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PURPOSE & HOW TO USE THIS CHECKLIST

	This checklist is designed to assist community association managers, HOA boards, and property managers in hurricane-prone regions — particularly throughout Florida — in systematically preparing their communities before, during, and after a hurricane event. Each section corresponds to a specific phase of storm preparedness and recovery, organized in chronological order of action. Review all sections together as a team at the start of each hurricane season and revisit individual sections as a storm approaches. Assign a responsible party to each checklist item and track completion. This document should be stored both digitally and in a printed, waterproof format in your emergency kit for easy access at all times.




	⚠ Important Notice
This checklist is a general guidance tool and does not replace official emergency management directives, local government orders, or legal counsel. Always defer to Pasco County Emergency Management, Florida Division of Emergency Management, and the National Hurricane Center for storm-specific instructions. Confirm all insurance, legal, and financial matters with qualified professionals.
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	Section 1 — Pre-Storm Preparation
72–96 Hours Before Landfall



Begin the following tasks immediately upon the issuance of a Hurricane Watch or Warning, or when a storm is forecast to impact your area within 72–96 hours. Do not wait for a Warning to be issued before acting.
1. [ ] ● Review and activate the community emergency plan with all board members and key staff, confirming roles and responsibilities.
1. [ ] ● Test all backup generators in common areas (clubhouse, gates, pump stations) and verify adequate fuel levels for a minimum of 72 hours of operation.
1. [ ] ○ Conduct a full inspection of all common areas, identifying any pre-existing vulnerabilities including loose fixtures, damaged fencing, or structural concerns.
1. [ ] ○ Secure or remove all outdoor furniture and amenities, including pool furniture, umbrellas, signage, planters, recreational equipment, and decorative items that could become projectiles.
1. [ ] ○ Inspect and clear all storm drains, gutters, and drainage channels of debris to reduce flooding risk in common areas and roadways.
1. [ ] Verify fuel supply for all generators and arrange emergency fuel delivery contracts with a local supplier if not already in place.
1. [ ] ● Confirm that all community insurance policies are current, including property, windstorm, flood, and liability coverage; note deductibles and exclusions for board awareness.
1. [ ] Review and distribute the updated emergency contacts list, including board members, property manager, key vendors, utility companies, and local emergency services.
1. [ ] Notify all board members and management staff of storm status and initiate the emergency action timeline; schedule a pre-storm board check-in call.
1. [ ] ● Document all common area property conditions with comprehensive photos and video before any storm preparations begin, organized by location for future insurance claims.
1. [ ] Stock emergency supply kits for common-area facilities, including flashlights, batteries, first aid supplies, sandbags, and portable signage.
1. [ ] Review elevator shutdown procedures (if applicable) and assign a designated staff member to execute shutdown before winds reach dangerous levels.


	Section 2 — Communication & Notifications
Initiate at 72+ Hours Before Landfall — Continue Through Recovery



Timely, clear, and consistent communication is one of the most critical responsibilities of the association during a storm event. Use multiple channels to ensure all residents receive critical information.
1. [ ] ● Activate the community emergency communication tree, ensuring all designated contacts are reachable and aware of their role in the notification chain.
1. [ ] ● Send an initial resident alert via email, SMS/text, and community app informing residents of the storm's status, association actions underway, and recommended resident preparation steps.
1. [ ] ○ Post continuous updates on the community website and resident portal or app, including storm timeline, association closures, and safety instructions.
1. [ ] Coordinate with local emergency management agencies (Pasco County Emergency Management or applicable county) to receive official guidance and share community-specific information.
1. [ ] Notify all active vendors and contractors of the storm status, suspending scheduled work and putting emergency restoration crews on standby alert.
1. [ ] ○ Set up a dedicated storm hotline or single point of contact (board president, property manager, or designated staff member) for resident inquiries during and after the storm.
1. [ ] Draft and prepare template messages for post-storm communications, including damage assessment notices, re-entry instructions, and restoration timelines, ready to send upon all-clear.
1. [ ] Establish backup communication methods in the event of power or internet failure, such as battery-powered radios, pre-printed door notices, and neighborhood phone chains.
1. [ ] Post physical notices at all common-area entrances, bulletin boards, and mailbox kiosks with storm preparation instructions and closure timelines.
1. [ ] Communicate facility closure times clearly to all residents: specify when the pool, clubhouse, gym, playground, and gated amenities will be locked and inaccessible.


