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INTRODUCTION

Shorerstein Realty Services L.P., ishot only committedto providing superior service to our Temarts, but
also takespride in protecting your safety asa Terant in 1875 K Street 1875 K Street hasbheendesgned,
equippedand staffed with your carein mind. This Life Saety Plan providesguidelinesfor you to usein
developing comprehersive emergercy proceduresfor your offi ceand co-workersto follow. It also
outlinesthe life safety featuresof the building and the appropriate regponse from the buildingOs
Emergency Managemert Team.

1875 K Streetis a 12-story offi cebuilding, with three levels of underground parking, locatd atthe
northeas corner of 19th and K Streets, N.W., in the Central Business District, tradtionally considered
one of D.C.'s most dedrabe and dynamic business certers Desgnedby HartmanCox Architects, 1875
K Streetfeatiresa detailed stone and precag fasade with anelegart granite base. Flutedcolumnsrise
along the full height of the building and leadto a two-story penthouse, creating animpressive tower atthe
pregigious intersecion of 19" and K Streets. Further attributesinclude dark, recessed windows
reminiscert of a Neo-Gothic architectural style, aneleverth fl oor balcony, baclit stainedglass art parels
in the lobby, a secuity desk desgnedto complemert the high-end architectural fi nishesin the lobby, a
stepped grarite terrace and an outdoor cafZ with avibrant streetlevel environmert. Ameritiesinclude an
on-site Property Maragemert Offi ce, arooftop terrace, a confererce room, a perthouse level
ertertainmert suite, a cafZ in the building, a fitness certer and proximity to regaurarts, public
transportation, hotels and shopping.

1875 K Streetis equippedwith five (5) pasenger elevators which serve the office building, one (1) of
whichis afreight elevator. All elevators also serve the parking garage. The building is also equipped
with anenrergy maragemert system which controls heaing, vertilation and air conditioning. Safety
featuresinclude smoke detectors, strobe lights, sprinklers marual pull stations, fire pumps, emergercy
elevator controls and a public address system. The Fire Control Parel, to which all componerts of thelife
safety systemaretied, is monitoredtwenrty-four (24) hours per day by Kagle Systems. The building is
also equippedwith anemergency generator which providespower for emegercy lighting, one (1)
elevator cah, life safety systems security systemsand emergency communicaions.

Fortunately, emergenciesdo not occur very often; however, we know that no emergency ever occurs ata
conveniert timeand that the only way to minimize the affects of any emergercy isto be preparedfor it -
plan ahead of time what you will do, so you will not waste valuable time in an emergency trying to
determine what to do. Regonseto any emergercy will be acoordinatedeffort betweenTerar,
Property Managemert and the regponding Public Safety authority (Fire, Pdice,efc.). We ak thatyou
plea® keepthis Life Sakty Planreadly accesible ard that you work with your employeesto ersure that
they arefamiliar with the buildingO4 ife Safety Planaswell asthe Life Safety Planfor your offi ce.

Phone numberswhich you mayneedin anemergercy are:

Fire Departmert 911 or 202-462-1762 (non-emergercy)
Pdice Departmert 911 or 311 or 202-727-1010 (non-emergercy)
Secuity Desk 202-331-5881

Managemert 202-331-1393 or 202-388-0110

Engineerng 202-331-5181
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BUILDING EMERGENCY MANAGEMENT TEAM

Purpose

This emergercy plan hasbeenegabishedasanintegal partof the offi cial buildingOsegonse to
emegercies

The conterts of this planaredesggned asan Ogerational guideCor the behavior, safety and protection of
the Terant and visitors to the building.

Scope

As outlined on the following pages this emergercy plan edablishesa sequertial Opan of reponseGfor
initially recagnizing, idertifying and reporting the existernce of specific emergency situations threaening
the building and/or its inhakitarts; and then providesfor the safety and protecion of endangered
personnel and/or assets.

Whenimplemerted and supplemerted with appropriate instructions from the buildingO$raperty
Manager or represertatives this planbecanesan Ogerational tool Ofor the effective and regonsive
action whenoccuparts of the building areforcedto cope with various emergency situations.

Building Safety Director: Role & Responsibilities

The Property Manager and Chief Engineer/LeadEngineerarethe Safety Directors for the building. The
Safety DirectorsOprimary regonsibilitiesareto:

1. Coordinate and implemert an evacuation program of the buildingOoccuparts during an
emegercy.
2. Conduct regular building inspecions thatinclude mainterarnce, teging and recertifi caion of the

buildingOdire, life and safety systems

3. Provide keys to the Fire Departmert during anemergency.
4, Arrange for fire evacuation drills asrequegedor requiredby the local Fire Departmert.
5. Act asalliaison betweenthe Fire Department and the property.
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Tenant: Role & Responsibilities

Each Tenant isregonsible for the following:

1

Creation of a Tenant Emergency Sdety Team consisting of the following members

" Tenant Safety Warden

" Assistant Terant Safety Warden

" Stairwell Monitors

" Seach Wardens

" Aidesfor Mobility-impaired Individuals

Submission to Prgperty Managemert of the list of individuals assignedasTeran Sdety
Warders, Evacuation Wardens, Stairwell Monitors, Search Warders and Aides Provide Praperty
Management with updatedlists asneeded

While the Safety Directors will schedule and arrange for fire evacuation practicesasrequired or
requegedby the District of Columbia Fire Departmert, the Terant will also be expectedto
conduct fire evacuation training and pracicesasoften as they deem necesary for their staff to be
fully familiar with the procedures

Training and education of Tenart employeesahout their emergency evacuation plan including
creatng and posting anevacuation floor planfor employees Ensuring thatemployeesunderstand
the following:

" How to review the posted evacuation plans and idertify the neaes emergercy exit,
alternate route and location of the evacuation assembly area

" Once an evacuation hasbeeninitiated by alarm or word of mouth, stop all work and
follow the instructions of the Tenant Sdety Warden.

" If anemployeeisin anoffice,remind them to exit and close the door behind them Do
not lock the door.

" Do not use the elevator during anevacuation.

" Once the employeeis at the evacuation assembly area, checkin for the headcount.

. Do not return to the building until the Odl clearOis given.

Inclusion of this Life Safty Planin the training of all new employees It iseach TerartOs
regonsibility to seethat eachof their employeesis familiar with the exact locaion of the
stairwell exits. Sincefloor plars differ, it is the TerartOsegonsibility to familiarizeits
empdoyeeswith the quicked route through its partition layout. This canbe done by reproducing
the floor planon an8! x 110sheetof paper ard indicating a passageway to the nealed exit. All
Tenants must remain calm, attertive, regponsive and quiet so they are alle to hear all pertinent
emeagercy instructions and/or orders The employeesCcooperation will help avoid confusion or
dangeraus panic during emergency proceduresinitiated for their personal safety.

Notificaion of Prgperty Managemert of any mobility-impairedindividuals.
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TENANT EMERGENCY SAFETY TEAM

TENANT EMERGENCY SAFETY TEAM

The Tenart Emergercy Sdety Teamis selected on the bads of the following principal criteria:

1

All Wardens must be intelligert, alert and resourcefd individuals who would be capabe of
performing in aleadership role during anemergency situation.

All Wardens must have their primary dutiesand regponsibilitieswithin the building to ensure that
they areavailade for emergency preparediess training.

The Terart Safety Wardenis the individual reponsible for orgarizing and implemerting eachTeran®
evacuation planand ensuring thatthe planis carried out properly.

Tenant Safety Warden: Roles & Responsibilities:

Roles and responsibilities in the preparation for a fire emergency or other evacuation:

Assign coworkersto the Tenart Emergerncy Sdety Team to fill the rolesof:

> Assistant Terant Warden

> Stairwell Monitors (2 or more)

> Seach Warders (1 or more per office)

> Aidesfor mobility-impaired persons (3 or more perimpaired person).

Provide Property Managemert with alist of all employeeswith mobility-impairmerts who camot
de<cerd stairs. Determine those mobility-impaired persons requiring special efforts and
assistancein anemergency; esablish plans for their evacuwation, including assignmert of Aides
for thoseindividuals; and idertify these mobility-impairedindividuals to Property Managemert.
Know the physical layout of the suite(9.

Know the locaion of the fire equipmert on eachfloor (marual pull stations, fire extinguisher).
Know how to operate afire extinguisher (see Appendix A for instructions on how to use afire
extinguisher). Know how to activate the fire alarm by using the marual pull station and thencall
911 to report thefire.

Know the locafon of the stair exit and the most direct route.

Instruct ard train the Tenant Emergency Safety Teamn on their rolesduring anemergercy.

Suypervise all Wardens (Evacuation Warders and Search Wardens) ard Aidesduring an
evacuation to see that all positions arefilledarnd thatthe dutiesof eachare carried out properly.

Attend Safety ard Security Meeings coordinated by Property Managemert.
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Maintain a current employeeroster.
Advise Property Managemert immedately upon detection of any unsafe condition.

Provide location of high secuity areasand locations of storage of hazadous materials to Property
Management aswell aschangesin these locations when they occur.

Disseminate emergency proceduresto all co-workersin the Terant suite.

Confirm thatall co-workersundergand the emergercy procedures eecially the evacuation
steps and routesto the neaed and alterrate stairwells.

Advise co-workers of the meetng point outside of the building wherethey will assemble after an
evaclation.

Know how to advise Property Manmagemert of location of mobility-impaired persons or perons
unaccauntedfor after evacuation.

Roles and responsibilities during a fire emergency or other evacuation:

Call 911 to report the emergency and pull the fire alaim. Notify Property Managemert.

Supervise the Tenant Emergerncy Sdety Teamto ensure thatall positions arefilledand that
Seach Monitors begn their search that Stairwell Monitors directemployeesdown the stairs and
that Aidesfor Mobility-Impaired persons assist themasneeded.

PROVIDE CALM LEADERSHIPto co-workers Directthemto the safes areaand/or
evacuation assembly area

During anevacuation, checkto seethat no co-workers, visitors, etc. arein the res rooms.
Closeall doorsif possible to contain thefire.

Conduct a final searchand leave the fl oor lag.

Bring a current employeeroster whenleaving. Bring an MSDS binder, if applicale.

Checkwith Stairwell Monitors for any namesand locations of maobility-impairedindividualsin
the stairwells or other locations who needassistance. Provide to the Safety Director, Property
Management Staff or Fire Departmert, all of whom will be locatdon the K Street side of the
building.

