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Introduction - During an emergency or disaster, local government agencies must understand how to request specific kinds of resources in order to receive proper assistance in a timely manner. Frequently, requests made to the state are to general, and as a result, victims do not receive the right kind of help or experience extreme delays in receiving it.  Being specific in asking for help will ease suffering and directly help victims begin the recovery process. 

This form will assist jurisdictions in deciding and requesting the Size, Amount, Location, and Type of a needed resource.  A jurisdiction can make a request in one of three ways: 

· Complete the form interactively on VDEM’s Online EOC via the Internet. 
· Complete a copy of the form (download from Online EOC) and fax to VEOC at 804 674-2419. 
· Call the VEOC (804 674-2400) and make a request using the form as a guide to have necessary information available when making a call. 

This resource request form has three major sections: 

	• The identification section that identifies: 
		o  (1)    Who you are (jurisdiction name), 
		o  (2)    When (date and time of report), 
		o  (3)    Who prepared the report (name of preparer), 
		o  (4)    Contact information (call back phone number, fax number, email address) and, 
		o  (5)    Emergency type. 
· The request for resource section that uses the SALT technique for informing the VEOC the resource needed. 
· A free text comments section for adding additional important information. 

Definitions of the Resource Request Form’s Individual Data Entries in order of data entry 

THE IDENTIFICATION SECTION 

Political Subdivision – This is the name of the affected jurisdiction. Click on the arrow in the drop down box, scroll to and click on your jurisdiction name. 

Date/Time Report Prepared – The date and time are entered for you in the proper format. Just TAB over the two data entry fields. 

Report - Click on the appropriate option button (0) for the type of report (Initial or Update Request).

Preparer – Enter the name of person making the resource request. 
Agency - Agency/department within jurisdiction making the resource request. 

Call Back # - Number in local EOC or location of preparer or their representative on a 24-hour 

Fax # - Fax Number in local EOC

E-Mail – Enter the e-mail address of the EOC or person preparing report.  This e-mail address will be used for sending an email confirmation report back to the jurisdiction showing the data submitted to the VEOC. 

Emergency Type – What has happened or is happening in your jurisdiction that requires an 
emergency response.  (Tornadoes, hurricane, fires, rail road accident, flooding etc.)  Click on the 
arrow on drop down box and click on the appropriate Emergency Type.  If Other is selected in 
the drop down list, please enter the Emergency Type in the Specify field. 

REQUEST FOR RESOURCE 

Resource – Enter what you want – generators, trucks, blankets, sand bags, water, etc. 

	Size – Specify what size – 60 kw, 18-wheelers, large, small, etc. 

	Amount – How much or many do you want -- 2 trucks, 1500 meals, 10,000 gal., etc. 

	Location – Where do you want resource delivered – to the shelter, to the nursing home (give name and address – be specific). 

	Type – Additional information on resource – portable, refrigerated, wool, MREs, etc. 

Date/Time Desired - When do you want the resource to be available/delivered? 


COMMENTS:  Enter any other information to further explain the request. Enter as free text. 

Send Request to VEOC - Click on the Submit button.  The report is submitted to the Resource Request database in the VEOC.  You will also receive an e-mail confirming the receipt of the report along with a copy of the submitted data.  The e-mail is sent to the e-mail address entered on the online form.
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