
General
Services
Administration

National
Capital
Region Washington, DC 20407

May 15, 1980
Buildings Manager 
Forrestal Field Office -
Occupant Emergency Plan

WPF5F

Designated Officials - Forrestal Building, •
FOB-lOA and FOB-lOB

Enclosed is a memorandum and accompanying information concerning the 
Occupant Emergency Plan which has replaced the Facility Self-Protection 
Program. Please review the package in its entirety and return the forms 
and/or other information as requested in the recommendations section of 
the memorandum (Item C,).

Your prompt cooperation in this matter will be appreciated and any 
questions you have may be directed to this office.

JOHN CONNORS 
3uildings Manager 
Forrestal Field Office

Enclosure



General National
j. X Services Capital 
V  X Administration Region Washington, DC 20407

 ̂ NOV 2 0 1979 

Reply to
Attn of : Director , Federal Protective Service Division (WPS) 

Subject; Occupant Emergency Plan

To : Designated Official
THRU: Building Manager (W P F S F )

A  desV audit of the Occupant Emergency Plan for building number 
DC0093ZZ , located at 1000 Independence Avenue, SW., Washington, D.C., 
has been completed and the following recommendations are furnished for 
your information and appropriate action;

a. I I The plan appears to contain all the necessary requisites to 
meet emergency requirements.

b. I X I The plan.will have a greater operational capability when the 
recommended changes listed below have been incorporated into the plan. 
Corrections or additions should be made and a complete copy furnished 
to this office, Attn; WPSS.

c . Recommendations:

1. A plan should be written for the Forrestal Building as soon as possible 
and a completed copy should be forwarded for our files.

TURl^R

Federal Protective Service Division



O C C U P A N T  E M E R G E N C Y  P L A N

(Month & Year)

I. Building Name:________________________________

1. Address:

2. Building No:

3. Occupiable Square Feet:

II. Listing of personnel to be contacted in event of emergency:

Name Business Phone Home Phone

Designated Official

Deputy Designated Official 

Records & Communication Center 

GSA Building Manager 

Local FPO or Contract Guard

OTHERS:

Local Police Department 

Local Fire Department 

Ambulance Service

472-1111



O C C U P A N T  E M E R G E N C Y  P L A N

(Month & Year)

I. Building Name:

1. Address:

2. Building No:

3. Occupiable Square Feet:

II. Listing of personnel to be contacted in event of emergency:

Name Business Phone Home Phone

Designated Official
'9 «

Deputy Designated Official

472-1111
Records & Communication Center

•

GSA Building Manager

Local FPO or Contract Guard 

OTHERS:

Local Police Department 

Local Fire Department 

Ambulance Service



^pFSF
G E N E R A L  S E R V IC E S  ADMINISTRATION »  -  -

WASHINGTON. D. C . 20405

liu&i^riCoooicoi

December 20, 1979

GSA BULLETIN FPMR D- 170 
PUBLIC BUILDINGS AND SPACE

TO : Heads of Federal agencies 

SUBJECT: Occupant emergency planning

1. Purpose. This b u l le t in  announces changes in  th e  F a c i l i ty  S e lf -  
P ro tec tio n  Program renamed th e  Occupant Emergency Program and advises 
agencies o f  a v a i la b le  a s s is ta n c e  from the General Services Adm inistration 
under FPMR 101-20.5, Physical P ro te c t io n .

2. E x p ira t io n . This b u l l e t in  co n ta in s  inform ation of a continuing 
nature  and w ill  remain in e f f e c t  u n t i l  canceled.

3. Background. , The Federal Government l ik e  any o th e r  employer and 
p roperty  manager i s  resp o n s ib le  f o r  minimizing danger to  l i f e  and property  
during emergencies. The General S erv ices  Adm inistration a s s i s t s  i t s  
ten an ts  in achieving t h i s  o b je c t iv e  through management o f the Occupant 
Emergency Program. The program was renamed to  emphasize the concern fo r  
occupants in  the  f a c i l i t y  as opposed to  the f a c i l i t y  i t s e l f .  I t  was a lso  
redesigned as a short- te rm  emergency response program to  deal with such 
emergencies as f i r e ,  bomb t h r e a t s ,  and f a c i l i t y  emergencies so th a t  
occupants can help themselves in  an organized manner to  prevent or 
minimize in ju ry ,  lo ss  o f  l i f e  and property  in a s p e c i f ic  build ing  or 
f a c i l i t y .  The program should not be confused with c iv i l  defense and - 
emergency preparedness which are  se p a ra te  and d i s t i n c t  Federal programs.

4. Program scope. To be e f f e c t i v e ,  the  program planning process w ill  
have to  include as a minimum the  follow ing:

a. Occupant Emergency Plan. A plan developed by the Designated 
O ff ic ia l  o f  h i s  designee, such as the  Occupant Emergency Coordinator 
th a t  s t a t e s  in advance how emergencies in  the bu ild ing  or f a c i l i t y  
w ill be handled. Buildings Management (BM) and Federal P ro tec tive  
Service (FPS) personnel w il l  be a v a i la b le  to  a s s i s t  Designated O ff ic ia ls  
by providing a planning guide and model p la n s ,  which o u t l in e  basic 
energency procedures a p p licab le  to  most b u i ld in g s .  BM and FPS personnel 
a lso  a s s i s t  Designated O f f i c i a l s  in provid ing  t ra in in g  to  the members 
o f  the o rgan iza tion  in evacuation , bomb t h r e a t ,  and o ther  emergency 
procedures. Annual reviews w il l  be conducted by the  Federal P ro tec tive  
Service to  ensure t h a t  the p lans a re  c u r re n t  and fu n c tio n a l.  The 
r e s u l t s  o f  the review, as well as recommendations a re  forwarded to  the 
Designated O f f ic ia l s .

Attachment



December 20, 1979 GSA B u lle t in  FPMR D- 170

(4) E leva to r  Monitor. The E levator Monitor ensures th a t  
e lev a to rs  a re  r e s t r i c t e d  to  evacuating handicapped persons from the 
bu ild ing .

