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9 Tenant Handbook
	Introduction
	This building handbook is designed for:
Your Building Name
1111 A Street

Sacramento, CA 95814

The handbook contains useful information about the building’s general policies, security and emergency procedures, area amenities, services, and parking operations.

This building handbook may be distributed as-is. Or, alternatively, the information within this handbook can be re-packaged and amended with additional information for use in intranet web pages, employee guidelines, etc.

The contents of this handbook in no way amend the rules and regulations of this building. 


	Chapter contents
	The table below lists sections included in this chapter.


	Section
	Page

	9.1 Building Security
	9-2

	9.2 Emergency Procedures
	9-3

	9.3 Building Amenities
	9-4

	9.4 Building Services
	9-9

	9.5 Policies and Procedures
	9-12

	9.6 General Rules and Policies
	9-18


9.1 Building Security
	Introduction
	Several levels of security have been established as follows:
· Keys and access cards

· Closed-circuit television system

· On-site security guards

· Blue-light pedestrian system

· Preventative steps


	Keys and access cards
	


	Closed-circuit television system
	


	On-site security guards
	


	Blue light pedestrian system
	The parking facilities have emergency call stations located every 100 feet. These emergency call stations are marked with a blue light.


	Preventative measures
	There are routine, precautionary measures which everyone can take to help create a safe environment:

· Keep personal items such as purses, wallets, sensitive or proprietary information and valuable items in a secured, out-of-sight location when not at your work area. 
· Report any solicitors who appear in your suite or in the building to building management or security immediately.
· Report any suspicious people loitering in the building to building management or security immediately. 

· Keep your car locked.

· Be aware and alert to everything around you if leaving the building on foot after dark.

· Report any packages or cases, which appear to be abandoned.


9.2 Emergency Procedures
	Introduction
	It is the responsibility of the tenant to develop, implement and communicate emergency procedures to the occupants of the building.
Emergency procedures should include contact information and provisions for:

· Fire and evacuation

· Medical emergency

· Bomb threat

· Natural disasters

· Peak load energy reduction


	Risk management
	Any incident that results in an injury or claim involving the building or its grounds should be immediately reported to Building Management. If the incident occurs after business hours, report the incident to Security.


9.3 Building Amenities

	Introduction
	This building contains many amenities, including:
· Accessibility

· Features such as art and pocket parks

· Sustainable building features

· Parking

· Lactation rooms

· Bicycle parking

· Shower and locker rooms

· Child care center

For policies and procedures regarding any of the amenities listed above, see page 9-12.


9.3.1 Accessibility

	
	Building features and systems include; 

· Accessible drop-off locations adjacent to main entry of each building,

· Accessible parking for cars and vans

· Automatic doors for access into each building and to internal public spaces

· Accessible elevators to all tenant floors
· Assisted listening devices
· Accessible restrooms, lockers, work stations

· Signage to assist the sight-impaired
These features are intended to provide for full accessibility to and within the buildings for visitors, employees, and the public.


9.3.2 Building Features
	Art program
	


	Pocket park and courtyards
	


9.3.3 Sustainable Building Features

	Sustainable building features
	Sustainable design is an opportunity to use our resources efficiently while creating healthier buildings. It provides cost savings through improved human health and productivity, lower cost building operations, and resource efficiency, moving us closer to a sustainable future.
This building was designed, constructed, and equipped to exceed the minimum building energy-efficiency standards mandated by Title 24 of the California Code of Regulations by 30% using the following energy efficiency measures:

· Lower energy costs through the use of “smart” lighting controls, high-efficiency fluorescent lamps and window glazing, and open workstations at the perimeter of each floor designed to maximize the benefits of both lamps types of lighting. 

· Lighting is suspended by indirect fixtures to provide even, glare-free lighting that is uniform throughout. Lighting in the office spaces is a combination of direct and indirect light which maximizes the benefits of both types of lighting.

· Automated lighting controls include dimming, motion/occupancy sensors, daylight sensors, time-of-day control, and photocell control for exterior lighting.

· Use of high performance glass and high ceilings to allow more natural light to penetrate into the interior areas of the building.

· Use of building products containing recycled materials including recovered construction and demolition waste.




Continued On Next Page
9.3.3
Sustainable Building Features, Continued
	Sustainable building features, continued
	· Promoting clean air by providing recharging stations for electric vehicles, designated parking for pool and alternative fueled vehicles, and bicycle lockers and shower facilities for bicycle commuters.

