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	CONTINUITY OF OPERATIONS (COOP) PLAN / CONTINUITY OF GOVERNMENT (COG) 
DISASTER READINESS SURVEY

	Sample Processes/Essential Functions
Use this list to help identify essential functions that your office/department might perform.

	

	Sample Processes List

	Airport
Produce FAA Report
Provide Communication
Establish and Maintain Fueling Priority
Maintain EMS Flight Control
Animal Control
Respond to citizen requests
Control of unwanted animals
Maintain animal detention
Assessor
Produce Personal Property Assessment
Produce Levee Sheets
Auditor
Maintain Account Payable Records
Conduct Internal Audit
Balance Rec. with Treasurer
Perform Budget Maintenance
Board of Commissioners
Process Work Comp Claims
Respond to SS Requests
Board of Elections
Conduct Federal/State/Local Elections
Maintain the voter registration system
Process requests for voter registration
Prepare for Elections
Compile and publish election results
Budget
Prepare Budget Documents
Process Budget Ordinance Amendments
Building Maintenance
Maintain county buildings
Circuit Clerk
Provide Public Access to Records
Perform Jury duty Notifications
Provides Individual Case Files
Maintain dollars in holding records
Clerk to the Board
Scribe Commissioner Meeting Minutes
Prepare Meeting Agenda’s
Maintain Minutes and Ordinance Books
Maintain Board/Commissions Appointments
Codes and Zoning
Produce Building Applications
Produce Certification of Occupancy
Perform Inspections
	Issue Permits
Review Plans
Communications 911
Answering Calls and Dispatching Personnel
Back-up data on Server
Test back-up site
Route calls to appropriate first responder
COOP Extension Service
Administer educational/training programs
Assist in protecting food supply
Provide forms/guidance for food testing
Provide guidance for agriculture testing
Process well condemnations
Perform assessments of agriculture
County Attorney
Perform General Liability Claim function
Administer Workers Compensation
Perform Case Management
Provides legal advice to the county
Reviews legal documents
Negotiates Contracts for the County
County Clerk
Assesses Valuations
Provide Election Support
Process mail
Communicate General Budget
Oversee purchasing 
Process Insurance Claims
Coordinate the Commissioner’s Office
County Coroner
Perform Autopsies
Manage corpse storage
Manage corpse transportation
Request for more files to be fiche
Fiche hardcopy files
County Court
Manage special proceedings (estates, etc)
Handle child support cases/adoptions
Schedule and hold juvenile court cases
Schedule and hold District/Superior Court
Collect Fines and Fees
File all Lawsuits and Legal Papers
Provides Financial Management
Hold Small Claims Cases
Hear Property Claims Cases
Perform Marriages
Issue Warrants
Try Traffic Cases
Try Criminal Assault Cases
Issue Passports
	Draw Jury Pools
County Manager
Coordinate County Departments
Conduct Commissioners Meetings
Manage Risk Management Activities
Negotiate/Administer County Contracts
Assemble Meeting Agenda and Books
Handling contact with the public
Provides information to the public
Provide County Government Leadership
Authorizes Overtime for Employees
Authorizes expenditures of County Funds
Resolve public/private conflicts
Authorizes Federal/State Forms
Prepares and Manages County Budget
Provides Media Information as PIO
Declares State of Emergency
County Treasurer
Deposit Cash/Checks
Print Account Payable Checks
Print Payroll Checks
Manage Investment of County Funds
Manage Checking Accounts
Perform Daily Bookkeeping
Post Accounts Payable
Department of Social Services
Provide Child Protective Services/Daycare
Manage Foster Care/Adoption Services
Provide Crisis Intervention Services
Write Voucher Checks
Handle Receipts/Deposits
Manage 1571 Reimbursement to County
Determine Assistance Eligibility
Provide Adult Services
Manage Family/Child Medicaid Programs
Manage Family Emergency Assistance
Provide Emergency Food and Shelter
Stamps/Employment/Training
Provides Investigative Services
Provides Case Management for Families
Provides Case Management for Adults
Provides Guardianship for Children
Provides Foster Home Licenses
Provide Crisis Pays utility bills
Provide Reimbursements
Monitor Rest Homes
Provide for Medical Transportation
Provide Employee Transportation
Administer Daycare Transportation
Emergency Management
Perform county emergency planning
Perform Hazmat Investigations
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	Sample Processes/Essential Functions (Page 2)
Use this list to help identify essential functions that your office/department might perform.

