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APPENDIX DEVELOPMENT AND MAINTENANCE 
 

This Appendix is developed in support of the City of Los Angeles Emergency Operations Plan 
(EOP) to facilitate the most efficient and effective utilization of solicited and unsolicited 
donated goods during disasters. 

 

This Appendix is developed in cooperation and with input from the City departments with 
primary response or support activities, as well as input from appropriate non-City agencies with 
identified activities related to the donation of goods after a disaster or emergency. 

 
This Appendix is developed to describe the overall Citywide response function and capabilities, 
and is to be used by each department identified within this Appendix to develop their own 
standardized operating procedures (SOPs) specifically for their department to direct tactical 
operations. When developing SOPs, each department is to take into consideration how all of 
the activities identified in this plan directly relate to their own department, as well as how 
those activities interact with, support, or require support from other departments identified 
within this plan. Departments must ensure that their SOPs are inclusive of planning for people 
with disabilities and others with access and functional needs. If, at any time, any department 
identifies a conflict in how their field response or support activities are performed in 
comparison to what is described in this Appendix, and/or identifies a conflict between their 
listed activities within this Appendix and how they relate to or support another department’s 
listed activities, such conflict is to be immediately reported to the Emergency Management 
Department Planning Division. 

 
If, at any time, a department, agency, or stakeholder to this Appendix changes, develops, or 
amends any policy, procedure, or operation that will change or affect the contents of this 
Appendix, that entity is to immediately notify the Emergency Management Department 
Planning Division. 

 

This Appendix is to be corrected immediately upon notification or observation of any 
operational errors or conflicts. Such corrections are to be reflected within the Record of 
Changes. 

 
Every other year, a formal review of this Appendix will be conducted by departments and 
agencies that are identified within the Appendix, as well as any other departments or agencies 
that may need to be part of the review process. The Emergency Management Department 
Planning Division will lead such an effort. Upon completion of such formal review, all 
corrections to the Appendix will be reflected within the Record of Changes. 
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APPROVAL AND IMPLEMENTATION 
 

This document is a Functional Support Appendix to the City EOP. It serves as either a stand- 
alone plan or companion document to an applicable Hazard Specific Response Appendix to the 
EOP. This Appendix was developed with input from all applicable City of Los Angeles 
departments and allied stakeholders. Upon completion, it is reviewed by the City’s Emergency 
Management Committee (EMC). When approved by the EMC, it presents the Appendix to the 
Emergency Operations Board (EOB) with a recommendation for approval. Upon review and 
approval by the EOB, the Appendix goes to the Mayor of the City of Los Angeles with a 
recommendation to approve and forward to the City Council for adoption. 

 

Upon formal approval by the Mayor and adoption by the City Council, this document becomes 
an official Annex to the City of Los Angeles EOP. 

 
This Appendix was developed with input from all applicable Los Angeles City departments. This 
Appendix is compliant with the Federal Emergency Management Agency (FEMA) 
Comprehensive Preparedness Guide (CPG) 101, Developing and Maintaining Emergency 
Operations Plans, Version 2.0 (CPG 101 V.2)1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
Developing and Maintaining Emergency Operations Plans. Comprehensive Preparedness Guide (CPG) 101, version 

2.0 ed. (n.p.: U.S. Department of Homeland Security, Federal Emergency Management Agency, 2010). 



4 
 

 

RECORD OF CHANGES 
 

Each revision or correction to this Appendix must be recorded. The record contains the date, 
location, and brief description of change, as well as who requested or performed such change. 

 

Table 1: Record of Changes 
 

Date Section/Page Description of Change Changed By 

 
June 2018 

 
Entire Document 

- Update information regarding Give2LA, 

BOC, and Donations Management as 

part of cyclical review of Annex 

 
Patrick Munongo 
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CITY EMERGENCY OPERATIONS PLAN/ANNEX CROSS REFERENCE 
 

During the response, the following functional support shall be used as deemed necessary: 
 

 Throughout this document, where public information and communication with the 
public is referenced, see the Emergency Public Information Annex. 

 

 Where internal communications systems is referenced, see the Communications Annex. 
 

 Where early warning and notification is referenced, see the Early Warning and 
Notification Annex. 

 

 Where sheltering, mass care, mass feeding and the provision of functional needs 
support services (FNSS) is referenced, see the Mass Care and Sheltering Annex; 
Resettlement Processing Center Annex; and Logistics Annex. 

 

 Where reference is made to evacuations, see the Evacuation Annex. 
 

 Where reference is made to Federal, State, Local or Non-Governmental Organizations 
providing recovery information, see the Local Assistance Center Annex and Recovery 
Annex. 

 

 Where reference is made to response and restoration of critical infrastructure, see the 
Critical Infrastructure Annex. 

 

 Hazard Specific Annexes include the Tsunami Annex, Earthquake Annex, Adverse 
Weather Annex, Brushfire Annex, Urban Flooding Annex, Off-Airport Major Aircraft 
Response Annex, Debris Flow Annex, Civil Disturbance Annex, Terrorism Annex and 
CBRN Annexes (Chemical, Biological, Radiological, and Nuclear). 

