Contingency Plans
[Location]
· Marquee sign outage
· Check internet, if it is working; proceed to steps below
· Notify corporate if outage continues
· Ad Television Outage
· See “Rebooting Ad TV Instructions”
· If issue persists, contact [???]
· Phone Outage
· Call [Phone Company & Phone Number]
· Notify Corporate to assist if needed
· Use personal phone to notify corporate to assist
· Notate in Manager’s Log book
· Internet Outage
· In the event of an internet outage:
· Reboot Phone Router
· Reboot Internet Router
· If still no service: 
· Call your internet provider:
· [Internet Provider] [Phone Number]
· Account [##########]
· Notate in Manager’s Log Book

· POS Issue:
· In the event the POS is not responding
· Exit Application to restart software program
· IF issue persists: Call Toast Support [phone number]
· Note in Managers Log Book account of issue

· Plumbing Issue:
· In the event of a major plumbing issue (water leak, toilet overflow, etc)
· Notify Area Manager and/or HQ immediately
· Turn off water at supply if possible
· Call [Company] [Phone Number]
· Note in Managers Log Book account of issue
·  AC/Heat Issue:
· In the event the air conditioner or heater isn’t working properly:
· Notify Area Manger and/or HQ immediately
· Call [Company] [Phone Number]
· Note in Managers Log book account of issue




· TV Outage
· In the event the TV’s are not working:
· Notify Area Manager and/or HQ immediately
· Turn satellite boxes off
· Turn TV’s off
· Wait 5 minutes
· Turn boxes back on, then TV’s back on
· If they do not return to normal, call :
· Provider [Phone Number]
· Account [#######]   
Note in Managers Book account of issue
·  Electricity Outage
· In the event the store loses power:
· Keep all refrigerators/freezers closed
· Call [Electric Company Name] [Phone Number]
· Account [#######]
· Note in Managers Book account of issue
· Notify Area Manager and/or HQ immediately

· Gas Leak/Outage
· In the event of a gas leak or outage:
· Extinguish pilot lights on grill and fryer
· Ensure all other exposed flames are put out
· Turn off gas main valve
· Call [Heine Propane (817) 584-3827]
· Note in Managers Book account of issue
· Notify Area Manger and/or HQ immediately


·  Bad Weather
· Stay informed on local weather issues
· Determine if weather warrants no change, late opening or total closure
· If closure is imminent, Franchisor must be notified in writing of closure date immediately	Comment by Shevin Schmitt: This is an optional template that you can use to organize your vendors. It's designed to help you access vendor information easily whenever you need it.
· Call Area Mgr. to discuss action plan
· Notify staff 
· Post signage
· Ensure store is secure/weather “proof”
· Put out Ice melt/sand bags, etc.
· Shovel walkways and in front of doors (Employee entrance also)
