Sufficient services nad elec power, commo phone fax inernet ( High speed/dialup) and copying capability, illumination , cable tv, heating & A/C

Sufficient hardware ( computers , phones, (land line & cell ) fax machine, copy machine will be available at the alternate location/facility

The   ____________ office will be located in the ________ room at the Community Corrections s bldg.

List of Equipment

Desk

Chair,

Lamp

Phone

Fax Machine

Copy machine

Desk Computer  or laptop

Printer

_________________-

_________________

_________________

_________________

List of Services

Internet

Phone, 

Electricity

_________________-

_________________

_________________

_________________

List of Supplies

Paper

Pens

Paper Clips

erace type

Scotch tape

File folders

Printer Cartridges

_________________-

_________________

_________________

_________________

_________________-

INITIAL MOVEMENT

Perform the following actions

1) Access and review the plan

2) Take the Initial Movement Actions outlined

a) Call other employees on your call down list and arrange to meet them at the alternate location/facility

b) Go to the alternate location/facility

c) Set up your work area with equipment, supplies, & services



INITIAL SETUP
1) Take the Initial Movement Actions outlined




a) download your work files to your laptop/desk computer

b) notify other interested parties of your new location and phone numbers

c) Arrange for additional supplies if operations are anticipated to continue at the Alternate location/facility for more than one week

DECOMMISSIONING

