	HURRICANE CHECKLIST


When planning for hurricane, a detailed checklist should be developed indicating the order in which processes are to shut down and the facility secured.  The length of time needed -- expressed in hours or days -- to accomplish these tasks should be determined in advance so that appropriate actions can be initiated at the proper time.  Then, as each task is completed during either a hurricane watch or hurricane warning, check it off and move on to the next one.
	ACTION
	TIME NEEDED
	DONE

	1.  Shut down process safely. 
	
	

	2.  Inspect roof edging strips, gutters, flashing, covering, and drains.
	
	

	3.  Prepare emergency contact information with your Regional Manager.
	
	

	4.  Check for weak door and window latches or hardware or for insecure 
panel fastenings.  Expedite repairs. Secure doors that may open in high winds.  
	
	

	5. Protect vulnerable windows from flying debris.
	
	

	6.  Move any vehicles that may possibly prove to be in the way.  If you have any boat/ RV parking, call those tenants to remind them to make sure their property is secure.  
	
	

	7.  Print a Rent Roll, Vacant Unit Report, Access Code Report, and an Insured Roll report from Store and any other reports you think you need to work with in the event that the power is out for an extended period of time.  
	
	

	8.  Shut down office equipment and protect important items records from wind, debris, and rain.  Update important backup records and move them to a location not vulnerable to the same incident
	
	

	9.  Fill aboveground tanks to capacity with product or water to minimize 
wind damage (see Flood Checklist for underground tanks).
	
	

	10. If you are aware of leaks or water problems set up trash cans and buckets wherever necessary.
	
	

	11.  Locate and Assemble the following supplies and equipment at a central, secure 
location:

       ___ Emergency Supplies
___  Caulking compound
       ___ Lumber and nails
___  Tarpaulins
       ___ Tape for windows
___  Power and manual tools
       ___ Sandbags
___  Shovels and axes       
	
	

	12.  Locate and assemble the following :

      ___ Non-perishable food
___  Two-way radios
      ___  First aid equipment
___  Stored drinking water 
      ___  Lighting                                    ___ Batteries
       ___ Any required medicines or supplies 
	
	

	13.  Fill emergency generator and fire pump fuel tanks.
	
	

	14.  Inspect all fire protection equipment to be sure it is in service.
	
	

	15.  Take extraordinary measures to secure outdoor items. Move any items possible to inside locations.  
	
	

	16.  Clean out down spouts, drains and catch basins.
	
	

	17.  Secure bank deposits and petty cash as instructed by your Regional Manager
	
	

	       Add other items unique to your facility.
	
	


