
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency 
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For:  State and County Offices 
 

Field Office Emergency Operations Plan (EOP) 
Approved by:  Deputy Administrator, Management 

 
 
 
1 Overview 

 
A Background 
 

Notice AO-1339, issued on August 25, 2005, set forth guidelines for developing and 
implementing EOP for State and County Offices. 
 
EOP: 
 
 enhances the safety of our employees and ensures the continued coordinated delivery of 

FSA programs in the event of a natural disaster, national security event, or other 
emergencies 

 
 format is based on 4 emergency levels modeled from the Continuity of Operations Plan 

(COOP) 
 

Note: Every FSA employee should become familiar with each emergency level and the 
required EOP response. 

 
 pre-identifies emergency levels, contact information, designated personnel, delegations of 

authority, supplies, materials, equipment, and media contact tools. 
 

B Purpose 
 

This notice provides: 
 

 headquarters’ emergency specialists’ contact information 
 guidance on State and County Office action if an emergency event occurs 
 guidelines for annually reviewing and updating EOP’s for State and County Offices 
 definitions of terms related to EOP in Exhibit 1. 

 
 
 
 
Disposal Date 
 
July 1, 2010 

Distribution 
 
State Offices; State Offices relay to County Offices 
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Notice AO-1461 
 
2 In the Event of an Emergency 
 

A Action 
 

If an event occurs that does or has the potential to disrupt normal Field Office operations, all 
personnel shall be immediately accounted for, whether or not they were scheduled to work.  
CED or Acting CED shall account for all FSA County Office personnel (CO and GS) for 
their respective county and report to DD.  DD shall ensure that all FSA County Office 
personnel (CO and GS) are accounted for in their district and report to the State Emergency 
Preparedness Coordinator (SEPC).  CED or Acting CED shall contact SEPC directly if 
unable to contact DD.  SED shall account for all FSA personnel in the State and contact the 
Emergency Preparedness Division (EPD) according to subparagraph B. 
 
In the event of an emergency, SED, DD’s, and CED’s in the affected areas shall work jointly 
in determining whether FSA-781 or EOP shall be activated and for which Service Centers 
and for what duration. 

 
Note: In the event that an emergency occurs in Washington, DC, EPD and staff cannot be 

reached, and the National Office has activated COOP and relocated, contact the 
Virginia State Office at 804-287-1503 to submit a report. 

 
B National Office Contact Information 

 
State Offices shall report activation of EOP’s and account of personnel to either of the 
following: 

 
 David Tidwell, Emergency Preparedness Specialist, EPD, by 1 of the following: 

 
 e-mail at david.tidwell@wdc.usda.gov 
 telephone at 202-720-4542 
 cell phone at 202-579-6216 

 
 Josh Bornstein, Deputy Director, EPD, by 1 of the following: 

 
 e-mail at josh.bornstein@wdc.usda.gov 
 telephone at 202-720-7696 
 cell phone at 202-380-5010. 

 
In the event that the State Office is unable to reach EPD, contact the USDA Emergency 
Operations Center (EOC) at 877-677-2369 or 202-720-5711. 
 
Note: EOC is available 24 hours a day, 7 days a week. 
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2 In the Event of an Emergency (Continued) 
 

C EPD Action 
 

EPD shall: 
 

 provide situation reports to EOC and DAFO 
 provide guidance to State and County Offices about activating EOP 
 report FSA-781 activation to EOC 
 review and maintain FSA-781. 

 
D Issuing Press Releases When an Emergency Occurs 

 
See Exhibit 2 for sample press releases for use during an actual event that requires an office 
to relocate.  These press releases can be used for either the State or County Office.  Select 
and customize the release to meet the individual needs of the event. 

 
3 Action 
 

A SED Action 
 

SED shall: 
 

 review the names of primary and backup SEPC’s 
 

Note: If SEPC information changes, SED shall notify and provide EPD with new 
contact information.  The new contact information shall include State, SEPC 
name, location (State Office, County Office, etc.), job title, office telephone 
number, office FAX number, e-mail address, home telephone number, and cell 
phone number.  Provide information to the EPD contacts in subparagraph 2 B. 

 
 together with SEPC, review and update FSA-781 as necessary and submit any changes on 

FSA-781 by e-mail to FSA.EPD@wdc.usda.gov for review and approval by February 1 
of each year 

 
Notes: The State Office shall follow standard encryption protocols when e-mailing 

forms.  See Exhibit 3 for an example of FSA-781. 
 

