Disaster Readiness Checklist

Preparing to Respond at the Speed of Need
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Internal Readiness (Before Disaster Strikes)
O Identify disaster response lead + cross-functional team
(PR, fundraising, community impact, finance)

O Maintain updated staff contact list + emergency contact
info

O Establish internal rapid response decision-making process
(who approves what, how fast)

O Create shared disaster file hub (Google Drive/Teams) with
templates and contacts

O Align board leadership on flexibility in crisis response and
fund deployment

Communications & Messaging
(Pre-Built Templates)

o Draft template donor messaging (email + talking points)

O Prepare skeleton press releases + media advisories

O Build template social media posts + graphics (fund launch,
updates, thank-yous)

o Create template email (fund launch, updates, donor thank-
you, partner outreach)

O Identify media partner for fund promotion + key reporters
(environmental, weather)

O Pre-write internal staff communications template

O Prepare CEO/board messaging templates

Fund & Resource Mobilization

o Design disaster fund structure (fund code process,
donation form template)

O Create template fund landing page (ready to activate)

O Maintain list of corporate donors + major donors ready to
engage

o Develop in-kind donor/vendor list (food, supplies,
transportation, hotels)

O Identify financial partners for rapid distribution

O Establish clear, equitable fund distribution process

Partnerships & Coordination
O Maintain updated list of key partners:
0 Emergency Management (OEM)
o COAD/VOAD
O Red Cross / Salvation Army
O Healthcare systems
O Mental health providers
O Faith/community organizations
0 Define United Way’s role as convener in disaster response
O Establish communication plan with funded partners
O Build relationships with local government and chambers
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Response Activation (First 24-72 Hours)

O Pause non-essential communications

O Activate disaster team + hold rapid response meeting

O Launch fund messaging, landing page, and donation
form

O Distribute press release + social + email announcement
0 Engage media + secure interviews

0 Communicate with partners to assess needs + available
resources

O Begin real-time tracking of funds + response activities

Supporting ALICE Households

O Prioritize flexible, immediate financial assistance

o Identify and fill micro-gaps (transportation, childcare,
food, lodging, lost wages)

O Ensure access to mental health supports + healthcare
resources

0 Use United for ALICE data to target impacted
communities

o0 Communicate clearly how families can access support

Recovery & Follow-Up

O Establish or join long-term recovery group / unmet
needs panel

O Maintain transparent reporting on fund distribution +
impact (post to website)

O Send regular updates to donors, partners, and
community

O Track and follow up with recipients to assess recovery
progress (collect stories through follow-up process)

0 Document lessons learned + update disaster plan

Key Principles to Guide Every Response
v/ Move at the speed of need, not the speed of process
v/ Fill all gaps, even the smallest ones

v/ Lead as a convener, not just a funder

v/ Build trust before crisis hits

v/ Use ALICE data to drive decisions and equity

®

START HERE (If you can do nothing else)
® Build your partner list

® C(Create your fund + communications templates
® Align your board on rapid response flexibility
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FOR MORE INFORMATION: MICHELLEP@UNITEDWAYSELA.ORG
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