
2100 WOODWARD AVENUE ASSOCIATES 

STONERIDGE I OFFICE  BUILDING

41000 WOODWARD AVE.

BLOOMFIELD HILLS, MI

 PRIVATE 

Welcome to the Stoneridge I Office Building.  Through the highest standards of Building Management, our goal is to serve you and provide you with the quality work environment that your profession demands.

This handbook contains general information for tenants and their employees.  The purpose of this book is to facilitate daily operations and answer questions that may arise regarding your occupancy in the Stoneridge I Office Building.

The contents of this Tenant Handbook do not amend the terms of your lease agreement or change any rules and regulations of the building.  In the event of informational updates or changes of policy, supplemental pages to this handbook will be provided to you by management.

We extend to you our cooperation and most cordial welcome to the Stoneridge I Office Building.


GRUBB & ELLIS MANAGEMENT SERVICES, INC.
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 GENERAL POLICIES 

TELEPHONE  NUMBERS

As a central reference, the following telephone numbers are listed for your convenience:


BUILDING MANAGEMENT 



Grubb & Ellis Management Services, Inc.
(248) 723-1433

39400 Woodward Ave.,  Suite 295
(248) 723-1437  Fax

Bloomfield Hills, MI  48034


Grubb & Ellis Management Services, Inc.
(248) 357-5756


26555 Evergreen, Suite 500
(248) 357-2508 Fax

Southfield, MI  48075



POLICE, FIRE, AMBULANCE


(Troy Emergency Services)
911



(248) 644-4200



Police


(248) 644-4646



Fire 


HOSPITAL


St. Joseph Mercy Hospital 
(248) 858-3000


900 Woodward


Pontiac  48341

Royal Oak Beaumont
(248) 551-5000


3601 W. Thirteen Mile


Royal Oak  48073


F.B.I.
(248) 879-6090


POISON CONTROL CENTER
(313) 745-5711


POST OFFICE (71 E. Long Lake)
(248) 332-6004

BUILDING ACCESS
CARD ACCESS PROCEDURES
The building has a card entry system designed to provide effective entry control for visitors and tenants.  The doors automatically unlock at 6:30 a.m. and lock at 5:30 p.m. Monday through Friday, All access required into the building outside of these time frames will require the use of a building access card.  However, you may exit the building at any time without a card.

We will require you to provide us an authorization list indicating specific individuals to be personally issued an access cards. As a part of the issuance package, further detailed instructions will be provided.

Replacement (lost) access card requests must be submitted in writing to our office and will be billed at $25.00 per card.  However, access cards can be reassigned to other personnel in your office.  To meet your changes in personnel, simply submit the requested changes in writing to our office at no charge.

SUITE KEYS
Suite keys will be issued in the same manner as access cards.  Therefore, you will be requited to provide us an authorization list for suite key issuance.  All further requests for keys must be submitted in writing to our office.  There is a charge of $3.00 for each key requested.
MOVE IN/RECEIVING
Stoneridge I has been designed to provide easy delivery of materials with limited disruption to the building.

Our freight elevator is located between the east and west buildings, near the loading dock.  All furniture, equipment and supply deliveries must be made via the freight elevator.  All carts and dollies must use this route to enter the building.  Do not use the main south or north entrance for any type of deliveries.  Building damage caused as a result of any deliveries will be the responsibility of the tenant serviced.
Please provide us advance notification of your requested relocation times which will enable us to pad the elevator and restrict its use exclusively for your requirements.

All moving/delivery companies must provide a certificate of insurance to our office naming you and Grubb & Ellis Management Services, agent for 2100 Woodward Avenue Associates as an additional insured party.  Extreme care should be given to eliminate the possibility of damage to the common areas of the building and your suite.  In the event of any damages, you will be responsible for the damages and it will be your responsibility to resolve the matter with your mover.
IMPORTANT INFORMATION
SUITE WALK-THROUGH
As the title implies, just prior to occupancy a "walk-through" of your suite will be scheduled.  It is at this time that your punch list is compiled and keys to the suite are turned over to you.

PUNCH LIST
The "punch list" is compiled during your walk-through of the completed suite.  This list is comprised of items which are incomplete, damaged, incorrect or otherwise unacceptable to the tenant.  This is the only list recognized by the Landlord.  Once the items on the list are completed, contact Grubb & Ellis Management Services at (248) 723-1433 for any matters.

INSURANCE
It is required (prior to move in) that a certificate of insurance from an insurance company has been obtained indicating the required coverage under the terms of the lease.  This certificate must be mailed to Property Management at:  Grubb & Ellis Management Services Inc., 39400 Woodward, Suite 295, Bloomfield Hills, MI  48304.

