
THREAT PROCEDURES CHECKLIST
This quick reference checklist is designed to help employees and decision makers respond to a 
threat, including bomb threat in an orderly and controlled manner with the first responders and 
other stakeholders. 

Most threats are received by phone. Threats are serious until proven otherwise. Act quickly but 
remain calm and obtain information with the checklist on this flyer. 
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THREAT CHECKLIST (Including Bomb Threats)

Date: Time:

Ask Caller

• Where is the threat or bomb located (building, floor, 
room, etc.)?

• When will event happen/When will bomb go off?
• What does person committing violence/bomb look 

like?
• What weapons does this person intend to use/What 

kind of bomb is it?

• What will trigger violence/make bomb explode?
• Are you the person committing violent acts/Did you 

place the bomb?
• Why?

• What is your name? 

Time Caller Hung Up:

Phone # Where Call Received:

Exact Words of Threat:

Information About Caller

Estimated Age:

Is voice familiar?

If so, who does it sound like?

Where is the caller located? 
(background/level of noise)

OTHER POINTS

Caller’s Voice Threat Language

 Female  Male  Incoherent
 Message Read
 Taped Message
 Irrational
 Profane
 Well-Spoken

 Accent
 Angry
 Calm
 Clearing Throat
 Coughing
 Cracking Voice
 Crying
 Deep

 Deep Breathing
 Disguised
 Distinct
 Excited
 Laughter
 Lisp
 Loud
 Nasal

 Normal
 Ragged
 Rapid
 Raspy
 Slow
 Slurred
 Soft
 Stutter

Background Sounds

 Animal Noises
 House Noises
 Kitchen Noises
 Street Noises
 Booth
 PA System
 Conversation
 Music

 Motor
 Clear
 Static
 Office Machinery
 Factory Machinery
 Local
 Long Distance
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