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EMERGENCY
PREPAREDNESS

Pre & Post Event Tenant Protocol



"
Evacuation Order

If the Mayor calls for a Voluntary evacuation,
Energy Centre will likely remain open. If the
Mayor Issues a Mandatory evacuation order
OR if ownership makes an evacuation
decision, the building will be closed (48)-hours
from storm landfall and no access will be
permitted. (This relates to occupancy only)

PLEASE PLAN ACCORDINGLY!



"
Electrical Power Supply

m Continuation of 1. Tropical Storm or

| | 1
electrical power Category (1)
Hurricane — Power

supply will be remains operational
based upon but

not limited to the 2. category (2) - (5)
following Hurricane — Electrical

. . ower will be
considerations = P |
discontinued.




"

Named Storm Enters the Gulf of Mexico

m Perimeter Protection — The building exterior has double
Insulated glass designed for high winds and is therefore not
boarded up; however, plywood is kept on-site in the event
windows are broken — also portable newsstands, ash/trash urns are
moved or secured.

m Loyola Avenue - Roll down barriers may be deployed.

m Rampart Street Barricades and Loyola Revolving Door
Protection- Barriers will be moved into place for preparation of
Installation. Management and engineering will determine the
appropriate time to secure both entrances in advance of the
building closing. Tenants will be notified as to which entrances
will close and when.

m Rampart Entrance Barricade and Sandbags- Time to be
determined by management.



" SN

Landfall Possible Within (84)-Hours

m Precautions — What You Should Do

1.

2.

Implement Energy Centre’s Tenant Protocol Pre-Planning
Action Plan

Ensure your office is registered for DialMyCalls --- Energy
Centre’s Emergency Communication Networking tool.

Limit telephone or visitation with management office to a
single assigned person in your office for communication
pUrposes.

Commence your firm’s Emergency Preparedness Plan.



" S
60)-Hours Until Landfall

m Tenants should complete closing process.

m Tenants will be asked to complete access waivers in case access Is
needed after storm passage in circumstances involving material
damages or service disruption (unless these documents have been

completed previously). NO emergency access after the
storm will be allowed unless personal and company
walvers are completed.

m Building will close in (12)-hours and remain closed until threat
has passed and start up can be completed.

m |f the storm passes “without damage,” access will be allowed to
the building and building garage as soon as building personnel
return to the facility.



" S
48)- Hours Prior to Landfall

m Building will be closed and not occupied by any
Individuals (except for building emergency personnel
and contractors If deemed necessary).

m Building services to include HVAC, elevators, and
janitorial services will be discontinued.

m ABSOLUTELY NO ACCESS will be allowed by
tenants after this time.




"
GARAGE ACCESS

m The building (EC tower) garage will be closed and
padlocked shut once the building Is closed. NO
vehicles will be allowed in-or-out of the garage, until
after the threat has passed and start up is completed.

m Although unlikely, it may be days or weeks before
vehicles can be retrieved from the building garage,
depending upon the severity of building damage and
availability of staff to assist.



"
GARAGE ACCESS

m Energy Centre will assist tenant staff with vehicle
retrieval following a building closure for vehicles
parked in the Energy Centre garages.

m Part of this process will include designated times in
the AM and PM periods or twice daily when vehicles
may be obtained.

m The morning and afternoon pickup periods will be
established as soon as EC staff return to the property.



"
ANNEX GARAGE ACCESS

m The Annex Garage may be kept open and vehicles
can be stored and retrieved after building closure.

m \We cannot be responsible for any security or damages
to vehicles left during the storm.



"
BUILDING ACCESS

m Tenants must schedule arrival times with building
management and provide their own labor and
supplies to rescue their belongings. This includes
flashlights, water, hand-trucks, two-way radios, etc.

m ONLY those approved in writing from an authorized
representative of the tenant will be allowed access,
after completion of the company and individual
liability waiver.



" S

Emergency Communications

Energy Centre Management is in contact with the Louisiana State
Police and the Office of Homeland Security during an emergency. We
will provide accurate and verified information as it becomes available

relating to the building or the city.

The primary lines of communication

will be:
DialMyCalls Emergency Notification
Toll Free Hotline- 1-888-869-6608

www.hertzgrouptenants.com



"
Emergency Communications

WEBSITE- Updates will be given regularly as to the status,
condition, and schedules of the building and the garages.

DialMyCalls- An automatic voice, e-mail, & text notification
system only used for potential emergencies affecting the
building’s ability to operate on the regularly published
schedule. It is important that principals and decision makers
sign up for this important notification system.

TOLL FREE NUMBER- Activated as a back up to other
systems if needed.
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Reminders If You Evacuate:

m Take all

lease documents and Important papers.

m Relocate valuables and photographs offsite to
higher area if possible.

m Notify people that you are leaving & give numbers
where you can be reached

m Inform your staff NOT to show up at the building
until you are resuming business.

m DO NOT

" expect to return to the building for files,

mementos, servers, your car, etc. once the building

IS closed.



"
Your Return to the Area Following A
Building Closure

1. Review the Energy Centre Tenant Post Event
Protocol Procedures.

2. Do you have city vehicle placards and completed
authorization letters for building re-entry?

3.  Security will prevent access to the property unless
appropriate building credentials and

authorizations are presented.



Bearer allowed temporary and eontrolled
access to the affected area pursuant to all
conditions and controls imposed by the
Parish President/Mayor, the Chief Law
Enforcement Officer of the affected juris-
diction, and any other law enforcement
agency in control of the affected area.
Those permitted to enter the affected area
do so willingly and knowingly assume any
and all risks associated with access to a

disaster area.

PARISH PRESIDENT/MAYOR PERMIT #

HGMELAND ﬁcui‘mv

PERMIT # __

Unauthorized duplication of this placard will result in penalties up to eriminal prosecution.

Register at : https://www.nola.gov/ready/hurricane/businesses/

then “click” <RE-entry Application Process>



https://www.nola.gov/ready/hurricane/businesses/

"
Tenant Protocol

Emer gency Prepar edness Procedur es - Pre Planning Actions

The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster
or catastrophic event that may result in temporary or extended downtime of building operations.

ACTION Assigned To: Completed: | Comments:
Tenant Planning

The City of New Orleans will issue a MANDATORY or VOLUNTARY evacuation order within (72)-hours of a
hurricane landfall. The Energy Centre will issue an announcement over the building's public address system
following a MANDATORY evacuation order that the building will commence lockdown procedures and will be
closed within (48)-hours of a storm landfall. All tenants and visitors must exit the building upon reaching the (48)-
hour landfall period. This relates to occupancy only.

Continuation of electricity service will be based upon three factors to include (1) Storm magnitude as expressed in
the Saffir-Simpson scale used by the National Hurricane Center, (2) Storm track and landfall proximity to the New
Orleans area, and (3) Energy Centre property management recommendations, which must receive approval from
the Hertz Group local and corporate offices prior to implementation. This relates to electricity supply only .

Document, understand, and establish use of the property's forms of communication that are made available to
you. This will include devices such as DialMyCalls, the Hertz Group website, the emergency (800) number, and the
Energy Centre office number (504) 569-2020.

Establish a plan in the event of an extended building shut-down. Do you have a tenant warden that serves as the
point person for all tenant employees to communicate with in the event of a natural disaster or catastrophic
event?

Register your company with the City of New Orlean's re-entry program. Vehicular placards can be obtained by
going to https://www.nola.gov/ready/hurricane/businesses/ and completing your application for re-entry.
You should be able to print all of your placards, if not, contact the Office of Homeland Security at 504.658.8700.

Obtain a copy of the Hertz Group Emergency Building Access Agreement(s) for tenants and individuals (Hold
Harmless Agreements). These documents are to be completed and returned to Property Management prior to
building re-entry. Note: If your firm completed the tenant form during the period of your current lease
agreement, you do not need to submit these forms until your next lease renewal period.

In the event of a known event such as a hurricane, close all doors in offices and lobbies and place office door
evacuation signs on suite entrance door when the last person exits.

Remove all perishable items from office refrigerators and unplug all electronic devices and equipment. Consider
removal of personal items and computer servers in case of relocation.




Prop.Mgmt.- Pre Event

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management

				Planning Tasks - Risk Analysis

				Conduct a risk analysis of the property and surrounding areas in the immediate neighborhood.

				Identify varying threats.  (Hurricane, Tornado, Earthquake, Fire, Flood, Civil Unrest, etc.)

				Work with Security Provider to determine a strategy to secure the building in the event of a building lockdown.

				Determine an alternate Command Center off site if Building becomes inaccessible.

				Planning Tasks - Emergency Response Company

				           *Management Team has identified and pre-partnered with an Emergency Response/Disaster Recovery Company.  (Service Master Elite)						Contacts:  Leonard Cabrera or David Howley - 504.832.9944 

				          *All Management Personnel (Including security officers and contracted engineers) have the Disaster Recovery Company's 24-hour phone number programmed into their phones and available on a pocket card.						                     