 

 All actions related to fulfilling the purpose of this Appendix will adhere to the City of Los 
Angeles Citywide American with Disabilities Act (ADA) guides, documents, and 
checklists. 

 

 Where City departments have tasks assigned relative to this Appendix, please refer to 
that specific department’s Standard Operating Procedures. 
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BACKGROUND 
 

In the wake of a natural disaster or other emergency, it is a common desire for members of the 
surrounding community to want to donate items to assist the local government’s response 
efforts. The City of Los Angeles recognizes that offers from the public and private sector are 
important resources in the response and recovery efforts and must be effectively coordinated. 
Offers of assistance may be in the form of monetary donations or in-kind donations (i.e. food, 
clothing, products and equipment). However, many individuals donate goods that are not 
needed by disaster survivors or offer services that are not needed in the recovery process. 
Unsolicited donated goods may arrive in the local area without warning, day or night, unsorted 
and with minimal packaging and markings. When such goods are received, they must typically 
be sorted, repackaged and labeled, temporarily stored, and then transported to distribution 
points to be picked up by disaster survivors. Some goods may even have to be destroyed if the 
items are not useable by survivors, resulting in an inefficiency of time and poor use of 
resources. 

 
Unsolicited, undesignated donations can be reduced by developing and maintaining a current 
list of disaster needs, screening donation offers, and providing information to potential donors 
through traditional and social media on current needs, along with information about items and 
services that are not required or needed. By planning for the management of goods donations, 
efforts can be properly coordinated to meet the needs of affected communities in the City of 
Los Angeles following major emergencies and disasters. The goal of this Appendix is to outline 
the City’s process for accepting in kind, goods, and monetary donations and to effectively 
match the needs of the disaster-impacted communities with items that individuals and 
corporations are willing and able to donate. 
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I. PURPOSE, SCOPE, SITUATION AND ASSUMPTIONS 

A. Purpose 
The purpose of the Appendix is to provide for the orderly and coordinated response 
of all or any part of the population of the City of Los Angeles, if it is determined that 
such action is the most effective means available for protecting the population from 
the effects of an emergency situation. Organizations, operational concepts, 
responsibilities, and procedures to effectively manage donated goods during an 
emergency are defined within this Appendix. 

 

The Appendix details government responsibilities for the managed response of 
donations. This Appendix can be used in conjunction with other annexes and 
appendices designed for the protection of the population. This Appendix is 
applicable to all locations and to all agencies, organizations, and personnel with 
donation management responsibilities. 

 
The Appendix has been developed to meet the following objectives: 

 Provide a concept of operations and identify roles and responsibilities for each 
appropriate department within the City of Los Angeles. 

 Ensure consistency with Federal, State of California, the Los Angeles County 
Operational Area, and other local governments’ emergency response plans and 
operations. 

 To accept offers of donated goods that will support the City of Los Angeles in 
emergencies. 

 Accept and direct cash donations to partner non-profit organizations to improve 
community resilience for Los Angeles. 

 Manage donation needs by detailing the process of fulfilling City goods requests 
through donations. 

 

B. Scope 
Effective incident management begins with a host of preparedness activities 
conducted well in advance of any potential incident. Preparedness involves an 
integrated combination of: planning; training; exercises; personnel qualification and 
certification standards; equipment acquisition and certification standards; and 
publication management processes and activities. 

 
This Appendix is applicable to Los Angeles City departments with donation 
management responsibilities. Of particular importance to this document are: 

 City Departments with emergency public safety functions. 

 City Departments having routine interaction with the public. 

 City Departments performing emergency public safety or other critical services. 
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C. Situation Overview 
1. Characteristics 

a) Location 
The City of Los Angeles covers 498 square miles with approximately 468 
square miles of habitable land (214 square miles of which are hills and 
mountains) and approximately 29 square miles of water. The San Gabriel and 
Santa Susana Mountains bound the City on the North and the Santa Monica 
Mountains extend across the middle of the City. The Palos Verdes Hills and 
Pacific Ocean bound the City on the South and West. 

 
b) Demographics 

According to the California Department of Demographic Research Unit’s “E-1 
Population Estimates for Cities, Counties, and the State2”, the 2016 
population estimate for the City of Los Angeles is 4,030,904. This breaks 
down to approximately 8094 persons per square mile. 

 

The City of Los Angeles is one of the most diverse cities in the world. 
Angelenos speak nearly 200 languages and are part of many different 
religious and belief systems. Community members who live, work, and play 
in Los Angeles include people with disabilities and others with access and 
functional needs. 
This plan will use the phrase people with disabilities and others with access 
and functional needs to describe both those that meet the definition of 
disability as well as people who may or may not meet the definitions of civil 
rights laws or some of the 60 plus diverse definitions of disability3. The 
definitions for people with disabilities as well as others with access and 
functional needs are provided below: 

 

People with Disabilities 

“Disability” in this context is a legal term rather than a medical one. It refers 
to a Federally protected class under the 1990 Americans with Disabilities Act 
(ADA). Nationally, people with disabilities make up about 20% of the 
population. To be in compliance with the law, emergency managers must 
apply the concepts of accessibility, inclusion, and nondiscrimination in 
providing services to the general public which includes communication of 

 
 
 

2 
California Department of Finance, E-1 Population Estimates for Cities, Counties, and the State, January 1, 2015 

and 2016 
3 

Los Angeles Department of Public Health, “Adult Disability in Los Angeles County.” LA Health. Sept. 2006 
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public information and warnings, transportation, mass care and sheltering, 
and evacuations. 

