Independent HME Provider


RE:  Crisis Management Planning

No HME provider can fully immunize itself against the damaging effects of a natural disaster or crisis incident.  But, a bit of advance planning and preparation can help you survive a crisis and minimize the long-term effects on your business.
Catastrophic events of recent years – 9/11, Hurricane Katrina, the 2004 blackouts in the Northeast, among others – showed us the destruction which can wreck havoc on people and businesses.  But other less visible events occur every month across the nation, putting businesses in peril.  Natural disasters like floods, tornados and earthquakes and man-made crises such as blackouts, sprinkler malfunctions, crime and bad publicity all create varying degrees of catastrophic situations for unfortunate HME providers.  Such events can threaten a business at any time, often with no warning.  Adequate preparation is essential to protect your business.

In response to requests from the industry, VGM has created the accompanying resource: “Preparing for Disaster: A Toolkit to assist HME’s in preparing to respond to a crisis or natural disaster.”  Our objective was to compile a set of tools to assist independent HME providers in this important aspect of strategic planning.  We took a decidedly pragmatic approach, recognizing that HME’s are not likely to spend endless hours and bottomless budgets on the type of disaster planning from a textbook. Rather, we endeavored to create a resource, which will allow the owner or manager to invest less than a day of time in planning resulting in meaningful progress toward preparation for unforeseen crisis.  We suggest you assemble a small team of management from your organization, read each of the six short chapters in this Toolkit, complete the worksheets contained within the Toolkit, and then spend some time discussing your company’s response to a prospective crisis.  We suggest you can accomplish this preparation with an investment of 4 to 8 hours of time from each of your team members.  Of course, consideration should be given to simulating a crisis and testing your preparedness once you complete your plan, although from a practical standpoint it is very difficult to simulate many of the elements of such a crisis.  Finally, it is a good idea to update the plan and go through the process anew annually.

We hope you will give appropriate consideration to advance planning for a disaster or crisis and we trust that if you do you will find this Toolkit useful in the process.  Good Luck!

Preparing for Disaster: 
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INSURANCE

Insurance

Inadequate insurance coverage can lead to major financial loss if your business is damaged, destroyed or simply interrupted for a period of time.  Insurance policies vary, so it is incumbent upon you to discuss your business changes, risks and insurance needs with your agent on an annual basis.  Use these points as a roadmap:


1. Meet with your insurance provider annually to review current coverage for such things as physical losses, flood coverage and business interruption, see form CMF01 Insurance Policy Information worksheet in the forms section.

2. Understand what each policy covers and what it does not. 

3. From there make sure you understand where you have risk exposure that is not insured and whether or not you can accept that risk.

4. Understand your deductibles. 

5. Consider how you will pay employees and creditors in the event of a business interruption. 

6. Plan how you will provide for your income if your business is interrupted.  Find out what records your insurance provider will want to see after an emergency and store them in a safe place. 

7. Keep a copy of your insurance policy/policies offsite.  Included in this guide is a checklist for insurance coverage in place and a form to record insurance policy information. See the form CMF02 Checklist of Coverage’s in Place in the forms section.

Things To Think About

Standard Commercial Property insurance policies cover fire and theft on premise.  Various provisions restrict coverage in insurance policies.  Read the entire policy carefully to determine your rights, duties and what is and is not covered.

HME providers’ equipment that is out in patient’s homes is not usually covered under a Standard Commercial Property policy unless an Equipment Off Premise endorsement is purchased.  Check with your agent to find out if this coverage extension is available or automatically included with your current policy.  Equipment off premise provides limited protection for insured property while temporarily at a location not owned, leased or operated by the insured.

Some typical perils that are excluded from most Commercial Property policies are listed below.  Things to consider when purchasing a policy are if any of these exclusions could affect your business and its location.  If you answer yes, then you need to contact your insurance agent and discuss whether these coverage’s are included in your current policy or if an endorsement can be purchased to cover such perils.  Deductibles may or may not apply.

Perils normally excluded from Standard Policies
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Name:

_______________

 

Phone #:

_____________

 

 

Nam

e:

_______________

 

Pho

ne #:

_____________

 

 

Na

me:

_______________

 

Phon

e #

:

_____________

 

 

Name:

_______________

 

Phone #:

_____________

 

Flood - Seventy-five percent of presidential disaster declarations result from natural phenomena in which flooding was a major component.  If you are unsure, you can find out if you live in a flood prone area from your local emergency management office or Red Cross chapter.  Ask whether your property is above or below the flood stage water level.  Individuals and business owners can protect themselves from flood losses by purchasing flood insurance through the National Flood Insurance Program (there is normally a 30 day waiting period before a new policy becomes effective).  Most commercial property policies exclude flood.  Information is available through local insurance and emergency offices.
· Earthquake - Coverage for earthquake damage is excluded in most property insurance policies.  If you are located in an earthquake-prone area, you'll need a special earthquake insurance policy or commercial property earthquake endorsement. 
· Wind/Hail - Coverage for wind and hail is typically excluded in the coastal regions of the United States. Other U.S. territories may not be covered as well.  If coverage exists usually a deductible applies, this will be explained in your policy wording.

Reporting Claims

Don’t postpone contacting your insurance agent regarding a claim.  The sooner a representative (adjuster) for the carrier is involved the better.   Both the insured and adjuster have duties to fulfill when damage has been discovered.  The insurer will examine the policy wording to determine whether a loss is covered or not based on the policy language.  Once the decision is made the adjuster will notify the insured promptly to explain in detail the outcome of the claim and how to receive indemnification if awarded.

Every policy has different variations of coverages.  This article in no means indicates that any one specific policy does or does not include any of the items mentioned.

