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Tab B – RSS Facility Checklist 


Project Area:  X County, Kansas      Date:  January 9, 2009
Purpose: To provide detailed information on the Local Distribution site to receive state medical material. This checklist should be filled out completely prior to an event and should contain as much information as possible. If there is any missing information, contact the State SNS Coordinator to fill in the information.
Facility Name: 
Address:
    
City, State, Zip:
 
24 Hour Contact Information 
Name: 

Work Phone:
 
Cell:

 
Home:
 


Email:
 


Alternate 24 Hour Contact Information 
Name: 


Work Phone:
 
Cell:

 

Home:
 



Email:
 


	Yes
	No
	Characteristics

	
	
	Location

	
	
	Near Major Inter-states  

	
	
	Distance from Nearest Airport   

	
	
	Accessible in all weather conditions.  

	
	
	Space/Building Structurally sound

	
	
	Adequate Space: 


	
	
	Wood Frame

	
	
	Concrete

	
	
	Masonry/Brick

	
	
	Metal 

	
	
	Hard surface floors. 

	
	
	Clean environment – insects, chemical and mechanical hazards

	
	
	Paved Parking Area

	
	
	Back-up electricity and Lighting

	
	
	Adequate exterior lighting for 24-hour operations

	
	
	Environmental Controls

	
	
	Temperature/Humidity Control (59 - 86 F) 

	
	
	Air Conditioning/Heating

	
	
	Hazardous Materials (chemical/liquid/flammables/toxins)

	
	
	Biological (insects/rodents/poisonous plants)

	
	
	Security 

	
	 
	Perimeter Fencing/Barriers    

	
	
	Controlled access with locks on windows and doors

	
	
	Locked area inside building for controlled substances   
(If available new DEA containers will suffice as controlled storage)

	
	
	Security Site Survey completed by local law enforcement

	
	
	Credentialing system in place to limit access to the facility

	
	
	Security system/fire and burglar alarm in place

	
	
	Receiving/Docking 

	
	
	Loading Dock (s) – 48” to 50” high         

	
	
	Dock Levelers or dock plates   

	
	
	Driveway to docks – accommodate 53’ trailer with 11’ tractor and turning radius  

	
	
	Dock Doors – standard is 100” wide x 14’ high. Can use a minimum height or 8’  

	
	
	Floor in receiving and staging area free of holes, door jambs or other obstructions  

	
	
	No loading dock – driveway must accommodate a tractor trailer and a have an area to off-load container/materiel 

(Rolling ramp and/or forklifts)  

	
	
	Material Handling Equipment

	
	
	Ramps # 

	
	
	Appropriate maintenance and additional fuel/batteries available

	
	
	Forklifts # 

	
	
	Pallet Jacks #  

	
	
	Empty Pallets #  

	
	
	Dollies/Hand Trucks #  

	
	
	Repacking Materials

	
	
	Shrink/Plastic wrap

	
	
	Markers/Pens

	
	
	Box Cutters

	
	
	Packing Slips

	
	
	Inventory Sheets

	
	
	Packing Tape

	
	
	Utilities 

	
	 
	Adequate power. Back-up electricity and lighting.  
Portable generators and floodlights. 

	
	
	Adequate lighting inside the warehouse, outside on the loading docks, and parking area. 

	
	
	Fire extinguishers/sprinklers/fire alarms.  

	
	
	State Personnel  Operations Area

	
	
	Indoors or weather protected

	
	
	Appropriate working space

minimum 3 folding tables and 6 chairs

Immediate accessibility to SNS material.

Adequate lighting ,  Low noise level 

	
	
	Working power outlets available

	
	
	Copier

	
	
	Printers

	
	
	Computers with internet access

	
	
	Fax Machines

	
	
	Inventory Control System in place

	
	
	At least 3 phone lines. 
(If not available, what is the facility’s capacity to obtain the phone lines and how long?) 

(Identify the location of the phone lines.)


	
	
	Communications 

	
	
	Internal communications         
(Types: 2-way radios, intercom, and/or bullhorn)

	
	
	Communications/Dispatch Center

	
	
	Internal sound system for broadcast messages and instructions

	
	
	Amenities

	
	
	Bathrooms (male – female)    

	
	
	Showers (male – female)   

	
	
	Rest Areas

	
	
	Vending machines

	
	
	Eating and break areas

	
	
	Other equipment (coffee makers, refrigerators, ice, microwaves)

	
	
	Drinking water fountains

	
	
	First aid room to provide care for minor emergencies


	Suggested hotels 

Hotels should be in close proximity to the Local Distribution site to minimize travel time.


	Name:  
          


	Cost:



	Name: 

	Cost:




Other Considerations:
A. Gloves, Eye Protection, Back Support Braces, Large Signs, (i.e. Storage, Repackaging, Q&A, Shipping, etc.), First Aid Kits.
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