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TENANT MANUAL

Technology Square
INTRODUCTION

Welcome to Technology Square! 

From all of us at Alexandria Real Estate, we would like to thank you for your patronage.

This Tenant Handbook has been designed to provide you with all the building information, procedures and policies to help ensure a pleasant work environment. 

Technology Square is owned by Alexandria Real Estate. As the owner’s agent, ARE-Tech Square, LLC is responsible for the management and development efforts of the project on behalf of Alexandria Real Estate. 

This Tenant Handbook should be made available to all individuals within your company responsible for coordination of activities within the building. Although the procedures that follow have been developed using ARE-Tech Square experience in building management, changes may occur. Therefore, we will be providing updates and revisions as necessary. Should you have any questions or need additional information, please feel free to contact the Management Office at 617-661-6962.

building

procedures

The following categories are included in this section:Cat
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property

management

ARE-Tech Square maintains a management office within 700 Technology Square, Cambridge, MA. 

Office Hours:
Monday through Friday




8:30 AM to 5:00 PM

Phone Number:
(617) 661-6962 

Fax Number:
(617) 661-1658

Mailing Address:
ARE-Tech Square, LLC 




700 Technology Square




Cambridge, MA 02139

E-mail:

twhite@labspace.com



mlower@labspace.com



toleary@labspace.com




mcarli@labspace.com

Security Desk:
(617) 577-9177 located on premises in building 300. Hours are 24/7.

ARE-Tech Square Property Management Team:

Assistant Vice President of Asset Services

Tim White

twhite@labspace.com

Director of Asset Services and Financial Reporting

Michelle Lower

mlower@labspace.com

Director of Facilities Services

Ted O’Leary

toleary@labspace.com

Asset Services Coordinator

Mike Carli

mcarli@labspace.com
Administrative Assistant

Allie Warren
awarren@labspace.com

Any questions regarding the building and its operation should be directed to the Management Office.

617-661-6962
Leasing Information 

May be obtained by contacting:

Lab or Office Leasing:

Mark Winters
Cushman & Wakefield
125 Summer Street, Suite 1500
Boston, MA 02110
617-204-4134
hours of

operation
Building Access

The building is open to the public 8:30 AM - 5:00 PM, 

Monday through Friday. Tenants may access the building and their offices after-hours by using their building access card. 

No persons will be allowed to enter the building or gain access to the floors after business hours and weekends or holidays without using a building access card.

Holidays

For the purpose of building operations, holidays are as follows:

· New Year’s Day



· Martin Luther King Day

· President’s Day





· Patriot’s Day





· Memorial Day





· Independence Day

· Labor Day

· Columbus Day

· Veteran’s Day

· Thanksgiving Day

· Christmas Day

There will be no HVAC or cleaning services scheduled on holidays. If you require either service, please notify the Management at least 24 hours in advance so the appropriate arrangements may be made. 

On the above-mentioned holidays the Management Office will be closed and the building will be staffed with maintenance and cleaning personnel on an “as needed” basis.

There are additional charges to be paid by the tenant for any holiday or after-hours services.

Access to the building on holidays will be with access 
cards only.

building access

procedures
A specified number of keys and access cards will be issued for the tenant space and provided at no cost to the tenant. 

If additional keys are required, they will be provided to the tenant at a cost of $4.50 per key and $7.00 per access card.

Please note: rate is subject to change

Procedures for After-Hours Access:

· Building non-business hours are 5:00 PM – 7:00AM,
Monday through Friday, all day Saturday, Sunday, and holidays.

· The Management Office must be notified in writing of all new employees requiring building access cards, along with any changes for existing employees.  All requests will be completed within 24 hours. In the event that an employee leaves the company, or a card is lost or damaged, please notify the office immediately to avoid potential problems with unauthorized access to the building. This must be done in writing and can be sent via fax to (617) 661-1658 or by e-mail.

· To gain access to the building and tenant floors during non-business hours, a building access card is required. If an authorized employee is not in possession of their access card, a driver’s license and business card may be required as positive ID and the employee will be required to sign in.  The Technology Square logbook is located at the Security Command Center in the lobby of 300 Technology Square.

· If an employee does not have an authorized building access card (i.e. from a satellite office) and requires access to the building during non-business hours, a written request should be forwarded to the Management Office before 4:00 p.m. that afternoon.  The Management Office will inform security to provide appropriate access to authorized personnel.  The employee will be required to present picture identification and to sign the Technology Square logbook.