				    *Entry agreements are in place and signed

				  *Disaster Recovery Company has visited the property and conducted a thorough walk through with the Management Team documenting shut-off valves, parking areas, alternate access, etc.

				     *Disaster Recovery Company has management contact information readily available for communication.

				     *An Alternate Company has been selected in the event Company #1 is not available during a city-wide event.







				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management Cont.

				Planning Tasks - Tenant Communications & Updates

				The following forms of communication tools are presented as examples of those devices available to you: 

				Workspeed Communications

				Blast service (Ring Clear)

				www.hertzgrouptenants.com

				Emergency Voice Mail

				Building website

				         Sample scripts and communications are prepared and accessible



				Emergency Communication

				Building is enrolled in local emergency alert systems and contact information updated.

				     *BOMA Send Word Now

				      *Local EMA or Office of Homeland Security

				      *Other as available 



				Update all recorded messages periodically as necessary on building status.

				Planning Tasks - Security Contract

				Vendor has provided a plan for staffing during and after major events such as pandemic event, hurricane, tornado, etc.

				Expectations for emergency staffing are written into contract?

				Emergency training is required per contract

				Includes drills on building lockdown, elevator recall, fire panel procedures 

				Property has access logs for contractors and authorized tenants: card access or paper ID system: tenant access and liability waiver forms

				Property has event log form

				Have a plan to pre-position or reposition supplies, equipment, (e.g., EMS supplies, spare SCBA cylinders, foam, etc.) apparatus, and staff for better access/coverage during crises if it becomes necessary.

				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management Cont.

				Planning Tasks - Building Staff & Contractors

				Are telephone numbers and/or email addresses available for key contractors such as electricians, plumbers, and elevator company personnel?

				Verify safety stock of janitorial supplies, wet vacuums, mops, blowers and be able to readily locate and access these items.

				Maintain printed copy of tenant contact information to include primary contact telephone number and email address.

				Ensure generator fuel is topped off and all secondary tanks are filled.

				Inspect roof areas of the property other locations to include central plant, cooling tower, garages, sidewalks, and exterior locations for objects or materials that must be secured. 

				Ensure engineering supplies such as plywood are available or can be obtained via disaster recovery company in addition to MRE's or other beverage and food supplies.

				Ensure elevator use is restricted during the passing of a castastrophic event such as a tornado or hurricane.  Sudden power losses can cause entrapments without personnel on-site to provide communication and rescue.

				Install vertical protection tarp in arcade area of first floor for protection of windows from airborn debris. 































				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                            Comments:

				Emergency Regional Response Team

				Planning Tasks - Readiness Protocol

				Maintain master listing of key personnel, locations, and telephone numbers.

				Ensure Property Management's participation with Emergency Response Company such as BMS-CAT, Service Master Elite, Interstate, EPIC etc..

				Discuss and establish housing plan in the event of extensive damage and down time to the facility and to the immediate area where building personnel reside.

				Discuss plan for transportation and food during extended down time periods.

				Ensure that local municipality forms of city re-entry procedures are completed.  This would include registration for city vehicle placards or other forms of re-entry as required.

				Assign and train on use of communication tools established in your region to include Workspeed Notify, Ring Clear, www.hertzgrouptenants.com and the (800) number.

				Meet with other members of (ERRT) quarterly to discuss pre-planning and post-event planning activities as provided in Property Management Protocol.  Quarterly meetings should be pre-scheduled and relate to specific topics such as tornados, fire, hurricane, earthquake, and flood to ensure all pre and post event plans are in place.

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate  Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                            Comments:

				Corporate Support Team

				Planning Tasks - Readiness Protocol

				Complete contractual agreement or contingency plan for use of armed security personnel to assist and support property management team on locations of affected properties.

				Prepare template format to be used as official Hold Harmless Agreement to be issued to building tenants and returned with signature prior to granting building re-entry access.

				Prepare template format to be used as official document to issue to building tenants and serve as a Tenant Rent Recommencement Letter notification.  

				Maintain key personnel names and telephone numbers in the areas of risk management and accounting for such incident reporting.

				Meet with other members of (CST) semi-annually to discuss pre-planning and post-event planning activities as provided in Property Management Protocol.



http://www.hertzgrouptenants.com/

Prop.Mgmt.- Post Event

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Post Event Activity

				The following procedures relate to actions to be executed by Property Management in response to natural disasters or catastrophic   

				events which may result in extended facility down-time periods.  Actions identified are classified in accordance with actions to be

				executed by one of three departments, which include:     		Property Management On-Site Staff ----- The Emergency Regional Response Team ----- Corporate Support Team

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Property Management

				Immediate Tasks

				Notify Emergency Regional Response Team (ERRT) of building status and request establishment of Emergency Preparedness Procedures as displayed below.   

				Assemble Reconnaissance Team - Manager, Chief Engineer conduct first look.  Provide initial damage assessment and physical inspection.  Document damage and potential liabilities and report to Emergency Regional Response Team.		 

				Establish initial post-event communication tools for the purpose of providing up-to-date information to building tenants on building status.  This step requires the setup of communication avenues such as Ring Clear, Workspeed, Emergency Voice Mail Systems (local), (800) Numbers, building website, email communications and www.hertzgrouptenants.com.

				Engage the pre-determined services for enhanced security (armed/unarmed) in the event of a building lockdown after discussions and approval from the (ERRT-Maurice Faucheux) and (CST-Gary Horwitz).

				Engage the services of the contracted Disaster Recovery Company/Team to lead all other necessary contractors.   Create safety barrier around perimeter of property.  This would require communication and dispatch of Service master Elite Inc..

				Identify possibility for additional damage (i.e. a second round of storms/tornado after the first incident).  

				Identify staging areas for construction materials and "Command Central".

				Order necessary equipment as quickly as possible in the event of a city-wide catastophe (scaffolding to replace windows, covered walkways, etc.)  These items will be out of stock quickly.  Note, recovery contractors may have supplies and equipment in stock.

				Maintain local municipality access passes or placards if required for vehicle re-entry.  Ensure all responders have proper identification and uniforms.

				Equipment - generators, fuel, tools, flashlights, plywood, batteries, two-way radios, clothing and first aid kits.

				Critical Contractors - Electricians, Elevator Mechanics, Plumbers.  Include restoration companies as these firms have food, human resources and equipment readily available.







				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Property Management Cont.

				Following Initial Damage Assessment

				Electrical Power - Are utility provided electrical systems operational or do we require on-site generator emergency power supply?

				Freight Elevators - Inspect shafts, cables, machine rooms, and pits before operating.

				Refrigerators - If tenants failed to remove perishables, duct tape each machine and have them disposed of.  Very serious health risks if they remain.

				Window/Glass Removal - Remove broken glass from areas identified by reconnaissance team.  Install plywood or replace with window safety stock if available.

				Carpet/Sheetrock Removal - If water/fire/debris caused damage that has potential to develop into mold or mildew, have restoration team remove the affected area.  Perform removal only, no repairs.  Note, debris removal/cleanup can commence immediately.  Building personnel are not required to wait for insurance providers to inspect or adjust claims.  Cleanup must commence immediately in order to limit additional damages that may occur.

				Roof Inspection - Remove any debris and perform patching to minimize water penetrations should they they exist.

				Humidity Extraction Units - Can protect elevator machine room equipment and building vital systems.  Install these systems in the event of discontinuance of HVAC operations.

				Central Plant Inspection - Broken glass, piping, electrical conduits, chilled water systems.

				Sump & Fire Pumps - inspect and ensure they are operational and free of debris, power surges, and restrictions.

				Final Steps to Re-Opening

				Electrical Power Re-Established - Check all electrical vaults, restrooms, pump rooms, machine rooms, and life safety systems.

				Water Supply - Check pumps, restroom toilets, faucets to ensure no open valves.  Cooling tower must be inspected.  Signage is critical here.  Do not allow water to be consumed until after certification is received.

				Prepare Floors for Re-Opening - Concentrate on common areas such as main lobbies, elevator lobbies, restrooms and doors/windows.  Signage and pedestrian directional gates should be used.

				Certification Binder - You will need this for water, certificate of occupancy, elevator, enviromental, and other permitting as required.  Tenant insurance providers will ask for this.

				Cosmetics - There may be extended work to be completed, but make what works look good.

				Personnel - Expect limitations depending upon severity of event.  Janitorial and security will likely be affected.







				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Post Event Activity

				The following procedures relate to actions to be executed by Property Management in response to natural disasters or catastrophic   

				events which may result in extended facility down-time periods.  Actions identified are classified in accordance with actions to be

				executed by one of three departments, which include:     		Property Management On-Site Staff ----- The Emergency Regional Response Team ----- Corporate Support Team

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Emergency Regional Response Team

				Tenant Communications

				Engage legal department to review lease terms and create a spreadsheet with requirements.

