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Handout 3.2—Response Plan Template
Incident Information

	Description of Incident

	

	Location of Incident

	Building:
	Floor:
	Room:

	Can Incident Be Handled In-House? 
	[image: image1.bmp] Yes
	[image: image2.bmp] No
(See Staff and Contractor Information section below.)


Records Information

	Records Affected

(List all affected records. Add rows as necessary.)
	Record Format/Media
	Recovery Technique for Each Record
	Is the Record Confidential?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Priorities for Response

(List in order, from first priority to last. Add rows as necessary.)
	1. 

	Instructions for Handling Confidential Records
	


Record Tracking 

	Procedure for Tracking Records

	


Staff and Contractor Information

	Required Response/Recovery Staff

(Add rows as necessary.)

	Name
	Contact Information

	
	

	
	

	
	

	
	

	Staff Roles and Responsibilities

(Add rows as necessary.)

	Staff Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Required Contractors/Vendors

(Add rows as necessary.)

	Name
	Contact Information
	Service(s) Required
	Contract in Place?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Supply and Equipment Information

	Required Supplies/Equipment

(Add rows as necessary.)

	Item:
	Current location:
	On hand or needs to be purchased?
	Needed where?

(For example, emergency operations center, staging area, recovery area, etc.)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Emergency Operations Center and Staging and Recovery Areas

	Emergency Operations Center

	Location:
	

	Necessary equipment/supplies

(Add rows as necessary.)

	

	

	

	

	

	

	


	Staging Area

	Location:
	

	Necessary equipment/supplies

(Add rows as necessary.)

	

	

	

	

	

	

	


	Recovery Area

	Location:
	

	Necessary equipment/supplies

(Add rows as necessary.)
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