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The following outlines the regulations and requirements that will be required of Contracted Service personnel working at or in 2635 CC. No deviation or exception will be permitted without the express written
Approval of Manager. Questions or comments should be directed to Highwoods Properties Management. 

Contractor Conduct

All personnel  under the direct responsibility  of the entity performing  work/services  in the Building,  including without  limitation, contractor's subcontractors, suppliers,  installers trades and employees,  shall conduct themselves  in a civil and professional  manner while on the premises of 2635 CC. Loud or abusive language or actions or the playing of music which can be heard outside of the work area will not be tolerated. Report of any obstructive, nuisance or objectionable behavior of any such personnel shall be deemed grounds for eviction of the individuals and/or the contractor from the premises.
Shirts (no tank tops) and long pants are to be worn by all construction personnel while on the Building grounds.
Smoking within the Building and/or "non-smoking" areas of the Property is strictly prohibited. The Contractor shall maintain a drug and alcohol free work environment while on the premises.

 Building Access (Ingress/Egress)

Prior to the start of construction, all contractors shall schedule a pre-construction meeting with Highwoods Construction and Property Management to schedule security clearance and to review the path of ingress/egress for all construction personnel, materials, tools and trash, which are to be transferred to and from the work area.
Any authorized representative of the Contractor must register daily at the security desk, prior to initiating any activity on the premises.  Any key and Building access card(s) released must be requested daily and returned daily to security. A form of identification (i.e. Driver's License) is required before a key is released or access
is granted to the Building. 
At no time shall the Contractor, their employees, subcontractors, or suppliers use the lobby entrance doors to move construction personnel, equipment, tools, materials, and/or trash to and from the work area without the express prior written consent of Property Management.
Work involving loud noise and/or strong odors; including staining doors that may impact other customers must be performed after Building hours (i.e. 6:00pm -7:00am, Monday- Friday, or after 1:00pm on Saturday or anytime on Sunday).

Parking


                 Construction personnel shall park only in areas designated by the Construction/Property Manager, the Building
Engineer or Security.
 
Freight Elevator
 
Use of the freight elevator key must be reserved in advance with Construction/Property Management. Any work or hauling of materials or trash shall be conducted so as not to obstruct the common areas and access to/from customers and/or Building staff.  Deliveries are only permitted during the hours of 6:00PM-7:30AM.
Because the freight elevator is the principal and only means of providing hosting for deliveries, as well as the
Use of Building staff, the Contractor must cooperate in resolving any conflicts which may arise from time to time when the Contractor is required to share the freight elevator with the building's maintenance staff, cleaning crew, and other delivery contractors. At no time may the Contractor, their employees, subcontractors or suppliers block the elevator open. In the event that any damage to the elevator or building common areas is caused by the Contractor, their employees, subcontractors and/or delivery suppliers, the Contractor will bear the total cost of repairs.

 Building Common Areas

Activities of the Contractor, including ingress/egress, are to be limited to the areas of the loading dock,
Freight Elevator, and corridors to the work area. Such areas are to be maintained in a clean and orderly manner at all times that such areas are in use by the Contractor.
Contractor is responsible for obtaining and installing appropriate protective materials to protect walls, carpets, ceiling tiles, floors, furniture and fixtures in the building common areas prior to initiating any work and shall dispose of such materials upon completion of the work/job. Contractor will be responsible for any costs associated with the repair or replacement of all damaged property therein, whether caused by the Contractor or its agents or subcontractors.
The Contractor will not perform any construction activities or store any materials in any common areas of the
Building unless approved in writing by Construction/Property Management.
The Contractor shall at all times on a day-to-day basis keep the work area path and other areas of the Building or site free from accumulation of waste material, debris or rubbish caused by or incidental to the work.
Upon completion of the work, the Contractor shall promptly remove from the building and site, all tools, scaffolding, surplus materials, trash and debris, and shall leave the site, the building and the work area "clean for occupancy/use". Any debris, rubbish, materials or equipment left outside the work areas by the Contractor will be disposed of by Property Management, and Contractor will be responsible for promptly reimbursing Property Management for the cost thereof.

Use of Dumpsters & Trash Compactor

The use of the building trash dumpster is not permitted.
Contractor must provide necessary dumpster(s) to be used for all construction related trash and debris. Dumpster(s) shall be located only in areas designated by the Construction/Property Manager or Building Engineer. The areas surrounding the dumpster(s) must be maintained clean and free of debris at all times. Any and all unused construction materials shall be removed from the Building by the Contractor. 

Hazardous/Toxic Material

The Contractor shall be responsible for complying with all applicable federal, state, and local laws, ordinances
And regulations pertaining to the use of all hazardous and toxic material. The Contractor shall identify to Manager in advance of delivery of any toxic substances or hazardous materials incorporated in or associated with the Contracted Services provided hereunder and shall advise Manager of all precautions to be taken for their use and disposal.  When applicable, the Contractor shall furnish to Manager a completed Material Safety Data Sheet for any materials furnished by Contractor hereunder as required by any federal, state, or local laws, ordinances or regulations. Any transportation or other handling of the hazardous materials by Contractor shall be performed in accordance with all applicable federal, state, and local laws, ordinances and regulations.


                 Sprinkler Work


                  Contractor must notify Property Management of any and all work involving the building's fire safety systems.
All fire safety related work must be coordinated with Construction/Property Management and performed by the Building's Fire System Contractor.  Should a contractor's Work include welding, the use of a cutting torch, or any other activity that might interfere with the alarm system wiring or otherwise trigger or affect the fire alarm system, the Contractor must notify Construction/Property Management prior to commencing such activity.
The Contractor shall take any and all reasonable steps and precautions to prevent accidental triggering of the fire and smoke devices within or adjacent to the Work Area. Such steps shall not include disconnecting any such devices, but rather shall involve the installation of dust barriers around smoke detectors, etc.

Electrical Panels

All additional  electrical circuits added to existing building common area electrical panels or any new circuits added must be appropriately marked as to the area and/or equipment serviced by the circuit(s) in question. All electrical panels which have covers removed for any reason (i.e. as to allow the addition of new circuits) or any electrical panels which are installed shall be left at the end of each day with all panel covers properly in place and all panel doors securely closed. Under no circumstances "will power service to the building common areas be shut-off without the specific advance approval of Highwoods Construction Property Management.

Water Supply Lines for Appliances

Only copper or steel braided burst proof water lines shall be used for water supply to all kitchen appliances (i.e. coffee maker, water coolers, refrigerator, dishwater, etc.). The use of plastic or fiber braided tubing is not permitted.

Floor Coring

All floor and/or ceiling coring/drilling must be coordinated with Construction/Property Management and must be performed after Building Hours (i.e. 6:00pm 	7:00am, Monday- Friday). Contractors are required to x­ ray/scan areas to be cored prior to any coring/drilling.

Non-Compliance

Non-compliance with the above rules and regulations will result in the barring of the Contractor or Subcontractor from current or future activities in the Building. Any costs incurred by Highwoods Management in cleaning the Building or work area or as a result of any repairs due to damage resulting from the Contractor's activities (including the activities of any of the Contractor's employees or subcontractors) will be billed to the Contractor. Acknowledgement and acceptance of these Rules and Regulations indicated by signature below.

Company Name:


Authorized Representative:	
(PLEASE PRINT)
Signature: 	



Date:
