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SIEUINLASINTANYIBARDNTALANLNARNLAY

Building Emergency Response Team

(Insert names and numbers of Building Emergency Response Team members to
be contacted, either during working hours or after-hours.)

Title:  Property Manager

Name;

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Title:  Building Manager

Name:

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Title:  Building Attendant

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Title:  Senior Technician

Name;

Position:

Wi\swanTasams 2563\7. swauffoaunazndlvmansznuanaden (monitoring)\4. swaasmsduiinerds 1.2563\7.
Tudamauda 1\1. meau\wuan\ienmsnngnd\17 EMRes_TH (1).doc

Last revised8/13/2020
Created by apinant_uto 4 EMRes_TH/AU/PT



Office CBRE

Office Phone:

Home Phone;

Cellular/Pager:

Title:  Administration

Name;

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Title: Technician

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Title: Technician

Name:

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Title:  Technician

Name;

Position:

Office Phone:

Home Phone:
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Cellular/Pager:
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Tenants

(Attach copies of Tenant Emergency Information forms (in suite number order)

Tenant Name:

Primary

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Secondary

Name;

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Sub contractor

(Insert the property’s list of vendors and service providers that contains name,
service provided, emergency contact, and the office and after-hour emergency

telephone numbers for each)

Security Services

Vendor Name:

Name;

Position:
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Office Phone:

Home Phone;

Cellular/Pager:

Cleaning Company

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Pest Control

Vendor Name:

Name;

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Gardening

Vendor Name:

Name;

Position:

Office Phone:

Home Phone;

Cellular/Pager:
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Insurance

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Air-condition

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Waste Water

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Fire Pump

Vendor Name:

Name:

Position:
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Office CBRE

Office Phone:

Home Phone;

Cellular/Pager:

Closed-circuit television

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Lift

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Cooling system

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:
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Generator

Vendor Name:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:
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Owners

(Insert the names and numbers of individuals to be contacted, either during

working hours or after-hours.)

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Name;

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Name:

Position:

Office Phone:

Home Phone;

Cellular/Pager:

Name;

Position:

Office Phone:

Home Phone:

Cellular/Pager:
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Public & Local Services

FIRE DEPARTMENT 199
POLICE DEPARTMENT 02 000 0000
HOSPITAL 02 000 0000

LOCAL DISASTER PREVENTATION AND MITIGATION

HAZARDOUS MATERIALS 000-0000

LOCAL AUTHORITY 000-0000

Local Disaster Preventation and Mitigation 02 354 6858
UTILITIES

(Put information as much as possible)

Police Department

Name;

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Fire Department

Name:

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Hospital

Name:
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Office CBRE

Position:

Office Phone:

Home Phone:

Cellular/Pager:

Name:

Location:

Emergency Phone:

Reception:

Name:

Location:

Emergency Phone:

Reception:
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SILATLALAUDINTNE AL

o/ [ ga
maa&amwaau

ladayamwnine (Building Name) was built in 1972-1974 and consists of 38 occupied

floors, 3 levels of parking below grade, a mechanical room on the 39th floor and
retail space in the main lobby, totaling 1,103,000 square feet.

(Building Name) is fully equipped with a sprinkler system that functions with a
diesel-operated fire pump and a complete smoke evacuation system. A
complete floor-by-floor fire alarm system enables fire personnel to identify and
locate a fire precisely. The heating, air conditioning and ventilation systems are
designed for a state-of-the-art smoke evacuation system.

The emergency system is powered by a diesel-operated generator and has the
capacity of delivering 200 KVA. The system is designed to power emergency
lighting, elevators and the fire alarm system, as well as the smoke evacuation

system.
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“ladoyaniwng ATTENTION, PLEASE. ATTENTION, PLEASE. The signal
tone you just heard indicates a report of a fire in the building. If your
floor evacuation signal sounds after the message, walk to the nearest
stairway and leave the floor. All handicapped occupants shall follow
the building evacuation plan. While the report is being verified,
occupants on other floors should await further instructions.”
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1ule #1, located on the south side, connects levels 39 to the lobby and

exits directly into the south side of the lobby.