Confirm, by taking attendance with the current emgdoyeeroster, that all co-workersarepresen at
the dedgnated meetng place OUTSIDE of the building or are otherwise accauntedfor (i.e., not
out of the officedueto illness, travel, vacaton, meeings). Provide namesof those for whom you
camot account to the Safety Direcior, Property Managemernt Staff or Fire Departmert, all of
whom will belocatedon the K Street side of the building.
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Communicate information and instructions from Property Management Staff and Public Sdety
offi cials to co-workers

Cooperat in the documertation of fire circumsancesand review conduct of evacuation with the
Property Managemert Staff and Public Safety officials after the emergency is over.

The Assistant Tenant Safety Warden has the following responsibilities:

In the absence of the Tenant Safety Warden, discharge the regponsibilitiesand provide the calm
leackrship of the position of Terart Safety Warden

Assist the Tenant Sdety Wardento fulfill the requiremerts of that position before and during an
emegercy.

Stairwell Monitors: Role & Responsibilities

Wheninformedof anemergency and/or evacuation, Stairwell Monitors proceedto their assignedstairwell
to provide direction asfollows:

Direct building occupants to an alterrate stairwell, if necesary, and remind themnot to use the
elevator.

Make certain thatany stairwell doors arenot held or blocked open.

Requed thatthe building occuparts line-up in single file adacert to the stairwell door and if safe
to do so, enter the stairwell, ard to use caution whengoing down the stairwell (i.e., remove high-
heek or shoesthat may cause a potertial slip-and-fall; use the hardrail; stay to the right side of
the stairwell).

Remind the building occuparts to check-in atthe evacuation assemby areafor the headcount.

Mobility-impairedindividuals and their Aidesshould be the lag pernsto erter the stairwell.

Once all persons have exitedthe floor, close the stairwell door and proceedto the evacuation
assemby areaor other safe refuge asinstructed by the Tenant Safety Warden.
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Search Monitors: Role & Responsibilities

= Seachthe dedgnatedareato seethat co-workers visitors, etc. arenot in the res rooms,
conferercerooms, elevator lobbies supply roomsor any otherlocation on the fl oor and have
safely evacuatedthe floor.

=  Closeall doorsbehind them. If safeto do so, markthe closed door with a Post-It Note to indicake
the room hasbeensearched

= Upon conclusion of the search inform the Tenart Saety Wardenthat the fl oor hasbeensearched

» Proceedto the evacuation assembly aren, or saferefuge area asinstructed by the Terant Sdety
Warden

Aides for Mobility-Impaired Persons: Role & Responsibilities

=  Wheninformedof anemergency and/or evacuation, go to the mobility-impaired person assigned
to help evacuate.

»  Whensafeto do so, move the mobility-impaired person into the stairwell or other dedgnated
evacuation locaion and close the door. Advisethe Tenant Sdety Wardenof the location of the
mobility-impaired person so they cannotify the Fire Departmert of the location of the disaded
person.

» TheFire Department will remove mobility-impairedindividuals.

= Report to the Temant Sdety Warden any mobility-impaired persons who arenot presert in the
building during anemegency evacuation.

= Once arrivedatthe evacuation assemHty aren, check-in for the headount.

PRACTICE EVACUATION

Tenants arerequiredto participate in a practice evacuation, asfrequently asdeterminedby Property
Management and the District of Columbia Fire Departmert, in order to familiarize themslveswith the
buildingOdire alam signals, stairwell exits ard their floorOsvacuation plan The purpose of these
pracicesis to perform anactual evacuation, thus familiarizing the occuparts with the buildingOs
stairwells ard evacuation routes All Tenants, employees visitors and gueds must evacuate whenthe fire
alarmisacivated. If required, however, a skeleton crew may reman in eech TemantOsuite to conduct
business ard ensure secuity during the evacwation. Those who remain in the officeduring the first
practice must participate in a subsequert practice.
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Practice Preparations

= The Safety Direcor (Praoperty Managemert) will notify the Temartsin the building of the practce
timeand locaion by sending amemoto each Tenant and by posting signs in the main lobby.

= The Terant Safety Wardenshould circulate a memo throughout the suite, detailing the fl oor
evacuation plan the day on which the practice will be held and the time of the pracice.

= The Safety Direcor will inform the local Fire Department and building security staff of the scheduled
practice. Tenarts having their own security/monitoring firms must also notify their security staff
and/or vendors so they are awareof the scheduled drill.

Practice Procedures

= Practce evacuations will normally be held mid-morning at atime during the day when most Tenarts
have arrivedfor work and areawarethatthe alaimsare only apracice. It isimportart thatall
Tenants participate in the fire drills so that during an actual emegercy everyone will be familiar with
the drill proceduresand evacuate the building togetherin a safe and orderly fashion.

= The Safety Director will activate amarual fire alam pull station atone of the stairwellsin the
building. All occuparts of the building will thenhearthe fire alarm bells.

=  Whenthe alam is sounded, the TerantO€£mergency Safety Team should put the fl oor evacuation
planinto acion. All Sdety Wardens, Assistant Safety Warders, Stairwell Monitors, SearchWardens
and Aidesfor persons with mobility-impairmerts should thenassume their positions asif thiswerean
actual emergercy.

= During apractceor actual emergency occuparts should leawe the floor via the neaeg stairwell
and/or exit ard follow their exit plan It should be noted that during arny evacuation, if you are
requegedto evacuate the floor, your dedination will always be the streetlevel, unless otherwise
instructed Always move away from the building, keefng all vehicle lanesand ertrancesopen for
emegercy peronnel. Do not congregate near the building, asthis hampersemergercy personnel and
their vehicles Meetat a pre-determined assemby area for your offi ceand checkin so a heactount
canbe taken Do not return to the building until the Odll cleaOis given

= After thefire evacuation practice is concluded, the Safety Director/Property Managemert and Fire
Departmert offi cials will follow-up with the Tenant Sdety Warders to discuss whether all systems
and plans functioned properly and to determine the overall effeciveness of the practice.

NOTE: Property Managemert will only monitor this practice. In anactual fire or emergerncy
evacuation, Property Managemert will be attempting to control the fire and/or building
emegercy ard to also coordinate the operation of the life safety systems EachTerant is
regponsible for having an evacwation planthat operaesindependently of building
personnel during anemergency.
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CONDUCT WITH NEWS MEDIA

For the protecion and safety of all occuparts of the building, Tenart enployeesarerecuegedto refer
news medainquiriesto their repedive comparnyOgublic relations representative or to Property
Management at (202) 331-1393 or (202) 388-0110.
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HOMELAND SECURITY ADVISORY SYSTEM

Threats & Protection

Advisory System
Homeland Security Advisory System

Understanding the Homeland Security Advisory System HOMELAND SECURITY

ADVISORY SYSTEM
The Homeland Secuity Advisory Systemwasdesgnedto provideasimple,
straightforward mears to communicate the Feceral governrmentOsisesmert of
thelevel of risk of threatact to the public. The system provideswarningsin =] eg wy
the form of a setof graduated Orhreat ConditionsOthatincreag asthe risk of Tenmcm ATIACKS
thethreatincrea®s Risk includesboth the probakility of anattack occurring
and its potertial gravity. ThreatCondition charecterizes therisk of terrorist
attack At eachthreatcondition, federal departmerts and agercies along with
the private sector, implemert a correponding set of OFotecive MeasireOthat
reduce vulneralility or increase regponse camhility during a period of
heighteredalert. The following Threat Conditions outline those increasedrisks
of aterrarist attack and the suggeded Praective Meaaures

SEVERE

GUARDED

| LOW

1. Low Condition (Green). This condition is declaredwhenthereisa
low risk of temrorist attacks. Federal departmerts and agenciesshould consider the following
gereral measuresin addition to the agercy-specffic Pratecive Measiresthey develop ard
implemert:

= Refining and exercising asappropriate pregdamed Pratective Measires

=  Ensuring personnel receive proper training on the Homeland Secuity Advisory System and
specific predameddepartmert or agercy Praective Measires and

= |nstitutionalizing a process to assure that all facilitiesand requlated sectors are regularly
assessedfor vulnerablitiesto terrorist attacks, and all rea®nalde measiresare takento
mitigate these vulnerahilities

2. Guarded Condition (Blue). This condition is declaredwhenthereis a general risk of terrarist
attacks. In addition to the Protecive Meaaurestakenin the previous Threat Condition, Federal
departmerts and agerciesshould consider the following gereral measiresin addition to the
agercy-specific Protective Meaduresthat they will develop and implemert:

= Checking communications with dedgnated emergency regonse or commard locations;

= Reviewing and updating emergency reonse procedures and

= Providing the public with any information that would strengthenits ahility to act
appropriately.

10
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Elevated Condition (Yellow). An Elevated Condition is declaredwhenthere is asignificart risk of terrorist
attacks. In addition to the Protecive Measurestakenin the previous Threat Conditions, Federal departmerts and
acerciesshould consider the following gereral measiresin addition to the Protective Meaduresthat they will
develop and implemer:

= Increasng surveillanceof criticallocations;

= Coordinating emergercy plarns asappropriate with neatby jurisdictions;

= Assessing whether the precise charactristics of the threatrequire the further refinement of pregamed
Praecive Measdures ad

= Implemerting, asappropriate, contingency and emergency regponse plars.

High Condition (Orange). A High Condition is declaredwhenthereis ahigh risk of terorist attacks. In addition
to the Pratective Measurestakenin the previous ThreatConditions, Federal departmerts and agenciesshould
consider the following general measiresin addition to the agency-specific Pratective Measiresthat they will
develop and implemer:

= Coordinating necesary secuity efforts with Federal, State, and local law enforcemert agerciesor ary
National Guardor other appropriate amedforcesorganizatons;

= Taking additional precadions at public everts and possibly considering altermative vernuesor even
carcellation;

= Pregring to execute contingerncy procedures such asmoving to analtermate site or dispersng their
workforce; and

= Regricting threaenedfacility acces to essertial personnel only.

