
Any resource requests that do not follow the below process will be sent back to the requester and 
because of that, your resource request may be delayed. 
 
The resource request process is as follows: 

1. If an entity is within a city, they will send their request to the city Emergency Operations Center 
(EOC) for fulfillment.  If the city is Unable to Fill (UTF), they will forward the request to the 
county EOC.  If the city can fulfill the order, they will and the order is completed and closed. 

2. For entities in unincorporated areas of the county, their request will go to the county EOC.  
3. If a city is the original requester, they will send their request to the county for fulfillment.  If the 

county can fulfill the order, they will and the order is completed and closed.  If the county cannot 
fulfill the request, they will indicate that they are "UTF at the county level" and forward the 
request to the State EOC.   

4. If the county is the original requester, they will send their Resource Request Form to the State 
EOC.  

5. If a tribe is the requester, they can choose to send their request to the county for fulfillment or 
they can send their request directly to the State EOC or to the Federal government.  They are 
encouraged, but not required, to go through the county since county resources may be closer and 
timelier than state resources.    
 

For any resource request submitted from this date forward, you must use the attached updated 
Resource Request Form (RRF).   
 
Once completed, the form should be emailed to your appropriate Emergency Operations Center on the 
attached list that meets the above requirements. 
 
A couple of helpful hints/requirements: 

1. A separate RRF needs to be submitted for each kind of resource.  Do not group different 
resources together, ie N95’s should be separate from surgical masks which should be separate 
from gowns, etc. 

2. The form must be completely filled out by the requesting entity in Sections I and II.  It must be 
signed by a Local Official or someone approved to act on their behalf. (The Resource Order 
number will be auto assigned by SEOC WebEOC.) 

3. The form must be legible.  Please type or print so we can read and process your request as 
quickly as possible. 

4. For section III, if you know of a source that we can acquire the resource from, please don’t 
hesitate to let us know.  Do NOT fill out this section; just add the potential source info to the 
body of your email. 

5. Please remember that the individuals processing your request may not speak the same technical 
language that you do so use common terminology and plain language. 

6. Under quantity, please do NOT enter the number of boxes or pallets that you want, tell us the 
quantity of the item that you want.  Different manufacturers use different measurements so tell us 
how many you want.  Example, if you want 400 N95 masks then tell us that.  Don't tell us that 
you want 20 boxes because the box quantities may be different than you expect.  

Thank you for assisting in this process so we can quickly and efficiently process your orders. 