· All tenant vendors requiring access should be given authorization by the tenant, via e-mail to the Management Office, and should log in at the Security Command Center.  Vendors are required to wear a “Technology Square” badge issued by Security.

· Access to the loading docks is regulated by Security and all tenants are required to schedule deliveries with the Management Office.  Tenants may provide an approved vendor list to the management office to authorize security to allow approved vendors immediate access into the building. Vendors not included in the approved list will not be allowed access unless authorized and escorted by tenant.

•
Building access via the Loading Dock is granted using the intercom system. 

visitors and guests

When you are planning to have a guest visit after regular business hours, please observe the following procedures.

· In the event that you have an unexpected visitor during non-business hours, the visitor must check in with the Security Command Center via the intercom system on the exterior of each building.  The security officer on duty will call your office and you must escort your guest to your suite.

· All guests must check in with the lobby guard, or at the Security Command Center in 300 Technology Square, where all guests must sign in and out of the Technology Square log book.

ELEVATORS 

AND

DELIVERIES

100, 200, 300, 400, 500, 600 and 700 Technology Square have both passenger elevators and one (1) freight elevator. The freight elevator is to be used for all deliveries.

Freight Elevator Procedures

Tenants must contact the Management Office to reserve time on the freight elevator, and again to gain access to it. Use is on a first-come, first-served basis.  All deliveries must come via the loading dock and through the freight elevator.  All vendors delivering to your space should be advised of this building policy.  Delivering will not be permitted through the lobby under any circumstances. Approved vendors will be provided access only. (See Building Access Procedures for details).

A certificate of insurance will be required for all vendor deliveries in the building.  The certificate must list ARE – Tech Square LLC, and Alexandria Real Estate Equities, Inc. and any of its subsidiaries and affiliates as now or hereinafter my be constituted as certificate holders and additional insured. (See page 58 for Insurance Coverage requirements).

The freight elevator may be reserved during the following hours for large deliveries: 

Monday through Friday

•
Before 8:00 a.m. and after 6:00 p.m.

Saturday and Sunday

•
All day

Tenant Moves

All tenant moves in or out of Technology Square must be made on the weekends, or after 6:00 PM on the weeknights. All moves must be scheduled one week in advance with Management Office and a Certificate of Insurance for the mover must be provided to the Management Office. The certificate must list ARE- Tech Square, LLC, and Alexandria Real Estate Equities, Inc. and any of its subsidiaries and affiliates as now or hereinafter may be constituted as certificate holders and additional insured. (See page 59 for Insurance Coverage requirements).

heating ventilation

air conditioning
Building HVAC System

Unless otherwise specified in your lease, the normal operation schedule for the building HVAC system is during the hours of 8:00 AM - 6:00 PM, Monday through Friday, and 8:00 AM - 1:00 PM on Saturday. 

There is no HVAC operation provided on Sunday or during holidays in buildings 400, 600 and 700 technology Square. If you require additional HVAC service, please notify the Management Office at least 24 hours in advance so the appropriate arrangements may be made. An “Additional HVAC/Cleaning Services” form is provided on page 57 of this manual and can be faxed to the Management Office at (617) 661-1658. Additional HVAC services are subject to an hourly charge. Contact the Management Office for rates. This service is billback charged with the monthly Tenant Service Requests (TSR’s). 

* All lab space will operate as requested and will be monitored and billed on usage.

Window Treatment Operation

In order to preserve the exterior appearance of the building, all window blinds have two settings.  They can be adjusted to fully open (up) or closed (down).  Under no circumstances should the pull string ever be tied so as to hold the blinds at an intermediate setting. Blind cleaning is available as requested and is an additional billable service.

cleaning services

The cleaning staff at Technology Square is comprised of on-site day porters, a night supervisor, and a full night cleaning staff.

The day porters are responsible for the continuous cleaning of the buildings common areas, including exterior maintenance and special work requests throughout the business day from 7:00 a.m. to 3:30 p.m.  The day porters respond promptly to work requests called into the Management Office.

The night cleaning supervisor and staff are responsible for the cleaning of tenant spaces and all common areas.  Staff is on site from 5:00 p.m. until 10:00 p.m. Monday through Friday.

If you require additional cleaning services for a scheduled holiday, please notify the Management Office at least 24 hours in advance so the appropriate arrangements may be made. 

Special cleaning services such as shampooing carpets, waxing vinyl floors, spot removal, upholstered furniture cleaning, and window treatment cleaning are among some of the services available to tenants. Should you have a special cleaning request, the Management Office will send you a proposal for the work requested for authorization prior to scheduling.

