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DISASTER PLANNING AND RECOVERY

Quarteriy

January 1987

In 1983, ARMA’s Region V began to examine the possibility of establishing a
regional disaster recovery team. Over the next three years, emphasis shifted to
disaster prevention, disaster preparation, and member education. This process
culminated in a February, 1986, regional workshop on disaster prevention and
recovery. The result of this process has been a strong regional network of local
disaster preparedness committees, numerous local programs on disaster topics, the
beginnings of chapter libraries concerning disaster prevention and recovery, and the
identification of local and national resources to call upon when disaster strikes.

By SUSAN BULGAWICZ and DR. CHARLES E. NOLAN, CRM

Disaster planning and recovery is a
grassroots program of cooperation in
ARMA’s Region V. The region in-
cludes Arkansas, Louisiana, New
Mexico, Oklahoma, and Texas where
hurricanes, fires, tornadoes, and flash
floods have been frequent, though
unwelcome visitors in recent years.

In 1981, annual regional meetings
were initiated to orient new officers,
share ideas, and renew professional
acquaintances. These annual gather-
ings of chapter officers and commit-
tee heads formed the necessary
framework for the extensive coopera-
tion required to identify and address
a major regional need such as disaster
planning and recovery.

At the 1983 annual meeting, a pro-
posal to explore the possibility of a
regional disaster recovery team to
assist member organizations after a
major flood, fire, or hurricane was
submitted. The idea was not original.
The Northeast Document Conserva-
tion Center, an outgrowth of library
cooperation in the New Kngland
area, had operated the United States’
first such team for more than a de-
cade. In the 1970s and early 1980s,
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numerous library and/or archives
floods and fires had resulted in a
wealth of experience and literature,
particularly in regard to the salvage
of water-damaged paper records,
books, and art objects. Between 1980
and 1983, ARMA’s journal published
occasional articles on disaster plan-
ning and recovery and the closely
related topics of vital records and
security.

Interest in disaster preparedness
and recovery was engendered in the
New Orleans archival community by
George M. Cunha, the Noriheast
Document Conservation Center’s
first director and founder of the
center’s disaster team. Mr. Cunha
conducted a week-long seminar on
conservation at St. Mary Dominican
College in 1977. The same year, Tu-
lane University’s library prepared
{and shared) one of the country’s
picneer disaster plans for educational
institutions. Between 1978 and 1983,
New Orleans suffered three major,
non-hurricane related floods. In 1982,
the Greater New Orleans Chapter of
ARMA established Region V’s first
disaster preparedness committee.

The committee developed a ques-
tionnaire to survey chapter members
on their existing disaster plans and
their interest in disaster prepared-
ness. Although the survey highlight-
ed a great interest in and need for
disaster plans, such plans were in fact
few.

The encouragement and enthusi-
asm which greeted the 1983 proposal
for an ARMA regional disaster re-
covery team revealed a significant,
anmet need. A concrete plan of ac-
tion, stressing mewmber education
through a regional workshop and
local programs, was to be drawn up
for review by delegates at the 1984
regional meeting.

The concept of a regional disaster
recovery team percolated siowly for a
year. Mr. Cunha was contacted in
October, 1983 about the proposed
team. He heartily endorsed our ini-
tial approach to regional cooperation,
offered several key suggestions that
became part of the planning process,
and tentatively agreed to conduct a
workshop. A concrete proposal took
form during the year from correspon-
dence among interested regional
members.

At the 1984 Region V meeting, the
delegates were presented three over-
lapping options: 1) to concentrate on
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ring and disseminating infor-
nfﬁlﬁzn %ﬁiithin the chapters; 2) to
fiost a regional workshop on disaster
lanning and recovery; and 3) to
form a regional disaster recovery
team. The participants unanimously
endorsed the concept of a regional
disaster recovery team with options 1
and 2 as intermediate steps towards
such a goal.

The 1984 meeting also approved
two major steps towards its goal of
mgianal cooperation. First, a regional
disaster preparedness committee was
established. Each chapter, with one
gxception, appointed at least one
member to serve on the committee
and act as local chapter liaison. Sec-
ondly, a regional workshop was man-
dated for early 1986.

While plans for the regional work-
shop were formalized during the in-
terval between the 1984 and 1985
regional meetings, interest in disaster
preparedness was growing quickly
within Region V. The Houston
Chapter established an active disas-
ter preparedness committee that sur-
veyed member interest and plans,
began gathering a library of books
and articles, and took charge of prep-
arations for the 1986 regional work-
shop.