· Conserving water by use of low flow systems and plumbing fixture restrictors.

· Placing recycling centers to further encourage the recycling of glass, paper and aluminum.

· Using light color tones in interiors (paint, modular wall panels) emphasizes the open feel of the space and help reflect light within the space. 
· Low water consumption plumbing fixtures and flow restrictors reduce water consumption and sewage discharge.

· Incorporation of drought tolerant plant materials sustained by a drip irrigation system.


9.3.4 Parking

	
	Enclosed covered parking is available to tenants and some of their staff. Only those assigned tenants and employees will have daytime parking privileges in the building’s garage. The card keys issued to operate your suite doors will also operate the garage arms and roll up gates at the garage entry/exit. The card key for the garage system is designed with an “Anti-Pass Back” feature. This means each card key entry requires an exit before it can be used to enter again.


9.3.5 Alternative Transportation

	Introduction
	There are numerous accommodations for alternative transportation, including:

· Public transportation access

· Bicycle storage and changing rooms
· Parking and charging stations for alternative fuel vehicles

· Carpooling and telecommuting program


Continued On Next Page
9.3.5
Alternative Transportation, Continued
	Bicycle parking and changing rooms
	Ribbon-racks (metal racks bolted to the floor) for bicycle parking are located in the fully secured bike storage room on the ground floor and are accessible from the dock.

In addition to the bike room, there are a limited number of lock racks in front of the building.

Men’s and Women’s Locker and Shower Rooms are available on the ground floor for common use.


	Public transporta-tion access
	The building is located near several bus lines, and within approximately 1,000 feet of the light rail stations.

For more route and schedule information, see the following web pages:

· www.sacrt.com
· www.yolobus.com
· www.eldoradotransit.com
· www.roseville.ca.us/transit
· www.yubasuttertransit.com
· www.folsom.ca.us
For additional information about public transportation options, see the department’s intranet site.


	Alternative fuel vehicles
	There are seven (7) parking spaces with charging stations in the parking garage designated for electric vehicles. 
These parking spaces are available on a first-come first-serve basis.


	Carpooling program
	If you carpool, the monthly underground parking fee is discounted. There are no designated spaces reserved for carpooling or individual parking spaces.  

Carpool badges are given to those who fill out the Employee Car/Vanpool Parking Rules and Agreement form (number OFA 73).


Continued On Next Page
9.3.5
Alternative Transportation, Continued
	Carpooling program, continued
	The carpooler receives a key card that allows access into the garage. There is an anti-pass-back feature built into the key card system that does not allow for co-carpoolers to violate the agreement of one car per carpool keycard per day.

To obtain the carpool agreement form and get more information regarding commuting, see the department’s intranet site.


9.3.6 Lactation Rooms
	
	Private lactation rooms are available only for women who are nursing. The rooms are card reader accessible. Cardkeys can be programmed for certain periods of time based on the individual’s need. 
A sink, counter space and room for an under-the-counter refrigerator are available as well as cabinet space for storing pump machines. There are three separately curtained areas with dimmable lighting and a shelf with an electrical outlet to support a small pumping machine.

Wall space can be used for a bulletin board for information sharing purposes.


9.3.7 Child Care Center

	
	The Child Care Center accommodates approximately 100 children.
Both interior and exterior play areas are available and the center accommodates infants, toddlers, and pre-school-aged children. 


9.4 Building Services

	Introduction
	Listed below are the normal operating hours for the building as well as lighting and HVAC services that are available after hours

Building Management also provides the following building services:

· Cleaning 
· Maintenance

· Special Arrangements


	Operating hours
	Normal building operating hours are 6:00 a.m. – 6:00 p.m., Monday through Friday. All other times and holidays are considered “after hours”. 

The State of California observes the following national holidays:

· New Year’s Day

· Martin Luther King, Jr. Day

· Lincoln’s Birthday

· President’s Birthday

· Cesar Chavez Day

· Memorial Day 

· Independence Day

· Labor Day

· Columbus Day

· Veteran’s Day

· Thanksgiving Day

· Day after Thanksgiving

· Christmas Day

Prior arrangements to access the building after normal business hours are to be coordinated through the appropriate Manager/Supervisor and your agency’s Support Services Office. All staff must enter through the building’s main entrance.