MOVE OUT
At lease termination and move-out all relocation activity must be coordinated with the building management.  Also, all keys must be returned to building management or the costs incurred in changing locksets or ordering card replacements will be charged to the tenant.

MAIL
Mailboxes are provided in the.  Mail may be retrieved from Tenant's assigned box throughout the day.  The Bloomfield Hills Postal Authorities have informed us that mail delivery should occur during the hours of   10:00 a.m.  To   12:00 p.m.  .

A letter drop is provided outside on the loading dock, north elevation.. The Bloomfield Hills Postal Authorities have informed us that mail will be picked up at the times indicated on the box. The FedEx and UPS drop boxes are located in front of Stoneridge II.
Incoming mail should be addressed to Tenants in the following manner;


Your Company


41000 Woodward Avenue, West

Bloomfield Hills, MI  48304
For information or service, contact the Bloomfield Hills Postal Office located at 71 E. Long Lake, Bloomfield Hills, 48303.  Their phone number is (248) 332-6004.


SOLICITING
Soliciting is not permitted in the Stoneridge I building.  If someone is soliciting in your office suite, please notify Building Management at (248) 723-1433.  We will have the person removed from the building.
DELIVERIES/MOVING
Single trip deliveries of supplies, furniture, or office equipment will be made through the freight elevator of the building.  Access is from the loading dock, north elevation.  Deliveries are not permitted through any lobby.

Notify Building Management in advance of LARGE deliveries or movement of large amounts of supplies, furniture, and office equipment. Such deliveries are best received after 5:30 p.m. on weekdays to avoid inconvenience to all Tenants.

Packages, cartons or other items carried by hand may be transported on passenger elevators only when they will not disrupt other passenger traffic.  Large items will not be allowed under any circumstances.  Materials that can cause discomfort, inconvenience or damage (such as open paint cans) will not be allowed on passenger elevators, even if hand-carried.

Landlord shall not be liable for injury or damage to any person or property involved as a result of Tenant deliveries or move-ins.

All movers are required to submit a current certificate of insurance meeting required liability limits prior to any move.

DOOR SIGNS/DIRECTORY  INFORMATION
Door signs and directory information are approved and ordered through Building Management.

When ordering a door sign or an update to directory information, all details must be submitted in writing to the Building Management office.  This request must be approved and signed by an authorized representative of the Tenant's company.  No signs or advertisements of any kind can be placed on the premises without Building Management approval.

ELEVATORS
There are two (2) Passenger elevators in each building and (1) freight elevator.  The passenger elevators are located in the lobby of the east and west buildings respectively.   The freight elevator is located in the center of the two buildings.  
An elevator must be reserved through the Building Management office for move-ins or large deliveries.  It is important to schedule in advance all requests of this type.

EMERGENCY CONTACT LIST
Tenants must provide Building Management with a list of key personnel indicating numbers to be called in the event of any emergency.  This list should be updated regularly.

TENANT OFFICE SECURITY
Although Stoneridge is equipped with alarm and fire security (24) hours a day, some Tenants may require separate alarms or fire safety equipment in their offices.  It is the Tenant's responsibility to operate and maintain this equipment.  Any security or fire safety systems approved in advance by Building Management are to provide detailed written instructions to Building Management on the operation of this equipment in an emergency.

Additionally, any system installed must allow housekeeping personnel normal access into the suite for daily cleaning and must conform to all applicable codes.

PREVENTIVE MEASURES
Since offices are normally unlocked during business hours and numerous delivery people and visitors are in the building throughout the day, there are several measures that can be taken to prevent pilferage from offices.

The following list of preventive measures will be beneficial to all Tenants:

1.
Keep all doors locked after you leave.

2.
Instruct employees to keep valuables in locked desks when not attended.

3.
Keep calculators and expensive items off desktops when not at desk.

4.
Articles of value, including handbags and coats, should not be left in unguarded reception areas or on desks, even for a few minutes.

5.
Thoroughly mix the combination when closing a vault or safe.

6.
Do not leave the vault or safe combination in a desk.

7.
Notify Management when loiterers, peddlers or canvassers are observed in the building.

8.
Check wastebaskets at the end of the day to see if any equipment or other valuables may have been placed there for later removal.  Collusion between employees and thieves is a method of theft.

9.
Serial numbers should be recorded to aid police in recovering property in the event of loss or theft.

10.
Extra precautions should be taken during the times best suited for pilferage: for 30 minutes after opening, during lunch hours, and just before closing when there is maximum movement of personnel and absence from work areas and offices.  An increase in pilferage is also noted during holidays and the summer months.

