
Sample Key Personnel Resource Matrix

Updated as of:  November 15, 2004

	Operating Units/Critical Activities
	Key Contact & Phone for Assistance
	Back Up Contact
	Location of Information Sources
	Comments

	Canteen
	(Name)

Canteen Officer

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	(Name)

Canteen

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	Major Vendors for food supplies.  Information available in Canteen Office in Building XX Room XXX.  Key to room with Chief Engineer, boiler plant and in EOC Room XXX.
	

	Fiscal
	(Name)

Fiscal Officer

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	(Name)

Asst. Fiscal Officer

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	See Agent Cashier for Petty Cash.

Credit Card available from (Name), VAMC Director or (Name) Director's Secretary in Room XXX or call XXX-XXX-XXXX.
	

	Human Resources
	(Name)

Chief HR

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX


	(Name)

HR Specialist

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	
	Contact VISN business office and let them know we may need assistance in checking some regulations at XXX-XXX-XXXX.

	Police and Security
	(Name)

Chief Police and Security

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	(Name)

Supervisor

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	Critical phone numbers to contact FBI and other law enforcement agencies is available in Police Section Room XXX.
	

	Purchasing, Contracting, and Warehouse
	(Name)

Chief P&C

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	(Name)

Chief Warehouse

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	List of service contracts is available in Room XXX.

List of Sharing Agreements in Room XXX.

List of contracts for critical supplies in Room XXX.  Key to warehouse in boiler plant.
	

	Clinical Laboratory
	Dr. (Name)

Chief, Pathologist

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX
	(Name)

Chief Technologist

Home:  XXX-XXX-XXXX

Work:   XXX-XXX-XXXX

Fax:     XXX-XXX-XXXX 
	Key to Blood bank is in with the telephone operator in Building XX Room XXX.
	Make sure blood bank refrigerators are okay .

	Information Technology
	(Name)

Chief, Information Officer

Home:  XXX-XXX-XXXX

Work:  XXX-XXX-XXXX

Fax:   XXX-XXX-XXXX
	(Name)

Information Office

Home:  XXX-XXX-XXX

Work:  XXX-XXX-XXX

Fax:  XXX-XXX-XXXX
	List of staff who are able to telework and equipment needs; Network support for telework.
	



























