



Equipment Cost Recovery Checklist (PW-3c)
Once a major disaster or emergency occurs, following are some of the steps you should follow:
_____ If you have a print out of the tagged assets for your area of responsibility use that list to compare against the equipment on hand.

_____ Also list all damaged equipment that is not on the tagged asset inventory.

_____ Take photographs of all damaged equipment.
_____ Identify the disaster damages and locations in coordination with facility and maintenance operations.

_____ Coordinate with facility and maintenance operations to document the state of damages for each location/room before cleanup begins.

_____ If your location has been assigned a unique disaster work order number, provide the numbering to department supervisors where any recovery work occurs.

_____ Ensure that all department staff are using the appropriate emergency forms such as disaster time sheets for employees, equipment usage logs, and equipment rental logs to ensure (1) complete reporting on Daily Activity Reports and (2) coordination with any work order numbering scheme.

_____ Record the work order number, hours worked, purpose, and site on the time cards.

_____ Attach emergency invoices and related documentation to your daily activity reports for each location.

_____ Forward your original documentation to the Department Cost Recovery  Team Leader for further compilation and retention.
_____ DO NOT dispose of damaged equipment, all damaged equipment will have to be inspected by FEMA before we can make a final disposition.  Damaged equipment with salvage value will have to go through the disposition process to recover any salvage value.

_____ DO NOT move damaged equipment out of its location until authorized to do so by your Department Cost Recovery Team Leader.  Damaged equipment will have to be tagged and tracked before removal.
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