EMERGENCIES
In consideration of the Stoneridge I Building safety requirements, we have developed an efficient emergency organization with procedures to cover emergency conditions, including the following:


1.
FIRE


2.
MEDICAL EMERGENCIES


3.
CIVIL DISORDER


4.
BOMB THREATS


FIRE PROCEDURES

FIRE
If a fire is discovered in the building, the person discovering the fire should follow the simple steps listed below:

1.
Rescue - Remove or assist anyone who is in immediate danger.

2.
Contain - Close the door to help stop the fire from spreading to other offices.

3.
Alert - Call the Bloomfield Hills Department by calling 911 and pull the fire alarm box handles near each of the stairwell exits.  In addition to pulling the alarm, Building Management should be called at (248) 723-1433.  It is important that the caller speaks clearly and gives accurate and complete information.

4.
Fight - Attempt to extinguish the fire if you determine that it can be fought safely.  There are fire extinguishers located in the fire exit corridors.  Obviously, if a wastebasket is set on fire, this should be extinguished by use of one of the fire extinguishers located nearest the fire.

5.
Evacuate - Leave the building if necessary through the stairwells that are located at the east and west ends of the building.  Do not use the elevator.

SMOKE
If you smell smoke 911 should be called even if smoke cannot be seen and immediately notify the Building Management at (248) 723-1433.

IMPORTANT POINTS TO REMEMBER
1.
If caught in smoke, take short breaths, breathe through your nose and crawl to escape.  The air is purer near the floor.

2.
Do not use elevators in case of fire.

3.
Touch all doors with your hand before opening.  If it is hot, do not open.  If it is cool, open door slowly and stay beside the door.  If heat or pressure comes through the door, slam it shut and seek another exit.

4.
Advise Building Management of your actions so that communication with the Fire Department is as accurate as possible.

5.
Once Fire Department personnel arrive on the scene, they assume full responsibility for fire suppression.  Any people involved in fire suppression should relinquish their duties to the Fire Department.

6.
Do not panic.


SUGGESTED EMERGENCY PROCEDURES


* REMAIN CALM *

Problem                           
Do                                            
          


 

1.
Smother wastebasket fire.


2.
Pull corridor alarm box.

Fire
3.
Call  911.


4.
Close all interior & exterior



doors.  DO NOT LOCK


5.
Proceed to stairwell.

Smoke
1.
Call  911.

Odor

Detected
2.
Call Building Management.


3.
Close all interior and exterior



doors.  DO NOT LOCK

Smoke
1.
Call  911.

Visible


2.
Pull corridor alarm box.



Close (do not lock) all



interior and exterior doors.


1.
Call  911.


Threat to




Office,
2.
Use Bomb Threat check sheet

Premises

to get all information

or People

possible.



3. Call Building Management (248) 723-1433.
4. Building Management will call Police.




1.
The elevator telephone


automatically dials the service.

Stuck


2.
Give number of elevator cab



(on panel in elevator).


3.             Do not panic 




 

1.
Call 911.

Medical
2.
Call Building Management (248)723-1433



to arrange for emergency



elevator and direction to suite.

LIFE SAFETY SYSTEMS
Stoneridge I is equipped with the following safety systems:


ELEVATOR COMMUNICATION SYSTEM - to allow communication from inside the elevator cabs.


SPRINKLER SYSTEM – Stoneridge I has a fully equipped sprinkler system and smoke detector are located throughout the building.  

FIRE EXTINGUISHERS - located in the elevator areas and or in building maintenance rooms.


SMOKE DETECTORS - located strategically throughout the building.


MANUAL PULL STATIONS – notifies the alarm company, who upon receiving the alarm should call the Bloomfield Hills Fire Department.

EVACUATION PROCEDURES
The accepted building procedure is to evacuated in a fire situation.

EVACUATION THROUGH STAIRWELLS
Any evacuation of floor personnel due to a fire/smoke emergency should be carried out by using the unobstructed stairwell located closest to your office.

EVACUATION BY ELEVATORS PROHIBITED
Upon notification of a fire/smoke emergency, all elevators will automatically go to the ground floor level.  City ordinance dictates this procedure and prohibits any use of elevators during fire emergencies other than by the Fire Department.  

ROOF EVACUATION AND RESCUE
Only as a last resort will personnel be directed to the roof for evacuation and rescue.  Decisions for roof evacuation will be made by Building Management or the Bloomfield Hills Fire Department.

PREDETERMINED ASSEMBLY POINTS
If the evacuation command requires leaving the building, care should be taken to avoid hindering fire fighters and vehicular traffic when leaving the building and crossing the parking lot.

MEDICAL EMERGENCIES
OUTSIDE EMERGENCY

For outside emergency service (ambulance service), call 911 to advise of your emergency.  Building Management (248) 723-1433 should also be advised of the nature and location of the emergency.

BOMB THREAT
A bomb threat can be directed to any executive, manager, or employee in the building, but the threat is usually received by a switchboard operator, a receptionist or clerical employee.  It is important that all office personnel be familiar with bomb threat procedures.

