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ISR Management Directorate

WR-ALC, Robins AFB GA 31098-2122

April 2004

LX PLAN 8

SECURITY INSTRUCTIONS

1.  The long title of this plan is The Intelligence, Surveillance, and Reconnaissance (ISR) Management Directorate Unit Control Center (UCC) Operating Instruction (OI).  The short title is LX PLAN 8.

2.  This plan is designated "FOR OFFICIAL USE ONLY" and should be handled in accordance with AFI 37-131.

3. Reproduction of this document in its entirety is prohibited; however divisions are authorized to extract those portions necessary to accomplish assigned tasks.

ISR Management Directorate

WR‑ALC, Robins AFB GA 31098-2122

April 2004

LX PLAN 8

REFERENCES:

WR‑ALC WMP‑1

WR-ALC PLAN 70

WR‑ALC PLAN 8

TASK ORGANIZATIONS:  All LX Divisions

1.  GENERAL:


a.  The ISR Management Directorate Unit Control Center (LX UCC) is organized to provide a central point of direction and control of emergency operations for the ISR Directorate.  LX UCC will activate and operate the function to support specific contingency operations, exercise escalation, or taskings directed by the WR‑ALC Commander or competent authority.  These instructions are applicable upon activation and give manning and facility requirements for the Control Center.  The term "emergency," as used throughout the plan, applies equally to actual emergency situations and to exercise conditions.


b.  Alert/Recall procedures will be directed by the WR‑ALC Command Section, and/or the Director of LX or staff official acting in the absence of the Director.  The type of emergency conditions existing will determine the skills and personnel recalled.  The LX UCC Recall Roster is maintained by LXPP. This roster will be utilized to recall personnel to activate the LX Unit Control Center. 

2.  EXECUTION:


a.  LX Unit Control Center (LX UCC)


(1) Concept of Operations:




(a) In order to accomplish its emergency mission, the LX UCC will be augmented to an extent consistent with the urgency of the situation.  The LX UCC will be established in Bldg 350 on a 24‑hour basis or as directed.




(b) The LX UCC will be staffed from selected individuals within LX.  LX is responsible for maintaining a fully trained control center staff to support these operations.  All positions require at least a SECRET security clearance.



(c) In the event it becomes necessary for the LX UCC to relocate, alternate locations within Bldg 350 will be considered first.  If there are no suitable alternate locations within Bldg 350, the LX UCC will relocate to Bldg 376, Rm 468 (small WR-ALC/EM conference room).  The LX UCC staff will notify the ALC Readiness & Operations Center (ROC) as well as the remainder of the LX staff upon relocation.  Correct phone numbers will be distributed at that time.  If contact with the LX UCC (6-1654/1655/8461) is attempted, and there is no answer, caller should notify the LX Security Office (6-8219), after normal duty hours contact the Robins Command Post (RCP) at 927-2612.




(d) Under augmented conditions, the LX UCC is responsible for ensuring that LX Divisions accomplish actions within their assigned areas of responsibility on a timely basis and keep the Director advised of the status of actions and problem areas.  Actions directed by the LX UCC will be treated by divisions as immediate, emergency‑response taskings.



(2) Administration, Logistics and Personnel:




(a) Personnel assigned to the LX UCC will remain available in the Control Center area at all times unless excused specifically for authorized requirements.  Use of an alternate depends on circumstances and must be cleared through shift supervisor.




(b) Divisions will designate competent, qualified individuals to staff the LX UCC as requirements are levied.  Any justifiable changes in assignments will be reported immediately to LXP and LX UCC.  Replacements will be made available concurrent with any deletions.  LX UCC duties in support of this plan take precedence over all other duties.




(c) The LX UCC will remain fully augmented until direction is received from the WR‑ALC ROC and approved by the LX Director or designated representative.




(d) Overtime used in support of this plan will be held to an absolute minimum.  




(e) LX positions assigned to operate the Control Center during augmentation include:





1  Supervisor





2  Controller





3  War Plans Advisor (as required)





4  Administrative Assistant (as required)

The administrative assistant position is augmented on an as required basis as identified by the war planner and/or LX UCC shift supervisor.  Duties and responsibilities of each position are found in Annex A.




(f) WR‑ALC/LXP will:





1  Establish an LX recall roster that will ensure timely recall of key personnel. 





2  Generate a Key Contacts memorandum listing (in contact order) of individuals who may be tasked to represent LX at Senior Battle Staff meeting.  The Key Contacts memorandum will be addressed to WR-ALC/XPW, 116 ACW/CP, and DECC.  The Key Contacts memorandum will be updated annually (1st workday after 15 Sep) or as changes occur.





