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Protecting Cultural Heritage 
Floods, fires, and other disasters can harm or destroy irreplaceable 
cultural and historic treasures. But the institutions and organizations that 
safeguard art, artifacts, books, and historic buildings can prepare for 
emergencies and minimize damage. One of the keys to preparedness is 
a relationship with the first responders and emergency managers who 
are integral to response and recovery. 
 
Regardless of the scope of the emergency, the first response will always 
be local. The need for dialogue is clear, and partnerships between local 
emergency responders and representatives of the cultural heritage 
community must be in place before disaster strikes. 
 
Since 2003, these connections have been promoted through the 
innovative program Alliance for Response. Originally created by Heritage 
Preservation, the program is now managed by the Foundation of the 
American Institute for Conservation. The initiative begins with a one-day 
forum for cultural leaders and emergency professionals and leads to new 
partnerships and local projects. Alliance for Response forums foster 
cooperation among cultural and historic preservation organizations, 
improve local planning efforts, and enhance the protection of heritage 
resources. 


 


 
 


Emergency Professionals tour the Maritime & 
Seafood Industry Museum in Biloxi, Mississippi 


 


New Relationships, New Projects 
Alliance for Response forums have led to new cooperative 
networks and creative preparedness efforts around the country. 
Among the examples: 


 
• Boston created a first-in-the-nation annex to the state 


Comprehensive Emergency Management Plan for the 
protection of cultural and historical resources 


• Seattle adapted a model mutual aid agreement; all local 
institutions that join are expected to have a disaster plan 


• Savannah used Heritage Preservation’s Risk Evaluation 
and Planning Program to evaluate the level of risk that 
Savannah’s cultural institutions face 


• New York City participated in NYC Office of Emergency 
Management conference calls to receive and provide 
updates on response activities after hurricanes Irene and 
Sandy 


 


This program is made possible by the generous support of 


Alliance for Response was 
originally developed by Heritage 
Preservation in support of the 
Heritage Emergency National Task 
Force, a partnership of 42 
government agencies and national 
service organizations now co- 
sponsored by the Smithsonian 
Institution and the Federal 
Emergency Management Agency. 


For more information, visit 
www.culturalheritage.org/ 
resources/emergencies/allia
nce- for-response 



https://www.culturalheritage.org/resources/emergencies/alliance-for-response

https://www.culturalheritage.org/resources/emergencies/alliance-for-response
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Preface  
 


Are you as prepared for an emergency as possible? Even if you have a solid disaster 
response plan that your staff practices regularly, you may be missing one important 
element: a relationship with the first responders and emergency personnel who will play a 
vital role in your institution’s survival and recovery.  
 
The Alliance for Response initiative is designed to help you reach out and form 
partnerships with your local emergency responders, beginning with a one-day Forum. The 
Forum provides an opportunity for cultural heritage stewards, from executive directors to 
curators to conservators, to exchange important information with and get to know their 
community’s firefighters, police, and local, state, and federal emergency managers.  
 
This handbook provides guidance for people inspired to bring Alliance for Response to 
their communities. It offers a general framework for organizing a Forum, assuming that 
program specifics will be tailored to local needs. You will find templates and samples to 
help you on the Plan an Alliance for Response Forum web page,  


  



https://www.culturalheritage.org/resources/emergencies/alliance-for-response/tool-kit/plan-an-alliance-for-response-forum





 


 


 5 


I. Introduction  
 
The Importance of Partnerships 
 
When an emergency strikes your institution, 
you know to dial 911. But will you know the 
responders who arrive, who is in charge, 
and how to communicate your priorities? 
Likewise, will the first responders know 
which collections are most important, how to 
handle them safely, and where hazardous 
materials are located? 
 
Addressing these issues before disaster 
strikes can significantly increase your 
chances of a successful recovery. At 
Alliance for Response Forums around the 
country, emergency responders and cultural 
heritage stewards have been sitting down 
together, explaining their priorities and 
methods, and designing ways to ensure the 
best possible outcomes for collecting 
institutions in emergencies. 
 
Emergency responders’ first priority is saving 
lives, but they also want to protect 
community treasures. After the collapse of 
the World Trade Center Towers, the 
grandson of sculptor Alexander Calder 
printed flyers with a photo and description of 
Calder’s sculpture Bent Propeller (at first 
assumed completely destroyed.) Once the 
workers knew what to look for, they began 
finding pieces, eventually recovering over 35 
percent of the artwork. It is not known how 
much may have been hauled away as debris 
before the flyers were distributed. 
 


The benefit of knowing your emergency 
responders was also illustrated in April 2007, 
when a three-alarm fire at the Georgetown 
branch of the District of Columbia Public 
Library destroyed the roof and much of the 
1935 building’s second floor, including the 
Peabody Room. When the assistant fire chief 
was told of the precious historic records and 
artifacts in the Peabody Collection, he sent 
in a team to cover the collections with 
protective tarps and bring whatever 
paintings and artifacts they could carry on 
the way out. Communicating your 
collection’s needs and importance to the 
community can invest responders in its 
survival. 
 


Alliance for Response: The 
National Initiative 
 
Working with emergency responders to 
safeguard collections and historic sites has 
been a priority for the Foundation of the 
American Institute for Conservation (FAIC).  
 
A study of Lower Manhattan cultural 
institutions after the September 11, 2001, 
terrorist attacks confirmed the importance of 
preparedness. Museums, libraries, and 
archives with emergency plans were better 
able to protect their collections from dust 
and debris. Institutions that had established 
relationships with emergency responders 
were able to gain earlier access to their 
collections after the tragedy. Emergency 
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responders also gained a better appreciation 
for the cultural heritage community when 
several institutions opened their doors as 
rest and supply centers.  
 
In 2003, the non-profit Heritage Preservation 
launched Alliance for Response to address 
one of the study’s major recommendations: 
building bridges between the cultural 
heritage and emergency response 
communities before disasters happen. In 
2015, FAIC took over management of the 
program. In 15 years, more than 30 Forums 
have been held in cities and regions across 
the United States.  


For each Forum, strong local planning 
committees contributed not only to the 
success of the event, but to continuing 
networks and cooperative projects. 
Participants included leaders of museums, 
libraries, archives, and historic preservation 
organizations, as well as federal, state, and 
local emergency responders. Cultural 
heritage representatives ranged from 
conservators and preservation professionals 
to curators and security staff; emergency 
responders included representatives from 
FEMA, the U.S. Coast Guard, law 
enforcement, fire departments, local 
governments, and the American Red Cross. 
The Forums have been hosted by major 
cultural institutions such as leading 
museums and public library systems. 
 
The Alliance for Response initiative goes 
beyond holding a Forum. Its ultimate goal is 
sustaining cooperation, both between the 
cultural heritage and emergency response 
communities - and among cultural 
institutions. Below are a few examples. 
 
Boston Forum participants formed the 
Cultural Emergency Management Team 
(CEMT), which has since become 
Coordinated Statewide Emergency 
Preparedness: Massachusetts (COSTEP 
MA). The group, trained and deployed 
through the State Archives and State Library 
Commission, has an official role in 
responding to emergencies. Thanks to 
COSTEP, the Commonwealth of 
Massachusetts added a new annex for 
cultural heritage to its emergency plan. 
 
  


Definitions 
 
The term first responders normally refers to 
professionals dispatched by the 911 system: 
firefighters, police, and paramedics. In larger 
events, this might also include the National 
Guard or Coast Guard. Emergency managers 
play a coordinating role before, during, and 
after disasters and are usually affiliated with 
city, county, or state government. 
Representatives of the Federal Emergency 
Management Agency (FEMA) are in this 
category. In this guide, the term emergency 
responders encompasses both groups.  
 


Cultural heritage institutions refers to 
organizations that collect and care for cultural 
or historic objects and records, such as 
museums, libraries, archives, historic 
houses/site, and historical societies. The 
cultural heritage community also includes 
historic preservation organizations and 
neighborhoods. 
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Since its 2004 Forum, Alliance for Response 
New York City has held regular 
programming for its membership and built a 
strong relationship with the city’s Office of 
Emergency Management. Following 
Hurricane Sandy in 2012, the group trained 
a team of cultural heritage responders who 
are prepared to assist damaged heritage 
throughout the city. The network went on to 
apply for - and receive - official 501(c)3 
status as a registered nonprofit. 
 
The Atlanta Alliance for Response Forum 
resulted in the establishment of the Heritage 
Emergency Response Alliance (HERA). The 
HERA steering committee has created a 
successful structure and local listserv; it 
meets semi-annually and hosts two 
educational programs per year. Over the 
years, HERA has organized conference calls 
to check in with cultural institutions after 
regional disaster events including hurricanes 
and tornadoes. 
 
Seattle Heritage Emergency Response 
Network, or SHERN, developed in the years 
following the initial Seattle Forum in 2006. 
SHERN has developed a mutual aid 


agreement between its member institutions, 
providing advice, guidance, and/or actual 
recovery assistance when requested. 
 
After the 2013 Forum, a local emergency 
manager stepped up to serve as co-chair of 
the South Florida Alliance for Response. The 
network holds frequent meetings and 
trainings, and a representative was invited to 
serve in the Emergency Operations Center 
upon activation. In 2017, a group of thirty 
individuals completed cultural heritage 
responder training, creating a team 
prepared to respond to events in the region.   


 
What a Forum Can Do for You 
 
Alliance for Response Forum attendees have 
often noted that the meeting brought to light 
issues they had never thought about. 
Emergency responders said they learned 
about the importance of cultural heritage 
and why it needs to be protected; cultural 
heritage attendees learned how emergency 
responders operate and what they can do to 
help in an emergency. 
 
A cultural heritage attendee wrote that she 
learned about “the hierarchy of local—
state— federal emergency management; 
most importantly, that local offices are 
interested in hearing from me.” A museum 
staffer discovered some simple steps, like 
closing doors, that could help in a fire. 
 
One participant from a fire department wrote 
that he learned to “take a proactive 
approach to asking about where high 
value/rare articles are located so that the fire 


Forum Facts 
• • • • • • • • • • • • • • • • • • •  
The first Forum was held November 14, 
2003, at the Dallas Museum of Art and 
featured a tour of the museum’s 
collections and storage areas to point out 
what local treasures are at risk. One 
attendee wrote, “What a wonderful 
conference! This was like receiving a 
college education in one day.” 


• • • • • • • • • • • • • • • • • • •  
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department can address them as early as 
possible during an incident.”  
 
An archivist noted that “the [state 
emergency management] folks were 
especially accessible and I now feel more 
confident in reaching out to them and 
working with them.” 
 
Another participant from a state archives 
wrote that the Forum helped her understand 
“not just the importance of the relationships 
but how to go about building them.” 
 