Severe Condition (Red). A SevereCondition reflects a severerisk of terrorist attacks. Under maost circumstances
the Pratective Measiresfor a SevereCondition arenot intendedto be sustained for substartial periods of time.In
addition to the Praecive Measiresin the previous ThreatConditions, Federal departmerts and agenciesalso
should consider the following gereral measiresin addition to the agency-specific Praecive Measiresthat they
will develop ard implemert:

= Increasng or redrecting peronnel to address critical emergency needs;

= Assigning emergercy reonse personnel ard pre-positioning and mobilizing specially trainedteamsor
respurces

= Monitoring, redrecting, or constraining transportation systems and

= Closing public ard governmert facilities

11
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CODE ORANGE PROCEDURES

The following is the acces procedure the above-referencedproperty will follow in the eventhe U.S. Department of
Homeland Security raisesthe threatlevel from Code Yellow to Code Orange:

= Building acces will be monitored physically or electronically. Although it is not necesary to lock the building during
thistime, it maybecane necesary to limit acces without advance notice. Please continue reminding your staff to
carryidertificaion and acces keys with themat all times

= Loadngdock isclosedexcep for scheduledand monitoreddeliveries
= Roof decks are closed

= VisitorsChamesmust be providedto the Lobby/Secuity De in advance. All visitors must sign the gues book and
show identificaon. The individual with whom they are visiting must escort any unregsteredvisitors.

= Contractors namesmust be providedto the Management Offi ce and the Lobby/Secuity desk in advance and a scope
of the contractor's work providedto the Management Offi cein advance. All contractors must be metat the building
ertrance ard excorted by the individual for whom they aredoing work. Contraciors must also sign the logbook atthe
Lobby/Security Dek. Unreg steredcontractors will not be givenaceess. If the contracibr's work hasnot beencleared
with the Managemernt Office, the contractor may be deniedacess, depending on the nature of the work being done.

= All mesengersmust sign the logbook and show idertificaion. Messengersthat are not pre-authorizedor cleaedby
the temant, must have auhorization to have acess.

= Confirm accuracy of your internal contactlist. Ensure thatthe Property Managemert Offi ce hascurrert and accurate
contactinformation. Check your Business Continuation Plans for accuracy.

If you have any quedions or concerns please contactthe Managemernt Offi ce at (202) 331-1393 or (202) 388-0110.

12
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The following procedureswill be put in placeif the U.S. Departmert of Homeland Secuity raisesthe threatlevel from
Code Orange to Code Red:

= Building acces control systemswill be activated which means you will needyour acess key to erter the building.
You will also needto show your building-issuedidertifi caion badge upon entry to the building. In the absence of
idenrtifi caion, the Offi ce Manager or afellow employeemust provide cleararce and the individual must be escorted
by afellow employeefrom the compary.

= Loadngdock isclosedexcep for scheduledand monitoreddeliveries
= Roof decks are closed

= VisitorsChamesmust be providedto the Lobby/Secuity des in advance. All visitors must be met at the building
ertrance ard excorted by the individual they are visiting or someane from thatindividual's offi ce. Visitors must also
sign the logbook atthe Lobby/Secuity Desk and show idertificaion. Unregsteredvisitors will not be givenacces.

= All mesengersmust sign the logbook and show idertificaion atthe Lobby/Security Desk. Messengersthat are not
pre-authorizedor clearedby the terant must have authorizaton to have acces.

= Contractors' namesmust be providedto the Management Offi ce and the Lobby/Secuity desk in advance and a scope
of the contractor's work providedto the Management Offi cein advance. All contractors must be metat the building
ertrance ard excorted by the individual for whom they aredoing work. Contraciors must also sign the logbook atthe
Lobby/Security Desk and show idertifi caion. Unreg steredcontraciors will not be givenacces. If the contractor's
work hasnot been cleared with the Management Office, the contractor may be deried acess, depending on the nature
of the work being done.

= The parking garage will be closedto individuals who do not work in the building. Parkerswho do not have a monthly
contractmust show their building-issuedidenrtifi caion badge to confirm for the parking attendarts thatthey are a
building terart. Plea note thatin a Code Red, the garage doors will most probably be down and physical access
will be given eitherthrough the use of anacces key or by a parking attendart. Access keys for daily parkersare not
codedfor garage acess. Daily parkerswho do not see agarage attendart at the garage ertrance should call the
Lobby/Security Desk to confirm thatanattendart is on duty. Whileit is our expectation that the garage will be
staffed asusual, we camot guaranteewhatindividual reactons will bein a Code Red- we canonly assure you that
we will do our bed to getinformation to you and would ask everyone to be patient aswe all work through a potertial
Code Redtogether.

If you have any quedions or concerns please contactthe Managemernt Offi ce at (202) 331-1393 or (202) 388-0110.
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OVERVIEW OF LIFE SAFETY SYSTEMS

Modernlife safety systemsare desgnedto deted, report, and, in some caes extinguish the fire completely. The
buildingOsife safety and elevators arebacked up by anemegercy gererator system The gererator and fire pump are
tegsedmonthly. Thelife safety systemistegedregularly.

Emergency Elevator Controls:

During afire, elevators will be placedon fire recall and operaed under the guidance of the Fire Department (or other
regponding emegency auhority) or Prgperty Managemert, Engineering or Secuity Staff.

Fire Command Station

An amunciator parel islocatedin the Main Lobby. All alammsare displayedhereso the Fire Chief canissueinstructions
to membersof the fire fighting team It is from this location that the Fire Chief will directemergency operations.

Fire Extinguisher Cabinets

A fire extinguisher calinetislocated adacen to eachstairwell door. Eachcahinet contains one A-B-C typefire
extinguisherwhichis effective in controlling firesinvolving trash/wood/paper, liquid/grea® substancesard electrical
equipmert. Eachextinguisher hasthe following markings:

Letter GAOand accomparying symbol for trash, wood and paper
Letter BOand accanpanying symbol for liquid and grea®
Letter GCOard accanparying symbol for electical equipmert

Heat Detectors

A heatdetector islocatedin the elevator machine room in the upper perthouse ard if set off will acivate the fire alarm
system. If aheatdetector is activated, the electricity powering the elevators will be shut off. Generally, the smoke
detector will be activated before the heatdetector, thereby sending the elevators to the main floor and discharging all
passengers prior to the actvation of the heatdetector and associated shut-off of the elevators.

Manual Fire Pull Stations

Thes stations arelocated adacen to the stairwells and atall points of entry/egress. They areactvated by pulling the
handle of the unit. Know their location and the location of the fire extinguishersand stairwell exits on your fl oor.
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Smoke Detectors

Smdke detectors are located on eachfl oor in the elevator lobby, inside the return air ducts of each HVAC unit on each
floor, inside the electical rooms of eachfloor and atthe top and the bottom of eachelevator shaft. Eachretail Tenart also
hasa smoke detector locatedinside the return air duct of their HYAC unit. These devicesprovide theinitial warning
signal of afirein the building and are inspectedtwice peryear and tetedamually. The acivation of a smoke detector
will startall life safety systemsand ring analarm bell on the floor wherethe alatm wasinitiated, on the floor above the
alarmfl oor ard the on the fl oor below the alamm floor. Activation of a smoke detector will not recall all elevators to the
main lobby unless adevicein one of the elevator lobbieshasbeenactvated. Elevators are not for use during an
evacwation. Activation of areturn air duct smoke detecor will shut down the HVAC unit located on the floor on which
the smoke detector wasacfvated Once asmoke detector hasbeenactivated the Fire Department will thenbe notified by
Kagle Systemsand dispatchedto the building.

Sprinkler System

The sprinklersare activated by high temperature that melts alink and cawsesthe sprinklerto discharge waterin alimited
area If thefireisnot controlledby the initial sprinkler actvation, additional sprinklerswill continue to be acivated asthe
links melt. Water pressure within the systemis maintainedby auomatic fire pumps. A flow of water from a sprinkler
headwill also activate the fire alamrm system. The sprinklerflow switchesareinspectd and tededtwice per year.

Stairwell Doors

Stairwell doors arefire-rateddoors. Their purpose is to seal off the stairwell from the offi ce space, therely preverting fire
and smoke from spreadng fl oor to floor. While locked normally, these doors will fail openin analam, such that pecple
in the stairwell canexit the stairwell to any floor if their path in that stairwell is obstructed If the path in any one

stairwell is obstructed, people canexit that stairwell and cross to the other stairwell, whichisin the same core and
accesible by crossing to the other side of the floor. If a door feels hot, remember, do NOT open it. If you do needto
exit the stairwell onto a fl oor, do not hold openthe door. Holding it openfor long periods of time could potertially pull
smoke into the stairwell.

Stairwell Pressurization

Upon activation of any life safety device (pull station, smoke detector, sprinkler head, flow switch, heatdetector), the
stairwell pressurizaion fans will turn on to maintain positive pressure in the stairwells, which will prevert smoke from
ertering the stairwell. The stairwell doors located at the perthouse must be closed whenthe stairwell pressurizaion fans
areon to prevert smoke from being drawn into the stairwell, which would create a chimney effect.

Standpipe Risers

Standpipe systemsarerequiredin buildings over 75 fed in height or sevenfloors. A standpipeis extended up both
stairwells so that fire fi ghterscan couple a hose to valvesprovided on eachfl oor and deliver water to extinguish thefire.

Strobes

Strobesare visual signaling devices(flashing strobe lights) dedgned so that the hearing-impairedwill have a visual cue of
analam. All floors and common areasareequipped with strobes
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WHAT HAPPENS WHEN AN EMERGENCY ALARM IS SOUNDED

1

The alam is received simultanecusly at the Fire Command Station ard the Kagle Systemsmonitoring station.
The Fire Departmert will be summaned immediately.

An audible alarm will sound on the alarm fl oor, on the fl oor above the alarm floor and on the fl oor below the
alarmfloor. Strobeswill also flash. All points of entry to and egress from the building will open.

All elevators will go directy to the ground fl oor upon activation of alobby smoke detecior. DO NOT USE THE
ELEVATORS. The HVAC systemwill immedately shut down on the fl oor where the alatTm wasinitiated

A memler of the engineering staff will be sert to invegigate the cause of the alarm. The buildingO<Chief
EngineerLead Engineea will go to the Fire Commanrd Station (on K Street) to assist the Fire Departmert.

Whenthe Fire Departmert arrivesthe Fire Chief will go directy to the Fire Command Station wherehe/she will
directemergency operations.

In the evert of afalse alaimm, a member of the Property Managemert Staff will make anamouncemert only after
the Fire Chief hasgivenanall clear.

NOTE: Pragperty Managemert will follow all directions from the Fire Departmert.
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WHAT TO DO IF YOU OBSERVE A FIRE IN PROGRESS

1

Call 911 immediately to report the fire no matter how small the fire seems to be. Do it yourself - do not
assume someae else will or hasdone so.

Activate the building alam by pulling the neare$ PULL STATION. PULL STATIONS are locatednext to each
stairwell door on eachTerant floor and next to the entranceson the lobby level.