3  Provide written procedures that explain responsibilities to all points of contact identified on the recall roster and other personnel tasked with recall support.




       4  Provide to the WR‑ALC Readiness & Operations Center (ROC) a current alphabetical roster reflecting each employee required to have access.  The roster will contain name, grade, badge number, and security clearance eligibility of individuals to be granted access to the ROC.  The access roster will be updated quarterly, as changes occur or as requested by the ROC.


b.  LX ALERT/RECALL


(1) The daytime (0730-1630) point of contact will:




(a) Upon receipt of official alert/recall notification, contact the LX Director and relay message received.

            
(b) In the absence of the Director, notify an alternate LX staff official.  Sequential order for notification, as listed below, will be followed until an actual contact is made.

ALTERNATES:



Deputy Director of LX



Chief, Program Control Division(LXP) 

           Chief, JSTARS Division(LXJ) 

           Chief, U-2 Division (LXA)

           Chief, ISR Ground/Special Projects Division (LXG)

           Chief, Logistics Division (LXL)

           Chief, Engineering Division (LXE)



Chief, Contracting Division (LXK)         




(c) Alert/recall the LX UCC staff and LX staff members as directed by LX, or based on recall message issued by the Robins Command Post or ROC.



(2) During non-duty hours (1630-0730) LX Director/Deputy Director will be notified by the ROC Duty Officer in accordance with WR-ALC Plan 8.



(3) The ISR Director will:




(a) Report within the designated time frame to the ROC Conference Room located in Building 300, East Wing, Basement, NE Corner to receive the initial situation briefing.




(b) Brief LX UCC on extenuating conditions and direct the recall of additional work forces commensurate with support requirements based on existing or anticipated conditions.



(4) Program Control Division (LXP) personnel will:




(a) Coordinate with divisions in the development of work schedules or special groups to accomplish the directorate emergency mission.




(b) Provide support as required by the LX UCC pertaining to situations relating to plans and work load functions.




(c) Ensure unit recall and manning rosters are accurate.




(d) Ensure Force Protection Condition checklists and procedures are current and accurate.




(e) Provide updates to the LX UCC and directorate personnel as required.



(5) Divisions will:




(a) Maintain a pyramid alert/recall system.  Supervisors and other personnel will maintain organizational recall lists responsible for directing special tasks and teams.




(b) Have a division representative and division security manager in attendance at the Director’s initial briefing of the LX UCC.




(c) Direct recall of division personnel who are required for support based on existing conditions.




(d) Provide LXP with division level points of contact for exercise or emergency duty as the situation warrants.  



(e) Ensure personnel assigned special emergency response duties are fully qualified and are cognizant of appointments and responsibilities.  Report changes as they occur and appoint replacement immediately for any deletions.  Special assignments may include, but are not limited to, disaster relief, Robins Command Post augmentee, LX UCC runner, etc.




(f) Division chiefs will ensure status updates for daily briefings are provided to UCC Controller no later than 1700 each day.  Late breaking changes will be briefed by division chiefs.   



(6) Supervisors will:




(a) Maintain emergency work force rosters.  Name, office symbol, office phone number, home address (exact location‑‑not post office or route number), home telephone number, and duty status (leave, TDY, location, etc.) of key personnel (as assigned by LXP) must be immediately available.




(b) Advise LXP of any changes (i.e., TDY, extended sick leave, pending retirement, etc.) that affect immediate recall of LX staff, LX UCC augmentees and ROC augmentees.








Director
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ANNEX A TO LX PLAN 8

CONTROL CENTER BASIC DUTIES AND RESPONSIBILITIES

1.  Upon notification by the Director, Deputy Director, or LX daytime point of contact, the war planner will notify Unit Response Team personnel (Appendix 1) to report to the LX UCC.  Response in support of this plan is immediate and personnel will report for duty as soon as possible.  Basic duties and responsibilities of the LX UCC Staff are as follows:    


a.  LX UNIT CONTROL CENTER SUPERVISOR WILL:



 (1)  Establish duty station in the LX UCC.



 (2)  Request UCC augmentation, as required, by contacting the war planner or Division Chiefs.



 (3)  Keep the LX Director/Deputy informed.  Advise LX Director/Deputy immediately of events that may affect directorate decisions and/or support of ALC/customer requirements.  For example: relocation of the Readiness & Operations Center, Battle Staff Meeting place, and significant events.



 (4)  Brief exercise/contingency current events and theater status to Integrated Product Teams (IPTs) and/or Master Scenario Exercise List (MSEL) response teams, as required.  This may be necessary when situations may affect IPT decisions as they develop a response to a scenario.