There is an additional charge for cleaning services performed on holidays or in addition to the services normally scheduled. This charge is dependent upon the scope and size of work requested.

Window Cleaning

The interior and exterior window washing is done on a periodic basis. A memorandum is sent out in advance of the cleaner’s arrival. All tenants are responsible for removing items from their windowsills before the cleaners begin their work.

Tenant Responsibilities

Tenant responsibilities include both VCT (strip/seal) and carpet (shampoo) maintenance as well as window blind washing. Service is available through our contact cleaning company. Please contact the Management Office for pricing.

recycling 
and waste REMOVAL

Waste is removed from your space each night, Monday through Friday. Items to be disposed of which will not fit in a waste receptacle should be clearly marked with “TRASH” labels for the cleaners to recognize. Labels are available through the management office for your convenience.

· Small barrels for trash and for paper recycling are located under individual desks.  The small trash barrels are emptied each night by the cleaning staff.

· If tenants choose to recycle plastic, aluminum and/or glass, these items should be placed in a recycling container in one central location in the tenant space.  This container will be emptied on a nightly basis.  Plastic, aluminum and glass can be placed in the same container.  

· Please note that our recycling company will do their best to sort out mixed bags containing both trash and recyclables.
· Computers cannot be put in compactors.  Tenants are to arrange through the Management Office for removal for a nominal fee. 

For more information on the Technology Square recycling program, please contact the Management Office.

mail boxes

Tenant mailboxes in 100, 200, 300, 400, 500, 600 and 700 Technology Square are in the mailrooms off the lobby areas of those buildings. Each tenant is assigned a mailbox and provided keys, and can pick up mail from the mailroom at any time.

The US Post Office picks up outgoing mail from the mailrooms in 100-700 Technology Square each day at approximately 5:00 p.m. 

Tenant service

requests
A “Work Order” system is in place at Technology Square to service individual needs such as special cleaning requests, light bulb replacements, picture and white board installations, Fire Alarm Disconnect Requests, and other similar tasks.  This web based work order system used is Angus.

Main facility contacts for each company are provided a login and access to Angus.  Requests are made from a drop down menu of common tasks.

The work also can be initiated by a tenant call to the Management Office at (617) 661-6962. A request is automatically sent to the Blackberries of service staff. 

An hourly charge may be incurred depending upon the type of request and the personnel assigned to the task. Prior to work commencing, the tenant will be notified of any billable services.

In instances where an outside vendor is required, a proposal will be provided for the tenant’s approval before the work is performed. The tenant will be billed the invoice cost. This includes special cleaning services.

Effective August 2008, the following amounts will be billed as an actual cost to the tenant for light bulb and ballast replacements: 

· Bulbs more than $15 base cost

· Most ballast replacements including the bulb, ballast, and labor.
Fire alarm disconnects including charges for maintenance staff and city fire department will be billed to tenant at the actual cost of the work.  Bills will be split if multiple tenants request service on the same day.

smoking policy

100, 200, 300, 400, 500, 600 & 700 Technology Square are smoke-free buildings per the City of Cambridge ordinances. Smoking is not permitted in any of the common areas of the buildings (i.e., the multi-tenanted floor bathrooms, the lobbies, corridors or emergency stairwells) or any entranceway into the building.

Smoking in the emergency stairwells is forbidden. This violates the smoke free-policy, is a safety hazard to all tenants in the buildings, and violates fire regulations.  The emergency stairwell doors are to remain locked at all times as stairwells should be used in case of emergency only.

Smoking is also prohibited in the immediate exterior areas of the buildings. Ash urns have been places in the park area, along with areas away from the main entrances to accommodate cigarette disposal. Your cooperation in maintaining the professional integrity of the building is appreciated.

security

24 Hour Security

Security Guards are on duty 24 hours a day, seven days a week, at Technology Square.  The main guard station is the Security Command Center, located in the lobby of 300 Technology Square.

Security Guards

The security guards are on duty to ensure a secure and comfortable working environment. However, the guards are unarmed and cannot physically apprehend an individual. The evening guards perform perimeter and security tours, which enable them to survey the entire property. The guards also oversee access to the buildings, including loading dock access for daily deliveries.  Security is available after-hours at the Command Center if you should ever need assistance in an emergency situation, or a personal escort to your vehicle.