	After-hours services
	


9.4.1 Cleaning

· Dusting

· Vacuuming

· Emptying waste baskets

· Emptying central recycling containers

· Mopping tile floors
	Heavy cleaning such as detail dusting, carpet cleaning, waxing, sealing, and buffing will be periodically performed, also during the after hours.
	


	Daytime cleaning
	In order to maintain the cleanliness of common area lobbies, restrooms and sidewalks, staffing includes day staff. 

The day workers will also check paper stock in the common area restrooms.


	Additional cleaning services
	Any trash that does not fit in a garbage container should be marked “TRASH” in red ink and placed on the floor in a conspicuous place. Please be certain not to place it in traffic pathways. All items marked such shall be discarded.

Cleaning for special events, or other services outside the usual scope, should be directed to building management at least one business day in advance. Tenants will be required to sign a work order and charges relating to the service performed may be billed to the tenant.


9.4.2 Maintenance

	Introduction
	Maintenance staff is on-site 24 hours a day, seven days a week with normal building maintenance services performed from 8:00 a.m. to 5:00 p.m., Monday through Friday. 


9.4.2
Maintenance, Continued
	Instructions for tenants
	To conserve energy, and for the building heating and air conditioning systems to perform as designed, your assistance is requested in ensuring that:

· blinds are closed when windows are receiving direct sun
· authorized building maintenance staff are contacted to make thermostat adjustments


	Service requests
	


	Sample service request form
	The following sample form can be used to make service requests.


9.4.3 Special Arrangements
	
	Routine and normal services are provided each evening. If you have a late night meeting or event that extends into the evening, building management should be notified so they can inform the janitorial staff not to interrupt.

Maintenance services are provided each Monday through Friday during normal and usual business hours as referenced in the Building Maintenance section. Should after hours or special services be needed, contact building management to arrange a time to discuss the special requirements.


9.5 Policies and Procedures

	Introduction
	The following policies and procedures must be followed by all occupants of the building:
· Smoking

· Parking

· Recycling

· Holiday Decorations

· Joint Use Space
· Mail Service and Large Deliveries

· Moving Equipment and Furniture

· General Policies


9.5.1 Smoking

	Smoking policy
	In accordance with the Executive Order W-42-93 issued February 19, 1993, cigarette smoking inside state-owned buildings and leased space is banned. In addition, Management Memo 00-08, effective September 25, 2000, prohibits smoking within 20 feet of doorways to State-owned or leased buildings. Enforcement of the Governor’s Executive Order is to be implemented by each department.

Ash urns have been placed outside in the building breezeways and in courtyards. By utilizing the ash urns, smokers can help keep the grounds and surrounding environment clean, attractive and free of debris. Report any maintenance requirements to the Building Management office. 
As noted, each Department is responsible to ensure that their personnel comply with the Governor’s Order regarding smoking in state facilities.


9.5.2 Parking

	Parking
	


9.5.3 Recycling

	
	The State of California established the Integrated Waste Management Board as a part of the California Environmental Protection Agency to initiate collection, separation and recycling activities. Recycling makes sense; saves money and landfill space and greatly reduces our country’s solid waste. Recycling also saves energy and water, reduces pollution, lowers disposal costs and increases revenue.

The building’s Recycling Plan is designed to address the handling white paper, mixed paper, cardboard, aluminum, batteries, glass and plastic. 


	Paper
	Instruct staff to keep white paper and computer papers separate from trash. 

White paper is stationary or typing paper and computer printouts, carbon copies (without carbons), bond machine copies (dry toner), miscellaneous white forms, letterheads, white table sheets and white bond adding machine tape. 

Mixed paper is plastics, carbon paper, magazines, envelopes with plastic windows, gummed labels, tablet bindings, adhesives, cellophane tape, slick paper copies (coated, waxed or plasticized), ditto masters, offset press masters, photographic or blueprint paper, rubber bands and thermal transfer FAX paper.

Colored paper, cardboard and newspaper should be collected in separate containers. 

Newsprint type computer paper should be considered newsprint. 

The Integrated Waste Management Board has provided blue plastic containers in each copy room as well as various locations throughout the building.

The janitorial crew will empty the blue recycling containers into the central storage bin in the loading dock for periodic collection by the contractor hired to retrieve and dispose of the recyclable products.


	Batteries
	Batteries are to be collected by each agency. Contact your agency’s Support Services Office if you have batteries to be recycled.


