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Resource Retrieval Form
In the event of a disaster at your organization’s office or facility, an employee may be allowed access for a brief period of time to gather items.  Having a checklist for the items you wish retrieved can help ensure nothing is forgotten during such access or that critical resources are located first.  For each location of your organization, document the resources you would want retrieved, their location, and a ranking of importance from 1 to 3, with 1 being of low importance and 3 being of critical importance.
	Organization
	Date

	Anytown Food Pantry
	10/01/2007

	Resource
	Location
	Ranking of Importance
	Comments

	Food Donor List
	Executive Director’s computer, file name – Food Donors
	2
	Backup copy available

	Volunteer List
	John’s office, file drawer
	3
	

	Spare keys for vans
	File cabinet in Executive Director’s office
	3
	Mary and Jane have keys to file cabinet

	Executive Director’s files
	File cabinet in Executive Director’s office
	1
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


FOR CONFIDENTIAL USE BY NAMED ORGANIZATION ONLY
Concept attributed to Communications, Protection, Readiness (CPR): NPower’s Nonprofit Guide to Business Continuity and Disaster Recovery.  http://www.npower.org/_resources/_guides/npowers+nonprofit+guide+to+business+continuity+and+disaster+recovery.pdf 
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