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NN/LM Emergency Preparedness & Response
Incident Report Form
Regional / state coordinators or designees:  please fill out the form as completely as possible and send via email to Dan Wilson at dtw2t@virginia.edu, with a cc to Susan Yowell, syowell@virginia.edu.

Name of Reporter:











Contact information:










Date:






	1. Where did the incident occur (specific institution, locality, and/or region)?


	

	2. What happened?


	

	3. Were the member’s(s’) services interrupted or compromised?  If so, please specify.

	

	4. Was the network member(s) able to restore services or provide any core services from off-site?  Please explain.


	

	5. Did the incident or its aftermath cause damage to the member’s(s’) collections and/or facility?  If so, please explain.


	

	6. Did the member(s) need/request assistance for salvaging/repairing collection materials?  If so, what response was provided?

	

	7. Was the NN/LM Emergency Preparedness & Response plan initiated?  If so, how, and what was the response (i.e. communications, use of the Toolkit, etc.)?

	

	8. Are there “lessons learned” that you can report as a result of the incident and the response provided?

	

	9. Do you have any observations or suggestions for improving the NN/LM Emergency Preparedness & Response plan, in light of this incident and the response provided?  If so, please explain.


	

	10. Would you or the affected network member(s) be willing to complete a “Stories Told” questionnaire to contribute to the online Toolkit, once the incident is resolved?


	


Please add any further comments here and/or on a separate page:

Thank you for providing this report.  Please contact the Coordinator, Dan Wilson, or Project Assistant, Susan Yowell (see above) with questions or for further information.

