Recovery Activity Summary and Needs Assessment (template)
	Activity
	24 hours
	72 hours
	One Week
	31+ days

	Department 

Functions
	
	
	
	

	
	
	
	
	

	Names of People
	
	
	
	

	
	
	
	
	

	Total Number of People
	
	
	
	

	
	
	
	
	

	Number of Work Spaces
	
	
	
	

	
	
	
	
	

	Number of Phones (Include special phone requests.)
	
	
	
	

	
	
	
	
	

	Number of Faxes (Can you share?)
	
	
	
	

	
	
	
	
	

	Number of Computers
	
	
	
	

	
	
	
	
	

	Number of Printers
	
	
	
	

	
	
	
	
	

	Additional Hardware
	
	
	
	

	
	
	
	
	

	Computer Applications Other Than Microsoft Office, E-mail
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Paper Documents and Forms
	
	
	
	

	
	
	
	
	

	Mail/Shipping Requirements
	
	
	
	

	
	
	
	
	

	Vital Records 
	
	
	
	

	
	
	
	
	

	Alternative Locations
	
	
	
	

	
	
	
	
	

	Staff Special Needs
	
	
	
	

	
	
	
	
	

	Critical Operating Procedures
	
	
	
	


Internal Contacts (Use Personnel & Board Contact Information on page 16 and Business Recovery Locations on page 18 for reference.)

Employee Equipment 

NOTE:
Assess impact of disaster on recovery of internal operations, staffing, and services.  

Assess functions likely to be in high demand from communities, other nonprofits, and the public.   

Assess functions likely to be in low demand during disaster recovery.

Identify community recovery needs and assistance required from foundation.

