

Appendix 1



Disaster Response Personnel Phone List



Disaster Response Team Roster



Position/Title		Name		Office/Division		Office Phone		Home Phone







Coordinator



Asst. Coordinator



Team Leaders



Volunteer Leader



Conservator





Team(s)



Member



Member



Member



Recorder







Other Emergency Response Contacts



Service				Contact Name			Phone Numbers



Fire Department



Capitol Police Emergency Dispatch                                                 (717) 787-3199 or 1-911



Police Department



Director of Operations



Security



Maintenance



Heating/Ventilation/Air Conditioning



Purchasing Office



Insurance Office/Agent



Local Emergency Management Agencies



Pennsylvania Emergency Management Agency



Press Office







Recovery Command Center Locations



							Room Number		Phone Number



In-House





Off-Site



�



























































Appendix 2



List of Priority Records 

					



Record Title				Quantity			Location

























































































Appendix 3



Physical Description of Building



Insert floor plans for each floor of the building with specific information about location of  SMOKE DETECTORS; FIRE ALARMS; FIRE EXTINGUISHERS; FIRE HOSES; FIRE SPRINKLERS; ELECTRICAL SYSTEMS INCLUDING FUSE BOXES, OUTLETS, AND LIGHT SWITCHES; WATER SOURCES; WATER PIPES; HVAC SYSTEMS; DOORWAYS; STAIRWAYS; WINDOWS; AND ELEVATORS.  



Other applicable information may also be added.
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Appendix 4



Sources of Technical Advice and Information

�



In addition to its own staff, the agency can call upon outside agencies and individuals for expert advice or assistance in procurement of supplies or services in the event of a disaster.



Regional and National Experts and Consultants



Conservation Center for Art and Historic Artifacts 

264 S. 23rd Street

Philadelphia, PA  19103

Telephone: (215)-545-0613

www.ccaha.org

Contact person: Chief Conservator, Glen Ruzicka

		     Field Services, Jill Rawnsley

��    



Library of Congress

Director of Preservation

101 Independence Ave. SE

Washington, D.C. 20540

Telephone: (202)-707-5213

www.loc.gov/preserv

Contact person: Diane van der Reyden





National Archives and Records Administration

8601 Adelphi Road

College Park, MD 20740-6001

Telephone: (301) 837-1785

www.archives.gov/arch

Contact Person: Preservation Lab, Doris Hamburg





Northeast Document Conservation Center

100 Brickstone Square

Andover, MA 01810-1494 

Telephone:(978) 470-1010

www.nedcc.org

Contact person: Field Services, Lori Foley



�State Government Officials



Pennsylvania Department of General Services



Richard Shaffer, Director, Bureau of Police and Safety,

70E Capitol East Wing; 

Telephone 787-9013.

(if Shaffer cannot be reached) Lt. Patrick Dougher,

Capitol Police; 70E Capitol East Wing; Telephone 787-3944.





Patrick J. McLane, Chief, Insurance and Bonds Division,

Bureau of Risk and Management, 225 Market St., 4th floor,

Telephone 787-4987.



���

Pennsylvania Emergency Management Agency

Emergency Operation Center (24-hour); 

Telephone 651-2001 or 1-800-424-7362



Karen Critchfield, Director or the Bureau of Recovery and Mitigation

717-651-2187



Bill Cornelius, Planner, 

Plans and Management Division, Bureau of Plans and Preparedness�� 

717-651-2229









Local Area Officials



Dauphin County Emergency Management Agency



Stephen J. Shaver, Director

911 Gibson Blvd.

Steelton, PA 17101

Telephone: 558-6800





Chris Fisher, HAZMAT Coordinator

911 Gibson Blvd.

Steelton, PA 17101

Telephone: 558-6800



���

City of Harrisburg

Donald Kunkle, Fire Chief and Emergency Management Coordinator,

Public Safety Center, 123 Walnut Street, 

Harrisburg 17101; 

Telephone 255-6464  and Off hours/dispatcher:  Telephone 255-3136. 



