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PAPERWORK BURDEN DISCLOSURE NOTICE
Public reporting burden for this form is estimated to average 160 hours per response. The burden 
estimate includes the time for reviewing instructions, searching existing data sources, gathering and 
maintaining the data needed, and completing and submitting the form. This collection of information is 
required to obtain or retain benefits. You are not required to respond to this collection of information 
unless a valid OMB control number is displayed in the upper right corner of this form. Send comments 
regarding the accuracy of the burden estimate and any suggestions for reducing the burden to: 
Information Collections Management, Department of Homeland Security, Federal Emergency 
Management Agency, 1800 South Bell Street, Arlington VA 20598-3005, Paperwork Reduction Project 
(1660-0123). NOTE: DO NOT SEND YOUR COMPLETED FORM TO THIS ADDRESS.

Privacy Act Statement
AUTHORITY: Title III of the Consolidated Security, Disaster Assistance, and Continuing
Appropriations Act of 2009 (P.L. 110-329) and Homeland Security Presidential Directive (HSPD)-8. 
PRINCIPAL PURPOSE(S): This information is being collected for the primary purpose of determining
eligibility and administration of FEMA Preparedness Grant Programs, specifically, the Regional 
Catastrophic Preparedness Grant Program.
ROUTINE USE(S): The information on this form may be disclosed as generally permitted under 5
U.S.C. § 552a(b) of the Privacy Act of 1974, as amended. This includes using this information as 
necessary and authorized by the routine uses published in DHS/FEMA – 004 Grants Management
Information Files System of Records (August 7, 2009, 74 FR 39705) and upon written request, by
agreement, or as required by law.
DISCLOSURE: The disclosure of information on this form is voluntary; however, failure to provide the
information requested may delay or prevent the organization from receiving grant funding.

OVERVIEW
As part of the Regional Catastrophic Preparedness Grant Program (RCPGP), the Regional Catastrophic 
Planning Team (RCPT) for each site must establish a formal governance structure and develop a charter 
(or other standard operating procedure (SOP) document). Each site is required to submit an updated copy
of the RCPT Charter to the Department of Homeland Security (DHS) as part of the FY 2013 Grant 
Application Package.

RCPT CHARTER REQUIREMENTS
The RCPT Charter should be developed in Microsoft Word and must address, at a minimum, the
following topics:

• Purpose of the RCPT
• Goals and objectives for the RCPT (e.g., enhance collaboration between Public Health and

Emergency Management)
• Membership (to include, at a minimum, a list of members, their associated jurisdictions, and

disciplines)
• Expectations of members (e.g., time commitment, providing timely responses)
• Membership attendance policy
• Frequency of meetings (e.g., bi-weekly, monthly, bi-monthly, etc.)
• Governance structure (e.g., which members have the authority for what)
• Voting rights (e.g., how decisions will be made)
• Grant management and administration responsibilities (e.g., who will be responsible for grant

management and administration and how the funds will be allocated)



• Methodology for determining project priorities (e.g., how agreement will be reached on project
priorities)

• Documentation and sharing of decisions (e.g., how decisions made at RCPT meetings will be
documented and shared with RCPT members)

• Process for making changes to the charter

The RCPT Charter must be available to all RCPT members prior to submission to DHS to promote 
transparency in decision making related to RCPGP. Additionally, a new copy of the charter must be
submitted to DHS after any updates.

RCPT Charters must be submitted as part of the Grant Application Package using grants.gov no later than
11:59PM DST on March 20, 2013. Charters should be written and submitted in Microsoft Word using
12 pt. Times New Roman font and must address all criteria required above.