After the Alliance for Response Forum in 
New York City, a FEMA regional 


environmental officer wrote, “The entire day 
was very worthwhile and beneficial to 
planning. From my perspective, the meeting 
was an eye opener in terms of response and 
coordination in a disaster.” 
 
An Alliance for Response Forum benefits 
both groups by establishing lines of 
communication: emergency responders tell 
cultural institutions how to make their jobs 
safer, and cultural heritage stewards tell first 
responders what should be saved first and 
how items should be handled. Perhaps most 
importantly, the Forum will ensure that in an 
emergency, you’ll have the help you need.
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II. What You Need to Get Started  
 
Goals 
 
An Alliance for Response Forum is different 
from a hands-on workshop or educational 
seminar; its focus is on leadership, policy, 
and ongoing relationships. It can influence 
your trustees, raise your institution’s 
standing in the community, and create 
lasting partnerships with people who are 
critical to disaster recovery.  
 
The overall goals of the Alliance for 
Response initiative are to: 
 


• Provide education on local disaster 
management issues and protocols 


• Raise awareness of the need to 
protect cultural and historic 
resources 


• Encourage disaster planning and 
mitigation 


• Develop strong, ongoing networks to 
facilitate effective local response 


 
Funding and Budget 
 
The costs associated with a Forum can vary 
widely. Yours will depend on the general 
cost of living in your area, whether you can 
secure donations of space, materials, or 
catering, and whether you pay honoraria for 
speakers. 
 
Be creative about funding—think locally and 
nationally. Will a potential speaker already be 
in town for another engagement? Is there an 
organization or company in your community 


that may have much to gain from this new 
alliance of the cultural and emergency 
response communities? Has a local 
institution dealt with an insurance agency or 
disaster recovery firm that would be willing 
to support this initiative? Also, check with 
your local or state government to see 
whether funding might be available—the 
California Forums were supported by the 
Governor’s Office of Emergency Services. 
 
Put together a packet of information to give 
to prospective funders. This may include any 
material you have developed to date, from a 
proposed agenda to confirmed speakers. 
Solicitation and confirmation document 
samples are included with the Sample 
Documents. 
 
FAIC may have funding available to help 
support administrative costs for Forums. E-
mail foundation@culturalheritage.org to 
inquire. 
 
It’s best to break your budget into categories 
and consider the costs for each: 
 
Speakers. Decide up front whether you will 
offer honoraria for speakers; if so, include 
those costs in the budget. If you invite 
speakers from out 
of town, you may need to cover travel and 
hotel expenses. Most of your speakers 
should be local, but you may decide to 
splurge on an out-of-town keynote speaker. 



mailto:foundation@culturalheritage.org
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(The travel of federal employees, such as 
FEMA regional officials, is usually covered by 
the government.) 
 
Catering. Previous Forum planners have 
found sponsors for lunch and snack breaks. 
Ask local representatives from disaster 
recovery firms or the chamber of commerce; 
point out that it is a great way for them to 
reach both the local cultural heritage and 
emergency response communities. An 
acknowledgement of their support should 
appear on the program and in the 
welcoming remarks. 
 
Administration. Even if you secure donations 
to support some direct administrative costs 
(printing, mailing, conference calls), staffing 
resources will still be needed. Ask your 
committee members to enlist volunteers 
from their respective institutions—you can 
spread the work, and thus the cost, among 
several institutions. 


 
Lead Time 
 
Planning such an ambitious gathering can 
be daunting, so be realistic about the 
amount of time you need – usually five to  
seven months. If you have a framework in  
place, such as cultural heritage network 
group that can help with the planning 
process, you will need less time than if you 
are starting from square one. (See “Sample 
Timeline,” p. 14). 
 
 
 
 
 


A Wide Circle of Friends 
 
An Alliance for Response Forum brings 
together several communities that normally 
have little or no contact. Making connections 
within new communities, particularly with 
emergency managers and first responders, 
can be challenging. You’ll need to network 
and be prepared to do some legwork to find 
the right people to join you in the endeavor.  
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III. The Local Planning Committee 
 
Who Should Be Involved 
 
Assembling an effective planning committee 
is the single most important action to ensure 
your Forum is a success.  In general, a 
planning committee should consist of 8 to 10 
people from the cultural heritage and 
emergency responder communities.  
 
Planning committees from past Forums have 
included executive directors of major art and 
history museums, directors of public 
libraries, state archivists, emergency 
management officials, insurance industry 
representatives, and preservation or 
conservation professionals (see roster in the 
Sample Documents). To make sure your 
Forum will attract a wide array of cultural and 
emergency responder professionals, seek 
out planning committee members from 
diverse institutions and organizations. 
Members bring different audiences and 
connections. Varying perspectives on 
program needs can lead to a stronger and 
more interesting agenda.  


 
Recruiting Committee Members 
 
When speaking with potential planning 
committee members, be clear that this 
project will require consistent and 
enthusiastic support, even after the Forum is 
over. Committee meetings will most likely 
take place at least once a month leading up 
to the Forum, possibly more often depending 
on the timeline. Members’ attendance and 
involvement is key to hosting a Forum that 


will perpetuate cooperation between the 
cultural and emergency management 
communities. 
 
Perhaps a group of cultural or preservation 
professionals already meets regularly in your 
community, either for workshops and 
training or just to share information and 
expertise. This might be a good place to 
start looking for planning committee 
members. These people already 
demonstrate their interest in the preservation 
of cultural heritage and most likely work well 
together. 
 
Be sure to recruit committee members from 
the emergency response field. This can be 
the most challenging part of putting your 
committee together. Ask other recruits for 
emergency manager and first responder 
contacts in their areas—networking is the 
best and easiest way to find these 
professionals. The local city emergency 
management agency or a university campus 
emergency planner should be able to offer 
good leads. 
 
You can also look for emergency responders 
online. Every state has its own website, 
which should have a link to the state 
emergency management agency. Your city 
or county may have a website with similar 
information.  
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When you make contact with emergency 
responders, explain who you are, what you 
do, and why cultural institutions and historic 
sites need special attention. For further 
talking points, see Working with Emergency 
Responders: Tips for Cultural Institutions. 
This poster has helpful tips on 
communicating with first responders and 
emergency managers. A printed poster is 
available at our online store 
https://store.culturalheritage.org/site/ and 
can be downloaded for free as an 8.5 x 11-
inch booklet. 
 
When making your pitch to potential 
committee members, be sure to explain in 
general terms what an Alliance for Response 
Forum is. Mention that they will be an 
integral part of shaping the Forum and 
follow-up activities. Committee members will 
be involved in refining the goals and setting 
the Forum agenda. 
 
Don’t be discouraged if some of your first 
recruits turn you down. Ask them for 
recommendations of others in their 
institution or field who might be interested in 
contributing to the success of the project. 
 


Responsibilities 
 
In general, the planning committee should 
begin meeting about six months before the 
Forum date. For the inaugural meeting of the 
committee, find a convenient time and place, 
which does not need to be where the Forum 
will actually be held. It is important that 
everyone attend, since this will be the first 
time many of these people meet each other.  
 
At this meeting, the first priority is to set the 
goals of the Forum. (See “Goals,” p. 9.) Your 
particular goals will depend on the hazards 
in your area (natural disasters as well as 
industrial and environmental risks), the 
number and nature of your cultural heritage 
treasures, and other needs of local 
institutions. You should frame your Forum’s 
objectives within the overall Alliance for 
Response goals. 
 
Such goals might include highlighting the 
need for cooperative disaster planning or 
expanding the membership of a response 
network that is already in place. Thinking 
through your goals will help shape the 
program and ensure an effective follow-up to 
the Forum. 
 
A suggested agenda for this first meeting is 
included in the Sample Documents. Future 
planning committee meeting agendas will be 
determined by what you decide during this 
first meeting. Suggest that committee 
members bring their calendars and 
appointment books to discuss the date for 
the Forum and schedule future planning 
meetings. Be sure to create a timeline for 
when tasks need to be accomplished (see 


Forum Facts 
• • • • • • • • • • • • • • • • • • •  
At the Triangle Alliance for Response 
Forum, Raleigh (NC) Fire Chief John 
McGrath told the cultural community to 
step up and “identify yourself. We will be 
grateful for your expertise, and we are 
looking for your guidance to do the right 
thing.” 


• • • • • • • • • • • • • • • • • • •  
 
 
 



https://store.culturalheritage.org/site/

https://www.culturalheritage.org/docs/default-source/resources/emergency-resources/alliance-for-response-documents/working-with-emergency-responders-booklet.pdf?sfvrsn=2
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“Sample Timeline,” p. 14) and begin to 
develop a budget. 
 
The committee should meet regularly until 
the Forum date and undertake the following 
tasks: 
 


• design a program to meet the Forum 
goals 


• identify and recruit the speakers 
• Set a date that doesn’t conflict with 


cultural or emergency responder 
events 


• decide on the size of the meeting 


• secure an appropriate venue at a 
local museum or library 


• identify participants, media contacts, 
and potential funding sources 


• issue invitations 


• encourage decision-makers to attend 


• keep track of registrations and follow 
up as necessary 


• work with the speakers to ensure 
effective content 


• provide assistance to the host 
institution to guarantee a successful 
meeting day 


 
Many Hands Make Light Work 


 
Each member of the committee should be 
encouraged to contribute talent, knowledge, 
and time. Assignments may include drawing 
up and reviewing the invitation list, making 
logistical arrangements, composing e-mails 
and correspondence, designing promotional 
pieces such as a save-the-date postcard or 
an informational brochure, identifying and 
inviting speakers, arranging for catering, 
identifying and soliciting additional funding, 


registering participants, and assembling 
Forum packets. 
 
Some jobs will require more than one person 
but be sure everyone has an assignment 
and knows when it has to be finished. You 
may want to draw up a “job chart” that 
includes deadlines. 


 
If committee members are unable to meet 
physically on a regular basis, consider 
conference calls. 
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Sample Timeline 
 
Seven to three months out: 


• Planning committee begins meeting, 
selecting program, venue, and date 


• Select and invite speakers  
• Begin contacting potential sponsors 
• Send letters of agreement to speakers 


and sponsors immediately once they 
agree to participate 


 
Four to two months out: 


• Shape the list of invitees. Remember 
that not everyone you invite will come, 
so build some redundancy into your list 


• Send save-the-date postcards or e-
mails to invitees 


 
One month out: 


• Send speakers a list of talking points for 
their presentations to ensure minimal 
overlap and adequate topic coverage. 
Ask for any audio-visual requirements 


• Send invitation letters with details about 
the Forum, including the agenda and 
any special activities being offered by 
the host institution. Be sure to specify 
the RSVP date 


 
 


 


 
Two weeks out:  


• Host a conference call to coordinate 
presentations and panels 


 
One week out: 


• Registration closes 
• Send reminder to participants 
• Assemble materials for attendee 


packets; collate the list of participants 
and include it in the packets 


• Confirm arrangements with the caterer 
and host institution 


• Send a media advisory to local 
reporters 


• Have speakers send any audiovisual 
materials for testing 


• Confirm hotel and travel arrangements 
for out-of-town speakers 
 


One day out: 


• Give a tour of the facilities for planning 
committee members and others helping 
on meeting day 


• Set up the venue space(s) and test the 
audiovisual equipment 


• Send email reminders to local media 
contacts 
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IV. Anatomy of a Forum  
 
Planning a Forum requires some 
multitasking. Several basic decisions need to 
be made simultaneously. The committee 
should select a general target date for the 
Forum, outline the program, identify one or 
two key speakers, and select some possible 
venues. Members of the planning committee 
should tackle these issues in coordination 
with each other.  