				Review Housing, Food, Transportation, and Communication establishments and ensure that all four areas are sufficient in the event that Property Management on-site personnel must remain in affected city for extended period of time.

				Emergency Regional Response Team will take over tenant communications after property management on-site has re-established basic building functions such as freight elevator service and limited to full electricity supply.  (800) numbers, Ring Clear, Workspeed etc. will be updated by (ERRT).  Emergency Regional Response Team will communicate with tenants to schedule post-event visitation..

				Scheduling Tenant Access - By appointment only through Emergency Regional Response Team.  (ERRT) will send faxes, text message, or email to on-site Property Manager each day to schedule tenant visitations.

				Hold Harmless Agreements - Must have them or no access by tenant.

				Update building website, telephone hotlines, signage to inform tenants that visitation can now be arranged via the regional contact person.

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Corporate Support Team

				Decision Making & Reporting

				Contact Risk Management team immediately to report incident.

				Contact corporate accounting personnel to report incident.

				After discussion with Property Management and Emergency Regional Response Teams, determine if dispatching of armed security personnel company is necessary and complete communication to execute this process if so determined.

				Determine a building re-opening date.

				Prepare Rent Recommencement Letters and consult with legal team to ensure compliance with lease terms and agreements before releasing letters. 





Tenant-Post Event

				Tenant Protocol		  Items shaded in RED represent actions to be taken by tenant wardens/tenant representatives.  

				Emergency Preparedness Procedures - Post Event Activity

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives following a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Tenant Responsibilities

				Communication Tools -- Tenant wardens or office managers should utilize communication tools to include:   DialMyCalls, (800) number, and/or Hertz Group's Emergency Information Website or local telephone number, in order to receive up-to-the-minute building status reports.       



				Tenant representatives are instructed to contact property management's local or corporate personnel as instructed via the communication tools listed above for updates on building status and to schedule building access.  Visitation will be on a scheduled basis only with limited loading dock access.  



				Tenant representative must complete landlord provided Emergency Access Agreements [Hold Harmless Agreement(s)] upon scheduling building access date and time.  No visitation will be permitted until liability releases are received by Property Management.



				Check with local jurisdictions or manicipalities to determine if city re-entry placards or other forms of citizen identification are required in order to gain access to city street infrastructures.



				Tenant representatives should inspect all areas of their suite and report any abnormalities to property management office.



				What to Expect or Anticipate



				Property Management will conduct a physical inspection of the property and city infrastructure.



				Initial building clean-up and/or restoration activities will commence upon local jurisdictions allowing building personnel re-entry to city.



				Building services such as janitorial, security, water, electricity, HVAC, and elevator will be provided based upon human resources and local utility providers.



				Building standard hours of operation may be restricted during initial or extended periods following building re-entry.



				Limited food and possible suspension of potable water supply.



				All information contained above is subject to change depending upon the severity of a particular catastrophic event or civil distrurbance that may take place.  Notifications will continue to be updated periodically and building hotline(s), websites, and other forms of communication should be reviewed in the event this takes place. 

				      Energy Centre Disaster Hotline ……………………………………………………………………………………………………………………………………..		 1-888-869-6608				Ryan Comeaux …………………………………………………				504-615-0599

				      Energy Centre Property Management ………………………………………………………………………………………………………………………………		504-569-2020				Julian Landry …………………………………………				985-869-2967

				      Hertz Group Emergency Information Website ………………………………………………………………………………………………………………		   www.hertzgrouptenants.com				David Brown ……………………………………………..				504-481-3488





Emergency Supplies

		Hertz Group - Emergency Supply Checklist



		 



		Two-way radios (Nextel, retail purchased FM-frequency radios, or existing equipment) with spare batteries and chargers 

		Battery-operated AM/FM/TV/Weather radio with spare batteries 

		Police scanner with spare batteries 

		Analog telephone and line (could use existing facsimile line) 

		First-Aid kit (industrial) 

		Camera with spare batteries 

		Flashlights with spare batteries 

		Light sticks 

		Bullhorn with spare batteries 

		Whistles (to gain attention) 

		Emergency identification vests 

		Paper, pens, and pencils 

		Clipboards 

		Building prints 

		Bottled water 

		Dehydrated food 

		Antibacterial soap and toiletries 

		Towels 

		Blankets, cots 

		         

		        Equipment and Tools: 

		        Gloves – latex and heavy-weight 

		        Hard hats 

		        Safety glasses 

		        Particulate masks 

		        Face shields 

		        Eye shields 

		        All-weather gear and boots 

		        Caution tape 

		        Stanchions and chains 

		        Safety cones 

		        Duct tape 

		        Electrical tape 

		        Street brooms 

		        Trash bags – small medium and large 

		        Nylon cord (1/2” diameter) 

		        Caulk 

		        Utility Knives 

		        Hammers 

		        Screwdrivers 

		        Cutting pliers 

		        Vise-grip pliers 

		        Slip-point pliers 

		        Wrench Set 

		        Hacksaws 

		        Wood saw 

		        Saws-All 

		        Bolt cutters 

		        Cordless drills and spare batteries 

		        2” x 4” studs 

		        Nails for studs 

		        Plywood 

		        Screws for plywood 

		        Heavy-duty extension cords 

		        Toolboxes 

		        Hand carts 

		        Ladders 

		        Rolls of polyethylene sheeting 

		        Tarpaulins 

		        Squeegees 

		        Absorb-All 

		        Wet vacuums 

		        Portable pumps 

		        Portable lighting 

		        Portable generators 

		        Portable ground fault interrupters 

		        Axes 

		        Sandbags 

		         

		        Emergency Supplies - Tenants 

		        The more supplies you have on hand when an emergency occurs, the better prepared you are to deal with injuries. It is recommended that, at a minimum, you have the following available in your tenant space: 

		        First aid kit 

		        Cell phone 

		        Flashlights and fresh batteries 

		        Portable radio 

		        Latex gloves for blood borne pathogen protection 

		        Heavy gloves in case of broken glass 

		        Emergency Analog Telephone to connect to a facsimile line that will operate in the case of a    		power failure 

		        Whistles to get the attention of those around you 

		        Walking shoes to help you evacuate quickly 

		        Bottled water 

		        Light sticks (8 hour) 

		         





Tenant - Pre Event

				Tenant Protocol				Pre Event Planning Procedures

				Emergency Preparedness Procedures - Pre Planning Actions

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				ACTION		Assigned To:		Completed:		Comments:

				Tenant Planning

				The City of New Orleans will issue a MANDATORY or VOLUNTARY evacuation order within (72)-hours of a hurricane landfall.  The Energy Centre will issue an announcement over the building's public address system following a MANDATORY evacuation order that the building will commence lockdown procedures and will be closed within (48)-hours of a storm landfall.  All tenants and visitors must exit the building upon reaching the (48)-hour landfall period.  This relates to occupancy only.   



				Continuation of electricity service will be based upon three factors to include (1) Storm magnitude as expressed in the Saffir-Simpson scale used by the National Hurricane Center, (2) Storm track and landfall proximity to the New Orleans area, and (3) Energy Centre property management recommendations, which must receive approval from the Hertz Group local and corporate offices prior to implementation.  This relates to electricity supply only. 



				Document, understand, and establish use of the property's forms of communication that are made available to you.  This will include devices such as DialMyCalls, the Hertz Group website, the emergency (800) number, and the Energy Centre office number (504) 569-2020.



				Establish a plan in the event of an extended building shut-down.  Do you have a tenant warden that serves as the point person for all tenant employees to communicate with in the event of a natural disaster or catastrophic event?



				Register your company with the City of New Orlean's re-entry program.  Vehicular placards can be obtained by going to https://www.nola.gov/ready/hurricane/businesses/ and completing your application for re-entry.  You should be able to print all of your placards, if not, contact the Office of Homeland Security at 504.658.8700.



				Obtain a copy of the Hertz Group Emergency Building Access Agreement(s) for tenants and individuals (Hold Harmless Agreements).  These documents are to be completed and returned to Property Management prior to building re-entry.  Note:  If your firm completed the tenant form during the period of your current lease agreement, you do not need to submit these forms until your next lease renewal period.



				In the event of a known event such as a hurricane, close all doors in offices and lobbies and place office door evacuation signs on suite entrance door when the last person exits.  



				Remove all perishable items from office refrigerators and unplug all electronic devices and equipment.  Consider removal of personal items and computer servers in case of relocation.



				Tenant Protocol				Pre Event Planning Procedures

				Emergency Preparedness Procedures - Pre Planning Actions

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				ACTION		Assigned To:		Completed:		Comments:

				Tenant Planning



				Vehicular parking for contract parking card holders will remain operational prior to and following an event, providing electrical power remains in service.  Contract parkers do not need to remove vehicles from the parking garage(s).  Transient parking will discontinue upon reaching the designated building closing time and no transient parking will be permitted until re-opening of the building.



