DULLES STATION EAST
EMERGENCY PROCEDURES
ACKNOWLEDGEMENT FORM

Each tenant is required by law to observe and cooperate with the DULLES STATION EAST
Emergency Procedures and to enforce occupant participation in all related training
and drills. It is tenant’s responsibility to review the Emergency Procedures with all
employees and to ensure that the manual is available for immediate reference in the event
of an emergency.

By signing this form, tenant acknowledges the receipt of the DULLES STATION EAST
Emergency Manual; acknowledges that the information provided is clear; and
acknowledges the responsibility to share the contents of the manual with tenant's
entire staff and any new employees that join the company.

Tenant Company Name

Authorized Individual

Authorized Signature

Date

Please return this form to the Management Office within 30 days of tenancy. Retain
one copy for your records.

TRANSWESTERN
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	SECTION 1
	MANAGEMENT OFFICE
	SECTION 2
	MOVE-IN INFORMATION
	SECTION 3
	BUILDING OPERATIONS
	Building Engineers are on duty Monday through Friday during normal business hours. They are here to maintain building operations and to provide standard building maintenance.  A designated office contact should be the person to place all maintenance r...

	SECTION 4
	BUILDING RULES & REGULATIONS
	SECTION 5
	EMERGENCY PROCEDURES
	Bomb threats should always be taken seriously. Do not assume that a bomb threat is a prank call or that they are only made to the Management Office.  Anyone can receive a bomb threat and all building occupants should be prepared.
	 Any other information received from the bomb threat perpetrator


	While Earthquake Emergency Procedures are similar to those of a fire, one specific difference should be communicated to all building occupants: Evacuation during fire is highly probable, whereas EVACUATION DURING AND EARTHQUAKE IS NOT PROBABLE.
	Please adhere to the following safety procedures during an earthquake:
	1. Replace any electrical cord that has cracked insulation or a broken connector.
	2. Do not pinch electrical cords under or behind furniture.
	3. Do not run electrical extension cords under chair mats or across doorways where they can be stepped on or chaffed.
	4. Leave space for air to circulate around heaters and other heat-producing equipment such as copiers and computer terminals.
	5. Turn off or unplug all appliances, including coffee makers and hot plates at the end of each workday.
	6. Keep exits, storage areas and stairways free from waste paper, empty boxes, dirty rags and other fire hazards.
	7. Know the locations of fire extinguishers in the building and your work area.
	8. Remove trash on a regular basis.
	9. Close all doors after working hours.
	10. Discard all flammable liquids.
	11. Observe the building’s NO SMOKING policies. Never throw matches or cigarette butts into waste containers (inside or outside of building).

	There are two designations placed on a Hurricane: a WATCH and a WARNING. A Hurricane WATCH indicates weather conditions are right for a hurricane.  A Hurricane WARNING indicates that at hurricane has been sighted in the immediate area.
	1. Whoever is made aware of the threatening weather should notify the office manager, designated Floor Warden and the Office of the Building.
	2. Floor Warden or office managers should alert all staff of the watch.
	3. Once you have been notified of the watch, please do the following:
	 Immediately close the blinds in your office
	 Once this is accomplished, stay away from the windows
	 Remain at your normal work station
	 Tune in any battery operated radios to a station with weather updates
	 If possible, you should remain in the building until the weather has cleared
	1. Move away from the perimeter of the building (windowed areas) toward the center of the building and close the doors behind you.
	2. Floor Wardens and other emergency personnel will direct you towards corridors, stairwells and elevator lobbies.
	3. Do not exit these designated areas or use elevators.
	4. Protect yourself by placing your head close to your knees and covering your neck with your hands.
	5. If you cannot reach a corridor or lobby in time, the next safest place is under a desk, table or chair.
	6. Remain in the designated area until an announcement has been made by designated emergency personnel or building management that it is safe to return to your work station.
	7.  Once everyone has returned to their workstation, emergency personnel should assist Building Management in accounting for all employees.
	8. If anyone has been injured, designated emergency personnel should assist where possible and follow the Medical Emergency Procedures outlined in this Manual.
	9. If any portion of your offices or surrounding building areas have been damaged, please notify building management immediately.
	There are two designations placed on a Tornado: a WATCH and a WARNING. A Tornado WATCH indicates weather conditions are right for a tornado.  A Tornado WARNING indicates that a tornado has been sighted in the immediate area.
	1. Whoever is made aware of the threatening weather should notify the office manager, designated Floor Warden and the Office of the Building.
	2. Floor Warden or office managers should alert all staff of the watch.
	3. Once you have been notified of the watch, please do the following:
	 Immediately close the blinds in your office
	 Once this is accomplished, stay away from the windows
	 Remain at your normal work station
	 Tune in any battery operated radios to a station with weather updates
	 If possible, you should remain in the building until the weather has cleared
	1. Move away from the perimeter of the building (windowed areas) toward the center of the building and close the doors behind you.
	2. Floor Wardens and other emergency personnel will direct you towards corridors, stairwells and elevator lobbies.
	3. Do not exit these designated areas or use elevators.
	4. Protect yourself by placing your head close to your knees and covering your neck with your hands.
	5. If you cannot reach a corridor or lobby in time, the next safest place is under a desk, table or chair.
	6. Remain in the designated area until an announcement has been made by designated emergency personnel or building management that it is safe to return to your work station.
	7. Once everyone has returned to their workstation, emergency personnel should assist Building Management in accounting for all employees.
	8. If anyone has been injured, designated emergency personnel should assist where possible and follow the Medical Emergency Procedures outlined in this Manual.
	9. If any portion of your offices or surrounding building areas have been damaged, please notify building management immediately.
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