 
Selecting a Date and Venue 
 
Pick the date and reserve a venue as early 
as possible so you can begin speaker 
recruitment and logistical arrangements. 
When picking a date, keep these factors in 
mind:  
 
Weather. If people are traveling any distance 
to your Forum, weather can play a big role in 
its success. Avoid times of the year when 
problematic weather (like snowstorms) are 
likely to occur. You may wish to consider a 
“rain date” to allow for unexpected weather 
conditions. 
 
Conflicts. Find out the schedules for other 
conferences and meetings your audience 
might be interested in and avoid those 
dates. This takes some work, especially in 
the case of emergency responders. Also, 
keep in mind that preparedness campaigns 
(e.g., your state’s emergency preparedness 
month) are usually a busy time for 
emergency responders. 
 
 


 


Speakers. If you have in mind the “perfect” 
keynote speaker, consider his or her 
availability. 
 
The date you select will also depend on 
where you want to hold the Forum. A 
central, accessible, and iconic setting is 
ideal. For example, past Forums have been 
held at: 
 


• Museum of Fine Arts, Boston 
• Cincinnati Art Museum 


• Dallas Museum of Art 
• The Jewish Museum, New York City  
• Museum of History and Industry, 


Seattle  
• The Getty Center, Los Angeles 
• The Carnegie Museum of Pittsburgh  
• Denver Public Library 
• North Carolina Museum of Art, 


Raleigh  
• Jepson Center for the Arts, Savannah 
• Minneapolis Institute of Arts 


Forum Facts 
• • • • • • • • • • • • • • • • • • •  
Savannah’s Forum, held in 2009, proved 
to be an inspiration to a member of the 
state EMS/fire department, who noted that 
“preservation of the archives is a must; we 
can no longer look at the archives as only 
a piece of paper of no value. The history 
and the information these documents 
provide are essential for society to 
function.” 


• • • • • • • • • • • • • • • • • • •  
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• Vizcaya Museum and Gardens, 
Miami 


• Maritime and Seafood Industry 
Museum, Biloxi  


 
All these venues are prestigious, high-profile, 
and conveniently located. Most of them 
donated meeting and dining space. Several 
venues offered free admission, free parking, 
and tours of collections storage areas or 
areas where disaster hit. 
 
Consider how events will flow when you 
choose the venue; be sure to consider 
accessibility issues. Some Forums used one 
room all day for presentations, lunch, and 
general discussions. Others reserved 
additional rooms for lunch and break-out 
sessions. You will also need registration 
space and a display area for materials from 
participants and sponsors. Pick the setting 
that best suits your Forum’s unique needs. 
 
A few things to keep in mind: 
 


• Are the space(s) for the 
presentations, break- out sessions, 
and lunch/snack breaks adequate for 
the number of people you anticipate 
at the Forum? 


• Will the institution donate the space 
or will a fee be charged? 


• Is the location easily accessible, 
either by car or public transportation? 


• Is parking free, or can vouchers be 
negotiated? 


• Will the institution donate security and 
other needed staff? 


• Will the venue also serve as an 
incentive for people to attend? 


• Does the institution have strict 
requirements for catering (e.g., 
allowing only certain vendors or only 
allowing food in certain areas)? 


 
Structuring the Program 
 
There are two elements of the Alliance for 
Response Forum program that your planning 
committee will need to consider: the content 
and the structure.  
 
Content. The content should address the 
Forum goals (see p. 9) and provide a  
learning experience for representatives of 
both the cultural heritage and emergency 
response communities. All panels, 
presentations, and break-out groups should 
help participants understand one another 
better. 
 
There are several basic topics that Alliance 
for Response Forums have found useful to 
cover: 


• how cultural heritage contributes to 
the community 


• what hazards particular to the 
community or region put cultural 
heritage at risk 


• how local and state emergency 
protocols work 


• how to integrate cultural heritage into 
local planning efforts 


• how to build and sustain a successful 
local network  


 
Break-out sessions should be designed with 
follow-up activities in mind; specific topics 
can help you identify and refine future 
efforts. Sample issues include promoting 
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cooperative efforts in disaster planning, 
identifying local resources, developing 
strategies for working with emergency 
managers, building a local network, or 
addressing training needs. See Sample 
Documents for break- out session 
worksheets. 
 
Structure. Your mission is to fully engage the 
Forum audience and encourage them to 
learn about each other’s contribution to the 
community. The structure of the program 
can be as helpful in this regard as the topics 
you select and the quality of the 
presentations. Avoid too lengthy a program 
and build in many opportunities to network. 
 
The typical Forum begins with a welcome 
from the host institution and local planning 
committee and a keynote address. It is also 
a good idea to allow participants to briefly 
introduce themselves. It requires less time 
than you’d think and encourages 
networking. Panel presentations usually 
follow. Some of the most successful panels 
have featured a mix of local, state, and 
regional emergency responders; offered 
case studies of emergencies at local 
institutions; or provided an overview of local 
resources and networks. 
 
A facilitated discussion of a disaster scenario 
is a good way to illustrate how 
communication between cultural institution 
staff and emergency responders can affect 
the outcome of an emergency. Recruit an 
experienced facilitator and use a “mixed” 
panel of both emergency responders and 
cultural heritage staff to highlight their 
respective roles and responsibilities. 
 


Use lunch and breaks to enhance 
networking. Ideally, attendees will be 
assigned to tables to ensure diversity among 
lunch companions. Your goal is to facilitate a 
dialogue about the morning’s content that 
can fuel ideas and enthusiasm for a more 
permanent alliance. 
 
Although you may have one presentation 
after lunch, most of the afternoon should be 
devoted to break-out sessions. Reconvene 
participants at the end of the day to hear 
reports from the break-out groups and make 
plans for following up. Sample Forum 
agendas are included in the Sample 
Documents. 


Selecting Speakers 
 
Draw on committee members’ experiences 
at national meetings as well as their 
knowledge of local experts to get the right 
speakers for this program. Committee 
members themselves might be the best 
possible choice. Keep in mind the budget for 
paying travel expenses and honoraria. 
 


Forum Facts 
• • • • • • • • • • • • • • • • • • •  
Following the Minneapolis/St. Paul Forum, 
a state emergency manager proclaimed 
that “we are here as a resource and 
encourage cultural institution 
representatives to reach out to local 
contacts and tap into available 
training/exercise resources to 
strengthen/build contacts and 
capabilities.” 


• • • • • • • • • • • • • • • • • • •  
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Be sure to secure emergency managers and 
first responders as speakers, along with 
representatives from the cultural community. 
The audience has much to learn from both 
fields. Other possible types of speakers 
include government officials qualified to talk 
about the federal disaster relief process 
(such as FEMA regional officials or someone 
from the area who has been through the 
procedures). You can find out your FEMA 
region and contact information online. 
 
Representatives from insurance companies 
and disaster recovery firms who have 
worked on cultural projects may make good 
speakers. Forums have also featured 
presentations by meteorologists from the 
National Weather Service, a water and 
sewer commissioner, and an earthquake 
specialist. 
 
When a speaker has been recruited, send a 
confirmation letter. Be sure to tell speakers 
how much time they will have for their 
presentations. An outline of talking points is 
very helpful, and a pre-Forum gathering or 
phone call will guarantee strong 
presentations. See Sample Documents for a 
template of the confirmation letter and 
talking points. 


 
Defining the Audience  
 
A key element of the Forum to discuss at the 
first meeting of the planning committee is the 
intended audience. The audience will help 
achieve your Forum’s goals, so its 
composition is crucial to success. The mix of 
participants is very important. You need 
institutional leaders who can approve new 


disaster planning efforts and meet with local 
officials, as well as facilities, security, and 
collections staff to implement plans and 
forge ties with emergency responders. 
A diverse planning committee should be able 
to identify key people to invite from: 
 


• the cultural community (directors, 
collections managers, conservators, 
and facility managers, as well as 
representatives from the regional 
National Archives and Records 
Administration office and National 
Park Service units) 


• emergency responders (firefighters, 
police officers, and representatives 
from FEMA, local or state emergency 
management, universities, and 
colleges) 


• local government (mayor, building 
inspectors) 


• business (insurance agents, 
representatives from recovery firms 
and suppliers, corporate curators) 


• sponsors (local foundation or 
business representatives) 


 
Aim for an invitee list with 25 percent to 
30 percent from non-cultural institutions. 
Attendance at past Forums has ranged from 
60 to 120 people after inviting from 90 to 
250 people. The invitee list and actual 
attendance will be determined by how 
ambitious you are. Past Forums have usually 
focused on metropolitan areas, but any town 
or even a college campus could benefit. 
Statewide and regional Forums are 
considerably more difficult to coordinate. 
Making Alliance for Response Forums 
invitation-only events ensures that each 
Forum attracts people who can make a 
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difference in communications between the 
cultural and emergency response 
communities. An open-invitation Forum 
might result in a lopsided audience, since 
cultural heritage representatives are likely to 
be more familiar with the goals of the 
program. The Forum also takes on more 
importance as an invitation-only event, 
letting the invitees know they are vital to 
making the alliance successful. 
 


While creating the invitation list, pay special 
attention to well-known or highly respected 
institutions; their participation could lead to 
more buy-in from others. Note in the 
invitations that if the invitee can’t come, 
someone else from the institution is 
welcome; if you can, specify which person or 
position would be most appropriate. If your 
pool of invitees is small, encourage a team 
from each institution to attend, such as a 
curator and a facilities manager or security 
chief. 
 
Past Forum planners have said one of the 
biggest challenges is identifying and 
attracting emergency responders. They are 
busy with many other priorities. One way to 


identify likely participants is to ask your 
cultural heritage invitees to recommend 
emergency managers or first responders 
they know. Invite many first responders—
several are likely to drop out at the last 
minute to respond to emergencies. 
 