				Advise all personnel to move objects or materials such as papers, small appliances or furniture, and personal computers/copiers away from building windows and place in a location of the office that is protected from damaging wind and/or water penetration should windows implode or explode.



				In the event of spontaneous events such as fire, flooding, earthquake, or tornado, have you discussed actions to be taken for protection and safety of all personnel?  For example, are employees aware of evacuation procedures as they apply to fire, flood, earthquake, bomb threats or tornados?



				      Energy Centre Disaster Hotline …………………………………………………………………………………………………………………………………………….		1-888-869-6608		Ryan Comeaux …………………………….		  504-615-0599

				      Energy Centre Property Management  ……………………………………………………………………………………………………………………………………		504-569-2020		Julian Landry ………………………..		  985-869-2967

				      Energy Centre Emergency Information Website …………………………………………………………………………………………………………….		www.hertzgrouptenants.com		David Brown ……………………….		  504-481-3488



http://www.bh911.com/


Tenant Protoco

Emer gency Preparedness Procedures- Pre Planning Actions

The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster

or catastrophic event that may result in temporary or extended downtime of building operations.

ACTION Assigned To: Completed: | Comments:

Tenant Planning

Vehicular parking for contract parking card holders will remain operational prior to and following an event,
providing electrical power remains in service. Contract parkers do not need to remove vehicles from the parking
garage(s). Transient parking will discontinue upon reaching the designated building closing time and no transient
parking will be permitted until re-opening of the building.

Advise all personnel to move objects or materials such as papers, small appliances or furniture, and personal
computers/copiers away from building windows and place in a location of the office that is protected from
damaging wind and/or water penetration should windows implode or explode.

In the event of spontaneous events such as fire, flooding, earthquake, or tornado, have you discussed actions to
be taken for protection and safety of all personnel? For example, are employees aware of evacuation
procedures as they apply to fire, flood, earthquake, bomb threats or tornados?

Energy Centre Disaster Hotline 1-888-869-6608 Ryan Comeaux ........u.. 504-615-0599
Energy Centre Property Management 504-569-2020 Julian Landry ... 985-869-2967
Energy Centre Emergency INformation WEDSIE .........cweermrsmmsssssmsssmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns www.hertzgrouptenants.com  David Brown ................. 504-481-3488




Prop.Mgmt.- Pre Event

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management

				Planning Tasks - Risk Analysis

				Conduct a risk analysis of the property and surrounding areas in the immediate neighborhood.

				Identify varying threats.  (Hurricane, Tornado, Earthquake, Fire, Flood, Civil Unrest, etc.)

				Work with Security Provider to determine a strategy to secure the building in the event of a building lockdown.

				Determine an alternate Command Center off site if Building becomes inaccessible.

				Planning Tasks - Emergency Response Company

				           *Management Team has identified and pre-partnered with an Emergency Response/Disaster Recovery Company.  (Service Master Elite)						Contacts:  Leonard Cabrera or David Howley - 504.832.9944 

				          *All Management Personnel (Including security officers and contracted engineers) have the Disaster Recovery Company's 24-hour phone number programmed into their phones and available on a pocket card.						                     

				    *Entry agreements are in place and signed

				  *Disaster Recovery Company has visited the property and conducted a thorough walk through with the Management Team documenting shut-off valves, parking areas, alternate access, etc.

				     *Disaster Recovery Company has management contact information readily available for communication.

				     *An Alternate Company has been selected in the event Company #1 is not available during a city-wide event.







				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management Cont.

				Planning Tasks - Tenant Communications & Updates

				The following forms of communication tools are presented as examples of those devices available to you: 

				Workspeed Communications

				Blast service (Ring Clear)

				www.hertzgrouptenants.com

				Emergency Voice Mail

				Building website

				         Sample scripts and communications are prepared and accessible



				Emergency Communication

				Building is enrolled in local emergency alert systems and contact information updated.

				     *BOMA Send Word Now

				      *Local EMA or Office of Homeland Security

				      *Other as available 



				Update all recorded messages periodically as necessary on building status.

				Planning Tasks - Security Contract

				Vendor has provided a plan for staffing during and after major events such as pandemic event, hurricane, tornado, etc.

				Expectations for emergency staffing are written into contract?

				Emergency training is required per contract

				Includes drills on building lockdown, elevator recall, fire panel procedures 

				Property has access logs for contractors and authorized tenants: card access or paper ID system: tenant access and liability waiver forms

				Property has event log form

				Have a plan to pre-position or reposition supplies, equipment, (e.g., EMS supplies, spare SCBA cylinders, foam, etc.) apparatus, and staff for better access/coverage during crises if it becomes necessary.

				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management Cont.

				Planning Tasks - Building Staff & Contractors

				Are telephone numbers and/or email addresses available for key contractors such as electricians, plumbers, and elevator company personnel?

				Verify safety stock of janitorial supplies, wet vacuums, mops, blowers and be able to readily locate and access these items.

				Maintain printed copy of tenant contact information to include primary contact telephone number and email address.

				Ensure generator fuel is topped off and all secondary tanks are filled.

				Inspect roof areas of the property other locations to include central plant, cooling tower, garages, sidewalks, and exterior locations for objects or materials that must be secured. 

				Ensure engineering supplies such as plywood are available or can be obtained via disaster recovery company in addition to MRE's or other beverage and food supplies.

				Ensure elevator use is restricted during the passing of a castastrophic event such as a tornado or hurricane.  Sudden power losses can cause entrapments without personnel on-site to provide communication and rescue.

				Install vertical protection tarp in arcade area of first floor for protection of windows from airborn debris. 































				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                            Comments:

				Emergency Regional Response Team

				Planning Tasks - Readiness Protocol

				Maintain master listing of key personnel, locations, and telephone numbers.

				Ensure Property Management's participation with Emergency Response Company such as BMS-CAT, Service Master Elite, Interstate, EPIC etc..

				Discuss and establish housing plan in the event of extensive damage and down time to the facility and to the immediate area where building personnel reside.

				Discuss plan for transportation and food during extended down time periods.

				Ensure that local municipality forms of city re-entry procedures are completed.  This would include registration for city vehicle placards or other forms of re-entry as required.

				Assign and train on use of communication tools established in your region to include Workspeed Notify, Ring Clear, www.hertzgrouptenants.com and the (800) number.

				Meet with other members of (ERRT) quarterly to discuss pre-planning and post-event planning activities as provided in Property Management Protocol.  Quarterly meetings should be pre-scheduled and relate to specific topics such as tornados, fire, hurricane, earthquake, and flood to ensure all pre and post event plans are in place.

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate  Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                            Comments:

				Corporate Support Team

				Planning Tasks - Readiness Protocol

				Complete contractual agreement or contingency plan for use of armed security personnel to assist and support property management team on locations of affected properties.

				Prepare template format to be used as official Hold Harmless Agreement to be issued to building tenants and returned with signature prior to granting building re-entry access.

				Prepare template format to be used as official document to issue to building tenants and serve as a Tenant Rent Recommencement Letter notification.  

				Maintain key personnel names and telephone numbers in the areas of risk management and accounting for such incident reporting.

				Meet with other members of (CST) semi-annually to discuss pre-planning and post-event planning activities as provided in Property Management Protocol.



http://www.hertzgrouptenants.com/

Prop.Mgmt.- Post Event

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Post Event Activity

				The following procedures relate to actions to be executed by Property Management in response to natural disasters or catastrophic   

				events which may result in extended facility down-time periods.  Actions identified are classified in accordance with actions to be

				executed by one of three departments, which include:     		Property Management On-Site Staff ----- The Emergency Regional Response Team ----- Corporate Support Team

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Property Management

				Immediate Tasks

				Notify Emergency Regional Response Team (ERRT) of building status and request establishment of Emergency Preparedness Procedures as displayed below.   

				Assemble Reconnaissance Team - Manager, Chief Engineer conduct first look.  Provide initial damage assessment and physical inspection.  Document damage and potential liabilities and report to Emergency Regional Response Team.		 

				Establish initial post-event communication tools for the purpose of providing up-to-date information to building tenants on building status.  This step requires the setup of communication avenues such as Ring Clear, Workspeed, Emergency Voice Mail Systems (local), (800) Numbers, building website, email communications and www.hertzgrouptenants.com.

				Engage the pre-determined services for enhanced security (armed/unarmed) in the event of a building lockdown after discussions and approval from the (ERRT-Maurice Faucheux) and (CST-Gary Horwitz).

				Engage the services of the contracted Disaster Recovery Company/Team to lead all other necessary contractors.   Create safety barrier around perimeter of property.  This would require communication and dispatch of Service master Elite Inc..

				Identify possibility for additional damage (i.e. a second round of storms/tornado after the first incident).  

				Identify staging areas for construction materials and "Command Central".