** Technology Square Command Center at 300: 

(617) 577-9177 

In the event of a serious crime or injury, please call: 911
· Cambridge Police: 

(617) 349-3300

           or Cambridge Fire Department: (627) 349-4990

THEN

· MIT Police: (617) 258-4620

THEN

· Property Management: 
(617) 661-6962

We ask that the following precautions be taken by all tenants:

· All entrance doors to tenant spaces should be locked at the close of business, or by the last employee who leaves for the day.

· Never leave valuables such as purses, wallets, cameras and jewelry on or under your desk; keep these items out of sight. Avoid leaving your wallet in a jacket hung over your chair or behind your office door.

· Never leave your reception area unattended. 

· Do not allow visitors or delivery persons to pass beyond the reception area unless the receptionist knows them and is aware of the nature of their business.
· Petty cash, etc. should always be kept in a locked file or drawer.
· When entering your office suite, if you are surprised by an unauthorized person, quietly leave and call the Management Office.

· Inspect the locking hardware on your suite doors and notify the Management Office if repair or replacement is necessary

· Do not keep valuable or movable belongings near doors.  Record serial numbers of merchandise.

· Control the issuance of security cards and keys. Contact Property Management regularly to update your card list.
· Immediately report all lost cards to the Management Office to update your card list.

· Always lock your door from the inside when working late at night or early in the morning.

· Be aware of persons who enter the office under the pretext of seeking employment. Should such a person enter your office, keep them in your sight at all times while you phone your firm’s personnel manager and/or the Property Management Office.

· Be aware of persons who enter the office under the pretext of repair/delivery personnel. All authorized personnel should display a Technology Square visitor’s badge issued by site security.  In addition such personnel should be wearing a uniform with the company name prominently displayed.

After Hours Emergencies

All completed forms titled “Tenant Contacts” are kept on file in the Management Office. In the event of an after hours emergency affecting your space, a representative of your firm will be notified based on the information provided on the form. Any modifications to your list should be submitted to the Management Office in writing to ensure the accuracy of the information.  
MOVE-IN

CHECKLIST
As your move into Technology Square approaches, we would like to call attention to some items you may need to address:

Post Office:

Notify your local post office and carrier of your change of address. Notify the Technology Square Management Office if you are anticipating mail before your official move-in.

Telephone:

Contact your telephone company representative as soon as possible to set a date for disconnection in your present offices and activation of the telephones at your new office. To facilitate the installation, the location of phones should be clearly marked on a plan of your new space.

Moving:

Retain the services of a competent commercial moving company and notify the Management Office of your move-in date so they may make the necessary preparations. See “Elevator & Deliveries” section of this manual.

Signage:

Let the Management Office know the exact wording of your directory and door sign before your move. Only signs supplied by Management will be allowed on building directories and exterior office doors. This is done to maintain quality and present a uniform appearance.

Clients & Suppliers:

Notify your clients and the various vendors and suppliers who service your office of your change in location.

Equipment:

Arrange with equipment manufacturers for the relocation of your equipment. Let the Management Office know if there are any special electrical needs or outlets to be installed.

Insurance:

Notify your insurer of your location change to make the necessary revisions to your coverage.

Stationery:

Order stationery, business cards, and other forms, to reflect your new address.

EMERGENCY
PROCEDURES

The purpose of this manual is to provide tenants of Technology Square and their employees with reference information and a checklist of procedures on what to do, whom to contact, and what to expect in the event of an emergency.

The following categories are included in this section:

Category
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EMERGENCY 

PHONE NUMBERS

In the event of an emergency during business hours call the Management Office IMMEDIATELY! Building personnel will then notify the proper authorities.

· Cambridge Police:

(617) 349-3300

· Management Office: 
(617) 661-6962

· Security at Tech Square: 
(617) 577-9177

· MIT Police:


(617) 253-1212

· Cambridge Fire:

(617) 349-4921

BUILDING ALARM

PROCEDURES

The following is what actions follow when the building 

goes into Alarm.

DO NOT USE THE ELEVATORS.

1. The entire building is warned that the alarm has been activated by beeping tones, followed by a recorded message, which can be heard in each tenant space and in the elevator lobbies. The message, repeated twice, will be as follows: “Attention please. The signal tone you have just heard indicates a report of an emergency in this building.  If your floor evacuation signal sounds after this message, walk to the nearest stairway and leave the floor.  While the report is being verified, occupants on other floors should wait for further instructions.”
2. All persons should listen to the recorded message and respond accordingly. Please follow the directions of your designated floor wardens (see “Assigned Responsibilities”.) They have been through a training session on evacuating the floors. If the signal tone continues after the message walk to the nearest exit and leave the floor.  All other occupants where the signal is not heard should wait for further instructions. 