Alertthosein the immedate area (room) where the fire is locatedto vacat thatlocation.
If inaroom, close door(s) to contain the fire, but do NOT lock the door(s).
Report the fire to your Tenant Safety Warden

If the Terant Safety Wardenor Assistant Wardenis not availabe, plea® notify Property Managemert
Engineerng or Secuity Staff of the floor, locaion and type ard size of fire. Property Managemert canbe
reacledby calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-8151 and Secuity by
calling (202) 331-5881.

Secue your pernal valuabes take your wallet or handbagand bring your KEY S with you, if they arereadly
availabe Dif you away from your office or work station whenyou see afire, do not go back to your offi ce or
work station. Do NOT take beverageswith you asthey canspill and create adlip and fall hazardin the stairwells.

Calmly begn to exit the building through the neare$ desgnatedfire exit/stairwell.

= Do not use elevators to exit during afire evacwation.

= Do not exit to the rooftop.

= Follow Exit signage. In some cases you may needto look up to seethe signs.

= |In Stairwell #1, walk down to the ground fl oor and exit through the main lobby. Proceedto the assembly area
desgnated by your Tenan Safety Warden

= In Stairwell #2, follow the exit to the loading dock. Turn left once you exit the loading dock ard follow the
alleyto 19" Street Proceedto the asemHy areadesgnatedby your Tenart Safety Warden

Asyou exit the building, move away from the building asthe Fire Departmert will needclear acess to the
building. Keepall vehicle lanesopenfor the use of emergerncy personnel.
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If your exit routeis blocked by smoke:

= Staycalm ard crawl low in smoke (the air is easer to breahe nearthe fl oor). Where availabe, wet cloths,
paper towel, t-shirt, etc. and hold over mouth to help with breating.

= |If trappedin aroom, close all doors betweenyou and the smoke. Sealthe cracks around the door and verts.

= Signal atthe windowsto recuers If thereisaphoneintheroom, call 911. The operator cancontact the on-
site offi cer, efc.

Remain outside the building until you have receved an amouncemert from the Safety Direcior or your Terant
Safety Wardenthatit is safe to enter the building and return to your suite.

If you areinside an elevator, upon acivation of afire alarm, the elevators will be recaledto the Ground Floor. If
thefireis on the Ground Floor, the elevator will be recdledto the Lower Lewel.
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VITAL EMERGENCY EVACUATION TIPS

ALWAYS

KeepCALM

Close doors

Walk to exit

Use stairs, not elevators

Stay to the right in the stairs going down

Do not go back

Do not take beverages asthese canspill and creake a serious trip and fall hazad.
If thereis smoke, keeplow to the fl oor where the air will be clearer and cooler.
Feeldoors with the back of your hard. If the door feek HOT, DO NOT OPEN!
Gather at the dedgnated assembly area.

Checkin with Sdety Warden so Safety Warden cantake a headcount.
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FIRE PREVENTION TIPS

The Tenart Safety Wardenshould appoint one person who will be regponsible for ensuring that appliancessuch ascoffee
machnesard copiers are shut off at the end of eachbusiness day and in the evert of a power outage. Additional
prevertive measiresinclude:

1. Report all fire hazads such asblocked stairwells, inoperative exit signs, and storage of flammale materials to
your Sdety Wardenand Property Managemert, Engineering or Secuity Staff. All corridors and pasageways
should be kept freeof storage boxesor other flammakles

2. UL (UnderwritersLaboratories approvedflammale or combustible suppliesmust be storedin special UL
approved metal storage cabinets in dedgnated areasonly. Material Safety Data Sheets (MSDS) should be
maintainedin central locations wherethey are visible for all to see.

3. Ensure that all office equipmert and appliancesare approved by UnderwritersLaboratories Inc., or other
aporopriate teding firm. Extension cords should not be usedin lieuof pemarent wiring. Only three-prong surge
protecion devicesare accepgalle. Turn off all electrica appliancesfor coffee, cooking or heating before leaving

the offi ce.
4, Do not use space heaters They canoverload electrical circuits and pose afire hazard
5. Report and repair office equipmert and appliancesthat arenot in good working order. Short circuits or sparks

from afrayedcord could startafire. Never use water on electical, oil or greagfires Disconnectall appliances
that have frayed cords immed ately.

6. Saomefiresare deliberately set. If you smel flammale liquids, smoke, efc., contad the Terant Safety Warden
and Property Managemert, Engineering or Secuity Staff. Call 911 to report the fire and/or smell of flammalde
liguidsimmedately. Forbid the use of candlesor openflamesin the office.

7. Verify thatyou canhearthe buildingO®mergency communicaion systemfrom your offi ceaswell asfrom all
points on your floor. The building staff will conduct regular alamm tegs on eachfloor. If you would liketo
arrarge for after-hours teging in your suite, plea® contact Property Management at (202) 331-1393 or (202) 388-
0110. A charge maybe billedto your company Byou will be advisedin advarceif such a charge will be
asessed

8. Know how to use asimple fire extinguisher and how to report afire by calling 911 and pulling the building fire
alarm. (SeeAppendix A for instructions on proper use of afire extinguisher).
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Do not use elevators. Upon activation of afire alarm throughout the building, start evacuation immedately -
walk, donOtun, to the neared stairwell. Unless otherwise instructed, your degination will be the streetlevel.
Make sure a place hasbeendesgnated outside the building for your emgdoyeesto meetand accaunt for peqple.
The doors on the stairwells are fire-rated, and it is extremely important to keepthese doors closed

The Fire Departmert will use the stairwells to go to the fire area. Occupants should stay to the right whengoing
down astairwell. Remember - always remain calm ard alert. If you are exiting a stairwell and it becanes
impassalle you should exit the stairs on the floor you are on or alower fl oor, after first touching the door to
emsure thatit is not hot. Cross to the other stairwell, which is on the other side of the floor. Continueto move
down the stairwells.
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SURVIVAL GUIDELINES

In alife-threakning situation, your survival may depend on your knowledge of whatto do. Following are severaltips:

1. Thoroughly review and undergand the emergency plan procedures Do not assume that all emergercy situations
reault in abuilding evacuation Bbe preparedto shelter-in-place.

2. Know the route to the neares fire-rated stairwell and the other fi re-rated stairwell s from wherever you maybein
the suite or on the floor. Know the route to the building exits.

3. REMAIN CALM.

4, Think first before acing. If the emergency isnot fire-relatedand if you are not in a situation thatis life-
threakning, tune to local news for updatesand directons.

5. Be preparedto follow emergerncy proceduresimmedately.

6. In anevacuation, NEVER use anelevator.

7. In anevacuation, openall doors carefully. A warm door should NOT be opened.

8. Staylow in smoke filledareas

9. If trapped, seek safety in aroom with awindow. Closeall doorsto slow the spreadof fire. Sealcracks around

doors and vent openings with wettowels, clothing or other materials. Call 911 to describe the locaion and
situation. REMAIN CALM.

10. Create a 091 ClosetOin your offi ce in the evert you and your coworkersare unatle to evacuate the building. A
041 ClosetOshould contain emergency suppliessuch as light sticks, battery-operated AM/FM rado, non-
perishabe food, water, first-aid kit, blarkets, etc. All building occuparts should also preparea Shelter-in-Place
kit for their personal use, being sure to include ary critical medcal prescriptions. See Emergency Saurcesof
Plaming Information for alist of websitesand resources you canconsult to assist you and your officein
preparatonsto shelter-in-place.
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1. Evacuateto asafe areaassoon asit is safeto do so, in accadance with the Building Evacuation Pracedures
Maintain a safe distance from the aircraft disager area,asthe potertial exists for additional explosions and other
adverse conditions.

2. Cal 911.

3. Report the number of injured people, damage sustained, and ary other hazardous conditions that may exist Dif
known.

4, Remain calm, quiet, and listenfor instructions from the authorities
5. Assist any injured co-workers with first aid. SeeCMedical EmergencyO.

6. Whenthe Odl clearOis giventhat conditions have returnedto normal, checkin with your Safety Warden for updates
before returning to your normal work station.

7. Toreport structural damage or relatedhazads, cal Property Managemert, Engineering and/or Secuity Staff.

Property Managemert canbe reached by calling (202) 331-1393 or (202) 388-0110, Engineeing by caling (202)
331-8151 and Secuity by calling (202) 331-5881.
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If you observe someone on the property that is in possession of a weapon, calmly move away from his or her
location, and if possible take the following steps:

Indoors Qutdoors
1. Getintothe neared room, out of sight of the shooter 1. DROP to the ground and stay out of
line of fire.
2. Lock doors 2. Gotothe neared cover, keep
STILL!
3. Stayawayfrom windows, pull shades 3. Oncesafe,if possible, follow step

numbers 7-8 for ONDOORSO.
4. Hideinfar corneror under dess.

5. KeepSTILL.
6. Stay SILENT and LISTEN.
= Listenfor instructions or rescuers

= Account for all people and injuriesin your room.
Stay where youQe at (hiddenin a safe place)until rescued

~

f possible, call 911.

Speakslowly ard clealy.

State your name, address, and phone number.

Explain that the emergency is Ga person with a gun and/or shots firedd.Give location.

Describe wherethe incidert is occuring Ohe suspectis now (standing) or (moving) toward Q
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Remember: If you have observed the Armed Intruder, make note of any distinguishing characteristics such as:
Race: White Black Asian Middle Eastern Latin

Sex: Male Femae Age:  Adult Juvenile
Armed: Hand gun Rifle Assault Weapon

Clothing Color: Hat Coat Shirt Trousers

Hair Color: Black Brown Blonde Other

Build: Thin Medium Heavy

Carrying a: Back Pack Bag Briefcase

Wearing a Mask:  Yes No Tattoo’s and/or body piercing:

Accent: Yes No

What was said:
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NOTE: In general, Property Management’s response will follow the directions and guidance of responding
authorities, including directives regarding evacuation or sheltering in place.

According to the DHS welbsite, read/.gov, OA biological attackis the deliberae relea® of germs or other biological
substancesthat canmake you sick. Mary agerts must beinhaled, enter through a cut in the skin or be eatnto make you
sick.0O Olnthe evert of abiological attack, public health offi cials may not immedately be able to provide informaton on
what you should do. It will take timeto detemmine exadly whattheillnessis, how it should be treaedand who isin
danger. However, you should watch TV, listento the radio or check the Interret for offi cial news.O Indicatons of a
BIOLOGICAL ATTACK mayinclude:

] Headache

. Nausea

" Stomachpain

] Skinirritation

] Shortness of breah
] Dizziness

If you suspecta BIOLOGICAL ATTACK:

1 Call 911.
2. Remain calm.
3. Call Property Management, Engineering and/or Secuity Staff to advise of location of such evert. Property

Managemen canbe reachedby calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-
8151 and Security by calling (202) 331-5881.