				Order necessary equipment as quickly as possible in the event of a city-wide catastophe (scaffolding to replace windows, covered walkways, etc.)  These items will be out of stock quickly.  Note, recovery contractors may have supplies and equipment in stock.

				Maintain local municipality access passes or placards if required for vehicle re-entry.  Ensure all responders have proper identification and uniforms.

				Equipment - generators, fuel, tools, flashlights, plywood, batteries, two-way radios, clothing and first aid kits.

				Critical Contractors - Electricians, Elevator Mechanics, Plumbers.  Include restoration companies as these firms have food, human resources and equipment readily available.







				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Property Management Cont.

				Following Initial Damage Assessment

				Electrical Power - Are utility provided electrical systems operational or do we require on-site generator emergency power supply?

				Freight Elevators - Inspect shafts, cables, machine rooms, and pits before operating.

				Refrigerators - If tenants failed to remove perishables, duct tape each machine and have them disposed of.  Very serious health risks if they remain.

				Window/Glass Removal - Remove broken glass from areas identified by reconnaissance team.  Install plywood or replace with window safety stock if available.

				Carpet/Sheetrock Removal - If water/fire/debris caused damage that has potential to develop into mold or mildew, have restoration team remove the affected area.  Perform removal only, no repairs.  Note, debris removal/cleanup can commence immediately.  Building personnel are not required to wait for insurance providers to inspect or adjust claims.  Cleanup must commence immediately in order to limit additional damages that may occur.

				Roof Inspection - Remove any debris and perform patching to minimize water penetrations should they they exist.

				Humidity Extraction Units - Can protect elevator machine room equipment and building vital systems.  Install these systems in the event of discontinuance of HVAC operations.

				Central Plant Inspection - Broken glass, piping, electrical conduits, chilled water systems.

				Sump & Fire Pumps - inspect and ensure they are operational and free of debris, power surges, and restrictions.

				Final Steps to Re-Opening

				Electrical Power Re-Established - Check all electrical vaults, restrooms, pump rooms, machine rooms, and life safety systems.

				Water Supply - Check pumps, restroom toilets, faucets to ensure no open valves.  Cooling tower must be inspected.  Signage is critical here.  Do not allow water to be consumed until after certification is received.

				Prepare Floors for Re-Opening - Concentrate on common areas such as main lobbies, elevator lobbies, restrooms and doors/windows.  Signage and pedestrian directional gates should be used.

				Certification Binder - You will need this for water, certificate of occupancy, elevator, enviromental, and other permitting as required.  Tenant insurance providers will ask for this.

				Cosmetics - There may be extended work to be completed, but make what works look good.

				Personnel - Expect limitations depending upon severity of event.  Janitorial and security will likely be affected.







				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Post Event Activity

				The following procedures relate to actions to be executed by Property Management in response to natural disasters or catastrophic   

				events which may result in extended facility down-time periods.  Actions identified are classified in accordance with actions to be

				executed by one of three departments, which include:     		Property Management On-Site Staff ----- The Emergency Regional Response Team ----- Corporate Support Team

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Emergency Regional Response Team

				Tenant Communications

				Engage legal department to review lease terms and create a spreadsheet with requirements.

				Review Housing, Food, Transportation, and Communication establishments and ensure that all four areas are sufficient in the event that Property Management on-site personnel must remain in affected city for extended period of time.

				Emergency Regional Response Team will take over tenant communications after property management on-site has re-established basic building functions such as freight elevator service and limited to full electricity supply.  (800) numbers, Ring Clear, Workspeed etc. will be updated by (ERRT).  Emergency Regional Response Team will communicate with tenants to schedule post-event visitation..

				Scheduling Tenant Access - By appointment only through Emergency Regional Response Team.  (ERRT) will send faxes, text message, or email to on-site Property Manager each day to schedule tenant visitations.

				Hold Harmless Agreements - Must have them or no access by tenant.

				Update building website, telephone hotlines, signage to inform tenants that visitation can now be arranged via the regional contact person.

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Corporate Support Team

				Decision Making & Reporting

				Contact Risk Management team immediately to report incident.

				Contact corporate accounting personnel to report incident.

				After discussion with Property Management and Emergency Regional Response Teams, determine if dispatching of armed security personnel company is necessary and complete communication to execute this process if so determined.

				Determine a building re-opening date.

				Prepare Rent Recommencement Letters and consult with legal team to ensure compliance with lease terms and agreements before releasing letters. 





Tenant-Post Event

				Tenant Protocol		  Items shaded in RED represent actions to be taken by tenant wardens/tenant representatives.  

				Emergency Preparedness Procedures - Post Event Activity

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives following a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Tenant Responsibilities

				Communication Tools -- Tenant wardens or office managers should utilize communication tools to include:   DialMyCalls, (800) number, and/or Hertz Group's Emergency Information Website or local telephone number, in order to receive up-to-the-minute building status reports.       



				Tenant representatives are instructed to contact property management's local or corporate personnel as instructed via the communication tools listed above for updates on building status and to schedule building access.  Visitation will be on a scheduled basis only with limited loading dock access.  



				Tenant representative must complete landlord provided Emergency Access Agreements [Hold Harmless Agreement(s)] upon scheduling building access date and time.  No visitation will be permitted until liability releases are received by Property Management.



				Check with local jurisdictions or manicipalities to determine if city re-entry placards or other forms of citizen identification are required in order to gain access to city street infrastructures.



				Tenant representatives should inspect all areas of their suite and report any abnormalities to property management office.



				What to Expect or Anticipate



				Property Management will conduct a physical inspection of the property and city infrastructure.



				Initial building clean-up and/or restoration activities will commence upon local jurisdictions allowing building personnel re-entry to city.



				Building services such as janitorial, security, water, electricity, HVAC, and elevator will be provided based upon human resources and local utility providers.



				Building standard hours of operation may be restricted during initial or extended periods following building re-entry.



				Limited food and possible suspension of potable water supply.



				All information contained above is subject to change depending upon the severity of a particular catastrophic event or civil distrurbance that may take place.  Notifications will continue to be updated periodically and building hotline(s), websites, and other forms of communication should be reviewed in the event this takes place. 

				      Energy Centre Disaster Hotline ……………………………………………………………………………………………………………………………………..		 1-888-869-6608				Ryan Comeaux …………………………………………………				504-615-0599

				      Energy Centre Property Management ………………………………………………………………………………………………………………………………		504-569-2020				Julian Landry …………………………………………				985-869-2967

				      Hertz Group Emergency Information Website ………………………………………………………………………………………………………………		   www.hertzgrouptenants.com				David Brown ……………………………………………..				504-481-3488





Emergency Supplies

		Hertz Group - Emergency Supply Checklist



		 



		Two-way radios (Nextel, retail purchased FM-frequency radios, or existing equipment) with spare batteries and chargers 

		Battery-operated AM/FM/TV/Weather radio with spare batteries 

		Police scanner with spare batteries 

		Analog telephone and line (could use existing facsimile line) 

		First-Aid kit (industrial) 

		Camera with spare batteries 

		Flashlights with spare batteries 

		Light sticks 

		Bullhorn with spare batteries 

		Whistles (to gain attention) 

		Emergency identification vests 

		Paper, pens, and pencils 

		Clipboards 

		Building prints 

		Bottled water 

		Dehydrated food 

		Antibacterial soap and toiletries 

		Towels 

		Blankets, cots 

		         

		        Equipment and Tools: 

		        Gloves – latex and heavy-weight 

		        Hard hats 

		        Safety glasses 

		        Particulate masks 

		        Face shields 

		        Eye shields 

		        All-weather gear and boots 

		        Caution tape 

		        Stanchions and chains 

		        Safety cones 

		        Duct tape 

		        Electrical tape 

		        Street brooms 

		        Trash bags – small medium and large 

		        Nylon cord (1/2” diameter) 

		        Caulk 

		        Utility Knives 

		        Hammers 

		        Screwdrivers 

		        Cutting pliers 

		        Vise-grip pliers 

		        Slip-point pliers 

		        Wrench Set 

		        Hacksaws 

		        Wood saw 

		        Saws-All 

		        Bolt cutters 

		        Cordless drills and spare batteries 

		        2” x 4” studs 

		        Nails for studs 

		        Plywood 

		        Screws for plywood 

		        Heavy-duty extension cords 

		        Toolboxes 

		        Hand carts 

		        Ladders 

		        Rolls of polyethylene sheeting 

		        Tarpaulins 

		        Squeegees 

		        Absorb-All 

		        Wet vacuums 

		        Portable pumps 

		        Portable lighting 

		        Portable generators 

		        Portable ground fault interrupters 

		        Axes 

		        Sandbags 

		         

		        Emergency Supplies - Tenants 

		        The more supplies you have on hand when an emergency occurs, the better prepared you are to deal with injuries. It is recommended that, at a minimum, you have the following available in your tenant space: 

		        First aid kit 

		        Cell phone 

		        Flashlights and fresh batteries 

		        Portable radio 

		        Latex gloves for blood borne pathogen protection 

		        Heavy gloves in case of broken glass 

		        Emergency Analog Telephone to connect to a facsimile line that will operate in the case of a    		power failure 

		        Whistles to get the attention of those around you 

		        Walking shoes to help you evacuate quickly 

		        Bottled water 

		        Light sticks (8 hour) 

		         





Tenant - Pre Event

				Tenant Protocol				Pre Event Planning Procedures

				Emergency Preparedness Procedures - Pre Planning Actions

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				ACTION		Assigned To:		Completed:		Comments:

				Tenant Planning

				The City of New Orleans will issue a MANDATORY or VOLUNTARY evacuation order within (72)-hours of a hurricane landfall.  The Energy Centre will issue an announcement over the building's public address system following a MANDATORY evacuation order that the building will commence lockdown procedures and will be closed within (48)-hours of a storm landfall.  All tenants and visitors must exit the building upon reaching the (48)-hour landfall period.  This relates to occupancy only.   