The Fort Worth Chapter worked
with the Society of Southwest Archi-
vists and the Dallas Public Library to
host a one-day program; the Chapter
also surveyed its members concern-
ing existing disaster plans. In Sep-
tember, 1984 the Dallas Chapter
hosted a monthly meeting concern-
ing disaster recovery. Several other
chapters also disseminated the origi-
nal New Orleans Chapter question-
naire.

During this developmental period,
several major questions about the
proposed Region V disaster team
were also raised. Could ARMA, as a
n?n-proﬁt organization, sponsor a re-
g;(mal disaster team? What lLiability
risk would such a team incur? How
would participating team members
{and/or their companies) be reim-
b.urg,ed for lost work time while as-
fisting another organization in sal-
vaging its information and records?
Would companies accept the help of
information managers from compet-
ing organizations?

. During 19841985, ARMA interest
1n disaster questions also was quickly
surfacing on an internaticnal level.
At the Association’s 1984 Interna-
tional Conference in Calgary, Alber-
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ta, Canada, the ARMA Standards
Committee established a Subcom-
mittee on Disaster Recovery and
quickly began gathering material on
disaster questions. After the
Cheyenne, Wyoming, floods the fol-
lowing summer, the Subcommittee
hegan work on a video of the disaster
recovery process. The ARMA techni-
cal publication on the salvage of
water-damaged business records was
in its final draft; the Standards Com-
mittee’s new publication on Vital
Records appeared in 1984. While only
two sessions at the 1984 Calgary con-
ference directly addressed the related
questions of disaster recovery and
vital records, six such sessions, in-
cluding one on security, were sched-
uled for the 1985 New York City
conference. During this same period,
the ARMA Technical Publications
Committee authorized a new ARMA
publication on developing a disaster
plan.

REGIONAL PLANNING

The two years of planning bore
fruit at the 1985 Region V annual
meeting. The proposed disaster pre-
paredness workshop was scheduled
for February 20-21, 1986 in Houston
Texas. The workshop was limited to
50 regional ARMA members to pro-
vide an opportunity for exchanges of
ideas, questions, and information.
Special invitations were also sent to
several key members of the ARMA
Subcommittee on Disaster Recovery.

A one day pre-workshop planning
meeting of chapter liaison officers
was scheduled with Mr. Cunha for
February 19 to develop a model for
regional cooperation. This meeting
was an exciting day for the partici-
pants. A morning of dreaming how to
spend a mythical $100,000 grant on
regional disaster preparedness was
followed by a critical examination of
our priorities and direction for the
next two years.

Our dreams were many, but not
extravagant: a regional or local re-
source library of books and articles;
audio-visual materials to convince
top management that, as Mr. Cunha
put it, “Only fools believe that disas-
ters happen only to others”; a re-
gional or local hot line; a resource
directory of experienced disaster re-
covery experts; a meeting of our five
state archivists with the director of
the Kentucky Department of Ar-
chives and History to introduce them
to that remarkable program which

offers protection to private busi-
nesses as well as state offices; regional
or local storage centers for disaster
supplies; local worksheps and pro-
grams on disaster planning and re-
covery; apprentice training for re-
gional members in disaster recovery.

When our afternoon session trans-
lated these dreams into concrete
priorities and a mission statement,
the participants chose a path that
was both realistic and cost-conscious.
The top priority was the appoint-
ment of a local disaster preparedness
coordinator in each chapter. HEach
coordinator would agree to accom-
plish at least four goals over a two
year period: 1) forming an initial
resource library of books and articles;
2) hosting a seminar, workshop or
monthly meeting on disaster plan-
ning and/or recovery; 3) preparing a
list of at least three major local re-
sources such as freezer space, recov-
ery supplies, and local disaster agen-
cies; 4) collecting local disaster plans
already in place.

The participants’ second priority
was the development of resource ma-
terial to assist information managers
in convincing management to avoid
Mzr. Cunha’s proverb about the fool
and disaster. The participants com-
mended the Subcommittee on Disas-
ter Recovery for its video on the
Cheyenne, Wyoming flood, and en-
couraged ARMA’s Board of Direc-
tors to facilitate its availability.

The third priority was a national
directory of resource organizations
and individuals to call upon for help
in disaster recovery operations. The
participants asked that such a direc-
tory be considered by the ARMA
Board of Directors and, if feasible,
assigned to the proper committee.
The resolution acknowledged the
legal and professional difficulties in
developing and maintaining such a
select directory. An initial directory
of such consultants is included in
ARMA’s technical publication,
Handbook for Recovery of Water-
Damaged Business Records.