�

Appendix 5

Suppliers Directory



Name of Item        	Supplier   					 Date contacted

	  		(ranked by access priority)



Camel Hair		Art Depot		   			August 2006

Brushes or 		717-796-1400

Synthetic brushes	105 N. Arch St.

If material is not 	Mechanicsburg 17055

fragile

			9 - 6 M - F

			9 - 4 Sat.

			

			Dick Blick Art Materials		   	August 2006

			717-731-4463

			836 Market St.

			Lemoyne 17043



			10 - 6 MTWF

			10 - 8 Th

			9 - 5 Sat.

						

			Gaylord Archival		   		August 2006

			800-448-6160

			PO Box 4901

			Syracuse, NY 13221-4901



			8 - 7 M - F



Corrugated          	U-Haul Co.                        	   		August 2006

Boxes               	717-657-2010 

                    		After hours: 800-528-0463

                    		5621 Allentown Blvd.

                    		Harrisburg  17112



			7 - 7 M - Sat.

			9 - 5 Sun.

			



			Commercial Corrugated Corporation    August 2006

			800-242-8861

			4101 Ashland Avenue

			Baltimore, MD 21224



			Office: 8 - 5 M - F.  Custom manufactures

			only.  One day lead time for RUSH orders.



			Reliable Industries               	   	August 2006

			717-397-7695

			After hours: same (answering service)

			21 Prestige Lane

			Lancaster  17603



			8 - 5 M - F

			



Dehumidifiers	Aggreko Disaster Recovery Rental Equipment  August 2006

			24 hour-a-day service  

			Baltimore 410-760-6200

									

			

			Stahl's Rental Center		   	August 2006

			717-564-6809

			After hours:  Would not give number. Does

			not consider humidifiers an emergency.

			Rt. 322 East

			Harrisburg  17111



			7 – 5:30 M - F, 8 - 5 Sat



Dry Ice		York (Good Time) Ice Company       	August 2006

			717-234-1479 (Hbg)  717-848-2639 (York)

			2212 N. 7th Street

			Harrisburg  17110



			7 - 5 M - Sat, 7 - 1 Sun  (Have delivery trucks)





			Wenger Meats and Ice Co.		August 2006

			717-249-3223

			511 E. Louther Street

			Carlisle 17013



 			7-6 M-F, 7-4 Sat, Closed Sunday, no delivery trucks for dry-ice





Extension cords	Dauphin Electrical Supplies Co.   	August 2006

 (heavy duty)	717-986-9300

			After hours: 717-939-0916

			1830 S. 19th Street/PO Box 2206

			Harrisburg 17105-2206



			7 - 5 M - F

			

			Yale Electric Supply Company	   	August 2006

			717-233-8401

			2207 Paxton Street

			Harrisburg  17111



			8 - 5:30 MTWF, Th 8 - 9, Sat. 8 - 3

			

			Harrisburg Electrical Supply Co. 	August 2006

			717-564-5803

 			After hours: 717-657-0659 - Dave Miller

			806 S. 28th Street

			Harrisburg  17111



			7:30 - 5 M - F

			

			Schaedler –Yesco Distribution           August 2006

			888-997-1621

After hours:  same, press 9, leave message and someone will be paged and call us back

			1030 S. 13th Street  P.O. Box 2008

			Harrisburg  17105



			7 - 5 M - F



						





Generators		Aggreko Disaster Recovery Rental Equipment  July 2006

(portable)		24 hour-a-day service  

			Baltimore 410-760-6200

			



			Cleveland Bros. Equip. Co.	   	August 2006

		     	526-2121 

			After hours: 800-538-1020

			336 Fairville Ave.

			Harrisburg  17112

			8 - 5 M - F

                  		

			Cummins Power Systems, Inc.     	August 2006

		        	1-877-819-6161 Power Rental Div.

