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Data Collection and Submission Instructions
Thank you for your assistance in completing the data resource forms for the Southeast Region Homeland Security Database. The data collection documents have been created to allow you to submit this information only once for the duration of the project. You will not be asked to complete the forms again when the data is placed in a centralized system for the entire state. After the information is submitted, you will be asked to assist with annual updates to the data base to reflect changes in your community’s resource holdings through the online data base. If you have any questions as you are preparing the data, please contact us and we will answer any questions you have. This document provides basic directions for managing data collection for the mandatory Commonwealth of Massachusetts project.

There are two options for recording data you will be submitting: 

1. Complete hard copies of the data form for each individual resource or
2. Complete an Excel sheet that lists all of the resources in one file. 

There are four ways to submit data to us: 

1. You may mail us hard copies of completed forms or
2. You may save hard copies as PDF forms by using a document scanner and e-mail them to us at laura.smith@bridgew.edu or
3. You may e-mail us the completed Excel form at laura.smith@bridgew.edu or
4. You may save the completed Excel form onto a rewriteable CD and mail it to us.
To access data collection documents:

1. Use the forms provided on this website or contact our office and we will send you hard copies of the forms or a CDRW.
Details on Data Recording and Submission
Hard Copy
1. Make a hard copy form for each resource and hand write them (use form “6. Data Collection Form-Hand write version”) or type directly on the form and print them out (use form “5. Data Collection Form-Type able version”) (The Type able version will allow you to type into it and then print it, but you cannot save the PDF file to your computer. Please make sure to print a copy for us and one for your records for each resource). 
2. Please refer to “3. Field Definitions” and “4. Resource List” to increase uniformity on resource categories. 

3. Use “2. Resource Contact Information” and fill out the form with your office contact information.
4. Submit a form for each resource by mail or by scanning the documents into a PDF file to e-mail to us. 
Excel Data Form
1. Use “7. Excel Data Collection Form” 
2. Input information into the spreadsheet.

3. Each resource should be added on a separate row on the spread sheet. There is an example provided in red for your convenience on the Excel document. 
4. Please refer to “3. Field Definitions” and “4. Resource List” to increase uniformity on resource categories. 
5. Use “2. Resource Contact Information” and fill out the form with your office contact information. 
6. After both forms are completed email the forms to laura.smith@bridgew.edu or write them onto a CD and mail it back to us.
Please contact us with any questions. Thank you very much.