4, Tune to local news, rado or theinternet for informaton from auhoritieson whether they feel a biological atack
hasoccured
5. If your symptoms match symptoms being reported, immedately seek medcal attertion.

According to ready.gov, if you become aware of an unusual and suspicious substance nearby:
1. Quickly get away from the substarnce.

2. Cover mouth and nose with layers of fabric that canfilterair but still allow breating (i.e. 2-3 layers of cotton,
such asat-shirt, towel or handkerchief or severallayersof tissue/fpaper towels).

3. Wash with soap and water.
4. Call 911.
5. Call Property Management, Engineering and/or Secuity Staff to report location and nature of such evert.

Property Managemert canbe reached by calling (202) 331-1393 or (202) 388-0110, Engineaing by caling (202)
331-8151 and Secuity by calling (202) 331-5881.
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6. Tune to locals news, rad o or the internet for official news and informafton about symptoms, medcations, ard
vacchations and where you should seekmedcal attertion.

7. If you become sick, seekmedcal attertion immedately.

According to the DHS website, ready.gov, QA chemical attackis the deliberae releas of atoxic gas liquid or solid that
canpoison people ard the ervironmert.O Indicaions of a CHEMICAL ATTACK may include:

" Watering eyes

" Stinging skin.

" Trouble breating.

" Many peaople suff ering from watery eyes twitching, choking, having trouble breathing or |osing coordination.
] Many sick or deadbirds, fish or smal anmals.

If you suspecta CHEMICAL ATTACK:

1 Remain calm.

2. Moveto find cleanair quickly.

3. Cal 911.

4, Call Property Management, Engineering and/or Secuity Staff to report location and nature of such evert.

Property Managemert canbe reached by calling (202) 331-1393 or (202) 388-0110, Engineaing by caling (202)
331-8151 and Secuity by calling (202) 331-5881.

5. If you think you have been exposed, strip immedately and wash (with soap). Do not scrub so hardthat you scrub
chemical into skin.

6. Seekmedcal attertion.
7. Tuneto local news, radio or theinterret for information from authorities
Property ManagemertOsegonsein a suspeced BIOLOGICAL or CHEMICAL attackwill follow the directions and

guidance of regponding authorities including directivesregarding evacuation or sheltering in place. Additional regoonse
may include the following:

" The shut off of HVAC equipmert (if feagble) to limit air movemert.

" Locking of the perimeter aceess doorsto prevert air movemert from outside inside.

" Praohibition of acessto or from the building until alternate instructions arereceivedfrom the regponding
authorities
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Agenciesto which you canreport a suspectedbiologica or chemical atackare:

IAIP Watch Certers 202-323-3205
1-888-585-9078

NIPC nipc.gov/incident/cirr.htm

For more information about personal preparedhess ard procedures visit the U.S. Departmert of Homelard SecurityOs
welsite atready.gov.
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A pathogen is a specific cause of disease, such as a virus or bacteria. “Bloodborne” means carried by or in the
blood. The two BLOODBORNE pathogens that are currently of particular concern are HBV (which causes
Hepatitis B) and HI'V (which causes AIDS).

It is very important, if you see blood or bodily fluids, to observe the following precautions:

1. ALWAYS use protective equipment when hardling blood or bodily fluids. Any opering on your body or skin &
eyes mouth, skin rash, paper cut, etc. Bis aroute of entry for discages Praecive equipmert includeslatex
gloves mas, protective eyewear, efc.

2. NEVER usejust a paper towel to wipe up blood or bodily fluids and never allow anyone else to do so Dalways
use latex glovesto cleanup spills. Disinfectthe areawith anapprovedcleareror bleach diluted with lessthan 10
parts of water. Double bagthe materials used to cleanup ard discardand put in a baglabeled OohazadO(you
caneither get bags which arelabeled OBohazardOfrom your Offi ce Administrator or cal Property Marmagement,
Engineerng and/or Secuity Staff Bwe store thes bags and they will be accesible to Management and Secuity
Staff 24 hours per day, 7 days per week). ContactPrgperty Managemert, Engineering and/or Secuity Staff to get
nameand number of firm which will dispose of hazardous wagde. Property Managemen canbe reachedby
calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-8151 and Security by calling (202)
331-5881.

3. Wash your handsimmedately after you remove your gloves Use a disposalle towel for turning off the faucets,
to avoid cross-contamination. Again, dispose of the towel in a OBohazardObag.

4, Avoid bending, breaking or recaming used needes If recapping is necesary, use a one-handedtechmique.
Immedately dispose of usedneedesard other sharp objectsin desgnated, puncture-resstart containers

If you see or encounter blood or bodily fluids:

1. Notify Property Managemert, Engineering and/or Security Staff so that Management canensure the clearing
crew treats these areasappropriately. Prgperty Managemert canbe reacted by calling (202) 331-1393 or (202)
388-0110, Engineering by calling (202) 331-8151 and Secuity by calling (202) 331-5881.

2. If you areexposedto another personOslood or bodily fluids, wash all exposed areaswith lots of soap and water
immedately. Report theincidert to your supervisor and contacta physicianimmedately. Thereare early
medcal treamerts available which canprevent the developmert of Hepatitis B and slow the onset of potertial
HV infection.
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DO NOT USE YOUR CELL PHONE, BLACKBERRY OR RADIO ONCE A THREAT IS RECEIVED, AS
RADIO WAVES MAY CAUSE A DEVICE TO DETONATE!

1. Remain calm so you cangetinformaton from the caller.

2. If possible WITHOUT letting the caller know, enlist the aid of fellow emgdoyeesto notify the Pdice Departmert
at911 ard then Prgperty Managemert, Engineearing and/or Secuity Staff. Property Management canbe reached
by calling (202) 331-1393 or (202) 388-0110, Engineeaing by calling (202) 331-8151 and Security by calling
(202) 331-5881. Provide the following initial informat on:

= Company Name
= Sute Number/Floor
= Nameand telephone number of emgdoyeemaking thiscall.

3. Obtain asmuchinformaion aspossible. At a minimum, ask the caller thes quedions:

=  Whereisit located?

=  Whenwill it go off?

=  Whatdoesit look like?

=  Whatkind of bombisit?

=  Whatwill cawseit to explode?
=  Why areyou doing this?

=  Who areyou?

4, Recad the exacttime and the exactwords the caller uses Pleas activate the Star 69 featre, which providesyou
with the number of your lag incoming call by calling the O*Obutton on your phone followed by O®O0 Write down
the number that Star 69 givesyou. Seeadditional informaton below (OAdditional Bomb Threat InformaionO)
pertaining to other details of the call that may be benrefi cial to the regponding authorities

5. Notify your supervisor. Your supervisor should cal Property Managemert, Engineering and/or Security Staff.
Property Managemert canbe reached by calling (202) 331-1393 or (202) 388-0110, Engineeing by caling (202)
331-8151 and Secuity by calling (202) 331-5881.

6. Notify the Pdice Departmert by dialing 911:

= State thatyou have received a bomb threat

= Statethatyou areat1875 K STREET, N.W. in WASHINGTON, D.C.

=  State your comparny nameand floor.

= If you have a phone number from Star 69, provide operator with this number.

7. Notify Property Managemert, Engineering and/or Security Staff. Property Managemert canbe reached by
calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-8151 and Security by calling (202)
331-5881.

8. Visually seach your immedate areafor any unusual objecis. DO NOT DISTURB ANY OBJECTS!
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9. Once Property Mamagement, Engineering and/or Security Staff have beennotified of abombthreat it is our
policy to notify your firmOsvanager or Officer. It isthe decision of the Manager or Officerasto whetherit is
aporopriate to evacuate the offi ce, EXCEPT when specifically ordered by the authoritiesto whom the threat has
beenreported or the authoritieswho regond to the threat.

10. In the evert that you are akedto evaclate the building follow Evacuation Procedures

11. Do not re-erter the building until the Odll clearOhasbeen given

WHAT NOT TO DO

DONG ignore bomb threas.

DONG touch suspected explosives

DONG touch suspected bombs.

DONG move things thatyou donOknow what they are
DONG openthings that you donOknow whatthey are.
DONQ placein water.

DONQ shake.

DONQ turn.

DONQ cut wires

DONG pull wires

DONG cut string.

DONG pull fuses

DONG stamp out fuses

DONG open glued packages

DONG pass metallic tools near suspected bombs.
DONQ move switches

DONQ relea hooks.

DONG smoke near suspected bombs.

DONG carry bombs.

DONQ place near vital equipmert.

DONC invedigate too closely.

DONG use insulating materials (bomb blarkets or sandbagg).
DONG move the bomb away from peopleN move peaple away from the bomb.

DON’T IGNORE BOMBS!!!

STAY AWAY FROM BOMBS!!!

DON’T TOUCH BOMBS!!!
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ADDITIONAL BOMB THREAT INFORMATION

1. Exact Wording of the Threat

2. Pertnent Data:

= Sexof caller

= Rae

=  Age(egimate)

= Lengthof call

= Numberatwhich call isreceived
= Timeof call

= Dateof cal

4, CallerO¥ oice:
Calm Nasl
Angry Stutter
Excited Lisp
Slow Rapy
Ragd Deep
St Ragyed
Loud Clearing Throat
Laughter DeepBreahing
Crying Cracking Voice
Normal Disguised
Distinct Accert (English, Frerch, Latino)

If voiceisfamiliar, who did it sound like?

5. Baclground Noises
____ StreetNoises _____ Factory Machinery
_____ Crockery _____Animal Noises
_____ Voices _____ Clear
__ PA System ____ Static
____ Music _ Local
____ House Noises ____ Long Distarce
_____ Motor _____ Booth
_____ Office Equipmert _____Airplares
____ Railroads _____ Other
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ADDITIONAL BOMB THREAT INFORMATION - continued

6. ThreatLanguage:

Well Spoken (educated) Incoherert
__ Foul ___ Taped
Irrational Message readby threat maker

REPORT BOMB THREAT TO THE POLICE DEPARTMENT AT 911!
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Any indication of acivil disturbancesuch asariot, demonstration or picketing should immedately be reported to 911 and
to Property Management, Engineering and/or Security Staff. Property Managemert, Engineaing and/or Security
Staff will rely upon Law Enforcemert Authoritiesto advise asto protective acions that should be takenduring alocal
disturbancein or around the property.