3. Should the alarm be verified as false, the Fire Department will announce an “all clear”. Please do not re-enter the building until the Fire Department’s approval has been given.

4.
During an alarm condition, the building’s public address system may be used to keep tenants aware of circumstances surrounding the alarm condition.

Please do not call the Management Office for fact-finding information, as all information will be provided through your Evacuation Director and Floor Wardens identified by the bright yellow cap.

assigned

RESPONSIBILITIES

Each tenant should designate an EVACUATION DIRECTOR (ED) to supervise activity within your office in the event of an emergency, and be responsible for all assigned personnel.

An AREA EVACUATION LEADER (AEL) should be designated to coordinate Tenant Manual within a particular office area. The number of Floor Wardens should correspond to the number of occupants within your office. ALTERNATES should also be designated for each Evacuation Director and Area Evacuation Leader, and Assistant Evacuation Director. 

EVACUATION DIRECTOR AND AREA EVACUATION LEADER RESPONSIBILITIES: 

1. Make note of all disabled persons on the floor or within your office area (including those temporarily disabled, as with a bone fracture, etc.). Assign people who are capable of evacuating to assist disabled personnel and pregnant women who may not be able to evacuate the building via the stairwells.

2. Be sure that all employees are aware of the following:  

· Locations of emergency stairwells

· Locations of fire extinguishers

· Locations of fire alarm pull stations

· Never to use the elevators during an alarm

3. Plan ahead by selecting a location outside the building to use as a meeting place in case of an evacuation. Be sure all personnel know where they should meet in such a case. This way you can be sure all your employees have evacuated your space. 

4. Report all employees unaccounted for to the proper AEL.

5. Any handicapped personnel should be moved to the elevator lobby area. After all AEL’s have centralized the handicapped persons, please await further instructions from the emergency personnel or building staff.

6. The Floor Captain and AEL should exit the building after they have made sure that their space has been completely evacuated, and all doors in the office space have been closed. Notify the building personnel and/or emergency personnel of your floor number that it is all clear. 

evacuation

PROCEDURES

It is the responsibility of all employees to know whom their Floor Captain and Area Leader is, as well as their Alternates. They should also be familiar with their respective evacuation plans.

In the event of an Emergency Building Evacuation,

Please take the following action:

· Remain calm.

· Follow the instructions of your Floor Captain and Area Leader or Alternate.

· Listen for instructions over the public address system and follow them.

· Close the door of your office as you leave. Do not return for any personal items.

· Make note of the location of all handicapped employees. The individual Floor Captains and Area Leaders will determine the method of evacuation of handicapped employees.

· Form an evacuation line - two abreast.

· Be prepared to merge with other people evacuating the building.

· Use enclosed stairwell for evacuation. Stay to the right so that incoming emergency personnel can utilize the stairwell.  Use the handrails.

· Do not try to use the elevators, they will not respond.

· Keep talking to a minimum. Do not smoke.

· Once out of the building, assemble at your pre-designated meeting place.

Do not return to the office until Building Management gives the “All Clear” announcement.

fire

procedures

Upon discovery of a fire, 

please take the following action:

· Remain Calm.

· Activate the nearest alarm pull station

1. Call the Fire Department (911).

2. Call Management Office (617) 661-6962.

· Give your company name, floor, and location.

· Give details of the fire emergency

3. After you have notified the Management Office, 
notify the following:

· Your designated Floor Captain

· Your Floor Leader

· Your Alternate

4. Do not attempt to fight the fire.

5. If an evacuation is necessary, follow the above EVACUATION PROCEDURES and listen for instructions over the public address system.

6. Use enclosed stairwells only; do not use elevators.

7. If caught in heavy smoke, take short breaths, breathe through your nose, and crawl to the nearest exit. The air is clearer near the floor.

8. Check doors for heat before opening them, especially if you smell smoke. If the door handle is HOT, do not open the door.

9. If your clothes catch fire: STOP, DROP & ROLL! 
This will put out the fire.

10. Do not rush into corridors or stairwells, especially if you smell smoke.

11. Close all doors behind you, especially the emergency stairwell doors.

Smoke Detectors
The operation of any smoke/heat detector, sprinkler water-flow device or manual fire alarm station will automatically:

1. Notify the Fire Department.

2. Capture all elevators and return them to the lobby.

3. Sound the alert signal throughout the building.

4. Open the floor smoke exhaust damper and shut down the air-handling units via a control relay.

The Fire Department
1. The building fire alarm will sound. Once the fire is confirmed, a general alert signal will be sounded indicating immediate evacuation. 

