Bomb Threat Checklist Instructions: Listen! Do not interrupt the caller! Keep the caller talking.

much information as possible.

Get as

Name of Operator and Firm:

Time Date

Caller’s Identity:

Male |Fema|e Approximate Age:

Voice Characteristics:

Loud Deep Pleasant Raspy
Intoxicated Soft High Pitched Other
Speech:

Fast Slow Distinct Distorted
Stutter Slurred Nasal Other
Language:

Excellent Good Fair Poor
Foul Other

Accent:

Local |Foreign |Region Race
Other

Nationality:

Manner:

Calm Rational Coherent Deliberate
Righteous Angry Laughing Emotional
Irrational Incoherent Other
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	Rent Payment Procedures.  Because we do not render monthly invoices, please keep in mind that your rent is due on the first day of every month.  Inquiries regarding your account may be made to Joy Barney at jbarney@akridge.com or 202.207.3930.
	Annual Rent Settlements.  Each April, our Accounting Department forwards information, also known as a settlement, regarding expenses from the previous calendar year and its impact on your rental amount.  We put forth every effort to maintain expenses ...
	Access Control System. 1121 14th Street is equipped with an access control system monitored by Datawatch Systems.  The main entrance doors, located on 14th Street, are locked from 8:00 am to 6:00 pm Monday through Friday and 24 hours on weekends and h...
	Datawatch Access Keys.  Datawatch access key cards are issued to you prior to your move-in.  It is very important that you keep track of those key cards that are authorized for new employees and revoke any access key cards that are lost.  Authorizatio...
	Visitors and Special Admits.  If you are expecting a visitor after hours, you must make prior arrangements with Datawatch or building management to admit your visitor into the building.  To arrange weekday admittance during business hours, building ma...
	Daytime Security.  Security of your suite is important to us and we ask you for your cooperation in maintaining its integrity.  Be mindful of the differences, if any, between the hours of your reception area coverage and the securing and unsecuring of...
	Additional Security. As a measure of additional security, we provide a lobby attendant 7:00 am to 11:00 pm Monday through Friday. The lobby attendant is there to assist you, and is mainly responsible for checking the building periodically and observin...
	Datawatch Systems has additional suite security systems available for a nominal cost if your firm requires additional security.  If you need additional daytime security, please contact your Property Manager and they will be happy to discuss the securi...
	During normal business hours, we use a visitor management system called Building Engines.  Please contact your Property Manager to create a username and login.
	Independent Use Procedures. As we are committed to providing excellent elevator service, we have established certain procedures for "private use," or taking an elevator out of service for independent use.  When you are expecting a large delivery, plea...
	Elevator Malfunction Procedures.  Each elevator is equipped with a voice communicator, which communicates directly with Datawatch Systems’ Monitoring Center.  In the event an elevator should malfunction while you are in the cab, open the emergency tel...
	General
	FIRE ANNUNCIATION SYSTEM AND EMERGENCY EVACUATION
	Smoke and heat detectors should never be tampered with- they save lives.
	Fire Annunciation.  If a smoke or heat detector is activated or a pull station is pulled, the fire bells will sound the floor above, the floor below and the floor the alarm was activated.  (NOTE:  these bells are not connected to the fire department –...
	1121 14th Street is equipped with a state-of–the-art fire alarm system that will only evacuate sections of the building as necessary.  One floor above the point of alarm, one floor below and the floor that is in alarm will be the only floors that will...
	To aid the fire department in locating a fire, there is an annunciator panel installed in the first floor lobby.  When any of the devices described above are activated, the floor, location, and apparatus will light up on the panel.
	Reporting Procedures.  When a potential emergency is detected, time is of the essence.  If you encounter a fire or potential emergency, go to the nearest pull station and pull it.  This will set off fire bells that can be heard and will alert other oc...
	Evacuation.  The single most important step in a safe evacuation is NOT TO PANIC.  Staying calm will enable you to accurately evaluate the situation, follow instructions, and safely evacuate the building.
	Electrical Power Outage.  Loss of electrical power in a building can cause inconvenience, but there is no need to panic.  All Akridge buildings are equipped with emergency lighting systems that illuminate stairway lights, exit lights, and designated l...
	Bomb Threats.  Although many bomb threats are pranks, every bomb threat must be dealt with as if it were real.  If you receive a bomb threat while on the phone, signal to an available person in your office to call 911 immediately and then the property...
	PARKING
	If you have questions regarding parking you may contact your Property Manager.
	CLEANING
	The cleaning company is Metropolitan Building Services.  If you have question regarding your cleaning services you may contact your Property Manager.
	As required by law, the building is a non-smoking facility.  Consequently, all public areas shall be designated as non-smoking, including the garage, elevator lobbies, stairwells, all restrooms, the loading dock and all retail spaces.  In other outdoo...
	INDOOR AIR QUALITY
	We contract with a professional firm to provide annual air quality inspections.  Comprehensive analyses are made of representative samples of the indoor air in the building – together with an assessment of the ventilation rates, filtration status and ...