1. Whenyou see ary indicaton of acivil disturbance,call 911.
2. Whena civil disturbancethreatrs the building, contact Prgperty Managemert, Engineering and/or Secuity Staff.

Property Managemert canbe reached by calling (202) 331-1393 or (202) 388-0110, Engineeing by caling (202)
331-8151 and Security by caliing (202) 331-5881. Provide:

] Y our name,locaton and the time.
" Approximate number and location of demonstrators.
" Currert activity of demonstrators.
" Name of the organization demastrating.
3. Notify your employeesand visitors about the disturbance and warnthemto avoid personal contact with

demamstrators. Advise themnot to make any commerts or statemerts that might anger the demonstrators.

4, Notify your employeesand visitorsto lock all doors and secure all sersitive areas Pu aregonsible employeeby
the main ertrance door with akey to allow authorizedpersonnel or visitorsto erter and/or leave.

5. Avoid walking through lobby and stay away from windows.

6. Advise all employeesard visitorsto avoid leaving the building, unless thereis no danger thatthey will be harmed
by the demonstrators. If you must evacuate, exit with caution and do not run. Do not attempt arny physical
contactwith demonstrators unless necessary to do so. Do not engage in conversations or make commerts to
demamstrators that could be construed asinflammaiory or contrad ctory to the demonstratorsOcatse.

7. Advise emfdoyeesand visitors that elevator service could be regricted or turned off to prevent demonstrators
from accesing individual fl oors/suites

8. Advise emdoyeesthat they should carry their acces keys with them, asProperty Managemert, Engineering
and/or Security Staff may decide to acivate access control, if the situation warrarts.

9. Report but do not touch any foreign or unusual itemsthat areleft behind by any demmstrators who were ableto
acces the building or your suite.
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INDOORS

1. Move away from windows, glass partitions, shelvesand calinets where glass or heavy objecis mayfall or launch
themslves

2. Take coverunder adesk or sturdy furniture. Praect yourself by putting your headclose to your kneesand

covering your neck with your hands. Make your body assmall aspossible, close eyesand cover earswith
foreams. Keepyour backto the window areasand always distance yourself from possible falling glass ard
hanging objects. Stay away from shelving, bookcass windows, glass and any objects that mayfall.

3. Do not use elevators or escalators.

4, Do not strike amatch or light a cigarette, cigar, pipe or cardle.

5. If you leave the building, be aware of such hazards asdowned power linesand falling delris.

6. Whenthe Odll clearG's giventhat conditions have returnedto normal, checkin with your Safkety Warden for

updatesbefore returning to your normal work station.
7. Assist ary injured co-workers with first-aid. See (Medical EmergencyO.
8. If you noticeary structural damagg, call Property Management, Engineaing and/or Secuity Staff. Property

Managemen canbe reachedby calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-
8151 and Security by calling (202) 331-5881.

OUTDOORS

1. Move away from buildings, overhead wiresard poles

2. Take coverin adoorway or other shelter, if unabeto reacha clear area.

3. Avoid windows, which mayfragmert and fall during shaking.

IN AN ELEVATOR

1 Sit down until movemert subsides

2. Stay calm. Theelevator isdesgnednot to fall.

3. Whenthe earhquake is over, use the emergercy telephone or push the alamm button until help arrives
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If you find yourself detained on anelevator:

1 REMAIN CALM
2. Do NOT try to pry open the elevator doors.
3. If the elevator stops between floors and the door opens, do NOT try to climb out. The elevator could

possibly move as you are in the process of climbing out, thereby causing severe injury or death.

4, Openthe telephone access door located at the lower left-hand corner of the elevator and lift the telephone
recever.
5. The elevator telephone rings directy to Kagle Systems Per®n(s) in the elevator must push the red “Talk”

button to initiate communications with Kadle asthe telephonescamot be made to ring in the elevator.
6. Whenthe Kadle operator arswers, tell him/herthat you aretrappedin the elevator. The Kadle operabr will then

= Ask you somequegionsincluding:

A\

Canyou tell which elevator caryou aretrappedin? The elevator car number islocatedon the back of the
accesdoor.

Do you know which fl oor the elevator hasstoppedon or betweenwhich fl oors?

Whatisyour name?

What company do you work for?

The Kagle operator will thencall for help and ask you to plea® call back every 3 to 5 minutesso he/she
canupdate you on the actons takento freeyou from the elevator.

The Kagle operator will give you his’her operator number.

After the Kadle operator takesaction to free you from the elevator, he/she will ak you if thereanybody
you would like him/herto call.

VVYVYY

YV VY

= Call Property Management, Engineeing, Secuity Staff and/or the Elevator Mainterance Compary to help
freeyou from the elevator.

= Notify the Kastle operator of any medical conditions that require immediate response. The Fire
Department will be called immediately.

7. If thereis no reponse from a Kagle operator or the telephoneis not functioning properly, press the elevator stop
and/or alamrm button. Thiswill alert any person throughout the building asto your locaton.

8. A memker of the Property Mamagemert, Engineering and/or Secuity Staff will stay by the elevator to maintain
communicafion with you until the elevator comparny arrivesand freesyou from the elevator.

9. Try to REMAIN CALM.
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1. Call 911 and explain the nature of the spill or emergerncy.
2. Quickly evacuate the area affected
3. Notify Property Managemert, Engineerng and/or Security Staff immedately of any chemical spill inside your

space. Property Managemert canbe reached by calling (202) 331-1393 or (202) 388-0110, Engineeing by
calling (202) 331-8151 ard Security by calling (202) 331-5881.

4, If the odor is overwhelming ard threaens to spreadbeyond the spacewhere the spill or emergency occurred,
immedately notify Property Management, Engineering and/or Secuity Staff and proceedto evacuate the
building, moving asfar away aspossible. Prgperty Managemer canbe reachedby calling (202) 331-1393 or
(202) 388-0110, Engineeing by calling (202) 331-8151 and Secuity by calling (202) 331-5881.

5. Those persons with knowledge of theincident needto be available to the Property Managemert, Engineering,
Secuity Staff and/or emergency regonse peronnel outside the building. A description of what happered, where,
when, ard the type of product (s) spilledwill be extremely valuabe. If availabe, Material Safety Data Sheets
(MSDS) for the substance should be providedto Prgperty Managemert, Engineaing and/or Secuity Staff, as
these will help to determine the appropriate subsequent acion.

6. Do not go backinto the building until Prgperty Managemert, Engineerng and/or Security Staff or the regponding
authoritieshave giventhe Oal clearO.
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8. Secue your personal valuables take your wallet or handbagand bring your KEY S with you, if they are readily
available Dif you away from your offi ce or work station whenyou see afire or hea the direcive to evacuate, do
not go backto your offi ce or work station. Do NOT take beverageswith you asthey canspill and create aslip
ard fall hazardin the stairwells.

2. Calmly begn to exit the building through the neares desgnatedfire exit/stairwell.

= Do not use elevators to exit during afire evacuation.

= Do not exit to the rooftop.

= In Stairwell #1, walk down to the ground floor. You will exit onto K Streetthrough the Lobby. Proceedto the
assemby areadedgnated by your Safety Warden

= In Stairwell #2, follow the exit signage to exit onto the Loadng Dock. Turn left outside the loadng dock ard
follow the alley to 19" Street Proceedto the assembly areadesgnated by your Safety Warden

Asyou exit the building, move away from the building asthe Fire Departmert will needclear acess to the
building. Keepall vehicle lanesopenfor the use of emergerncy personnel.

3. If your exit route is blocked by smoke:

= Staycalm ard crawl low in smoke (the air is easer to breahe nearthe fl oor). Where availabe, wet cloths,
paper towel, t-shirt, etc. and hold over mouth to help with breating.

= |If trappedin aroom, close all doors betweenyou and the smoke. Sealthe cracks around the door and verts.

= Signa atthe windowsto rescuers If thereisaphoneintheroom, call 911. The operator cancontact the on-
site offi cer, efc.

4, Remain outside the building until you have receved anamouncemert from the Safety Direcor or your Safety
Wardenthatit is safeto erter the building and return to your suite.

5. If you areinside an elevator, upon acivation of afire alarm, the elevators will be recaledto the Ground Floor. If
thefireis on the Ground Floor, the elevator will be recdledto the Lower Lewel.

6. When evacuating, rememter:
. KeepCALM
" Close doors
" Walk to exit
] Use stairs, not elevators
" Stay to the right in the stairs going down
" Do not go backup the stairs
" Do not take beverages asthese canspill and creake a serious trip and fall hazad.
] If there is smoke, keeplow to the fl oor where the air will be clearer and cooler.
" Feeldoors with the back of your hard. If the door feels HOT, DO NOT OPEN!
" Gather at the dedgnated assembly area.
" Checkin with Sdety Warden so Safety Warden cantake a head count.
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1. Call 911 and, if necessary, take shelter.
2. Report the following to the 911 operator:
" Your nameand locaion
" Y our telephone number
" Exact locafon of the explosion
] If known, the cause of the explosion
" Extert of any known casialtiesand type of injuries
" Whether or not the explosion hascawsedary fires
3. Report any explosion to Property Managemert, Engineering and/or Secuity Staff. Property Managemert canbe

reacledby calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-8151 and Secuity by
calling (202) 331-5881.

4, Move or evaclate employeesor visitors from the immediate area of the explosion. Some explosions will trigger
the Fire Control Parel. If activated plea® follow Evacuation Pracedures

5. If you aretrappedin delxis:
" Use afladhlight to signal your locaton if you have one.
" Avoid unnecessary movemert to minimize dust.
" Covernose & mouth with any fakric you have on hard, to avoid inhaling dust.
" Tapon apipe or wall so rescuers canhear you.
" If possible, whistleto signal your location.
] If shouting, be careful to not inhale too much dust.

39



LIFE SAFETY PLAN & PROCEDURES
1875 K Street, N.W., Washington, D.C.

When flooding occurs:

1. Assess severity of situation. If a water pipe hasruptured, it isimperative that the fl ow of water be stopped

2. Report flood to Property Managemernt, Engineering and/or Secuity Staff. Property Managemert canbe reached
by calling (202) 331-1393 or (202) 388-0110, Engineeaing by calling (202) 331-8151 and Security by calling
(202) 331-5881.