 

 
Others with Access and Functional Needs 
“Others with Access and Functional Needs” is a broad definition that includes 
anyone who might have additional needs before, during, or after a disaster in 
accessing services. This includes individuals that may or may not meet the 
definitions of disability under existing civil rights laws, such as people with 
limited or no English language proficiency, individuals that are 
institutionalized, women in late-term pregnancy, or those with limited or no 
access to transportation. With this broader definition, about 50% of the 
population is considered to have an access or functional need. Anyone with a 
disability has an access and functional need, but not everyone with an access 
and functional need has a disability. 

2. Vulnerabilities 
The City of Los Angeles has multiple, accessible, redundant warning and 
notification systems that it will utilize to reach the public for warnings, 
notification, and support. The primary mode of notification will be the NotifyLA 
application. Other modes will include news releases and public service 
announcements to the media and directly through social media. Factors to 
consider are the type of disaster, the population density, and the terrain in areas 
of Los Angeles. In some instances, the consequences of a disaster along with 
terrain, and the geographical area, may impact the effectiveness of notification 
systems. 

 
The City of Los Angeles recognizes that disasters may exhaust local resources. 
The City continues to develop, update and/or maintain Memorandums of 
understanding (MOUs), Memorandums of agreement (MOAs), and contract 
amendments with private vendors to increase response capability and available 
resources. In addition, the City of Los Angeles’s Business Operations Center 
(BOC) maintains communication channels with the private sector who may 
provide donations in an emergency. 

 

Due to the population density and terrain of the City of Los Angeles, the City 
recognizes that, despite a good faith effort, it may not have the capabilities or 
resources to reach every individual in terms of public warnings, notification 
and/or support. 

 
D. Assumptions 

This Appendix was created to integrate the concepts and structure defined by the 
National Incident Management System (NIMS), the California Standardized 
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Emergency Management System (SEMS), and the National Incident Command 
System (ICS). 

 All City, State, and Federal processes, procedures, and protocols reflected or 
referenced in this document were current as of the date of approval of this 
Appendix. Before implementing this Appendix, confirm that the processes, 
procedures, and protocols are unchanged. If necessary, before implementing, 
modify the Appendix to reflect updated processes, procedures, and protocols. 

 Only Departments that have a response role or a role closely supporting 
donation management during an emergency will be included in this Appendix. 
The departmental roles listed are limited to those applicable to the event. 

 In any disaster, primary consideration is given to the preservation of life. 
Additionally, time and effort must be given to providing critical life-sustaining 
needs. 

 In a catastrophic incident, damage control and disaster relief will be required 
from the State and federal government, other local governments and private 
organizations. 

 The City Emergency Operations Center (EOC) may or may not be activated in 
support of an event or emergency. EOC activation will be determined based on 
the scope and scale of the event. 

 Electronic communications and information technology systems will be 
compliant with Section 508 of the Rehabilitation Act. 

 All printed public education material produced to support this Appendix for 
distribution to the general public shall be available in multiple accessible 
formats. 

 Many residential, commercial and institutional structures could be damaged; 
requiring a large Urban Search & Rescue/Heavy Rescue mobilization. 

 Residents could be displaced; requiring shelter and social service needs. 
Sheltering activities could be short term or long term depending on the severity 
of the incident. 

 Vital infrastructure such as potable water supplies, electrical power, natural gas 
and sewer services could be compromised. Re-establishment of these vital 
resources will be critical. 

 Transportation infrastructure could be damaged and in limited operation. Vital 
vehicle and rail corridors could be damaged and impassible. Re-establishment of 
transportation infrastructure will be critical. 

 Communications infrastructure could be damaged; causing disruption in land- 
line telephone, cellular telephone, radio, microwave, computer and other 
communication services. Re-establishment of communications  infrastructure 
will be critical. 

 Local and State owned resources will be quickly exhausted quickly in a 
catastrophic event. 

 Unaffected jurisdictions and organizations may be requested to provide 
personnel and equipment to the region for support. 
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 Unsolicited donated goods may arrive in the local area without warning, day or 
night, unsorted and with minimal packaging and markings. Donations 
management and coordination will be needed. 

 This Appendix does not supersede the plans, policies, or procedures of 
participating organizations, nor does it affect offers of donations directed to 
specific voluntary agencies. 
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II. CONCEPT OF OPERATIONS 
 

A. Terminology 
 

Donation: Gift given by an individual or organization, typically for charitable 
purposes or to benefit a cause. Donations may take various forms, including cash, 
services, new or used goods. 

 

In-kind Donations: Charitable gifts of goods or services. 
 

WebEOC: A web-enabled, locally-configurable incident and event management 
software for authorized emergency managers and first responders 
Unmet Needs: Items needed to assist in disaster response and recovery efforts that 
are not projected to be supplied based on current resource availability. 

 

Unsolicited Donations: Donated items that have not been requested by government 
officials, voluntary disaster relief organizations, or other donations-related 
personnel. 

 

For a list of acronyms, see Attachment B-1 
 

B. Coordination of Donated Goods 
In times when the EOC is not activated, the Emergency Management Department 
(EMD) will assume responsibility for coordinating donations in collaboration with the 
American Red Cross and Salvation Army through the Business Operation Center 
(BOC). 

 
When the EOC is activated, or during a proclaimed/declared emergency, resource 
requests will be made to the EOC through department operations centers (DOCs) 
and/or Incident Command Posts/Unified Command Posts (ICPs/UCPs). 

 
In such situations where donations will be managed, the EOC will activate the BOC, 
which will appoint a Donation Management Unit Leader from the Salvation Army to 
handle donations. The BOC Donation Management Unit Leader will be responsible 
for coordinating and facilitating the effective management and utilization of 
donations from the private sector and the general public using the City EOC 
Resource Request Form and/or WebEOC. 
If resource requests are received by the EOC, the request will be routed to the 
Operations Section Resource Management Unit for approval (NOTE: VERIFY 
POSITION WITH ROB). The Operations Section Coordinator will assign the request to 
a Branch Director or Unit Leader to fulfill the request.(NOTE: CHECK WITH ROB) 
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C. Business Operations Center (BOC) Coordination of Private Sector Donations 
The Business Operations Center (BOC) manages the donation of goods, services, or 
the use of facilities from corporations or organizations through BOC processes. The 
EOC, as a whole, has the option of interfacing with the BOC, if activated, to 
coordinate resources from the private sector. Requested resources procured from 
private organizations and companies (see Attachment B-2: Business Operations 
Center Sectors) through the BOC may be, but are not necessarily regarded as, 
donations. Some contractual agreements may be made for loaned resources or 
purchases. All donations provided for government use through the BOC constitute 
offers of in-kind assistance. The BOC is not intended to serve as a sourcing option for 
the EOC Finance and Administration Section’s Procurement Unit, and it shall not be 
used as a means to circumvent existing emergency contracting laws, policies, or 
procedures. 

 
These items may be requested needs of the City during an emergency or unsolicited 
offers from corporations or organizations. BOC volunteers maintain a virtual 
database where vendor or donor information is processed and reviewed by the BOC 
Coordinator to accept or decline a donation offer. If necessary, the BOC will contact 
the donor to formally decline. Donors can update their organization profiles and 
offers of items, services or facilities at any time through the BOC. (NOTE: REMOVE 
ATTACHMENT B-3) 

 
When unmet government needs cannot be fulfilled via other government channels, 
resource requests may be routed from the Operations Section Resource 
Management Unit to the BOC. When requests can be fulfilled by  a private sector, 
the BOC Sector Lead will follow internal protocols to match the request with 
available private sector resources. (NOTE: CHECK ATTACHMENT B-4) 

 

If a donor has been found, the resource need is reconfirmed with the Resource 
Management Unit Leader. The BOC negotiates a Donation Commitment Agreement 
to confirm details of the donation, such as specification of the resource as a 
donation or loan, technical descriptions and operating instructions and 
transportation requirements. Along with the Donation Commitment Agreement, 
donors also have the opportunity to submit any legal documents associated with the 
donation or loan and the estimated or actual value of the resource (Reference BOC 
documentation). Three copies of the finalized, signed Donation Commitment 
Agreement will be kept for documentation: BOC recordkeeping, Resource 
Management Unit Leader records, and Documentation Unit. 

 
If the resource requires transportation, the Logistics Section Ground Support Unit is 
then responsible for coordinating the donation delivery. 

 

In the event the BOC is unable to fulfill a resource request, the BOC will notify the 
EOC Section or Unit of the situation. If the request to the BOC was made through 
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WebEOC, the BOC must update the status of the request. (See Attachment B-6: EOC 
and Business Operations Center Status Conditions Table for instructions on how to 
update the status of donations requests in WebEOC.) 

 
D. Donation Drives 

Management of donations will be facilitated through the BOC. When requests are 
made to the EOC for in-kind donations, the BOC will review the request to locate 
private sector resources to address the need. In the event the BOC is unable to 
locate a private resource donor, the BOC will review the request to arrange a 
donation drive. Once the donation has been approved by EMD, the Department of 
Recreation and Parks (RAP) and The Salvation Army (Salvation Army) Liaison in the 
BOC will determine a location, date, time and staffing configuration for donation 
drop-off site and handling The Resource Management Unit Leader will provide this 
information to the Public Information Officer to notify the public. 

