OEM Action Number 

(OEM action number) and incident number (incident number) have been ordered and were 

picked up on (delivery date) from (supplier name and location). 

Finalizing the Order 
The Coordinating Supervisor will relay this information to the ECC or OAC to close out the purchase. 

The Buyer will forward all of the procurement files for each purchase on to the Coordinating Supervisor.  

They will work with the Financial Coordinator on any and all possible FEMA reimbursements. 

Once the Governor declares the disaster is over, the Buyer is released back to their normal duties. 

This process will be a great step in mitigating further damages during a disaster as well as getting a head 

start in the recovery process. 

  



 

 

Individual Scripts 

Coordinating Supervisor Scripts 
To EHRS (request staffing): 

Hello, this is (requesting manager’s name) from the (requesting Agency).  We are conducting 

procurements for the disaster in (location of the event).  I will need additional staff to assist. 

I am in need of (quantity of staff) for (duration required).  Experience in procurement is 

preferred, but not necessary.  They will be working from their own locations and the 

expenditures they make will be paid by their Agency.  They will receive instructions via e-mail and 

fax. 

They will need to start (starting date). 

To EHRS or OAC (report order status): 

This is (Coordinating Supervisor’s name) of (Agency).  The supplies requested under OEM Action 

Number (OEM action number) and incident number (incident number) have been ordered and 

will be delivered on (delivery date). 

OR 

This is (Coordinating Supervisor’s name) of (Agency).  The supplies requested under OEM Action 

Number (OEM action number) and incident number (incident number) have been ordered and 

can be picked up on (delivery date) from (supplier name and location). 

To ECC or OAC (report delivery): 

This is (Coordinating Supervisor’s name) of (Agency).  The supplies requested under OEM Action 

Number (OEM action number) and incident number (incident number) was delivered on 

(delivery date). 

OR 

This is (Coordinating Supervisor’s name) of (Agency).  The supplies requested under OEM Action 

Number (OEM action number) and incident number (incident number) have been picked up on 

(delivery date) from (supplier name and location). 

Buyer Scripts 
To supplier: 

Hello, my name is (name of Buyer).  I am (from or representing) the Oregon Procurement 

Services Office.  The Governor has declared a disaster in (location of event). 

I am looking for (item required and the quantity needed).  Would you be able to supply that? 

If yes, then you will need to ask the following questions: 

What is the cost? 

Will you deliver?  What is the delivery charge?  How soon can you deliver? 

If this is a will call, when will it be ready for pick up?  At what address? 

How would you like payment (direct bill, purchase order, credit card)? 



 

 

Bill Us:  The invoice can be emailed to (Buyer’s email address) or faxed to (Buyer’s fax number).  

Your reference number is (OEM Incident Number). 

Purchase Order:  Please use PO number (PO number generated by Buyer) and email invoice to 

(Buyer’s email address) or fax to (Buyer’s fax number).  Your reference number is (OEM Incident 

Number). 

SPOTS Card:  You will be contacted within the next hour by a SPOTS card holder who will give 

you the credit card information.  The reference is (OEM Incident Number).  Please email invoice 

to (Buyer’s email address) or fax to (Buyer’s fax number). 

Thank you for your assistance with these supplies. 

If no, ask them if they know of other options to meet the same need or any other supplies in the area 

that may be able to assist, then move on to the next supplier. 

To Finance Coordinator for SPOTS card holder information: 

Hello, this is (Buyer’s name).  I need a SPOTS card payment in the amount of (dollar amount of 

purchase).  Who can I contact? 

To SPOTS card holder for SPOTS card information: 

Hello, my name is (Buyer’s name).  I am purchasing supplies for the disaster in (location of 

event).  I was given your name by (Finance Coordinator) as a SPOTS card holder that can assist a 

purchase.  I need a payment for supplies. 

You will need to call (contact name of supplier) of (business name) at (phone number of 

supplier).  They are expecting credit card payment in the amount of (dollar amount) for 

(supplies being purchased).  The reference number is (OEM Incident Number). 

Please confirm payment to me at (Buyer’s phone number or email address). 

Thank you. 

To Finance Coordinator to update SPOTS card purchases: 

Hello, this is (Buyer’s name).  I have an update on a purchase.  It is OEM action number (OEM 

action number) and incident number (incident number).  The (supplies ordered) were purchased 

from (supplier business name) and delivered to (name of the person or location receiving the 

supplies).  The cost of the order was (cost).  It was charged to a SPOTS card holder (card holder 

name). 

To Receiver to confirm delivery: 

Hello, my name is (Buyer’s name).  I am calling to confirm the delivery of (supplies ordered).  

Can you give me a date and time of delivery? 

Thank you. 

OR 



 

 

Hello, this is (Buyer’s name) (from or representing) the Oregon Procurement Services Office.  I 

am calling to confirm the pick-up of the supplies I ordered earlier.  Do you have the date and 

time they were picked up? 

Thank you. 

To Coordinating Supervisor of the order status: 

This is (Buyer’s name) of (assisting Agency).  The supplies requested under OEM Action Number 

(OEM action number) and incident number (incident number) have been ordered and was 

delivered on (delivery date). 

OR 

This is (Buyer’s name) of (assisting Agency).  The supplies requested under OEM Action Number 

(OEM action number) and incident number (incident number) have been ordered and were 

picked up on (delivery date) from (supplier name and location).
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