Get educated regarding your insurance policies.  Don’t wait to find out if you’re adequately covered it may be too late.  
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Terminology of Insurance Coverage

	Building
	Coverage for the building if owned by the insured

	Business Personal Property
	Loss of business owned items by theft/fire or other covered perils

	
	Property off premise:  Coverage extension provides limited protection for insured property while temporarily at a location not owned, leased or operated by the insured.

	
	Equipment in transit:  Coverage extension provides protection while transporting a piece of equipment from point a to point b.

	
	Business interruption:   Includes the organization’s net income (profit before income taxes) that would have been earned if the covered peril had not damaged the insured’s property.

	
	Extra expense:  Indemnifies the insured for the additional expenses that are incurred so that the organization can maintain its normal standard of business.

	Commercial Auto 
	Covers losses due to the insured’s liability for bodily injury to others or damage to property of others caused by an auto accident.

	Earthquake protection  
	Coverage for earthquake damage is excluded in most property insurance policies.  If you are located in an earthquake-prone area, you'll need a special earthquake insurance policy or commercial property earthquake endorsement. 

	Endorsements  
	An endorsement to your current policy is sometimes referred to as a rider.  Example:  flood coverage is endorsed as a rider to your current policy so that flood is covered under the existing contract.

	Flood protection
	Property insurance policies usually exclude coverage for flood damage. Find out from your local government office or your commercial bank whether your business is located in a flood zone. Also ask around to find out whether your location has been flooded in the past. Government projects to map flood zones may be slow to keep up with new developments.

	General Liability
	Liability for bodily injury and property damage arising from accidents on premises (slip and fall on premises).

	
	Non-owned auto:  An organization is liable fo r injury or damage to others resulting form the use of autos it is operating but does not own.

	
	Hired auto:  An organization may hire autos from others and also becomes liable for damage to the hired auto itself.  This could be based on either negligence of the user or on a contractual duty.

	Products/Completed Operations
	Covers bodily injury and property damage occurring away from premises owned or rented by the named insured and arising out of the named insured’s product or work.

	Professional Liability
	A practitioner (nurse, physical therapist) has a legal obligation to perform the duties of that profession according to the standards of the profession.  Failure to do so or making an error to render or failure to render may bring liability for any resulting injury or damage.

	Terrorist Protection 
	Under the Terrorism Risk Insurance Act of 2002, only businesses that purchase optional terrorism coverage are covered for losses arising from terrorist acts. The exception is workers compensation, which covers injuries and deaths due to acts of terrorism.

	Workers/Compensation  
	Employee impairment caused by covered injury or disease.    
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Ongoing Operations

Ongoing Operations

Triage of Critical Patients

One of the most important functions of your recovery process is providing ongoing care to your critical patients.  Identifying these patients by category, i.e. patients on ventilators, mobility challenged patients, oxygen patients, etc. should be done before an emergency happens.  As you identify patients by diagnosis category, you need to assess what resources you need to have to provide ongoing support.  Also, it is important where these resources are. If you rely on a commercial supplier for oxygen in your town, you will want to also have a supplier that would not be affected by a disaster/emergency in your area.   Depending upon the type of emergency will also determine how you get to your patients.  Example, if you are in an area that experiences blizzards, you will need access to four-wheel drive vehicles. 

Keep your list at an off site location, see CMF03 Critical Patient in the forms section.  This list needs to be reviewed on a regular basis to insure all critical patients are identified.  

Billing Capability

An HME’s ability to continue as an ongoing business is usually contingent upon the ability to bill Medicare and other payer sources. As part of your planning process you must evaluate how you’re going to continue billing in the event of a disaster.  HME’s using Internet based billing systems or billing services are better prepared to continue billing.  

To accommodate the emergency health care needs of Medicare beneficiaries and providers affected by Hurricanes Katrina and Rita and any future disasters, the Centers for Medicare & Medicaid Services (CMS) has created the following new condition code and modifier, effective for dates of service on and after August 21, 2005. The new condition code is "DR (Disaster Related)" and the new modifier is "CR (Catastrophe/Disaster Related)." 

For suppliers billing their local carrier or DMERC, only the modifier (CR) should be reported and not the condition code. A condition code is used in FI billing

Payroll

Payroll continuity is key to continued loyalty of your employees, so make sure your planning addresses your on-going ability to pay employees.  It helps them handle disaster-related problems at home and meet their personal financial obligations.  You may want to consider an approach   for: 



· Direct deposit of paychecks for all employees

· Overtime pay during disaster

· Disaster pay when business is not operational

Cash Availability, Disbursements and Banking[image: image4.wmf] 
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Internal and External Communications/Public Relations

Internal Communication

One of your most valuable assets is your employees.  In the event a disaster occurs, you need to protect yourself and your employees. You also have to consider the possible impact a disaster will have on your employees’ ability to return to work.

Advance Planning Steps

1. Create and maintain an employee contact list with current address and phone numbers for each or your employees.  See form CMF04 in the forms section.

2. Create a “call tree”.  Use your employees contact list to fill out a calling tree.  Maintain and keep this in an accessible location.  The person designated as “primary” on the tree should be the one responsible for the phone tree and for calls by fellow employees.  See form CMF05 in the forms section.

3. Consider the need for alternative forms of transportation for employees. 

4. Store a copy of your vital information such as your employee data and payroll in a fire-proof box off-site. Some experts recommend at least 50 miles away. Make it a critical part of your routine to regularly back up your personnel and payroll files.

5. You need to be prepared if a disaster occurs and your employees don’t want to return to the area.  You may need to consider issues such as alternate housing options and ways to replace the knowledge base lost if employees don’t return to work.  