 
E. Public Donations 

During times of disaster, citizens of the City of Los Angeles will attempt and/or 
inquire about donating goods or other items (non-cash “in-kind” donations) to help 
survivors of the disaster. 

 

The BOC allows the general public to identify opportunities to donate items that 
meet the specific needs of various City departments and credible aid organizations. 
The BOC has a dual role in assisting the City Resource Management component that 
was designed to facilitate the matching of donated goods with credible  
organizations providing relief and recovery services. 
1. EOC Management of Public Donations 

The Salvation Army in the BOC has access to a pre-registered administrative 
account which allows them to manage donation information. 

 

The Resource Management Unit Leader will inform the Public Information 
Officer (PIO) and request that information about public donations be 
communicated to the public, adhering to the City of Los Angeles Public 
Information Annex. 

 
 

2. Field Management of Donation Drives 
The public will be encouraged to donate non-cash in-kind items to pre- 
established Salvation Army drop-off locations. However, public donations may 
be collected throughout the City. If necessary, RAP is responsible for providing 
site locations for donation collection. 

 

However well-intended, in-kind donations cannot be provided directly  to 
disaster survivors due to logistics, safety and, liability concerns. The Salvation 
Army and the City have agreed that the Salvation Army will take non-commercial 
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in-kind donations into their system and issue vouchers redeemable at Salvation 
Army stores to individuals affected by the disaster. Transportation and labor 
support will also be provided by the Salvation Army for moving, quantifying, and 
managing incoming unsolicited non-cash, in-kind donations. 

 
F. Coordination of Monetary Donations 

Monetary donations offered to the City for an emergency are processed through 
City Council. The Los Angeles Emergency Preparedness Foundation (LAEPF) is 
responsible for the acceptance and deposit of such donations. The City will adhere 
to the management of such funds according to regulations established in the Los 
Angeles Administrative Code (LAAC).4 

 
Listed below are nonprofit partner organizations through which the general public 
can make cash donations: 

 Los Angeles Emergency Preparedness Foundation (LAEPF) 

 American Red Cross (Red Cross) 
 World Vision 

 
The PIO will notify the media that those who are interested in contributing 
financially to the disaster response and recovery effort can visit the websites of the 
organizations listed above. Funds that go to LAEPF directly aid the City of Los 
Angeles. EMD Communications Division will develop messages that can be used by 
the PIO once the EOC is activated. 

 
G. Documentation and Time-Keeping 

During an emergency situation or incident, it is important to keep specific records of 
staff assignments and costs related to the response to and recovery from the 
emergency/incident. Each department has their own internal processes for ensuring 
proper documentation of actions; incident specific cost tracking, personnel time 
keeping, and record retention of these documents. 

 

In accordance with standard cost accountability practices for unique events and 
man-made and/or natural disasters, all City Departments are required to document 
their financial costs of labor, materials, and equipment used for the event. 

 

Each City Department, proprietary and Council controlled, operates their respective 
accounting practices within the guidelines of the Mayor‘s Executive Directives, the 
California Natural Disaster Assistance Act and the Federal Code of Regulations Title 

 
 

4 
City of Los Angeles Administrative Code, Division 8, Chapter 3, Article 9.5, Section 8.72. Emergency Operations 

Fund. 
http://www.amlegal.com/nxt/gateway.dll/California/laac/administrativecode?f=templates$fn=default.htm$3.0$vi  
d=amlegal:losangeles_ca_mc 

http://www.amlegal.com/nxt/gateway.dll/California/laac/administrativecode?f=templates%24fn%3Ddefault.htm%243.0%24vi
http://www.amlegal.com/nxt/gateway.dll/California/laac/administrativecode?f=templates%24fn%3Ddefault.htm%243.0%24vi
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44 of the Stafford Act to maximize potential reimbursement eligible costs and 
minimize ineligible costs. 
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III. ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 
 

A. City of Los Angeles 
1. Emergency Management Department (EMD) 

 Execute MOUs with partner organizations to support relief and recovery 
efforts as they pertain to Donation Management. 

 Develops messages to be sent to the PIO on the onset of a disaster or 
emergency, informing the public to visit the City websites, including the Los 
Angeles Emergency Preparedness Foundation (LAEPF), American Red Cross 
(Red Cross), The Salvation Army (Salvation Army), and the World Vision, to be 
informed on what donation needs exist and how to donate requested goods. 

 In times when the EOC is not activated, EMD in collaboration with the BOC 
will assume responsibility for coordinating donations. 

 Provides management to the BOC. 
 

2. General Services, Department of (GSD) 

 Serve as the Logistics Section Coordinator when the EOC is activated. 
 Assists in procuring materials, supplies and equipment for City response and 

recovery efforts. 
 

3. Information Technology Agency (ITA) 
 Troubleshoots information technology-related malfunctions or issues for the 

EOC. 
 

4. Office of the Mayor 
 The Mayor, acting as Director of the Emergency Operations Organization 

(EOO) (Los Angeles Administrative Code, Division 8). 
o May obtain vital supplies and other such property as is needed for the 

protection of life and property of the people, and bind the City for the  
fair value thereof, and, if required immediately, may commandeer the 
same for public use. 

