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NewnYorknCitynisnnonstrangerntonemergenciesncausednbynnaturalnandnn
man-madenhazards,nincludingnfires,nseverenweather,nandntelecommunicationn
andntransportationndisruptions.nConsidernhownthesenemergenciesnmaynaffectn
yournabilityntondonbusinessn(e.g.,nanpowernoutagenmayninhibitnyournabilitynton
acceptncreditncards).nnFor more information, visit NYC.gov/hazards.

Planningnbeforenandisasternwillnhelpnyounreturnntonoperationsnmorenquickly.n
Startnbyntakingnthenfollowingnsteps:

nn Identifynoperationsnthatnarencriticalntonbusinessnfunctionsnandnrecovery.

nn Determinenwhichnstaff,nmaterials,nprocedures,ncontacts,nandnequipmentn
arennecessaryntonkeepnyournorganizationnoperating.

nn Makenanlistnofnyournmostnimportantncontacts/clientsnandnplannwaysnton
communicatenwithnthemnduringnandnafternandisaster.

nn Coordinatenwithnvendors,nsuppliers,nandnothersnyoundependnonntondon
business.

nn Keepncopiesnofnimportantnrecordsnyounmaynneedntonrebuildnyourn
businessninnanwaterproof,nfireproof,nportablencontainer.nKeepnansecondn
setnatnannoff-sitenlocation.

1. Understand the hazards

2. Plan to stay in business

WHY BE PREPARED? 

Businesses, large or small, play an 
important role in serving the communities 
of New York City. With the many demands 
on your time and resources, making an 
emergency plan may not seem like a 
priority. But when emergencies happen, 
businesses without a plan are more likely 
to suffer losses and many never re-open.

Itndoesn’tntakenanlotnofntimenornmoneyntonmakenanplannandnbenprepared.n
Preparingnfornemergenciesnisnimportant,nwhethernyounrunnanpublic,nprivate,n
communitynornnonprofitnorganization.nFollownthesenfivenstepsntonensurenn
thatnyournorganizationncontinuesntonoperatenduringnandnafternannemergency.

For more information and resources about preparing your business, 
visit NYC.gov/preparemybusiness.

NYC.gov/hazards
NYC.gov/preparemybusiness


It’snimportantntontalkntonyournemployeesnoftennaboutnwhatntondonbefore,nduring,n
andnafternannemergency.nSetnupnancallntree,nannemailnalert,nornancall-innvoicen
recordingntoncommunicatenwithnemployees.nWhenncreatingnanplan,nconsidern
yournemployees’nneedsn(includingndisabilitiesnandnaccessnandnfunctionalnneeds).n
Younshouldnalsonencouragenemployeesntonpreparenfornemergenciesnatnhome.

Checknoutnthenfollowingnresourcesnfornmoreninformationnaboutnemergencyn
preparedness:

nn PartnersninnPreparedness:nNYC.gov/partnersinpreparedness

nn ReadynNewnYork:nNYC.gov/readyny

n� ReadynNYCnapp,navailablenfornAppleniOSnandnAndroid

nn NotifynNYC:nNYC.gov/notifynyc

Informationnaboutnthesenresourcesnisnalsonavailablenbyncontactingn311n
(TTY:212-504-4115).

Innadditionntonprotectingnyournemployees,nitnisnimportantntonprotectnyourn
company’snphysicalnandnvirtualnassets.nTakenthenfollowingnsteps:

nn Reviewnyourninsurancencoverage,nandnunderstandnwhatnyournpolicyn
covers.nConsidernexpandingnyourninsurancentonincludencoveragenforn
directnandnindirectncostsnassociatednwithnandisaster.n

n� Examplesnofndirectncostsnincludenhazard-specificnpropertyninsurancen
(e.g.,nfire,nflood),nandndatanbreachnandncybernliabilityninsurance.n

n� Examplesnofnindirectncostsnincludenbusinessninterruption/n
continuationnpolicyninsurance,nbusinessnincomeninsurance,nandnn
extranexpenseninsurance.

nn Thinknaboutnwhatnequipmentnisnnecessarynfornthensurvivalnofnyourn
businessnandnwherenyounwillnobtainnreplacementnpartsnifnitnisndamaged.

n� Everynorganizationndependsnonnelectricity,ngas,ntelecommunications,n
sewers,nandnothernutilities.nHavenanplanninnplaceninncasenthesenservicesn
arendisrupted.

nn Protectnyourndatanandninformationntechnologynsystems.nCreatenbackupsn
ofnallnofnyourninformationnandnstorencopiesnsomewherensafe.