Any person getting a bomb threat call should be made aware of the importance of transmitting this information only to the proper personnel.  Careless disclosure can cause needless confusion and panic.

If you get a bomb threat, fill out the bomb threat checklist and immediately call:


1.
Building Management (248) 723-1433

BOMB THREAT CHECKLIST


REMAIN CALM!     LISTEN!     REMEMBER!
When a bomb threat call comes to you:


1.
Try to get as much information as possible by remaining calm, courteous and not interrupting.


2.
Try to signal another employee to get on the same line (another phone) and quietly take notes.


3.
Try to keep the caller talking by asking for the following information:



A.  Repeat the message, indicating you cannot hear or do not understand.



B.  Describe exact location of bomb.



C.  Describe bomb size, wrapping, and color.



D.  Tell time of detonation.



E.  Describe construction.



F.  Tell how and why it was brought into building.


4.
Record the exact wording of call:                                                                                                                                                                                                                                                      

5.
Record description of caller's voice:



A.
Sex:
Male                    Female                



B.
Age:
Adult                   Juvenile              



C.
Pitch:
Low                     Moderate              High                    


D.
Speech Pattern:
Fast                      Slow                       




Nasal                    Hesitant                  




Slurred                  Impediment            


E.
Accent:
Local                   Southern              




Black                   Foreign               




Spanish                 Other                 


F.
Special Mannerisms:  Slang                   Angry                 




    Intoxicated          Excited               




    Quiet                   Calm                   




    Other                                              


G.
Diction:
Well Spoken (educated)                          




Poor (difficulty with expression)             




Average                                                    

6.
Listen for background noises:Animals                  Aircraft               




Railroad                  Music                 




Street Noise            Other                  

7.
RECEIVED
By:               Date:              Time:             


REPORTED
To:               Date:              Time:             
SERVICES
MAINTENANCE
Should problems arise, fax the enclosed work order to Building Management at (248) 723-1437 or email monica.nyboer@grubb-ellis.com.  Give your name, suite number, company name, and the nature of your problem.

Engineering personnel are equipped to handle problems related to lights, plumbing, electrical, cooling, heating, door locks, etc.  Notification to our office will have someone there within 24 hours, except in the event of an emergency.

EMERGENCY SERVICE

Emergency requests will be responded to as soon as possible.  Emergencies include:  Heat, or no electricity, someone trapped in the elevator, and water leaks. Grubb & Ellis Management Services, Inc. is available to you for after hour emergency calls only, 24 hours a day by dialing our office at (248) 723-1433.

LIGHTS
Report burned out lights in your office or anywhere in the building to Building Management.  An engineer will be sent to replace them.

Please remember to turn out unused lights to conserve energy.

PLUMBING
Report any plumbing leaks or problems to Building Management.

RESPONSE TIME
Grubb & Ellis Management Services, Inc.'s commitment to response time has set the industry's standard.  When you call with a problem or request, you can be assured that we will respond to the situation as quickly and accurately as possible.

BUILDING TEMPERATURE
Thermostats are set in accordance with manufacturer’s recommendations for the building equipment to provide comfortable temperatures.  If a temperature problem exists, Building Management should be contacted.  The HVAC system will be operated during the hours of 8:00 a.m. to 6:00 p.m. Monday through Friday.  Requests for additional hours of HVAC service must be made 24 hours prior to allow an adequate response time to program the main building HVAC system controls.  Please notify the Building Management office at (248)723-1433.

LOCKS
All locks within the building have been installed under a master system and cannot be altered without Building Management's prior approval.  Any problems relating to locks or requests for additional keys should be made to Building Management.

HOUSEKEEPING
Cleaning in Stoneridge I is performed by contract services under rigid contract specifications.  All personnel are bonded, in uniform, and meet prescribed requirements for employment.

Cleaning services will be provided five nights a week.  Resilient floors will be cleaned, carpet will be vacuumed, cleared desks will be dusted, and trash will be emptied.

If you have special cleaning needs, such as carpet shampooing, waxing and floor stripping, etc., contact Building Management.  At Tenant cost, special cleaning services can be arranged.

Any suggestions or complaints concerning cleaning in the Building should be directed to Building Management so that the high cleaning standards specified in the contract and required by our Tenants can be maintained.

TRASH REMOVAL
When a considerable amount of trash needs to be discarded, such as boxes from deliveries of supplies, furniture or equipment, the Tenant is responsible for making arrangements with the delivery vendor to take the boxes with them for disposal or for moving this trash to the dumpster.  It is the Tenant's responsibility to keep the freight elevator clean when transporting trash.

Trash cannot be stored in lobbies or stairwells and should be taken directly from the Tenant's office to the dumpster.  If trash to be disposed of is not in wastebaskets, please inform cleaning personnel by leaving large notes marked TRASH on such items.  Please DO NOT leave items that are not trash on top of wastebaskets.

