
Alternate Site Plan: Operations Team Lead

This plan assumes you are at: (INSERT ALTERNATE SITE ADDRESS).

Immediate Task List:
1. Ensure the immediate area is safe for yourself and the employees that report to you.

2. Contact your immediate superior (please read further).
Below is the contact information for your immediate superior and login information for you.
Your immediate superior is: Operations Manager
		Contact information: 	Email: operations@insertorganization.net
					Phone Number: ### ### ####
					Alternate phone number: ### ### ####
If you need to login to the internal network, your login is: 	Operations32
			The password can be found here:	______________

3. Once logged in, critical tasks can be found here: (INSERT EXPLANATION)
If unable to login, a list of all critical tasks sorted by job title can be found in the binder titled (INSERT TITLE) at (INSERT LOCATION).
4. Employees that report to you will also require their critical tasks and may request them from you. 
These can all be found once logged in and are included with your critical tasks.
 or (If unable to login)
Are in the same binder mentioned in #3, except under their job title instead.
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