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2600 Telegraph Office Center 

Tenant Move-In Handbook

In anticipation of your pending tenancy in The 2600 Telegraph Development building we would appreciate your attention to the following  "Move-In" Package designed to assist you in a smooth transition to your new office.

We will need the enclosed exhibits (I-IV) returned as soon as possible.  The exhibits should be mailed to 

Grubb & Ellis Management Services, Inc., 39400 N. Woodward, Ste. 295 Bloomfield Hills, MI  48304 or faxed to (248) 723-1437.  The information you will provide us is necessary for the preparation of security access cards.

It is critical that prior to your occupancy and prior to work performed by any of your contractors (i.e., telephone installers, furniture movers, etc.), appropriate insurance certificates as outlined in the lease must be on file with this office.

We look forward to your tenancy.  Please feel free to contact our office at (248) 723-1433 with any questions.  

Sincerely,

Leonard Soboleski

Property Manager

Enclosure

GENERAL POLICIES

A.     
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 N. Woodward, Ste. 295                                     (248) 723-1437 FAX


Bloomfield Hills, MI  48304



DISTRICT OFFICE



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



26555 Evergreen, Suite 500

                FAX   (248) 357-2508



Southfield, MI 48076



POLICE, FIRE, AMBULANCE


  
Emergency Services

                                          911



HOSPITAL





  (248) 858-3000


  
St. Joseph Mercy Hospital



900 Woodward, Pontiac 48341



Royal Oak Beaumont




  (248) 551-5000



3601 W. Thirteen Mile 



Royal Oak, MI  48073



FBI






    (810) 879-6090



POISON CONTROL CENTER


    (313) 745-5711


    
POST OFFICE (71 E. Long Lake)


    (248) 332-6004












EXHIBIT I

TENANT CONTACT INFORMATION

It is necessary for us to have certain information on file in case of an emergency; therefore, it would be greatly appreciated if you would fill in the following information and return this form to our office as soon as possible.
Suite #:
_____________________________________________________________________

Company:
___________________________________________________________________

Principal:_______________________ Contact:
______________________________________

Title: __________________________ Title:
________________________________________

Home Phone Number: _________________ Home Phone Number:
_____________________

Secretary/Receptionist:
_________________________________________________________

Office Phone Number:
__________________________________________________________

Office Hours:
_________________________________________________________________ 

Please be advised that this information is confidential and only a few key people in our organization are given the same, but it is vital that we have it on record.

Please advise us of the person(s) in your organization authorized to incur expenses on a "charge to" work order and if, at the time of request, it is necessary for him/her to provide a purchase order for same.

______________________________
_______________________________

Billing address:
Company:
_____________________________


_____________________________________


_____________________________________

SUITE #________








EXHIBIT II


EMERGENCIES
The possibility of building evacuation emergencies arise 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 an emergency so proper measures can be taken.  Unfortunately, this does not always occur.  

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 who will be responsible for emergency evacuation procedures.  These individuals should be able to lead all office personnel safely from the building.  We also need to know if there are any disabled persons working in your suite.  This will assist us in the event the building has to be evacuated.

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.

1.
______________________________
Home#_______________________________

2.
______________________________
Home#_______________________________

Disabled Personnel

1.
______________________________

2.
______________________________

SUITE #_______








EXHIBIT III

BUILDING ACCESS CARDS
The following must be filled out and returned to our office in order to receive your Building Access Cards for after hours access.  Please indicate if the person should receive an access card and sign the authorized line.  The first cards are free of charge.  Replacement cards will be billed at $25.00 each.

ACCESS CARD NUMBER      
     NAME (PRINT)

(To be assigned 

by Grubb & Ellis)

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

________________
_________________________________

*INDICATE INDIVIDUALS REQUIRING A SUITE KEY.









_________________________









Authorized Signature/Date

SUITE #_______








EXHIBIT IV

TENANT SIGNAGE
Please complete your request for building signage which will reflect your 

corporation's identity within the building:

Lobby Directory Sign:

_________________________

Suite Entrance Sign:


_________________________








____________________________________








Authorized Signature/Date

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, your relationship with the Landlord is through Grubb & Ellis Management Services at (248) 723-1433.

INSURANCE

It is required (prior to move-in) that a certificate of insurance from an insurance company has been received 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 N. Woodward, Ste. 295            






Bloomfield Hills, MI  48304

MOVE IN/RECEIVING

2600 Telegraph has been designed to provide easy delivery of materials with limited disruption to the building.

The west entrance has been designated as the receiving entrance.

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.

We suggest you have all moving/delivery companies insured and submit a certificate of insurance to our office naming you 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.

BUILDING ACCESS

CARD ACCESS PROCEDURES

The building has a card entry system designed to provide effective entry control for visitors and tenants.  The doors will automatically unlock at 6:00 a.m. and lock at 6:00 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 card, accuracy of this information will be audited quarterly.  As a part of the issuance package, further detailed instructions will be provided.

All additional or replacement 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.

In the event your card is lost or stolen, contact the Building Management office immediately at (248) 723-1433.

SUITE KEYS

Suite Keys will be issued in the same manner as access cards.  Therefore you will be required to provide us an authorization list for suite key issuance.

