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Facility Manager Coverage Plan

Keep decisions moving while the facility manager is away.

Complete before planned leave and review with the acting lead. Store sensitive contacts through approved
channels.

Coverage dates / acting lead / alternate / handover date

Decision authority and escalation

State approved limits, who approves exceptions and when leadership must be contacted.

Known commitments and risks

Upcoming work, vendor visits, unresolved issues and decisions that cannot wait.

Records and communication plan

Where authorized staff find records; how status is shared and handback occurs.

Working record

Commitment / due date Covering owner / contact route Status / handback note

Acting lead acknowledgment / handback date / open items

Reference secure access locations; never write passwords or alarm codes on the form.
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