2. Professional help is on the way.

3. If there is an actual fire and it is impossible to move past the fire floor - move up two floors using stairwells and wait for further instructions.

Building Design Features:

Fire Control Panel

This is the fire alarm annunciator which controls all alarm pull stations, sprinkler-flow alarms, stairwell telephones, building intercom, smoke/heat detectors, and emergency signals to the Fire Department. The fire control panel is located in the rear corridor leading to the loading dock.

Alarm Pull Station

Alarm pull stations are available on each floor. There is an alarm pull station located near each emergency stairwell.

Sprinkler System

Each floor is equipped with ceiling-mounted sprinkler heads. When activated, alarms are automatically sounded while simultaneously dispatching the Fire Department.

Stairwell Phone Jacks

Phones are connected to these jacks located in the emergency stairwells and are to be used by building or fire personnel involved in an emergency or evacuation situation. Once these phones are hooked into the jacks, direct communication is possible with the Fire Control Panel.

Smoke/Heat Detectors

Smoke/heat detectors are located in various areas of each floor of the building. These sensors make it possible to detect combustible vapors, smoke or fire.

Emergency Lighting

In the event of the loss of electrical power to the building, a complete system of emergency lighting is provided to all floors throughout the building and each stairwell.

Fire Extinguishers

Fire extinguishers are located beside each emergency stairwell exit on each floor for the purpose of putting out small fires to prevent them from becoming more serious in nature. Please use sound judgment in deciding whether or not the situation can be safely eliminated by the use of a fire extinguisher. A smoking or burning appliance should be immediately unplugged.

accident or

illness

In the event an accident or illness of an employee or visitor takes place in your office area, please take the following action:

1. Call 911 first. 

2. Give the 911 Operator the following information:

a.
Company name and building address.

b.
Floor location of accident or illness.

c. Type of injury, illness or symptoms.

3. Do not move the injured or ill person. Try to make them comfortable.

4. Call the Management Office (617) 661-6962 and give the details of the problem.

5. If possible, have someone meet the emergency units at the elevator on your floor.

RESPONSE:

1. Emergency units will be dispatched as a result of your call to 911.

2. Building Management will notify building staff by radio for help.

3. 
Fire Rescue Squad and/or ambulance will be with you shortly to administer medical assistance or take the ill or injured person to the hospital.

hurricane

procedures

In most cases the weather bureau informs the public well enough in advance of an approaching hurricane so that proper preparation may be taken.

In the event of a hurricane, 

please take the following precautionary measures:

1. Move all valuables from perimeter offices to inside areas.

2. If you have blinds, draw them closed.

3. Close all doors to perimeter offices.

The building will be officially closed and services will be shut down when the hurricane is predicted to arrive in the Boston area.

All elevators will be parked at the Lobby level when the building is closed.

The building will be cleared of all tenants and personnel, as noted in Rules and Regulations on your lease.

The building will not be reopened until the Building Manager deems the building safe and all utilities restored.

tornado

procedures

By definition, a Tornado Warning is an alert by the National Weather Service confirming a tornado sighting and location. The Weather Service will announce the approximate time of detection and direction of movement. Wind will be 75 MPH or greater.

In the event of a Tornado:

A Public warning will come over radio or TV. Building Management will also make an announcement over the building’s public address system. 

Please take the following action:

1. Get away from perimeter of the building and exterior glass.

2. If you have an office located on an exterior wall, leave the office and close the door.

3. Go to the central corridor of the building.

4. Sit down in corridor and protect yourself by putting head as close to your lap as possible or kneel protecting your head.

If you are in transit in the building:

1. Go to enclosed stairwell for shelter.

2. Do not go to the first floor lobby or outside the building.

If you are caught in an outside office:

1. Seek protection under a desk.

2. You will be given further instruction over the building public address system. Building emergency personnel will arrive with help as soon as possible.

bomb threat

In the event a bomb threat is received, 

please take the following action:

1. If the bomb threat is called in, keep the caller on the line and follow the procedures outlined in the Bomb Threat Telephone Operator’s Checklist (attached).

2. Tenant contact or designated representative should immediately call the Management Office at (617) 661-6962 and 

a.
State “I have received a bomb threat.”

b.
Give your company name.

c.
Give your floor location.


d.
Give name of person receiving call.