 (5)  Review, evaluate, coordinate and release outgoing messages and reports pertaining to the emergency.



(6)  Monitor and ensure proper security procedures are observed at all times in the LX UCC.



(7)  Brief on‑coming LX UCC staff members of situation status.


(8)  Direct recall of emergency work forces as required by the situation and/or as instructed by the LX Director.

(9) Other duties as identified in Annexes of this plan.


b.  LX UCC CONTROLLER WILL:



(1)  Assist the supervisor in establishing duty station in LX UCC.



(2)  Log all incoming and outgoing correspondence.  Monitor Battle Staff Directive numbers, Intel message numbers, etc. to insure LX receives all distribution from the ROC.  Retain file copy of all outgoing correspondence.  Retain electronic copy of all outgoing unclassified correspondence and briefing charts on the common drive (m/common/ucc/ucc2004/log) in an electronic folder named appropriately (example:  TR98-4).



(3)  Evaluate all incoming communications pertaining to the emergency and ensure the appropriate division/office takes immediate action.



(4)  Ensure the timely submission of special and recurring reports levied on the ISR Directorate during any emergency or exercise event using the proper format as directed in WR-ALC Plan 8.

(5) Maintain events log/comprehensive notes of significant actions generated and completed during shift to be used in briefing the incoming personnel.

(6) Maintain log of all surge related requirements.



(7)  Update charts and reports, as required.



(8)  Post LX UCC status board with updated status on Master Scenario Events Listing (MSEL), Division Chief Representative names, phone numbers, and LX suspenses.



(9)  Other duties as identified in Annexes of this plan.


c.  LX WAR PLANNER WILL:



(1)  Ensure that LX correspondence is picked up from the Readiness and Operations Center.



(2)  Ensure that required administrative and contingency plans are available to the LX UCC staff.



(3)  Assist in notifications and recall of LX management, LX UCC staff, and other personnel required for support of operations.  Record name, time, and date of all telephone or personnel notifications and enter response time, date, and action.



(4)  Assist LX UCC Supervisor and Controller in the implementation of contingency and emergency plans.



(5)  Assist LX UCC Supervisor and Controller in managing LX UCC operations.



(6)  Ensure office supplies and equipment are available for use.



(7)  Record events and observations in planner’s notebook and make recommendations for required process changes to the LX UCC.


d.  LX UCC ADMINISTRATIVE ASSISTANT:  This position may be filled on an “as needed” basis as deemed necessary by the LX UCC supervisor.  The need for this position is based on workload of LX UCC staff in meeting the exercise/contingency mission requirements.  In the event this position is required, the administrator will:

(1) Prepare Battle Staff Memorandums, Battle Staff Briefing Charts, and other communication aids as directed by the LX UCC controller and supervisor.



(2)  Maintain computer files of all correspondence created during the exercise/contingency.  Prepare diskettes to accompany reports or other correspondence required by the ROC.  Maintain all unclassified files created during the exercise/contingency on m/common/ucc/ucc2004/exercise (exercise name).  Ensure back-up files are created and saved on diskette.  Include exercise name in file name of each document.



(3)  Pick up and deliver correspondence, usually to and from the ROC, including classified documents up to SECRET and assist as LX UCC door guard as required.  This duty requires a valid driver’s license and a military or civilian ID card.



(4)  Utilize LX government vehicle in performance of messenger/runner duties.  Ensure vehicle maintenance listed on AFTO Form 1800 is accomplished.



(5)  If gas gauge reads less than 1/2 full on the day shift, the day shift messenger is responsible for obtaining gasoline before turning the vehicle over to the night shift.  The key to obtain gasoline is found in the pouch with the AFTO Form 1800.

2.  All LX UCC augmentees, in addition to individual duties, will:


a.  Ensure no unauthorized entry is made to the LX UCC area of operations.


b.  Shred classified paper waste as it occurs or place in a waste can marked: "CLASSIFIED WASTE."  In addition to complying with all instructions pertaining to the handling of classified documents and messages during operation of the LX UCC, it is imperative that strict control be maintained over all classified waste.  

c. Make sure that all classified files and documents are properly maintained and processed.


d.  Be alert for attempts at sabotage/penetration of the LX UCC.  If any such attempts occur, detain all suspicious personnel and notify LXPM/6-8219, Base Security, ext 6-2187, 6-2111, and ROC, ext 6-9741.


e.  At the completion of an emergency, augmentation period, or close of exercise, or any time the LX UCC is to be left unattended, duties are:



(1)  Assure that all classified documents, classified waste, printer cartridges used to type classified material, view graphs, flip charts, etc., are secured in the safe.



