FITZGERALD PROPERTY MANAGEMENT

HURRICANE PROCEDURES FOR TENANTS

HURRICANE PREPARATION PROCEDURES:

The hurricane season typically runs from June 1 through November 30 each year. We
would like you to take a few minutes to review the hurricane plan we utilize for many of
our managed buildings. We ask that you complete, each year, the attached emergency
contact form. This is what each manager utilizes to notify tenants of important changes,
problems and/or issues. This plan outlines the procedures we will be taking regarding the
property and includes some tips we have for your business/company that may help offset
any impact a hurricane might cause your company or business. The key idea is to have
this plan in place well in advance of a hurricane. Have your hurricane related supplies
in place. Know where important equipment and computer data will be stored. Review
with key personnel and/or vendors how restoration of data, phones and/or mainframe
servers/equipment will take place after a storm. This procedures guide covers a small part
of the issues related to hurricane preparedness. We hope that it assists you in your final
hurricane preparedness plan.

DEFINITION:

When the United States hurricane center in Miami announces a Hurricane Warning, all
buildings will close to the public, and all tenants will be requested to secure their offices
and leave the premises. A hurricane warning is defined as follows:

A WATCH is the announcement for specific areas that a hurricane poses a threat
generally within 36 hours.

A WARNING which indicates that hurricane winds 74 mph and higher, or any
combination or dangerously high water and very rough seas are expected in specified
coastal areas. When a hurricane warning is announced, hurricane conditions are
considered imminent and may begin immediately, or at least within the next 12 to 24
hours. It is of utmost importance that ALL precautionary measures and actions be

instituted immediately for the projection of life and property.

Please keep in your files for reference in the event of a hurricane
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FITZGERALD PROPERTY MANAGEMENT

ALL OFFICE BUILDINGS, HAVING COMMON AREA ENCLOSED
CORIDORS WILL BE SHUT DOWN WITHIN 6 HOURS OF A WARNING
BEING ISSUED. ALL ENTRY DOORS WILL BE LOCKED AND POWER TO
ALL ELEVATORS AND EVERYTHING MECHANICAL WILL BE TURNED
OFF. NO ONE WILL BE PERMITTED INTO THE BUILDING UNTIL AFTER
THE STORM HAS PASSED AND THE BUILDING IS FOUND TO BE SAFE. IN
CASE OF EMERGENCY, PLEASE CALL (954) 760-4360 OR (954) 818-6479 OR
THE MANAGEMENT VOICE PAGER AT (954) 894-5241.

Please keep in your files for reference in the event of a hurricane
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Any electronic access to the property will be discontinued and the building entries will
be physically secured (manual locked and/or chained closed), if applicable. Access by
tenants will not be possible after the building has been secured.

L. When a Hurricane Watch is issued the following precautions should be taken:

A. Stay in touch with hourly and three-hour news updates on the storm’s movement

and intensity.

B. Review the precautionary steps recommended when a Hurricane Watch is issued.
If these steps cannot be completed within three hours of the issuance of the
warning, begin the steps during the watch so that the balance of the work can be
completed by available personnel within three hours.

C. Plan your staffing needs when warning is issued. Take into consideration the
employees out of the office due to travel, sickness and vacation; as they will not
be able to assist. Employees will have to also take care of their families and their

homes and may want to evacuate the area.

D. “On call” employees who will assist with hurricane preparations should
immediately report to the office/store upon issuance of a Warning. Public officials
may limit access to certain areas as the storm approaches. If applicable, property
personnel will turn off elevator and electricity to landlord controlled areas of the
property as the storm approaches (usually 6 to 8 hours after the warning issued).
No tenants will be allowed to remain in the building unless the building’s
management president or the building’s landlord gives prior written authorization.

E. Contact the management office with all emergency contact names and telephone
numbers. The form is attached. Please make a copy, fill it out, and return to

management.

Please keep in your files for reference in the event of a hurricane
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II. When a hurricane warning is announced, the following precautions should be
taken immediately:

A. Remove all items hung on the walls of the perimeter offices to prevent them from
flying off the wall and causing damage.

