Family Assistance Center Checklist (sample page)

Items  to be in place before the FAC is staffed and ready

(
Item
Quantity
Source


Pagers
6
Regional PMIT- NFSC


Monitor/VTP
2
FFSC


Microwave
1 or 2
FFSC


Trash Receptacles in FAC
5
FFSC


Trash Receptacles outside FAC
3
PWC


Telephone line into FAC
12
Regional PMIT


Telephone lines, public
6 - 12
PWC- UNCTAMS


TV Cable Hook-ups
At least 2
PWC/Regional PMIT


Computer Hook-ups

Commercial/ Regional IT


Refrigerators (small)
2
FFSC


Hot & Cold Beverage Dispensers
2
NAVSTA Galley or Commercial


Portable partitions
20
PWC - NFSC U-93


Chairs
As needed
PWC - NFSC U-93


Tables
As needed
PWC - NFSC U-93


TV/VCR  Combo
3 - 5
FFSC


Cots
As needed
Resale


Cribs
As needed
Resale


Blankets
As needed
Billeting/Commercial


Linens
As needed
Billeting/Commercial


Lending locker items

Regional Centers


Pillows
As needed
Billeting/Commercial


Hand foods
As needed
(Red Cross provides galley/volunteers)


General comfort item packages
As needed
(Red Cross provides galley/volunteers)


Child Care Area
As needed
Set up by Child Care Center


Large Coffee Maker (cups, sugar, & creamer)
As needed
FFSC     Materials - NAVSTA Galley


Cellular phones (with chargers)
1 or 2
FFSC/Regional PMIT


Copy Machine
1
Contract NSA Supply


Fax Machine
1
FFSC


Transportation Vehicles
As needed
PWC/ NSA


Signs
As needed
Graphics FFSC


Computer
As needed
FFSC


Laptops
2
FFSC


Office Supplies, Paper, Pencils
As needed
FFSC


Toilet Paper, Soap
As needed
FFSC


Garbage Bags
As needed
FFSC


Radio (portable)
As needed
FFSC


Bulletin Board
As needed
FFSC


Maps (large)
As needed
FFSC


Forms
As needed
FFSC


Flashlight
As needed
FFSC


Batteries
As needed
FFSC


Children’s Toys
As needed
FFSC / Child Care Center


Modem
As needed
FFSC


Crates for Files
As needed
FFSC


Phone Books
As needed
FFSC

Federal & State Agencies in Place for Support

Agency
POC
Phone









































Functional Areas

Activity
Dates/Time
POC
Phone

Working Parties Arrive (NSA /NAVSTA /SRPA Area 1)




Personnel Support Detachment




Chaplain(s)




Medical Representative




Counselors (FFSC)




PNH Representative




Navy Legal Service Rep




Child Care 




PAO Reps




American Red Cross




Command Ombudsmen Arrive




Navy-Marine Corps Relief Society




Security




Schedules

Area
Date/Time
POC
Phone

Working Party Schedules Ready




Meal Schedule Ready




Transportation Schedule Ready




Child Care Volunteer Schedule
























Forms, Handouts, and Flyers Required



























Other




Attachment (J)