3. Talk to your employees

4. Protect your investment

NYC.gov/partnersinpreparedness
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Everynbusinessnshouldnhavenannemergencynactionnplan.nThisnplannfocusesn
onnalertingnemployeesntonannemergencynornannevacuation,nthenmethodnforn
reportingnemergenciesntonlocalnofficials,nandnevacuationnplans.nFornmoren
information,nvisitnwww.osha.gov.

nn Tonreceivennotificationsnofnincidentsnthatnmaynaffectnyournorganization,n
signnupnfornCorpNetnbynvisitingnNYC.gov/corpnet.

nn Knownwhenntonevacuatenthenworkplacenandnwhenntonstaynwherenyounaren
(i.e.,n“shelterninnplace”).nThisnwillnhelpnkeepnyounandnyournstaffnsafe.

IF YOU MUST EVACUATE: 

nn Evacuationnplansnarenspecificntoneachnbuilding.nIfnyounarenantenantninn
thenbuilding,ncoordinatenevacuationnplansnwithnyournbuildingnmanager.n

nn AllnemployeesnshouldnhavenanGonBagn—nancollectionnofnitemsnyounmayn
needninnannevacuation.nAnGonBagnshouldnbenpackedninnansturdy,neasy-to-
carryncontainer,nsuchnasnanbackpack.nVisitnNYC.gov/readynynforn
additionalninformation.

nn Postnmapsnofnyournbuilding’snescapenroutesninnyournbusiness.nIdentifyn
andnlabelnentry/exitnpointsnonnthenmapsnandnthroughoutnthenbuilding.n
Planntwondifferentnwaysnoutnofnthenbuilding.

nn Pickntwonplacesntonmeet:nonennearnyournbusiness,nandnonenoutsidenofn
thenimmediatenarea.

IF YOU HAVE TO STAY: 

nn Ifnitnisnnotnsafentonevacuate,nyounmaynbenaskednbynemergencynofficialsn
tonshelterninnplace.nThisnmaynbenasnsimplenasnremainingninnyournofficenn
ornstorenwhilenofficialsnclearnhazardsnfromnthenarea.

n� Identifynanroomnwithnfewndoorsnornwindowsntonshelterninnplace.nn
Ideallynthenroomnshouldnallownatnleastn10nsquarenfeetnpernperson.nn
Ifninstructednbynemergencynofficials,nturnnoffnallnventilationnsystemsn
andnsealndoors.n

n� Stayntunedntonlocalncommunicationnoutletsnfornupdatesnfromn
emergencynofficials.

nn Aheadnofnannemergency,nmakenansupplynkitnthatnincludesnitemsnyounn
andnyournemployeesnmaynneed,nincludingnwater,nfood,nradio,nflashlights,n
batteries,netc.nKeepnthesenitemsninnanneasy-to-accessnlocation.

5. Know how to respond



Unlessnotherwisennoted,ncalln311n(TTY:n212-504-4115)ntoncontactnn
Citynagencies.n

NYC Emergency Management  
NYC.gov/emergencymanagement

NYC Emergency Management Business Resources 
NYC.gov/preparemybusiness

Ready New York – for emergency preparedness information  
and to request a presentation 
NYC.gov/readyny

NYC Department of Small Business Services 
NYC.gov/sbs

NYC Department of Buildings 
NYC.gov/buildings

NEW YORK CITY RESOURCES 

Ready for Business 
www.ready.gov/business

New York State Department of Financial Services 
www.dfs.ny.govn
1-800-342-3736

United States Department of Labor Occupational Safety  
& Health Administration  
www.osha.govn
1-800-321-OSHAn(6742)

Insurance Information Institute 
www.iii.orgn
212-346-5500

Insurance Institute for Business & Home Safety  
www.disastersafety.orgn
813-286-3400

CorpNet 
NYC.gov/corpnet

NYC Emergency Management on Facebook and Twitter 
www.facebook.com/NYCemergencymanagementn
@nycoem

NYContinuity on LinkedIn 
www.linkedin.com/company/nycontinuity

Notify NYC 
NYC.gov/notifynycn
@NotifyNYC

MORE BUSINESS EMERGENCY PLANNING RESOURCES

STAY INFORMED

NYC.gov/emergencymanagement
NYC.gov/preparemybusiness
NYC.gov/readyny
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NYC.gov/buildings
www.ready.gov/business
www.dfs.ny.gov

www.osha.gov

www.iii.org

www.disastersafety.org

NYC.gov/corpnet
www.facebook.com/NYCemergencymanagement

www.linkedin.com/company/nycontinuity
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This guide is also available in audio format and in the 
languages below.