External Communication

Planning is required so that when a disaster or emergency occurs, inquiries from the news media, patients, referral sources and staff can be handled effectively.  It is easier to compose communications in advance, with time to think, than it is in the face of a crisis.

Advance Planning Steps

1. Identify a Spokesperson.  Within your communication team, there should be an individual who is authorized to speak for the company.  This person should be an effective communicator. 

2. Anticipate, prepare universal talking points.  You need to make sure the facts presented to the public are accurate and positive.  Be proactive and prepared for a crisis.  Hold a Communication Team meeting and identify possible crises that can occur.  Modify methods of operations to prevent crises.  Think in advance about “canned” response to different situations.  This would be an example:

“We have implemented our crisis plan, which places high priority on our patients and employees.  For additional information we can be contacted at ….. “

3.
Prepare external key contact list.  You will need to develop a list of key contacts that may be critical to the operation of your business.  The following are among those you should consider. See the Key Contacts worksheet on pages CMF06-CMF12.

b. Patients

c. Suppliers/Vendors

d. Media

e. Investors

f. Local, State, and Federal agencies

4.
These lists should include alternative communication methods:

a. E-mail

b. Mail

c. Fax

d. Phone

e. Special web sites:  Activated in times of crisis to keep people informed

f. Toll free emergency call in numbers



Data Protection 
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Document Retention

Data Protection and Recovery

In this electronic-age you rely more than ever on your computers to supply you with the information you need. Chances are every piece of data you might ever rely on to make an important decision has been reduced to a digital format and resides somewhere on a computer hard drive.  Improved functionality and productivity are the benefits of technology, however, on the flipside, one wrong click, one nasty virus, one untimely power surge, one unhappy employee, or one natural disaster and that data can be gone forever!

Data Backups  

Having copies of data important to your company is crucial to recovery.  Data is located in many places throughout your business, even if you’re “computerized”.  Use the Data Backup worksheet on page CMF14 to help you identify what data you need and determine if its backed up and where.  Then use the Risk Assessment worksheet on page CMF13.  These two worksheets will help you determine where your data backups need to reside for the greatest level of protection for your business.  Having business data replicated some place outside your company will give you the best protection.  On-line backup services are a good choice with reasonable costs.

Test your backups  You need to make sure that your backup process is working before you need it. A simple way to test the effectiveness of your backup procedures is to create a test file that is backed up during your normal backup process. Delete this file from your computer and attempt a restore from your backup media.  We suggest doing this at least twice a year.

Keep a current list of hardware and software  

This will help with insurance claims and aid you in replacing your computer equipment.  Make sure this list includes the hardware for the tape or disk backup method you use.  See the Essential Equipment worksheet on page CMF15.
Document Retention

Certain documents are extremely important to an HME business, including patient medical records and CMN’s.  In the planning process you must consider how you would deal with the potential loss of these important documents. Consider the purchase of scanning capabilities to “image” patient CMN’s, and other papers that are important to your business.  There are several options; desktop scanning, server-based scanning and web-based hosted scanning. 



Physical Plant

Physical Plant

Assess what risk you have for your physical plant; tornado/hurricane, fire, flood, chemical contamination, power failure, explosion, terrorism, disgruntled employee, etc.  After you have identified emergencies that would impact your business, assign a probable percentage.   See Property Protection Checklists on pages CMF16-CMF22 in the forms section.

Advance Planning Steps

1.
Contact Information.  Make sure a list of all contact information for utilities, contractors, building maintenance, any company that is involved in physical building is kept offsite.  Included in this list will be all account numbers, any contractual information or any other pertinent information.  Make sure you also have a telephone list for all employees that would be involved with fire, police, and emergency personnel.   See pages CMF06-CMF12 in the forms section for a contact list.  Physical plant personnel should also have copy of telephone list for all company employees.

2.
Setup Building Safe Area.  Identify safe areas in building if disaster occurs during business hours.  Local or County Emergency personnel usually will help businesses determine “safe” areas in buildings.  Identify these areas with appropriate signage, i.e.; Tornado Shelter.  In case of fire, designate an area outside the building where employees should meet.  If building is unavailable, have predetermined location for personnel to meet after disaster.  Have two alternates, just in case disaster is wide spread.    

3.
Office Equipment Inventory.  Keep an inventory of office equipment, copiers, office machines, desks, chairs, fixtures, etc, and whether you own or lease the equipment.  You should explore rental options to replace damaged equipment during the time it is being repaired or replaced and request written estimates of rental, set-up, shipping costs and delivery times.  This is particularly important if you rely on equipment that is highly specialized or difficult to replace.  Be sure to add the rental companies you have contacted to your Suppliers/Vendors form.

4.
Transportation Needs.  Don’t forget your cars/delivery vans.  Plan to protect them, but also have alternate plans to meet your essential transportation needs.

5.
Essential Equipment List.  After a disaster a building might be able to be entered for 15, 30, 45 minutes.  Have predetermined list of critical items (if salvageable) that you would need to retrieve if you could get back into the building.  Items such as computers, computer disks, certain paper files and work in progress.  See a sample form in the forms section on page CMF15.  

6. Prevention plans.  What can employees do to minimize the impact of a fire, or if the sprinklers go off?  Look at overloaded circuits, using non-business electrical appliances, such as coffee pots, space heaters, fans, radios, etc. can increase risk of fire.

7. Identify safety hazards and fix.



Phones and Internet

Phones & Internet

Determining how your patients, referral sources and employees reach you during an incident is critical.  Whether it is by voice, email, fax or snail mail, you need to pre-plan how you will be contacted.

