
DISASTER PREPAREDNESS:
CONTINUITY OF OPERATIONS PLAN (COOP)

48 Hours Pre-Evacuation  
Checklist

Updated on: ________ by: ________ 

48 hours prior to evacuation
Tasks Person Responsible Completed?
Remind board, employees and volunteers of communication 
plan, check-in times, email addresses and phone numbers.

Have employees and board leadership complete pre-
evacuation report, and then add them to your disaster box.

Remind employees of disaster policies and procedures, 
especially any payroll effects.

Communicate with stakeholders and response collaboration 
partners to confirm gathering point location, time and 
response functions.

Communicate with your property manager so that you know 
each others’ plans.  Get copies of keys and security codes if 
necessary.  

If your nonprofit will be active in the hurricane response 
efforts, go shopping for: 

o 1 gallon of water per day and food for all essential 
employees, volunteers and clients for at least 3 
days

o Spare batteries for flashlights, radios, portable TVs 
and other electronics

o Other supplies you identify as necessary for your 
response activities

Withdraw petty cash

© 2007.  Louisiana Association of Nonprofit Associations.  Document is free to distribute with attribution intact. 



DISASTER PREPAREDNESS:
CONTINUITY OF OPERATIONS PLAN (COOP)

24 Hours Pre-Evacuation  
Checklist

Updated on: ________ by: ________ 
 
24 hours prior to evacuation
Tasks Person Responsible Completed?
Gather updates for your disaster boxes

o Most recent digital backups
o Print out of up-to-date client and funder lists
o Updated payroll information

Set up a cheap answering machine and record new voicemail 
message for your office explaining: 

o What your organization’s response actions are
o who to contact with questions
o where response operations will be located
o when someone will be back in office (if possible)

Unplug all electronic equipment.  Raise electronics off the 
floor and away from windows. Cover electronics with trash 
bags.

File all papers and lock all cabinets and drawers.  

Collect recent mail to take with you

Pack up equipment being evacuated.

Lock all windows.  

Close every interior door

Post contact information in waterproof cover 
conspicuously (in case emergency crews need to contact 
you),

Lock exterior door.
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