			1-888-785-6005 Main Office

			Bristol, PA



			8 - 5 M – F     7-12 actually

			Wide range of sizes available



									

			



			Power Systems Electric			August 2006

			800-875-6964 after hours same

			1261 Little Mountain Rd

			Myerstown   17067





Milk Crates		Harrisburg Dairies            	   	August 2006

			717-233-8701

			After hours: same, msg. rtn’d next morn

			20th and Herr Streets

			Harrisburg 17105



			8 - 4:30 M - F, 8 - 12 Sat

			

		*Also check with local grocery stores.





Pallets		Northern Pallet, Inc.         	   	August 2006

			800-648-6668

			15 Creek Road

			Factoryville  PA 18419

			8 - 4:30 M - F



			State Records Center          	   	August 2006

			717-783-2836 - Steve Musser

			After hours: Capitol Police 717-787-3199

			1825 Stanley Drive

			Harrisburg  17103



Paper			Department of General Services Store Room     August 2006

(Newsprint,		717-787-2511/5274 -  Lee Campbell

paper towels)	After hours: 717-763-0552  Mike Fake

			10th & Market Streets

			Harrisburg  17108



			

			Frank Parsons Paper Company           	   	August 2006

			717-795-7404

			Fax: 717-795-9542

			After hours: 717-575-9415 – Sean Graver

			302 Mulberry Rd.

			Mechanicsburg  17055



			Large supply at all times.





Paper (Freezer			

and/or waxed	

paper)					

			United Restaurant Equip., Inc.    	August 2006						717-238-1214

			After hours: not available

 			2980 Jefferson Street / Box 2223

			Harrisburg   17105-2223



			8 - 5 M - F, 8 - 12 Sat

			1 size only: 18 x 250 ft. roll, $10.94.





			Singer Co.                    	   		August 2006

			610-286-8000

			After hours: not available

			150 S. Twin Valley Rd.

			Elverson, PA 19520



			18 x 200 ft. roll, $10.88.



			*Also check local grocery and hardware stores.





Plastic		Laird Plastics, Inc.          	   		August 2006

sheeting		717-939-1144

(rolls)			Fax: 215-785-3776

			211 Sinclair Rd.

			Bristol, PA 19007



			8 - 5 M – F



			

			Hornung’s True Value			August 2006

			717-558-9935	

			After hours call Russell Hornung: 717-921-9092			

	509 S. 29th Street

			Harrisburg  17103



			7:30A - 9:00P  M-F

			8:00A - 8:00P Sat

			10:00A - 5:00P Sun 



			*Also check local grocery and hardware stores.









Sump pumps	Eshenauers Fuel, Inc.         	   	August 2006

			717-236-5031

			After hours: same (answering service)

			200 South 41st Street

			Harrisburg, PA  17111



			8 - 5 M - F



			Hornung’s True Value			August 2006

			717-558-9935	

			After hours call Russell Hornung: 717-921-9092			

	509 S. 29th Street

			Harrisburg  17103



			7:30A - 9:00P  M-F, 8:00A - 8:00P Sat, 10:00A - 5:00P Sun 

			

			Taylor Rental			   	August 2006

			717-243-7524

			After hours: 717-991-1318

			1122 Harrisburg Pike

			Carlisle   17013



			7 - 5:-00  M - F



			Stahl's Rental Center		   	August 2006

			717-564-6809

			After hours: Tim Stahl 717-561-0766

			Rt. 322 East

			Harrisburg  17111



			7 – 5:30 M - F, 8 - 4 Sat



Water detectors	ADT Security System     	   		August 2006

			717-741-4815

			3040 Industry Drive

			Lancaster, PA 17603



			8-4:30 M - F



LOCAL



Deep freeze		Summers Cold Storage                	August 2006

facilities		717-362-8117

			After hours: 717-362-3678

			112 Spruce Street

			Elizabethville  17023



			Capacity/limitations: Up to 150 regular boxes





			



			Denver Cold Storage Co.            	August 2006			717-336-3900 – Dave Fisher

			After hours: 717-336-4222

			555A Sandy Hill Road

			Denver, PA  17517



			Large storage area and truck available.