First responders are members of the 
community and care about its heritage and 
economic well-being. They can do their jobs 
better if they know what to expect when they 
enter a building, especially if it houses 
collections that may contain hazards when 
exposed to heat or water (such as 
ethnographic or industrial objects). The 
opportunity to be better informed will appeal 
to them. Also, investigate whether the Forum 
can count as a continuing education credit 
for emergency responders or other 
professions as an added incentive. 


 
Issuing Invitations 
 
Once the invitation list has been finalized, 
consider sending a “save-the-date” postcard 
or e-mail, then a letter of invitation containing 
more details. A follow-up e-mail containing 
logistical information is also a good idea. 
(You can find templates for these in the 
Sample Documents). Many of the people 
you are inviting have busy schedules; plan 
on sending the save-the-date information at 
least two months in advance of the Forum 
date. Be sure to also send a reminder one to 
two weeks before the Forum. 
 
With the invitation, enclose background 
information about Alliance for Response. A 
PDF version of a flyer, as well as the Alliance 


Forum Facts 
• • • • • • • • • • • • • • • • • • •  
One of the Key Speakers at the Vermont 
Forum was Barbara Farr, Director of 
Vermont Emergency Management. 
Director Farr later extended an invitation 
for participants to take part in VEM’s 
second annual Vermont Emergency 
Preparedness Conference. 


• • • • • • • • • • • • • • • • • • •  
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for Response logo in electronic format, is 
available in the Sample Documents online. 
 
Consider dividing the invitee list among 
planning committee members and placing 
phone calls or sending personalized e-mails 
to key invitees. Many times, the only 
motivation a person needs to attend the 
Forum is more information about what is 
going to be accomplished. If someone 
cannot come, ask who should attend in his 
or her place. 
 


 
 
 
 
 
 
 
 
Managing Registration  
 
A volunteer or group of volunteers is 
necessary to staff the advance registration 
process. Decide how it will be handled—
online, by mail, or by phone. 
 
In addition to name, title, and contact 
information, collect any special meal or 
accessibility requirements. Keeping track of 
responses in a spreadsheet or database 
makes the data more accessible and 
portable. 
 
Review registrations periodically to ensure 
the correct mix of attendees. If one target 
audience is unresponsive, you may want to 
follow up with e-mails or phone calls.  
 


Tips for a Successful Meeting 
 
• Assemble extra meeting packets to 


have on hand 
• Plan for all audio-visual equipment 


needs and make sure someone is 
on hand who can help if problems 
arise. If speakers are using visual 
presentations (such as PowerPoint), 
get them in advance so you can test 
them. Load presentations onto one 
computer to be used all day 


• Assign someone to keep track of 
the time to signal speakers when 
their allotted period is ending. Small 
signs with large, easily readable 
numbers indicating 10, 5, and 1 
(minutes left) will help speakers 
manage their time 


• Include evaluation forms (see 
Sample Documents) in the packets. 
The information gathered will help 
you tailor future meetings. Collect as 
many evaluations as possible – ask 
for them as one of the final activities 
of the day. Be sure to ask whether 
attendees want to participate in 
follow-up activities 


• Decide ahead of time how you want 
to keep in contact with the 
attendees after the Forum and make 
sure you get the appropriate 
information. Don’t rely on them to 
provide business cards or send e-
mails; get the information during the 
Forum 
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Set up a staffed registration table at the 
Forum.  When participants arrive, they 
should check in and receive a name badge 
and program packet. The packet should 
contain the agenda, lists of all participants 
and sponsors, brief biographies of the 
speakers, speaker presentation handouts, 
discussion questions for the break-out 
session they are assigned to, and an 
evaluation form (see Sample Documents). 


 
Alerting the Media 
 
Although the Forum is invitation-only, 
publicity can attract broader participation in 
your follow-up activities. An article in the 
paper or a piece on a local radio station can 
help spread the word and might even attract 
some funding for future efforts. 
 
Identify appropriate local media contacts in 
advance and send them information about 
the Forum (see Media Advisory in the 
Sample Documents). Specify which part of 
the day to attend; they will probably not have 
time to spend the entire day, and there may 
be sections, such as the break-out sessions, 
that would be of less interest. Occasionally a 
presentation contains sensitive information; 
make sure speakers are comfortable with a 
media presence. 
 
Assign someone with media experience as 
the Forum spokesperson and supply them 
with talking points for interviews. After the 
Forum, send out a press release (see 
Sample Documents). This may gain you 
coverage in outlets that did not send a 
reporter and will act as a reminder and 
additional source of information for those 


that did. Post your press release online for 
anyone who might be searching for 
information about your Forum.  


 
Conducting an Evaluation  
 
An evaluation form can help you discover 
more about Forum participants and plan 
follow-up activities effectively. Although it is 
good to get feedback on the Forum itself, the 
evaluation form is really a tool for future 
planning. Design it to elicit information about 
the interests of participants, the needs of 
their institutions, and their commitment to 
future cooperative efforts. The form gives 
attendees the opportunity to sign on to a 
new partnership in their community. You will 
find a good example in the Sample 
Documents. 
 
The evaluation form should be included in 
the meeting packet attendees receive at 
registration. Encourage them to complete 
the form. Emphasize its value several times 
during the day and station volunteers at exits 
to collect the forms as participants leave the 
meeting. 
 


Forum Facts 
• • • • • • • • • • • • • • • • • • •  
At the Denver Forum, a panel of local 
emergency response professionals was a 
big hit. Participants remarked on the 
evaluation that “learning about first 
responders’ priorities and expectations,” 
was part of the program of most interest 
to them. 


• • • • • • • • • • • • • • • • • • •  
 
 
 







 


 


 22 


20/20 Hindsight 
 
We asked people involved in planning Forums what they would do differently next time based on their 
experiences. Here are some of their replies: 


• Coach speakers and have more contact with them before the Forum 


• Network more with cultural institutions to identify people in the emergency response 
community. Include emergency responders and representatives of insurance companies and 
other for-profit companies with art collections, such as banks, on the planning committee 


• Ask the state emergency management association to encourage their members to attend 
• Publicize earlier and better, explaining the benefits of attending in ways that appeal to each of 


the target participant groups 
• Recruit media representatives to cover the Forum 
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V. Follow-up Activities 
 
At the end of the Forum, you should come 
away with a strategy for the future. Following 
up with the audience and planning next 
steps are vital to accomplishing the Forum 
goals. An Alliance for Response Forum is the 
first phase in a process, not an isolated 
event. 
 
As quickly as possible, send thank-you 
letters to speakers, planning committee 
members, sponsors, the host institution, and 
anyone else who contributed to the success 
of your Forum (see Sample Documents). 
 
Send a summary of the meeting and next 
steps to attendees promptly. Be sure to 
thank them for coming and making your 
Forum a success. 
 
Make some follow-up calls to the media 
contacts to whom you sent press releases. 
Publicity may attract new participants vital to 
your goals— perhaps even funding. 
 
Send your Forum information to FAIC so we 
can share your experiences with others 
planning Forums around the country. 
 
Several days after the Forum, your planning 
committee should de-brief. What went well? 
What didn’t? What would you do differently 
next time? Review the program evaluations 
and decide what they mean for future 
activities. 
 
 
 


 
Make arrangements to continue the dialogue 
begun at the Forum. Start with a meeting or 
conference call for those who indicated 
interest on their evaluation forms. Invite local 
institutions that weren’t able to come to the 
Forum. 
 
It is important to agree on realistic goals for 
follow-up efforts. Don’t be overly ambitious; 
select strategies and projects that are 
doable. As with Forum planning, spread 
responsibilities among committee members. 
Examples of follow-up activities include: 
 


• adapting Community Emergency 
Response Training (CERT) for cultural 
institutions and historic sites 


• incorporating cultural institutions in a 
city-wide emergency access 
communications system 


• developing a local disaster supply 
cache 


• building an online database of local 
disaster prevention, response, and 
recovery resources and vendors 


Forum Facts 
• • • • • • • • • • • • • • • • • • •  
Following the New York Capital Region 
Forum, the group held a three-part 
workshop series titled “Building Your 
Institution’s Disaster Preparedness Plan.” 
Participants completed a disaster plan, 
shared a risk assessment with their county 
emergency manager, and learned the 
Incident Command System.  
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• designing a mutual aid agreement for 
neighboring cultural heritage 
institutions 


• creating a mentoring plan to help 
smaller institutions prepare for 
disasters 


• sponsoring a series of “tabletop” 
training exercises adapted to the 
needs of museums and libraries 


• creating a census of all cultural 
institutions within a metro area 
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VI. Conclusion 
 
Planning an Alliance for Response Forum 
can be a rewarding experience. Bringing 
members of the cultural heritage and 
emergency response communities together 
is one of the best ways to make sure your 
community’s treasures are as safe as 
possible in any situation. 
 
Your first task is to gather a group of people 
who are enthusiastic and committed to the 
goals behind Alliance for Response. From 
there, it becomes a cooperative effort—a 
model for the kind of partnership you will 
build between the cultural and emergency 
response communities. 
 
Remember, the Forum is only the beginning. 
Building networks is the ultimate goal of the 
national Alliance for Response project, and 
communities around the country have 
continued to build on the relationships their 
Forums began. 
 
FAIC welcomes you to this vital national 
initiative. 
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VII. Resources    
 
These are resources to help plan Alliance for 
Response Forums, work with emergency 
responders, identify allies in your community, 
and help sustain local disaster networks.  


 
Sample Documents 
 
The following are templates, based on 
documents used by various planning 
committees for previous Forums, available at 
www.culturalheritage.org/resources/emerge
ncies/alliance-for-response/tool-kit/plan-an-
alliance-for-response-forum.  
 
Please remember to credit FAIC on your 
program materials as follows: “Alliance for 
Response is a national initiative of the 
Foundation for Advancement in 
Conservation. For more information, visit 
www.culturalheritage.org/afr  
 
General 
 AFR flyer 
 
Logos 


AFR logo  
 
Sponsors 
 Solicitation Letter 
 Confirmation Letter 
 Thank You 
 
Planning Committee 
 Pre-Forum Checklist 
 Committee Roster 


Meeting Agenda 
Planning Outline  


 
Program 
 Agendas 
 Group Discussion Questions 
 
Speakers 
 Invitation letter 


Confirmation Letter 
 Talking Points 
 Thank You Letters 
 
Invitation  
 E-mail Invitation  
 Save the Date Postcard 
 
Program Packet Materials 
 Break-out Session Worksheets 


Acronym List 
Evaluation Form 
Sponsor Acknowledgement  


 
Media 
 Media Advisory 
 Press Release 



http://www.culturalheritage.org/resources/emergencies/alliance-for-response/tool-kit/plan-an-alliance-for-response-forum

http://www.culturalheritage.org/resources/emergencies/alliance-for-response/tool-kit/plan-an-alliance-for-response-forum

http://www.culturalheritage.org/resources/emergencies/alliance-for-response/tool-kit/plan-an-alliance-for-response-forum

http://www.culturalheritage.org/afr
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On behalf of the Planning Committee for the [FORUM_LOCATION]  Alliance for 
Response Forum I would like to extend an invitation to you to participate in the 
Forum, which will be at the [FORUM_VENUE] in [FORUM_LOCATION] on 
[FORUM_DATE] . It will be an invitation-only all-day event with lunch included. A 
draft program is attached and the following provides some additional information. 
 