9.5.4 Holiday Decorations

	
	Due to the potential danger from the improper use of holiday decorations, building management has established the following policies and procedures.
Use:

· artificial holiday trees only
· flame retardant decorations only
· UL listed decorative lighting
· lighting designed for indoor use
· UL listed extension cords
· extension cords that are one (1) size larger than the wire size of the appliance being used
· extension cords to power only one (1) appliance
· extension cords long enough to reach receptacle
· UL listed multiple outlet power strips to plug in more than one appliance
All decorative lighting is to be unplugged after hours or when the office will be vacant. 


9.5.5 Shower and Locker Rooms
	
	Men’s and Women’s Locker and Shower Rooms are available on the ground floor for common use. Occupants using the lockers will supply personal locks and are on a first come, first served basis. Lockers are to be used only for a short time period, i.e., long enough to exercise and return or for partial days. This has been determined to be the most equitable method due to the limited number of lockers and to aid in sanitation control. Locks securing lockers for longer periods are subject to removal by building management.


9.5.6 Bicycle Storage

	
	Ribbon-racks for bicycle parking are located in the fully secured bike storage room on the ground floor and are accessible from the dock. Bicycles are not to be brought through the main lobby entrances. Card keys with access authorization will operate the doorway from the dock and the doorway hall accessible from the main lobby. Spaces can be reserved by contacting the agency’s Transportation Coordinator.

In addition to the bike room, there are a limited number of lock racks in front of the building. Bicycles are permissible only in these two areas of the building. They cannot be transported to or stored in any other building interior space.

The State of California and its agencies assume no liability for loss of or damage to any vehicle or any contents of such vehicles or accessories to any such vehicle, or any property left in any of the parking areas, resulting from fire, theft, vandalism, accident, conduct of other users of the parking and other persons, or any other casualty or cause. 
However, building management would appreciate your reporting any such incidents through your agency’s Support Services Office should they occur.


9.5.7 Mail Service and Large Deliveries
	
	The mail carriers deliver mail to the Mail Room located on the first floor. UPS, Federal Express, etc. will be signed for and certified. Return receipt and express mail from the post office will be signed for and the return receipt green cards will be sent back to the sender.

Outgoing mail is placed in a bin marked U. S. Mail on the service counter located in the entry of the mailroom. Bins are also available for Federal Express or other overnight carriers.

For deliveries of large items such as equipment or furniture, see Moving Equipment and Furniture on page 9-16.

Staff or contractors must be aware of both (1) safety for building occupants as large objects are moved and (2) care for the elevator doors/frames, walls and office doors/frames which are frequently damaged by furniture, hand trucks or mail carts smashing into them.


9.5.8 Moving Equipment and Furniture

	Notification 
	The Dock Master shall report in advance all scheduled moves to Building Management.

The tenant will ensure that requirements, as outlined in this section, are provided to building management and approved prior to any movement of property into or out of the building. 

The moving company shall provide a certificate of insurance to building management naming THE STATE OF CALIFORNIA, its OFFICERS, EMPLOYEES and SERVANTS as additional insured. Failure to supply the certificate could result in cancellation of the move.


	Moving company requirements
	Moving Company employees are required to:

· Provide identification

· Perform inspections

· Furnish supervision, materials, and equipment during the move

Identification

Moving companies shall have company identification visible in order to maintain the security of the premises, i.e., uniform, identification badge, etc. 

Each tenant shall comply with all requirements necessary for the security of the premises, including the use of service passes issued by security or registering with the on-site security after hours. Security and/or management reserves the right to refuse entry to the building after normal business hours to tenant, its employees, agents or invitees, or any other person without satisfactory identification showing his or her right of access to the building at such time.

Inspection

A walk-through inspection should be made by the moving company representative, tenant representative and building management representative.

The moving company shall be responsible for inspecting the premises in order to become familiar with the conditions existing at the building and to verify various access dimensions so that such equipment and labor necessary to provide for the orderly efficient movement of the property can be furnished. Any damage shall be repaired by the building’s designated contractor at the moving company’s sole expense.


Continued On Next Page
9.5.8
Moving Equipment and Furniture, Continued

Supervision, Material and Equipment

	The tenant/moving company shall furnish all supervision, labor materials, supplies and equipment necessary to perform services in an orderly, timely and efficient manner. All material handling vehicles must have rubber-tired wheels and be maintained free of grease and dirt.