 

5. Personnel Department (Personnel) 
 Performs emergency response duties of the EOC Operations Section 

Resource Management Unit Leader. 
 

6. Recreation and Parks, Department of (RAP) 

 Provides location for collection of public donations, if necessary. 
 

B. Non-Governmental Organizations (NGOs) 
Although the City of Los Angeles has no authority to assign responsibilities to NGOs, 
many NGOs have primary or support responsibility for providing certain services to 
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the City of Los Angeles. Those NGOs are listed in the following, along with the 
services they are responsible for providing in the managing donations through the 
BOC in the event of an emergency. 
1. Emergency Network Los Angeles (ENLA) 

 ENLA is a member of the BOC and it provides general assistance to the public 

 Provides avenues for communication, collaboration, and networking so that 
nonprofit organizations can most effectively use resources and work 
together to coordinate recovery. 

 

2. Los Angeles Emergency Preparedness Foundation (LAEPF) 
 Responsible for contacting Sector Leads and BOC Analysts for activations as 

directed by the EMD. 

 Represents the interests of the community stakeholder sectors as the liaison 
between the BOC and the EOC. 

 Provides direction and non-government management support for the BOC. 
 

3. The Salvation Army (Salvation Army) 
 Advises the City on best practices for coordinating in-kind, unsolicited, and 

solicited donations, following a major disaster. This includes identifying  
items to be solicited; advertising the need through the use of traditional and 
social media; and collecting, distributing, warehousing, and reporting of 
donations. 

 Accepts in-kind donations on behalf of the City. 
 Serves the needs of disaster survivors at Local Assistance Center(s) by using 

its existing inventory as well as solicited in-kind donations. 

 Provides disaster emergency assistance vouchers usable at Salvation Army 
stores in the Los Angeles area. 
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IV. DIRECTION, CONTROL, AND COORDINATION 
 

This Donation Management Appendix can be activated when the Mayor proclaims a 
local emergency, or if there is an automatic activation. An automatic activation follows a 
disaster or event that the City has identified, in advance, as one that requires an 
immediate response. Disasters requiring automatic activation are those events that 
pose an immediate threat to public safety. 

 

Some portions of this Appendix go into effect immediately following an emergency 
event, where donations are needed to assist with response and recovery activities. 
Other portions of this Appendix are only activated when the incident grows in scope to a 
point where activation of the Emergency Operations Center (EOC) is warranted. 
Activation of the EOC is not necessarily automatic or necessary with all incidents. 

 

In advance of or simultaneous with the City plan activation, City departments and 
agencies can activate their departmental emergency plans. 

 
A. Business Operations Center (BOC) 

As an element of the City of Los Angeles’ emergency management, the BOC and its 
operations s are under the direct control of EMD with implementation support from 
LAEPF. During non-emergency operations, the private sector is engaged on an ad 
hoc basis in the form of project teams or work groups that are convened for 
program development and maintenance. During emergency operations, the BOC is 
organized in accordance with ICS and City incident management law, policy, 
doctrine, plans, and procedures. 

 

When both the EOC and BOC are activated, the BOC reports directly to the EOC 
Deputy Director. 
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V. ADMINISTRATION, FINANCE, AND LOGISTICS 
 

Each department is required to have documented internal administrative procedures in 
place to track financial costs related specifically to the response and/or recovery of an 
incident. These procedures must include tracking all expenditures specifically related to 
the incident, including personnel costs such as straight and overtime payroll costs 
related specifically to the incident. Departments are also required to document internal 
administrative procedures for requesting, fulfilling and tracking internal department to 
department (DOC-to-DOC), field to department (field-to-DOC) and department to EOC 
(DOC-to-EOC) resource requests. Each department is responsible for the tracking of 
their own resources, including the tracking of personnel. 

 

If an incident meets designated thresholds for Proclamation or Declaration of a State 
and/or Federal Emergency or Disaster, the Department of the Chief Administrative 
Officer (CAO), acting as the City’s Authorized Agent, will develop a method for collecting 
financial documentation from departments as needed for submission as part of the 
City’s reimbursement application process. 
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VI. AGREEMENTS AND UNDERSTANDINGS 
 

A. Memorandum of Agreement 
 

Memorandum of Agreement between Los Angeles Emergency 
Management Department and Los Angeles Emergency Preparedness 
Foundation, Inc. 
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B. Memorandum of Understanding 

Memorandum of Understanding between the City of Los Angeles and 
The Salvation Army 
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VII. AUTHORITIES AND REFERENCES 
A. Authorities 

1. Federal 
a) The Robert T. Stafford Disaster Relief and Emergency Assistance Act, Public 

Law 93-288, as amended. http://www.fema.gov/about/stafact.shtm 
 

b) Homeland Security Presidential Directive-5 (HSPD-5). 
http://www.gpo.gov/fdsys/pkg/PPP-2003-book1/pdf/PPP-2003-book1-doc- 
pg229.pdf 