MOVING ASSISTANCE
If you need assistance with small moves, such as moving desks or filing cabinets within your office, contact Building Management.  An employee may be available to assist in this type of move. After-hour assistance will be at Tenant's expense.

TELEPHONE SYSTEMS
Contact your telephone service provider to arrange for installation of the type of telephone system you will be using.  Costs for special conduit, special electrical outlets, holes in floor slabs, or other special work are to be paid by Tenant with approval of Building Management.

PARKING
The Stoneridge I building has approximately 440 general parking spaces available to tenants and visitors, excluding the reserved and handicap restricted areas.  Two entrances are available for access both located on Woodward Avenue, (north and south of the building)

-
The parking lot is solely for the purpose of parking cars and may not be used for storing vehicles.


-
Landlord is not responsible for theft, loss or damage to vehicles or their contents.  Parking is the responsibility of the Tenant.


-
Close adherence must be made to parking spaces as assigned, including handicapped spaces and visitor parking.

PARKING – GARAGE
· All spaces in the garage are reserved.
· Access into the garage is made using an access control card. The control card will activate the gate arm for one vehicle entry at a time.

· The exit gate arm is activated by a sensor in the exit lane.  Upon approaching the exit gate the gate arm will raise allowing only one vehicle to exit at a time.  A sensor in the drive lane just beyond the gate arm allows the gate arm to return to a closed position, once a vehicle has passed through.
BUILDING RULES AND REGULATIONS
1.
The sidewalks, entrances, passages, elevators, vestibules, stairways, corridors, or halls shall not be obstructed or encumbered by any tenant or used for any purpose other than ingress or egress to and from the Leased Premises.

2.
No sign, picture, lettering, notice or advertisement of any kind shall be painted or displayed on or from the windows, doors, roof, or outside walls of the Building in which the Leased Premises are located.  All of Tenant's interior sign painting or lettering shall be done in a manner approved by Landlord, and the cost thereof shall be paid by Tenant.  In the event of the violation of the foregoing by any Tenant, Landlord may remove same without any liability and may charge the expense incurred for such removal to Tenant.

3.
No curtains, blinds, shades, screens, awnings, or other projections shall be attached to or hung in, or used in connection with any window or door of the Leased Premises or outside wall of the Building without prior written consent of Landlord.

4.
Any carpeting cemented down shall be installed with a releasable adhesive.

5.
The water closets and lavatories and other plumbing fixtures shall not be used for any purpose other than those for which they were constructed, and no sweepings, rubbish, rags, or other substances shall be thrown therein.  All damages resulting from any misuse of the fixtures shall be borne by Tenant who, or whose servants, employees, agents, visitors or licensees shall have caused the same.

6.
No electric or other wires for any purpose shall be brought into the Leased Premises without Landlord's written permission specifying the manner in which same may be done.

7.
No tenant shall mark, paint, drill into, or in any way deface any part of the Leased Premises or the Building of which they form a part of.  No boring, cutting, or stringing of wires shall be permitted, except with the prior written consent of Landlord, and as directed by Landlord.

8.
No bicycle or vehicle, and no dog or other animal shall be allowed in offices, halls, corridors, or elsewhere in the building unless said animal is a guide dog for the visually impaired.

9.
Tenant shall not cause or permit unusual or objectionable odor to be produced upon or permeate from the Leased Premises, including duplicating or printing equipment emitting noxious fumes.  Tenant shall not disturb any occupants of this or neighboring buildings or premises by the use of any musical instruments, radio, television, loudspeaker, or by any unseemly or disturbing noise.

10.
No tenant shall throw anything out of the doors, windows, or down any passageways or elevator shafts, or from any balconies.

11.
All loading, unloading, receiving or delivery of goods, supplies, or disposal of garbage or refuse shall be made only through entryways provided for such purposes as indicated by Landlord.

12.
Tenant is not permitted to use any part of the Building or the common areas for any manufacturing, storage, or sale of merchandise, or property of any kind; or for lodging or sleeping, or for any immoral or illegal purpose.

13.
All safes, equipment or other heavy articles shall be carried in and out of the Leased Premises only at such times and in such manner as shall be prescribed in writing by Landlord, and Landlord shall in all cases have a right to specify the proper position of any such safe, equipment or other heavy article, which shall only be used by Tenant in a manner which will not interfere with or cause damage to the Leased Premises or the Building in which they are located, or to the other tenants or occupants of said Building.  Tenant shall be responsible for any damage to the Building or the property of its tenants or others and injuries sustained by any person whomsoever resulting from the use or moving of such articles in or out of the Leased Premises, and shall make all repairs and improvements required by Landlord or governmental authorities in connection with the use or moving of such articles.