The tenant/moving company shall also furnish, install and remove floor, carpet, wall and glass protective materials wherever necessary to protect the building from damage. The following minimum protection is mandatory:

1. Elevator corner trim must be taped.

2. Masonite floor protection must be used on all stone tile.

3. Walk-off plates must be provided to protect door and elevator thresholds.

Elevator pads must be in place if passenger elevators are reserved for moving. These are available through the building management offices. All elevators are equipped with blanket hooks.

Precautions shall be taken to safeguard the tenant’s property and the building from damage. All protective materials shall be removed from the building by the tenant/company.
	


	Access
	A freight elevator is available from the loading dock. For daytime use, this elevator must be reserved in advance of the move through building management. Should a second elevator be needed, arrangements must be made in advance so the cab can be padded and designated for independent floor use. 

Freight Elevator Specifications

Inside Dimensions: 5’’8” wide by 7’10” deep by 10’ high floor to ceiling

Door opening: 4’ wide

Capacity: 4,500 lbs.

Movement in or out of the building of furniture, office equipment, safes or other bulky material which requires the use of elevators, stairways, or the building entrance and lobby shall be restricted to hours established by building management. 


Continued On Next Page
9.5.8
Moving Equipment and Furniture, Continued
	Safety and liability
	It shall be the responsibility of the tenant/company to:

· perform the movement of property in the safest manner possible

· avoid blocking of building corridors, entrances and exits

· prevent accumulation of large amounts of combustible materials
The tenant understands that costs to repair damage to walls, door frames, doors, carpet, etc. could be billed back to the tenant.

Building management or security shall not be liable for any damages resulting from any error in regard to any such identification or from such admission to or exclusion from the building. Building management or security shall not be liable to tenant for losses due to theft or burglary, or for damage by unauthorized persons in, on or about the project, and tenant assumes full responsibility for protecting the leased premises from theft, robbery and pilferage, which includes keeping doors locked and other means of entry closed. 


9.6 General Rules and Policies
	Safety and liability
	1. Management may from time to time adopt appropriate systems and procedures for the security or safety of: the building, any persons occupying, using or entering the Building, or any equipment, finishing or contents of the building. Tenant will comply with management’s reasonable requirements relative to such systems and procedures.

2. The sidewalks, doorways, halls, passages, exits, entrances elevators, stairways, vestibules and other similar areas shall not be obstructed by tenant or used by tenant for any purpose other than ingress to and egress from the premises, and for going from one part of the building to another part. This includes but is not limited to boxes, computer equipment, desks, tables and chairs. 

3. Management may from time to time adopt appropriate systems and procedures for the security or safety of: the building, any persons occupying, using or entering the Building, or any equipment, finishing or contents of the building. Tenant will comply with management’s reasonable requirements relative to such systems and procedures.


Continued On Next Page

9.6
General Rules and Policies, Continued
	
	4. Management may from time to time adopt appropriate systems and procedures for the security or safety of: the building, any persons occupying, using or entering the Building, or any equipment, finishing or contents of the building. Tenant will comply with management’s reasonable requirements relative to such systems and procedures.

5. The sidewalks, doorways, halls, passages, exits, entrances elevators, stairways, vestibules and other similar areas shall not be obstructed by tenant or used by tenant for any purpose other than ingress to and egress from the premises, and for going from one part of the building to another part. This includes but is not limited to boxes, computer equipment, desks, tables and chairs. 

6. No tenant, no employee and no invitee of any tenant will go up on the roof of the building.

7. The building is for the use and access to persons with whom the tenant normally deals in the ordinary course of its business, or persons with express invitation from tenant or tenant’s staff to visit their premises. Management retains the right to control and prevent access to any areas of the building to all persons whose presence, in judgment of management or security, would be prejudicial to the safety and interests of the building and its tenants. Building management and security reserves the right to exclude or expel from the project any person who, in building management or security judgment is under the influence of liquor or drugs, or who shall in any manner do any act in violation of any of these rules and regulations.

8. Corridor doors shall be kept closed. Before leaving the building tenant shall ensure that all doors to the leased premises are securely locked and all water faucets are shut off.

9. Plumbing fixtures shall be used only for their designated purpose, and no foreign substances of any kind shall be deposited therein. The toilet rooms, toilet, urinals, wash bowls and other plumbing fixtures will not be used for any purposes other than those for which they were constructed, and no sweepings, rubbish, rags, coffee grounds, or other foreign substances will be thrown in such plumbing fixtures. All damages resulting from any misuse of the fixtures will be borne by the tenant who, or whose servants, employees, agents, visitors or licensees caused the same.