 

c) National Incident Management System. Department of Homeland Security. 
December 2008. http://www.fema.gov/pdf/emergency/nims/NIMS_core.pdf 

 

d) National Response Framework. Department of Homeland Security. January 
2008. http://www.fema.gov/pdf/emergency/nrf/nrf-core.pdf 

 

e) Americans with Disabilities Act of 1990, as amended. 
http://www.ada.gov/pubs/ada.htm 

 

2. State 
a) California Constitution. http://law.justia.com/california/constitution/ 

 

b) California Emergency Services Act, 2006. 
http://hazardmitigation.calema.ca.gov/docs/ESA-all8-06-final.pdf 

 

c) California Code of Regulations, Title 19, Chapters 1 through 6, including: 
i. Chapter 1, Standardized Emergency Management System. 

https://law.resource.org/pub/us/ccr/gov.ca.oal.title19.html 
ii. Chapter 6, Disaster Assistance Act Regulations. 

http://www.kintera.org/atf/cf/%7BE475D1A4-FB9C-4135-AE8B- 
9310119C7F19%7D/CHAPTER%206%20%20CDAA.pdf 

 

d) California State Emergency Plan. 
http://www.calema.ca.gov/PlanningandPreparedness/Pages/State- 
Emergency-Plan.aspx 

 

3. County 
a) Operational Area Emergency Response Plan http://lacoa.org/oaerp.htm 

 

4. City 
a) City Emergency Operations Plan 

 
b) Business Operations Center Operating Guidelines 

http://www.fema.gov/about/stafact.shtm
http://www.gpo.gov/fdsys/pkg/PPP-2003-book1/pdf/PPP-2003-book1-doc-pg229.pdf
http://www.gpo.gov/fdsys/pkg/PPP-2003-book1/pdf/PPP-2003-book1-doc-pg229.pdf
http://www.gpo.gov/fdsys/pkg/PPP-2003-book1/pdf/PPP-2003-book1-doc-pg229.pdf
http://www.gpo.gov/fdsys/pkg/PPP-2003-book1/pdf/PPP-2003-book1-doc-pg229.pdf
http://www.fema.gov/pdf/emergency/nims/NIMS_core.pdf
http://www.fema.gov/pdf/emergency/nrf/nrf-core.pdf
http://www.ada.gov/pubs/ada.htm
http://www.ada.gov/pubs/ada.htm
http://law.justia.com/california/constitution/
http://hazardmitigation.calema.ca.gov/docs/ESA-all8-06-final.pdf
http://hazardmitigation.calema.ca.gov/docs/ESA-all8-06-final.pdf
https://law.resource.org/pub/us/ccr/gov.ca.oal.title19.html
https://law.resource.org/pub/us/ccr/gov.ca.oal.title19.html
http://www.kintera.org/atf/cf/%7BE475D1A4-FB9C-4135-AE8B-9310119C7F19%7D/CHAPTER%206%20%20CDAA.pdf
http://www.kintera.org/atf/cf/%7BE475D1A4-FB9C-4135-AE8B-9310119C7F19%7D/CHAPTER%206%20%20CDAA.pdf
http://www.kintera.org/atf/cf/%7BE475D1A4-FB9C-4135-AE8B-9310119C7F19%7D/CHAPTER%206%20%20CDAA.pdf
http://www.kintera.org/atf/cf/%7BE475D1A4-FB9C-4135-AE8B-9310119C7F19%7D/CHAPTER%206%20%20CDAA.pdf
http://www.calema.ca.gov/PlanningandPreparedness/Pages/State-Emergency-Plan.aspx
http://www.calema.ca.gov/PlanningandPreparedness/Pages/State-Emergency-Plan.aspx
http://www.calema.ca.gov/PlanningandPreparedness/Pages/State-Emergency-Plan.aspx
http://www.calema.ca.gov/PlanningandPreparedness/Pages/State-Emergency-Plan.aspx
http://lacoa.org/oaerp.htm


36 
 

c) Los Angeles Administrative Code (LAAC) Division 8, Chapter 3, §8.30, Power 
to Requisition Supplies and Personnel: “The Director of the Emergency 
Operations Organization may obtain vital supplies and other such property as 
is needed for the protection of life and property of the people, and bind the 
City for the fair value thereof, and, if required immediately, may 
commandeer the same for public use; may require emergency service of any 
City officer or employee, or any citizen, and may requisition necessary 
personnel or material of any City department or agency.” 

 
d) Los Angeles Administrative Code (LAAC) Division 8, Chapter 3, §8.43, 

Designation of the Emergency Operation Organization: “There is hereby 
created an Emergency Operations Organization of the City of Los Angeles 
hereinafter referred to in this chapter as the “Organization”. Said 
Organization shall constitute the operational forces deemed necessary to 
meet successfully the conditions of a local emergency. It shall be composed 
of the various divisions hereinafter designated, the offices in command 
thereof, the personnel, services and material held or used by said divisions, 
together with all oFther personnel under the direction of the Director of the 
Organization, and all other services, equipment and facilities which may be 
loaned, donated or contributed to the City, or commandeered by the 
Director of the Organization.” 

 
e) LAAC Division 8, Chapter 3, §8.56.1, Supplies Section: “The Purchasing Agent 

shall procure and be the custodian of the special equipment and other 
property which may be obtained from any source for the special use of the 
Emergency Operations Organization, and shall assemble information 
concerning available equipment and operators normally under the control of 
governmental agencies and privately owned corporations.” 

