
DISASTER PREPAREDNESS:
CONTINUITY OF OPERATIONS PLAN (COOP)

Disaster Box Checklist
Updated on: ________ by: ________ 

 Organization Documents

o Charter / Articles of 

Incorporation

o Board bylaws 

o Budget

o IRS determination letter

o Most recent Form 990

o Standards Certification binder 

 Administrative Documents

o Insurance policies

o Memoranda of Understanding

o Grants and contracts

o Leases or deeds

o Personnel policies

o Process documents (accounting 

procedures, hiring paperwork, 

etc)

 Financial Statements / Documents

o Depreciation schedule

o Chart of accounts

o Bank Account information

o Investment information

o General ledger

o Aged receivables

o 1099 vendor report

o Budget projections

 Contact information

o Employees 

o Board and volunteers

o Funders and donors

o Clients directory

o Communication plan

 Inventories 

o Computer / network inventory

o Equipment inventory

o Office inventory

o Photo or video inventory

o Data backup

o Backup copies of software and 

licenses
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