9* Medical C oord ina tor. The Medical Coordinator i s  respons ib le  fo r
t ra in in g  and equipping' personnel assigned to  perform medical a s s is ta n c e  
o r  f i r s t  a id  s e rv ic e s  in an emergency' and fo r  superv is ing  emergency 
f i r s t  a id  o r  medical s e l f  help opera tions  w ith in  the  bu ild ing  during 
an emergency u n t i l  lo ca l  emergency personnel a r r iv e .

h. Damage Control C oord inator. The Damage Control Coordinator i s  
responsib le  fo r  tu rn in g  o f f  ap p ro p ria te  u t i l i t i e s  when requ ired  by the 
onergency s i t u a t i o n .

i .  Damage Control Team. Under the  d i re c t io n  o f the Damage Control
Coordinator, the  Damage Control Team i s  respons ib le  fo r  c o n tro l l in g  
u t i l i t i e s  during an emergency. During emergencies they re p o r t  to  the 
Damage Control Coordinator in  the basement o r  o th e r  predesignated  
lo c a t io n .

j -  Communications. A system of corranunication w il l  be extremely 
important during emergencies. Designated O f f ic ia l s  w ill  need tim ely and 
accurate  inform ation upon which to  decide what course o f  ac tio n  to  imple
ment and communicate t h i s  plan to  members o f  the  o rg an iza t io n .  Consequent
ly ,  e x is t in g  means o f cwnmunication in  a f a c i l i t y  w il l  have to  be analyzed 
to  determine how i t  can be used f o r  emergency n o t i f i c a t io n .

k. Command P o s t . The plan should provide fo r  a command p o s t.  This
can be any sa fe  lo c a t io n ,  o f f i c e ,  o r  desk from which the Designated
O ff ic ia l  can r e a d i ly  be contacted  fo r  in s t ru c t io n s  and to  rece ive  
information on emergency a c t io n s .

1. C o n tin u ity . Occupant Emergency Plans should provide fo r  the 
assignment o f  a l t e r n a t e  key personnel in e s s e n t ia l  p o s i t io n s ,  to  take care 
o f  absences caused by leav e , b u s in ess ,  o r  o th e r  s i t u a t i o n s .  The Occupant 
Emergency Coordinator should be re sp o n s ib le  fo r  keeping the  o rgan iza tion  
cu rren t  to  ensure f u l l  s t a f f in g  a t  a l l  tim es. Vacancies should be f i l l e d  
im nediately .

(1) Proper in s t ru c t io n s  should be prepared and dissem inated to  a l l  
members o f  the  o rg an iza t io n  and s u f f i c i e n t  inform ation should be 
d i s t r ib u te d  to  a l l  bu ild in g  occupants.

(2) An a p p ro p r ia te  GSA o f f i c i a l  w il l  work c lo se ly  with each 
Designated O f f ic ia l  to  id e n t i fy  and document f a c to r s  t h a t  lead  to  
decisions n e c e s s i t a t in g  evacuations and o th e r  emergency a c t io n s .
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Attachment A

Occupant Emergency Organizational Chart

HHandicapped Monitor 

H S ta irw ay  Monitor | 

—Icievato r  Monitor |

Area M onitor(s)

Medical
Coordinator

Damage
Control
Coordinator

Floor
Team
Coordinator

Floor
Monitor(s)

Designated
O ff ic ia l

Damage
Control
Team(s)

Occupant
Emergency
Coordinator

Note: The s iz e  o f  the  Occupant Emergency O rganizational Team w ill
depend on the  f a c i l i t y ' s  s i z e .  Some f a c i l i t i e s  may not need a 
Medical Coordinator, Damage Control Team, Floor Monitor o r  Area 
Monitor.



SUBPART 101-20.5 PHYSICAL PROTECTION

101-20.504-1

r Subpart 101-20 .5— Physical Protection 
§ 101-20.500 Scope of subpart.

This subpart prescribes policies and 
methods for the physical protection of 
persons, buildings, grounds, and 
equipment under the charge and control 
of GSA: requires active participation of 
occupant and user agencies in 
accomplishing certain aspects of crime 
prevention: requires that occupant and 
user agencies report any crime on GSA 
property to the nearest Federal 
Protective Service Office: and requires 
the establishment of occupant 
emergency plans and organizations to 
deal with emergency measures for the 
facility.
§ 101-20.501 Basic policy.

For buildings and groimds for which 
GSA has space assignment 
responsibility, GSA will furnish as 
normal protection not less than the 
degree of protection provided by 
commerical building operators of similar 
space for normal risk occupants, as 
determined by the Federal Protective 
Service. This protection may include 
control of building entry and inspection 
of packages when the Federal Protective 
Service determines the control is 
warranted for general Government 
occupancy and not necessitated by 
special activities or specific agencies. 
Special protection required due to the 
nature of the business conducted within 
the space or unusual public reaction to 
an agency’s program and missions, 
whether or not of a continuing nature, 
will be determined jointly by the Federal 
Protective Service and the occupant 
agency or agencies and will be provided 
on a reimbursable basis in accordance 
with Subpart 101-21 .4 .
§ 101-20.502 Protection criteria.

Determination of the level of normal 
protective service will be made by the 
Federal Protective Service on a case-by- 
case basis and will consider the 
facility's location: size and 
configuration: history of criminal or 
disruptive incidents in the surrounding 
neighborhood not primarily directed 
toward the occupant agency's mission: 
extent of exterior lighting: presence of 
physical barriers: and other factors as 
may be deemed pertinent.

§ 1 0 1 —2 0 .5 0 3  GSA resp on sib ilities, 

i  101-20303-1 Physical protection.
GSA provides normal and special 

protection through mobile patrol or fixed 
posts manned by: Federal Protective 
Officers or contract uniformed  ̂
personnel: security systems and devices: 
locking building entrances and gates 
during other than normal hours of 
occupancy: cooperation of local law 
enforcement agencies: or any 
combination thereof depending upon the 
facility and the degree of risk involved. 
The degree of normal and special 
protection shall be determined in 
accordance with § 101-20.501 after 
completion of a physical security survey 
and/or crime prevention assessment.
§ 1 0 1 —2 0 .5 0 3 —2  In v estiga tion s.

GSA coordinates and cooperates with 
other Federal and local law enforcement 
agencies in investigating thefts of prop
erty and violations of Federal statutes 
covering other criminal activities com
mitted in or on buildings and grounds 
under GSA assignment; receives, records, 
investigates, and evaluates incident re
ports, refers investigative findings to the 
U.S. Attorney or appropriate law en
forcement agency: and maintains liaison 
with Federal and local law enforcement 
agencies for assembling and presenting 
evidence relating to such thefts and 
other criminal activities.

§ 101-20.503-3 Crime prevention.
The Federal Protective Service 

collects and disseminates information 
about criminal activity on or against 
property under the charge and control of 
GSA, provides crime prevention 
information programs to occupant 
agencies upon request, and conducts 
crime prevention assessments in 
cooperation with occupant agencies.
The Federal Protective Service will, 
periodically, report to heads of agencies 
information on criminal activity in their 
space and the crime prevention 
measures taken to reduce criminal 
activity.
§ 1 0 1 —2 0 .5 0 4  R esp o n sib ilitie s  o f  occu 

p a n t a g en c ies .