Stairwell #2, located on the north side, connects levels 39 to the lobby
and exits directly into the north side of the lobby.

Stairwell #3, located on the north side, connects parking level 3
through the lobby.
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qapsaNnaAnsEiifinmeNIIRfaNENgNIRY

1%t through 12" Floors: corner of Jackson and Main Streets
14™ through 26" Floors: Hancock Park
27" through 35" Floors: Walgreen's parking lot

(wunuanneaziBenrasqaiinsannansdiifameanisnianengniau)
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Report No. shasqutaai:

To &e:

Incident Nature awua:

Location of occurance sauviiiaua:

Date and Time of occurance Suuagnaiiiiawa:

INCIDENT REPORT

Incident Details ssaznsuauasanug (INcludes brief details of occurrence, description

of culprit if known, i.e. clothing, physical appearance, distinguishing features, et
msaglinetazass e, anraiednssyinda (613) uazdug

List Details of Property Missing or Damaged siuniswiwsiguidavsaganna (Include

brief details of items, giving descriptions, identifying marks and value) seaugea
usstnedneaizanudamarasnindduiiiadu

1

2

3
Local Authorities iwindivdiAertas@avasiuasfnsa) Officer's Name and Telephone Number
Witness Name wenu(@auazivasiasia) Name and Telephone Number

Reported by syeonatae
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Optional & uniséia

FURTHER DETAILS saaznsuavisan (any other information that you think it would

be useful to investigate) agmesuasuainduidevasiumgmsaiviiaadu

Picture of Incident awaaAasuaNITal
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First
“Please stand by. We are having a minor problem due to . Just
stay calm. Our technicians are already on their way to open the doors for

you.

Second
Please stay calm. We know you are still there. We can monitor you
through our camera inside the elevator (in case that CCTV is installed in

the lift car). In just a short while the door will be opened.

Third
We are sorry for the inconvenience. Please don't panic. Please stand by
for instructions
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Appendix

Appendix 1: Fire: Document for Tenant

Fire Warden / Assistant Fire Warden

On hearing fire alarm:-

a. All Fire Wardens and Assistant Fire Wardens shall conduct physical

checks on their respective floors for sign of fire

b. If the fire is not on his floor, the Fire Warden / Assistant Fire
Warden shall alert all occupants on his floor to be ready for

evacuation

c. If it is confirmed that the fire is on his floor, he shall inform his
Coordinator and initiate immediate evacuation for his floor, at the
same time trying to extinguish the fire if possible without taking

any personal risk

d. Check all offices and alert everyone on his floor to evacuate in an

orderly manner using the nearest exits

e. Ensure that the disabled, children, pregnant woman, etc. If any,

are given particular attention during evacuation

f. Leave the building after ascertaining that all the occupants of the

floor have complied with his order
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g. On reaching the assembly area, conduct a roll call of the staff
present and report the evacuation status, in person, to the

Coordinator or Assistant Coordinator

WHOM TO CONTACT

If you have any queries with regard to any matter on fire safety

prevention, please contact:

Building Manager at Tel. 66 (2) xxx xxxx

IF YOU DISCOVER A FIRE

e Activate the nearest “Pull Manual Alarm” call point in order to ensure

that the building is aware of the existence fire

e Get everyone out of the room where the fire is and close the door to

stop then spread of smoke and fire

e See that everyone leaves the office. Plan a safe escape routes for your

staff now, even if you never have to use them

e Call the Fire Brigade at Tel. 199 make sure that all members of your

staff know this number
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After you have called the Fire Brigade, you can then try to extinguish the fire but
only if you can do so without endangering yourself or others
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Fire Extinguisher Selection and Use

Fire extinguishers are an integral element in the emergency management
system at the Building. While portable fire extinguishers are simple to use
there are some basic points to remember about the selection and operation of
fire extinguishers if confronted by a fire.