	Section 3 — Resident Readiness Support
48–72 Hours Before Landfall



While residents are individually responsible for their personal preparedness, the association plays a vital supporting role by providing information, identifying vulnerable residents, and reinforcing community guidelines during the storm period.
1. [ ] ○ Distribute a resident-specific hurricane preparedness checklist via email and community portal covering personal supplies, documentation, and home-securing tasks.
1. [ ] ● Communicate official evacuation routes and zone information for your specific area, including directions to the nearest state-designated evacuation shelters and Pasco County shelter locations.
1. [ ] ● Identify and proactively contact residents who may require assistance, including elderly residents, those with disabilities, and households without personal transportation, and connect them with local resources.
1. [ ] Remind all residents of community rules and governing documents as they apply during and after storm events, including parking restrictions, generator use policies, and re-entry procedures.
1. [ ] Share a comprehensive list of local emergency shelters, including general population shelters and special-needs shelters, with addresses and registration requirements.
1. [ ] Advise residents on pet evacuation planning, including pet-friendly shelter options, boarding facilities, and local resources for pet-owning households.
1. [ ] ○ Remind all residents with balconies, patios, or screened enclosures to bring in or secure all personal items, furniture, plants, and decorations that could cause property damage or injury.
1. [ ] Communicate realistic timeline expectations for post-storm community access, advising residents that re-entry to the community will only be permitted after a full safety inspection has been completed by association staff.
1. [ ] Remind residents to photograph and document the interior and exterior of their own units before the storm for personal insurance claim purposes.


	Section 4 — Property Protection
48 Hours Before Landfall



Physical protection of the association's common property is a primary fiduciary responsibility of the board. Complete all property protection tasks well before storm arrival to ensure staff safety and adequate preparation time.
1. [ ] ● Install hurricane shutters, storm panels, or plywood on all common-area windows, doors, and glass surfaces in the clubhouse, fitness center, office, and any other community buildings.
1. [ ] ● Secure all pool equipment and chemical storage areas, ensuring chemicals are properly stored per safety guidelines and cannot be exposed to floodwaters or wind damage.
1. [ ] ○ Shut down and lock all community amenities, including the clubhouse, pool, fitness center, tennis courts, playgrounds, and any other shared facilities.
1. [ ] ○ Lock or take off community gates if evacuating – ck all access control points, and perimeter fencing; test all electronic gate systems and ensure manual override procedures are documented and available.
1. [ ] Move all portable or movable equipment indoors, including maintenance vehicles, landscaping equipment, tools, trash receptacles, and storage items.
1. [ ] ○ Inspect and secure all roof access doors, mechanical room hatches, and utility enclosures to prevent wind-driven water intrusion and structural damage.
1. [ ] Inspect all retaining walls, drainage swales, and stormwater retention areas to confirm they are clear and structurally sound prior to storm arrival.
1. [ ] Coordinate with the landscaping team to trim or remove overhanging branches near buildings, power lines, roadways, and common areas that could cause damage during high winds.
1. [ ] ● Photograph and video all common areas in their pre-storm secured state, capturing all buildings, roofs, parking areas, perimeter fencing, and amenities for baseline insurance documentation.
1. [ ] Verify emergency lighting systems are operational in all common buildings and confirm backup power is correctly configured for security cameras and access control systems.