Advance Planning

1. Arrange for programmable call forwarding for your main business phone number.  If you cannot physically access your business, you can call into your local phone service provider and have the calls to your local phone number reprogrammed to ring elsewhere.

2. Consider alternative forms of communication.  Should your phone system not be working, its necessary to keep in touch with your employees and patients.  In anticipation of a break in all phone service, including cell phones, some alternatives would be simple two-way radios, satellite phones, pagers that just send signals to each other.

3. Communicate by email.  Post an emergency messaging system on your website.  Check with your answering service to arrange a voicemail box that you can record messages for your employees.  They can then check this one location for information on the business.

4. Recovery Location.  As you think about your voice communications needs at your recovery location, determine whether you will need speakerphones, voice mail capacity or the ability to record conversations.  Also decide if you will need conference calling capability in order to have conference calls with employees, key contacts, and/or patients to assess disaster damage and to make recovery decisions.

5. During a power failure, your telephone system may not work if it relies on external power.  If your fax machine is directly connected to a telephone line, you will be able to plug a plain telephone into the connection the fax uses and make phone calls.  This is because the local telephone company has extensive back up power.  You may want to consider an uninterruptible power source for your phone system that will keep your system powered long enough to make calls to advice patients, employees or vendors that you are having power problems.

Records to keep offsite:

Local Phone Service

· Get a detailed list of telephone lines and any special feature.  This list can be obtained by contacting your local phone company and asking for a copy of your “Customer Service Record” 

· Contact telephone numbers

· Talk to your local phone company contact and find out what your options are in case of emergency.  Get their options in writing and keep offsite.

Telephone Answering Service

· A list of contact numbers 

· Talk to your answering service and find out what services they offer for disaster planning.  Get their options in writing and keep offsite

Telephone System

· Updated telephone equipment inventory 

· Contact information for telephone system vendor 

· Procedures for equipment replacement in disasters.

· If your phone system is leased, keep account information and contact numbers for leasing company offsite 

Long Distance Service

· Contact numbers for long distance carrier

If you use toll free services, talk to your carrier to have disaster plan in place to repoint your toll free numbers to answering service or some alternative answering point.

Internet Access

· Contact information for your Internet Service Provider.(ISP)

· If you have any equipment that your ISP has installed that is included in your monthly service, make sure you have a copy of what they installed.   

· If you have purchased the equipment, make sure it is on your inventory.  Also make sure this equipment is on your list for insurance.

 


Communication Acronyms

CSR

Customer Service Record

DSL

Digital Subscriber Line

CLEC

Competitive Local Exchange Carrier

RBOC
Regional Bell Operating Company

ISP

Internet Service Provider

CPNI

Customer Proprietary Network Information

CSU

Channel Service Unit

DSU

Data Service Unit

FCC

Federal Communication Commission

GPS

Global Positioning System

PSTN

Public Switched Telephone Network

POTS

Plain Old Telephone Service

Demarc
Demarcation Point

CPE

Customer Provided Equipment

MUX

Multiplexer

LATA
Local Access and Transport Area

VOIP

Voice Over Internet Protocol 




Worksheet Forms

INSURANCE POLICY INFORMATION

	Type of Insurance
	Policy No.
	Deductibles
	Policy Limits
	Ins Agency

Name
	Agents Name
	Agents Phone No.
	Claims Phone No.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




Check List of Coverages in Place

Ask yourself what types of perils can effect you organization and discuss these with your insurance agent to make sure you are adequately covered for these losses:

LIABILITY
Covered?
Rational for Coverage Decision

Products/Completed Operations




Professional Liability




General Liability





Non-Owned Auto





Hired Auto




PROPERTY

Business Personal Property





Property Off Premise





Equipment in Transit





Business Interruption





Extra Expense




Building




OTHER

Workers/Compensation




Commercial Auto




Flood Rider




Earthquake Rider





Critical Patient List

	Patient


	Emergency Contact
	Diagnosis
	Physician
	Dr. Phone
	Equipment
	Settings
	Back-Up 

Equipment (Y/N)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




Employee Contact List

Use this form to gather information on employees (and the business owner) so that each person can be contacted at any time or place. After you have entered all your employees, assign a number to “Call Order” for each employee. You may choose to sort your employee list alphabetically or by call-down order.

Maintain an up-to-date copy of contact information for each employee in an accessible and secure location.


Name:


Home Address:


City, State, ZIP:


Home Phone:


Cell Phone:


Name:


Home Address:


City, State, ZIP:


Home Phone:


Cell Phone:



Name:


Home Address:


City, State, ZIP:


Home Phone:


Cell Phone:


Name:


Home Address:


City, State, ZIP:


Home Phone:


Cell Phone:




Employee Contact Calling Tree

Key Contacts

Use this form to list the key contacts for administration of your business.  Key contacts consist of those you rely on for administration of your business, such as your bank, your creditors, your insurance agent, accountant, etc.  They also include services in the community you need to help you resume operations, such as utilities, emergency responders, media outlets, business partners and business organizations.  

Accountant:


Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Attorney:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Bank:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Benefits Administration:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Billing/Invoicing Services:


Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Building Manager:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:





Building Security:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



DME Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



DME Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



DME Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



DME Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Electric Company:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Fire Department:


Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:




Gas/Heat/Electric/Water Co:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Hazardous Materials:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Internet Service Provider:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Landlord:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Mental Health/Social Agency:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Mobility Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Mobility Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:





Mobility Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Mobility Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payroll Processing:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:





Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Payer Sources:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Police Dept (non emergency:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:




Referral Source:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Respiratory Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Respiratory Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Respiratory Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Respiratory Equipment:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Telephone Company:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Wholesale/Distributer:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:




Wholesale/Distributer:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Vender Supplier:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:


Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:

Account Number (If relevant):


Materials/Service Provided:


Street Address:


City, State, ZIP:



Risk Assessment Checklist

The following checklist is designed to help you assess the likelihood of certain risks for your geographical area.  It is not meant to be an all-inclusive list of risks to your property.  Add items you feel are necessary.