All further requests for keys must be submitted to our office in writing.  They will then be issued at a cost of $5.00 per key.

TENANT OFFICE SECURITY

Although the 2600 Telegraph building is equipped with a fire security system, monitored 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.

DELIVERIES/MOVING

Single trip or hand carried deliveries of supplies, furniture, or office equipment will be made through the first floor west entrance.                          

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.

Two and four wheel dollies, carts, or other conveyances (with the exception of baby carriages and wheelchairs) can only be utilized with proper precautions taken within the elevator and building and lobby.  Wall and floor protection is available by coordinating the activity through the Management office.  Packages, cartons, and 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 liability limits prior to any move.

FURNITURE DELIVERIES/INSTALLATION
We want to assist you with a smooth transition of furniture delivery and installation by providing you a few items to consider as you place your order(s).

· Have arrangements been made with property management on a firm date of delivery?

· Have arrangements been made to reserve the elevators?

· Will purchase include delivery directly to your suite?

· Will furniture be unboxed and set up by delivery or installation team?

· Will vendor remove all shipping materials due to excessive volume of boxes, etc.?

· If modular furniture/work surface are being installed, have you considered the following:

· Detailed field measurement of installation location

· Are any systems powered?

· Will the city require a licensed electrician?

· Do you have a detailed layout to submit to the city if required?

Please consider these possible concerns to experience a smooth relocation.

ELEVATORS

There are two (2) passenger elevators.  The passenger elevators are located in the lobby of the building.

An elevator must be reserved through the Building Management office for move-ins or large deliveries.  The Building Management office will provide special wall padding, floor protection, and isolated control for your exclusive use to meet your needs.  It is important to schedule in advance all requests of this type.

TELEPHONE SERVICES

We want to assist you in having a very smooth and trouble free relocation and offer you the following information to assist you with your telephone service and/or satellite dish installation.

All tenant telephone equipment must be installed within your office space and should be specifically identified on your space plan.  The plan should also indicate the exact location of your equipment backboard and power requirements.

All individual telephone jack locations will require your contractor to utilize Teflon coated fire rated cable for use in a plenum return air space.

The main Ameritech cable feeds are located on each floor in the mechanical rooms and are accessible with proper twenty-four (24) to forty-eight (48) hour notification to the property management office (248-723-1433.)

In arranging for your equipment installation you will need to additionally address the critical issue of who will provide the cable between the Ameritech (mechanical room) connection and your suite location.  There are basically two options:


A.
Contract with Ameritech (at an additional cost) to run the connection 



and “D” mark directly in your suite, or


B.
Contract with your independent company (at an additional cost) to run



the connection from the Ameritech “D” mark in the mechanical room



into your suite.

In either option it is critical that you make these arrangements in advance to eliminate any misunderstandings about your final connections to your telephone system.

As a requirement to you and your independent contractor we ask that you provide with a proof of insurance certificate naming 2600 Telegraph Development and Grubb & Ellis Management Services, Inc. as “additional insured” before any work is performed.

The general contractor will provide you with a time period to pull telephone and/or computer cable when the ceiling tiles have been left out to allow for an easier, damage free installation.  We strongly urge you to coordinate the activity while the ceiling is open to reduce the possibility of damaged ceiling tiles.

2600 Telegraph Development

VENDOR 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 as an "additional insured" parties:

2600 Telegraph Development 

              Grubb & Ellis Management Services, Inc.

c/o Grubb & Ellis Management Services, Inc.

26555 evergreen, Suite 500



39400 N. Woodward,  Suite 295

            Southfield, MI  48076

Bloomfield Hills, MI  48304

Note:  There is a difference between "additional insured" and certificate holder.  Please make sure your coverage indicates "additional insured".

SATELLITE DISH
The installation of a satellite dish will require the prior approval of the building ownership and the City of Bloomfield Hills.  In preparing your documentation and vendor selection, consideration should be given to the following:


A.
All cable utilized must be Teflon/fire rated or installed in conduit.


B.
Access into your tenant space and other areas of the building during both normal business hours and non-business hours (if required).


C.
Indication of the final termination point and coordination of access into the office space.


D.
Lightning protection if the proposed site is the building roof.

Please prepare the following documentation and submit it to the property management office.


A.
A detailed package of the manufacturer's specifications.


B.
A proposed plan.


C.
The name of the proposed installation company complete with contact names and phone numbers.


D.
Prior to work commencement or physical inspection of the site a certificate of insurance in accordance to the enclosed requirements must be submitted to the property management office.

Items A through D should be submitted to the property management office for formal review by the building ownership.  If the installation site requested is the building roof, the ownership will have a structural engineer prepare a sealed review at the tenant's expense (if applicable).  The sealed review will be available for the building ownership.

Once the building ownership has reviewed the proposed equipment and site selection, an application for city approval must be submitted.

The City of Bloomfield Hills will require the following:


1.
One copy of manufacturer's specifications.


2.
Four copies of the proposed plan (sealed drawings are not mandatory).


3.
A building permit application and the appropriate fee.


4.
The structural engineer report (if applicable).