				Continuation of electricity service will be based upon three factors to include (1) Storm magnitude as expressed in the Saffir-Simpson scale used by the National Hurricane Center, (2) Storm track and landfall proximity to the New Orleans area, and (3) Energy Centre property management recommendations, which must receive approval from the Hertz Group local and corporate offices prior to implementation.  This relates to electricity supply only. 



				Document, understand, and establish use of the property's forms of communication that are made available to you.  This will include devices such as DialMyCalls, the Hertz Group website, the emergency (800) number, and the Energy Centre office number (504) 569-2020.



				Establish a plan in the event of an extended building shut-down.  Do you have a tenant warden that serves as the point person for all tenant employees to communicate with in the event of a natural disaster or catastrophic event?



				Register your company with the City of New Orlean's re-entry program.  Vehicular placards can be obtained by going to https://www.nola.gov/ready/hurricane/businesses/ and completing your application for re-entry.  You should be able to print all of your placards, if not, contact the Office of Homeland Security at 504.658.8700.



				Obtain a copy of the Hertz Group Emergency Building Access Agreement(s) for tenants and individuals (Hold Harmless Agreements).  These documents are to be completed and returned to Property Management prior to building re-entry.  Note:  If your firm completed the tenant form during the period of your current lease agreement, you do not need to submit these forms until your next lease renewal period.



				In the event of a known event such as a hurricane, close all doors in offices and lobbies and place office door evacuation signs on suite entrance door when the last person exits.  



				Remove all perishable items from office refrigerators and unplug all electronic devices and equipment.  Consider removal of personal items and computer servers in case of relocation.



				Tenant Protocol				Pre Event Planning Procedures

				Emergency Preparedness Procedures - Pre Planning Actions

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				ACTION		Assigned To:		Completed:		Comments:

				Tenant Planning



				Vehicular parking for contract parking card holders will remain operational prior to and following an event, providing electrical power remains in service.  Contract parkers do not need to remove vehicles from the parking garage(s).  Transient parking will discontinue upon reaching the designated building closing time and no transient parking will be permitted until re-opening of the building.



				Advise all personnel to move objects or materials such as papers, small appliances or furniture, and personal computers/copiers away from building windows and place in a location of the office that is protected from damaging wind and/or water penetration should windows implode or explode.



				In the event of spontaneous events such as fire, flooding, earthquake, or tornado, have you discussed actions to be taken for protection and safety of all personnel?  For example, are employees aware of evacuation procedures as they apply to fire, flood, earthquake, bomb threats or tornados?



				      Energy Centre Disaster Hotline …………………………………………………………………………………………………………………………………………….		1-888-869-6608		Ryan Comeaux …………………………….		  504-615-0599

				      Energy Centre Property Management  ……………………………………………………………………………………………………………………………………		504-569-2020		Julian Landry ………………………..		  985-869-2967

				      Energy Centre Emergency Information Website …………………………………………………………………………………………………………….		www.hertzgrouptenants.com		David Brown ……………………….		  504-481-3488



http://www.bh911.com/


Tenant Protocol

Emer gency Preparedness Procedures - Post Event Activity

The following information is provided to assist tenant wardens/deputies and/or other tenant representatives following a natural disaster
or catastrophic event that may result in temporary or extended downtime of building operations.
Event - 48 Hours| 48 -72 Hours | 72 -120 Hours (120 - 168 Hours| 168 & Beyond

ACT I O N (0) - (2) Days (2) - (3) Days (3) - (5) Days (5) - (7) Days (7) Days Plus
Tenant Responsibilities

Communication Tools -- Tenant wardens or office managers should utilize communication tools to include:
DialMyCalls, (800) number, and/or Hertz Group's Emergency Information Website or local telephone number, in
order to receive up-to-the-minute building status reports.

Tenant representatives are instructed to contact property management's local or corporate personnel as
instructed via the communication tools listed above for updates on building status and to schedule building
access. Visitation will be on a scheduled basis only with limited loading dock access.

Tenant representative must complete landlord provided Emergency Access Agreements [Hold Harmless
Agreement(s)] upon scheduling building access date and time. No visitation will be permitted until liability
releases are received by Property Management.

Check with local jurisdictions or manicipalities to determine if city re-entry placards or other forms of citizen
identification are required in order to gain access to city street infrastructures.

Tenant representatives should inspect all areas of their suite and report any abnormalities to property
management office.

What to Expect or Anticipate

Property Management will conduct a physical inspection of the property and city infrastructure.

Initial building clean-up and/or restoration activities will commence upon local jurisdictions allowing building
personnel re-entry to city.

Building services such as janitorial, security, water, electricity, HVAC, and elevator will be provided based upon
human resources and local utility providers.

Building standard hours of operation may be restricted during initial or extended periods following building re-
entry.

Limited food and possible suspension of potable water supply.

All information contained above is subject to change depending upon the severity of a particular catastrophic
event or civil distrurbance that may take place. Notifications will continue to be updated periodically and
building hotline(s), websites, and other forms of communication should be reviewed in the event this takes

place.
Energy Centre Disaster Hotline 1-888-869-6608 Ryan Comeaux 504-615-0599
Energy Centre Property Management 504-569-2020 Julian Landry 985-869-2967

Hertz Group Emergency Information Website www.hertzgrouptenants.com David Brown 504-481-3488




Prop.Mgmt.- Pre Event

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management

				Planning Tasks - Risk Analysis

				Conduct a risk analysis of the property and surrounding areas in the immediate neighborhood.

				Identify varying threats.  (Hurricane, Tornado, Earthquake, Fire, Flood, Civil Unrest, etc.)

				Work with Security Provider to determine a strategy to secure the building in the event of a building lockdown.

				Determine an alternate Command Center off site if Building becomes inaccessible.

				Planning Tasks - Emergency Response Company

				           *Management Team has identified and pre-partnered with an Emergency Response/Disaster Recovery Company.  (Service Master Elite)						Contacts:  Leonard Cabrera or David Howley - 504.832.9944 

				          *All Management Personnel (Including security officers and contracted engineers) have the Disaster Recovery Company's 24-hour phone number programmed into their phones and available on a pocket card.						                     

				    *Entry agreements are in place and signed

				  *Disaster Recovery Company has visited the property and conducted a thorough walk through with the Management Team documenting shut-off valves, parking areas, alternate access, etc.

				     *Disaster Recovery Company has management contact information readily available for communication.

				     *An Alternate Company has been selected in the event Company #1 is not available during a city-wide event.







				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management Cont.

				Planning Tasks - Tenant Communications & Updates

				The following forms of communication tools are presented as examples of those devices available to you: 

				Workspeed Communications

				Blast service (Ring Clear)

				www.hertzgrouptenants.com

				Emergency Voice Mail

				Building website

				         Sample scripts and communications are prepared and accessible



				Emergency Communication

				Building is enrolled in local emergency alert systems and contact information updated.

				     *BOMA Send Word Now

				      *Local EMA or Office of Homeland Security

				      *Other as available 



				Update all recorded messages periodically as necessary on building status.

				Planning Tasks - Security Contract

				Vendor has provided a plan for staffing during and after major events such as pandemic event, hurricane, tornado, etc.

				Expectations for emergency staffing are written into contract?

				Emergency training is required per contract

				Includes drills on building lockdown, elevator recall, fire panel procedures 

				Property has access logs for contractors and authorized tenants: card access or paper ID system: tenant access and liability waiver forms

				Property has event log form

				Have a plan to pre-position or reposition supplies, equipment, (e.g., EMS supplies, spare SCBA cylinders, foam, etc.) apparatus, and staff for better access/coverage during crises if it becomes necessary.

				ACTION		Assigned to:		Completed:		                                 Comments:

				Property Management Cont.

