Exercise Reporting Procedures

Michigan State Police, Emergency Management and Homeland Security Division
Training & Exercise Section

February 13, 2006
These reporting procedures are effective immediately and apply to all exercise activities administered by Emergency Management and Homeland Security Division (EMHSD).  The following grants are included:

· EMPG
Emergency Management Performance Grant

· SHSP
State Homeland Security Program

· LETPP
Law Enforcement Terrorism Protection Program

· UASI
Urban Area Security Initiative

1.
Sub-grantees must report exercise activities on electronic forms provided by EMHSD.  The most current forms are available at:  http://www.michigan.gov/msp/0,1607,7-123-1593_3507-73723--,00.html

2.
Sub-grantees must submit the completed e-forms via email attachment to their respective District Coordinator (DC).  DO NOT send duplicate copies to the Training & Exercise Section (T&E) in Lansing as they will not be accepted.  For questions, the first point of contact is the DC.  Their contact information is available on the EMHSD coverage map located at:  http://www.michigan.gov/msp/0,1607,7-123-1593_3507-73723--,00.html

3.
It is IMPERATIVE that sub-grantees carefully follow the requirements below for naming electronic files BEFORE emailing them to the DC.

4.
After review, the DC will electronically forward each approved exercise report to the T&E secretary and copy the sub-grantee to confirm receipt and processing status.  The DC will return defective reports to the sub-grantee for correction and resubmittal.

5.
Upon receipt, the report will be entered into the T&E tracking system.  All required reports of exercise activities must be received by T&E before reimbursement requests can be processed.

File Name Requirements for Electronic Reports

· District:
Enter the district number first:  1, 2N, 2S, 3, 5, 6, 7, or 8.
· Grant Year:  
Use last two digits (04, 05, etc.).  (Actual Event - last two digits of calendar year.)
· Grant Title:  
EMPG, LETPP, SHSP, or UASI.  (OTHER for Unfunded)( EVENT for Actual Event)
· Jurisdiction: 
Use local program name; except for colleges/universities, state agencies, and



regional response teams, refer to page 2 for those abbreviated file names.

· Date:
Enter exercise or EPW date using this format:  yyyy-mm-dd.

· Type:
Enter EPW -OR- type of exercise:  S; W; D; TTX; G; FE; or FSE.

· EPC:
Enter specific type of conference(s) conducted (C&O, IPC, MPC, or FPC). 
· Suffix:
Use 1, 2, 3, etc. to differentiate IF multiple sessions of the same type of 



exercise activity are reported for the same date.

Examples:

Local Programs:




State Agencies:

2S-04-UASI-Detroit-2005-03-22-S-1


1-03-SHSP-MDOT-2004-05-29-EPW

2S-04-UASI-Detroit-2005-03-22-S-2


1-03-SHSP-OSA-2005-02-16-FE-MPC

2S-04-UASI-Detroit-2005-03-22-S-3

Colleges/Universities:



Regional Response Teams:

1-03-SHSP-MSU-2004-06-14-TTX-C&O

6-03-SHSP-RRT-Muskegon-2003-11-09-FE

2S-03-SHSP-SchoolcraftCC-2004-10-29-D

7-03-SHSP-RRT-Alpena-2004-05-29-TTX

File Names for Electronic Exercise Reports 

	Colleges/Universities
	Name
	State Agencies
	Name

	Alpena Community College
	Alpena CC
	Agriculture
	MDAG

	Bay de Noc Community College
	Bay de Noc CC
	Attorney General
	AG

	Central Michigan University
	CMU
	Civil Rights
	MDCR

	Delta College
	Delta College
	Civil Service
	MDCS

	Ferris State University
	Ferris
	Community Health
	DCH

	Glen Oaks Community College
	Glen Oaks CC
	Corrections
	DOC

	Gogebic Community College
	Gogebic CC
	Education
	MDE

	Grand Rapids Community College
	Grand Rapids CC
	Environmental Quality
	DEQ

	Grand Valley State University
	GVSU
	Executive Office
	EX

	Henry Ford Community College
	Henry Ford CC
	History, Arts & Libraries
	HAL

	Jackson Community College
	Jackson CC
	Human Services
	DHS

	Kalamazoo Valley Community  College
	Kalamazoo CC
	Information Technology
	DIT

	Kellogg Community College
	Kellogg CC
	Labor & Economic Growth
	DLEG

	Kirtland Community College
	Kirtland CC
	Management & Budget
	DMB

	Lake Michigan College
	Lake MI
	Michigan Supreme Court
	MSC

	Lake Superior State University
	LSSU
	Military and Veteran Affairs
	DMVA

	Lansing Community College
	Lansing CC
	Natural Resources
	DNR

	Macomb Community College
	Macomb CC
	Office of Services to the Aging
	OSA

	Michigan State University
	MSU
	Office of the State Budget
	OSB

	Michigan Technological University
	MTU
	State
	MDS

	Mid Michigan Community College
	Mid Michigan CC
	State Police
	MSP

	Monroe County Community College
	Monroe CC
	Transportation
	MDOT

	Montcalm Community College
	Montcalm CC
	Treasury
	TRES

	Mott Community College
	Mott CC
	Regional Response Teams
	

	Muskegon Community College
	Muskegon CC
	RRT - Alpena
	 

	North Central Michigan College
	NC MI College
	RRT - Ann Arbor
	 

	Northern Michigan University
	NMU
	RRT - Battle Creek
	 

	Northwestern Michigan College
	NW MI College
	RRT - Berrien County
	

	Oakland Community College
	Oakland CC
	RRT - Clinton Twp

	Oakland University
	Oakland U
	RRT - Grand Rapids/Kent Co.
	

	Saginaw Valley State University
	SVSU
	RRT - Lansing Metro

	Saint Clair Community College
	Saint Clair CC
	RRT - MUSAR

	Schoolcraft Community College
	Schoolcraft CC
	RRT - Muskegon County

	Southwestern Michigan College
	SW MI College
	RRT - St. Clair County

	University of Michigan-Ann Arbor
	UM-AA
	RRT - Sterling Heights

	University of Michigan-Dearborn
	UM-Dearborn
	RRT - Traverse City
	

	University of Michigan-Flint
	UM-Flint
	RRT - Tri-Cities
	

	Washtenaw Community College
	Washtenaw CC
	RRT - Troy
	

	Wayne County Community College
	Wayne CC
	RRT - Upper Peninsula

	Wayne State University
	WSU
	RRT - Warren
	

	West Shore Community College
	West Shore CC
	
	

	Western Michigan University
	WMU
	
	


File Name for Electronic Reports








(sample) 



District:
Enter the district number first:  1, 2N, 2S, 3, 5, 6, 7, or 8.

Grant Year:  
Use last two digits (04, 05, etc.).  (Actual Event - last two digits of calendar year.)
Grant Title:  
EMPG, LETPP, SHSP, or UASI.  (OTHER for Unfunded)(EVENT for Actual Event)
Jurisdiction: 
Use local program name; except for colleges/universities, state agencies, and regional response teams, refer to page 2 for those abbreviated file names.

Date:
Enter exercise or EPW date using this format:  yyyy-mm-dd.

Type:
Enter EPW -OR- type of exercise:  S; W; D; TTX; G; FE; or FSE.

EPC:
Enter specific type of conference(s) conducted (C&O, IPC, MPC, or FPC). 

Suffix:
Use 1, 2, 3, etc. to differentiate IF multiple sessions of the same type of exercise activity are reported for the same date.

5-04-SHSP-Kalamazoo-2005-03-22-FE-C&O-1
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