1. Consider what kind of likelihood a risk poses to your business or area.  Check one column only per line in the Likelihood table.

2. Consider what severity level you feel that risk would pose to your business. Check one column only per line in the Severity table.

3. Based on your analysis, determine which risks merit investment significant of your focus.  Consider setting those priority items as risks that you’ve determined to be reasonably possible and which have a medium or high severity to your business.

The checklist can serve multiple purposes. It can be used to guide decisions regarding a recovery plan.

See forms on pages CMF16-CMF22.


      Risk                                                    Likelihood
Severity to my Business
Priority?

	
	Remote
	Reasonably

Possible
	
	Low
	Medium
	High
	
	

	Aircraft accident
	
	
	
	
	
	
	
	

	Blackout/Brownout
	
	
	
	
	
	
	
	

	Building Structure Damage
	
	
	
	
	
	
	
	

	Civil unrest
	
	
	
	
	
	
	
	

	Communication Failure
	
	
	
	
	
	
	
	

	Computer Virus
	
	
	
	
	
	
	
	

	Earthquake
	
	
	
	
	
	
	
	

	Electrical failure
	
	
	
	
	
	
	
	

	Embezzling
	
	
	
	
	
	
	
	

	Employee gross misconduct or illegal act
	
	
	
	
	
	
	
	

	Environmental Contamination
	
	
	
	
	
	
	
	

	Epidemic
	
	
	
	
	
	
	
	

	Espionage
	
	
	
	
	
	
	
	

	Fire
	
	
	
	
	
	
	
	

	Flood
	
	
	
	
	
	
	
	

	Hacked database
	
	
	
	
	
	
	
	

	HazMat Incident
	
	
	
	
	
	
	
	

	Heat
	
	
	
	
	
	
	
	

	Hurricane
	
	
	
	
	
	
	
	

	Ice
	
	
	
	
	
	
	
	

	Internet failure
	
	
	
	
	
	
	
	

	Legal Action
	
	
	
	
	
	
	
	

	Loss of key personnel
	
	
	
	
	
	
	
	

	Loss of Major Referral Source
	
	
	
	
	
	
	
	

	Snow
	
	
	
	
	
	
	
	

	Tornado
	
	
	
	
	
	
	
	

	Traffic accident
	
	
	
	
	
	
	
	

	Vendor failure
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




Data backup worksheet

The following checklist is designed to help you list the data that is important to your businees and to identify what form the data is stored in and where is it stored. 

1. Use the Item column in the Original Source table to list additional data if needed.

2. For each item listed, check the appropriate column (paper, on computer) indicating what form the original data is in.

3. Use the Backups table to determine if a backup exists, in what form and where it is located.

4. Use this as a starting point for determining your need for additional backups.

The checklist can serve multiple purposes. It can be used to identify weak points in your data backup with regards to the risks you indicated on the Risk Assessment form on page CMF13.  For instance if you indiated that Fire was a medium or high risk for your company and the list below shows that the majority of your data is in paper form and stored in your back room, you may want to consider putting additional backup copies in another location, like a bank lockbox or home office.

	                                                        Original Source Document
	
	Backups

	
	
	
	
	
	In What
	

	Item
	Paper
	Computer
	
	Exists?
	Form
	Location

	Bank Account Information
	
	
	
	
	
	

	Calling Tree
	
	
	
	
	
	

	CMN’s
	
	
	
	
	
	

	Computer backups
	
	
	
	
	
	

	Critical (High risk patient Info)
	
	
	
	
	
	

	Customer List
	
	
	
	
	
	

	Employee List
	
	
	
	
	
	

	Insurance Policy
	
	
	
	
	
	

	Inventory List
	
	
	
	
	
	

	Key Contact List
	
	
	
	
	
	

	Office equipment List
	
	
	
	
	
	

	Vendor List
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Essential Equipment Worksheet

Use this form to list the computer equipment, software, office equipment, vehicles, repair equipment etc. you will need to fulfill your critical business functions.  When there is sufficient warning about an event, such as a hurricane, you might decide to move some of your equipment to a safe place, so that it could be utilized at your recovery location. In that case, for those items you’ll move, mark the column called “Grab It” with an X to easily identify what you can/want to move.  If you go to a recovery location, and didn’t have time to move any equipment, it is likely you will need to lease or purchase equipment to replace what you left behind. You can also use this form as a list of what you would order.  The important thing is that your final plan include what you need to perform your critical business functions.  If you plan to order multiple items of the same type - e.g. desktop computers or phones - you can condense the information into one record and adjust the quantity accordingly.  List relevant details in Recovery Notes

	Item
	Description
	Qty
	Model
	Capacity
	Grab It
	Recovery Notes

	ComputerEquipment
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Software
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Office Equipment
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Vehicles
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Repair Equipment
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Inventory Product
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Property Protection Checklist


Earthquake Risk Assessment

The following building characteristics describe the types of building configuration or features that can make your building less vulnerable to earthquake damage. This does not mean, however, that there is a low risk of earthquake damage.  

Additional risk may be imposed on a building due to its irregular features, presence of brick veneer, and vulnerable foundation types. Characteristics that could make your building more vulnerable to earthquake damage may not be so important if your building was designed by a professional engineer. In that case, the building should have been designed in a way that accounts for the features listed below.