				Planning Tasks - Building Staff & Contractors

				Are telephone numbers and/or email addresses available for key contractors such as electricians, plumbers, and elevator company personnel?

				Verify safety stock of janitorial supplies, wet vacuums, mops, blowers and be able to readily locate and access these items.

				Maintain printed copy of tenant contact information to include primary contact telephone number and email address.

				Ensure generator fuel is topped off and all secondary tanks are filled.

				Inspect roof areas of the property other locations to include central plant, cooling tower, garages, sidewalks, and exterior locations for objects or materials that must be secured. 

				Ensure engineering supplies such as plywood are available or can be obtained via disaster recovery company in addition to MRE's or other beverage and food supplies.

				Ensure elevator use is restricted during the passing of a castastrophic event such as a tornado or hurricane.  Sudden power losses can cause entrapments without personnel on-site to provide communication and rescue.

				Install vertical protection tarp in arcade area of first floor for protection of windows from airborn debris. 































				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                            Comments:

				Emergency Regional Response Team

				Planning Tasks - Readiness Protocol

				Maintain master listing of key personnel, locations, and telephone numbers.

				Ensure Property Management's participation with Emergency Response Company such as BMS-CAT, Service Master Elite, Interstate, EPIC etc..

				Discuss and establish housing plan in the event of extensive damage and down time to the facility and to the immediate area where building personnel reside.

				Discuss plan for transportation and food during extended down time periods.

				Ensure that local municipality forms of city re-entry procedures are completed.  This would include registration for city vehicle placards or other forms of re-entry as required.

				Assign and train on use of communication tools established in your region to include Workspeed Notify, Ring Clear, www.hertzgrouptenants.com and the (800) number.

				Meet with other members of (ERRT) quarterly to discuss pre-planning and post-event planning activities as provided in Property Management Protocol.  Quarterly meetings should be pre-scheduled and relate to specific topics such as tornados, fire, hurricane, earthquake, and flood to ensure all pre and post event plans are in place.

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate  Support Team

				Emergency Preparedness Procedures - Pre Planning & Mitigation

				ACTION		Assigned to:		Completed:		                            Comments:

				Corporate Support Team

				Planning Tasks - Readiness Protocol

				Complete contractual agreement or contingency plan for use of armed security personnel to assist and support property management team on locations of affected properties.

				Prepare template format to be used as official Hold Harmless Agreement to be issued to building tenants and returned with signature prior to granting building re-entry access.

				Prepare template format to be used as official document to issue to building tenants and serve as a Tenant Rent Recommencement Letter notification.  

				Maintain key personnel names and telephone numbers in the areas of risk management and accounting for such incident reporting.

				Meet with other members of (CST) semi-annually to discuss pre-planning and post-event planning activities as provided in Property Management Protocol.



http://www.hertzgrouptenants.com/

Prop.Mgmt.- Post Event

				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Post Event Activity

				The following procedures relate to actions to be executed by Property Management in response to natural disasters or catastrophic   

				events which may result in extended facility down-time periods.  Actions identified are classified in accordance with actions to be

				executed by one of three departments, which include:     		Property Management On-Site Staff ----- The Emergency Regional Response Team ----- Corporate Support Team

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Property Management

				Immediate Tasks

				Notify Emergency Regional Response Team (ERRT) of building status and request establishment of Emergency Preparedness Procedures as displayed below.   

				Assemble Reconnaissance Team - Manager, Chief Engineer conduct first look.  Provide initial damage assessment and physical inspection.  Document damage and potential liabilities and report to Emergency Regional Response Team.		 

				Establish initial post-event communication tools for the purpose of providing up-to-date information to building tenants on building status.  This step requires the setup of communication avenues such as Ring Clear, Workspeed, Emergency Voice Mail Systems (local), (800) Numbers, building website, email communications and www.hertzgrouptenants.com.

				Engage the pre-determined services for enhanced security (armed/unarmed) in the event of a building lockdown after discussions and approval from the (ERRT-Maurice Faucheux) and (CST-Gary Horwitz).

				Engage the services of the contracted Disaster Recovery Company/Team to lead all other necessary contractors.   Create safety barrier around perimeter of property.  This would require communication and dispatch of Service master Elite Inc..

				Identify possibility for additional damage (i.e. a second round of storms/tornado after the first incident).  

				Identify staging areas for construction materials and "Command Central".

				Order necessary equipment as quickly as possible in the event of a city-wide catastophe (scaffolding to replace windows, covered walkways, etc.)  These items will be out of stock quickly.  Note, recovery contractors may have supplies and equipment in stock.

				Maintain local municipality access passes or placards if required for vehicle re-entry.  Ensure all responders have proper identification and uniforms.

				Equipment - generators, fuel, tools, flashlights, plywood, batteries, two-way radios, clothing and first aid kits.

				Critical Contractors - Electricians, Elevator Mechanics, Plumbers.  Include restoration companies as these firms have food, human resources and equipment readily available.







				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Property Management Cont.

				Following Initial Damage Assessment

				Electrical Power - Are utility provided electrical systems operational or do we require on-site generator emergency power supply?

				Freight Elevators - Inspect shafts, cables, machine rooms, and pits before operating.

				Refrigerators - If tenants failed to remove perishables, duct tape each machine and have them disposed of.  Very serious health risks if they remain.

				Window/Glass Removal - Remove broken glass from areas identified by reconnaissance team.  Install plywood or replace with window safety stock if available.

				Carpet/Sheetrock Removal - If water/fire/debris caused damage that has potential to develop into mold or mildew, have restoration team remove the affected area.  Perform removal only, no repairs.  Note, debris removal/cleanup can commence immediately.  Building personnel are not required to wait for insurance providers to inspect or adjust claims.  Cleanup must commence immediately in order to limit additional damages that may occur.

				Roof Inspection - Remove any debris and perform patching to minimize water penetrations should they they exist.

				Humidity Extraction Units - Can protect elevator machine room equipment and building vital systems.  Install these systems in the event of discontinuance of HVAC operations.

				Central Plant Inspection - Broken glass, piping, electrical conduits, chilled water systems.

				Sump & Fire Pumps - inspect and ensure they are operational and free of debris, power surges, and restrictions.

				Final Steps to Re-Opening

				Electrical Power Re-Established - Check all electrical vaults, restrooms, pump rooms, machine rooms, and life safety systems.

				Water Supply - Check pumps, restroom toilets, faucets to ensure no open valves.  Cooling tower must be inspected.  Signage is critical here.  Do not allow water to be consumed until after certification is received.

				Prepare Floors for Re-Opening - Concentrate on common areas such as main lobbies, elevator lobbies, restrooms and doors/windows.  Signage and pedestrian directional gates should be used.

				Certification Binder - You will need this for water, certificate of occupancy, elevator, enviromental, and other permitting as required.  Tenant insurance providers will ask for this.

				Cosmetics - There may be extended work to be completed, but make what works look good.

				Personnel - Expect limitations depending upon severity of event.  Janitorial and security will likely be affected.







				Property Management Protocol				Property Management		Emergency Regional Response Team		Corporate Support Team

				Emergency Preparedness Procedures - Post Event Activity

				The following procedures relate to actions to be executed by Property Management in response to natural disasters or catastrophic   

				events which may result in extended facility down-time periods.  Actions identified are classified in accordance with actions to be

				executed by one of three departments, which include:     		Property Management On-Site Staff ----- The Emergency Regional Response Team ----- Corporate Support Team

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Emergency Regional Response Team

				Tenant Communications

				Engage legal department to review lease terms and create a spreadsheet with requirements.

				Review Housing, Food, Transportation, and Communication establishments and ensure that all four areas are sufficient in the event that Property Management on-site personnel must remain in affected city for extended period of time.

				Emergency Regional Response Team will take over tenant communications after property management on-site has re-established basic building functions such as freight elevator service and limited to full electricity supply.  (800) numbers, Ring Clear, Workspeed etc. will be updated by (ERRT).  Emergency Regional Response Team will communicate with tenants to schedule post-event visitation..

				Scheduling Tenant Access - By appointment only through Emergency Regional Response Team.  (ERRT) will send faxes, text message, or email to on-site Property Manager each day to schedule tenant visitations.

				Hold Harmless Agreements - Must have them or no access by tenant.

				Update building website, telephone hotlines, signage to inform tenants that visitation can now be arranged via the regional contact person.

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Corporate Support Team

				Decision Making & Reporting

				Contact Risk Management team immediately to report incident.

				Contact corporate accounting personnel to report incident.

				After discussion with Property Management and Emergency Regional Response Teams, determine if dispatching of armed security personnel company is necessary and complete communication to execute this process if so determined.

				Determine a building re-opening date.

				Prepare Rent Recommencement Letters and consult with legal team to ensure compliance with lease terms and agreements before releasing letters. 





Tenant-Post Event

				Tenant Protocol		  Items shaded in RED represent actions to be taken by tenant wardens/tenant representatives.  

