Interim Board Duties

SIB REQUIREMENTS

(MOST MUST BE IN PLACE BY THE END OF DAY THREE)

Note: This list is extensive, but it is not all-inclusive.  Because of the nature of on-duty mishaps, terrain and local conditions may drive other requirements.  Be prepared to meet SIB requirements, as they are made known.

MAIL

1. Establish a snail mail address to receive hard copy and other info.
FACILITIES

2. One large room capable of seating 5-10 people in a conference style-seating plan.  This room must also provide desk/computer workspace for five and room for a full sized two-sided photocopier and a computer printer.  This becomes the main SIB room.

3. One office for one or two admin personnel (including the Recorder), two computers, a computer printer, a full-sized photocopier, a fax machine, a shredder, one lockable four or five drawer filing cabinet, office supplies, a refrigerator, and a coffeepot with accessories.  

4. One small office for the Board President (BP).

5. One or Two small rooms for interviews.
1. Need locks on all SIB rooms and the SIB should have the only keys to those rooms.

NOTE:  All rooms must be located together and all must have their locks changed with the only keys going to the BP.
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COMPUTERS

The SIB can get up and running immediately if the computer requirements are met before SIB members arrive.  All of the below can be acquired/installed/configured in the several days before the SIB members arrive.  Computer support must ensure everything works before the SIB arrives.  Providing a scanner isn’t much good if it takes another week to find a card, a cable or software to make it work.

1. Minimum of one computer for each permanent SIB member plus two computers in the Admin section.  These computers must be able to quickly process large image files, so usually cannot be more than one generation old.  All computers must have Word, Excel, Power Point, Outlook, Adobe Acrobat Reader, WinZip, a graphics manipulation program and virus scanning software.

NOTE: All computers must be configured exactly the same way.  Need Comm to configure your LAN setup and also need to know that you get 30-minute computer support 24 hours a day seven days a week.  The computers must be fast – there are few things more frustrating than wasting several minutes each time you load a program or try to move a graphics file.  To ensure the computers are fast enough, they must be no more than one generation old, i.e. if the industry is selling Pentium Fours, get the SIB Pentium Three or Pentium Four machines, do not give the SIB anything older.  If the computers are loaded with Windows NT, they must have at least 64 Megs of RAM.

2. All computers hooked up to the Internet.

3. All computers hooked up internally to each other with a firewall to ensure protection of privilege from any other computers on the LAN used.

2. Local e-mail accounts set up for all SIB members and one general box for general SIB mail.

4. One monitor should be 19" monitor (for the Recorder), the others all 17”.

NOTE: All peripherals should be plug and play, i.e. USB.

5. One duplex (two-sided) laser jet printer.

6. One color printer and spare ink cartridges.

NOTE: All printers need to be accessible from all computers.

7. High quality scanner with Optical Character Recognition (OCR) Software.

8. One box of 1.44 diskettes

NOTE: Insist on brand name, good quality disks.  The difference in price between a box of 50 no-name disks and 50 brand name disks is a few dollars.  Out of a box of 50 no-name disks, at least three will fail and you will lose several days work.  This is not a good place to pinch pennies.

9. At least two computers configured with fast, internal CD burners.

10. 30 blank R/RW CDs.

PHONES

3. Three Class A lines. (speakerphones, all with mute and hold capabilities)

a.
One in the admin office, one of these for phone and Fax machine.

b.
One in the BP’s office

c.
One in the main SIB room. 

4. All phones interconnected so any other phone in the SIB can answer a ringing line or call forward to another line.

5. DSN (immediate access needed) without going through the operator.

6. For overseas, need immediate access without going through operator.

7. Commercial long distance authorized without going through the operator.

8. Letter from Comm SQ/CC authorizing the above and priority for repair needs.

9. Conference call capability.

10. Voice mail on all phones or answering machines for the BP and the Recorder.

1. One cell phone per investigator.

COPY/FAX MACHINES

1. One black and white/color photocopier capable of two-sided (duplex) printing/collating/stapling.

NOTE: Contract for 24-hour service seven days a week.  (Color copier cuts down on time wasted when you’re putting Tabs together.  Much cheaper than using either base facilities, which don’t run 16 hours a day without special negotiations, or KINKOS.  Don’t take “No!” or “you can share the existing copier for an answer - it never works!!!)