 

f) LAAC Division 8, Chapter 3, §8.72, Emergency Operations Fund: “There is 
hereby established in the City Treasury an Emergency Operations Fund. Into 
it shall be deposited money provided by the City in the annual budget or at 
other time for the purposes of this chapter, and, as directed by the City 
Council, any additional money the City receives for these purposes from 
other sources. Money in the Emergency Operations Fund shall be expended 
by the General Manager of the Emergency Management Department 
(Coordinator of the Emergency Operations Organization), subject to the 
approval of the Chairman of the Emergency Operations Board, or his or her 
designated representative. Money in the Fund received by the City from 
other sources shall be regarded as a Trust Fund and shall not be transferred 
to the Reserve Fund as provided in Charter Section 344.” 

g) LAAC Division 22, Chapter 21, §22.547, Procedures for Initiating and 
Processing Donations of Surplus Equipment: “Surplus City property shall be 
donated only to nonprofit organizations for humanitarian purposes...” 
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h) Memorandum of Agreement between Los Angeles Emergency Management 
Department and Los Angeles Emergency Preparedness Foundation, Inc. (June 
17, 2010): “…the Foundation is organized…to support the City of Los Angeles 
and the Emergency Management Department of the City specifically, in 
building its level of disaster resiliency and capability in responding to crisis 
events…” LAEPF shall represent the interests of the community stakeholder 
sectors as the liaison between the Business Operations Center and EMD. 
LAEPF shall provide direction and non-government management support for 
the Business Operations Center. 

 
B. References 

1. Los Angeles Department of Public Health, “Adult Disability in Los Angeles 
County.” LA Health. Sept. 2006. 

http://publichealth.lacounty.gov/wwwfiles/ph/hae/ha/disability02.pdf 
 
 
 

2. Kailes, J. and Enders, A. in “Moving Beyond ‘Special Needs’ A Function-Based 
Framework for Emergency Management Planning,” Journal of Disability Policy 
Studies, Vol./No. 44/207, pp. 230-237. 

http://www.jik.com/KailesEndersbeyond.pdf 

http://publichealth.lacounty.gov/wwwfiles/ph/hae/ha/disability02.pdf
http://www.jik.com/KailesEndersbeyond.pdf
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ATTACHMENT B-1: ACRONYMS 
 

Acronym Full Name 

ADA Americans With Disabilities Act 

BOC Bureau Operations Center 

CAO Chief Administrative Officer 

CBO Community-Based Organization 

City City of Los Angeles 

CPG Comprehensive Preparedness Guide 

DOC Department Operations Center 

EMD Emergency Management Department 

ENLA Emergency Network Los Angeles 

EOB City of Los Angeles Emergency Operations Board 

EOC Emergency Operations Center 

EOO Emergency Operations Organization 

EOP Emergency Operations Plan 

FEMA Federal Emergency Management Agency 

FNSS Functional Needs Support Services 

GSD Department of General Services 

ICP Incident Command Post 

ICS Incident Command Structure 

ITA Information Technology Agency 

LAAC Los Angeles Administrative Code 

LAEPF Los Angeles Emergency Preparedness Foundation 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

NGO Non-Governmental Organization 

NIMS National Incident Management System 

Personnel Personnel Department 

PIO Public Information Officer 

PNP Private-Non-Profit Organization 

RAP Department of Recreation and Parks 

Red Cross American Red Cross Los Angeles Region 

Salvation Army The Salvation Army 

SEMS Standardized Emergency Management System 

SOP Standard Operating Procedure 
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 UCP Unified Command Post 
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1. Academic Institutions 
2. Entertainment, Arts, Media, Sport, Recreation 
3. Banking, Finance, Insurance, Legal 
4. Manufacturing, Heavy Industry, Chemicals, Process, Oil and Gas 
5. Construction, Development, Facility Management, Real Estate 
6. Faith Based Community 
7. Hospitality, Food and Beverage, Lodging, Tourism 
8. Communications, Information Technology 
9. Non-Government Organizations (NGO), Community-Based Organization (CBO), 

Private Non-Profit Organizations (PNP), Volunteer Based 
10. Transportation, Automotive, Postal / Shipping, Supply chain, Warehousing 
11. Associations, Professional Services, Consulting 
12. Retail, Wholesale, Grocery, Consumer Goods and Services 

ATTACHMENT B-2: BUSINESS OPERATIONS CENTER SECTORS 
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ATTACHMENT B-3: EOC AND BUSINESS OPERATIONS CENTER WEBEOC 
STATUS CONDITION 

TABLE 
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