	

	Sample Processes List

	Coordinate Declaring Emergencies
Oversee Emergency Response Coordination
Coordinate Community Emergency Response Team
Develop/Implement Education Programs
Develop/Implement Train-the-Trainer programs
Activate EOC Provide Direction/Control
Coordinate Damage Assessment Team
Coordinate with FEMA and State
Establish Disaster Assistance Teams
Coordinate Debris Clean-up
Provide Updates of Mitigation Plan
Maintains and Update County MSDS
Assist with Secure Shelter Initiative
Coordinate Portable Communications Center
Perform Acquisitions for Flood Property
Develop/Maintain Search/Rescue Plans
Emergency Medical Services
Maintain EMS patient Medical Records
Staff and Train Paramedics and EMT
Bills and Collects for EMS Services
Manage EMS Paramedics Performance
Order and Obtain Supplies and Equipment
Maintain Emergency Medical Services
Finance
Maintain Fixed Asset Inventory
Manage Investments
Bill for Services
Process Grant Monies for the County
Prepare and File Required Reports
Compile Budget Information
Perform AR Deposits
Perform AP function
Process Payroll and Deductions
Perform Daily Cash Flow Analysis
Process Invoices
Process Debit Payments
Coordinate Financial Audits
Monitor Procurement Cards
Process Tax Forms/1099 Forms
Perform Internal Audits
Track Capital Projects
Track Recreation Grants
Process Funds Transfers
Fire Service
Respond to fires and fire alarms
Respond to serious traffic accidents
Investigate fires
Perform building fire inspections
Develop/implement fire prevention programs
Maintain fire equipment
	Provide fire incident reports
Influence community fire rating
Maintain training/certification records
GIS
Maintain addressing for the county
Maintain jurisdictions mapping layers
Maintain Center Line with addresses
Provide 911 graphical maps
Maintain of land parcel mapping layer
Support Intranet map layers
Assist with GIS plats
Insure plats are reviewed prior to recording
HAPP
Process payments to landlord
Process account payables
Qualify Tenants
Perform Dwelling Inspections
Provide Rental subsidy
Publish Report of HAPP info to HUD
Health Department
Provide Disease Surveillance
Monitor Bio-Terrorism
Perform Immunizations process
Maintain Vital Records
Administrator Women/Children (WIC)
Process vouchers for WIC clients
Provide WIC education & counseling
Perform health assessments & referrals
Operate Health Dept. laboratory
Bill and collect for Health Dept. services
Purchase supplies for Health Dept.
Provide clinical services for the county
Investigate communicable diseases
Staff emergency shelters
Provide environmental health services
Issue permits for food service
Inspect waste water/ septic systems
Inspect wells for safe drinking water
Permit and inspect swimming pools
Provide home health care
Develop/maintain Public Health plan
Develop/Enforce Public Health Laws
Prevent Health Risks (Disease control)
Permitting/Inspections/Surveillance
Provide Primary Care Clinic (PCC)
Provide Cancer Control Programs
Support Maternal Health Program
Administer the Adult Health program
Administer the Child Health program
Oversees HIPAA compliance
	Hospital

Provide Patient Care including Triage and Treatment for Inpatient and Outpatient Recipients

Process Accounts Payable

Perform Administrative Functions

Conduct Patient Admitting

Provide Clinical Equipment Services

Provide Dietary/Food Services

Perform Environmental Services

Provide Epidemiology Services

Maintain Facilities

Manage Fleet

Maintain Infection Control Measures

Provide Information Services

Provide Laundry Services

Send and Distribute Mail

Acquire and Maintain Materials/Supplies

Provide Social Work Services

Provide Chaplain Services

Provide Nursing Services

Conduct Pathology Services

Bill Patients for Services Received

Decontaminate Patients

Credential Staff and Volunteers 

Track Patients 

Transport/Transfer Patients

Process Staff Payroll

Provide Pharmacy Services

Conduct Postmortem Care and Disposition

Conduct Radiology Functions

Manage Patient Records

Provide Respiratory Therapy Services

Provide Security to Hospital Facilities

Human Resources
Manage risk management activities
Update and maintain personnel records
Handle staffing requirements for county
Update payroll records
Perform personnel background checks
Administer medical insurance
Manage employee benefits
Maintain personnel Info (applications)
Administer workers comp
Provide training
Detention
Incarcerate Criminals
Maintain detention facility
Provide guard service
Maintain detainee records
Provide detainee medical services
Provide detainee food service
Provide uniform and linen service
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Use this list to help identify essential functions that your office/department might perform.

	

	Sample Processes List

	Job Services

Coordinate Job link with Partner Agencies

Supervise WIA Program

Provide job search assistance

Determine WIA eligibility

Produce program reports

Juvenile Detention

Assist DFS law enforcement

Perform Client Contact

Administrator Court paperwork

Assist in Emergency Intakes

Process Referrals

Maintain Records 

Transport Juveniles

Procure Institutional Supplies

Perform Laundry Services

Maintain School activities

Serve summons/subpoenas

Manage Visitation

Law Enforcement-Patrol

Provide Community Patrols

Respond to criminal activities

Respond to Traffic accidents

Provide Traffic Control

Arrest and Book Suspects

Issue Citations and Tickets

Secure crime scenes

Provide court testimony

Maintain arrest/booking records

Collect evidence

Maintain accident reports

Maintain citation/ticket records

Respond to fires and other emergencies

Provide/maintain vehicles
Provide/maintain officer equipment
Maintain training and certification records
Provide school resource officers
Develop/implement crime prevention programs
Law Enforcement-Criminal Investigation
Investigate crime scenes
Gather forensic evidence
Maintain a forensic lab and vehicle
Arrest/book suspects
Provide court testimony
Maintain case files
Maintain evidence storage/records
Provide K9 services
Provide bomb squads
Provide SWAT teams and equipment
Provide/maintain vehicles
Provide/maintain officer equipment
	Develop/implement drug prevention programs

