Incident Records Kit

Supply Ordering Guide
Use this guide to assemble pre-incident Documentation Unit supplies or to acquire the needed supplies on an incident. It is based on typical setup needs for an IMT.
· Retention Guidance, laminated (NIFC website)

· IMT Instructions, doubled sided/laminated (NIFC website)

· IMT File Directory (diagrams), single sided/laminated (NIFC website)

1 Set - Plans

1 Set – For distribution to functional Sections/Units

· IMT File Labels, 1/5 cut or 1/3 cut size (NIFC website)

1/5 cut - Avery # 5167/# 8167 mailing labels ½” x 1 ¾”, 80/page in 4 columns

1/3 cut - Avery # 8366 filing labels 11/16” x 3 7/16”, 30/page in 2 columns

Other store brands of compatible labels may be used but may not align as well. 
2 Sets – Plans (1 set for labeling hanging files, 1 set for labeling inner manila file folders)

2 Sets – Distribute additional sets to functional Sections/Units for labeling their files
IMT order estimate for 1/5 cut labels =  5 sheets labels/set

IMT order estimate for 1/3 cut labels = 10 sheets labels/set
· Manila File Folders, 100/bx (IMT order estimate = 3 boxes (300 folders)
1/5 cut – GSA # 7530-00-281-5941

1/3 cut – GSA # 7530-00-282-2507

Straight cut – GSA # 7530-00-291-0098
· Standard Hanging File Folders, 25/bx (IMT order estimate = 12 boxes (300 hanging files)
Green - GSA# 7530-01-364-9498
Blue - GSA# 7530-01-364-9499

Red - GSA# 7530-01-364-9500

Yellow - GSA# 7530-01-364-9501
*Note: 
· Standard hanging file folders come with 2” plastic tabs to accommodate 1/5 cut labels

· If using larger, 1/3 cut labels order 3 ½” plastic tabs for hanging files. 

· 1/3 Cut Hanging File Folder Tabs, 3 ½” (needed only when using larger labels) 
GSA # 7510-00-053-9662, 25/pkg
· Plastic Bins – (estimate initially 6-12)
Bins should have hinged, interlocking lid, stackable and capable of accommodating standard hanging files. Built in molded rails are preferable to metal rails. Quantity needed dependant upon incident. Recycle when possible. 
· Potential Source: Akro-Mils #66486FILB, 21.5” x 15” x 12.5”. Available at such sources as Office Depot, Staples, etc or directly from manufacturer with Govt. discount. http://www.akro-mils.com/home_office/coupon_display.asp?id=150