	Section 5 — Vendor & Contractor Coordination
Confirm 48–72 Hours Before Landfall



Pre-established vendor relationships are essential to rapid post-storm recovery. Confirm all pre-arranged agreements and contacts before storm arrival so recovery efforts can begin immediately following the all-clear.
1. [ ] ● Confirm pre-arranged contracts with storm restoration and cleanup crews, including water mitigation, debris removal, and general contracting firms, are in place and crews are on standby alert.
1. [ ] ○ Verify that the master vendor contact list is current, including 24/7 emergency contact numbers for all critical vendors: electricians, plumbers, roofers, HVAC, and structural contractors.
1. [ ] ○ Pre-authorize emergency repair spend limits with the board, establishing a clearly defined threshold amount that the property manager may commit to without requiring additional board approval during an emergency.
1. [ ] Schedule post-storm inspection appointments with roofing and structural contractors in advance, as demand for these services surges immediately after a major storm event.
1. [ ] Confirm that a licensed tree service is on standby for post-storm debris removal, including removal of downed trees, fallen limbs, and vegetation from roadways and common areas.
1. [ ] Coordinate with local utility companies (electric, water, gas) to register as a community with residential units requiring priority restoration; confirm contact and account numbers for outage reporting.
1. [ ] ● Review and verify current insurance certificates for all active vendors and contractors, ensuring all parties working on the property post-storm carry adequate liability and workers’ compensation coverage.
1. [ ] Establish and document the priority order for all post-storm repairs, beginning with life-safety-critical items (structural hazards, electrical, water intrusion) before addressing cosmetic or non-urgent repairs.
1. [ ] Confirm fuel delivery contracts for generator resupply and arrange a delivery schedule for extended power outage scenarios lasting more than 48 hours.


	Section 6 — Post-Storm Actions & Recovery
Immediately Following Storm Passage — All-Clear Required Before Entry



Do not enter any area of the community until local authorities have issued an official all-clear. Once safe access is confirmed, execute the following recovery steps in order of priority, with life-safety concerns addressed first.
1. [ ] ● Conduct a full safety walkthrough of all common areas and building exteriors with qualified personnel before permitting any residents to return, identifying all hazards, structural damage, and unsafe conditions.
1. [ ] ● Document all storm damage comprehensively with timestamped photos and video, organized by building and area, before any cleanup or repairs are initiated to preserve evidence for insurance claims.
1. [ ] ● Notify the association’s Board and then contact the insurance carrier and file initial claims promptly, providing preliminary damage documentation; do not delay reporting as many policies have notification timeframes.
1. [ ] ○ Communicate a damage assessment summary and estimated recovery timeline to all residents via email, app, website, and posted notices at community entrances as quickly as possible.
1. [ ] ○ Prioritize and initiate debris removal from all roads, walkways, and common areas to restore safe access for residents, emergency vehicles, and recovery contractors.
1. [ ] ● Restore essential services in priority order: potable water access, electrical power, security lighting, and access control systems before addressing non-essential amenities.
1. [ ] Contact FEMA, the Florida Division of Emergency Management, or local emergency assistance programs if damage is extensive; register the community for disaster assistance and document all interactions.
1. [ ] Engage and schedule all pre-approved contractors for repairs in established priority order, maintaining detailed written records of all work orders, costs, and timelines for insurance reimbursement.
1. [ ] Provide residents with guidance on filing their own individual insurance claims (ask for assistance from your agent ahead of time for guidelines) check for unit damage, and share contact information for adjusters and local assistance programs.
1. [ ] Hold a formal debrief board meeting within 30 days of storm recovery to document lessons learned, identify gaps in the emergency plan, and record all costs and vendor performance for future reference.
1. [ ] Update the community emergency plan and this checklist based on the storm experience, incorporating all lessons learned and procedural improvements before the next hurricane season.


	Annual Review & Ongoing Preparedness
This checklist should be reviewed, updated, and distributed to all board members and key staff annually each May, prior to the official start of the Atlantic hurricane season on June 1. Insurance policies, vendor contracts, emergency contacts, and resident rosters change throughout the year — all must be verified current before each season begins. Communities are strongly encouraged to conduct a tabletop emergency exercise with board and staff at least once per season to reinforce familiarity with this plan. Preparedness is not a one-time activity; it is a continuous commitment to the safety and resilience of every resident in your community.
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