· A simple building design. A box-like building is generally more stable than an irregularly shaped building, or a building with multiple stories that vary significantly in height. One example of this is when a multi-story office building has a grand entrance on the first floor with raised ceilings.

· A roof that has no openings, such as for access doors or skylights, or only openings with a dimension less than 12 feet or less than 50 percent of the smallest roof dimension. Large openings can weaken a roof.

· Light roofing materials, such as asphalt shingles and metal panels or tiles. The use of relatively light roofing materials will help keep the building's center of gravity low, thereby improving its performance and reducing the likelihood of damage during an earthquake.

· Absence of a large garage door, first story parking, or other large ground floor openings in multiple-story buildings. Presence of these features increases earthquake damage risk.

· Absence of brick or stone veneer on the exterior of the building. Not only is brick and stone veneer cracked and easily damaged in an earthquake, but it also introduces extra loads into the exterior walls – above and beyond the forces they would otherwise have to carry.

· Type of foundation. The foundation of a structure plays a crucial role in the structure’s performance during an earthquake. There are several types of foundation systems. The first is a foundation system built directly on the ground as a slab-on grade system. The other three examples are of foundation systems where the bottom floor is elevated above grade.

The first two types are the most resistant to earthquake damage.

The foundation types are

· slab-on-grade with integral footing (the footing and slab are a single unit)

· crawlspace or basement foundation wall system consisting of a continuous concrete or reinforced masonry wall system

· crawlspace or basement foundation wall system consisting of a wood stud cripple wall or unreinforced masonry wall

· pier or pile foundation system consisting of wood, concrete, or steel

Note: A professional engineer should always be consulted when any structural improvements are being considered.

Refer to the following checklist for additional actions that should be taken to protect your

employees, customers and visitors as well as your building, contents and inventory, regardlessof your building’s configuration.

Check for:


Windows, skylights and doors with either tempered glass or safety film applied on the interior side of the glass, to reduce the chances of the glass shattering. Check for etching in the corner of the window that says “tempered” or “laminated.” Safety film is an adhesive film applied to the inside of the glass.


Natural gas lines with flexible connections and an automatic shut off valve. A flexible gas line is not rigid. It is made of a material such as rubber or plastic that you can bend yourself. This reduces the chances of the line rupturing, resulting in a fire. The automatic shut off valve is typically installed near the gas meter.


Flexible supply line to toilet(s).

 
Flexible couplings on fire sprinkler system.

 
Major appliances, such as boilers, furnaces, and water heaters, braced to the wall and/or floor such that the appliance will not overturn or shift in the event of an earthquake.

 
Hangers (usually strips of sheet metal or stiff steel rods) less than 12 inches long that support your mechanical and plumbing systems. Longer hangers may allow too much sway during a tremor.

 
Computer and other electronic equipment secured to the floor or desk with braces, Velcro, or some other means of attachment, so it will not overturn.

 
Suspended ceilings braced to the structure to limit the amount of displacement during an earthquake.

File cabinets with locks or latches that must be released manually in order to open the drawers. Locks or latches will keep cabinet drawers from swinging open during an earthquake and spilling contents.

 
Cabinets, bookcases and storage racks secured to the walls and/or floor, to keep them from tipping over. If you are in an earthquake area, consider adding earthquake coverage to your insurance policy.

If you are in an earthquake area, consider adding earthquake coverage to your insurance policy



In windstorm areas (hurricane, high wind, tornado/hail)

Check for:

 
Roof condition. A roof in good condition has all metal flashing secured to the structure and free of rust, preventing uplift and peeling off of roof coverings. Roof coverings are secure and show no signs of weather damage (cracking, rust, punctures, etc.). All vents and other roof penetrations are flashed and sealed, and all roof equipment is bolted down. The roof drainage system is working properly, with no “ponding” of water. There are no leaves or other debris blocking drainage.

 
On asphalt shingle roofs, shingle tabs that overlap and adhere to the shingles below. Loose shingle tabs can be fixed by applying a dab of asphalt cement on their underside.

 
If you have a low slope roof (“flat roof”), and/or a steep slope roof with any kind of roof covering other than asphalt shingles, have a roofing consultant evaluate your roof’s condition to determine if there is a need for repair or replacement.

Re-roofing in hail-prone areas:

 
If you plan on using asphalt shingles or metal roofing, consider an impact resistant product that has been tested to meet the UL2218 Class 4 standard.

 
If you plan on using wood or tile as your roof covering, consider an impact resistant product that meets the FM 4473 Class 4 standard.

Re-roofing in hurricane or high wind areas:

 
If you plan on using asphalt shingles, consider using a wind-resistant shingle that meets the ASTM D 3161 (110 mph) standard.

 
Roof-to-wall straps, brackets, or other connectors that attach each rafter or roof truss (whether wood or light frame steel) to the wall, to keep the roof from blowing off the building.

 
Carports, canopies, and/or overhangs secured to the structure with rust-free anchors and tightened bolts/nuts.

 
Signs, vent stacks, rooftop mechanical equipment and other vertical projections secured to the structure or the site foundation with rust-free anchors, tightened bolts/nuts, guy wires, or other secure methods --do not use sheet metal screws alone.
 
Exterior windows and doors with a minimum design pressure rating of 50 pounds per square foot. Look for a label or sticker in the corner of the glazing or inside the frame itself or contact the window/door manufacturer.

 
Exterior doors with a deadbolt and supported by at least three hinges. In general, the more hinges your doors have, the more wind resistant they are. A deadbolt latching mechanism adds to wind resistance and security.

