MEMORANDUM

Date:
(Current Date)



To:
(School Staff)

From:
(Insert Principal or Building Manager Name)
Re:
Fire Alarm System Failure – Fire Watch

Be advised that this building is equipped with a local fire alarm system that is currently inoperable, and has been cited by the District of Columbia Fire Marshals Office.  Repair efforts are underway and a contractor has been secured to complete the system programming and testing, beginning on (current date).  

Under the direction of the Authority Having Jurisdiction a Fire Watch has been established for your facility.  The two individuals identified with the responsibility to watch for the occurrence of fire are (insert persons name and time on duty).  The Fire Watch will remain in affect until the reinstatement of the fire alarm system, and approval from the District of Columbia Fire Marshals Office.

If you have any questions please do not hesitate to contact me at (insert phone number).
