Mobilization Personal Readiness Checklist

The following checklist includes both activities you will need to complete and activities you may want to consider. You should use this checklist in two ways. First, you should use it now as a tool to help you identify the actions you can and should complete in advance. If any of the items in the checklist do not apply to you, you should determine that now and line through them. You should also add activities you will need to consider in the blank lines at the end of the checklist. The key is to tailor the checklist to your specific situation and requirements.

Upon activation and prior to mobilization, you will use the checklist for readiness verification purposes. In other words, you will check off each entry to verify that you have completed all applicable activities/actions, including those you have added.

	Completed
	Not Required/ Applicable
	Activity

	
	
	Notify family and friends of your mobilization

	
	
	Implement your existing plans for dependent care (i.e., notify childcare providers, schools, etc.)

	
	
	Obtain your organization’s drive-away kit (You may not be able to complete this activity if the activation occurs during non-duty hours and the kit is in your office.)

	
	
	Record a new greeting on your office voicemail that indicates your new office number

	
	
	Pack these necessary items:

	
	
	· Identification badge

	
	
	· Driver’s license

	
	
	· Health insurance card

	
	
	· Prescription card

	
	
	Pack map/directions to the alternate facility

	
	
	Obtain emergency contact numbers (business and personal)

	
	
	Obtain and pack required medications and medical equipment

	
	
	Pack special needs items you require during the day:

	
	
	· Glasses

	
	
	· Hearing aids and batteries

	
	
	· Vitamins

	
	
	· Extra medications

	
	
	· Contact lens supplies

	
	
	Obtain adequate cash/credit cards

	
	
	Pack clothing (if you plan to use or are directed to use onsite housing at the alternate facility)

	
	
	Pack a jacket appropriate for the season regardless of your housing status

	
	
	Pack personal hygiene/toiletry items if you plan to use onsite housing 

	
	
	· Soap

	
	
	· Shampoo

	
	
	· Razor

	
	
	· Toothbrush

	
	
	· Toothpaste

	
	
	· Contact lens supplies

	
	
	Pack a flashlight and extra batteries if you plan to use onsite housing

	
	
	Fill your personal vehicle with gas if you are driving to the alternate facility

	
	
	Deploy to the alternate facility in accordance with the instructions provided in notification message and in accordance with the COOP Plan 
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