3. After you have notified The Management Office, building management will contact other tenant representatives in the building to advise them of the situation and request an immediate meeting in the S&SC management office. 

4. An emergency meeting will be coordinated by building management so all tenants can communicate their companies action plan.  All other businesses can then plan accordingly.

5. Commence a search of your area to determine if any strange objects are present. DO NOT TOUCH SUSPICIOUS OBJECTS IF FOUND.
6. Report to building personnel on the scene the results of your search or report results to the Management Office.

Following is a guide for handling a bomb threat call, and 

information to record and have available for authorities.

RESPONSE:
1. Police are notified by the Building Manager via 911.

2. Building search is made by Building Management Personnel.

3. Police or Bomb Squad contacts and questions the person who received the bomb threat.

4. A building evacuation may take place. Refer to the EVACUATION PROCEDURE for proper action.

5. In case of evacuation, your Floor Captain, Area Leader or other authorized persons must remain nearby the building so the Police may contact them.

6. In the event of an evacuation, turn off all familiar 
office equipment.

7. An “ALL CLEAR” announcement will be given by Building Management once the building has been deemed safe to re-enter.

8. If a full building evacuation is not necessary, move up two floors or down two floors away from the troubled floor.

If you receive a bomb threat call, REMAIN CALM. 

Have a pre-arranged signal to alert your manager or supervisory personnel to listen to the call and, if possible, to record the call. Advise the caller, if you can, the detonation of the bomb may kill or injure innocent people. Obtain as much of the following information as possible. THE F

OLLOWING QUESTIONS:                                        
1.
Where is the bomb?

2.
What time is it set to go off?

3. What kind of bomb is it? If dynamite, how many sticks?

4.
Method of activation: Mechanical, Movement of Clock, Chemical Action, etc.

5.
What kind of package or box?

7. Method of deactivation?

7.
What is your name, address, and telephone number.

8.
Is the call a hoax or legitimate? (Circle one).

9. How old are you?

10.
Why did you set the bomb?

11.
Judge The Voice: 

· Man  

· Woman 
 

· Child _____ 

· Age _____ 

· Drinking? 

· Other ______

12.
Listen for any background noise: Check if Heard

· People Talking


· Machine or Noise

· Cars or Trucks


· Typing

· Airplane


· Music 

· Children or Babies


· Other

elevator

interruption

 The building’s elevators are designed to stop at the slightest indication of an unsafe situation. Occasionally elevator service can be interrupted if the elevator control system senses a potential dangerous situation.

If the elevator service is interrupted while you are a passenger, please take the following action:

1. Open elevator telephone panel and lift handset.

2. When security answers:

a.
Give floor level if possible.

b.
Give elevator number, which is located on the Certificate of Inspection.

3. Do not try to force open an elevator door.

4. Remain calm.

5. Talk by telephone with Security.

6. Answer the phone in the elevator if it rings.

Response:

1. Security will secure assistance.

2. Someone will be in touch with you by phone, speaker system, or from outside the elevator.

Passengers will be assisted as soon as possible.

POWER OUTAGE/ POWER FAILURE

In the event of a Building Power Failure please take the following action:

·   Contact Management Office 617-661-6962.

· 
Management office will contact NSTAR Emergency number 800-592-2000 and NSTAR Account Representative to investigate cause and provide restoration time frame for power restoration

· 
Management to coordinate inspection of all life safety and critical building equipment with assistance from the building engineers.

· 
Follow-up information provided so necessary precautions can be taken in critical tenant lab areas.

building forms

· Elevator Incident Report

· Tenant Contact Information

All completed forms titled “Personnel Emergency List” are kept on file in the Management Office. In the event of an emergency affecting your space during office hours, these lists are utilized by the Management Office to inform the emergency point of contact of persons in your space that require assistance in exiting the building. Among those that should be included on the list are physically disabled, pregnant, elderly, and any person unable to utilize the stairs.

Any modification, deletions, or additions to your list should be submitted to the Management Office in writing to ensure the accuracy of the information.  

· Additional HVAC Services

This form is to be used when a tenant would like to request HVAC and/or cleaning services on a building holiday, or in addition to regularly scheduled services.  The form should be faxed to the Management Office (617) 661-1658 no later than 1:00p.m. on the day prior.