Selecting a fire extinguisher

The selection of a fire extinguisher is governed according to the class of fire.
The table below outlines which fire extinguisher should be used to extinguisher

NOTES
Class of Fire LIMITED indicates that the sxtnguishan is
tha agent of chaice for the class of fire, b
/ A B C E F that it will have limited sxtinguishing eapabiity.
Wood peper  Fhermatie o Eneighee] Quciiig e

DS [

YES ol il Class 1 firos (rvohving combustibée matals)
s only special purpase extinguishers and
sesh wapert advece

COMMENTE
Raler to Appendic A of AS 2444

Type of Fire Extinguisher

i . Water
g Wet Chemical

Dangerous if used on flammable liquid, live
electrical aquipment and cooking oil/fat fires.

Dangerous if used on electrical fires.

5 i Pawder AB(E)

C
Z
=
m
o

Foam Dangerous if used on electrical firee.

Special powders are available specifically for
various types of metal fires (seek expert advica).

NN x>
N N>
'\'\'\'\‘K‘&X

Powder B(E) various types of metal fires (seek expert advice),
=4 Generally not suitable for outdoor use.
LIMITED
Carbon Dioxide Suitabis only for small fires.
- - =
LIMITED LIMITED Check the characteristics of

Vaporising Liquid

NS ENIN NS

v

X

/ Special powders are avallable specifically for
X

X

the specific extinguishant.

PO HeOSE REEL. A TYPE NOTE: Ensurs you
m FIRES ONLY  miritain o path of

NOTE: Use as a blanket
Ao wrap angund & human
forch (ansurs you mplsce

Paper. wood  egress botween you
after evary usa),

and plastics nnd the reameat mxit

Extract - AS 2444-2001

each class of fire.

Operating a Fire Extinguisher

Fire extinguishers should only be used when it is safe to do so. When using a
fire extinguisher there are some basic principles which can be easily
remembered from the acronym PASS:

Pull the Pin

Aim at the base of the fire

Squeeze the top handle or leaver

" un > T

Sweep from side to side
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Whenever fighting fires it is always advised to raise assistance prior.
Also, when attempting the extinguish a fire the person(s) should ensure a safe
means of exit — Never let the fire get between you and the exit.
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STANDARD FIRE
ORDERS

ACTIONS TO BE CONSIDERED
ON DISCOVERING A FIRE

“RESCUE" any person/s in

immediate danger.

"ALARM" Raise the alarm.

Contact the Emergency Serviced or
contact Management Staff on
Extension 02 xxx xxxx

Activate Break Glass Alarm.

“CONTAIN" Close doors to

contain the fire.

"EXTINGUISH" Attempt to

Extinguish the fire only if you

- S, ™

are trained and it is safe to do so.

CONTAIN

&

s

EXTINGUISH
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Appendix 2: Bomb threat

Bomb Threat

Date of Incident:

Today's Date:

Name:

M 415 PM Check the box and fill in the time when the action has been

completed.

Prevention

O___ 1. All tenants and personnel, especially those involved in security, reception
and mail handling should be aware of and review the emergency action plan
devised for a bomb threat.

[___ 2. The Bomb Threat Information Form should be made available to all
tenants and specifically distributed to those who potentially might receive a

threat.

Detection

If the bomb threat is received by phone:

0___1. Remain calm and obtain as much information as possible.

[___ 2. Ask the caller to give the exact location of the device.
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0___ 3. Ask the caller for the time set for detonation.

0____4. Ask the caller for a description of the device.

[___ 5. Ask the caller for the reason why the caller has placed the bomb.
[___ 6. Record the exact words used by the caller to describe the situation.
0___ 7. Complete the Bomb Threat Information Form.

O____8. Notify the police and the Property Manager.

If the bomb threat is received in writing:

0___1. Save all materials, including envelopes or containers.

0___ 2. Avoid any unnecessary handling of the materials.

O____3. Notify the police and Property Manager.

Assessment

0___ 1. The Property Manager will maintain a command centre and overall
supervision of the response to the bomb threat.