The [FORUM_LOCATION] Alliance for Response will bring together 
representatives of cultural institutions and emergency managers and first 
responders to: 
 
  [BULLETED_LIST_OF_FORUM_GOALS]  
 
More information about Alliance for Response is available at: 
 
https://www.culturalheritage.org/resources/emergencies/alliance-for-response  
 
Please save this date and we will send out a formal invitation with information on 
registering later this spring. Please let me or another member of the committee 
know if you have questions. We hope you can participate. 
 
Sincerely, 
 
 
[FORUM_LOCATION] ALLIANCE FOR RESPONSE PLANNING COMMITTEE 
 
[LIST_OF_COMMITTEE_MEMBERS]  



https://www.culturalheritage.org/resources/emergencies/alliance-for-response






 
 


Save the Date:  
[DATE] 


 
 
What: 
An invitation-only Forum at the [VENUE] 


 
Who: 
Leaders of museums, archives, libraries, and historic sites; top 
emergency managers and first responders 


 
Why: 
Protecting [CITY’s] historic and cultural heritage from disasters 


More information to follow soon! 







Return Address 
Your Address Line 2 
Your Address Line 3 
Your Address Line 4 


Alliance for Response 
is a project of FAIC 
culturalheritage.org/resources/emergencies/alliance-for-response 


 
 
 
 
 


Mailing Address Line 1 
Mailing Address Line 2 
Mailing Address Line 3 
Mailing Address Line 4 
Mailing Address Line 5 


Please 
place 
stamp 
here 





		What:

		Who:

		Why:











 
 
 
 
 


 
Alliance for Response 


Forum Planning Committee 
(example) 


 
 
Planning Director, State Emergency Management Agency 
 
Senior Records Analyst, National Archives and Records Administration, Regional 
 
Registrar, Museum of Art 
 
Deputy Director, State Historic Preservation Division 
 
Conservator, State Archives  
 
Preservation Officer, University Libraries 
 
Archivist, State Historical Society 
 
Program Officer, State Humanities Council 
 
 
 








 


 
 
 


 
Alliance for Response 


Forum Planning Committee Meeting 
 


 
AGENDA 


 
THE VISION THING: IMAGINING THE FORUM 
 


• What are the two or three most important things your Forum should 
accomplish? 


• Who can help achieve these goals? They will be your primary audience. 
• How can you attract and motivate the audience through the most effective: 


o meeting format 
o program content 
o venue 
o people and information resources 


• When is the optimal time to hold the Forum in your community? 
• What key partners do you need to get the job done? 


 
 
A GROUP OF YOUR OWN: PLANNING THE FORUM 
 


• Identify a planning group that is both representative of cultural and historic 
resources in your city/state and well connected.  


• Objectives of the first meeting: agreeing on goals and the primary 
audience(s), outlining a program, and identifying local funding sources. 


• The next step: selecting a site, reserving a date, and inviting key speakers 
and VIP guests.  


 
 
 
 
 








 


 
 
 


 
Planning Guide – Alliance for Response 
 
Planning Committee 


- Determine members, invite participation 
- Create and share a committee roster including contact information 
- Determine frequency and format of meetings – 
- Determine a budget for the conference.  Expenses to consider include 


o Speaker travel reimbursement 
o Refreshments (breaks, lunch) 
o Any charges for the venue, including audio-visual support 
o Mailing costs for invitations 
o Duplication costs for conference materials 


 
Venue and Dates 


- Make sure that dates don’t conflict with other museum/library conferences 
- Find a venue that has  


o Space to accommodate breakout sessions 
o Space for refreshments for breaks and lunch  


 If lunch is not provided, are restaurants close, and can they 
accommodate the number of participants anticipated? 


o Adequate parking facilities 
 If there is a charge for parking, participants will need to know in 


advance 
 Can vouchers be negotiated?  How will these be distributed? 


o Registration table and space for handouts 
 handouts from several speakers in addition to the conference 


folders 
- Other considerations for venue 


o Does the venue have a laptop or computer at the podium, internet 
connections, projector, sound equipment, or will you need to provide 
equipment?  Be sure to share this information with speakers 


- For a statewide conference, will some speakers and/or participants need to stay 
overnight?  Is there a reasonably-priced hotel near the venue?  If so 


o Arrange a room block and conference rate if possible 
 
Conference Agenda/Speakers 


- Determine topics to be covered 
- Determine who will serve as conference moderator(s) 
- Identify potential speakers (good to have back-ups, as well) 


o Determine who from the planning committee will issue invitations 
o Timeline for issuing invitations 
o If there will be breakout groups, who will facilitate?  Planning committee 


members?  Speakers?   
- Once speakers are confirmed 


o Send confirmation letters, including details on expense reimbursement 
and hotel information if appropriate 







 - 2 - 


o Create and provide scope notes for each speaker  
 For panel discussions, it can be helpful to set up a conference call 


to bring all the speakers together to coordinate presentations, 
themes, etc. 


o Develop discussion guides and facilitation expectations for breakout 
group facilitators 


- Speaker logistics 
o Deadlines for submitting handouts, PowerPoint presentations 


 Will speakers need special equipment (i.e., internet connectivity?) 
 Will all presentations be loaded onto one laptop, or should 


speakers bring their own? 
o Speaker bios for inclusion in conference packet and to use in introducing 


speakers 
 


Invitations/Communications with Participants 
- Hold the date message – send as soon as date/venue are confirmed 
- Invitation with agenda – mail and e-mail 
- Reminder to register with agenda – sent approximately 2 weeks prior to deadline 
- Participant information (sent via e-mail) 


o Confirmation of registration (send when registration is received), including 
hotel information, what meals are provided, and other logistics if 
appropriate 


o Directions, final agenda, and logistical information (send approximately 1 
week prior to conference) 


 
Conference Packet Contents 


- Agenda 
- Speaker Bios 
- Participant Roster 
- PowerPoint presentations and handouts 
- Instructions for breakout sessions 
- Evaluation 


 
Conference Wrap-up 


- Compile evaluations and share with planning committee 
- Create final report 


o Include action plans for future 
o Share with speakers and participants 


- Start planning for next conference 
 








 


 
 
 


 
Pre-Forum Checklist 


 
Speakers 
 


___ Provide speakers with adequate background on the goals of the meeting  


___ Request an outline from each speaker of key points he or she will make   


___ Request in advance brief biographies of the speakers 


___ Schedule a conference call for all speakers or by panels  


___ Reconfirm the amount of time allotted for each presentation  


___ Reconfirm A/V needs 


• Request presentations in advance to load onto computer 


• Ask speakers to also bring presentations on thumb drives  


___ Give speakers a deadline and an address for shipping handout materials 


___ Let speakers know how you plan to handle Q-and-A. Will you: 


• Invite questions after each speaker or at the end of each session? 


• Assign a moderator to field and direct questions? 


___ Inform the speakers 


• What time you want them to arrive the day of the Forum 


• Who will introduce them 


• How you will keep time during presentations 


___ Develop a discussion outline with people leading breakout groups and the 


 wrap-up session 
 
Participants 
 


___ One week to 10 days before the Forum, send participants an e-mail to:  


• reconfirm attendance, especially if they did not receive an automatic message after 


registering  


• provide logistical information on the location’s entrance, parking, etc. 


• encourage them to invite and register a colleague or local emergency professional, 


if space is still available 


 
 
 







  


Meeting Materials 
 


Meeting folders should contain: 
 
___ Final Alliance for Response Forum Agenda 


___ Biographies of speakers 


___ Participant roster 


___ Acknowledgement of planning committee and sponsors 


___ Alliance for Response flyer (provided by FAIC) 


___ Evaluation Form (master document from FAIC) 


___ Guide to Acronyms (master document from FAIC) 
 


Materials for Meeting Folders or Resource Table: 


___ “Working with Emergency Responders” Poster (provided by FAIC) 


___ Disaster Response Networks List (master document from FAIC) 


___ Flyer on the Emergency Response and Salvage Wheel and Field Guide (provided by 


FAIC) 


___ Other resource information provided by sponsors or speakers 
 


Roles, Contact Info for Staff and Volunteers on Forum Day 
 


Meeting Task Staff     Cell 
 
Registration Table ___________________  _________________ 


Resource table(s) set-up ___________________  _________________ 


Speaker Liaison(s) ___________________  _________________ 


A/V Technical Issues ___________________  _________________ 


HVAC and lighting ___________________  _________________ 


Catering arrangements ___________________  _________________ 


Photographer ___________________  _________________ 


Media relations ___________________  _________________ 


Escorting breakout groups ___________________  _________________ 


Collecting evaluation forms ___________________  _________________ 








Breakout Group Discussion Questions – Alliance for Response Forum 
 
 
1. How would you prioritize the emergency management needs in your city/region in 


terms of information resources, planning, mitigation measures, training, available 
supplies, communications, etc.? 


 
2. Please identify available resources in your city/region. 
 
3. What steps would you outline to continue the dialogue begun at this Forum? Who is 


willing to host? Who should be included in the discussions? 
 
To help focus on these questions, consider the following: 
 


1. What is the status of current disaster mitigation planning for your institution, or, if 
for first responders, your familiarity with your local cultural heritage institutions’ 
disaster plans? Are you willing to share your institution’s plan as a model? 


 
2. Have you prioritized your collection for emergency salvage purposes? If so, how 


were these decisions made? 
 
3. Is there a disaster committee, team, or responsible person at your institution?    


 
4. Have members of your institution’s staff had training on disaster mitigation 


planning? Is there a need for such training? 
 


5. For cultural heritage institutions, what should emergency responders know about 
your collections? 


 
6. For first responders, what should cultural heritage institutions’ staff know about 


emergency responders? 
 


7. Does a level of cooperation currently exist between cultural heritage institutions?  
Between the institutions and first responders? 


 
8. What community-based or regional resources are available? What could be 


developed, both short- and long-term? 
 


9. Are there any disaster recovery supplies or resources your institution can offer to 
the group? 


 
10. Would your institution be willing to store copies of the disaster plans of other 


members of your group for safekeeping? 
 


11. What are the most pressing needs for your region in order to facilitate 
cooperative response? 


 
12. Who from the region should be involved in developing a cooperative disaster 


mitigation plan?   