§ 101-20.504-1 General.
Occupants of GSA-assigned space 

shall (a) cooperate to the fullest extent

F E D E R A L .  P R O P E R T Y  M A N A G E M E N T  R E G U I - A T I O N S  

( A M E N D M E N T  D - 7 a .  S E P T E M B E R  1 9 7 9 ) 2027



PART 101-20 MANAGEMENT OF BUILDINGS 
AND GROUNDS

101- 20.504-6

u

(d} In accordance with established 
criteria, the GSA buildings manager 
shall provide assistance to the Occupant 
Emergency Organization with personnel 
who are technically qualified in the 
operation of utility systems and the 
installation and maintenance of 
protective equipment, such as warning 
devices and HreHghting apparatus, and 
shall promote training for buildings 
occupants, and others as required.

(e) The GSA representative [buildings 
manager and Federal Protective Service 
OfBcial, as appropriate] shall assist the 
Designated Official and appropriate 
officials of the occupant agency(ies), 
and shall cooperate with the local 
authorities in achieving the objectives of 
the plan. In this connection, the 
buildings manager and Federal 
Protective Service Official shall be 
available to provide information and 
guidance as required.

[f] In leased space GSA will solicit the 
assistance of the lessor in establishing 
and maintaining an Occupant 
Emergency Plan for that space. Where 
appropriate, the Designated Official may 
invite the participation of non-Federal 
occupants to become part of the plan.

§101-20.504-5 Initiating actimi.
The decision to activate the 

organization shall be based upon the 
best available infbrmatron; an 
understanding of local tensions; 
sensitivity of target agency(ies); 
previous experience; and the advice of 
the buildings manager. Federal 
Protective Service Official, and State 
and Federal law enforcement agencies. 
When there is an immediate danger to 
persons, such as fire, explosions, dr the 
discovery of an actual explosive device 
(not a bomb threat], the occupants shall 
be evacuated or relocated in accordance 
writh the plan, without consultation, by 
soimding the fire alarm system or 
through other acceptable means. When 
there is advance information of any 
emergency during normal duty hours, 
the Designated Official shall initiate 
action according to the plan, including 
evacuation or relocation of occupants. 
After normal duty hours, the senior 
Federal official present shall represent 
the Designated Official and initate 
action to cope with emergencies, 
including evacuation or relocation in 
accordance with the plan. As soon as 
practical, the Designated Official shall 
be apprised of the situation and 
consequent action.

(Next page U 2029)

F E D E R A L  P R O P E R T Y  M A N A G E M E N T  R E G U L A T I O N S  
( A M E N D M E N T  D - 7 4 ,  S E P T E M B E R  1 9 7 9 )

2028.1



OCCUPANT 
EMERGENCY PLAN

MODEL PLAN

Federal Protocfivo Servics Division 

Public Buildings Sorvico



PREFACE

YOUR ABILITY TO COPE WITH EMERGENCIES IS DIRECTLY 

PROPORTIONATE TO HOW WELL YOU PREPARE. THE PLANNING 

GUIDE FOR MANAGEMENT OF EMERGENCIES AND THIS MODEL 

PLAN, CORRECTLY USED WILL ASSURE THE DEVELOPMENT OF 

AN ADEQUATE ORGANIZATION AND PLAN. CAREFULLY REVIEW 

THIS MODEL BEFORE ATTEMPTING TO DEVELOP YOUR ORGANI

ZATION AND PLAN. REMEMBER THIS IS A MODEL AND NOT 

AN EMERGENCY PLAN FOR YOUR BUILDING. SPECIAL ASSIS

TANCE MAY BE OBTAINED FROM THE FEDERAL PROTECTIVE 

SERVICE AT _________.





EMERGENCY CALL LIST



I. EMERGENCY CALL LIST

BUILDING COMMAND CENTER 
Alternate

FIRE DEPARTMENT

POLICE SERVICES
Federal P ro tec tive  Service_ 
Local Police Department

BOMB DISPOSAL 
M ili ta ry 
Local Police

BUILDINGS MANAGER
(GSA and/or Lessor) _____
Hazardous M aterials Information 
Local
C h emtrec 800-424-9300

UTILITIES
Gas
Electric_
Water

MEDICAL
Hospital

DOCTORS

PARA MEDICAL SERVICES

AMBULANCE SERVICES

ON-SITE SERVICES 
Doctors

Nurses

F i r s t  Aid/CPR*
(See Floor Team Roster)

^CARDIO PULMONARY RESUSCITATION



ORGANIZATION



II ORGANIZATION
A COMMAND CENTER

The Conmand Center location  is

_telephone_

All emergency operations shall be d irec ted  from the Building 
Command Center. The Command Center Team includes:

Designated O ffic ia l  
Emergency Coordinator 
Floor Team Coordinator 
Damage Control Coordinator 
Medical Coordinator 
Administrative O fficer 
Technical Advisors

DESIGNATED OFFICIAL

S e le c t ,  organize and t r a in  an adequate s t a f f  
Develop emergency plan coordinated with a l l  tenants  
Manage emergencies
Estab lish  working re la t io n sh ip s  with S ta te  and 
Federal agencies having re sp o n s ib i l i ty  
Prepare occupants p r io r  to emergencies 
Direct occupants during emergencies 
Display information about the organization and 
i t s  r e s p o n s ib i l i t ie s

EMERGENCY COORDINATOR

Reports to  Designated O ffic ia l
A ssis ts  Designated O ffic ia l and represen ts  him
during his absence

FLOOR TEAM COORDINATOR

Reports to  the Emergency Coordinator 
Control planned movement and o ther a c t i v i t i e s  
of occupants
Coordinate f lo o r  and e leva to r  monitor a c t i v i t i e s

DAMAGE CONTROL COORDINATOR

Reports to  the Emergency Coordinator
Id en tify  u t i l i t i e s ,  f i r e  p ro te c t io n ,  corranunication
and o ther emergency equipment in the building



II ORGANIZATION
COMMAND CENTER TEAM

Id en tify  hazardous substances in the building
Maintain emergency ca l l  l i s t  fo r  u t i l i t i e s  and
hazardous substances
Direct Damage Control Team a c t iv i t i e s
Make recommendations regarding use of f a c i l i t i e s
and equipment

MEDICAL COORDINATOR

Report to Emergency Coordinator
Id en tify  ava ilab le  medical emergency serv ices
Maintain f i r s t  aid  equipment
Arrange CPR, f i r s t  aid and o ther paramedical
tra in in g
Maintain l i s t s  of q u a l i f ie d  team members

ADMINISTRATIVE OFFICER

Reports to  Emergency Coordinator 
Record enacted emergency procedures 
Maintains organization records (monthly update) 
Provide required adm in is tra tive  serv ices