0___ 2. The Property Manager will inform the Tenant Floor Wardens of the
threat and detonation time, if known.

[___ 3. The Tenant Floor Warden will calmly inform employees that a bomb
threat has been received.

O___4. The Regional Manager and the designated owner representatives will be

notified as soon as possible.

Immediate Action

If the location and/or existence of a bomb is “unknown":
0___1. The Tenant Floor Warden will ask employees to examine their work area

for unusual or suspicious boxes or items.
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0____ 2. If a suspicious item is found, the police will be notified immediately.
O___3. The Tenant Floor Wardens will instruct employees to evacuate the
building.

0___ 4. Upon exit, all doors will be left open to reduce possible concussion in

the event of an explosion.

If the location and/or existence of a bomb is "known":

O___1. The Tenant Floor Wardens will instruct employees to evacuate the
building.

0___ 2. Upon exit, all doors will be left open to reduce possible concussion in

the event of an explosion.

DO NOT ATTEMPT TO DISARM OR MOVE A SUSPECTED EXPLOSIVE DEVICE
UNDER ANY CIRCUMSTANCES.

Post-Incident Action

O____1. Keep detailed reports of all events regarding the incident
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Appendix 3: Evacuation Procedures for Individuals with a Disability

Evacuation Procedures for Individuals with a Disability

Persons with a disability or medical condition may not be able to evacuate
without special assistance. Employees should inform their Floor Warden of any
special needs that may be necessary during an emergency situation using the
Emergency Evacuation Special Needs Notification (See Attachment A). The Floor
Warden will communicate the special needs with the Emergency Evacuation
Team Leader and other emergency personnel as appropriate.

The Floor Warden should ensure that individuals with disabilities are provided
with assistance during an emergency situation. Never attempt to use an
elevator unless instructed to do so by emergency personnel.

Buddy System Option

Make use of a "Buddy System." Individuals with a disability should inform
colleagues of any special assistance that may be required in the event of an
emergency or emergency evacuation (i.e, hearing the alarm, guidance during
the alarm, etc.).

When there has been notification of an emergency situation, the "Buddy" will
make sure of the location of the person with a disability, then go outside and
inform emergency personnel that a person in that location needs assistance in
leaving the building. Emergency personnel will then enter the building and
evacuate that person.

Evacuation Options during an Emergency
Use of the "Buddy System" along with the following evacuation options will help
to assure the prompt evacuation of any person with a disability.

e Horizontal Evacuation

Move away from the area of imminent danger to a safe distance (i.e.
another wing, adjoining building, opposite end of corridor, outside to
ground level).

e Vertical (Stairway) Evacuation

Stairways can be used by those who are able to evacuate with or without
assistance. Persons with sight disabilities may require the assistance of a
sighted person. Persons who must use crutches or other devices as

Wi\swawTasams 2563\7. swnuilosiunazudlvmansznudaniaden (monitoring)\4. swanasmsduiinerds 1.2563\7.

Tudamania 1\1. seau\wuan\enmsnngnd\17 EMRes_TH (1).doc

Created by apinant_uto 109 Last revised8/13/2020
EMOffice/AU/PT



Office CBRE

walking aids will need to use their own discretion, especially where
several flights of stairs are concerned.

e Stayin Place

Unless danger is imminent, remain in a room with an exterior window
and a telephone closing the door if possible. Dial 199 (if this hasn't been
done). The operator will give emergency personnel the location of the
disabled person who needs evacuation assistance. If phone lines fail, the
disabled person can signal from the window by waving a cloth or other
visible object.

e Area of Refuge
If the person with a disability cannot get far away from the danger using the
Horizontal Evacuation, then that person should seek an area of refuge away
from danger. Such an area should have the following if possible: 1)
telephone communication, 2) a sprinkler system, 3) fire rated doors, walls, or
ceilings if available. Specific areas of refuge for our building would be (/Insert
areas of refuge here).
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TYPES OF BOMB THREAT AND HOW TO DEAL WITH THEM