3. If it isamajor leak, call 911 to assist in removing water from the building.

4, Notify the local water and power compary of the situation.

5. Should it becane necessary to evacuate the building, follow CEvacuation ProceclreO.
6. Do not return to the building until the Odll clearOis given.

If a flood occurs due to a rainstorm while vou are in the building:

1. Maintain a constarnt watch of the affectedarea
2. Monitor local news.
3. Moveto asafe area within your suite, taking fire extinguishers first aid supplies and all other necessary

equipmert with you.
4, Should it becane necessary to evacuate the building, follow CEvacuation Proceclre).

5. Do not return to the building until the Odll clearOis given
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1. Report any situation involving hostagesto:
MetropolitanPdice Departmert 911
Property Managemert (202) 331-1393 or (202) 388-0110;
Engineerng (202) 331-8151; ard/or
Secuity Staff (202) 331-5881
2. Make any note of any distinguishing characeristics of the persons involvedand report this to the Pdiceor

Property Managemert, Engineering and/or Security Staff.

Characteristics to pay attention to are as follows:

Race: White Black Asian Middle Eastern Latin
Sex: Male Femae Age:  Adult Juvenile

Armed: Hand gun Rifle Assault Weapon

Clothing Color: Hat Coat Shirt Trousers
Hair Color: Black Brown Blonde Other
Build: Thin Medium Heavy

Carrying a: Back Pack Bag Briefcase

Wearing a Mask:Yes No Tattoo’s and/or body piercing:

Accent: Yes No

What was said:
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1. Listento weaher updatesard stay informedof conditions.

2. Begdn to preparefor potertial evacuation.

NOTE: Property Managemert will not make any determinations about evacuation. Property Managemert will
rely on local auhoritiesand follow their instructions.

1 Listento weater updatesand stay informedof local conditions and alerts or warnngs.

2. Keepaportabe rado, flashlight and extra batterieson hard.

3. If you have any objects outside, move themto a secure indoor location. If the itemsare too large to relocat,
secue them firmly so the wind camot pick them up. Any loose objects canbecame projectlesin high wind
conditions.

4, Report any hanging limbs, swaying utility polesor any loose objectthat could cause damage in high wind

conditionsto Property Managemert, Engineering and/or Secuity Staff. Property Management canbe reached by
calling (202) 331-1393 or (202) 388-0110, Engineerng by calling (202) 331-8151 and Security by calling (202)

331-5881.
5. Stay away from windows.
6. Be preparedto evacuate Dbe famiiar with your municipal regonOsvacuation planand evactation routes Tune

to local news for direction from the appropriate authorities

If you are in the Building When a Hurricane Hits:

8. Move away from building perimeter and exterior glass. Close doors to perimeter offi cesor areasto isolate broken
glass, flying objects or other delris.

9. Moveto interior corridors, elevator lobbiesand stairwells.

10. Praectyourself by putting your head close to your kneesand covering your neckwith your hands. Make your
body assmall aspossible, close eyesand cover eas with forearms

11. If unable to reachtheinterior of the building, seekprotection under ade, table or chair.

12. Whenthe Odll clearG's giventhat conditions have returnedto normal, checkin with your Safkety Warden for
updatesbefore returning to your normal work station.

13.  Assist ary injured co-workers with first-aid. See Medical EmergercyO.
14, If you noticeary structural damagg, call Property Management, Engineaing and/or Secuity Staff. Property

Managemen canbe reachedby calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-
8151 and Security by calling (202) 331-5881.
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1 Cal 911.

2. Make the victim ascomfortalle aspossible. Do not move the victim if thereis no immedate
darger.

3. Try to ascertain asmuch information aspossible about the injury, either from the victim (if

conscious) or from the surroundings. (Wasthe person working with electicity? Did something
fall and hit the victim on the head?).

4, Remain with the victim and call out for help.

5. Have someme notify Prgperty Management, Engineering and/or Secuity Staff. Property
Managemen canbe reachedby calling (202) 331-1393 or (202) 388-0110, Engineering by
calling (202) 331-8151 and Security by calling (202) 331-5881. If you call anambulance,
Property Managemert, Engineering and/or Security Staff will meetthe ambulanceto escort the
attendarts to you.

6. If the victimis not breating and/or hasno pulse, mouth-to-mouth resuscitation and/or CPR
should be performed It should be administereduntil the emergency response team arrives the
victim isrequscitated or the victimO#eart begns to bea.

7. Be preparedto provide information to the emergerncy response team
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1. If you aresmoking, extinguish all smoking materials immedately!
2. Cal 911.
3. Call Property Management, Engineeing and/or Secuity Staff. Property Managemen canbe

reacledby calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-8151
and Security by calling (202) 331-5881.

4, Notify your Sdety Warden.
5. Evacuate the area
6. Do not re-erter the building or areauntil the Odl clearQis given
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1. Call Property Management, Engineering and/or Secuity Staff. An erginee will be dispatchedto
your offi ceto invegigate the cawse of the outage. If your telephone system is also not working,
walk to Security Desk locatedin the Main Lobby. Property Maragemert canbereacledby
calling (202) 331-1393 or (202) 388-0110, Engineerng by calling (202) 331-8151 and Security
by calling (202) 331-5881.

2. You will be notifiedassoon aspractical asto the cawse of the power outage.

3. Tune to local news or observe neighboring buildings to determine whether the power outage is
isolatedto the building. If not isolatedto the building, follow direcions of emergency personnel.

4, Wait for further instruction, or evacuate if necesary.

5. Before leaving your work area,shut-off electrical equipmert to reduce the strain on the electrical
systemasit is regored

6. In the evert of a prolonged power failure, you will be notified of the egimatedtimeto resore

partial or full power and the cawse of the failure. You will also be instructedto evacuate the
building if necesary.
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NOTE: In general, Property Management’s response will follow the directions and guidance of
responding authorities, including directives regarding evacuation or sheltering in place.

According to the DHS welbsite, read/.gov, OA radation threat commanly referredto asa Odirty bombOor
Oraiblogical disperson device (RDD)Q is the use of comman explosivesto spreadrad oactve materials
overatargetedarea.lt is not anuclearblag. Theforce of the explosion and rad oactive contamination
will be morelocalized Whilethe blast will beimmedately obvious, the presence of radation will not be
clearly defineduntil trained personnel with specialized equipmert are on the scere. As with arny
radation, you wart to try to limit exposure. It isimportart to avoid breathing radological dust that may
be releasedin the air.O

If you areinside and thereis anexplosion or authoritieswarnof a RADIATION RELEASE:

1 Call 911.
2. Remain calm.
3. Call Property Management, Engineering and/or Secuity Staff. Property Mamagemert canbe

reacledby calling (202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-8151
and Security by calling (202) 331-5881.

4, Tune to locals news, rado or the internet for offi cial news and information to determine whether
you should leawe the area or remain inside, to limit exposure to rad oactive material.

5. Regardess of whereyou are, close windows & doors, turn off fans, heaers or ary other
equipmert that movesair.

6. If you think you have been exposedto radation, take off your clothesand wash with soap assoon
spossible.

Property ManagemertOsegonse in a suspeced RADIATON RELEASE will follow the directions ard
guidance of regponding authorities including directivesregarding evacuation or sheltering in place.
Additional regponse may include the following:

= Theshut off of HVAC equipmert (if feasble)to limit air movement.

= Locking of the perimeter aceess doorsto prevert air movemert from outside inside.

= Prchibition of acessto or from the building until alternate instructions arereceivedfrom the
regponding auhorities

For more information about personal preperechess and procedures visit the U.S. Departmert of
Homeland SecurityOsvelsite at ready.gov.
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While everyone needs to know how to respond in an emergency, it is just as important that you take
steps to prevent emergencies from occurring. The following are a few recommended precautions:

1. Properly store any flammalde or combustible suppliesproperly in metal cans or safety containers
Suwch suppliesand containersmust first be approved by the Property Manager/Chief Engineer.

2. Maintain Material Safety Data Sheet (M SDS) in a certral locafion where they are visible for all
to see.
3. Avoid using extension cords insteadof permarent wiring. If using anextersion cord, use athree-

prong connection.

4, Safety Monitors should maintain a current employeerosterin anareawhereit is eay to retrieve
and canbe takenwith you during anemergercy. You will needthisinformafon in orderto
conduct a headcount.

5. Property Managersshould keeptenarnt and employeerosters aswell asthe MSDS Binderin an
areawhere they caneasly be retrievedand takenwith you in the event of anemergency.

6. Keepall appliancesand electrical cords in good repair.

7. Turn off all electical appliancesfor coffee, cooking or heaing before leaving the offi ce.

8. Forbid the use of cardlesor exposed flamesin the offi ce.

9. Assign a specific person or personsto aid anyone in the offi ce who requiresspecial asistancein
anemergercy.

10. Report any potertial building fire hazards to the Property Manager (i.e., blocked stairwells, faulty
fire protection equipmert, leaks or damaged wiring).

11. Store flammale materials in the building only after approval from the building Chief Engineer.

12. Spaceheakrsshould not be used

Security Tips

1. Never leave the recepion areaunatternded
2. Report all suspicious personsto a supervisor and/or the Pdiceat911.
3. Do not allow persons making deliveriesto wander through the offi ce without anescort.
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4, Keepvaluadessuch ascad, wallets, purses calculators, televisions, VCRsand radosin a safe
place.Avoid putting pursesunder adesk or in the lower desk drawer, asthisis oftenthe first
placeathief will look.

5. Never assume you may feel safeleavng your desk with valuadesin sight.

6. Reaquire strict compliance with the use of a visitor logbook to recad namesof persons entering
and departing the offi ce after reqular business hours.

7. Strangersshould not be sent to anempty offi ceto use a telephone. Insteadoffer to dial the
number for them or escort them to a phone and stay with themwhile they make their call.

8. Do not allow non-employeesfreeacces to your suite. A receptionist will inform you when
sending repair peronsto alocation. Noticeif they arein auniform and if the uniform name
correcty identifi estheir business.

9. Above all, be alert and, if you feel comfortable doing so, quedion strangers Ask for abusiness
cad or ID badge. Ask with whom they have anappointmert and escort them to that peronOs
offi ce.

10. Call for assistance before confronting someae who has not satisfactorily demastrated his or her

idertity or purposein your office.
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NOTE: A change in the State of Alert Status does not mean the building will evacuate. Tune in to
local news for directions from authorities as to whether to evacuate or shelter in place.