Microfilming		IMR Limited                       	   	August 2006

Laboratories	717-364-3700

			800-446-2826

			300 Corporate Center Drive, Suite 600

			Camp Hill, PA 17011



			7 - 5 M - F

			Can put bulk quantities into production

			within 48 hours.  Can run 3 shifts.



Refrigerator								

trucks		Ron’s Truck Service			August 2006

			717-933-5839

			1260 Little Mountain Rd.

			Myerstown, PA 17067



			Crete Carrier				August 2006

			717-766-4708

			800-669-1181

			Rte. 11

			New Kingstown, PA 17072

			



			Super Value		 	   		August 2006						717-232-6821

			Contact Beth Kroutch, Director of Operations ext. 4562

			After hours: same

			3900 N. Industrial Road

			Harrisburg  17110



			Capacity/limitations:

			Short-term storage availabil�ity.







			Summers Cold Storage                	August 2006			717-362-8117

			After hours: 717-362-3678

			112 Spruce Street

			Elizabethville 17023



			Capacity/limitations: One truck



Trucking		Ward Trucking/Harrisburg Term. 	 August 2006

			717-761-1334 

			800-553-9273

			Fax: 717-761-7495

			1511 Slate Hill Rd.

			Camp Hill   17011



			24 hours Sun. night (11pm) - Sat. Morning (7am)

			Intrastate and interstate hauling.



Rental		Taylor Rental			   	August 2006

			717-243-7524

			After hours:717- 991-1381

			1122 Harrisburg Pike

			Carlisle   17013



			7 - 5:00  M - F



			Stahl's Rental Center		   	August 2006						717-564-6809

			After hours: Tim Stahl 717-561-0766

			Rt. 322 East

			Harrisburg  17111



			7 – 5:30 M - F, 8 - 4 Sat.

			









		







�





Appendix 6



Index to Vendor Services



This information is part of the State Archives Disaster Response and Recovery Plan but does not in any way constitute an endorsement of any of the businesses listed in this Appendix.  Institutions should contact vendors to confirm specific types of services to include in their plans.



AIR DRYING OF MATERIALS

	Berks Fire Water Restorations, Inc.               

	Document Reprocessors

	Munters Moisture Control Services



BOOK CONSERVATORS

	William Minter

	Nancy Nitzberg

	Etherington Conservation

	Northeast Document Conservation Center



BOXING OF MATERIALS

	Berks Fire Water Restorations, Inc.               

	Blackmon-Mooring Steamatic Catastrophe, Inc.



CLEANING OF INTERIORS

	Berks Fire Water Restorations, Inc.               

	Disaster Recovery Services, Inc.

	Document Reprocessors



CLEANING OF MATERIALS

	Berks Fire Water Restorations, Inc.               

	American Freeze Dry, Inc.

	Document Reprocessors



COMPUTER AND MAGNETIC MEDIA SALVAGE

	Berks Fire Water Restorations, Inc.               

	Blackmon-Mooring Steamatic Catastrophe, Inc

	Disaster Recovery Services, Inc.

	Document Reprocessors

	Munters Moisture Control Services

	SunGard Recovery Services



CONTROLLED DEMOLITION

	Blackmon-Mooring Steamatic Catastrophe, Inc.



CORROSION CONTROL OF ELECTRONIC EQUIPMENT

	Blackmon-Mooring Steamatic Catastrophe, Inc.



DAMAGE APPRAISAL

	Berks Fire Water Restorations, Inc.               

	Blackmon-Mooring Steamatic Catastrophe, Inc.

	Disaster Recovery Services, Inc.



DEBRIS REMOVAL

	Berks Fire Water Restorations, Inc.               

