
PRE/POST DISASTER CHECKLIST
FIXED ASSET MANAGEMENT DIVISION

CONTACT INFO: 340-774-0100 EXT. 8162 or 8080 FIXEDASSETMGT@STTJ.K12.VI

Pre-Disaster Checklist

Post-Disaster Checklist 

Protect vital records. Clear desktops, tabletops, floors and exposed horizontal 
surfaces of materials likely to be damaged by rising water, leaks or wind. 

Shut down and unplug computers, printers and other electrical appliances. 
Assure that equipment that must remain energized is connected to surge pro-
tectors. 

All equipment, fixed assets, electronics and other valuables must be elevated 
and covered with heavy-duty plastic sheeting and tape or wrapped securely.

Back up computer hard drives. Place flash drives and CDs in Ziploc bags or 
other protective containers and take or send duplicates off site. 

Relocate equipment and other items away from windows to interior areas of 
the building. Assure that equipment and items that are relocated are tagged 
for easy identification and retrieval. 

Remove all personal electronics from VIDE premises. 

Check with your supervisor for tentative post-occurrence work schedule. 

Do not attempt to re-enter an evacuated area until authorized to do so by the 
governing authorities.
 
Conduct a detailed inventory check of any property to account for all assets 
that have been damaged to help in preparation of claims reporting. (see FAM 
3.13 Missing, Stolen or Damaged form)

If property is deemed stolen or missing, please contact VIPD and the Fixed 
Asset Management Division.

The 2020 Inventory Team is Coming!
F I X E D  A S S E T  M A N A G E M E N T  D I V I S I O N

CONTACT INFO: 340-774-0100 EXT. 8162 or 8080 FIXEDASSETMGT@STTJ.K12.VI

What’s Happening?  The Virgin Islands Department of Education is performing a comprehensive, District 
wide, physical inventory of VIDE’s federally owned assets (Yellow Tags Only). 

When is the Inventory Team coming? The timeline for performing the asset inventory is February 
2020- March 2020.

Who’s coming?   The ProBar Inventory Team will be working as a VIDE contractor conducting the physical 
inventory. The ProBar team is comprised of Inventory professionals, who will make every attempt to minimize 
employee and maintenance disruptions and proceed with the inventory process quickly.

What will you need to do?   School principal or inventory contact must be available to the contractor 
during the duration of the visit. When the inventory team arrives at your area, be prepared to allow the team 
members to have full access to all IT asset equipment, including those items that are kept out of sight or 
locked.

School Level Preparation:
• Have copies of your floor plan ready for the inventory team, this will ensure that a complete wall to wall  
    inventory has taken place.
• Centralize tech carts (laptop, IPad, Chromebook, etc.) into one secure location, media center, library, etc. 
• Have master key access to all rooms, even server rooms and mechanical (commonly used as storage for 
inactive equipment). 
• Have Chromebook/Laptop cart lock codes and/or keys available (master key, if available)
• REMOVE all protective cases from all laptop/tablet/Chromebook devices.
• All rooms must be marked with a number or unique location identifier
• All laptops or other assets with Home Use Authorization must be at the school on the day of the inventory.

Room Level Preparation:
• Ensure all cabinets/drawers in your space are unlocked throughout the time the inventory team is on 
    location. Make sure to include codes or Keys for laptop carts.
• Ensure assets in your space are in plain sight.
• Items that are in boxes must be removed and visible to the contractor.
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CONTACT INFO: 340-774-0100 EXT. 8027 SHAMIKA.WILLIAMS@VIDE.VI OR CYNTHIA.GRAHAM@VIDE.VI
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Name:   __________________________________________       

Corporate Sponsorship Amount:  $_________________/Category:  ______________

Full page Ad:  $_______________

Half page Ad:  $_______________

Patron:  $____________________

Ad Message (for Patron sponsorship-level only): _____________________________

______________________________________________________________________

______________________________________________________________________

 Attach business card.     
 Accept receipt for donation.

Please make all checks payable to “Community Foundation of the Virgin Islands” 
Re: State Teacher of the Year Donation


