Appendix F.

Pack-and-Go
Drive-away kits are pre-packaged, up-to-date kits that contain the essential equipment, reference material, and supplies needed to perform a program’s essential functions. Drive-away kits are required to transfer up-to-date data and other critical information and equipment. There are two types of drive-away kits:  professional and personal.  Following are suggested items for each kit. 

Professional Drive-Away Kit

Vital records, standard operating procedures, operations orders or regulations, and Federal guidance that is not already pre-positioned at an alternate location including but not limited to, the following: 

· Oral Health Program Emergency Preparedness and Response Plan

· COOP Plan 

· Current Internal/External Call Lists 

· Laptop, tablet 

· POC, fax, telephone, and email contacts list 

· General office supplies (small amount) 

· Cellular telephone, 

· Office telephone contact list 

· Current equipment report 

· Current software report

· Other____________________

Alternate location planning is necessary when the program seeks to perform functions beyond which can be performed using a drive-away kit or when the need to plan for long-term operations is necessary. When selecting the alternate location, consider a site that provides a relatively risk-free environment, as much as possible, and is geographically separate from the primary work location.  This reduces the chance that the site will be affected by the same event that required COOP activation.

Personal Drive-Away Kit

Miscellaneous: 

· Small first aid kit 

· Change of clothing 

· Personal hygiene items 

· Prescription drugs 

· Surface disinfectant

· Credit/bank card 

· Cash

· Other______________________

Clothing: 

· Pants, casual 

· Shirts, casual 

· Undergarments 

· Socks 

· Shoes:  one work pair, one casual pair

· Sweater, fleece, and/or sweatshirt (combination of three) 

· Coat:  zip-in liner preferred

· Gloves

· Hat

· Other______________________

Personal Hygiene Items: 

· Shampoo 

· Comb/brush

· Toothbrush and toothpaste 

· Razor and blades (30-day supply) 

· Soap 

· Washcloth and towel 

· Face masks and disposable gloves

· Gender-specific hygiene products 

· Prescription medication, if appropriate 

· Toilet paper

· Other: ________________________
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