14.
Tenant shall not install or operate any steam or gas engine or boiler or carry on any mechanical business on the Leased Premises, or use oil, burning fluids, camphene or gasoline for heating or lighting, or for any other purpose.  No article deemed extra hazardous on account of fire or other dangerous properties, or any explosive, shall be brought into the Leased Premises.  This prohibits the use of hot plates (cooking) and only approved electric percolators shall be permitted.

15.
No additional locks or bolts of any kind shall be placed upon any of the doors or windows by any tenant, nor shall any changes be made in existing locks or the mechanism thereof. Each Tenant must, upon the expiration of his tenancy, restore to Landlord all keys of stores, storerooms and offices, and in the event of loss of any keys so furnished, such Tenant shall pay the Landlord the cost thereof.

16.
Landlord shall have the right to prohibit any advertising by Tenant which, in Landlord's opinion, tends to impair the reputation of the Building or its desirability as a Building for offices, and upon written notice from Landlord, Tenant shall refrain from or discontinue such advertising.

17.
Landlord reserves the right to exclude from the Building between the hours of 6:00 p.m. and 7:00 a.m. on business days, Saturdays,  and at all hours on Sunday and legal holidays all persons who do not present a pass to the building signed by Landlord.  Landlord will furnish passes to persons for whom tenant requests such pass and Tenant shall be liable to Landlord for all acts of such persons.

18.
The delivery of beverages, food, food containers, etc. must be in covered containers, and shall be delivered in such manner to the Leased Premises as expressly approved by Landlord.

19.
Landlord is not responsible to any tenant for the non-observance or violation of the rules and regulations by any other tenant.

20.
Canvassing, soliciting, or peddling in the Building or parking area is prohibited and each tenant shall cooperate to prevent same.

21.
Vending machines will not be permitted to be installed by anyone but Landlord unless prior written consent is obtained from Landlord for the installation of such machines by others.

22.
Wherever the word "Tenant" occurs, it is understood and agreed that it shall mean Tenant's associates, employees, agents, clerks, servants and visitors.  Wherever the word "Landlord" occurs, it is understood and agreed that it shall mean Landlord's assigns, agents, and designated employees.

23.
Landlord has designated the building common areas, including all restrooms and hallways, as a smoke free environment and shall not be obligated to provide any designated area within the common area for smoking.

24.
Landlord reserves the right to change the building rules and regulations.

TENANT CONTACT INFORMATION

It is very important that we maintain certain information about the occupants of the building.  Therefore, it would be greatly appreciated if you would fill in the following sections and return this form to the property management office as soon as possible.  The “Main Contact” is the person we should contact regarding services, notices and tenant satisfaction.  The “accounts payable” person is who we should contact regarding the payment of invoices or other billing issues.

For emergency purposes, please furnish a list of all employee names/titles/office location.  Identify those individuals who are authorized to incur charges for tenant work order charges with an asterisk (*).  List separately any physically challenged employees (who may require assistance during an evacuation) and identify the impairment.  This data is confidential and only a few key people will have access to it.  Thank you.

Company:

 Office Phone:




Address/Suite:  
 Fax:





Main Contact: 

 Title: 





Office Phone: 

 Home Phone: 




Accounts Payable Contact: 
 Phone: 





Office Manager: 
 Phone: 





Your Office Hours: 
 # of Employees: 




Tenant e-mail address: 







Billing Address:     Company:   


TENANT FIRE WARDENS

The possibility of building evacuation emergencies arises rarely.  However, in today’s world of high tech equipment, a false sense of security is quite common.  We have learned to rely on sophisticated monitoring devices to provide ample notification in advance of emergency so proper measures can be taken.

To ensure that all occupants of a building can safely be evacuated from the structure in case of an emergency we request that each office provide us with the names of two (2) individuals (per floor/suite) who will be responsible for emergency evacuation procedures.  These “Tenant Fire Wardens” should be able to lead all office personnel safely from the building and be available for emergency preparedness training.

Your cooperation in this matter is extremely important.  Our goal is to implement some basic procedures that will prevent panic situations and establish personnel accountability.

EMPLOYEE NAME          TENANT NAME             SUITE #               PHONE #


PLEASE RETURN THIS COMPLETED FORM AS SOON AS POSSIBLE

INSURANCE REQUIREMENTS

Comprehensive General Liability including Product Liability, Contractual Liability and Broad Form Vendors Liability: $1,000,000

Automotive Liability:     $1,000,000

Excess Liability:             $1,000,000

Umbrella:                       $1,000,000

Workers Compensation Statutory Benefits, including Employer’s Liability in the amount of: $50,000

Contractors equipment floater covering all tools and equipment used on a project.