B. Clear all desks, credenzas and tables of potential flying objects.

C. Remove valuable papers and items to the most secure interior office.

D. Remove all computers, printers, modems and other electrical equipment to an
interior office. Place the equipment on a desktop or filing cabinet and enclose in
waterproof sheeting and/or garbage bags to protect from moisture. (Cut off

electrical power to all office equipment).

E. Remove desk drawers and file drawers containing important files and papers to an
interior office (optional).

F. Close all blinds and drapes.

G. Do _not place any type of tape on the windows. It has no benefit in a

hurricane. Removal of the tape can be difficult and costly, especially if
removal damages the glass. There is a specialty plastic film product that may be
utilized on glass without film coatings. It is a heavy-duty plastic sheeting with
imbedded fiberglass reinforcement.

H. Close all perimeter office doors.

I. Cover any items susceptible to water damage with plastic sheeting.

J. Make extra back-up copies of important data. These extra copies should be kept
in separate safe off-site locations.

Please keep in your files for reference in the event of a hurricane
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II. After the storm has passed and all warnings are discontinued, the following will
be scheduled to occur:

A. A property management team will arrive at the property to assess the extent of the
damage and provide limited access to the building.

B. If property management determines that it can be done with a reasonable degree
of safety, a limited number of tenant employees will be allowed onto property to
assess individual suite damage.

C. The building will not be opened to all employees and the public until:

i. Electricity and water are restored to the property.
ii. Electricity is restored inside the building by the property management,
if applicable.
1ii.  Elevator service is restored, if applicable.

D. To receive an update on the status of the building, tenants may call the
management office telephone number. If the management telephone number is not
operable, another telephone number will be posted on the exterior of the property.

E. Employees of tenants will only be given access to the building. No family,
children, friends or pets will be allowed access until the building is determined
ready for the general public.

GENERAL NOTES:

Hurricane Shutters: With most properties, tenants must provide their own protection for the

windows. Permission to install such protection must be approved by management prior to

hurricane season. The most reliable protection would be in the form of County Approved

Please keep in your files for reference in the event of a hurricane
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hurricane shutters. NO SHUTTERS ARE TO BE INSTALLED WITHOUT APPROVAL.
IMPROPER INSTALLATION CAN CAUSE EXTENSIVE DAMAGE TO THE BUILDING
FOR WHICH THE INSTALLING TENANT WILL BY FULLY LIABLE. An alternative
protection that might be installed is a clear heavy-duty window film that is attached to the window
frame. Prior landlord approval would also be required. The installation of plywood is not
permitted. As a last minute protection, the plastic fiberglass reinforced sheeting referenced above
(IT-G) might be another option.

If the full property is equipped with shutters, please review with your property manager before
hurricane season the procedure regarding the installation of such shutters. If the property has
authorized the installation of hurricane shutters, they should be installed at least 12 hours before a

storm is expected to arrive. For property-provided shutters, the installation will commence
approximately 6 hours after a Warning is issued.

Property Insurance: The Landlord’s insurance will only cover the basic building and

property. Each tenant is responsible for their contents, entry doors and glass windows. Review

your policies to determine the extent of your coverage.

Parking Garages and Covered Parking: The storage of vehicles on the property is not

permitted. It is preferred to have the property clear of any and all vehicles in case of emergency
access. If a vehicle is to remain on the property, it will be subject to towing at the vehicle owner’s

full expense and/or at the full risk and responsibility of the vehicle owner.

Date:

Re: Emergency Contact Information

To All Tenants:

Please keep in your files for reference in the event of a hurricane
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In an effort to better serve you during an emergency, please provide us with the following
information requested below.

(NOTE: Any information provided to us will be kept confidential and only used by Fitzgerald Property

Management personnel in case of an emergency.)

Company Name: Bldg. Name: Suite No.:
Essential/Key Essential/Key

Contact Person #1: Person #2:

Title: Title:

Cell No: Cell No:

Home No: Home No:

Pager No: Pager No:

Alt. No: Alt. No:

Email Address: Email Address:

Please return immediately.

It is important that we maintain accurate and updated information at all times. If there are

any changes, please be sure to contact our office immediately.
Should you have any questions or concerns feel free to call our office.

Thank you

Fitzgerald Property Management, Inc.
“Protecting & Increasing Value through Professional Management”
Please keep in your files for reference in the event of a hurricane
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