· Property Removal

If a tenant plans to remove any large boxes or bags from the building the “Property Removal” form should be completed and forwarded to the Property Management Office. We will then notify site security. Activity is monitored by site security via the CCTV Systems throughout the park. Site security may stop anyone leaving the building with large boxes or bags and request to view the contents to confirm authorized property removal.  

· Vendor Insurance Requirements

· Fire Alarm Disconnect Request
Technology 

Square

BUILDING 

FORMS
Elevator Incident Report

Building # ________________     Elevator #______________________

Date _______________
     Time ______________ 

Employee Name: _____________________________________________________________

Company Name: _____________________________________________________________

Telephone Number: _____________________________________________

Email Address: _____________________________________________________________

Any Injuries ?_________ If yes, please explain: ___________________________________

Physicians Name: ______________________________ Telephone Number: _______________

Treatment at Hospital? _______ Name of Hospital: ___________________

Witness of Incident: ______________________________

Describe Incident:        

Entered Elevator at Floor # ________    Going to Floor # _________

Describe what occurred prior to incident: _____________________________________________________________________________Describe what occurred after incident: _____________________________________________________________________________

_____________________________________________________________________________

Incident Reported? _________ To Whom? ________________________ Of: 

HVAC Overtime Request

Date: ___________________

Tenant Name:___________________________________________________ 

Approved By: ________________________________ Phone: ___________

Floor/Area: _______________________________________________________

Start Date/Time: ________________ End Date/Time: ___________

· Enter times only for hours not included in business hour schedule. (M-F 8:00am to 6:00pm, Saturday 8:00am to 1:00pm. See lease for any other HVAC specifics.)

· Times must be in AM/PM format.

· Bring request to Management Office no later than 1:00pm the day prior. For weekends and holidays deliver no later than 24 hours in advance.

· There is a four (4) hour minimum for Overtime HVAC. If your request is for less than the minimum, you will be charged for four (4) hours.

	DAY
	DATE
	START
	END

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	Saturday
	
	
	

	Sunday
	
	
	


property removal Pass

Date: __________________________________

Company: _________________________________________________________

Location (Office/Area/Floor): _______________________________________________

This Property Removal Pass shall authorize ___________________________________________ to remove the following material(s) and/or equipment from the building:

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Property removal is authorized by:

Name: _______________________


  Signature: ________________________________

(Please Print)

* * * * * * * * * * * * * * * * * * * * * * * * *

To Be Completed By Security Guard:

Security Guard: ____________________ Signature: ___________________________

Date: ____________________ Time: ___________________________________

VENDOR INSURANCE REQUIREMENTS
Technology Square

Cambridge, MA

Insurance Types:

Commercial General Liability

$2,000,000 Per Occurrence and

(Occurrence Basis and Primary Coverage) 
General Aggregate



Automobile Liability

$1,000,000




Excess Liability

$5,000,000 Per Occurrence

Worker's Compensation

Statutory




Employers' Liability

With Limits of       








$1,000,000/$1,000,000/$1,000,000

Description of Operations:  Either 1) All Operations of the Insured or 2) Property Name

Additional Insured:    

It is agreed that Alexandria Real Estate Equities, Inc., ARE-Tech Square, LLC and all their subsidiaries, agent and employees are additional insureds.  This policy is primary per written contract.  Waiver of Subrogation applies.
Notice of Cancellation:  30 Days, For Non-Payment 10 Days

Certificate Holder:

ARE- Tech Square, LLC

700 Technology Square
Cambridge, MA  02139
Fire Alarm Disconnect Permit

Disconnect Request:

Date:                     _____________________________________________________________________

Time:
From:  __________ AM/PM              To:             : _________ AM/PM

Project (Tenant) Name:  ________________________________________________________

Building:              __________________________________________________________

Tenant/Floor/Wing:  __________________________________________________________

Equipment to Disable (Circle all that apply):
   Smoke/Heat Detector      Sprinkler         Duct 

Description of Work: _________________________________________________________
Requested by:

Name:   ______________________________             Phone Number:_____________________

  Company:  ________________________      Project/Work Order  #:_______________

Authorized Contractors/Vendors:

Company: 
                    Employee:                     Initials*:                    Signature upon Completion:

  _______________
      _______________            _________                 _____________________

  _________________      _______________                 _________                    ______________________

Office Use:

Technician Disconnecting:   ____________________________                    Time: ____________

Technician Reconnecting:    ____________________________                    Time: ____________ 

700 Technology Square, Cambridge, Massachusetts, 02139  Phone: 617-661-6962  Fax: 617-661-1658

       *Prior to commencement of work
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