We also require the following parties indicated as “additional insured” parties:

2100 Woodward Ave. Associates as Owner and

Grubb & Ellis Management Services, Inc. as Agent

39400 Woodward Ave.
Suite 295
Bloomfield Hills, MI  48304
Note:
There is a difference between “additional insured” and certificate holder.  Please make sure your coverage indicates “additional insured”.

CONTRACTOR WORK RULES

It is imperative that contractor’s activities are conducted in as much of a stealth manner as possible to avoid disrupting other tenants or building operations.  The following building rules and regulations will be strictly adhered to by all contractors doing tenant improvements or general building improvement work at Stoneridge I.  Tenant’s should provide a copy of these rules to their contractor and have them sign and return a copy to the Property Management Office.

General Information

1. Tenants may not make any modifications, alterations, additions or repairs to their leased premises and may not install any furniture, fixtures or equipment in their leased premises which is in violation of any applicable Building and/or Fire Code governing their leased premises or the Project.  The Tenant must obtain prior approval from Landlord of any such alterations, modifications and additions and shall deliver record plans thereof (working drawings) and permits to Landlord, prior to commencing any work, except as otherwise permitted in the Tenant’s lease.  Such alterations include, but are not limited to, any communication equipment and associated wiring which must meet fire code.  The contractor conducting the modifications and additions must be a licensed contractor, is subject to all rules and regulations of Landlord while performing work in the building and must obtain all necessary permits and approvals prior to commencing the modifications and additions.  The Landlord reserves the right to approve, deny or terminate work for any reason.

2. The Property Management Office must be contacted prior to the performance of any work.

3. All Contractors and Tenant shall name the building ownership and management as additionally insured per the attached requirements prior to performing any construction work.

4. A list of building management contact names and telephone numbers to use in the event of an emergency will be made available to the Contractor, and the Contractor is required to provide the same to the Property Management Office.

5. All extraordinary costs associated with plan review, such as consultant fees, shall be billed to the tenant.

6. The Contractor will be responsible for the removal, cleaning, reinstallation and replacement (if damaged) of all existing project materials.  No materials may be removed without the written authorization by the Property Management Office.  If removed, the materials must be kept in a secure area.

7. The Contractor is responsible for complete removal and capping of unused or abandoned conduit, cables, duct work, structural components, partitions or other materials.  No existing unused structure may be left abandoned without written authorization by the Property Management Office.

8. The Property Management Office is solely responsible for the issuance keys.  General Contractors or workmen who require access to keyed areas (i.e. water/slop sink, electrical closet, telecom closet) will be required to present a valid form of identification to be retained in exchange for access rights.  All Contractors must coordinate the keying of doors under the supervision of the Property Management Office.  Building standard hardware is to be used without exception.

9. Landlord shall have the authority to approve in advance the proposed location of any safes, heavy furniture or other unusual equipment.

Building Protection Systems

1. Before any demolition or construction work begins, it must be determined whether such work will affect the Life Safety System, Building Management System or other components of the building.  If it is determined that such demolition or construction work may adversely effect any system, it will be necessary for the Building Engineer to remove the system from service and restore it to service upon completion of the activity.  Service must be restored daily.  Contractor assumes liability for all events resulting from the disconnection of affected systems.

2. Under no circumstances will the building allow the fire alarm system to be shut down overnight, on weekends or on holidays.  Forty-eight (48) hours written notice to the Property Management Office is required before any work affecting the fire alarm system is undertaken.

3. The General Contractor is responsible for notifying the Property Management Office forty-eight (48) hours prior to any sprinkler system tie-ins or testing.

4. The Contractor will notify the Property Management Office two (2) weeks before any proposed electrical shutdowns, which might effect existing tenants.

5. The General Contractor will provide an adequate number of fire extinguishers in the work area throughout the construction period.

6. All hot work, including but not limited to: brazing, cutting, grinding, soldering, thawing pipe, torch applied roofing and welding must be approved by the Property Management Office in advance.  All approved hot work may be accompanied by a Hot Work Permit.

Construction Operations

1. All deliveries of materials to the site shall be to the north service delivery area.  No materials may be delivered through any other entrances, through the building lobby or through a passenger elevator.  All contractors must use the service elevator for all vertical transportation.

2. The Contractor must have its own supervisor on-site at any time material is delivered or moved.  The Property Management Office will not coordinate any deliveries or be responsible for signing or accepting any materials.

3. Deliveries and movement of materials into and through the building must be done after normal business hours so as not to disrupt other tenants.  Exceptions to this rule must be approved by the Property Management Office.

4. Significant movement in our out of the building of furniture, office equipment or any other bulky or heavy materials shall be restricted to such hours a Landlord shall reasonably designate.  Landlord will determine the method and routing of the movement of such items so as to ensure the safety of all persons and property concerned and Tenant shall be responsible for all costs and expenses associated therewith.  Advance written notice of intent to move such items must be made to the Property Management Office well before the time of such move.  For non-significant movement in or out of the building of portable items which to not require use of dollies or other moving equipment, notice is not required.