TECHNICAL ADVISORS

Building Manager (GSA or Lessor)
Reports to Command Center
Provides information qnd advice to  the Emergency 
Coordinator about the building and i t s  operation 
p r io r  to  and during emergencies

Federal P ro tec tive  O fficer
Reports to Emergency Coordinator
Provides information and advice about emergency
procedures

NOTE: MESSENGERS SHOULD BE ASSIGNED TO AUGMENT COMMUNICATIONS
SYSTEMS AS NEEDED



II ORGANIZATION
COMMAND CENTER TEAM

Medical
Coordinator

Floor
Team

Coordinator

Damage
Control

Coordinator

Emergency
Coordinator

Designated
O ffic ia l

Administrative
O fficer

FI oor 
Team(s)

Technical
Advisors

Damage
Control
Team(s)

NOTE: The s ize  of the Command Center Team w ill depend
on the s ize  o f the f a c i l i t y .  Small f a c i l i t i e s  
may not need an Administrative O ffice r ,  Medical 
O fficer or Floor Team Coordinat>or.



IIA ORGANIZATION
COMMAND CENTER TEAM

Designated O ffic ia l 
T i t le
Telephone: Offi ce_ 

Home

Emergency Coordinator_ 
T i t le  ______ ”
Telephone: Office

Home

Floor Team Coordinator_ 
T i t le
Telephone

Damage Control Coordinator_ 
T i t le
Telephone_

Medical Coordinaotr_ 
T i t le
Telephone_

Administrative Officer_ 
T i t le
Telephone_

Technical Advisor 
T i t le
Telephone_

Technical Advisor 
T i t le
Telephone_



II ORGANIZATION 
FLOOR TEAMS

B. EMERGENCY FLOOR TEAMS

Emergency plans w ill be ca r r ied  out by the Emergency 
Floor Team assigned to  each f lo o r .  Floor Teams 
include:

Floor Monitor
Area Monitors ( there  may be more than 
one area monitor per f loo r)
Stairw ell Monitors 
Handicapped Monitors 
Elevator Monitors 
(Assigned to Floor Team where 
e leva tors  are captured)

FLOOR MONITOR

Report to Floor Team Coordinator 
Supervise Emergency Floor Team 
Coordinate emergency a c t i v i t i e s  on assigned 
f lo o r

AREA MONITORS

Report to Floor Monitor
Supervise s ta irw e ll  and handicapped monitors
Coordinate emergency a c t i v i t i e s  in assigned
area

STAIRWELL MONITORS

Report to Area Monitors 
Lead occupants to safe  area 
Search s ta i rw e l ls
R e s t r ic t  use o f s ta i rw e l ls  and esca la to rs  
during bomb inciden ts

HANDICAPPED MONITORS

Report to Area Monitors
A ss is t  assigned handicapped persons and handi
capped v i s i to r s
Help handicapped persons to safe  area

ELEVATOR MONITORS

Report to  Floor Monitor 
Capture assigned e levato rs
Reserve e levato rs  fo r:  handicapped, p o l ice ,  firemen,
medical, bomb disposal and o ther emergency serv ices



II  ORGANIZATION 
FLOOR TEAM

Floor
Monitor

,Add Areas 
as needed

— Elevator 
Monitor

Area 
i  Monitor

Area
Monitor

I  Elevator
! Monitor

S tairw ell
Monitor

Stairw ell
Monitor

*Add Monitors as 
needed

Stairw ell
Monitor

S ta irw ell
Monitor

Add Monitors as needed

Handicapped
Monitors

Handicapped
Monitors

NOTE: The s iz e  of the f lo o r  team is  dependent on the 
s ize  o f the f a c i l i t y .  Large buildings may need 
more than one area monitor per f lo o r .  Small 
f a c i l i t i e s  may not need area monitors.



FLOOR

Floor Monitor_ 
T i t le

EMERGENCY TEAM

Telephone_
S k il ls

*Area
Title^____
Telephone_
S k il ls

Monitor

S tairw ell
T i t le
Telephone^
S k il ls

Stairw ell
T i t le
Telephone
S k il ls

S tairw ell
T i t le
Telephone
S k il ls

S tairw ell
T i t le
Telephone_
S k il ls

Monitor

Monitor

Monitor

Monitor

Handicapped Monitors 
(with telephone numbers and s k i l l s )  
Match name of handicapped person with 
responsib le  monitor

NOTE: Ind icate  those having special s k i l l s  - 
f i r s t  aid/CPR. Those s k i l l s  th a t  would be 
useful during emergencies.________________  —

♦Complete one sheet per f lo o r .  Modify the sheet 
to  meet our building organization needs.



♦FLOOR

E lev a to r_
Telephone_

Elevator__
Telephone_

E le v a to r_
Telephone_

E le v a to r_
Telephone_

Elevator__
Telephone_

Elevator__
Telephone_

Elevator__
Telephone_

Elevator
Telephone_

E lev a to r_
Telephone_

E le v a to r_
Telephone_

E le v a to r_
Telephone

EMERGENCY TEAM

Monitor

Monitor

Monitor

Monitor

Monitor

Monitor

Monitor

Monitor

Monitor

Monitor

Monitor

♦ASSIGNED TO FLOOR TEAM WHERE ELEVATORS ARE CAPTURED

NOTE: Building with automatic e lev a to r  capturing 
system w ill not need to  hace e lev a to r  moni
to rs  fo r  every f lo o r ,  only the f lo o r  where 

_______ the e lev a to r  i s  captured.___________________



C. DAMAGE CONTROL TEAM

A team of people fa m il ia r  with building construc
t io n ,  operating system and equipment.

Report to Damage Control Coordinator 
Assess damage and a c t  to  control dangerous 
conditions including:

I n i t i a t e  f i r e  suppression or confinement 
A ssis t  f i r e  department 
Disconnect u t i l i t i e s  or equipment 
Bomb Search
Pro tec t or remove equipment, records, 
hazardous substances, e tc .
Rescue and f i r s t  aid 
Relocate or evacuate occupants 
Make emergency repa irs

♦DAMAGE CONTROL TEAM

LEADER_________________________________________
A lternate

Name_̂ ____________
Telephone
Ski 11 s/work hours_

Name
Telephone_
Skills/w ork hours_ 

Name
Telephone 
Skills/w ork hours_

Name
Telephone
Skills/Work hours_ 

Name
Telephone
Ski 11 s/work hours_

Name
Telephone________
Skills/w ork hours_

♦Additional teams may be required fo r  large buildings

NOTE: In federally-owned f a c i l i t i e s  th is  would
include the Buildings Managers personnel. 
In leased f a c i l i t i e s ,  these personnel 
would include build ing operator personnel.



