What May Be An Essential Record for Your Institution, Organization, or Business
(
Records essential to re-establish the organization

Constitution and bylaws

Accounts payable and receivable

Audit records

Bank records

Capital assets list-

Charters, franchises and orders-in-council

Contracts in force

Engineering data

Licenses and permits-

Leases-

Inventories of equipment and supplies

Insurance policies

Payroll/personnel records

Stocks, bonds

Certificates of incorporation and registry

Deeds, blueprints and technical drawings

Fixed asset records

Mailing lists

Organization charts

Financial signing authorities

Union agreements

Blank forms of various types

Computer programs

Supplier listing

Production formulae

Management succession lists

Copies of legislation, acts, regulations, policies 

Court documents

Leases

Insurance policies

Contracts and agreements

Property and land files

Procedural manuals

Personnel records, annual reports, organization charts, inventories and forms

Research and technical data and specifications on specialized projects 

Personnel documentation such as superannuation records, payroll documents, pension fund

files, salary deduction lists 

Special agreements with clients 

Sales records and guarantees.

Potential essential records for government organizations 

(in addition to some of those listed above)

Lists and locations of essential records in all categories

Lists of key personnel with specialized training

Locations and quantities of stocks of materials necessary to restore basic services to the public

Rescue plans and resources

Records vital to public order, safety, and public health

Details of utility systems (power, water, sewage)

Topographic and demographic data

Maps of infrastructure such as roads and rail systems, bridges and pipelines

Technical records for highways and road systems, communications systems, surveys and plans of public utilities, waterways, buildings, bridges, wharves

Navigation charts

Copies of international agreements

Memoranda of understanding with other organizations and levels of government

Information on facilities such as hospitals, schools, nursing homes

Evacuation routes.

(From Emergency Preparedness Canada. 1996. The Preservation of Essential Records: A Guide For Governments, Organizations, Institutions And Business. Ottawa, Ontario: Emergency Preparedness Canada.
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