Continued On Next Page
9.6
General Rules and Policies, Continued
	General rules and policies, continued
	10. Nails, screws and other attachments to the building require prior written consent from building management except for the routine hanging of pictures, clocks and diplomas or certifications. Tenant shall not mar or deface the premises in any way. Tenant shall not place anything on or near the glass of any window, door or wall, which may appear unsightly from outside premises.

11. All contractors and technicians rendering any installation service to Tenant shall be subject to building management approval and supervision prior to performing services. This applies to all work performed in the building, including, but not limited to, installation of telephones, telegraph equipment, wiring of any kind, and electrical devices, as well as all installations affecting floors, walls, woodwork, windows, ceilings and any other physical portion of the building.

12. Tenant shall cooperate with building management in maintaining the premises. Tenant shall not employ any person for the purpose of cleaning the premises other than the building’s cleaning and maintenance personnel. Only management’s agents shall do window cleaning at such times and during such hours as building management shall elect.

13. Deliveries of water, soft drinks, newspapers or other such items to the premises shall be restricted to hours established by building management and made by use of the freight elevator only.

14. Nothing shall be swept or thrown into the corridors, halls, elevator shafts or stairways. No birds or animals of any kind shall be brought into or kept in, on or about the premises, with the exception of guide dogs.

15. No cooking shall be done in the premises except in those kitchens specifically designed for cooking appliances.

16. Tenant shall not install or operate on the premises any electric heater, personal fan, stove or similar equipment without building management consent. Reasonable accommodation requests with a doctor’s verification are to be submitted to building management for exceptions.

17. Tenant shall not use or keep on the premises any kerosene, gasoline, or inflammable or combustible fluid or material other than limited quantities necessary for the operation and maintenance of equipment utilized at the loading dock, e.g. fork lift.


Continued On Next Page
9.6
General Rules and Policies, Continued
	General rules and policies, continued
	18. No weapons of any kind shall be brought onto the premises at any time. This includes but is not limited to firearms, knives, taser, stun guns or unauthorized tear gas weapons. Law enforcement officers are exempt. No explosives shall be brought onto the premises at any time.
19. Tenant shall not waste electricity, water or air conditioning and agrees to cooperate fully with building management to assure the most effective operation of the building’s heating and air conditioning and to comply with any governmental energy-saving rules, laws or regulations of which tenant shall not tamper with or attempt to adjust temperature control thermostats in the leased premises; building management shall make reasonable adjustments in thermostats upon request from tenant.

20. No sign, placard, picture or notice visible from the exterior of tenant’s premises will be inscribed, painted, affixed or otherwise displayed by tenant on any part of the building or the premises without the prior written consent of management. All approved signs or lettering on doors will be printed, painted, affixed or inscribed at the expense of the tenant by a person approved by management. No paper signs or stickers are allowed on any interior common area walls or doors of the building. Metal and glass display cabinets can be installed in the common hallways. Any exposed boards (cork/white/electronic) are to be located within sub-corridors or rooms. Other than draperies or window blinds expressly permitted by building standards, material visible from outside the building will not be permitted. In the event of the violation of this rule by tenant, management may remove the violating items without any liability, and may charge the expense incurred by such removal to the tenant or tenants in violation of this rule.

21. Canvassing, peddling, posting, soliciting, and distribution of handbills in or at the building are prohibited and tenant will cooperate to prevent these activities.


Continued On Next Page
9.6
General Rules and Policies, Continued
	General rules and policies, continued
	22. Building management reserves the right to rescind any of these rules and regulations and to make future rules and regulations required for the safety, protection and maintenance of the buildings, the operation and preservation of the good order thereof, and the protection and comfort of the tenants and their employees and visitors. Building management shall not be responsible to tenant for the non-observance or violation of these rules and regulations by any other tenant of the building. Management may waive any one or more of these rules and regulations for the benefit of any particular tenant or tenants, but no such waiver or such rules and regulations in favor of any tenant or tenants, may prevent management from enforcing any such rules and regulations against any or all of the tenants of the building after such waiver.

23. These rules and regulations are in addition to, and will not be construed to modify or amend, in whole or in part, the terms, covenants, agreements and conditions of any lease or assignment of premises in the building.
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