
 

Bomb Threat 
 

Upon Learning of a Bomb Threat: 
 

1. The person receiving a bomb threat call should attempt to get the exact location within the building where 
the bomb is alleged to be. If time permits, pass a note to a colleague requesting notification of the 
Command Center or local Police. Remain on the phone with the caller until the caller hangs-up. Attempt to 
record as much information as possible about the caller by recording the callers phone number located on 
the telephone’s caller ID and vocal idiosyncrasies, gender, group affiliation, etc. Listen for noises in the 
background of the caller or for other clues that might indicate the caller’s identity and location. As soon as 
possible, dial 911 to notify the Police and notify Building Management. 

2. A person receiving a letter or card announcing a bomb threat will immediately dial 911 and notify Building 
Management. 

3. In case you find a suspicious-looking object, package or other item. Do not disturb the suspicious item. 
When you are unfamiliar with the item and you are not sure what the contents of the package or item are, 
dial 911 and notify Building Management. 

4. The Building Manager will determine if the situation warrants an immediate evacuation of offices near the 
area or a complete building evacuation. After the area has been deemed safe by the Police, occupants will 
return to their offices. 

5. A Bomb Threat Checklist is located on the following page providing vital information to anyone who 
receives a Bomb Threat. Place the Checklist near your office phone. This will ensure the checklist is 
accessible if you receive a Bomb Threat through your phone. 

 
National Counterterrorism Center Bomb Threat Stand-Off Distances Chart 

  
http://www.nctc.gov/site/pdfs/bomb_threat.pdf  
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Initial Bomb Threat 

Date:  Time of Call:  
Ext #:  Time Caller Hung Up:  
If you receive a bomb threat, be calm, courteous, listen, and do not interrupt the caller. If possible, write down the 
caller’s contact number, if caller ID is available. If time permits, pass a note to a colleague requesting notification 
of the Command Center or local Police. Remain on the phone with the caller until the caller hangs-up. 
Immediately write down everything your senses experienced during the call. The following Bomb Threat 
Checklist will provide you with the vital answers to the questions the Command Center or Police will ask you. 

Questions To Ask To Caller Making The Bomb Threat: 
When is the bomb going to explode?  

Where is the bomb right now?  
What kind of bomb is it?  

What does it look like?  
Why did you place the bomb?  

What is your name?  
What is your telephone number?  

What is your address?  
Try To Determine The Following (Circle As Appropriate): 

Caller’s Identity: Male  Female  Adult  Juvenile  Age:    

Voice:  
Deep, High Pitch, Moderate Pitch, Low Pitch, Intoxicated, Loud, Raspy, Soft, Other: 

  

Accent:  
Local, Not Local, Foreign, Peculiar Region: 

  

Speech:  
Distinct, Distorted, Fast, Lisp, Nasal, Slow, Slurred, Stutter, Other: 

  

Language:  
Excellent, Good, Fair, Poor, Foul, Other: 

  

Manner:  

Angry, Calm, Coherent, Deliberate, Emotional, Incoherent, Intoxicated, Irrational, 
Laughing, Rational, Religious, Righteous, Other: 

 
  

Background 
Noises:  

Airplanes, Animals, Bedlam, Construction Equipment, Factory Machines, Maritime/Ships, 
Mixed, Music, Ocean, Office Machines, Party Atmosphere, Quiet, Street Traffic, Trains, 
Voices, Water, Other: 

 
 
  

If voice is familiar, who did it sound like:   
Action To Take Immediately After Call:  

Notify the Command Center or Police. Talk to no one other than supervisory or security personnel. Report Call 
Immediately To: 

Name:  
Telephone Number:  

Today’s Date:  
Your Name:  

Your Position:  
Your Telephone Number:   

Additional Information And Action Taken: 
 
 
 
 

 