(2)  Remove any classified data posted on wall charts.



(3)  Advise subsequent shifts (ROC and LX UCC) of shutdown of LX UCC.

(4) Advise LX and LX Division points of contact of deactivation

ANNEX B to LX PLAN 8

SIGNIFICANT EVENTS REPORTING/TRACKING

1.  Certain events occurring in the work areas which impact the LX and/or WR‑ALC mission workload require special attention.  These events will require tracking by the LX UCC or War Planner when LX UCC is not activated and the ROC from the time of occurrence until action is completed.

2.  Divisions will:


a.  Take necessary emergency actions.


b.  Report the following information immediately to the LX UCC or to the War Planner if LX UCC is not activated.



(1) Subject



(2) Location



(3) Date/Time of Event



(4) Event



(5) Action Taken


c.  Follow‑up reports will be accomplished as required by the LX UCC or War Planner and/or the ROC.

3.  LX UCC will:


a.  Prepare Memorandum on significant events in accordance with WR‑ALC Plan 8 and forward to the ROC.


b.  Assign an organization log number, OPR, OCR as required and suspense to the event.
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

LX Unit Control Center (UCC) Activation Checklist
	OPR:

LXPP
Chris Welchel
	Date:

 

	No.
	Item
	Y
	N
	N/A

	
Upon recall and activation of LX Unit Control Center (UCC):


The War Planner will:
1.   Alert Unit Control Center staff and division representatives of LX UCC activation. 

2.   Activate/deactivate voice mail message as required.

3.   Obtain unit vehicle keys.


The LX UCC Supervisor will:

4.   Notify Readiness Center LX UCC is activated.  Ensure Readiness Center has correct phone number for LX control center.

5.  Check Readiness Center for LX Correspondence.

5.  Ensure file plan is current on UCC computer.

6   Notify messenger/runner that LX UCC has been activated. (Get name from LXL division chief)
7.  Ensure SITREP is submitted to Readiness Center by suspense hour.

8.  If LX UCC is not in 24-hour operation, notify readiness center each morning when activated.

9.  With Director/Deputy input, establish briefing schedule and communicate schedule to division chiefs, LX UCC staff, etc.

      Example:

      0700   Battle Staff Pre-Brief

0800   LX Briefing to LX UCC Staff and Division Chiefs 

1630   Battle Staff Pre-brief

1730   LX Briefing to LX UCC Staff and Division Chiefs

10.  Prepare SITREP, forward to Readiness center within 2 hours of initial activation, and by 0800 each subsequent day of activation (unless otherwise directed by Readiness Center). 


The LX UCC Controller will:
11.  Test LX UCC phone lines.

12.  Test capability of computers.

13.  Verify key personnel roster names and numbers are correct.  (Test if necessary)


	
	   
	


	Annex D to LX PLAN 8
	Page 1 of 1

	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

MSEL Tracking Checklist
	OPR:

LXPP

Chris Welchel
	Date:

 

	No.
	Item
	Y
	N
	N/A

	1.  Annotate date and time received                                                                                                     

2.  Annotate how MSEL was received

3. Send ROC memo notifying them of MSEL receipt

4.  Notify appropriate POC/Division Chief

5.  Notify all unaffected Divisions of MSEL input for information only

6.  Establish UCC suspense for follow up and subsequent status updates

7.  Update slides/charts for Battle Staff Briefing 

8.  If external MSEL, obtain copy of battle staff chart from primary UCC for LX battle staff briefing book

9.  Update LX Battle Staff Briefing Book accordingly

10.  Close MSEL when directed by IG or when final input is provided to the IG


	
	   
	


	Annex E to LX PLAN 8
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

LX Battle Staff Briefing Book
	OPR:

LXPP

Chris Welchel
	Date:

 

	No.
	Item
	Y
	N
	N/A

	1.  Post all charts (printed in notes pages view) provided to ROC  in Charts tab

2.  Post copy of MSELs with charts/notes pages w/POC/SME/Open or closed/initial and follow-up actions

     a.  Post copy of above if involved with external MSEL

3. Post copy of unclassified current SITREP

4.  Post copy of current BSDs

5.  Post copies of any pertinent information needed for battle staff

6.  Establish UCC suspense for follow up and subsequent status updates

7.  Notify Director and/or deputy of Battle Staff time

8.  Ensure SME/POC are present to brief Director/Deputy prior to Battle Staff

9.  Brief Director/Deputy of current FPCON and other exercise status as required


	
	   
	