The most significant decision of
this preliminary planning meeting
was to put the proposed regional
disaster team on hold. Most existing
teams offer salvage and recovery ef-
forts as part of their non-profit ser-
vice to the professional community
or their consultant’s work. Partici-
pating ARMA members felt they
simply could not take off for three
days to assist a colleague in need,
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Disaster Planning and Recovery:
A Regional Approach. ..

particularly in the hard economic
times that the oil price decline pro-
duced in the region. A period of staff
reductions and longer work hours
was not the opportune moment to
approach management about the
possibility of expanding the ARMA
time commitment, even though re-
ciprocal agreements offered inexpen-
sive protection and assistance in
crisis situations.

Workshop participants later added
two priorities. The first was to begin
evaluating the possibilities of a na-
tional, regional, or local supply
center for disaster recovery materi-
als. Such a possibility on an interna-
tional level had already been dis-
cussed within the Subcommittee on
Disaster Recovery. Regional and
local centers for supplies (rather than
heavy equipment) were also consid-
ered. The second added priority was a
suggestion that a disaster prepara-
tion and recovery track be offered at
the 1987 international conference.

REGIONAL WORKSHOP

Mr. Cunba used the next two days
to impart invaluable information and
first-hand experiences to the partici-
pants. He explained that the North-
east Document Conservation Center
team responded to needs of the k-
brary community. Libraries, unlike
businesses, have the luxury of being
able to close sections of their col-
lections to patrons for an extended
period of time while recovery takes
place. Bugsinesses, on the other hand,
must resume operation quickly and
orderly. Delays or confusion can re-
sult in an inability to resume busi-
ness at all.

Disaster preparedness and disaster
recovery were compared and con-
trasted; each must be addressed sep-
arately and completely if an organi-
zation truly expects to resume
business after a disaster. Disaster
preparedness was defined as a com-
mon sense approach to disaster min-
imization in the workplace. Empha-
sis should be placed on avoiding
disasters by careful attention to
items such as location of storage
areas, periodic physical inspection of
facilities, “smart” records haundling
techniques such as use of pallets for
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AUTHOR: Susan L Bulgawicz is Corporate
Records Manager for ENRON Corp , an inter-
national organization spectalizing in explora-
tion, driliing, and transportation of oil and
natural gas Her responsibilities include de-
veloping overall direction for the corpora-
tion's records management program in the
areas of filing systems and equipment, record
center operation, retention scheduling, vital
records protection, and micrographics She s
an active member of the Houston Chapter of
ARMA, serving on the Board of Directors and
chairing the local Disaster Preparedness and
Recovery Committee She serves on the Re-
gion V Disaster Preparedness and Recovery
Committee and was Houston’s 1985 Chapter
Member of the Year Susan earned a BS in
Industrial Technology, cum laude from the
Uruversity of Houston

AUTHOR: Dr Charles E Nolan, CRM, I1s the
associate archivist and records manager for

e

the Archdiocese of New Orleans He has
taught graduate and undergraduate COurses
in the records management and archives at
the University of New Orleans and Delgadg
Community College and has lectured interna.
tlonally on historical, paper preservation, in.
formation, and educational topics

Dr Nolan holds a Doctorate in Church
History and a Master's Degree in Educational
Administration He 1s the author of severg(
books on Southern Catholic history

Dr Nolan is past president of the Gireater
New Orleans Chapter of ARMA; he is founding
chairperson of ARMA's Region V disaster
preparedness committee and founding chair-
person of ARMA’s Industry Action Committes
for non-profit/not-for-profit organizations He
1s presently working with Susan Bulgawicz on
a new ARMA technical pubhcation on prepar-
Ing a company disaster plan

staging boxes of records prior to
shelving, and choosing the most ef-
fective fire protection methods. Early
warning drills for approaching po-
tential disasters such as hurricanes or
tornadoes were recommended.

Adequate prevention also includes
predetermination of those records
which must be available in order to
resume business. A well thought out
and implemented vital records pro-
gram is essential. Priorities for recov-
ery and reconstruction should be set
and agreed upon before a disaster
occurs. It is also important to prede-
termine the recovery task force au-
thority and responsibilities, as well as
recovery priorities.

Since the principal enemy of rec-
ords is water, freeze stabilitization
and freeze drying, or sublimination,
were thoroughly reviewed. Other ex-
cellent techniques for recovery of

water damaged, charred or burned
records were discussed. Recovery of
microforms, diskettes, video film, and
magnetic media were also addressed.