For this year, submit updated FSA-781 changes to EPD by the later of 
March 30, 2010, or 10 calendar days after STC is appointed. 
 
Include a completed FSA-783 with FSA-781.  See Exhibit 4 for an example of 
FSA-783. 

 
 provide guidance to Field Offices for reviewing FSA-780 

 
 
 
3-3-10        Page 3 



Notice AO-1461 
 
3 Action (Continued) 
 

A SED Action (Continued) 
 

 ensure that County Offices submit revisions to their FSA-780 to include FSA-783 to DD 
and then to SEPC for review and approval 

 
Note: SED shall maintain the most current version in a secure location in the State 

Office.  A copy of FSA-780’s and FSA-781’s to include FSA-783’s shall also be 
maintained offsite by at least SED and SEPC.  County Office FSA-780’s will be 
submitted to the State Office by February 1 of each year, if revisions are 
applicable.  For calendar year 2010, submit FSA-780 and FSA-783 to the State 
Office by March 30, 2010, if the plan is revised. 

 
 ensure that evacuation plans, Information Technology Services (ITS) Contingency/ 

Disaster Recovery Plan, and other preparedness and response plans are developed 
according to 30-AS and 6-IRM 

 
Note: These documents shall be maintained together. 

 
 ensure that personnel contact lists are reviewed and updated with applicable contact 

information for all designated personnel and Field Office personnel in the event of an 
emergency situation 

 
 ensure that all State and Field Office employees are fully aware of contingency plans in 

effect to ensure that emergency situations are dealt with in a consistent manner 
 

 account for personnel according to subparagraph 2 A 
 

 ensure timely activation of the plans according to the guidelines in this notice 
 

 continue to test plans based on budget availability, but at least once every 3 years. 
 

B DD Action 
 

DD shall: 
 

 ensure that plans are updated as changes are made 
 

 review FSA-780 revisions and FSA-783 and submit to SEPC for review and approval by 
February 1 of each year 

 
Note: For calendar year 2010, submit by March 30, 2010. 

 
 
 
 
 
3-3-10        Page 4 



Notice AO-1461 
 
3 Action (Continued) 
 

B DD Action (Continued) 
 

 ensure that all State and Field Office employees are fully aware of all contingency plans 
in effect to ensure that emergency situations are dealt with in a consistent manner 

 
 ensure that the County Office activates the plan according to the guidelines in this notice 

 
 account for all personnel according to subparagraph 2 A. 

 
C CED Action 
 
 CED shall: 
 

 in consultation with the Farm Loan Manager, review FSA-780 and FSA-783 and submit 
to DD for review and approval by February 1 of each year if revised 
 
Notes: For calendar year 2010, submit revised FSA-780 and FSA-783 to DD by 

March 30, 2010. 
 
  See Exhibit 5 for an example of FSA-780. 
 

 maintain: 
 
 the most current version of FSA-780 and FSA-783 in a secure location in the County 

Office 
 
 a copy offsite by at least CED and designee 
 

 ensure that evacuation plans, ITS Contingency/Disaster Recovery Plan, and other 
preparedness and response plans are developed according to 31-AS and 6-IRM 

 
Note: These documents, including AD-1184, shall be maintained together. 

 
 ensure that personnel contact lists are reviewed and updated with applicable contact 

information for all designated personnel and Field Office personnel 
 
 ensure that all employees in the county are fully aware of all contingency plans to ensure 

that emergency situations are dealt with in a consistent manner 
 

 ensure timely activation of the plans according to the guidelines in this notice 
 

 account for all personnel according to subparagraph 2 A 
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3 Action (Continued) 
 

C CED Action (Continued) 
 

 e-mail all employees status of situation and reporting requirements 
 

 leave a message on the office voice mail system with location and contact information for 
producers 

 
 continue to test plans to identify strengths and weaknesses and share results within the 

State to improve overall planning. 
 

Note: Plans shall be tested within existing budget allocations at least once within a 
3-year period. 
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        Notice AO-1461 Exhibit 1 
 
Definitions 
 

Alternate Designated Sites 
 

An alternate designated site is a site that will enable the State or County Office to maintain office 
functions.  For Emergency Level No. 2, the designated alternate site can be a neighboring office 
or in the same geographic area.  For Emergency Levels No. 3 and 4, the alternate site should be 
at least 50 and 100 miles respectively from the normal office location or outside the danger zone 
as identified by appropriate State or Federal authorities, respectively. 