	Blackmon-Mooring Steamatic Catastrophe, Inc.

	Disaster Recovery Services, Inc.



DEHUMIDIFICATION

	Berks Fire Water Restorations, Inc.               

	Disaster Recovery Services, Inc.

	Munters Moisture Control Services

	Solex Environmental Systems



DISASTER RECOVERY-- ADVICE AND ASSISTANCE

	Conservation Center for Art and Historic Artifacts

	Library of Congress

	Northeast Document Conservation Center



EQUIPMENT RENTAL

	Aggreko Rental 

	Rent It Center

	Stahl’s

	Taylor Rental Services



FILM RESTORATION- ADVICE AND RECOMMENDATIONS

	Image Permanence Institute

	Eastman Kodak Disaster Recovery Laboratory

	New England micrographics



FREEZE DRYING

	Berks Fire Water Restorations, Inc.               

	American Freeze Dry., Inc.

	Blackmon-Mooring Steamatic Catastrophe, Inc.

	Disaster Recovery Services, Inc.

	Document Reprocessors

	Munters Moisture Control Services



FREEZER STORAGE

	Summers Cold Storage

	Harrisburg Cold Storage 

	Denver Cold Storage 



FUMIGATION

	Berks Fire Water Restorations, Inc.               

	Blackmon-Mooring Steamatic Catastrophe, Inc.

	Document Reprocessors

	Solex Environmental Systems





INVENTORY OF MATERIALS

	Blackmon-Mooring Steamatic Catastrophe, Inc.

	Document Reprocessors



MICROFILM RESTORATION

	Berks Fire Water Restorations, Inc.               

	Disaster Recovery Services, Inc.

	IMR Limited

	Eastman Kodak Disaster Recovery Laboratory



MOISTURE REMOVAL

	Berks Fire Water Restorations, Inc.               

	Disaster Recovery Services, Inc.

	Munters Moisture Control Services



MOLD REMOVAL (from building)

	Berks Fire Water Restorations, Inc.               

	American Freeze-Dry, Inc.

	Blackmon-Mooring Steamatic Catastrophe, Inc.



MOTION PICTURE FILM RESTORATION

	Cineric, Inc

	Film Treat



MOVING OF COLLECTIONS

	Berks Fire Water Restorations, Inc.               

	American Interfile & Library Services, Inc.



REBINDING

	Conservation Center for Art and Historic Artifacts

	William Minter

	Nancy Nitzberg

	Northeast Document Conservation Center

		

RESHELVING

	Document Reprocessors



SOOT AND SMOKE ODOR REMOVAL

	Berks Fire Water Restorations, Inc.               

	American Freeze-Dry, Inc.

	Blackmon-Mooring Steamatic Catastrophe, Inc.

	Disaster Recovery Services, Inc.

	Document Reprocessors









VACUUM FREEZE DRYING

	Berks Fire Water Restorations, Inc.               

	Blackmon-Mooring Steamatic Catastrophe, Inc.

	Document Reprocessors

	Munters Moisture Control Services



VACUUM THERMAL DRYING

	Berks Fire Water Restorations, Inc.               

	Blackmon-Mooring Steamatic Catastrophe, Inc.







�

Aggreko Disaster Rental Equipment		410-760-6200

2 Hawk Court

Bridgeport, NJ 08014



Services:  Rents equipment such as generators, air conditioners, dehumidifiers, water chillers, and heaters. 



American Freeze-Dry, Inc.			856-546-0777

411 White Horse Pike

Audubon, NJ  08106

Office hours 9-4, but always answers this number.



Services: Vacuum freeze drying, -20  F storage.  This company deals primarily with books and paper.  They can provide milk crates, pick-up and delivery, cleaning of materi�als, mold disas�ter recovery; smoke odor removal; they do not dry out buildings.