Arabic
زُر NYC.gov/readyny للحصول على نسخ باللغة العربية من هذا الدليل. 

Bengali
এই নির্দেনিকানির বাংলা কনির জন্য NYC.gov/readyny দ্খুি

Chinese
請撥打311或訪問NYC.gov/readyny，獲得本指南的中文版本。

English
Call 311 or visit NYC.gov/readyny for copies of this guide in English.

French
Visitez NYC.gov/readyny pour obtenir des exemplaires de ce guide 
en français.

Haitian Creole
Ale nan sitwèb NYC.gov/readyny pou jwenn kopi gid sa a nan lang 
Kreyòl Ayisyen.

Italian
Visita il sito NYC.gov/readyny per ricevere una copia di questa 
guida in italiano.

Korean
한국어로 된 안내서 사본은 NYC.gov/readyny를 방문하십시오.

Polish
Kopia w języku polskim jest opublikowana pod adresem  
NYC.gov/readyny.

Russian
Позвоните по номеру 311 или посетите сайт NYC.gov/readyny, чтобы 
получить эту брошюру на русском языке.

Spanish
Llame al 311 o visite NYC.gov/readyny para obtener acceso a este folleto 
en español.

Urdu
�ن کے ل�ی NYC.gov/readyny ملاحظہ کریں۔ �پ کی کا�پ اردو زبان م�ی حاصل کر اس رہنما پر

Yiddish
באזוכ NYC.gov/readyny פאר קאפיס פון דעם פאפיר אין אידיש.
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READY NEW YORK FOR BUSINESS 
EMERGENCY REFERENCE CARD

INSURANCE PROVIDER:

Insurancenprovider/policynnumber(s):

Agentnname:

Phone:n n n nnnnnnnnnnn

Email:

Utilitynprovider:

Accountnnumber:

TELECOMMUNICATION PROVIDER:

Typenofnprovidern(checknallnthatnapply):n

nPhonennnnn

 Internetnnnn

nOther

Accountnnumber(s):

Phone:n n n nnnnnnnnnnnnnnnnnnnnnEmail:

UTILITY PROVIDER:

LOCATION OF IMPORTANT DOCUMENTS:

Staffncontactninformation:

Vendorncontactninformation:n

Supplierncontactninformation:n

Resourcencontactninformation:

Organization’snlegalnname:

Address:

Phone:n n n nnnnnnnnnnn

Email:

Meetingnplacenclosenby:

Meetingnplacenoutsidenofnthenneighborhood:

Emergencynalertingnsystemnfornemployees:

Policenprecinct:nnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Phone:

Lastnupdated:

License(s)nandnPermit(s)nnumber(s):

Location:

LICENSE(S) & PERMIT(S):



nn Calln911nwhennyounareninnimmediatendangernornwitnessnancrimeninnprogress.

nn Calln911nifnyounhavenanseriousninjurynornlife-threateningnmedicalncondition.

nn ConnEdisonn24-hournhotline:n1-800-752-6633n(TTY:n1-800-642-2308);n
www.coned.com

nn PSEGnLIn24-hournhotline:n1-800-490-0075n(TTY:n631-755-6660);nn
www.psegliny.com

nn NationalnGridn24-hournhotline:n718-643-4050n(TTY:n718-237-2857);n
www.nationalgridus.com

nn Calln311n(TTY:n212-504-4115)nornvisitnNYC.govnfornaccessntonnon-emergencyn
servicesnorninformationnaboutnCitynprograms.

nn Donnotncalln311nfornemergencies.

nn 311noutsidenofnNewnYorknCitynisn212-NEW-YORKn(212-639-9675).

UTILITY HOTLINES

911: EMERGENCIES

311: CITY INFORMATION

NOTES
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