				Emergency Preparedness Procedures - Post Event Activity

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives following a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				 		Event - 48 Hours		48 - 72 Hours		72 - 120 Hours		120 - 168 Hours		168 & Beyond

				ACTION		(0) - (2) Days		(2) - (3) Days		(3) - (5) Days		(5) - (7) Days		(7) Days Plus

				Tenant Responsibilities

				Communication Tools -- Tenant wardens or office managers should utilize communication tools to include:   DialMyCalls, (800) number, and/or Hertz Group's Emergency Information Website or local telephone number, in order to receive up-to-the-minute building status reports.       



				Tenant representatives are instructed to contact property management's local or corporate personnel as instructed via the communication tools listed above for updates on building status and to schedule building access.  Visitation will be on a scheduled basis only with limited loading dock access.  



				Tenant representative must complete landlord provided Emergency Access Agreements [Hold Harmless Agreement(s)] upon scheduling building access date and time.  No visitation will be permitted until liability releases are received by Property Management.



				Check with local jurisdictions or manicipalities to determine if city re-entry placards or other forms of citizen identification are required in order to gain access to city street infrastructures.



				Tenant representatives should inspect all areas of their suite and report any abnormalities to property management office.



				What to Expect or Anticipate



				Property Management will conduct a physical inspection of the property and city infrastructure.



				Initial building clean-up and/or restoration activities will commence upon local jurisdictions allowing building personnel re-entry to city.



				Building services such as janitorial, security, water, electricity, HVAC, and elevator will be provided based upon human resources and local utility providers.



				Building standard hours of operation may be restricted during initial or extended periods following building re-entry.



				Limited food and possible suspension of potable water supply.



				All information contained above is subject to change depending upon the severity of a particular catastrophic event or civil distrurbance that may take place.  Notifications will continue to be updated periodically and building hotline(s), websites, and other forms of communication should be reviewed in the event this takes place. 

				      Energy Centre Disaster Hotline ……………………………………………………………………………………………………………………………………..		 1-888-869-6608				Ryan Comeaux …………………………………………………				504-615-0599

				      Energy Centre Property Management ………………………………………………………………………………………………………………………………		504-569-2020				Julian Landry …………………………………………				985-869-2967

				      Hertz Group Emergency Information Website ………………………………………………………………………………………………………………		   www.hertzgrouptenants.com				David Brown ……………………………………………..				504-481-3488





Emergency Supplies

		Hertz Group - Emergency Supply Checklist



		 



		Two-way radios (Nextel, retail purchased FM-frequency radios, or existing equipment) with spare batteries and chargers 

		Battery-operated AM/FM/TV/Weather radio with spare batteries 

		Police scanner with spare batteries 

		Analog telephone and line (could use existing facsimile line) 

		First-Aid kit (industrial) 

		Camera with spare batteries 

		Flashlights with spare batteries 

		Light sticks 

		Bullhorn with spare batteries 

		Whistles (to gain attention) 

		Emergency identification vests 

		Paper, pens, and pencils 

		Clipboards 

		Building prints 

		Bottled water 

		Dehydrated food 

		Antibacterial soap and toiletries 

		Towels 

		Blankets, cots 

		         

		        Equipment and Tools: 

		        Gloves – latex and heavy-weight 

		        Hard hats 

		        Safety glasses 

		        Particulate masks 

		        Face shields 

		        Eye shields 

		        All-weather gear and boots 

		        Caution tape 

		        Stanchions and chains 

		        Safety cones 

		        Duct tape 

		        Electrical tape 

		        Street brooms 

		        Trash bags – small medium and large 

		        Nylon cord (1/2” diameter) 

		        Caulk 

		        Utility Knives 

		        Hammers 

		        Screwdrivers 

		        Cutting pliers 

		        Vise-grip pliers 

		        Slip-point pliers 

		        Wrench Set 

		        Hacksaws 

		        Wood saw 

		        Saws-All 

		        Bolt cutters 

		        Cordless drills and spare batteries 

		        2” x 4” studs 

		        Nails for studs 

		        Plywood 

		        Screws for plywood 

		        Heavy-duty extension cords 

		        Toolboxes 

		        Hand carts 

		        Ladders 

		        Rolls of polyethylene sheeting 

		        Tarpaulins 

		        Squeegees 

		        Absorb-All 

		        Wet vacuums 

		        Portable pumps 

		        Portable lighting 

		        Portable generators 

		        Portable ground fault interrupters 

		        Axes 

		        Sandbags 

		         

		        Emergency Supplies - Tenants 

		        The more supplies you have on hand when an emergency occurs, the better prepared you are to deal with injuries. It is recommended that, at a minimum, you have the following available in your tenant space: 

		        First aid kit 

		        Cell phone 

		        Flashlights and fresh batteries 

		        Portable radio 

		        Latex gloves for blood borne pathogen protection 

		        Heavy gloves in case of broken glass 

		        Emergency Analog Telephone to connect to a facsimile line that will operate in the case of a    		power failure 

		        Whistles to get the attention of those around you 

		        Walking shoes to help you evacuate quickly 

		        Bottled water 

		        Light sticks (8 hour) 

		         





Tenant - Pre Event

				Tenant Protocol				Pre Event Planning Procedures

				Emergency Preparedness Procedures - Pre Planning Actions

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				ACTION		Assigned To:		Completed:		Comments:

				Tenant Planning

				The City of New Orleans will issue a MANDATORY or VOLUNTARY evacuation order within (72)-hours of a hurricane landfall.  The Energy Centre will issue an announcement over the building's public address system following a MANDATORY evacuation order that the building will commence lockdown procedures and will be closed within (48)-hours of a storm landfall.  All tenants and visitors must exit the building upon reaching the (48)-hour landfall period.  This relates to occupancy only.   



				Continuation of electricity service will be based upon three factors to include (1) Storm magnitude as expressed in the Saffir-Simpson scale used by the National Hurricane Center, (2) Storm track and landfall proximity to the New Orleans area, and (3) Energy Centre property management recommendations, which must receive approval from the Hertz Group local and corporate offices prior to implementation.  This relates to electricity supply only. 



				Document, understand, and establish use of the property's forms of communication that are made available to you.  This will include devices such as DialMyCalls, the Hertz Group website, the emergency (800) number, and the Energy Centre office number (504) 569-2020.



				Establish a plan in the event of an extended building shut-down.  Do you have a tenant warden that serves as the point person for all tenant employees to communicate with in the event of a natural disaster or catastrophic event?



				Register your company with the City of New Orlean's re-entry program.  Vehicular placards can be obtained by going to https://www.nola.gov/ready/hurricane/businesses/ and completing your application for re-entry.  You should be able to print all of your placards, if not, contact the Office of Homeland Security at 504.658.8700.



				Obtain a copy of the Hertz Group Emergency Building Access Agreement(s) for tenants and individuals (Hold Harmless Agreements).  These documents are to be completed and returned to Property Management prior to building re-entry.  Note:  If your firm completed the tenant form during the period of your current lease agreement, you do not need to submit these forms until your next lease renewal period.



				In the event of a known event such as a hurricane, close all doors in offices and lobbies and place office door evacuation signs on suite entrance door when the last person exits.  



				Remove all perishable items from office refrigerators and unplug all electronic devices and equipment.  Consider removal of personal items and computer servers in case of relocation.



				Tenant Protocol				Pre Event Planning Procedures

				Emergency Preparedness Procedures - Pre Planning Actions

				The following information is provided to assist tenant wardens/deputies and/or other tenant representatives prior to a natural disaster 

				or catastrophic event that may result in temporary or extended downtime of building operations.

				ACTION		Assigned To:		Completed:		Comments:

				Tenant Planning



				Vehicular parking for contract parking card holders will remain operational prior to and following an event, providing electrical power remains in service.  Contract parkers do not need to remove vehicles from the parking garage(s).  Transient parking will discontinue upon reaching the designated building closing time and no transient parking will be permitted until re-opening of the building.



				Advise all personnel to move objects or materials such as papers, small appliances or furniture, and personal computers/copiers away from building windows and place in a location of the office that is protected from damaging wind and/or water penetration should windows implode or explode.



				In the event of spontaneous events such as fire, flooding, earthquake, or tornado, have you discussed actions to be taken for protection and safety of all personnel?  For example, are employees aware of evacuation procedures as they apply to fire, flood, earthquake, bomb threats or tornados?



				      Energy Centre Disaster Hotline …………………………………………………………………………………………………………………………………………….		1-888-869-6608		Ryan Comeaux …………………………….		  504-615-0599

				      Energy Centre Property Management  ……………………………………………………………………………………………………………………………………		504-569-2020		Julian Landry ………………………..		  985-869-2967

				      Energy Centre Emergency Information Website …………………………………………………………………………………………………………….		www.hertzgrouptenants.com		David Brown ……………………….		  504-481-3488



http://www.bh911.com/
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