The U.S. Departmert of Homeland Security hasissued a color-coded system Advisory System to alert
citizers to the current assessmert of athreatof terrorist activity. This systemis assummarizedbelow:

Low = low risk of terrorist atacks
Blue Guarded= gereralrisk of temorist attacks
Elevated= significart risk of terrarist activity
Orange High = high risk of terrorist acivity
Red Sewere = severerisk of terrorist activity

Listed below are general procedures the Building will follow during each threat level. Note that
these procedures may change at any time. Note also that Property Management will issue a memo
to each of its Tenant Contacts regarding the procedures that are currently in effect. If you have
any questions during a change in threat level, please ask your office manager or call Property
Management, Engineering and/or Security Staff. Property Management can be reached by calling
(202) 331-1393 or (202) 388-0110, Engineering by calling (202) 331-8151 and Security by calling
(202) 331-5881.

The following aregenreral proceduresfor building access during a , BLUE or
advisory:

= Building acces will be monitored electronically outside of normal operaing hours. Although it is not
necesary to lock the building during thistime, it may becane necessary to limit acces without
advarce notice. Pleas cary identificaion and acess keys atall times

= Loadngdock isavailabe during normal business hours by scheduling in advance with the Property
Management, Engineeing and/or Secuity Staff Staff.

= Roof decks are open.

= All mesengersmust sign the logbook.

= Visitors must sign the logbook. Property Managemert, Engineering and/or Security Staff may also
require that namesof all visitors be providedto Property Managemert, Engineering and/or Security
Staff and the Lobby/Secuity Des in advance and that all visitors must sign the gued book. Check
with your offi ce manager to confirm whether this procedureisin place or ak atthe Lobby/Security
De.

= Befamiliarwith your firmOsmergercy plars and business continuity plars.

The following aregeneral proceduresfor building access during an advisory:

= Building acces will be monitored physically or electronically. Although it is not necesary to lock
the building during this time,it may become necessary to limit acces without advance notice. Carry

identificaion and aceess keys atall times

= Loadngdock isclosedexcep for scheduledand monitoreddeliveries
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=  Roof decks are closed

= VisitorsChamesmust be providedto the Lobby/Secuity De in advance. All visitors must sign the
gues book and show idertification. The individual with whom they are visiting must esort ary
unregsteredvisitors.

= All mesengersmust be pre-authorizedor clearedby the terarnt to have acess. Messengersthat are
not pre-authorizedor clearedby the tenant will be deriedacces.

= Confirm accuracy of your internal contactlist. Ensure that Property Managemert hascurrert and
accuate contact informafon. Check your Business Continuation Plars for accuracy.

The following aregenreral proceduresfor building access during a RED advisory:

= Building acces control systemswill be acfivated which means you will needyour acess key to
erterthe building. You will also needto show your building-issuedidertifi caion badge upon entry
to the building. In the alsence of idertifi cation, the Office Manager or a fellow employeemust
provide cleaance and the individual must be esorted by afellow employeefrom the compary.

= Loadngdock isclosed Deperding on the nature ard location of the circumstancessurrounding the
code Redadvisory, the load ng dock may be openfor scheduledand monitoreddeliveries

=  Roof decks are closed

= VisitorsChamesmust be providedto the Lobby/Secuity des in advance. All visitors must be met at
the building ertrance ard escorted by the individual they arevisiting or someme from that
individual's offi ce.Visitors must also sign the logbook at the Lobby/Security Desk and show
identificaion. Unregsteredvisitors will not be givenacces. Deperding on the nature and location of
the circumgtancessurrounding the code Redadvisory, all visitors maybe deriedacces.

= No mesengerswill be pemitted pag the Lobby/Seaurity Desk. Theindividual receiving the delivery
must report to the Lobby to take possession of delivery. Therewill be no excegions.

= Contractors namesmust be providedto the Lobby/Security desk in advance and a scope of the
contractor's work provided to the Managemert Offi cein advance. All contraciors must be metatthe
building entranceand escorted by the individual for whom they aredoing work. Contractors must
also sign the logbook atthe Lobby/Security Desk and show idertifi caion. Unreg steredcontractors
will not be givenacces. If the contractor's work hasnot beenclearedwith the Management Offi ce,
the contracior may be dernied acess, depending on the nature of the work being done. Depending on
the nature and locaion of the circumgances surrounding the code Redadvisory, all contractors may
bedenedaces.
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= The parking garage will be closedto individuals who do not work in the building or do not have
monthly contracts. Pakerswho do not have a monthly contract must show their building-issued
idertifi caion badge to confirm for the parking attendants that they area building tenart. The garage
doorswill most probaldy be down and physical access will be given either through the use of an
acceskey or by aparking attendart. Acces keys are codedfor garage acces for monthly contract
holdersonly. Daily parkers(those who do not have a monthly contractfor parking and therefore do
not have anacces key coded to openthe garage) will not be abe to access the parking garage.

GENERAL NOTE: Additional building proceduresand regponseswill be dictated by the nature and

location of the circumgtancessurrounding the code Redadvisory aswell asby
directvesgivenby the auhorities
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Indicatons that mail or a package may be suspicious:

" Foreign mail, airmail, and special delivery.

. Resrictive markings, such asOCaifidertialO,0PesonalO,0ro Be Operedby Addressee OnlyO,
eftc.

" Excessive postage.

" Mail/packagesthat are unexpectedor from someme unfamiliar to you.

" Handwrittenor poorly typed addresses

" Incorrect titles(personal and position titles.

] Title, but no name.

" Mi sspellings of common words.

] Qily stains, discolorarts, or powder-like substances

" No return address or postmark

" Excessive weight.

" Rigid ervelope.

" Lopsidedor uneven ervelope.

" Praruding wiresor tinfoil.

" Excessive secuing material, such asmasking tape, string, efc.

" Visual distractons.

" City or State in the postmark that doesnot match the return address.

When handling unopened suspicious mail or package:

1 Call 911.

2. Do not sniff envelopesor packages

3. Do not shake or empty the conterts of any suspicious package or ervelope.

4, Placeunopened suspicious mail in a closealie plagic bag, such asa Zip-Loc bag, thenseal the
bag

5. Carefully placepladic bagin empy bin, box or trash container.

6. Post O not touchOsign on container holding plagic bag

7. Wash your hands with lots of soapand water for atleag 15 secands.

8. Call Property Management, Engineeing and/or Secuity Staff to advise of location and nature of

suspicious mail or package. Prgperty Managemert canbe reachkedby calling (202) 331-1393 or
(202) 388-0110, Engineeing by calling (202) 331-8151 and Secuity by calling (202) 331-5881.

9. If you areconcerned, if you feel you have beenexposed or if you develop ary leson or flu-like
symptoms, immediately seek medical treatment!
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If, when opening mail, powder spills out or smells are emitted:

1. Leave powder whereit falls. Do not try to cleanit up.

2. Do not call othersto view spilled substarce.

3. Do not inhale over or nearthe opened mail or package.

4, Carefully placethe package or envelope on talle where it wasopened, or on adesk or the floor.

5. Carefully coverthe spilled conterts or the source envelope or package (use anything availabe
such asnewspapers clothing, invertedtrashcan etc. and remember location and nature of
covering).

6. Advise anyonein the room or areato quietly leawe the areaand close door. Thesindividuals

should be directedto go to another room and wait until their contactinformation canbe obtained
or they are givenfurtherinstructions by the regponding authorities

7. Immedately wash your hands and any exposed areasof skin with lots of soapand water for at
leas 15 secands.

8. Call 911.

9. Call Property Management, Engineeing and/or Secuity Staff to advise of location and nature of
suspicious mail or package. Prgperty Managemert canbe reachkedby calling (202) 331-1393 or
(202) 388-0110, Engineeing by calling (202) 331-8151 and Secuity by calling (202) 331-5881.

10. If you areconcerned, if you feel you have beenexposed or if you develop ary leson or flu-like
symptoms after the incidert, immediately seek medical treatment!
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1. Initially, the maost importart issue to determine is whether the loss of telephone communication is
within your individual suite or throughout the building.

2. Immedately dispatch anemployeeto Progperty Managemert, Engineering and/or Security Staff to
advise of outage. If after hours, dispatch employeeto the Lobby/Secuity Dek.
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NOTE: Property Managemert will not make any determinations about evacuation. Prgperty
Management will rely on local authoritiesand follow their instructions.

1. Close blinds and drapes

2. Stay away from windows.

3. Listento weaher updatesand stay informedof conditions and alerts or warnings.

4, Keepaportabe rado, flashlight and extra batterieson hard.

5. If you have any objects outside, move themto a secure indoor location. If theitemsaretoo large

to relocate, secure them firmly so the wind camot pick themup. Any loose objects canbecane
projecilesin high wind conditions.

6. Report any hanging limbs, swaying utility polesor any loose objectthat could cause damagein
high wind conditions to Property Managemert, Engineering and/or Secuity Staff. Property
Managemen canbe reachedby calling (202) 331-1393 or (202) 388-0110, Engineering by
calling (202) 331-8151 ard Security by calling (202) 331-5881.

7. Be preparedto evacuate Dbe familiar with your municipal regonOsvacuation planard
evacuation routes Tune to local news for direction from the appropriate authorities

1. Move away from building perimeter and exterior glass. Close doors to perimeter offi cesor areas
to isolate brokenglass, flying objects or other delxis.

2. Moveto interior corridors, lower levels, elevator |obbiesand stairwells.

3. Praectyourself by putting your head close to your kneesand covering your neck with your
hands. Make your body assmall aspossible, close eyes and cover earswith foreams.

4, If unable to reachtheinterior of the building, seekprotection under ade, table or chair.

5. Whenthe Odll clearG's giventhat conditions have returnedto normal, checkin with your
Customer Sdety Warden for updatesbefore returning to your normal work station.

6. Assist ary injured co-workers with first-aid. See (Medical EmergencyO.
7. If you noticeary structural damagg, call Property Management, Engineaing and/or Secuity

Staff. Property Managemert canbe reactedby calling (202) 331-1393 or (202) 388-0110,
Engineerng by calling (202) 331-8151 and Secuity by calling (202) 331-5881.
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1. A temporary interruption of the water supply may or may not reault in the disruption of building
services
2. Prolonged water interruption will reault in the evacuation of the building following the

Evacuation procedures Without water we canneither maintain saritary conditions nor building
cooling systems Additionally, water interruption limits the Fire DepartmentOshility to

extinguish fires Y ou will be notifiedof the timeto redore the water to the building assoon as
practical.
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