Emergency Preparedness Planning Questions
Annual Meeting & Tradeshow
_________  is committed to conducting a safe Annual Meeting & Tradeshow.  As such, _____ is making planning efforts to deal with emergency situations for our ____ event.  To make preparations, ________ has a few questions on your organizations’ emergency procedures.
General Emergency Questions

· Onsite contact if an attendee has a medical emergency?

· Who among your staff has medical training?

· Where are first aid kits located?  Do you have AED devices onsite?

Hotel

· What are your plans for a fire situation?

· What are your plans for a power failure?

· What other groups are in-house?  Will you have back-up meeting space if some rooms lose power?

· Do you have back-up generators onsite?

· What is your contingency plan if guests have to be moved to another property?

· What is your plan for delivering information to attendees?  Can flyers be placed under attendees room doors?  Can information be posted on a TV channel?  Do you have meetings with staff to information front desk, concierge, bell men, etc. of updates?

Convention Center

· What are your plans for a fire situation?

· What are your plans for a power failure?

· Do you have back-up generators onsite?

Off-site Venues
· Do you have proof of transportation insurance? (if applicable)
· If the event is to be held outdoors, what is your back-up weather plan?

· If the event is to be held indoors, what is your back-up fire/power loss plan?
· What are your plans for a fire situation?

· What are your plans for a power failure?