 
Designated Personnel 

 
Designated personnel are personnel with certain skills and abilities needed at the alternate work 
site; such as, emergency management, administrative functions, information technology, 
Geographical Information System, contracting authority, communications (both internal and 
external), ability to issue payments, and any other functions that are necessary to continue 
operations in the event of an emergency.  The list of designated personnel should be attached to 
EOP and updated as changes are required.  Each plan will have a person designated as primary 
and secondary for each functional area.  SED, DD, or CED, as applicable, will determine the 
skills necessary to continue functions. 

 
 Emergency Levels 
 

The following are emergency levels defined in EOP. 
 
 Level No. 1 – Portion of building housing the State or County Office has been affected.  

Normal operations will continue in that location. 
 
 Level No. 2 – The building housing the State or County Office has been severely affected.  

The building will be closed for normal business operations. 
 

 Level No. 3 – The building housing the State or County Office and the surrounding area have 
been severely affected.  The building and surrounding area will be closed for normal business 
activities. 

 
 Level No. 4 – A large geographic area has been closed to normal business activities as a 

result of actual or threatened terrorist attacks or a severe natural disaster. 
 
 Emergency Operations Plan (EOP) 
 

EOP is a written plan to ensure the safety of FSA employees and the continued operation of FSA 
office functions.  The State and each county shall develop EOP. 

 
State Emergency Preparedness Coordinator (SEPC) 

 
SEPC is the person designated by SED to coordinate FSA emergency preparedness and 
homeland security issues. 
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        Notice AO-1461 Exhibit 2 
 
Examples of Press Releases When an Emergency Occurs 
 

Release No. XXXX.XX
 

XXXXX XXXXX (XXX) XXX-XXXX
 
 
XXXXX STATE/COUNTY FSA OFFICE CLOSED 
DUE TO (difficulty, disaster, or emergency here) 
 

City, State, Month XX, 200X – The U.S. Department of Agriculture’s Farm Service Agency 
(FSA) announced that due to (disaster, emergency), the XXXX State/County FSA office will 
be closed today. 

 
However, XXXX State/County FSA employees should report to work at the XXXX County 
FSA office, which is serving as a temporary work facility.  Barring extreme difficulties, 
XXXX State/County FSA employees are expected to report for work. 

 
The FSA XXXX State/County staff is operating under the Emergency Operations Plan.  This 
includes checking in with XXXX State/County FSA communications contacts.  Employees 
with questions should contact the following XXXX State/County FSA communications 
contacts: 

 
 

XXXXX XXXXX  p: XXX-XXX-XXXX   e: xxxx@xxxxx.xxx 
 
XXXXX XXXXX  p: XXX-XXX-XXXX   e: xxxx@xxxxx.xxx 

 
 

The XXXXX State/County FSA office will resume operations at XXXX on XXXX XX, 
XXXX. 

 
Participants in FSA programs in XXXXX County who have questions should call 
(XXX-XXX-XXXX) or e-mail (xxxxxx@xxxxx.xxx).  Please leave your name, time of 
your call, phone number and e-mail address.  XXXX State/County FSA personnel will 
return calls and e-mail enquiries beginning XXXXX XX, XXXX. 

 
Questions about the location and welfare of USDA employees should be directed to (For 
County Office provide STO number for STO provide EPD number) (XXX-XXX-XXXX). 

 
The next USDA FSA news release about this (difficulty, disaster, or emergency here) is 
scheduled for XXXXX XX, XXXX at XX:XX a.m./p.m. 

 
 

# 
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Examples of Press Releases When an Emergency Occurs (Continued) 
 

Release No. XXXX.XX
 

XXXXX XXXXX (XXX) XXX-XXXX
 
 
XXXXX STATE/COUNTY FSA OFFICE CLOSED 
DUE TO (difficulty, disaster, or emergency here) 
 

City, State, Month XX, 200X – The U.S. Department of Agriculture’s Farm Service Agency 
(FSA) announced that due to XXXXXX, the XXXX State/County FSA office will be closed 
today because of (disaster, emergency).  The XXXX State/County FSA staff has been placed 
on administrative leave with pay. 