5. Demolition, and the use of any means or equipment which will generate significant noise or dust, must be done after normal business hours.

6. Any large dumpsters for the removal of construction debris are the responsibility of the General contractor and must be arranged with the Property Management Office.  Dumpsters shall be placed at an approved designated area and must be kept neat and orderly, and removed promptly upon request.  No construction debris is allowed in the trash building receptacles or trash compactor.

7. The General Contractor and all subcontractors will use rubber wheeled carts when moving material through the building or removing trash from the building.

8. Sidewalks, doorways, vestibules, halls, stairways, elevator lobbies, service corridors, janitor closets and other similar areas in the building shall not be used for storage of materials or disposal of trash, be obstructed by Contractor, or be used for any purpose other than entrance to and exit from the Tenant’s leased areas and the Building and for going from one part of the Building to another.

9. Plumbing fixtures shall be used only for the purposes for which they are designed, and no sweepings, rubbish, rags, solvents or other unsuitable materials shall be disposed into them.  Damage resulting to any fixtures proven to result from misuse by Contractor (or Tenant) shall be the liability of the Tenant.

10. Protection of all public corridor and elevator surfaces is the responsibility of the Contractor.  Masonite floor protection will be required throughout the job.  Protection devices must be removed daily to facilitate cleaning.

11. The Contractor is responsible for having “walk-off” mats at the exits from any tenant construction area to protect the carpet.  If necessary, mats are to be wetted to reduce the tracking of dust and debris outside the construction area.  Contractors will be invoiced for additional building cleaning deemed necessary as a result of construction activities.  The Contractor is responsible for vacuuming public corridors as necessary (at least daily).  It is paramount that the public areas are maintained in a class-A manner and that other Tenants are not inconvenienced by construction activity.

12. Under no circumstances will construction debris be allowed to remain in the building longer than twenty-four (24) hours.  The site area should be kept clean and organized at all times.

13. The Contractor is responsible for storing and securing all construction tools and materials.

14. Corridor doors which lead to common areas of the building (other than doors opening into the elevator lobby on floors leased entirely to a single tenant) shall be kept closed at all times.  Propping open the main floor doors is prohibited.

15. Professional, courteous behavior is expected at all times by contractors.  Smoking is prohibited in the building.  A professional manner is expected in all public areas and inappropriate dress, language or comments will not be tolerated.  Any construction worker caught stealing, drinking alcohol or under the influence of any illegal substance will be banned from the site.  The General Contractor is responsible for assisting with enforcement.

16. While on site, construction workers will be confined to the construction area only.

17. No cooking of any kind will be allowed on the site.

18. Radios and other noise will be kept to a reasonable level so as not to disturb tenants or guests.

19. Core boring of all floors, setting anchors or any other disruption (sound, smell, vibration, etc.) shall be done after normal business hours.  The Property Management Office must approve exceptions; the Contractor is responsible for all cleaning associated with this type of work.  Any core boring must be pre-approved.

20. The Contractor must shut off all lights in the construction area upon completion of the day’s activities.

21. There is no elevator operator and Contractor must provide an operator when required.  Any costs associated with the use or damage of the freight elevator shall be the Contractor’s responsibility.

22. All construction personnel should park in a designated parking stall (not in the reserved or handicap spaces).  Parking in fire lanes or on sidewalks/grass is prohibited.  Service vehicles should not be parked at the service entrance for any longer than necessary to load or unload to/from the first floor.  Contractors should move their vehicle to a regular parking space once their loading activity is finished.  This will allow other delivery vehicles uninhibited access to the service doors.

Project Completion

1. Contractor is responsible for balancing (rebalancing) the HVAC systems to the satisfaction of the Building Engineer and must provide a written report of the balance test results.  Any additional work done by the Building engineering staff will be charged back to the Contractor.  The Contractor must have an independent firm test and balance the tenant space at Contractor’s expense.

2. The General Contractor is responsible for providing complete sets of as-built drawings to the Property Management Office upon completion of the work.  These must be provided no later than six (6) weeks after completion.

3. The General Contractor is responsible for delivering the site at completion in a clean and ready condition.

4. Upon completion of any particular construction project, stairwells and elevator lobbies must be repainted or touched-up as necessary.

5. There will be an additional charge if building engineer(s) are utilized on the job site beyond their normal working hours or for unusually long periods of time which disrupt their normal work responsibilities.

Agreed and Accepted: __________________________________



           (Print Contractor Company name)



            __________________________________

 

            (Contractor Signature)



            __________________________________



            (Print Contractor representative name)

Date _________
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