 
Exterior double doors with head and foot bolts on the inactive door, or another method of securing the door, such as locking it into a mullion/center post.

 
Impact-resistant windows and doors. Look for a sticker or label in the corner of the glass or frame itself, indicating it meets one or more of the following standards: ASTM E 1996 (9lb), SSTD 12, Dade County PA201, or FBC TAS201.

 
An exterior lightning protection system. Look at your roof to see if there are metal rods or probes. The lightning protection system needs to be securely anchored to the roof. Otherwise it may whip around in a storm and damage the building.

 
Surge protectors on all computer systems, telephone lines, and other electronic systems, to protect against lightning damage that often occurs in windstorms.

In flood areas

Check for:


Whether your business is located in a Special Flood Hazard Area – V Zone, Coastal A Zone or Non-Coastal A Zone. If so, what is the base flood elevation (BFE) or design flood elevation (DFE) at your location? Contact your local building or planning department for this information.

BFE:_____________ DFE:_____________

The base flood elevation (BFE) is the elevation shown on the Flood Insurance Rate Map (FIRM) developed by the Federal Emergency Management Agency. This flood elevation is the elevation that has a 1 percent chance of being equaled or exceeded in any given year (100-year flood). 

The design flood elevation (DFE) is the locally adopted regulatory flood elevation. The DFE is always greater than or equal to the BFE.


Whether your community participates in the National Flood Insurance Program (NFIP). Go to http://www.fema.gov/fema/csb.shtm, click on your state and you will see a list of participating jurisdictions. If you are in a Special Flood Hazard Area, be sure you have flood insurance. Remember, even if you live in an area that is not flood prone, it is advisable to have flood insurance. Twenty-five percent of the NFIP’s loss claims are filed in low to moderate flood risk areas.

 
If you are in a Special Flood Hazard Area, ensure that electrical, plumbing and Heating/Ventilation/Air Conditioning (HVAC) equipment are installed above the flood elevation applicable at your location. Examples of plumbing equipment include water heater, pump (if applicable) and all piping system openings for the water and sewage systems, including openings for toilets, sinks, showers, tubs, etc. Electrical equipment refers to the entire electrical system, including the power supply, circuit breaker, all wiring and outlets, and any electrical appliances that are more or less stationary and permanent. HVAC equipment includes the condensing unit, air handler, furnace and all ductwork. Electrical, plumbing and HVAC equipment installed above the base flood elevation, or better yet, the design flood elevation, is most likely to survive a flood.

 
If you are in a Coastal A Zone or V Zone, make sure that you have an open foundation (piles, piers, etc.) or breakaway wall system designed by a registered Professional Engineer for any portions of the building below the BFE. These features allow floodwaters to flow through.

 
In an A Zone, either coastal or non-coastal, a minimum of two openings on multiple wall of each enclosed area. This means that there should be two openings on one wall (minimum) and two openings on an opposite wall (minimum) for each enclosed area. The openings must be on exterior walls and not into another enclosed area. The flood vents should be located within 1 foot above grade and with at least 1 square inch of opening for each square foot of enclosed area. Flood vents are openings in a wall that allow floodwaters to freely enter and exit the foundation.

Wildfire Risk Assessment:

Wildfire is a potential risk everywhere. Wildfire danger occurs where there is a wildland/urban interface – that is, wherever buildings are nestled among trees and other combustible vegetation such as grasses, brush and shrubs. Whether near large urban areas or remote rural locations, interface areas exist all over the country. Determine how much you are at risk by reviewing the factors listed below. Then continue with the wildfire checklist for additional actions to take to protect yourself from wildfire.

Your risk is the highest if:

· there is a history of nearby wildfires,

· you are in a climate with a dry season of more than 3 months,

· there is wildland within 100 feet of your building,

· there is steep forested terrain with grades that average over 20 percent in any direction from the building,

· there are other fuel sources (wood piles, brush, furniture) less than thirty feet from your building,

· you are in a rural area,

· the nearest fire hydrant is over 500 feet away,

· there is limited access for fire trucks.

Ideally, the nearest fire hydrant should be less than 300 feet away. If there are no fire hydrants in the area, firefighters must truck in water or pump it from a pond or other water source. As a result, the building has a higher fire risk.

Check for:

 
“Survivable” space around the building. This is space that is cleared of brush and other fuel sources and maintained so that a wildfire will not spread to the structure. The survivable space recommendations are: 30 feet in low-risk fire areas, 50 feet in moderate-risk areas and 100 feet in high-risk areas. Survivable space should be increased on any side where there is a downward slope away from the building, and if the exterior of the building is combustible.

 
Roofing materials with a UL 790 Class A, ASTM E108 Class A, or UBC 15-2 fire rating. (You will find the rating label displayed on the packaging of the roofing material.) Class A fire-rated roof coverings provide the best protection for a business during a fire.

 
Eaves enclosed with fire resistant materials and screens over soffit vents. Fire resistant materials include aluminum or other metals and plywood 1/2 inch or greater thickness. Combustible materials include vinyl, PVC, and plywood less than 1/2 inch thick.

 
Attic, crawlspace and/or foundation exterior vents of non-combustible materials (e.g. aluminum, other metals, or plywood 1/2” or more thick). The vents should be less than one foot by one foot and covered with non-combustible screening with openings of 1/4” or less. This prevents sparks from entering your building.

 
Exterior walls covered with a non-combustible siding/veneer. Examples of non-combustible siding include stucco, brick veneer, and concrete block. Examples of combustible siding/veneer include vinyl siding and wood veneer.

 
Double-pane tempered glazing or other windows tested in accordance with ASTM E119. Double-pane tempered glazing filters out extreme heat better than single pane or non-tempered window glazing. Check for etching in the corners of your windows that says “tempered” or “laminated.” . 