 
The XXXX State/County FSA office will resume work at XXXXX (address and phone 
number here to) on XXXXX XX, XXXX. The XXXX State/County FSA office staff is 
operating under XXXXX rules/directive/emergency plan.  FSA employees with emergency 
operation responsibilities will be contacted immediately by the most practical and available 
means of communication.  Employees with questions should contact the following XXXX 
County FSA communications contacts: 

 
 

XXXXX XXXXX  p: XXX-XXX-XXXX   e: xxxx@xxxxx.xxx 
 
XXXXX XXXXX  p: XXX-XXX-XXXX   e: xxxx@xxxxx.xxx 

 
 

Participants in FSA programs within XXXX County who have questions should call 
(XXX-XXX-XXXX) or e-mail (xxxxxx@xxxxx.xxx).  Please leave your name, the time of 
call, phone number and e-mail address.  XXXX County FSA personnel will return calls and 
e-mail inquiries beginning XXXXX XX, XXXX. 

 
Questions about the locations and welfare of USDA employees should be directed to (For 
County Office provide STO number for STO provide EPD number) (XXX-XXX-XXXX).  

 
The next USDA FSA news release about this (difficulty, disaster, or emergency here) is 
scheduled for XXXXX XX, XXXX at XX:XX a.m./p.m. 

 
 

# 
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        Notice AO-1461 Exhibit 2 
 
Examples of Press Releases When an Emergency Occurs (Continued) 
 

Release No. XXXX.XX
 

XXXXX XXXXX (XXX) XXX-XXXX
 
XXXXX STATE/COUNTY FSA OFFICE CLOSED 
DUE TO (difficulty, disaster, or emergency here) 
 

City, State, Month XX, 200X – The U.S. Department of Agriculture’s Farm Service Agency 
(FSA) announced the XXXX State/County FSA office will be closed today because of 
(disaster, emergency).  FSA staff and the public are advised to avoid a two-block area of the 
XXXX State/County FSA office located on XXXX Street/Avenue.  (See map below) 

 
The XXXX State/County FSA staff has been placed on administrative leave with pay and 
should not report to work today. 

 
The XXXX State/County FSA office staff is operating under XXXXX 
rules/directive/emergency plan.  FSA employees with emergency operation responsibilities 
will be contacted immediately by the most practical and available means of communication. 
Employees with questions should contact the following XXXX State/County FSA 
communications contacts: 

 
 

XXXXX XXXXX  p: XXX-XXX-XXXX   e: xxxx@xxxxx.xxx 
 
XXXXX XXXXX  p: XXX-XXX-XXXX   e: xxxx@xxxxx.xxx 

 
 

The XXXX State/County FSA office will resume work at XXXXXX (address and phone 
number here to) on XXXXX XX, XXXX. Participants in FSA programs within XXXXX 
County who have questions should call (XXX-XXX-XXXX) or e-mail (xxxxxx@xxxxx.xxx). 
Please leave your name, the time of call, phone number and e-mail address.  XXXX 
State/County FSA personnel will return calls and e-mail inquiries beginning XXXXX XX, 
XXXX. 

 
Questions about the location and welfare of USDA employees should be directed to (For 
County Office provide STO number for STO provide EPD number) (XXX-XXX-XXXX). 

 
The next USDA FSA news release about this (difficulty, disaster, or emergency here) is 
scheduled for XXXXX XX, XXXX at XX:XX a.m./p.m. 

 
 

# 
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        Notice AO-1461 Exhibit 3 
 
FSA-781, State Emergency Operations Plan 
 
 The following is an example of FSA-781. 
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FSA-781, State Emergency Operations Plan (Continued) 
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FSA-781, State Emergency Operations Plan (Continued) 
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FSA-781, State Emergency Operations Plan (Continued) 
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FSA-781, State Emergency Operations Plan (Continued) 
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FSA-783, Emergency Operations for FSA Employees Contact Information and Phone Tree 
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FSA-783, Emergency Operations for FSA Employees Contact Information and Phone Tree 
(Continued) 
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FSA-780, County Emergency Operations Plan 
 

The following is an example of FSA-780. 
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FSA-780, County Emergency Operations Plan (Continued) 
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FSA-780, County Emergency Operations Plan (Continued) 
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FSA-780, County Emergency Operations Plan (Continued) 
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FSA-780, County Emergency Operations Plan (Continued) 
 

 
 
 
 
3-3-10        Page 5 