By Telephone

e The receiving party should be calm and courteous. Listen carefully and write
down all the information that the caller provides before he hangs up. Try to
write his exact words as possible.

e Try to encourage the caller to talk for longer in order to get as much as
information as possible. Listen for speech characteristics such as intonation,

pronunciation, tone that may describe the person’s, age, sex, nationality, etc.

e Pretend to have difficulty in hearing or refer the caller to a more senior
person.

e Seek exact conformation about the identity of the person/office being
threatened, the floor location, and the time the bomb is set to explode and
type of device.

e Report all the above information to the Security Department immediately.

Written Communications

e The bomb threat received through a letter form, note or telegram should be
retained carefully handled and handed over to the Security Department
immediately for evaluation.

Personal Contact

e Any person who receives a bomb threat personally or who overhears a threat
being made should immediately notify the Security Department. Details of
physical characteristics (height, weight, sex, age, color of skin, hair, eyes, etc.)
of the person making the threat should be noted down. The mode of
transportation used by said person such as the make, model and registration
plate details of any vehicle used should likewise be noted down and
reported.

Car/Package/Letter Bomb
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e Contact the Security Department immediately if a car bomb or
package/letter bomb is found. Do not attempt to touch or move the bomb.
Report the exact location and any other details immediately.
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Appendix 4: Earth Quake Procedure

Earthquake

Date of Incident:
Today's Date:
Name:

Zl 4:15 PM Check the box and fill in the time when the action has been
completed.

Prevention

(1 1.The Property Management Team will develop a printed checklist to

ensure that all areas of the property are covered and thoroughly inspected for
injuries and damage control and to record the corrective action taken.

L] 2. The Property Management Team will train all property security
personnel in basic first aid and cardiopulmonary resuscitation.

L] 3. The Property Management Team will coordinate a training program

with the Chief Engineer that ensures that all supervisory personnel are
thoroughly familiar with the location of public utilities, entry points and the
methods of shutting off these utilities in case of emergency.

L] 4. The Property Management Team will make certain that the

command post area is safe and that all items stored above head level are
secured or removed.

L] 5. The Property Management Team will ensure that a portable radio

with extra batteries, flashlights with extra batteries and a First Aid Kit (including a
shock/fire retardant blanket) is always kept in the Management Office.

Detection
L] 1. The Tenant Floor Wardens will instruct tenants to remain calm and
not panic.
L] 2. The Tenant Floor Wardens will instruct tenants to take shelter away

from windows and seek protection under tables, in doorways, under desks or
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other objects that offer protection from flying glass, debris and furniture that
may fall during an incident.

Persons in elevators upon detection of an earthquake:

L] 1. Persons riding in an elevator at the time of an earthquake will stop at
the nearest floor and exit the car.

L] 2. If the elevator comes to a stop between floors, remain calm, push the

“Emergency Call” button and wait for emergency instructions from the operator.
Do not panic - THE CAR WILL NOT FALL.

Assessment

[] 1. The Tenant Floor Wardens will instruct tenants not to leave the
sheltered area until the quake is over.

L] 2. The Tenant Floor Wardens will instruct tenants to turn off electrical
equipment.
[] 3. The Tenant Floor Wardens will instruct tenants not to use matches if

the power fails.

L] 4. The Tenant Floor Wardens will instruct tenants to use the telephone
only if there is an emergency.

L] 5. The Tenant Floor Wardens will inform tenants that they must wait for
instructions from the Fire/Life Safety Director before exiting the sheltered area.
L] 6. The Tenant Floor Wardens will inform tenants to be prepared for
aftershocks.

L] 7. Notify the Regional Manager and the designated owner
representatives as soon as possible

Immediate Action

L] 1. All property personnel will take cover under tables, desks, in interior

doorways or under other objects that offer protection from flying glass of
windows and falling debris, including furniture, bookcases and filing cabinets.

Post-Incident Action
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L] 1. The Property Manager will establish a command center and provide
overall supervision of the earthquake response activity.