	Annex F  to LX Plan 8                         
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

U-2 Surge Checklist  
	OPR

LX
	DATE



	NO
	ITEM

(Assign a paragraph number to each item.  Draw a horizontal line between each major paragraph.)
	YES
	NO
	N/A

	Upon notification or first intelligence reports initiate pre-implementation procedures below

PRE-IMPLEMENTATION

1.  Request ALMSS of MICAP drivers, applicable JCS project coded requisitions, and any additional queries needed by the LX Surge committee

2.  LX Surge Monitor will call a surge committee (see Plan 70 Pg F-1 for committee members)

3.  Analyze potential Surge candidates, identify surge items that meet the criteria listed on pg F-2 of WRALC Plan 70

4.  The Surge Monitor conducts follow-on meetings to list surge items for the required locations

5.  Ensure Item Managers (IMs) coordinate with support contractors and expense IMs to determine if necessary piece parts are available to support surge items

6.  IM will notify support contractor of possible Surge requirement.

7.  Support Equipment IMs will review their support position and document situations to determine if relocation is required

IMPLEMENTATION

1.  When directed, implement surge of items required to support existing operating locations and other requirements as identified by higher headquarters

2.  Initiate Daily Surge procedures (See WRALC plan 70 Pg F-2 and appendix 1 to annex F
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

LX Unit Control Center (UCC) Deactivation & Semi-Deactivation Checklist Note: Semi-Deactivation occurs when LX UCC is not in 24-hour operation.
	OPR:

LXPP
Chris Welchel
	Date:

 

	No.
	Item
	Y
	N
	N/A

	
Upon notification from Readiness Center to deactivate the LX UCC:


The LX UCC Supervisor will:

1. Notify LX personnel of deactivation.

2. Double-check area to ensure that all classified has been stored.

3. Notify next shift (if needed) of deactivation. 
4. Turn in unit vehicle keys.


The LX UCC Controller will:
1. Document deactivation in logbook.

2. Lock all classified in the safe and sign SF 702 once safe is locked/secured.

3. Purge all exercise log books and file logs in appropriate archive file.

4. Notify all division POCs that exercise reports are no longer required.

5. Move all exercise emails and other files from active file plan to inactive.

All LX UCC Staff will:
1. Pick up trash and return room to pre-UCC condition.


If LX UCC is not in 24-hour operation, perform end-of-day semi-deactivation as follows:


The LX UCC supervisor will:

1.   Notify the Readiness Center that LX UCC is closing for the evening.  Verify that ROC has the correct name/phone number of LX war planner or alternate for the evening hours.

2.   Double-check area to ensure that all classified has been properly stored.

3.   If applicable, notify the morning LX UCC supervisor of the next situation briefing, LX UCC activation time, and other pertinent information.


The LX UCC controller will:

1.   Document semi-deactivation in logbook.

2.   Lock all classified in the safe and sign SF 702 once safe is locked/secured.


	
	   
	


	ANNEX H to LX PLAN 8
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Unit Control Center (UCC) Shift Changeover Procedures
	OPR:

LXPP
Chris Welchel
	Date:

 

	No.
	Item
	Y
	N
	N/A

	
The outgoing LX UCC Supervisor will brief the following information to the incoming LX UCC Supervisor. Oncoming Shift supervisor shall report at least 30 minutes prior to shift start and outgoing shift supervisor will stay at least 30 minutes after schedule shift ends to allow ample time for overlap. Note:  DEFCON INFORMATION IS CLASSIFIED.

1.  Current DEFCON and FPCON.

2.  Names of current LX UCC personnel.

3.  Overall MSEL status.

a. Number of MSELs received.

b. Status of all MSELs, whether open or closed, degrades as a result (i.e., no computers due to fire)

4.  Other pertinent information

a. Battle Staff Directives (BSDs)

b. Other events

c. Important phone numbers

5.  Brief each MSEL separately as follows:

a. MSEL number

b. Issue/Problem

c. Significant Event/Not Significant Event

d. Readiness Center Memorandum (RCM) status

e. LX Divisions tasked to solve the Issue/Problem (OPRs & OCRs)

f. Division that is the primary OPR

g. Suspense date/times

h. Degrades

i. Additional actions required

6.   Building evacuation routes/procedures for LX UCC personnel.

7.   Locations of  “safer areas” within Bldg 350 per Disaster Procedures in the event of a natural disaster.

8.   Alternate LX UCC location.

9.   Operational and Communication Security, remind staff of “Need to Know” rule.

10. Entry requirements and internal security procedures.

11. Name and location of IG representatives or EET member (if known).

12. Theater status, ISR tail numbers supporting OPLAN, ISR capabilities tasked to date.

13. IG (Exercise/Inspection) Ground Rules.


	
	   