D. AFTER-HOURS/HOLIDAYS TEAMS

An a l te rn a te  organization and team must be 
es tab lished  to  cope with "off  hour" emergencies. 
I f  a v a i la b le ,  the sen io r  Federal P ro tec tive  
O fficer will serve as a l te rn a te  coordinator.
The a l te rn a te  team may co n s is t  of maintenance, 
se c u r i ty  or o ther persons normally ava ilab le  
d u r in g 'b f f  hours.

AFTER-HOURS TEAMS



EMERGENCY PROCEDURES



Ill PLAN
MEDICAL & FIRST AID

COMMAND CENTER TEAM

Designated O ffic ia l  
Emergency Coordinator

Medical Coordinator

Floor Team Coordinator

Damage Control Coordinator

Adm inirirative O fficer

FLOOR TEAM

DAMAGE CONTROL TEAM

Single Emergency
Notify Floor Monitor 
Notify Medical Coordinator 

Multiple in ju r ie s :
Go to  Command Center 
Notify Command Center Team

Single Emergency 
Go to  scene 
Monitor a c t i v i t i e s  

Multiple in ju r ie s :
Go to  Command Center 
Advise regarding medical 
ass is tan ce

Multiple in ju r ie s :
Go to Command Center 
Coordinate & a s s i s t  Floor 
Teams

Multiple in ju r ie s :
Go to Command Center 
Activate Damage Control Team

M ultiple in ju r ie s :
Record a c t i v i t i e s

Provide f i r s t  aid/CPR 
Obtain medical a ss is tan c e  (See 
Emergency Call L is t)
Notify Emergency Coordinator 
Notify Federal P ro tec tive  Service 
Reserve e leva to r  fo r  emergency 
use. Meet responding emergency 
un it  a t  ground f lo o r  
M ultiple in ju r ie s :

Provide f i r s t  aid/CPR 
Report to Floor Team Monitor 
Verify medical a ss is tan ce  
response

Multiple in ju r ie s :
Provide f i r s t  aid and rescue 
serv ices
Report to Damage Control 
Coordinator



COMMAND CENTER TEAM

Designated O ffic ia l 
Emergency Coordinator

Damage Control Coordinator

Floor Team Coordinator 

DAMAGE CONTROL TEAM

III  PLAN
NATURAL DISASTERS 
ADVANCE NOTICE

A ctivate Command Center Team 
Review Plans 
Notify occupants

A ctivate Damage Control Team 
fo r  damage prevention work

Review plans with Floor Monitors

Building damage prevention 
Pro tec t windows and doors 
Secure outdoor objects



COMMAND CENTER TEAM

Designated O ffic ia l  
Emergency Coordinator

Floor Team Coordinator

Damage Control Coordinator

Medical Coordinator

Administrative O fficer

FLOOR TEAM

Elevator Monitors

DAMAGE CONTROL TEAM

III PLANNATURAL DISASTERS
During Emergency

A ctivate Command Center Team

Go to  Command Center 
Coordinate & a s s i s t  Floor Teams

Go to Command Center 
A ctivate Damage Control Team

Go to Command Center
Advise regarding medical a ss is tan ce

Go to  Coiraiand Center 
Record A c t iv i t ie s

Direct occupants to safe  locations

Capture assigned e levators  
R e s t r ic t  use u n ti l  determined 
safe  (mechanical sa fe ty  inspection 
may be required)

Assess damage
Determine needs fo r  co n tro ll in g
dangerous conditions
Report to  Damage Control Coordinator
Provide r e p a i r ,  rescue & f i r s t  aid
serv ices  as d irec ted
Iso la te  unsafe areas



COMMAND CENTER TEAM 

Designated O ffic ia l

Floor Team Coordinator

Damage Control Coordinator

Medical Coordinator

Administrative O fficer

III PLAN
FIRE

Go to Command Center 
A ctivate Command Center Team 
Verify f i r e  department response

Telephone_________________
Verify FPO response

Telephone_^  _____
B rief responding o f f i c i a l s

Go to  Command Center 
A ctivate Floor Teams 
Verify occupant s ta tu s  
Inform or in s t ru c t  occupants 
See Appendix A, Evacuation/ 
re loca tion

Go to  Command Center 
A ctivate Damage Control Team 
Determine building conditions 
(environmental - s t ru c tu ra l )

Go to  Corranand Center
Advise regarding medical ass is tan ce

Go to  Command Center 
Monitor & record alarm sequence 
Record A c t iv i t ie s



Ill PLAN
FIRE

FLOOR TEAMS 

FIRE FLOOR TEAM 

Floor Monitor

Area Monitor

S ta irw ell Monitors

Handicapped Monitors

FIRST FLOOR TEAM

Elevator Monitors

OTHER FLOOR TEAMS

A ctivate f i r e  alarm
Supervise evacuation
Verify evacuation
Report to  Floor Team Coordinator

Evacuate area occupants 
Inspect area to  assure to ta l  
evacuation
R e s tr ic t  e lev a to r  use
Report s ta tu s  to  Floor Monitor
(Including re lo ca tio n  of handicapped)

Lead occupants to  safe  area 
Inspect assigned s ta irw e ll  area 
Report s ta tu s  to  Area Monitor

Evacuate handicapped to  safe  area 
Report s ta tu s  to Area Monitor

Lead f i r e  department to  Control Center 
R e s t r ic t  building access 
A ssis t  with occupant evacuation

Capture assigned e levato rs  
Hold and a s s i s t  f i r e  department 
Report to  F i r s t  Floor Monitor

Inform occupants
Maintain control of occupants
Control egress
Employ Fire  Floor Team In s tru c tio n s  
I f  conditions become untenable



Ill PLAN
FIRE

DAMAGE CONTROL TEAM Report tq  Damage Control Coordinator
Activate Emergency Systems Plan 

Manual/automatic 
Smoke control 
F ire  extinguishment 
Emergency power

EMERGENCY SYSTEMS PLAN



I l l  PLAN 
BOMB THREAT

COMMAND CENTER TEAM
Designated O ffic ia l 
Emergency Coordinator

Floor Team Coordinator

Damage Control Coordinator

Medical Coordinator 

Administrative O fficer 

FLOOR TEAMS

Floor Monitors

Floor Teams

DAMAGE CONTROL TEAM

Go to Command Center
Verify FPO n o t i f ic a t io n  & response
Telephone:_____________________

Go to Command Center 
Activate a ffec ted  Floor Teams 
Inform o ther Floor Monitors

Go to  Corranand Center 
A ctivate Damage Control Team

Go to Command Center

Go to Command Center

Notify Floor Teams to s t a r t  search 
Report conditions to  Floor Team 
Coordinator

