                        DBA  Box  Unit  Procedures                       06/13/2010
Once we receive the callout request for our Box Unit to respond to a disaster site, our contact at Casual Living ( Keith Kennington ) should be contacted at xxx-xxx-xxxx to insure the truck is available for our use.

If available, the truck should be picked up as soon as possible. Check to insure the truck has no damage. The mileage of the truck should be recorded before going to load the truck.
The truck should be checked to insure it has a full tank of gas. If not, gas should be purchased.

If the truck is not available, TBM should be contacted and notified the DBA Box Unit will be unable to respond to the disaster.

If the truck is available for our use, an email should be sent out requesting help with the disaster response.

The team should have at least four people including the Unit Director.

Hopefully we will have at least one other truck (pickup)  to go as part of the response.

Request for help loading the Truck needs to be sent.

The unit director should purchase enough tape ( from  xxxx ) to tape all boxes (both top and bottom).
The truck should be loaded with boxes, packing paper, sheets of hope, tape dispensers, gloves, ice chest with ice and drinks, plastic bags with tracks.

When the deployment is over Keith at Casual Living should be contacted and alerted to when we will be returning his truck. 
The inside of the truck needs to be cleaned out and filled with gas before returning the truck.  The ending mileage of the truck should be recorded.