	


	ANNEX I to LX PLAN 8
	Page 1 of 1

	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

LX UCC Director’s Briefing
	OPR:

LXPP
Chris Welchel
	Date:

 

	No.
	Item
	Y
	N
	N/A

	The LX UCC Supervisor will facilitate the briefing to the Director/Deputy as required.  The briefing will consist of the status of the following:

1. FPCON information.

2. Theater Status, ISR tail numbers supporting OPLAN, ISR capabilities tasked to date.

3. MSEL status.

4. Significant events.

5. Battle staff pre-brief to include:

a. C-status

b. Acceleration/Compression Capability

c. ISR Production

d. ISR Support Problems

e. Limiting Factors

f. Significant Events

6. Manpower/LX UCC Schedule


	
	   
	


	ANNEX J to LX PLAN 8
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Unit Control Center (UCC) Relocation Procedures
	OPR:

LXPP
Chris Welchel
	Date:

 

	
The LX UCC staff will first determine if there is a suitable alternate location for the LX UCC within Bldg 350.  If no suitable location exists, the LX UCC will relocate to Bldg 376 (see attached Robins map), Rm 468 (small WR-ALC/EM Conference Room), PH# 926-9645 (Directorate Office).  Upon notification to relocate, the following tasks will be performed:

Upon notification to relocate, time permitting, the LX UCC Supervisor will:

1. Notify WR-ALC/EM of relocation. 6-1197 X135/132/142
2. Advise the Readiness Center, Deputy/Director, and next shift LX UCC staff of relocation.

Upon notification to relocate, time permitting, the LX UCC Controller will:
1. Prepare hard copy and electronic backup of all status board info for transport.

2.  Take possession of UCC Relocation  Kit, classified read file and log and phone books.  (take backup disk out of computer)

3. Ensure all classified is secured. (place STU Key in safe and lock safe, annotate SF 702)

4. Annotate in the log the reason and place of relocation

Upon entering the new location, the LX UCC Supervisor will:

1. Establish communications with Senior Leadership.

2. Perform visual inspection to ensure there are no security risks.

3. Advise the Readiness Center and new division POCs of new location and phone number.

4. Complete actions suspended due to relocation.


Upon entering the new location, the LX UCC Controller will:

1.  Set up new location’s administrative function.

2.  Annotate relocation events in the log/journal.

LX Division POCs

1.  When necessary, contact UCC by calling the UCC cell phone.   808-7373
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Building 350 personnel Relocation Procedures
	OPR:

LXPP

Chris Welchel
	Date:

 

	
In the event that bldg 350 becomes damaged or unusable to the point that relocation is required, LX Key personnel will be relocated to bldg 301, JSTARS area (see attached Robins map).  Upon notification or UCC’s determination to relocate, the following tasks will be performed:

     LX Key Personnel will:
1. Evacuate the building as urgently as required

2. Ensure a head count is conducted to determine availability and condition of all LX personnel

3. Direct first aid and emergency response as necessary

4. Place non-mission essential personnel on telephone standby

5. Mission Essential personnel will report to Bldg 301 with key personnel

6. JSTARS non-mission essential personnel may be placed on telephone standby to accommodate displaced ISR mission essential personnel

7. Division Chiefs will notify LX UCC of status of personnel as soon as possible


The LX UCC Supervisor will:

1.  Notify WR-ALC/LXJ of relocation.

2.  Advise the Readiness Center and next shift LX UCC staff of relocation.

The LX UCC Controller will:
1.  Establish communications with LX key personnel

2.  Ensure that each division provides a manning report as soon as possible

3.  Collect new location phone numbers for key personnel and report information to the ROC

4.  Get status from unit representatives (FSTR. Safety, Security, Phones, Computers), Civil Engineering, Fire Department, Environmental or whomever controls our ability to move back into bldg 350, forward information to ROC and Key personnel
Upon entering the new location, the LX UCC Supervisor will:

1. Ensure communications has been established with Senior Leadership.

2. Perform visual inspection to ensure there are no security risks.

3. Advise the Readiness Center and new division POCs of new location and phone number.

4. Complete actions suspended due to relocation.

If the relocation will be long term, complete the following:
1.  Contact facility manager to arrange for long-term relocation of personnel using base facility support
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Building 301 personnel Relocation Procedures
	OPR:

LXPP

Chris Welchel
	Date:

 