The hours immediately after a dis-
aster can be confusing, frantic, and
frustrating if recovery efforts must be
delayed while fire and police person-
nel check the area for safety prior to
reentry. Mr. Cunha suggested several
activities which should be completed
while awaiting clearance to reenter
the facility: establishing contact with
local authorities; assembling the re-
covery team; reviewing safety pre-
cautions and recovery priorities; es-
tablishing the alternative site fof
recovery activities; gathering recov-
ery supplies; contacting facilities
with freezer space; training and
properly identifying volunteers; con-

Continued on page 4
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Book Reviews. ..
Continued from page 42

There are many significant entries
which invite further investigation. In
each case, if I were soinclined, I could
pursue this investigation, because the
authors have provided the names of
the sources and their addresses. I'd
have only one problem, and it stems
from my own ignorance. I Jack a
knowledge of the French language.
Why is this a problem? Because
many of the entries are in French,
and the titles are not translated into
English. Further, not all of them
have an English summary of the
entry’s subject. The problem is not
insurmountable, however, since the
titles are closely enough related to
English to deduce what the transla-
tion might be. I suppose a further
problem would arise if you decided

you wanted to read one of the French
language articles. I'm sure the prob-
lem also exists in reverse. If I spoke
only French, I might lose the benefit
of the entries made only in English!

There is one other very positive
and important item. The final page
has two pockets containing micro-
fiche. The first fiche contains the
complete list of items assembled by
the authors—some 4,000 items. Bear
in mind that the text of the book
contains only a small sample of se-
lected items. To have annotated
more would have been logistically
difficult and possibly uneconomic in
terms of return. The complete collec-
tion on fiche is not annotated, butis a
valuable resource nonetheless.

The second fiche contains the full
text of those items the authors felt
would be difficult to obtain, such as
conference papers. I think this is a
fine idea, since it can be quite frus-

trating to search for a particulay]
important, but totally unavailahjg
“unpublished” reference. !

Cn the whole, this is a crediblg
effort. I’d recommend the purchageg

INFORMATION

Title Records Management The Cq.
nadian Contribution

Authors Betty D. Seldon-MacFarlane
(Editor); Patricia A Mills: Brian M,
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Continued from page 20

tacting specialists when necessary;
assigning a team member to chron-
icle and photograph the recovery ef-
fort hour by hour.

The seminar included reference
materials and an extensive bibliogra-
phy. These materials will form the
beginning of disaster preparedness
reference libraries in the participat-
ing regional chapters.

THE FUTURE

Awareness is the top priority for
ARMA Region V’s local disaster pre-
paredness committees. Educating
our own members, the mangagement
teams of participating companies,
and the business community in gen-
eral is essential to preparing ade-
quately torespond to a disaster. Most
chapters bave held or at least sched-
uled programs to inform their mem-
bers about both disaster preparation
and disaster recovery. Networking,
pooling resources, and sharing expe-
riences will add to our level of exper-
tise. Prior identification of local re-
sources (freeze space, salvage
supplies, refrigerated transportation)
and national resources (consultants,
ARMA publications and presenta-
tions) make quick and efficient re-
sponse a possibility after a disaster.
Adequate chapter libraries specifi-
cally addressing disaster prepared-
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ness and recovery issues will also
enhance our abilities to respond pro-
fessionally and effectively in case of a
disaster.

Although the original 1983 propo-
sal to establish a local ARMA disas-
ter recovery team did not materialize,
a concrete, workable, and cost-effec-
tive program of regional cooperation
among ARMA members has resulted
from the process of carefully examin-
ing this proposal. A shift has taken
place from helping member compa-
nies recover from a disaster to assist-
ing ARMA members in averting the
effects of a disaster and preparing for
floods, fires, hurricanes, and related
phenomena. The program is one con-
crete example of how an ARMA re-
gion has enhanced the records and
information skills of its members
through regional cooperation.

Are You Too Small for
Records Management . . .

Continued from page 28

If one organization plans to pro-
pose increasing its time allocations,
the annual renewal is an ideal time to
propose it. New projects or additional
areas of responsibility might also be
discussed. The annual renewal op-
tion allows for growth or retrench-
ment in regard to all employers’ re-
cords management needs.

RECORDS MANAGEMENT QUARTERLY

The Unexpected:

What about the unexpected? With
care, consideration, and a certain
amount of flexibility, the unplanneg
can be handled. It won’t always be 3
easy, but it isn't always easy whep -
you're the sole employer either. Somg -
flexibility and change of work sched
ules on the part of the employers may -
be required, and perhaps on the part -
of the employee as well.

GIVE IT ATRY

Is shared expertise for you? If yon
and some other organizations are
presently doing without certain re-
cords management services because
you can’t afford to be the sole em-
ployer, or if you’re limping along by
including them in the content of
some other, possibly unrelated job, I
think you can find a satisfying solu-
tion in this method. You’re probably
going to find that unexpected effi-
ciencies can be uncovered that yoi
did not suspect existed, because &
record management expert can
streamline operations and perhaps
even save enough time on the part of
others in your organization to meet 8
major part of the cost of the salary
incurred. Since the proposal involves
an annual renewal, wouldn’t it be
desirable to give this approach a try?
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