Memorandum
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2600 Telegraph Office Center tenants



Cc:







From:
Grubb & Ellis Management Services




Subject:
Move In – Move Out Procedures


To ensure the safety of the tenants and of 2600 Telegraph, we have enacted the following procedure for moving office equipment into and out of the building.

· Furniture and major office equipment being moved into or out of the building must be done before 7:00 a.m. or after 5:30 p.m. on weekdays, or on the weekend.

· A representative of the tenant must be on site to let movers into and out of the suite, and to account for the delivery or removal of items.

· A Grubb and Ellis management team will be on site during the move in the event of building emergencies.

· No moving is to be done across the marble floors in the main lobby and any moving done using the first floor west entrance must also provide floor protection.

· If use of the elevators is required, both floor and wall protection must be in place before moving.

Please notify Grubb & Ellis of your move so we can plan to have someone at the building

Thank you for your anticipated cooperation in this matter. 
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