	
In the event that bldg 301 becomes damaged or unusable to the point that relocation is required, LX Key personnel will be relocated to bldg 350 (see attached Robins map).  Upon notification or UCC’s determination to relocate, the following tasks will be performed:

     LX Key Personnel will:
1. Evacuate the building as urgently as required

2. Ensure a head count is conducted to determine availability and condition of all LX personnel

3. Direct first aid and emergency response as necessary

4. Place non-mission essential personnel on telephone standby

5. Mission Essential personnel will report to Bldg 350 with key personnel

6. Bldg 350 non-mission essential personnel may be placed on telephone standby to accommodate displaced bldg 301 mission essential personnel

7. Division Chief/Branch chiefs will notify LX UCC of status of personnel as soon as possible


The LX UCC Supervisor will:

1.  Notify WR-ALC/LX of relocation.

The LX UCC Controller will:
Ensure that each division provides a manning report as soon as possible

Collect new location phone numbers for key personnel and report information to the ROC

Get status from unit representatives (FSTR. Safety, Security, Phones, Computers), Civil Engineering, Fire Department, Environmental or whomever controls our ability to move back into bldg 301, forward information to ROC and Key personnel

If the relocation will be long term, complete the following:

1.  Contact facility manager to arrange for long-term relocation of personnel using base facility support
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Warehouse personnel and equipment
	OPR:

LXPP

Chris Welchel
	Date:

 

	
In the event that bldg 350 becomes damaged or unusable to the point that relocation is required, Warehouse personnel and operations will be relocated to bldg 376 (see attached Robins map).  Upon notification or UCC’s determination to relocate, the following tasks will be performed:

Warehouse/Transportation Disaster Recovery Plan 

PURPOSE:

This DRP was established to ensure customer support during evacuation of the ISR Management Directorate warehouse to include transportation, building 350.  This plan stipulates temporary use of appointed buildings for transaction processing, pickup and delivery of parts until building 350 is restored to normal operation.

TASKS:

1. Gather all necessary materials to be transported to the alternate locations.  Kit should consist of pens, pencils, packing lists, computer paper, blank 1348-1As, markers, boxes, box cutters, and tape.  When directed to evacuate the building, the LXL Division Chief will conduct a head count at the evacuation point.  

2. Once determined that the building is not suitable for reentry and the timeframe for operation in the building exceeds X number of days, the Division Chief will inform personnel that have been identified to assemble at the appointed destination.

3. Transportation personnel will notify carriers with all phone numbers and locations as to where property can be picked up and dropped off.

4. Runners will hand carry all transaction data as frequently as needed between the LX Control Center and the APF to the alternate warehouse location.  

PROCEDURES:

Manual Processing (Post-Post) Procedures

a. Documents for forwarded to warehouse personnel for processing to transportation.  Ensure document control copies are returned to the post-post control center for interim file and processing to ALMSS when available.

b. Upon return of document control copies, team chief will ensure all copies of paperwork are stapled together for recovery processing.

2. Shipment Processing:

a. Shipping document forwarded to the warehouse personnel for processing to transportation.  Ensure the document control copy of the shipment is returned to the post-post team chief for interim file and later processing to ALMSS when available.

b. Upon return of document control copies, team chief will ensure all copies are stapled together for recovery processing. 
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Appendix 5 to ANNEX J UCC Relocation Kit List

Pencils

Pens

Highlighters

Classification Stamps

Ink Pads

Folders & dividers

Paperclips

Stapler/staples

1 package copy paper

post it notes

Classified stickers

Scissors

Hole Punch

Ruler 

Writing pads

Tape

CDs

White-out

Laptop

Cell phone & charger

APPENDIX 6 to ANNEX J
LX PLAN 8

Relocation Site Map
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

LX Sitrep Procedures
	OPR:

LXPP

Chris Welchel
	Date:

 

	No.
	Item
	Y
	N
	N/A

	1.  Obtain standardized form from the ROC and determine time SITREP required to ROC

2.  On first SITREP provide UCC operation hours and after hours contact

3.  Correct the date and time for any follow-on SITREP

4.  Obtain the aircraft status message off the SIPRNET e-mail.

5.  Provide Mission Capability Rate for the U2 and JSTARS (see formula below).

6.. Provide  details concerning mobility, mobility processing, deployments, surge and other MSEL inputs until closed.

7.  Acquire Directors comments and post on SITREP

8.  Annotate report with drafter’s and releaser’s  name  

9.  Send to ROC at time requested.

10.  Put a copy in the Battle Staff Briefing and Event Books 

MISSION CAPABLE FORMULA
     FMC + PMC = Mission Capable          
Total A/C – Depot A/C – Phase A/C   
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Initial Intelligence or Warning Order Procedures
	OPR:

LXPP

Chris Welchel
	Date:



	 Upon receipt of  Initial Intelligence and/or Warning Order complete the following actions:

Notify Divisions of message for their review and/or action.

