Grab bag for small businesses

Staff list with addresses, mobile and home telephone numbers (and next of kin details)

Business landlord’s address, mobile and business telephone numbers
Draft press statement from your company

Bank sort code and account details

Building and contents insurance policy and company contact details

Public liability insurance policy and company contact details

Suppliers contact details and alternative suppliers’ details

Crisis management checklist

Belfast business emergency contacts directory

Business premises layout with fire exits, electricity mains, gas mains, water mains

Evacuation plan identifying rendezvous location

Up-to-date equipment list (for insurance)

Up-to-date stock list (for insurance)

Products list and specifications

“How to” instructions (specific to your business)

Templates of critical forms

Headed business stationary

All of the above documents should also be saved on a USB memory stick.
Equipment

Bottles of drinking water

2 florescent vests with company name

A fleece or waterproof coat

A laptop capable of running your business programmes (this could be kept at the home of key personnel)

A portable hard drive - containing essential back-up information

A wind-up torch (not a battery torch)

Wind-up radio

Mobile phone with hand charger and mains charger

Selection of mobile phone SIM cards, with credit

Radio Link (Belfast City Centre Management)

Tape to mark out a cordon around damaged areas
Disposable camera (to record damage)

Marker pens

Blu -Tack

3 hard hats

Industrial gloves

Additional items

Cash or credit cards for emergency use

Petty cash

All the above should be placed in two thick plastic bags and sealed with tape or tie and then placed in a rucksack or carry bag.