American Interfile & Library Services, Inc.	800-426-9901

55 Sweeneydale Avenue				516-702-2424

Bayshore, NY 11706				Fax: 516-427-2736



Services: Disaster recovery; library relocation.



Berks Fire Water Restorations, Inc.               866-478-8661

350 Bern St.        				    	610-478-8660

Reading, PA 19601                            		Fax: 610-478-9690



Services:  Fire, soot and smoke damage restoration; water damage restoration including document salvage and recovery, freeze drying and air drying of books and materials; dehumidification, electronic and high-tech equipment restoration; disaster planning; mold remediation and debris removal.



Blackmon-Mooring Steamatic (BMS) Catastrophe, Inc.

303 Arthur St.					800-433-2940		 

Fort Worth, TX 76107				Fax: 817-332-6728



Services: Disaster recovery; vacuum freeze-drying; freeze-drying service includes on-site packing, transportation and return of materials after drying; mold disaster recov�ery; fumiga�tion; soot and smoke odor removal; computer and magnetic media salvage.



Firm provides advice over the phone and will send materials on disaster planning and prevention; has experience with archives.

�





Cineric, Inc.						212-586-4822

630 Ninth Ave. Suite 508				Fax 212-582-3744

New York, NY 

10036



Services:  Repairs and duplicates all types of motion picture film, including cellulose nitrate film and video. 



Conservation Center for Art and Historic Artifacts

264 South 23rd Street				215-545-0613

Philadelphia, PA 19103			Fax: 	215-735-9313



The Center offers training in disaster planning and recovery.  Website outlines publication material available from their facility.  Conservation of paper, parchment and photographs; advice and recovery services; as well as list of qualified volunteers to offer assistance are available.



Disaster Recovery Services, Inc.		800-856-3333

2425 Blue Smoke Court South			817-535-6793

Fort Worth, Texas 76105 				Fax: 817-536-1167 



Services:  Debris, soot and water cleanup; freeze drying & document recovery; electronic and high-tech equipment restoration; magnetic media recovery; project management; dehumidification; micrographics recovery; damage assessment and consulting.



Document Reprocessors, Inc.			888-437-9464

5611 Water St.					716-554-4500

Middlesex, NY 14507				Fax: 716-554-4114



Services: Vacuum freeze drying; salvage of computers; on-site assistance with inventory and packing of materials to be taken to their facility; mobile freeze-drying unit and various other combinations of services including bar-coding and re-shelving; does not dry out buildings.



Eastman Kodak Disaster Recovery Laboratory	800-352-8378

1700 Dewey Ave., B-65, Door G, Room 340

Rochester, NY 14650



Services: Restoration of microfilm only.  Kodak microfilm originals will be cleaned for free, other brands will be cleaned for a fee.









Etherington Conservation Center

7609 Business Park Drive				336-665-1317

Greensboro, NC 27409			Fax: 	336-665-1319



Large facility for rebinding flood damaged volumes, both rare and non-rare.



Film Treat						718-784-4040

42-24 Orchard Street - 4th floor

Long Island, NY 11101



Services:  Restoration of motion picture film, including washing and drying.



Image Permanence Institute			585-475-5199

Rochester Institute of Technology

Frank E. Gannet Building

PO Box 9887

Rochester, NY  14623-0887



Services:  Photographic and film materials conservation advice.



IMR

300 Corporate Center Drive, Suite 600		717-364-3700

Camp Hill, PA 17011			Fax:	717-364-3750



Certified vendor of the Kodak Processing and Disaster Recovery systems.  Offers quick recovery of wet film and optical media.		



�Library of Congress

Preservation Directorate				202-707-1029

101 Independence Avenue, N.E.

Washington, DC 20504-4500



Advice on recovery of records after a disaster situation.



Minter, William

4364 Woodbury Pike				814-793-4020

Woodbury, PA 16695			Fax:	(814) 793-4045



Services:  Professional conservation/restoration of rare and unique bound volumes.  Damage surveys for insurance purposes.











