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(1) REQUEST MADE DIRECTLY TO AUTHORIZED REPRESENTATIVE:
An Authorized Representative or his/her designated alternate of the
Requesting Municipality shall make requests for mutual aid assistance or
resources to the Authorized Representative or his/her designated alternate of
the Providing Municipality.

(i) RECORD OF REQUESTS TO BE PROVIDED; The Requesting
Municipality shall provide a record of request for assistance to the
Emergency Management Coordinator of the Providing Municipality, in a
timely manner.

B. REQUIRED INFORMATION: Each request for assistance shall be accompanied by the
following information, in writing or by any other available means, to the extent known:

1. Stricken Area and Status: A general description summarizing the condition of the
community (i.e., whether the disaster is imminent, in progress, or has already
occurred) and of the damage sustained to date;

2. Services: Identification of the service function(s) for which assistance is needed
and the particular type of assistance needed,;

3. Aid and Assistance: The amount and type of personnel needed and a reasonable
estimate of the length of time they will be needed;

Provider’s Traveling Employee Needs—Unless otherwise stated by the
Requesting Municipality, it is mutually agreed that the Requesting Municipality
will provide for the movement and deployment of the Providing Municipality’s
employees. Requesting Municipality shall pay for all reasonable out-of-pocket
costs and expenses of Providing Municipality’s mobilization, movement, and
deployment of personnel to and from the designated area. Further, Requesting
Municipality shall house and feed Providing Municipality’s personnel at its own
sole cost and expense. If Requesting Municipality cannot provide such food
and/or housing at the designated area, Requesting Municipality shall specify in its
request for assistance that self-contained personnel are needed.

4. Meeting Time and Place: An estimated time and a specific place for a
representative of Requesting Municipality to meet the personnel of any Providing
Municipality.
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Section 1V. PROVIDING MUNICIPALITY’S ASSESSMENT OF AVAILABILITY
OF RESOURCES AND ABILITY TO RENDER ASSISTANCE

When contacted by the Requesting Municipality, the Providing Municipality’s
Authorized Representative shall assess its own local situation at that time in order to
determine resources. If the Providing Municipality’s Authorized Representative
determines that it has available resources, the Providing Municipality’s Authorized
‘Representative shall so notify the Requesting Municipality. The Providing Municipality
shall complete a written acknowledgment, whether on the request received from the
Requesting Municipality or on another form, regarding the assistance to be rendered (or a
rejection of the request) and shall transmit it by the most efficient practical means to the
Requesting Municipality for a final response. The Providing Municipality’s
acknowledgment shall contain the following information:

1. response to the items contained in the request, a description of the Mutual Aid
Resources (personnel) available;

2. the projected length of time such Mutual Aid Resources will be available to serve
the Requesting Municipality, particularly if the period of time is projected to be
shorter than one week.

3. the estimated time when the assistance provided will arrive at the location
designated by the Requesting Municipality; and

4. the Providing Municipality will specify what particular expertise the employee
has. i.e. the requested individual(s) has met and maintained the applicable training
standards for the position he/she is to fill.

When a Providing Municipality submits a written acknowledgment to a Requesting
Municipality’s request, the Providing Municipality shall notify the Requesting
Municipality’s Authorized Representative. The Requesting Municipality shall respond to
the Providing Municipality’s written acknowledgment by executing and returning a copy
of the written request to the Providing Municipality by the most practical means, and
maintaining a copy for its file.

Section V. COMMAND AND CONTROL

It is understood that the Requesting Municipality affected or threatened by an emergency
or disaster and requesting mutual aid shall implement its emergency plan for the duration
of operations, and assume direction and control over the human resources contributed by
the other Providing Municipality(s). The Requesting Municipality shall provide necessary
credentials to Providing Municipality’s personnel authorizing them to operate on behalf
of the Requesting Municipality.
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Section VI. LENGTH OF TIME FOR AID AND ASSISTANCE; RENEWABILITY;
RECALL

Unless otherwise provided, the duration of the Providing Municipality’s assistance shall
be for an initial period of seven days, starting from the time of arrival. Thereafter,
assistance may be extended in daily or weekly increments as the situation warrants, for a
period agreed upon by the authorized representatives of the Providing Municipality and
the Requesting Municipality.

As noted in Section 11 of this Agreement, Providing Municipality’s personnel shall
remain subject to recall by Providing Municipality to provide for its own citizens, if
circumstances so warrant. Providing Municipality shall make a good effort to provide at
least 24 (twenty-four) hours advance notification to Requesting Municipality of its
(Providing Municipality’s) intent to terminate mission, unless such notice is not
practicable, in which case as much notice as is reasonable under the circumstances shall
be provided.

Section VI. REIMBURSEMENTS

Except as otherwise provided below, it is understood that the Requesting Municipality
shall pay to the Providing Municipality all documented costs and expenses incurred by
Providing Municipality as a result of extending aid and assistance to the Requesting
Municipality. The terms and conditions governing reimbursement for any assistance
provided under this Agreement shall be in accordance with the following provisions,
unless otherwise agreed in writing by Requesting Municipality and the Providing
Municipality. Requesting Municipality shall be ultimately responsible for reimbursement
of all eligible expenses. Providing Municipality shall submit reimbursement
documentation to Requesting Municipality.

A. Personnel—During the period of assistance, Providing Municipality shall
continue to pay its employees according to its prevailing policies and regulations.
Requesting Municipality shall reimburse Providing Municipality for all direct and
indirect payroll costs and expenses including travel expenses incurred during the
period of assistance, including but not limited to, employee retirement.

B. Record Keeping—Providing Municipality shall maintain records and submit
invoices for reimbursement by Requesting Municipality.

C. Payment; Other Miscellaneous Matters as to Reimbursements—The reimbursable
costs and expenses with an itemized notice shall be forwarded as soon as
practicable after the costs and expenses are incurred, but not later than 60 (sixty)
days following the period of assistance, unless the deadline for identifying
damage is extended. Requesting Municipality shall pay the bill or advise of any
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