If sensors are not identified, contact ACC planners to determine sensor requirement.   DSN 574-4983/4984

Contact LXA and review aircraft, sensors, and data link status:

1. Determine if there are any system configuration issues

2. Determine system availability and transportation issues

3. Assess any support equipment or spares issues

4. Are there any CFSR problems

Contact LXG and verify status of DCGS systems tasked:

1. Determine if there are any system configuration issues

2. Determine system availability and transportation issues

3. Assess any support equipment or spares issues

4. Are there any CFSR problems

Contact LXL and verify tasked system surge requirement status:

1. Determine if there are any system configuration issues

2. Determine system availability and transportation issues

3. Assess any support equipment or spares issues

Contact LXJ:

1. Determine if there are any system configuration issues

2. Determine system availability and transportation issues

3. Assess any support equipment or spares issues

4. Are there any CFSR problems

Document all problems, mark classification and monitor for resolution.  Document all problems, mark classification and monitor for resolution. Use locally produced tracking sheet  for documentation of problems.
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Execution Order Procedures
	OPR:

LXPP

Chris Welchel
	Date:



	 Upon receipt of  Execution Order complete the following actions:

Notify Divisions of message for their review and/or action.

Contact ACC planners to clarify any tasking confusion that may occur.  DSN 574-4983/4984

Contact LXA:

1. Determine if there are any system configuration issues

2. Determine system availability and transportation issues

3. Assess any support equipment or spares issues

4. Are there any CFSR problems

Contact LXG:

1. Determine if there are any system configuration issues

2. Determine system availability and transportation issues

3. Assess any support equipment or spares issues

4. Are there any CFSR problems

Contact LXL:

1. Initiate implementation surge checklist

2. Determine if there are any system configuration issues

3. Determine system availability and transportation issues

4. Assess any support equipment or spares issues

Contact LXJ:

1. Determine if there are any system configuration issues

2. Determine system availability and transportation issues

3. Assess any support equipment or spares issues

4. Are there any CFSR problems

Document all problems, mark classification and monitor for resolution. Use locally produced tracking sheet for documentation of problems.
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Aircraft Acceleration
	OPR:

LXPP

Chris Welchel
	Date:



	When maximum production of aircraft is required, the ISR directorate must do the following:

AIRCRAFT

1.  Identify by tail number all aircraft in depot maintenance at Palmdale and/or Louisiana.

2.  Record projected completion date

3.  Contact LXA and LXJ, they should contact contractor to evaluate which, if any can be accelerated using extra hours, 24 hours operation if feasible, or cannibalization and rob-back.
     a.  Determine parts and component supportability

4.  Once data is collected determine the cost for acceleration.
5.  Use SOR assessment to make approval/disapproval recommendation s to Battle Staff or HQ AFMC/LG

Once Approved:

6.  Fund as required using proper fund code

7.  Suspend normal or routine aircraft input to contractor maintenance facilities.  Continued aircraft input for depot maintenance is at the discretion of owing command

8.  If aircraft compression is not defined and a wartime requirement exists, complete only minimum maintenance required for mission capable condition, or suspend or “back out” of depot maintenance on aircraft that are in the early stages of maintenance

9.  Ensure Flight Test Team has resources to complete flight testing based on acceleration or compression

10. Track aircraft progression and report status in SITREP to battle Staff

SENSORS OR OTHER AIRCRAFT IMPROVEMENTS
1.  Identify Sensors or other aircraft improvements affecting aircraft capability 
2.  Determine if delivery can be accelerated by applying additional funds

Complete ROC Forms and Charts as required
Ref: WRALC Plan 70 Annex E
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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA

Acquisition SurgeAcceleration Procedures
	OPR:

LXPP

Chris Welchel
	Date:



	When a new program is needed in response to specific wartime requirement or an on-going program acceleration is needed to meet wartime requirements complete the following:

Acquisition Surge

Once Approved:

SENSORS OR OTHER AIRCRAFT IMPROVEMENTS
Complete ROC Forms and Charts as required

Ref: WRALC Plan 70 Annex K
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ANNEX Z to LXP PLAN 8

DISTRIBUTION

OFFICE 
NO. COPIES

LXA
1

LXE
1

LXG
1

LXJ
1

LXK
1

LXL
1

LXP
1

LX-CC
2

WR-ALC/XPW (ROC)
1
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