Library

Acquire library media

Issue library cards

Provide media checkout services

Maintain Internet connectivity

Perform storage process for critical data

Respond to citizen questions

Maintain mutual aid agreements with other county departments/other counties

Maintain inventory of all media

Maintain all paper related products to fire department standards

Licensing Commission

Issue business license

Issue drivers license

Issue motor vehicle license

Issue watercraft license

Collect and deposit license fees

Issue fee receipts

Maintain license records

Mental Health

Provide a 24-hour crisis line

Provide Out Patient services

Provide 24-hour Respite care relocation

Perform Client notifications

Maintain mental health medical records

Maintain Maternal Health Clinic

Process accounts receivables

Maintain appointment schedules

Perform Access services

Coordinate clinical services

Administration of medicines
Provide psychiatric evaluations
Provide therapeutic interventions
Provide rehabilitation services
Provide daycare/childcare
Provide transportation services
Provide services for the disabled
MIS
Provide technical support for end users
Back up File System and Servers
Maintain data network and servers
Maintain County Website
Assist department recovery processes
Support all county IT functions
Perform Computer Security function
Provide Voice Telecommunications
Provide File imaging
Coordinate vendor support services
	Purchase/Maintain IT Hardware/Software 

Process requests for phone Equipment

Repair PC's 

Maintain servers, and networks

Maintain applications and systems software

Procure computer hardware/software/services

Planning & Inspections

Issue building permits

Perform building inspections

Review and approve plans for subdivisions

Perform onsite reviews of new developments

Administer and enforce Land Use ordinances

Process and respond to customer complaints

Enforce Building Codes

Issue certificates of Occupancy

Perform Damage Assessment

Inspect Construction Integrity

Perform Code Enforcement

Maintain county zoning maps/information

Administer subdivision-zoning requests

Assign addresses & tax ids for parcels

Issue land use permits (commercial/residential)

Public Administrator

Disbursements to Wards

Prepare Annual Reports

Provide Ward/Protector Communication

Provide Ward/Protector Financials

Provide Ward/Protector file records
Public Information
Respond to Commissioners 
Communication to Public/Media
Address Legislature issues
Provide Website Content
Publish Brochures
Public Works/Utilities
Provide Water and sewer
Maintain operations of water supply
Maintain water and sewer lines
Perform billing for water service
Operate/maintain backup generators
Maintain telemetry systems
Perform meter reading for usage
Interface with wholesale water companies
Handle customer service issues Process applications for water and sewer
Read meters and download to computer
Maintain customer files
Deposit fees
Provide finance records of transactions
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Use this list to help identify essential functions that your office/department might perform.

	

	Sample Processes List

	Recorder of Deeds

Produce Marriage Licenses

Conduct Plats/Survey Access

Provide Public Access to Records

Store Real Estate Records

Maintain titles

Survey and Record Titles Access

Record vital records

Collect and deposit fees

Prepare passports

Record Real Estate Documents

Produce Notary Authentication

Produces Search and See Images

Issue and record birth, death

Issue Death Certificates

Road & Bridge

Inspect roads and bridges

Provide road and bridge maintenance

Maintain inspection records

Maintain road and bridge equipment

Produce Annual Fuel Bid

Provide lot security

Perform Signage Maintenance

Sheriff's Office

Perform Dispatch functions

Provide law enforcement for county

Oversee civil division operations

Provide detective services

Supervise criminal division

Operate detention center

Perform Juvenile Services Function

Render Safety of Explosives
Perform Canine Utilization
Perform Crisis Intervention
Perform recalls of arrest/warrant orders
Finger printing of suspects
Perform processes for Sex Offender Unit
Operating Domestic Violence Unit
Investigate Traffic accidents
Produce Property Crimes Report
Produce Robbery Report
Perform Child Support warrant service
Maintain Inmate Records
Process Inmate DNA Samples
Provide Court Security
Transport Inmates
Provide traffic control at fire/rescue sites

	Solid Waste and Sanitation

Collect solid waste and debris

Manage solid waste convenience centers

Manage landfills

Provide landfill usage records

Prepare and submit environmental reports

Enforce Solid Waste Ordinances

Manage recycling center

Procure/maintain sanitation equipment

Provide solid waste collection/disposal records

Soil & Water

Manage USDA cost share programs

Perform farm conservation planning

Provide technical assistance to farmers

Provide agricultural educational programs

Evaluate and assess flood impacts

Maintain Conservation Plans/Contracts

Assist farmers with farm bill compliances

Perform soil testing and sampling
Tax Collector

Collect Personal Property Tax

Collect Real Estate Tax

Disburse Tax Funds

Assess Real/Personal Property

Prepare and Mail tax notices

Resolve billing/Assessment disputes 

Maintain all Tax Collection records

Assess/Bill for Personal Property and Vehicles

Process Land/Record Management

Process Building Assessments

Perform Delinquent Collections

Conduct Current Collections

Process Assessment Card
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