Making an Evacuation Plan


Worksheet 10: Records Check Sheet 

Pre-Evacuation of Records Check Sheet 
This will be a list of records removed from the office to an off-site storage area. See instruction sheet for records evacuation. This details suggestions of records to be removed and placed on computer disk.
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List the records removed and their location.
	Describe Record
	Location

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Evacuation of Records Check Sheet
This will be a list of records removed from the office to an off-site storage area.  This list also details suggestions of records to be removed and placed on computer disk. 
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List the records removed and their location.
	Describe Record
	Location
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