		Breakout Group Discussion Questions – Alliance for Response Forum






AAM	 American Alliance of Museums


AASLH	 American Association for State and Local 
History	


ACHP	 Advisory Council on Historic Preservation


AFR	 Alliance for Response		


AIA	 American Institute of Architects	


AIC	 American Institute for the Conservation of 
Historic and Artistic Works


ALA	 American Library Association 


ARC	 American Red Cross


ARM	 Archives and Records Management 


CCC	 Command / Control / Communication	


CEMP	 Comprehensive Emergency Management Plan


CERC  Cultural Emergency Resource Coalition (Maine)


CERF+  Craft Emergency Relief Fund


CERT	 Community Emergency Response Team 


CIKR	 Critical Infrastructure and Key Resources 


CNCS	 Corporation for National and Community Services


COA	 Course of Action


CONOPS	 Concept of Operations


COOP	 Continuity of Operations	


CoSA	 Council of State Archivists	


COSTEP MA   	Coordinated Statewide Emergency Preparedness 
in Massachusetts


CPCB	 Community Planning and Capacity Building 
(Recovery Support Function)


CREST  Cultural Resources Emergency Support Team


DDAT  Delaware Disaster Assistance Team


DHS	 Department of Homeland Security


DMA	 Disaster Mitigation Act	


DOI	 Department of the Interior


DOI/BLM	 Department of the Interior – Bureau of Land 
Management


DOI/OEPC	 Department of the Interior – Office of 
Environmental Policy and Compliance


ECON	 Economic (Recovery Support Function)


EHP	 Environmental and Historic Preservation (FEMA)


COMMONLY 
 USED ACRONYMS


EM	 Emergency Management	


EMA	 Emergency Management Association/Agency


EMAC	 Emergency Management Assistance Compact 


EMI	 Emergency Management Institute


ENS	 Emergency Notification System	


EOC	 Emergency Operations Center	


EOP	 Emergency Operations Plan	


EPI	 Emergency Preparedness Initiative	


ESF	 Emergency Support Function	


FAIC	 Foundation of the American Institute for 
Conservation


FCO	 Federal Coordinating Officer (FEMA)


FDRC	 Federal Disaster Recovery Coordinator


FDRO	 Federal Disaster Recovery Officer


FEMA	 Federal Emergency Management Agency


FIOP	 Federal Interagency Operational Plan


FMA	 Flood Mitigation Assistance	


GIS	 Geographic Information System


GSA	 General Services Administration


HENCH Hawaii Emergency Network for Cultural 
Heritage Preservation


HM	 Hazard Mitigation Branch (FEMA)


HMGP	 Hazard Mitigation Grant Program


HOUSING	 Housing (Recovery Support Function)


HSEEP	 Homeland Security Exercise and Evaluation 
Program


HSPD	 Homeland Security Presidential Directive


HSS	 Health and Social Services (Recovery Support 
Function)


HUD	 Housing and Urban Development


IA	 Individual Assistance (FEMA)


IAEM	 International Association of Emergency 
Managers


ICS	 Incident Command System


IMAT	 Incident Management Assist Team


IMLS	 Institute of Museum and Library Services







IPER	 Intergovernmental Preparedness for Essential 
Records


IS	 Infrastructure Systems (Recovery Support 
Function)


JFO	 Joint Field Office


JIC	 Joint Information Center


LC or LoC	 Library of Congress


LEPC	 Local Emergency Planning Committee


LSTA	 Library Services and Technology Act


MA	 Mission Assignment


MOA	 Memorandum of Agreement


MOU	 Memorandum of Understanding


MSA	 Mission Scoping Assessment


NAGPRA	 Native American Graves Protection and 
Repatriation Act 


NARA	 National Archives and Records Administration 


NCH	 Natural and Cultural Resources and Historic 
Properties


NCPTT	 National Center for Preservation Technology and 
Training 


NCR	 Natural and Cultural Resources (Recovery 
Support Function)


NDRF	 National Disaster Recovery Framework


NDRS	 National Disaster Recovery Support (FEMA)


NEA	 National Endowment for the Arts


NEH	 National Endowment for the Humanities


NEMA	 National Emergency Management Association 


NFIP	 National Flood Insurance Program


NFPA	 National Fire Protection Association


NGO	 Nongovernmental Organization


NHPRC	 National Historical Publications and Records 
Commission 


NIMS	 National Incident Management System


NIPP	 National Infrastructure Protection Plan 


NJCAR New Jersey Cultural Alliance for Response


NOAA	 National Oceanic and Atmospheric 
Administration


NOC	 National Operations Center	


NPR National Preparedness Report


NPS	 National Park Service


NRCC	 National Response Coordination Center	


NRF	 National Response Framework	


NTHP	 National Trust for Historic Preservation


NVOAD	 National Voluntary Organizations Active in 
Disaster


OEM	 Office of Emergency Management		


PA	 Public Assistance (FEMA)


PaCRN Pennsylvania Cultural Resilience Network


PDA	 Preliminary Damage Assessment		


PDM	 Pre-Disaster Mitigation		


PFO	 Principal Federal Official		


PNP	 Private Nonprofit


PPD-21	 Presidential Policy Directive 21


PPD-8	 Presidential Policy Directive 8


PReP™	 Pocket Response Plan™		


PSMA	 Pre-Scripted Mission Assignment


RAHP	 Regional All-Hazards Plan


RAP	 Regional Alliance for Preservation	


REPP	 Risk Evaluation and Planning Program		


RERN   Regional Emergency Response Networks


ROIC	 Regional Operations and Intelligence Center	


RPA	 Request for Public Assistance


RRCC	 Regional Response Coordination Center	


RSF	 Recovery Support Function


RSS	 Recovery Support Strategy


SAA	 Society of American Archivists


SBA	 Small Business Administration	


SCO	 State Coordinating Officer	


SHEP	 State Heritage Emergency Partnership	


SHPO	 State Historic Preservation Office


SHRAB	 State Historical Records Advisory Board


THIRA	 Threat and Hazard Identification and Risk 
Assessment


THPO	 Tribal Historic Preservation Office		


TTX	 Tabletop Exercise


TX-CERA Texas Cultural Emergency Response Alliance


UASI	 Urban Area Security Initiative


UC	 Unified Command	


UFR	 Unified Federal Review


USACE	 United States Army Corps of Engineers


USDA	 United States Department of Agriculture	


VAL	 Voluntary Agency Liaison


WebEOC	 Web-based Emergency Operations Center


WESTPAS  Western States and Territories Preservation 
Assistance Service 
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[FORUM_TITLE]  
[DATE]  


 
Breakout Session Worksheet 


 
Breakout Topic 1 
 
Cultural and Historic Institution Professionals: A Place in the Emergency 
Operations Plan 
 
Key Actions/Components 


•  
•    
•   
•   
•   
•   
•   


 
Support or Involvement Needed 


From cultural institutions 
•                                   
•   
•   
From emergency responders 
•   
•   
•   
From other sources 
•   
•   
•   


 
Next Steps 


•   
•    
•   
 


  







 


 
 
 


[FORUM_TITLE]  
[DATE]  


 
Breakout Session Worksheet 


 
Breakout Topic 2 
 
Building Cultural Heritage Response and Recovery Teams 
 
Key Actions/Components 


•  
•    
•   
•   
•   
•   
•   


 
Support or Involvement Needed 


From cultural institutions 
•                                   
•   
•   
From emergency responders 
•   
•   
•   
From other sources 
•   
•   
•   


 
Next Steps 


•   
•    
•   
 


 
 







 


 
 
 


[FORUM_TITLE]  
[DATE]  


 
Breakout Session Worksheet 


 
Breakout Topic 3 
 
Sharing Resources: Emergency Supplies and Trained Personnel 
 
Key Actions/Components 


•  
•    
•   
•   
•   
•   
•   


 
Support or Involvement Needed 


From cultural institutions 
•                                   
•   
•   
From emergency responders 
•   
•   
•   
From other sources 
•   
•   
•   


 
Next Steps 


•   
•    
•   
 


 
 







 


 
 
 
 


[FORUM_TITLE]  
[DATE]  


 
Breakout Session Worksheet 


 
Breakout Topic 4 
 
Mobilizing a Response Team to Help Recovery Efforts in Other Regions 
 
Key Actions/Components 


•  
•    
•   
•   
•   
•   
•   


 
Support or Involvement Needed 


From cultural institutions 
•                                   
•   
•   
From emergency responders 
•   
•   
•   
From other sources 
•   
•   
•   


 
Next Steps 


•   
•    
•   
 


 








 
 


[FORUM_LOCATION] Forum Evaluation 
[FORUM_VENUE]  


[FORUM_DATE]  
1. How would you best describe your organization? 
  Archive  Law Enforcement Agency           Grant Maker            Business 


  Library  Emergency Management Agency      Fire/EMS Department  Museum  


 Arts, Cultural, or Historical Agency    Service Organization        Other______________ 


2. What type of organization is it? 
  Municipal      State     Non-profit 501(c)(3)       Corporation 


  County      Federal     College or University   Other______________________ 


3. Rate your change in knowledge in the following areas as a result of participating in this Forum. 


 No gain Some gain Big gain Don’t know 
Principles of disaster planning and response     
Available resources for planning & mitigation     
Structure and protocol of local emergency 
management     


Significance of local cultural resources     


Special considerations of cultural institutions 
during emergencies     


Cooperating with emergency responders and 
cultural institutions on disaster projects     


 
4. What new facts or ideas will you take from this meeting to share with your colleagues? 
 
 
 
5. What parts of the program were of the most interest to you? Why? 
 
 
 
6. What new contacts made today will be of particular value to your institution or agency? 
 
 
 
7. Do you anticipate collaborating with your local emergency management/response agencies 


and/or cultural institutions as a result of information presented or contacts made at this Forum? 
 
 
 


   8. What are the most urgent steps for your organization in terms of disaster preparedness? 
 
 
 
 


 9. Would you like to be involved in continuing cooperative disaster efforts in this region? If yes, 
please provide your name and contact information. 








 


 
 


Alliance for Response Forum 
A SAMPLE PROGRAM 


 
WELCOMING REMARKS (9:30 – 9:40)    Local official 
         Director, Host Institution 
          
KEYNOTE SPEECH (9:45 – 10:10) 


Protecting Our Cultural Heritage: Why It Matters  State/national figure  
(Need for Planning, Training, Networking Nationwide) 


 
 
PANEL ON LOCAL CONTEXT (10:10 – 11:10) 


Our Community’s Historic and Cultural Assets  Civic Leader 


What Preservation Brings to Disaster Management Museum/Library Director 


Our Community’s Particular Risks FEMA rep/Academic 


Local and State Emergency Protocols   Local EM Official 


  
BREAK 
 
 
GOOD EXAMPLES/CASE STUDIES (11:30 – 12:15) 


Resources for planning & mitigation in institutions  Regional Center/Task Force rep  


Integrating cultural heritage in local planning  NYMLCPFG/EM? 


