CITY OF SHINNSTON CONTINUITY OF OPERATIONS PLAN
WATER DEPARTMENT

VITAL RECORDS
	VITAL RECORD
	DESCRIPTION
	FORM OF RECORD
	TIME CRITICAL – NEEDED WITHIN 72 HOURS

	Operations Records
	Comprehensive reports of overall plant operations (to include amount of water treated, turbidity records, chemicals used, problems encountered, solutions implemented, etc.) – State mandated storage requirements
	Paper
Electronic

BOTH
	Yes
NO

	Monthly Tests
	Bac-T and other environmental tests – State mandated storage period requirements
	Paper

Electronic

BOTH
	Yes

NO

	Monthly Operating Reports
	Monthly breakdowns of operations records – State mandated storage period requirements
	Paper

Electronic

BOTH
	Yes

NO


VITAL RECORDS (CONTINUED)
	VITAL RECORD
	STORAGE LOCATION
	MAINTENANCE FREQUENCY
	CURRENT PROTECTION METHOD(S)

	Operations Records
	Water Plant (primarily paper format)
	DAILY  Weekly  Monthly  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Can be accessed via SCADA system

	Monthly Tests
	Water Plant (primarily paper format)
	Daily  Weekly  MONTHLY  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Copies maintained by laboratory (Reliance)

	Monthly Operating Reports
	Water Plant (primarily paper format)
	Daily  Weekly  MONTHLY  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Copies kept at City Business Office


