
 

         
 
 
 

DDIISSAASSTTEERR  PPRREEVVEENNTTIIOONN  CCHHEECCKKLLIISSTT   
 

AA  cchheecckklliisstt  ffoorr  tthhee  wwoorrkkppllaaccee    
iinn  tthhee  eevveenntt  ooff  aapppprrooaacchhiinngg  ddiissaasstteerr  

 
RReettrriieevvee  aannyytthhiinngg  iinn  aa  ssaaffee,,  ffiirreebbooxx,,  oorr  ffiilliinngg  ccaabbiinneett  ssuucchh  aass::  

 
� Insurance documents 
� Titles and deeds 
� Investment and stock documents 
� Personal information documents 
� Contact Information of employees, customers, or vendors 
� Warranty and receipts from any recent purchases 
� Ownership and lease documents 
� Accounting, payroll, and any additional financial records 
� Inventory documents, Tax records, HR records 
� Any personal documents or information 
 
MMoovvee  ooffffssiittee  aannyy  ssiiggnniiffiiccaanntt  iinnffoorrmmaattiioonn  ssttoorreedd  iinn//oonn::  

 
� Backup computer data 
� Computer files (CD, flash, or floppy) 
� Video recording of home and or office and belongings 
� Photos of home and or office and belongings 
� Any portable electrical devices (PDA, Blackberry, laptop) 
� Any battery packs or chargers for electrical devices 
� Notepad, journal, and/or planner  

  
TThheessee  aarree  aa  ffeeww  tthhiinnggss  ttoo  ddoo  aafftteerr  tthhee  pprreevviioouuss  iitteemmss  wweerree  rreettrriieevveedd::  

 
� Unplug all electrical devices 
� Have an email prepared in order to contact employees, customers,  
      and vendors and be prepared to update website remotely, if possible 
� Make sure all items of importance are 4-6” off of the ground 

 