Successful local networks     CA libraries, etc. 


Joint training efforts      Trained trainer   


      


LUNCH (12:30 – 1:30) 


A Word from Our Sponsors     Sponsor 
Guidelines on Group Discussions    The “Facilitator” 


 
 
BREAK-OUT SESSIONS (1:45 – 3:00) 


Small-group discussions to promote cooperative efforts in planning and mitigation, 
help identify local resources, and explore initiatives to better serve the local community.** 







 SUMMARY OF GROUP DISCUSSIONS AND ADJOURNMENT (3:00 – 3:30) 
 
 
[OPTIONAL TOUR MAY FOLLOW] 
 
 
** Each discussion group will consist of 8 – 10 people and include a panelist from the day’s 
program. One group member will be assigned the role of “reporter” and will give a brief summary of 
the group’s conclusions at the last general session. A floating “facilitator” will encourage each group 
to adopt modest goals. Each group could be assigned a specific topic, e.g.: 
 
Assessing and addressing risks 
Developing emergency plans 
Creating training opportunities 
Building cultural heritage response and recovery teams 
Developing/disseminating information resources for the community 
Incorporating cultural and historic resources in local plans 
Sharing resources: emergency supplies and trained personnel 








 


 
 


Alliance for Response [FORUM_LOCATION]  
[FORUM_VENUE]  
[FORUM_DATE]  


 
8:30 - 9:00  Registration and Breakfast 
 
9:00 - 9:15   Welcoming Remarks 
 Director of [FORUM_VENUE]  
 [OTHER_PROMINENT_STATE/LOCAL_PERSON]  
  
9:15-9:30  Protecting Our Cultural Heritage: Why It Matters? 
 [NATIONAL/STATE/LOCAL_CULTURAL_HERITAGE_REP]  
 
9:30– 10:45 Panel Discussion: Planning for the Aftermath & Working 


with First Responders  
Moderator:  Representative from FEMA 


• Representative from State Emergency Management 
Agency  


• Representative from County Emergency Management  
• Representative from City Fire Department  


 
10:45 – 11:00   Break 
 
11:00 - 12:00 Panel Discussion: When the Worst Happens 
 Moderator:  Planning Committee Member 


• Director, State Archives 
• Executive Director, City Museum 
• Director, University Libraries 


 
12:00 – 1:00  Lunch 
 
1:00 – 1:30   Developing Local and Regional Disaster Networks 
 [NATIONAL/STATE/LOCAL_DISASTER_NETWORK_REP]  


 
1:30 – 1:45   Steps to Partnerships:  Overview of Current Initiatives 
 [STATE/LOCAL_INITIATIVES_REPRESENTATIVE]  
 
1:45 - 2:30  Break Out Sessions:  Where Do We Go from Here? 


• Incorporating cultural and historic resources into local 
plans 


• Building cultural heritage and response teams 
• Forming a [FORUM_LOCATION]  area network that 


could serve as a model for other parts of the state. 
 


 2:30 - 3:00   Closing Remarks 








 


 
 


 
 
[DATE]  
[NAME]  
[TITLE]  
[ORGANIZATION]  
[ADDRESS]  
[CITY_STATE_ZIP]  
 
Dear [NAME] : 


 
Thank you for agreeing to speak at the Alliance for Response Forum, to be held 
[DATE] , at [VENUE_INFORMATION] . Alliance for Response is an initiative of 
the Foundation of the American Institute for Conservation and hosted by the 
[VENUE] . The program has been developed by a distinguished local committee.  
 
The invitation-only Forum will bring together cultural heritage leaders, senior 
emergency management professionals, and first responders from the greater 
[FORUM_CITY] area. The day-long program is designed to strengthen the 
relationships between cultural institutions, emergency managers, and first 
responders. We hope to [FORUM_GOALS] .  
 
We are pleased that you have agreed to speak at the Forum. We would like you 
to speak about [SPEAKER_TOPIC_WITH_EXPLANATION] .  Please plan your 
comments for [LENGTH_IN_MINUTES]  between [TIME]  on [FORUM_DATE] . 
 
The planning committee will be happy to provide you with further information to 
help you craft your presentation. A draft agenda for the Forum is enclosed, along 
with information on the Alliance for Response Planning Committee and the 
Alliance for Response project. Please do not hesitate to contact me, or members 
of the local committee, with any questions you might have.  
 
We are grateful for the special contribution you will make to the Forum in 
[FORUM_MONTH] , and we look forward to working with you. 
 
 
Sincerely, 
 








 


 
 


 
[DATE]  
 
[NAME]  
[TITLE]  
[ORGANIZATION]  
[ADDRESS]  
[CITY_STATE_ZIP]  
 
Dear [NAME] : 
 
We would be delighted if you would participate at the [FORUM_CITY] Alliance for 
Response Forum on the [FORUM_DATE] at the [FORUM_VENUE] . The invitation-only 
meeting will bring together leaders of [FORUM_CITY] ’s museums, libraries, archives, 
and historic sites with the emergency professionals who help protect their institutions.  
 
Alliance for Response is an initiative of the Foundation for Advancement in Conservation 
(FAIC). We are fortunate to have an excellent local Steering Committee with members 
from [INSTITUTION] and [INSTITUTION]. They have planned an excellent program. 
Topics will focus on building alliances at every level – relations with the emergency 
management community, as well as internal cooperation among preservation, 
operations, and risk management departments. The forum will include remarks from 
[OTHER SPEAKERS]. We hope that you will take part, too.   
 
I look forward to hearing that you will join us on [FORUM_DATE]  at the 
[FORUM_VENUE] . 
 
Sincerely, 








 


 
 
 


 
Alliance for Response Forum 
Talking Points for Speakers 


[FORUM_DATE]  
 
The Planning Committee extends its thanks to each of you for taking the time from your busy 
schedules to speak at the upcoming Forum. We suggest the following talking points to ensure 
that all the essential themes will be addressed during the course of the day. We’re sending this to 
all the speakers to provide context and email addresses in case panelists wish to contact one 
another before the conference. If you have any questions, please do not hesitate to contact 
[PLANNING_COMMITTEE_MEMBERS_W/CONTACT_INFORMATION] . 
 
 
9:00-9:15 am       Welcoming Remarks 
 


[SPEAKER]  
[TITLE,_ORGANIZATION]  
[E-MAIL_ADDRESS]  
 
[SPEAKER]   
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
5 minutes each introduction. To establish local context, please say a few words about the 
uniqueness and valuable cultural resources in [FORUM_LOCATION] . If you each focus on your 
area of expertise (i.e. museums, archives, libraries) it should give the audience a broad idea of 
the richness of collections in [FORUM_LOCATION]  institutions. 
 
9:15-9:30 am      Protecting Our Cultural Heritage:  Why it Matters 
 


[SPEAKER]   
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
This talk sets the philosophical context for the entire Forum. The key points we would like you to 
address are as follows: 


 Why cultural property should be protected 
 The importance of cultural heritage in documenting our past 
 The value of cultural assets: (monetary, value in the context of history, value in terms of 


psychological and emotional enrichments, value to the economy (e.g., tourism)) 
 Importance of disaster planning 
 Necessity of being familiar with and collaborating with emergency management services 


at all levels 
 
9:30-10:45 am     Panel:  Planning for the Aftermath and Working with First Responders  


The purpose of this panel is to inform the cultural community about how the emergency 
management system works. Please avoid using acronyms and jargon without explanation.  
Because there is so much to cover, please remember that each panelist has only 15 minutes to 







bring your topic into focus. The moderator will have about 15 minutes to provide an introduction, 
and lead a 10-15 minute Q&A session following the presentations. 


Moderator:   


[MODERATOR]  
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  
 


Introduce the panelists, provide context for the discussion (15 minutes), and lead a 15 minute 
Q&A session after the speakers present.   
 


 Please provide a brief overview of FEMA and how FEMA works with state and local 
emergency management agencies in the event of a federally declared disaster.  


 Explain FEMA’s role in terms of what it can and can’t do to help cultural institutions.   
 Please describe any proposed changes or revisions to FEMA’s cultural policy post-


Katrina, etc. 


Panelists: 


[PANELIST]  
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
Your focus is on state efforts in mitigation and response. Your talk will also set the stage for the 
narrowing focus of the 2 speakers who follow. Please include the following in your remarks: 
 


 Provide a brief description of [STATE_EMERGENCY_MANAGEMENT_AGENCY]  and 
it’s relationship with Federal and local emergency management 


 Help the audience understand [STATE_EMERGENCY_MANAGEMENT_AGENCY] 
resources and its role in the community 


 Describe the steps [STATE_EMERGENCY_MANAGEMENT_AGENCY]  has taken to 
prepare industry, business, schools, government, etc. for emergencies 


 Discuss the need to transfer the experience derived from these preparations and 
apply it to cultural institutions 


 Stress the importance of cross-pollination between the cultural community and the 
emergency management community 
 
[PANELIST]  
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
As a speaker representing [AGENCY] , please briefly review the major risks affecting the 
[FORUM_LOCATION]  area – hurricanes, sever weather, ice storms, tornadoes, terrorism, etc. 
Please plan to cover the following: 
 


 Probability of events occurring, and the urgency for institutions to undertake risk 
assessment, planning, and mitigation 


 Role of [AGENCY] – what it can and can’t do to help cultural institutions 
 “Cross-pollination” at the national and regional levels –  examples of how [AGENCY] has 


worked successfully with the cultural community (museums, libraries, archives, etc.)  
 


[PANELIST]  
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  







 
Moving from broad to specific, please address issues at the institutional level. Including: 
 


 Review the types of emergencies a fire department typically responds to 
 Address how a cultural institution can cooperate with first responders before or during a 


disaster (i.e. a fire) to minimize damage to its collection 
 What your department needs to know about a cultural institution before a disaster 
 How would you respond to a fire in a cultural institution as opposed to a fire in an office 


building, for example 
 Brief description of CERT or other training that might be advantageous for staff from the 


cultural community to obtain 
 
11:00 am – 12:00 noon  Panel:   When the Worst Happens 
 
Moderator:  


 
[MODERATOR]  
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
Introduce the panelists, provide context for the discussion, and lead a 15 minute Q&A session 
after the speakers present.   
 
Panelists: 
 


[PANELIST]  
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
Lessons Learned from Hurricane Katrina 
 


[PANELIST]  
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
Discuss damage to cultural institutions during [DISASTER]  in [DISASTER_LOCATION] . Start 
with a brief synopsis of the initial event, then view the incident with 20/20 hindsight: 
 


 What would you do differently now? 
 What resources were used, and what other resources would have been valuable at the 


time? 
 How would more effective communication/cooperation between the cultural community 


and the emergency management community have been helpful? 
 What new measures/procedures have been implemented since the incident, i.e., since 


having worked with first responders and emergency personnel? 
 