In s t ru c t  occupants to  search th e i r  
work area
Search assigned public areas and 
e x i t  routes
Report conditions to Floor Monitors

Search assigned areas including 
maintenance, s to rage , outside & 
roof top areas



I l l  PLAN 
BOMB INCIDENT 
SUSPICIOUS OBJECT

COMMAND CENTER TEAM
Designated O ffic ia l 
Emergency Coordinator

Floor Team Coordinator

Damage Control Coordinator

Medical Coordinator 

Administrative O fficer

Go to Command Center 
Activate Corranand Center Team 
Evacuate or re lo ca te  occupants 
Verify FPO n o t i f ic a t io n  & response 
Telephone:_____________________

Go to Command Center 
Notify Floor Monitors

Go to Command Center 
Notify Damage Control Team

Go to Command Center

Go to  Command Center 
Record a c t iv i t i e s



I l l  PLAN 
BOMB INCIDENT 
SUSPICIOUS OBJECT

FLOOR TEAMS 
(Affected Floors)

Floor Monitor

Area Monitors

S ta irw ell Monitors

FLOOR TEAMS 
(Non-involved f lo o rs )

F i r s t  Floor Team

Elevator Monitors

Carry out evacuation or re loca tion  
plan
Supervise evacuation
Verify evacuation
Report to  Floor Team Coordinator

Coordinate area evacuation 
Determine location  of suspicious 
ob jec t and i f  possib le  avoid using 
s ta i r w e l l s ,  e leva to rs  or e sca la to rs  
in inmediate area
Inspect area to assure to ta l  evacuation 
Report s ta tu s  including re loca tion  
o f  handicapped to Floor Monitor

Inspect s ta irw e ll  & e x i t  route 
Lead occupants to safe  area 
Report s ta tu s  to  Area Monitor

A fter evacuation r e s t r i c t  use of 
e le v a to rs ,  e sca la to rs  or s ta i rw e l ls

Control building access
Keep people away from building
perimeter to  avoid b la s t  e f fe c ts

A fter evacuation, capture e leva to rs  
Hold e leva to rs  & a s s i s t  emergency 
un its
Report to  F i r s t  Floor Monitor



I l l  PLAN 
BOMB INCIDENT 
EXPLOSION

COMMAND CENTER TEAM 

Designated O ffic ia l

Floor Team Coordinator

Damage Control Coordinator

Medical Coordinator 

Administrative O fficer

Go to Command Center
Verify FPO n o t i f ic a t io n  & response
Tel ephone__________________ _
Activate Command Center Team

Go to Command Center 
A ctivate Floor Monitors

Go to  Command Center 
A ctivate Damage Control Team

Go to Corranand Center

Go to  Command Center 
Record A c t iv i t ie s



FLOOR TEAM (Affected Floors) 

Floor Monitor

Area Monitors

S ta irw ell Monitors

Handicapped Monitors 

OTHER FLOOR TEAMS

FIRST FLOOR TEAM 

Elevator Monitors

DAMAGE CONTROL TEAM

III  PLAN 
BOMB INCIDENT 
EXPLOSION

Notify Floor Team
Supervise evacuation, f i r s t  a id ,
and rescue
Report conditions to Floor Team 
Coordinator

Coordinate area evacuation, f i r s t  
a id ,  and rescue
Inspect area to determine conditions 
Report to Floor Monitor

Inspect assigned s ta irw e ll  
Report conditions to  Area Monitors 
Lead ocbupants to  safe  area i f  
requi red

Move handicapped to safe  area

Inform occupants
Maintain control of occupants
Control egress
I f  conditions become untenable, 
evacuate to a safe  area

Control access to the building

Capture e leva tors
Hold un ti l  determined safe  fo r  use 
A ssis t  emergency teams

A ssis t  in rescue 
Control access
Inspect e le v a to rs ,  f i r e  p ro tec tion  
systems and u t i l i t i e s  
Report conditions to Coordinator 
Make required rep a irs



I l l  PLAN
HAZARDOUS MATERIALS 
GAS LEAK

COMMAND CENTER TEAM
Designated O ffic ia l 
Emergency Coordinator

Floor Team Coordinator 

Damage Control Coordinator 

Medical Coordinator 

Administrative O fficer

ORDER EVACUATION 
Notify Fire Department 

Telephone
Notify Federal P ro tec tive  Service

Telephone__________________
A ctivate Command Center Team 
Contact hazardous m ateria ls  expert

Tel ephone_______ __
Hold occupants a t  re loca tion  s i t e  
Do not permit reen try  un ti l  d e te r 
mined safe  by proper a u th o r i t ie s  
In case of explosion follow in s t ru c 
t ions  under Bomb Incidents 

Page_______________________
Go to re loca tion s i t e Command Center

Go to re loca tion s i t e Command Center

Go to re loca tion s i t e Command Center

Go to re loca tion s i t e Command Center

Go to re loca tion s i te ! Command1 Center



FLOOR TEAMS

Floor Monitor

Area Monitors

S ta irw ell Monitors

Handicapped Monitors

Elevator Monitors 

DAMAGE CONTROL TEAM

I I I  PLAN
HAZARDOUS MATERIALS 
GAS LEAK

A ctivate Floor Team
Supervise evacuation
Report to  Floor Team Coordinator
a t  re loca tion  s i t e  Command Center

Coordinate area evacuation 
Report conditions to  Floor Monitor 
Accompany area occupants to  re lo ca 
tion  s i t e
Hold occupants & await In s tru c tio n s

Lead occupants to  re lo ca tio n  s i t e  
via s a fe s t  route
Report conditions to  Area Monitor 
Hold occupants & await In s tru c tio n s

A ssis t  handicapped to  re loca tion  s i t e  
Report to  Area Monitor 
Remain with handicapped

Go to  re loca tion  s i t e  
Report to  Floor Monitor

Report to Damage Control 
Coordinator a t  re loca tion  s i t e  
Command Center

NOTE: In case o f explosion follow In s tru c tio n s  under Bomb Incidents
on Page_________________



COMMAND CENTER TEAM
Designated O ffic ia l 
Emergency Coordinator

Floor Team Coordinator

FLOOR TEAMS

II I  PLAN 
DEMONSTRATIONS

Go to  Command Center
Notify Federal P ro tec tive  Service
Telephone _________________
I f  no Federal P ro tec tive  Service 
u n it  i s  in the a rea ,  n o tify  the 
local po lice  department
Telephone______________ _______
Notify Floor Team Coordinator

Go to  Command Center 
Activate ground level Floor Team

Secure perimeter doors 
Avoid any in te ra c t io n  with demon
s t r a to r s
Prevent any occupant in te ra c t io n  
with demonstrators 
Follow in s tru c t io n s  of responding 
FPO's or local police



