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Hardware Installation Checklist

	Purpose:  
	To plan, design, schedule, install, and verify the computing hardware required to provide computer   capabilities within the time frame specified.  To coordinate with the vendors in equipment support.  This checklist is used by the Hardware Installation Team or its equivalent.


	RECOVERY SITE


Assemble at the designated site for a briefing on the extent of damages, escalation plan, and support required upon notification of a disaster by the Operations Recovery Management Team.

	Initials:


	Date:  
	Time:  


	RECOVERY SITE NOTIFICATION


Verify the pending occupancy with the alternative recovery site, if required.

	Site Contacted:


	Contact:

	Date:

	Initials:


	Date:  

	Time:  


	RECOVERY SITE INSPECTION


Inspect physical space availability at the alternative site and inform the Software, Communications, and Operation Team members of the assessment.

	 Initials:


	Date:  
	Time:  

	Notes:



	EQUIPMENT REQUIRED


Review the Hardware/Software Inventory list found in Exhibit 2, Appendix to Chapter 11, Contingency Plan, to determine the equipment required.

	 Initials:


	Date:  
	Time:  

	LIST OF EQUIPMENT REQUIRED

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	SALVAGED EQUIPMENT


Coordinate with the Damage Assessment and Salvage Team to obtain an inventory of usable and salvageable equipment.

	Initials:


	Date:  
	Time:  


	ADDITIONAL EQUIPMENT


Coordinate with the Administration Team in the procurement of any additional equipment required in the recovery process.
	Initials:


	Date:  
	Time:  

	LIST OF ADDITIONAL EQUIPMENT REQUIRED

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	EQUIPMENT RETRIEVAL


Retrieve the equipment, systems, and LAN configuration from the storage containers delivered by the off-site storage vendor.
	Initials:


	Date:  
	Time:  

	LIST OF EQUIPMENT TO RETRIEVE

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	INITIAL CONNECTIONS


Coordinate with the alternative site on the installation and connection of 5 temporary terminals to provide access to the mainframe for employees.

	 Initials:


	Date:  
	Time:  


	INSTALLATION AND CONNECTIONS


Coordinate with the alternative site and the Disaster Recovery Team on the installation and connection of ____ workstations and a server on a token ring network to support the applications and various servers, if needed.

	Initials:


	Date:  
	Time:  


Under no circumstances should the Hardware Installation Team make any public statements regarding the disaster, its cause, or its effects on the organization’s operations.
THE TEAM SHALL NOT ENTER THE DISASTER AREA UNTIL EMERGENCY PERSONNEL GIVE PERMISSION.

The tools and templates provided in CalOHI Policy and Information Memoranda have generally been authored by HIPAA workgroups.  Users should view the information presented in the context of their own organizations and environments.  Legal opinions and/or decision documentation may be needed when interpreting and/or applying this information.
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