Appendix B – Checklist for Project Planners

This checklist contains tables that should be completed and kept up-to-date.  Identify potential security and emergency management planning partners for your State, recording names, positions and contact information.  It is important to establish and maintain routine contact with these partners, and to identify their position within the organization, as well as position-related contact information, since people will rotate in and out of positions.  

Coordination should be made prior to beginning a project to establish relationships before the planning begins. This familiarity with personalities and being able to converse on a first name basis may be crucial to ensure parties can work together.  

The checklist also serves as a security and emergency management coordination guide for the entire planning process, from initiation to the beginning of construction.
Directions:  

To use the check boxes, double click on the box and left click on “Checked,” then left click “OK.”
	GETTING STARTED – Use this portion to develop a comprehensive master list of potential partners

	 FORMCHECKBOX 

	Identify, locate and introduce yourself to your internal organizational emergency management coordinator, security coordinator and ESF 1 coordinator, as appropriate for your organization.   (They may be the same person.) 

	 FORMCHECKBOX 

	Identify all potential partners applicable to your organization – work with your State DOT/MPO emergency management, security and/or ESF 1 coordinators.  Complete a table and maintain for future reference.  (Use the table in Appendix C as a model and adapt it as necessary to your organization.) 

	 FORMCHECKBOX 

	Obtain a copy of the most recent general risk (natural disasters) and threat (man-caused incidents) assessment for your State or regional area of interest.  (Possible sources:  State EMA or homeland security organization.)

	 FORMCHECKBOX 

	Obtain a copy of the most recent critical infrastructure risk and threat assessment for your State or regional area of interest.  (Possible sources:  State DOT Engineer/MPO member agency staff and/or the State PSA.)

	 FORMCHECKBOX 

	Familiarize yourself with all risk/threat assessment information to determine if there is information that impacts the geographic area of the project.

	 FORMCHECKBOX 

	Familiarize yourself with the various hyperlinked documents in the body of the guide, as necessary.  

	 FORMCHECKBOX 

	Prepare an initial set of general questions that you would want to ask your partners.  


	PROJECT SPECIFIC CHECKLIST – Use this set of forms for getting partners involved in a specific project.

	PROJECT TITLE:__________________________________________________

	

	1.  Initial Actions 

	 FORMCHECKBOX 

	Identify scope of the project – impacted counties/parishes/municipalities (This will identify partner local, tribal, regional, interstate and/or international governments.)                               

	 FORMCHECKBOX 

	Examine topography and significant geographical features impacting the project. (This may help you identify need for certain measures.)

	 FORMCHECKBOX 

	Identify what special elements are involved in the project, e.g., bridges, tunnels, rest areas.  (This will help you develop the question list that you will use during meetings with partners.)

	 FORMCHECKBOX 

	Identify existing nearby critical infrastructure, e.g., bridges, nuclear power plants, chemical refining facilities. (This may help identify special security and/or emergency response requirements; you also need to talk to the security managers of those facilities.) 

	 FORMCHECKBOX 

	Review the most recent risk/threat assessments for information impacting the project.

	 FORMCHECKBOX 

	Arrange for a current risk/threat assessment to be conducted at the outset of the planning process.  (Your State DOT/MPO security individual, and bridge and civil engineers can assist with this.)

	 FORMCHECKBOX 

	Identify the level of risk that will be accepted for the end product.  (This sets the limit for the depth you want to delve into possible security measures; your State DOT/MPO should have a process in place.)

	 FORMCHECKBOX 

	Develop a risk management plan.  (Partner with your organizational security officer, bridge and civil engineers, the State Homeland Security office, and local experts, as necessary.)

	


	2.  Identify what partners may be needed, based on the scope of the project.  

(NOTE:  some partners may always be involved.)

	(
	Need Local Partners                          (
	 FORMCHECKBOX 

	Local Partners contacted

	(
	Need Intrastate Partners                    (
	 FORMCHECKBOX 

	Intrastate Partners contacted

	(
	Need State Partners                           (
	 FORMCHECKBOX 

	State Partners contacted

	(
	Need Federal Partners                       (
	 FORMCHECKBOX 

	Federal Partners contacted

	 FORMCHECKBOX 

	Need Functional Partners                  (
	 FORMCHECKBOX 

	Functional Partners contacted

	 FORMCHECKBOX 

	Need Interstate Partners                    (
	 FORMCHECKBOX 

	Interstate Partners contacted

	 FORMCHECKBOX 

	Need International Partners              (
	 FORMCHECKBOX 

	International Partners contacted

	 FORMCHECKBOX 

	Develop an initial list of project-specific questions for the initial meeting with partners.

	

	3.  Notify Partner Agency POCs 

	 FORMCHECKBOX 

	Create project-specific mailing list with email addresses

	 FORMCHECKBOX 

	Send “heads up” email to POCs to identify project and obtain agreement to participate – identify suspense date

	 FORMCHECKBOX 

	Track receipts and follow up via telephone for any that do not respond

	 FORMCHECKBOX 

	Update mailing list of participants for future emails


	4.  Initial Meeting

	 FORMCHECKBOX 

	Identify date, time and location for initial meeting

	 FORMCHECKBOX 

	Schedule/reserve the location

	 FORMCHECKBOX 

	Establish agenda 

	 FORMCHECKBOX 

	Develop handouts – background information, draft charter 

	 FORMCHECKBOX 

	Send email invitation at least 3 weeks prior to meeting – include agenda and read-aheads

	 FORMCHECKBOX 

	Track responses and follow up via telephone for any that do not respond within 1 week

	 FORMCHECKBOX 

	Identify 1 or 2 people from your office to take minutes.

	 FORMCHECKBOX 

	Conduct meeting, asking questions and receiving answers and other input.  (Once you establish a dialogue, you will be able to refine your questions and focus in on specific measures that can be incorporated into the project.)

	 FORMCHECKBOX 

	After the meeting, prepare and distribute meeting minutes.

	NOTE:  You can use Checklist 4 for follow-on meetings.  You need to ensure that you maintain the project-specific partner listing as an up-to-date roster so all partners are kept informed of meetings, receive progress reports and are able to contribute to the planning process.

	5.  Post Project Activity – this is a critical part of the overall process

	 FORMCHECKBOX 

	Conduct a post-project after action review with all partners to identify lessons learned and any best practices.  (Incorporate lessons learned and best practices into your next project.  Share this information with peers in other organizations.)
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