APPENDIX A - 
Evacuation & Evacuation Drills



IV APPENDIX A

EVACUATION INFORMATION 

Persons authorized to  order evacuation:

___________ (name)_________________________________  Designated O ffic ia l

  Emergency Coordinator

Fire O ffic ia l in-charge 

Federal P ro tec tive  O fficer 

Police O fficer in-charge 

Buildings Manager

Evacuation s ignals  

F ire : (Describe s ignal)

Method o f  n o t i f ic a t io n  fo r  complete o r p a r t ia l  evacuation:

Explosion, Fire o r  Gas Leaks

Method of n o t i f ic a t io n  fo r  complete o r p a r t ia l  evacuation:

Suspicious ob ject

Method o f n o t i f ic a t io n  fo r  complete o r p a r t ia l  evacuation:



IV A APPENDIX A

Relocation s i t e  l o c a t i o n  ( s ta te  sp e c i f ic  lo c a t io n (s ) )

Telephone ( i f  ava ilab le)

Building Entry Control method

Method of r e c a l l in g  employees

D rill  schedule 

Dates



FIRE DRILL TERMINATION ANNOUNCEMENT

MAY I HAVE YOUR AHENTIGN PLEASE.

MAY I HAVE YOUR ATTENTION PLEASE.

THE FIRE DRILL IS OVER.

PLEASE RETURN TO YOUR WORK STATION.

THE FIRE DRILL IS OVER.

PLEASE RETURN TO YOUR WORK STATION.



IV APPENDIX A

EVACUATION ANNOUNCEMENTS

FIRE DRILL ANNOUNCEMENT

MAY I HAVE YOUR ATTENTION PLEASE.

MAY I HAVE YOUR ATTENTION PLEASE.

A FIRE DRILL WILL BE CONDUCTED IN A FEW MINUTES.

WHEN THE BELL RINGS, PROCEED TO THE NEAREST STAIRWELL AND WALK

DOWN TO THE___________ FLOOR.

PLEASE DO NOT USE THE ELEVATORS.

WALK DOWN THE STAIRS TO THE _____  FLOOR AND PLEASE DO NOT USE

THE ELEVATORS.

WAIT IN THE LOBBY AND HALLS OF THE _____  FLOOR FOR FURTHER

INSTRUCTIONS.

"RING BELL"

NOTE: For build ing with a
public address system.



NOTE: For building with
a public address 

______s y s t e m . ___________

FIRE FLOORS 1-6

MAY I HAVE YOUR ATTENTION PLEASE.

MAY I HAVE YOUR ATTENTION PLEASE.

THERE HAS BEEN A FIRE REPORTED ON THE ______  FLOOR. WHILE THIS

REPORT IS BEING VERIFIED, THE BUILDINGS MANAGER WOULD LIKE YOU TO 

PROCEED TO THE STAIRWAYS AND EVACUATE THE BUILDING TO THE RELOCATION 

SITE. WAIT AT THE RELOCATION SITE FOR FURTHER INSTRUCTIONS. PLEASE 

DO NOT USE THE ELEVATORS AS THEY MAY BE NEEDED. PLEASE DO NOT USE 

THE ELEVATORS BUT PROCEED TO THE STAIRWAY.

THERE HAS BEEN A FIRE REPORTED ON THE ______  FLOOR. WHILE THIS

REPORT IS BEING VERIFIED, THE BUILDINGS MANAGER WOULD LIKE YOU TO 

PROCEED TO THE STAIRWAYS AND EVACUATE THE BUILDING TO THE RELOCATION 

SITE. WAIT AT THE RELOCATION SITE FOR FURTHER INSTRUCTIONS. PLEASE 

DO NOT USE THE ELEVATORS AS THEY MAY BE NEEDED. PLEASE DO NOT USE 

THE ELEVATORS BUT PROCEED TO THE STAIRWAY.



FIRE FLOORS 6-UP

MAY I HAVE YOUR AHENTION PLEASE.

MAY I HAVE YOUR AHENTION PLEASE.

THERE HAS BEEN A FIRE REPORTED ON THE

NOTE: For buildings
with a public 
address system.

FLOOR. WHILE THIS

REPORT IS BEING VERIFIED THE BUILDINGS MANAGER WOULD LIKE YOU TO

PROCEED TO THE STAIRWAYS AND WALK DOWN TO THE_______  FLOOR. WAIT

ON THE ______  FLOOR FOR FURTHER INSTRUCTIONS. PLEASE DO NOT USE

THE ELEVATORS, AS THEY MAY BE NEEDED. PLEASE DO NOT USE THE

ELEVATORS, BUT PROCEED TO THE STAIRWAY.

THERE HAS BEEN A FIRE REPORTED ON THE FLOOR. WHILE THIS

REPORT IS BEING VERIFIED THE BUILDINGS MANAGER WOULD LIKE YOU TO

PROCEED TO THE STAIRWAYS AND WALK DOWN TO THE_______  FLOOR. WAIT

ON THE ______  FLOOR FOR FURTHER INSTRUCTIONS. PLEASE DO NOT USE

THE ELEVATORS, AS THEY MAY BE NEEDED. PLEASE DO NOT USE THE

ELEVATORS, BUT PROCEED TO THE STAIRWAY.



MESSAGE TO NON-FIRE FLOORS

MAY I HAVE YOUR ATTENTION PLEASE.

MAY I HAVE YOUR ATTENTION PLEASE.

NOTE: For building 
with a public 

_______ ^ r e s s  system.

THERE HAS BEEN A FIRE REPORTED ON THE FLOOR. PEOPLE FROM

OTHER FLOORS MAY BE ENTERING YOUR AREA. PLEASE REMAIN AT YOUR 

DESKS WHILE THEY ARE IN YOUR AREA. YOU ARE IN A SAFE AREA.

THERE HAS BEEN A FIRE REPORTED ON THE FLOOR. PEOPLE FROM

OTHER FLOORS MAY BE ENTERING YOUR AREA. PLEASE REMAIN AT YOUR 

DESKS WHILE THEY ARE IN YOUR AREA. YOU ARE IN A SAFE AREA.



SUSPICIOUS PACKAGE (POSSIBLE BOMB) - AFFECTED FLOOR

MAY I HAVE YOUR ATTENTION PLEASE.

MAY I HAVE YOUR ATTENTION PLEASE.

WE HAVE FOUND A PACKAGE THAT WE CANNOT IDENTIFY ON THE ______  FLOOR.

