

DAMAGE REPORT
STANDARD OPERATING PROCEDURE FOR WATER DAMAGE TO RECORDS 
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Assessment Team: Please complete this brief Damage Report after having assessed the water damaged records, per the Standard Operating Procedure For Water Damage To Records.


Date of Damage Discovery: _______________________________________________

Possible Date of Water Damage: ___________________________________________

Time of Damage Discovery: _______________________________________________

Type of Incident: _______________________________________________________
____________________________________________________________

Location of Incident: ____________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Number of Boxes Damaged
# of Slightly Wet Boxes: ___________________________________________________

# of Moderately Wet Boxes: _______________________________________________

# of Severely Wet Boxes: __________________________________________________

Details of Water Damage Incident: _________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________