Munters Moisture Control Services		800-686-8377

100 Naamans Rd. Unit 5L				302-798-4254

Claymont, DE 19703



Services: Dehumidification, freeze drying, and air-drying books and manuscripts; and magnetic media recovery.



New England Micrographics�750 E. Industrial Park Drive			800-340-1171�Manchester, NH 03109				603-625-1171��Reprocesses water-damaged microfilm, and also provides off-site storage for microfilm and computer media. Cost is based on the size and nature of the request. Works with Fuji film and Ilford color film.



Nitzberg, Nancy

7820 Spring Avenue				215-635-4320

Elkins Park, PA 19027			Fax:	215-635-2385



Services:  Book conservation/restoration.



Northeast Document Conservation Center

100 Brickstone Square				978-470-1010

Andover, MA 01810-1494			Fax:	978-475-6021



Services:  Conservation and restoration of books, papers, and photographs.



Service Master by Mistick			800-322-3520

9189 Marshall Rd.				Fax: 	412-322-9336

Cranberry Twp, PA 16066



Services: Disaster restoration



Solex Environmental Systems			713-963-8600

1003 Wirt Road					       

Houston, TX  77055	



Services: Freezing; vacuum freeze-drying; in-situ freezing, using portable refrigeration equipment; CO2 cleaning for surface mold; specializes in drying out buildings and contents, including wet books; national in scope in responding to emergencies; uses dry ice pellets (cryo�gen�ic cleaning) instead of sand or pressure to clean build�ings/�installations; desiccant drying with refriger�ated air (tool of last choice- damages books).

�

SunGard Recovery Services, Inc.		800-247-7832

1285 Drummers Lane

Wayne, PA 19087



Services:  Computer data recovery.

  

�



Appendix 7



Hazardous Materials



Include all hazardous materials used by the institution and/or stored in office or storage areas.  Information can be obtained from Hazardous Substance Survey Forms.
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Appendix 8



Post Incident Review Questionnaire

	

	Date _____________					Time __________





Staff ________________________________________________





Nature of the event. _____________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



___________________________________________________________      _  



________________________________________________________________



___________________________________________________________      _  



________________________________________________________________





Is there any threat to personal safety?  Fallen shelves, slippery floor, falling tiles, exposed electrical hazards? 



________________________________________________________________



________________________________________________________________



________________________________________________________________



___________________________________________________________      _  



________________________________________________________________



Is there structural damage?  Are utilities affected?  Electricity, heat, air conditioning, telephone? 



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________





What kinds of records are damaged?  



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



___________________________________________________________      _  

  

________________________________________________________________



________________________________________________________________



________________________________________________________________





Is there damage to furnishings, equipment, computers?



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________

�What is the nature of the damage?  Is the material damp or wet? Was the water muddy, oily, contaminated, or clean?  Is there additional damage from fire, soot, or heat?



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________





Is the water in a flooded area contaminated?  Water may be contaminated by soot, ash, sewage, or by having passed through a pipe or gutter.



________________________________________________________________



________________________________________________________________



________________________________________________________________



_______________________________________________________________



________________________________________________________________



________________________________________________________________



�How many and what type of records are affected?  Identify the size of area affected as well as nearby area.  Estimate the approximate number from the relative size of items and the length of shelving.



________________________________________________________________



________________________________________________________________



_______________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________





Is the institution capable of maintaining services? Full or selective?  Can areas be restricted on a selective basis if necessary?



_______________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________



________________________________________________________________





What equipment will be needed?  Dehumidifiers, water vacuums, fans, book trucks, freezer trucks, sump pumps, packing crates, generators, other.



________________________________________________________________



________________________________________________________________



________________________________________________________________





What mistakes were made during the response and salvage operations? 



													



													



													



													



													



													



													





How can staff better prepared for similar incidents in the future?



													



													



													



													



													



													



													



What supplies were needed on hand, but were not readily available?
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