THE OCCUPANTS OF   FLOORS, PLEASE WALK DOWN TO THE (Floor)

(Relocation S ite )  . USE____________STAIRWAYS. WAIT AT THE

RELOCATION SITE FOR FURTHER INSTRUCTIONS. PLEASE DO NOT USE THE ELEVA

TORS AS THEY MAY BE NEEDED. PLEASE DO NOT USE THE ELEVATORS, BUT 

PROCEED TO THE _______ STAIRWAYS.

WE HAVE FOUND A PACKAGE THAT WE CANNOT IDENTIFY ON THE ______  FLOOR.

THE OCCUPANTS OF   FLOORS, PLEASE WALK DOWN TO THE (Floor)

(Relocation S ite )  . USE____________STAIRWAYS. WAIT AT THE

RELOCATION SITE FOR FURTHER INSTRUCTIONS. PLEASE DO NOT USE THE ELEVA

TORS AS THEY MAY BE NEEDED. PLEASE DO NOT USE THE ELEVATORS, BUT 

PROCEED TO THE STAIRWAYS.

NOTE; The announcement can be made on the 
build ing PA system or could be made 
by a f lo o r  or area monitor.



SUSPICIOUS PACKAGE (POSSIBLE BOMB) -  NON-AFFECTED FLOORS

MAY I HAVE YOUR AHENTION PLEASE.

MAY I HAVE YOUR ATTENTION PLEASE.

THERE HAS BEEN AN EMERGENCY REPORTED ON THE ______  FLOOR. PEOPLE FROM

OTHER FLOORS WILL BE ENTERING YOUR AREA. PLEASE REMAIN AT YOUR DESKS

WHILE THEY ARE IN YOUR AREA. YOU ARE IN A SAFE AREA.

THERE HAS BEEN AN EMERGENCY REPORTED ON THE ______  FLOOR. PEOPLE FROM

OTHER FLOORS WILL BE ENTERING YOUR AREA. PLEASE REMAIN AT YOUR DESKS

WHILE THEY ARE IN YOUR AREA. YOU ARE IN A SAFE AREA.

NOTE: The announcement can be made on
the building PA system or could be 

_______ made by a f lo o r  or area monitor.



MESSAGE AT END OF EMERGENCY

MAY I HAVE YOUR ATTENTION PLEASE.

MAY I HAVE YOUR ATTENTION PLEASE.

THE EMERGENCY OVER

PLEASE RETURN TO YOUR WORK STATION.

THE EMERGENCY OVER

PLEASE RETURN YOUR WORK STATION.



W v t k "r W  ” • ’f r APPENDIX B -  
BUILDING INFORMATION



IV APPENDIX B

NOTE: This information w ill be 
very useful to emergency 
serv ice  personnel. In fo r
mation may be obtained 
from the buildings manager 
or operator.

Building Information Sheet

1. Building name:

2. Building number:

3. Address:

4. Year build ing completed:

5. Number o f  f lo o rs :

a) descrip tion  o f mezzanine(s)

b) descrip tion  o f basement(s)

6. Gross area: ____________________________________________ square f e e t

7. Net assignable  area: ___________________________________ square fe e t

8. Government occupied f lo o rs :  ________________________________________

9. Type o f construc tion : ______________________________________________

10. Description o f Emergency control cen ter :

a) Is i t  manned:

11. Description o f  f i r e  alarm system and s igna ls :



IV APPENDIX B
Building Information Sheet Continued

12. Description of automatic sp r in k le r  system: ________________

13. Description of voice communication system:

14. Description o f e lev a to r  capture and re c a l l  system:

15. Description of smoke de tec to r  system:

16. Description of standpipe system:

17. Description of o ther f i r e  p ro tec tion  fe a tu re s ,  e . g . ,  heat detection  

system: ____________________________________________________________

18. Description o f  emergency l ig h tin g  system:

19. Description o f s e c u r i ty  alarm system:

20. Required a u th o r iz a t io n ,  approvals (o ff  premises or w ithin building 

i f  m u lti- tenan t occupancy): _______________________________________



r APPENDIX C 
FLOOR PLANS
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APPENDIX D - EVACUATION/BOMB SEARCH CHART



IV D APPENDIX

EVACUATION/BOMB SEARCH CHART

BUILDING DATE

FLOOR

1

2

3

4

5

6

7

8 

9

Add f loo rs  
as required

Room nos. ,  
areas and 
wings may 
be under 
each f lo o r

EVACUATED SEARCHED REMARKS

NOTE: The chart provides a 
record of what areas 
have been searched, 
evacuated and times. 
I t  can be very useful 
when reviewing the 
e ffec tiveness  of the 
evacuation or search.

NOTE: Remarks can include
where persons are 
re lo ca ted ,  who searched 
f lo o r ,  time of evacua
t io n ,  e tc .



P



IV APPENDIX E

OCCUPANCY INFORMATION SHEET

Primary Occupant Agency:

Number o f Federal Occupants:

Number o f Non federal Occupants: 

Total Number o f Occupants: _____

Occupant, in c l .  
Non federal **

Type of 
Occupancy

Contact O f f ic ia l /  
Phone NumberFloor *

* *
Begin with lowest f lo o r ,  e . g . ,  subbasement, and work up. 
Enter each separa te  occupant on a separate  l in e  and en te r  
appropriate  information in 2 right-hand columns fo r  each.

NOTE: Because agencies move, increase and 
decrease personnel, th i s  sheet may 
be reviewed p e r io d ic a l ly  and updated.



GENERAL SERVICES ADMINISTRATION
ROUTING SLIP

TO CO R1 R2 R3 R4 R5 R6 R7 R8 R9 RIO
N A M E /T IT I.E CORRESPONDENCE SYMBOL

□  a l l o t m e n t  s y m b o l  

r~l A P P R O V A L

□  A S  R E Q U E S T E D

□  C O N C U R R E N C E
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□  I N I T I A L S

□  N E C E S S A R Y  A C T I W

□  N O T E  A N D  R E T U R N

tZI P E R  O U R  C O N V E R S A T I O N  

n H  P E R  T E L E P H O N E  C O N V E R S A T I O N

□  R E A D  A N D  D E S T R O Y

□  R E C O M M E N D A T I O N  

O S E E  ME

□ S I G N A T U R E

□  y o u r  C O N M E N T

□  y o u r  i n f o r m a t i i ;

□

r e m a r k s

FROM GO R1 R2 R3 R4 RS R6 R7 R8 R9 RIO
N A M E / T I T L E C O R R .  S Y M B O L

U i P ^ 3 f =
B U I L D I N G , R O O M , E T C .

T E L E P H O N E D A T E

☆  D. S .G P O :1 9 7 4 -0 -5 8 5 -7 0 7 /9 A F O R M  «  A GSA J U N  6 7  14