[PANELIST]   
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


You will provide an important case study of a recent disaster, the [DISASTER] . Start with a brief 
synopsis of the initial event, then view the incident with 20/20 hindsight: 


 What would you do differently now? 







 What resources were used, and what other resources would have been valuable at the 
time? 


 How would more effective communication/cooperation between the cultural community 
and the emergency management community have been helpful? 


 What new measures/procedures have been implemented since the incident, i.e., since 
having worked with first responders and emergency personnel? 


 
1:00- 1:30 pm   Developing Local and Regional Disaster Networks 
 


[PANELIST]   
[TITLE,_ORGANIZATION]   
[E-MAIL_ADDRESS]  


 
Your presentation will describe a successful model for regional and statewide disaster planning.  
 


 Description of these networks and how they originated. (structure, focus, mission) 
 Describe similar organizations if they exist 
 Suggest steps we might take in [FORUM_LOCATION] to form something similar 


 








 


 
 


 
[DATE]  
[NAME]  
[TITLE]  
[ORGANIZATION]  
[ADDRESS]  
[CITY_STATE_ZIP]  
 
Dear [NAME] : 
 
We are grateful that you could take part in the recent Alliance for 
Response Forum in [FORUM_LOCATION] . Your presentation beautifully 
illustrated the wealth of cultural and historic resources in the 
[FORUM_LOCATION] area, and the effects of [DISASTER] provided a 
timely reminder of the risks to those treasures.  
 
The response to the Forum has been enthusiastic, and there is keen 
interest in sustaining the dialogue begun [FORUM_DATE] . I hope you will 
continue to be involved and lend your considerable expertise. 
 
Many thanks for your special contribution to the Forum. 
  
Best regards, 


 
 
 


 
 








 
 


 
 
Dear [SPONSOR_NAME] : 
 
Attached is a receipt for the generous contribution to the Alliance for Response 
[FORUM_LOCATION] Forum. We are grateful that [SPONSOR] will be sponsoring the 
[EVENT_(i.e.,_continental_breakfast_or_lunch)] at the Forum on [FORUM_DATE]  at 
[FORUM_VENUE] . We expect about [ESTIMATED_PARTICIPANTS] participants at the 
event. 
 
Here are a few more details about the meeting: 


• The address of the [FORUM_VENUE] is [VENUE_ADDRESS] . Please use the 
main entrance. Local committee members will be there by [TIME] to guide you to 
the meeting room after you have passed through security. Just in case, my cell 
phone number is [PHONE_NUMBER] . 


• The Forum sponsors will be credited at the top of the Forum program and on 
signs for the meeting room. You will also be introduced during the day. 


• As I mentioned, you will be sharing a 6-foot resource table with [CO-SPONSOR]  
in the room where the meeting will take place. The museum is providing bags to 
participants for collecting information materials. 


 
You will be receiving an up-to-date agenda by e-mail today or tomorrow. I hope you are 
planning to stay all day. 
 
With our sincere thanks, 








 


      
 


 
 
[NAME]  
[TITLE]  
[ORGANIZATION]  
[ADDRESS]  
[CITY_STATE_ZIP]  
 
Dear [NAME] : 
 
Museums, libraries, and archives in [FORUM_LOCATION]  hold in trust the art, historic 
artifacts, and records that are the community’s cultural heritage. But often, the stewards of 
local treasures are inadequately prepared for disasters, and local emergency personnel are 
unaware of the collections’ special value to the community.  
 
Alliance for Response, an initiative designed to help cultural institutions work more closely 
with the emergency management community, was begun in 2003 and has resulted in 
Forums held in over 30 cities and regions in the United States. The Forums are high-profile 
events that raise awareness of the need to protect cultural and historic resources in 
communities and to develop strong local response networks. Participants include leaders of 
museums, libraries, archives, and historic preservation organizations, as well as state and 
local officials and first responders.   
 
A local committee in [FORUM_LOCATION] , led by 
[FORUM_PLANNING_COMMITTEE_INSTITUTIONS] , has planned an excellent Forum for 
[FORUM_DATE]  at [FORUM_VENUE] . I am enclosing an invitation, roster for the local 
committee, and preliminary program for the Forum.  
 
We invite you to support this important program by sponsoring the Forum lunch at the 
[FORUM_VENUE] . We request $[DOLLARS]  to cover the cost of lunch for 
[ESTIMATED_NUMBER_OF_FORUM_PARTICIPANTS]  participants. Your generous 
contribution will be gratefully acknowledged at the Forum and in meeting materials, and you 
would be most welcome to display information about your company’s services. While the 
national Alliance for Response initiative has been supported by the National Endowment for 
the Humanities, local support has been important to all the Forums. 
 
We have extended an invitation to 
[NAME_OF_PERSON_AT_ORGANIZATION_BEING_SOLICITED] to attend the Forum, and 
we would warmly welcome your participation.   
 
I look forward to hearing from you and appreciate your considering our request.  
 
Sincerely, 
 
 








 
 
 
[DATE]  
 
[NAME]  
[TITLE]  
[ORGANIZATION]  
[ADDRESS]  
[CITY_STATE_ZIP]  
 
Dear [NAME] : 
 
It was a pleasure to meet you at [FORUM_VENUE] , and I am glad you could spend the 
day with us at the Alliance for Response Forum. We are grateful to you and to 
[SPONSOR]  for agreeing to sponsor the food and refreshments at the meeting. The 
lunch was excellent, and it provided such a good opportunity for participants to become 
better acquainted. 
 
[PLANNING_COMMITTEE_INSTITUTIONS]  has received and paid the final catering bill 
from [CATERER]  for the Forum breakfast, lunch, and afternoon beverage break. Copies 
of the bill, which totaled $[DOLLARS] , and our check are enclosed. 
 
The response to the [FORUM_LOCATION]  Forum has been very positive, and there is 
interest in sustaining the dialogue begun [FORUM_DATE] . I hope you will continue to 
be involved in any initiatives that develop in the area.  
 
Sincerely, 
 
 
 








 
 


 
 
 


Forum 
[FORUM_VENUE]  
[FORUM_DATE]  


 
 


We would like to thank our sponsors… 
 


[LIST_SPONSORS]  


                          
THANKS! 





		We would like to thank our sponsors…

		THANKS!






 


 
 
 


FOR PLANNING PURPOSES ONLY 
        Contacts: 
        [PLANNING_COMMITTEE_CONTACTS]  
 


 
PRESERVATION OF CULTURAL AND HISTORIC TREASURES IS FOCUS OF FORUM  


FOR CULTURAL HERITAGE AND EMERGENCY MANAGEMENT COMMUNITIES 
 


WHAT:   All-day Forum featuring presentations, panel and group discussions designed to reduce the 
potential loss of [FORUM_LOCATION] ’s valuable art works, artifacts and other items of historic 
and cultural significance in future earthquakes, fires, floods and other emergencies. 


 
WHO: Experts from emergency management and the cultural heritage community, including: 


• [LIST_OF_SPEAKERS/PANELISTS]  
 
WHY: The monuments, pieces of art, artifacts and historic records located in state parks, museums 


and libraries are priceless treasures that provide us with a link to our history and culture as 
Americans and [FORUM_LOCATION] . Unfortunately, these items are not immune to damage 
in earthquakes, floods, fires and other emergencies that occur frequently in 
[FORUM_LOCATION] . If first responders and emergency managers don’t know or understand 
the special handling required to protect and preserve these items, or if members of the cultural 
heritage community are unfamiliar with [FORUM_LOCATION] ’s emergency management 
system and protocols for accessing first responders, these valuables could be lost forever. 


 
HOW: Presentations, a disaster-based panel discussion and group discussions involving first 


responders, emergency managers and members of the cultural heritage community regarding 
the special needs of museums, libraries and other centers that house art, artifacts and historic 
records, the systems and protocols, as well as the networks, already in place and to meet their 
needs.     


 
WHEN: 9:30 a.m. to 3 p.m. 
 [FORUM_DATE]  
 
WHERE:  [FORUM_VENUE]  
  [FORUM_ADDRESS]  
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FOR IMMEDIATE RELEASE   CONTACT: 
September 19, 2006   Eric Lamoureux 
   [PHONE NUMBER] 
   Greg Renick  
   [PHONE NUMBER] 
        


Effort to Strengthen Ties Between California First Responders,  
Cultural Heritage Community Launched at Getty Center  


 
LOS ANGELES -- First responders, emergency managers and members of the cultural heritage community 
gathered at the Getty Center today to help spare priceless art, historic artifacts and records, and monuments 
from damage or loss during future emergencies. 
 
Tuesday's day-long forum, dubbed "California Alliance for Response”, was the first in a series of four 
sponsored by the Governor's Office of Emergency Services (OES), the California State Library's California 
Conservation Program, the Heritage Emergency National Task Force, the Cultural Property Protection Group 
and host institutions.  Additional forums are scheduled September 21 at The Prado at Balboa Park in San 
Diego on September 21, September 25 at the San Francisco Museum of Modern Art and 
September 27 at the Crocker Art Museum in Sacramento. 
 
Each locally developed forum features presentations on the importance of protecting and preserving cultural 
and historic treasures, a facilitated panel discussion based on an earthquake, fire or other event that could 
impact a museum, historic facility or other landmark and discussion of such important issues as the inclusion of 
cultural and historic resources in local emergency plans, the development of cultural heritage response and 
recovery teams and mutual aid within the cultural heritage community. 
 
“Unfortunately, the monuments, pieces of art, artifacts and historic records that provide us with a link to our 
history and culture as Americans and Californians are not immune to damage in emergencies,” said OES 
Director Henry Renteria.  
 
“If first responders and emergency managers don’t know or understand the special handling required to protect 
and preserve these precious artifacts, or if members of the cultural heritage community are unfamiliar with 
California’s emergency management system and protocols for accessing first responders, they could be lost 
forever,” said Lawrence L. Reger,  president of Heritage Preservation. 
 
“Fortunately, effective preparedness measures and training taken by members of the cultural heritage 
community, and solid relationships between the two communities that are built during these forums can reduce 
to risk of damage to these priceless treasures,” said Renteria.  
 
The series of forums has been launched by OES as part of National Preparedness Month and are being 
conducted as part of the agency’s increasing coordination effort for disaster preparedness between the public 
and private sector, called for in last years SB 546 and recently in Executive Order S-04-06, signed by Governor 
Arnold Schwarzenegger in April. 
 
Additional information about the forums is available by calling (916) 845-8275. 
 


# # # 
 





