Planning for Disruption Caused by Fire, Smoke & Water


Worksheet 3: Vital Record Protection


Determine where the selected records will be stored and how they will be protected. 

This worksheet is essential in that it allows you to identify your organizations vital records, which you have secured under protection, that will be needed for recovery from insurance and/or restarting or relocating the business in case of a disaster.


	List records needed for insurance recovery.
	Secured? (Y or N):     
	Where are the records stored?

	1.  Insurance policies
	
	

	2.  Equipment purchases
	
	

	3.  Equipment upgrades
	
	

	4.  Photographs and videos of the business areas
	
	

	5.  Inventory of equipment and tools
	
	

	
	
	

	List records needed for restart of business.
	Secured? (Y or N):     
	Where are the records stored?

	1.   Incorporation certificate
	
	

	2.  Corporation meeting minutes
	
	

	3.  A list of stockholders
	
	

	4.  Stock certificates
	
	

	5.  The business bylaws
	
	

	6.  Ownership papers for equipment and property
	
	

	7.  Leasing documents
	
	

	8.  Banking records
	
	

	9.  Licenses
	
	

	10. Patent authorizations
	
	

	11. Pension data
	
	

	12. Policy manuals
	
	

	13. Employee records
	
	

	14. Tax and social security receipts
	
	

	15. Contracts and client list
	
	

	
	
	

	List records needed for restart of business.
	Secured? (Y or N):     
	Where are the records stored?

	1.  Engineering drawings
	
	

	2.  A list of equipment needed to restart
	
	

	3.  A list of tools needed to restart
	
	

	4.  Specifications of existing contracts
	
	

	5.  Work processes and procedures
	
	

	6.  A list of employee skills
	
	

	7.  Machinery manuals
	
	



The records above have been identified as vital records that are needed for insurance recovery, restart of business, and manufacturing restart. Once this information is completed in this worksheet, print it out and immediately insert the pages into your contingency manual.
	List of Secured / Unsecured Records
	Records Secured (Y or N):
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