NAME OF ORG

CRISIS PLAN

I
DESTRUCTION OF THE ______  OFFICE (fire or weather-related catastrophe)

· Contact insurance company to file a claim

Name:

Contact info:

Insurance Programs and Reviews, Inc.

Insurance with The Hartford and includes building and contents replacement, workers compensation and general liability. 
· Contact Office Park at __________ for suggestions for relocation 
· Contact BOMA local chapter at
Contact info:

Local Real estate Broker contacts

National contact:
· Grubb & Ellis Company
Corporate Communications
500 W. Monroe Street, Suite 2800
Chicago, IL 60661
800.877.9066
corporatecommunications@grubb-ellis.com
· Description of computer situation, including back-up locations
· Contact our computer consultant to confirm the server is up and running.
· Contact Web site and membership database provider
· Contact the bank to make arrangements for checks and deposits

Bank Name:

Account:

Tax ID:

Local Contact:
Signatories:

· Payroll issues
If outsourced – contact information

If in-house – computer info and/or access codes for help line

· Review the condition of documents in the fire-proof drawers

The drawers contain the following:

1. Hard copy member files

2. Checks 

3. Files (e.g. correspondence, articles of incorporation, tax-exempt letter etc.)

4. Critical documents (IRS letter, etc) also in an Organizational Handbook onsite as well as an IRS folder kept at ED’s home.

· Accounting Firm
II  INCAPACITATING ILLNESS OR DEATH OF INDIVIDUAL STAFF MEMBER

(with assumption that the person is unable to resume duties)

A. Executive Director

· Contact one of the following management companies to see if they would assume duties during the search for a permanent replacement

· Begin a general search using all the methods employed before

· A list of passwords is available locked office drawers – staff can access

Copy of passwords should also reside with a member of Executive Committee

B. Manager of Membership and Communications
· Executive Director will recruit the appropriate personnel

III
REPLACEMENT OF ENTIRE STAFF

A. Executive Committee members to set plan in motion.
B. For computer hardware or software issues, see above 

C. Set up Search Committee
D. Key to ______  office given to member of executive committee
IV
REPLACEMENT OF LEADER

· Follow procedure in bylaws

V
MEDIA CRISIS INVOLVING CREDIBILITY OF PUBLIC


(media sensationalism)

· Utilize resources at ASAE and the Center – (202) 371-0940; (888) 950-2723 
· Utilize President or another member of Executive Committee as spokesperson
Other resources: 
 

NAME OF ORG

ANNUAL MEETING CRISIS PLAN

PURPOSE:

To develop a plan to respond to events outside of ______  control that occur prior to or during the ______  Annual Meeting that have the potential to imperil the attendees.

PRINCIPLES:  

· Appreciate the importance of people and their safety

· Keep a perspective of the big picture

· Recognize that there are risks to manage and choices to make that are not always clear

· Maintain good relationships and communication with suppliers (vendors and exhibitors)

AURTHORITY:

Depending upon time, decisions will be made in this order (from most time to least time available):

· Executive Committee

· President

Staff should provide as much information as is available and offer advice when called upon.

TYPES OF EMERGENCIES:

· Natural, such as hurricanes, earthquakes, tornados

· National emergency, such as terrorist activities

· Facility impairment due to fire, flood etc. which makes it impossible to have the meeting at an acceptable standard before or during the meeting

· Interruption of transportation system such as airline strike, air traffic controller strike etc.

· Cancellation of major speaker(s)

· Staff, such as injury or death on way to meeting

· Destruction of ______  office prior to meeting

PRE-MEETING STEPS TO TAKE:

· Gather emergency plans that have already been developed

· Hurricane evacuation plan

· Hotel and/or convention center evacuation plan

· Anticipate communication tools to inform membership in the shortest possible time

· Web site

· E-mail broadcast

· Fax broadcast

Thirty days before meeting, staff will develop files that would have e-mail addresses and fax numbers so that broadcasts could be sent within four hours of decision to do so.  Staff will have all contact information on site.  CD of information given to Atlanta member (e.g. president) to take to meeting independently

· Distribute crisis plan to:

· Board of Directors

· Facility contacts

INSURANCE

Contact info from above, including policy number and company if cancellation insurance plan in place.
NAME OF ORG
PUBLIC RELATIONS PLAN
It is important for an organization to acknowledge an inquiry by a member of the media.  A "no comment" response does not benefit the organization. Without an explanation or at least an acknowledgment of the crisis, the organization may receive adverse publicity.  It is better to acknowledge that the appropriate response will be taken.  An immediate response that demonstrates the organization's concern allows the public to suspend judgment temporarily. 
A public relations plan gives the organization a better chance of avoiding media coverage that could embarrass the organization.  The ______  may want to involve legal counsel in developing the plan or planning the response.
The ______  will follow these steps for public relations contacts: 
· Designate responsibility of individuals to work with attorneys/public relations personnel.  This will probably be the ______  President/______  Executive Director in most cases. 
· Select one or two representatives to handle all inquiries.   The message must be consistent and that only the proper person(s) respond(s). This helps to ensure credibility. 
· Keep legal counsel informed. 
· Anticipate and prepare media comments. 
· Be truthful. Say only what you know is fact. Do not speculate if you do not know the answer.
· Document procedures and programs. For example, display an antitrust policy at each meeting. 
· Review the crisis plan. Review the plan annually or more often if legal counsel has changed or a new situation arises.
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