 
A monitored smoke alarm system, to automatically alert the local fire department if fire breaks out. . 

 
A fire sprinkler system, to automatically start fire suppression. . 

 
Underside of above-ground decks and balconies enclosed with fire resistant materials. Examples of fire resistant materials include aluminum, stucco, brick veneer, concrete, and plywood greater than 1/2 inch thick.

 
Address numbers that are non-combustible, at least 4 inches, reflectorized, on contrasting background, and visible from the road from both directions of travel. Address numbers must be easily viewed from the road so firefighters can find your building.

Access route with a minimum width of 12 feet with at least 13.5 feet of vertical clearance near the structure. The 

main approach to your business must be large enough for a fire truck to have easy access in the event of a fire.



In freezing weather areas

Check for:

 
A secondary moisture barrier that extends from the edge of the eaves to at least 24 inches beyond the inside of the exterior wall, if the roof is sloped. Heat that escapes into the attic space warms the underside of a sloped roof, causing snow to melt and refreeze when it reaches the roof eave, outside the area of warmth. Moisture barriers prevent melted snow that backs up underneath the roof covering from entering the building.

 
No attic or mechanical room with heat sources directly under the roof. Heat sources directly beneath a roof can cause ice damming and water backups.

 
Sealed and insulated recessed light fixtures that may be installed in the ceiling immediately below the attic space or mechanical room. This keeps heat from melting snow on the roof and causing water backups.

 
Attic penetrations properly sealed and insulated to prevent heat intrusion into the attic.

 
Access doors to attic space or mechanical room properly insulated, sealed, weather-stripped or gasketed to prevent heat intrusion into the attic.

· Insulation installed over water or sprinkler supply piping located in exterior walls, unheated drop ceilings, or other unheated spaces, to prevent frozen or burst pipes.


If space is unoccupied for more than 24 hours (e.g. holidays, vacation, weekends, etc.), there should be a plan in place to inspect the building once a day for freezing pipes during the winter months.



Disaster Response Checklist

When disaster strikes, you may be on your own for hours or even several days. Emergency services may not be able to respond right away. Check which supplies you have to help you take care of your employees, customers or others on your premises until help arrives.  Be sure to purchase the remaining supplies so you are ready when an emergency occurs.  This is a list that you can share with your employees.  There are items on this list they should have on hand at home.


NOAA Weather Alert Radio


This 24-hour warning monitor is as important as a smoke alarm in homes and businesses.  The NOAA Weather Alert Radio with Specific Area Message Encoding (S.A.M.E.) technology that programs the radio for your area can save your life by warning you of severe weather and other hazards at any time.  This special radio remains silent until an alert is issued in your community by local authorities.  When the alarm sounds, you will be given specific information and instructions on how best to avoid the danger.  Most S.A.M.E. Alert Monitors include battery backup.


Working smoke detectors and fire extinguisher

Set a schedule to test smoke detectors annually and keep extra batteries on hand. Check the pressure indicator of your fire extinguisher monthly.


First Aid Kit

Include scissors, tweezers, a variety of Band-Aids, gauze pads/roller gauze and tape, anti-bacterial wipes, first aid ointment, vinyl gloves, first aid book, and any other items you deem essential. Remember your kit is for “first” aid, not ongoing care.


Flashlights and Lightsticks

Keep flashlights and extra batteries in easy to find locations.  Non-toxic chemical lightsticks can be taped next to light switches for emergency use.  


AM/FM Radio, battery operated, or wind-up radio

Maintain a current list of stations in your area that provide emergency updates and that have generator backup to support continuous broadcast. Keep extra batteries for AM/FM radio. Consider a wind-up radio (30 seconds for 30-35 minutes play – solar cells for back up).


Bottled Water

Have at least one gallon of water per person per day, to be used for drinking, personal hygiene and cooking. Store in sizes that are easily transportable, should you need to relocate.


Nonperishable food and utensils

Stock a supply of non-perishable food such as peanut butter, tuna, beans, crackers, ready-to-eat canned meats, fruits and vegetables, comfort/stress food such as cookies and hard candy, canned juices, powdered milk, etc. Be sure to have a manually operated can opener and plastic utensils.


Paper supplies

Keep a supply of note pads, markers, pens, pencils, toilet paper, tissues, paper plates, napkins, and towels on hand.


Tools and other supplies

Keep supplies of items such as duct tape, waterproof plastic sheets, shut-off wrench for water and gas, whistle, compass, plastic bucket with tight lid, work gloves, pliers, hammer, plastic garbage bags and ties.  A pry bar, shovel, dust masks, eye protection, and a push broom will aid in clean-up operations.


Blankets

Keep a supply of blankets, pillows if available, cots or mats for sleeping/taking breaks.


Camera

Have a disposable camera, or a camera with extra batteries and film, available to record damage.


Cash/ATM and credit card


Keep enough cash for immediate needs, and ATM and credit card(s) for emergency use (dependent on electric power availability).


Emergency Contact List

Maintain a current emergency contact list for employees and emergency services, such as police, fire and utility companies. Keep in several places, e.g. a PDA, PC at home, or a trusted neighboring business.  

 

Additional resources:

· US Department of Homeland Security 

www.ready.gov

· Federal Emergency Management Agency 

www.fema.gov

· International Risk Management Institute 

www.irmi.com

· VGM Insurance HME specific insurance needs 

www.vgminsurance.com
· VGM Technologies, telecommunication services and products, business application software:

 www.vgmt.com
Other possible resources:

· Your state association


· State and/or local government


· Dept of Public Health
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