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tHE DisastEr CHECklist for NEwspapErs
the newspaper has a very unique and important responsibility to the community in times 
of disaster and must plan to operate in a crisis. Developing a checklist of items leads to 
the development of a disaster plan, which will provide the publisher and staff confidence 
that they are prepared to fulfill their obligation to their community, neighbors, family and 
friends.  in times of crisis you are needed more than ever!

prEplaNNiNG
preplanning is the most important step in avoiding or knowing what to do in case of a 
disaster. setting a calendar date each year to update the plan, review the list, make a new 
inventory tape, talk to employees, have a disaster training exercise, and other related mat-
ters is the easiest way to ensure this important item doesn’t slip through the cracks in the 
hectic schedule of a newspaper.

CHECklist 2 
we’re ok here – How about YoU?

YEs No

❒ ❒ i have made decisions on what to do if the paper avoids 
a direct disaster, but the disaster involves my town, 
subscribers, advertisers, employees, a family member, 
independent contractors, or our key suppliers.

❒ ❒ i have made a list of steps to take (for all areas including 
news, advertising, legal notices, circulation, accounting, 
business operations, etc.) if one of these “contingent”  
disasters affects my newspaper.

❒ ❒ i have made a list of key employees we depend on for the 
basic newspaper function and what the key responsibili-
ties of those employees are in order to get the newspaper  
published.

❒ ❒ Employees know what to do if the newspaper is spared, 
but disaster strikes their own homes or families.

❒ ❒ Employees know whether they can take vacation or sick 
leave for disaster-related absences.

❒ ❒ i have thought about what to do if any employee or a 
family member is killed or disabled by a disaster.

❒ ❒ i have set priorities on what additional lines of business 
(i.e. print shop, office supplies, book store, tag agency, 
etc.) the newspaper might operate, and how they will 
be affected by the disaster. 

CHECklist 3 
i’ll get by with a little help 

from my friends
YEs No

❒ ❒ i have made a list of which newspapers or 
businesses i will call on to help with critical 
newspaper functions.  

❒ ❒ i have a list of their names, numbers, and 
critical functions they are to perform.

❒ ❒ i have documented my newspaper’s techni-
cal configurations.

❒ ❒ i have a list of the software that is critical 
to publishing the paper.

❒ ❒ i have a list of other “non-publishing” soft-
ware, such as accounting and circulation, 
that would be necessary to complete other 
functions of the newspaper.

❒ ❒ i have a list of the exact number and type of 
machines i need.

❒ ❒ i have a list of alternate phone numbers to 
use in case of a disaster.

❒ ❒ i know where to get internet access and 
email for me and my staff.

❒ ❒ the staff knows where to assemble if the 
newspaper equipment or offices are unus-
able.

❒ ❒ if i print other newspapers, i  know where 
i would send my customers.

❒ ❒ if i print other papers, i have a list of other 
printers  
and know what to tell them so they help 
my customers immediately.

CHECklist 1 
pick a disaster – any disaster

YEs No

❒ ❒ i have made a list of all possible disasters that might 
affect my paper. (include tornado, flood, bomb, fire, sab-
otage, lawsuit, computer system failure, key employee 
death or disability, other types.)

❒ ❒ i have ranked the list of disasters from most likely to 
least likely.

❒ ❒ i have evaluated what areas of my operation would 
need to be restored first if a disaster strikes my whole 
paper, or just a portion of my business.



❒ ❒ if i am printed elsewhere and my printer has the 
disaster, we have discussed where to go and what 
to do.

❒ ❒ we know what to tell carriers, post office workers, 
convenience store distributors and others in case 
there are changes in the method of delivery of the 
newspaper.

❒ ❒ the local police, fire and medical personnel know 
us, will vouch for us, and won’t panic and shut us 
out when the tV stations and helicopters arrive on 
the scene.

CHECklist 5
But it’s worth more than that to 

ME!
YEs No

❒ ❒ i know the true value of each piece of property.

❒ ❒ i know the true business interruption costs if i 
could not publish as usual.  

❒ ❒ i can explain and justify these values to a claims 
adjuster.

❒ ❒ i have determined some items are minor and not 
worth covering.

❒ ❒ i have determined that some risks are unavoidable 
and not covered them with insurance.

❒ ❒ i have decided it is not economically feasible to 
cover some property/risks.

❒ ❒ i have determined there are other factors influenc-
ing my decision to cover or not cover some prop-
erty/risks.

CHECklist 6 
let me show you around

YEs No

❒ ❒ local fire personnel have toured my paper in the 
past year to familiarize their personnel with our 
building, hazards, exits, etc.

❒ ❒ local medical personnel have toured my paper in 
the past year to make sure they know how to get in 
and out of the building in case of a medical emer-
gency.

❒ ❒ local police personnel have toured my paper in the 
past year to make sure they know about my prop-
erty and can protect my paper in case of a

❒ ❒ i have made changes to my building, hazards, etc. 
since the last visit of my local fire, medical and 
police personnel.

❒ ❒ i have a copy of the layout of my paper, and a listing 
of addresses and phone numbers of key personnel.

❒ ❒ i have a listing of alternate addresses and phone 
numbers for key personnel.

❒ ❒ i have the paper layout and personnel lists in a 
secure, accessible place in case of a disaster.

 
CHECklist 7 

if i had to do it over again…
YEs No

❒ ❒ i have thought about what parts of my business i 
would change if i had to restart, from the ground up, 
the newspaper or any other businesses i operate.

❒ ❒ i have thought about what new offices and/or 
equipment would be required if my paper becomes 
damaged beyond repair.

❒ ❒ i have made a calculation about how much income 
i would need to keep the paper alive while waiting 
on insurance  
settlements.

❒ ❒ i know the state law on how many issues i can 
miss before i lose my status as a legal newspaper.

❒ ❒ i have thought about exactly how long it would 
take to restore my paper to normal operation after 
each type of  
disaster.

CHECklist 4 
My insurance policy doesn’t cover 

wHat?!!
YEs No

❒ ❒ My insurance agent has been out to my paper in the 
last year to see my operation.

❒ ❒ My policy is tailored to specific needs of my news-
paper; not a general policy.

❒ ❒ i know where my insurance policies are located, and 
keep them in a safe place.

❒ ❒ i have reviewed my policies in the past year with my 
agent.

❒ ❒ i have reviewed the list of my equipment and clearly 
understand what is covered by insurance and what 
is not.

❒ ❒ i have replacement cost insurance, including inci-
dental costs.

❒ ❒ i have business interruption coverage, and know the 
length and limits of that coverage.

❒ ❒ i am certain my insurance policy covers all the risks 
that i listed above.

The aftermath of a devastating tordando that struck the Toledo area on 
June 5, 2010. Photo courtesy of The Toledo Blade
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