L] 2. The Emergency Response Team will turn on their radios for
emergency information and avoid using the telephones.

L] 3. The Emergency Response Team will check for injuries, cover injured

persons with blankets or coats to keep them warm and stop any bleeding injury
by applying direct pressure over the wound site.

L] 4. Damage and injuries should be reported immediately to the
command center.

L] 5. The Emergency Response Team should prevent moving injured
persons unless they are in immediate danger of further injury.

L] 6. The Emergency Response Team should inspect assigned areas and

immediately report any fires, smoke, ruptured pipes or any other damage that
requires immediate attention.

L] 7. The Emergency Response Team, whenever possible, should correct
dangerous conditions that pose a hazard to tenants.

L] _____ 8. The Emergency Response Team should use the fire extinguishers to
put out fires as soon as possible.

L] 9. The Emergency Response Team should assist the civil defense or
local fire or police department personnel as directed.

L] 10. The Chief of Security should evacuate, cordon off and prevent
access to any area that poses a risk for injury or looting.

L] 11. The evacuation of an area or the entire building will be determined

by civil defense, fire or police department authorities or the ranking
management person on duty.

L] 12. At the earliest opportunity, the Regional Manager and designated

representatives of the owner must be given a complete verbal report of the
situation. A written report, including photographs, should follow as quickly as
possible.
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STANDARD EARTHQUAKE ORDERS

ACTIONS TO BE CONSIDERED ON
EARTHQUAKE

TangUHuis snsinawkuAulng

"I

Take cover against a desk or
table if things are falling

Do not use elevators
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Face away from windows and
glass. Move away from exterior

walls
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Move away from file cabinets,
bookshelves or other things that

might fall

[
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Do not evacuate while Earth quaking
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Appendix 5: Power Failure

Power Failure

Date of Incident:

Today's Date:

Name:

M 415 PM Check the box and fill in the time when the action has been

completed.

Prevention
O____1. Ascertain if back-up/emergency sources of power are available in the
building and for how long those sources could be sustained in an emergency

situation.

Detection
0____1. Ascertain if the power failure affects only (Name of Building) or if

surrounding properties have also lost power.

Assessment

0___ 1. The engineering staff should immediately examine the building's
switchgear and determine if the outage is total or just on a single phase.

0___ 2. If the building has lost only one phase, then the engineering staff should
manually trip the switchgear and take the building off-line, testing any motor

that remains running.
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Immediate Action

0___ 1. Call the emergency number for the electricity supply company that
serves the affected building and give them the property’'s address and circuit
numbers. (the Chief Engineer will have the circuit numbers.)

0___ 2. Check that the emergency generator is functioning and implement the
contingency plan regarding for additional fuel supplies for the generator.

0___ 3. Verify that all lifts elevators have returned to the ground floor and that
no-one is trapped.

O___4. The Tenant Floor Wardens should alert the tenants of the situation and
instruct them to remain calm.

0O___ 5. If the power outage is expected to persist, the Tenant Floor Wardens
should notify the tenants again so they can make decisions as to their business

operations.

Post-Incident Action

0____1. Restore normal business as soon as possible.

O____2. Contact the electricity supply company to find out the reason for the
outage and inform the tenants.

O____3. Maintain a log and report all events regarding the power outage.
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Appendix 6: Firearms Lethal Weapons Control

For Contractual Security Guards and Private Bodyguards of Tenants :

e Occupant/tenant shall officially notify the Building Manager regarding the
engagement services of the Security Company together with a list of guards

prior to deployment

Said personnel may only carry their firearms while in uniforms and when
covered by an official mission order or authorization issued by the security

agency.

Private bodyguards are not allowed to carry firearms inside the building

unless he/she has a current permit to carry a firearm license.

Government, Police, military personnel in the course of actual performance
of duty shall be allowed to carry their firearms but shall be required to

coordinate with the security department prior to entering the building.

Government, police, military personnel not on duty shall be required to

deposit their firearms and follow the basic policy
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