2. One plain paper fax machines.  

AUDIO-VISUAL

1. Four high quality, regular sized recorders w/headphones suitable for interview transcribing.

2. High quality microphones (Radio Shack has them for $50.00)

3. Tape recorders need time as well as inch counters.

4. Check with the Legal Office to see if they can spare the foot pedal operated playback units for transcribing.

5. 20 blank tapes for the above tape recorders.

6. Video camera and tripod for interviewing witnesses.

7. 10 blank videotapes for the above video camera.

8. Dubbing VCR to make back up tapes.

9. Portable computer projector for presentations, i.e. an In-focus® machine

IMPAC CARD

1. Get a card for the SIB’s use.

a. $2000.00 per day limit.

b. Recorder signs for everything; IO is authorizing official.

c. Don’t take “We can’t do it” for an answer.

d. Don’t agree to letting someone in another organization use the card to buy for you unless that person is willing to be on call 24 hours a day, seven days a week, and there is a back-up person available for times when the primary cannot be reached.

VEHICLES

1. Two staff cars.

2. One small truck. (May need to be 4 wheel drive depending on mishap site)
NOTE: Vehicles will be returned as the need declines, usually around day seven.

OFFICE EQUIPMENT

1. One locking four-drawer file cabinets.

2. One large shredder (not a wastebasket type).

3. One large refrigerator and a large coffee urn.

4. Work stations for the admin office, BP office and main SIB room.

5. Tables for the interview rooms and admin office.

6. 10 swivel, wheeled office chairs.

7. Four large white erase boards (three mounted on the walls in the main SIB room, one in the admin office.

8. One small white erase board (mounted on the wall in the BP’s office)

9. Two easels w/paper

10. Three three-hole punches, two of them with large holes, one with small holes.

11. Three staplers, two of them regular desk-type, one heavy duty.

12. One precision paper cutter.

13. 25 hanging file holders.

14. 25 file folders (three colors, 25 of each color).

15. Three each of red, blue, black, green, orange, purple, brown dry erase markers.

16. 20 each of blue ink pens, black ink pens, red ink pens, green ink pens and mechanical pencils.

17. Six Exacto™ style hobby knives and spare blades.

18. One typewriter.

19. Ten steno pads.

20. Two cases of 8" x 11" printer paper.

21. One case of legal size printer paper.

22. One roll of butcher paper.

23. Five waste baskets.

SUPPLY

1. Letter from Supply CC authorizing SIB priority for equipment such as engine hoists, special tools, and any other needed equipment; have letter sent to MOC.

2. Covered heated/air conditioned space for personnel to work in.

3. Authorization for special use space such as labs, a hush house, etc.

4. Have CE build any special stands or workstations.

PHOTOGRAPHY SUPPORT

1. 24 hour, seven-day a week photo support with both conventional film and digital camera capability.

2. Letter for one hour developing or set up contract with company downtown.

SERVICES SUPPORT

1. Letter from Services CC authorizing billeting for all board members in the same building.

2. Might need contract for hotel if in an expensive area, i.e. a resort community.

3. Get a contracting officer on call.

4. One hour, seven day a week support from DAPS.

MISCELLANEOUS

Depending upon the site location, terrain and environmental conditions, the following may be required:

2. Personal hydration packs, i.e. Camelbaks® for those going to and working at the crash site.  (These keep the hands free and don’t get caught up on rock outcroppings or wreckage, as is the case with canteens.)

3. Heavy-duty leather gloves.

4. High visibility vests.  (Workers at the site usually wear BDUs.  If the terrain is rugged, and it frequently is, there is a possibility for workers to get separated from the group and incur injury.  Green BDUs in the forest or beige BDUs in the desert fulfil their intended purpose and provide camouflage.)   
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