POLICIES, RULES AND INSTRUCTIONS FOR WORKSHOPS
(Supplement to the Commercial Lease Agreement)
TENANT’S  MANUAL – Read thoroughly
1.
Payment and Collection
Your account number is your Unit number.  Please your Unit number on all checks and money orders.  Notify us in writing if you change your residence address.  No invoices or statements are sent unless your account is delinquent.  Rent is due and payable for the month on the 1st day of the month.  You must pay the entire amount of rent each month. If rent has not been paid by the close of business on the 5th day of the month, it is late - a late fee of $25.00 will be assessed on the 6th.   Additional $25.00 late fees will be assessed on the 16th and on the 26th if that month’s rent has not been paid.  Payment may be made by check or money order - payable to Workshops – mailed or delivered to the on-site management office. Save receipt stubs for your money orders. Payment may also be made on-line by credit / debit card (VISA, MasterCard or Discover, but not American Express) or e-check through RentPayment.com (www.rentpayment.com). Automatic monthly payment by e-check may also be scheduled at RentPayment.com. There are instructions for paying on-line, as well as a link to RentPayment.com, at the Workshops website. (Go to www.wrkshops.com - click on the “Leasing & Tenant Info” tab.) Convenience / user fees apply to payments made through RentPayment.com.
Cash is not accepted, and no cash is kept in the office.   Post-dated checks are considered to have been received on the date written on the check, unless other arrangements have been made with the current Manager.  A charge of $25.00 will be assessed for any check that is not honored by your bank for any reason.  In addition, under Colorado law, you may be liable for 3-times the amount of a bad check.  A check that does not clear your bank account will not be sent through automatically a 2nd time.  Once you have written a bad check, we may require that future payments be in the form of credit card or certified funds.  Late fees, utility and maintenance reimbursements, bad–check charges, repair costs and legal or collection costs are added to your account, are due and payable immediately, and are collectible in the same manner as rent.  Interest is assessed to all amounts owed at the end of each month in the amount of 8% per annum.  You must name the Lessor as a creditor on any bankruptcy petition that you might file.  Any balance-due remains a personal liability of whoever signed the Lease, even after move-out.  Delinquent accounts of former Tenants are turned over to a collection agency or attorney for collection, and are reported to the credit bureaus.  
We do not generally waive late fees or interest.  If you feel you have a valid reason for requesting a waiver of a late fee or interest, please submit this in writing and we will forward it to the corporate office for consideration and response.
2.
Lease Expiration
AT LEAST 1 month prior to the expiration of your Lease, we will send you a reminder letter, as a courtesy.  At that time, you will have 3 choices:

1. If you do not take any action, on the first of the month following the date of your Lease expiration, your Lease will convert automatically to a month-to-month tenancy, with an accompanying rent increase.  This increase is 5% over the 6-month rate, and 10% over the 12-month rate.  It is your responsibility to know when your Lease expires, and to take affirmative action to renew it.  If you renew after the expiration date, you will still have to pay the increased rate for the month(s) in which you were on month-to-month tenancy. If you are making automatic monthly payments you will need to adjust the payment amount. 
2. You may renew your Lease for another 6 or 12 months.  The 12-month rate will be the going market rate, and the 6-month rate will be 5% higher than that. If you are making automatic monthly payments you will need to adjust the payment amount. 
3. You may tender a Vacate Notice. You must give written notice to the Landlord / Lessor not less than 30 days prior to expiration of your lease term. (The Vacate Notice form is available in the office and on-line.) You will forfeit your Security/Damage Deposit if you don’t do this. Prior to vacating your Unit, you must return all keys and make arrangements for a Move-Out inspection of the Unit. You will be charged rent up and including the day you return in your keys.  You are responsible for discontinuing all services in your name to the Unit and for filing a change of address with the Postal Service. Please be considerate when moving out and try not to disturb other Tenants or tie up the elevator for an excessive period of time.  Please read the Vacate Notice carefully for your rights and responsibilities at move-out time.
You must restore the Unit to its move-in condition before you vacate, or you will be charged.  (Please refer to Section 5 of your Lease for details.)  The cost of any necessary repairs and/or cleaning is added to your account, and outstanding charges are withheld from your Security/Damage Deposit when you move out.   Here are some tips to help make sure you get back your deposit:

· Don’t use double-sided tape to attach items to the walls, and do not use the walls as bulletin boards.  You will be charged if there is damage to the drywall or holes in the walls that are excessive in number or size.

· Place a plastic mat over the carpet where you sit.  Your chair will damage the carpet and you will have to pay for this.

· Vacuum the carpet or sweep the floor.  Cleaning done by us is charged at $30.00 per hour, with a 1-hour minimum.

· Touch up the paint.  We have some touch-up paint for you to use, and we can give you the paint number if you need to buy more.
3.
Use of the Premises
Covenants and City Restrictions
The Agreement of Covenants and Restrictions between the City and the Building Owner requires that we comply with zoning and use restrictions and ordinances.  The Premises may not be used for any unlawful purpose or terrorist activities, and therefore, no illegal activity may be conducted on the Premises.  If the City determines that any of your activities on the Premises are illegal, or if you are charged with substantial violations of City, State and Federal laws, you will be asked to stop the activity or to leave the Building.  
The Building is not zoned for residential use, and does not have a residential Certificate of Occupancy.  Therefore, the Premises may not be used for residential purposes, even temporarily. 
If you operate a business on the Premises, or if you use your Unit for business-related purposes (including storage), you must have a business license from the State of Colorado and the City of Glendale (not Denver.  Glendale is in Arapahoe County.), and you must remit all taxes to the proper taxing agency.  This includes Retail-Sales Tax to the State of Colorado, the Regional Transportation District, the County of Arapahoe and to the City of Glendale, and Occupational-Priviledge Tax (“Head Tax”) to the City of Glendale.  For further information, please contact Cathy Rice at the City of Glendale, 303-639-4706.
Safety and Protection

Workshops and its management make no representations as to security, and cannot guarantee the personal safety of any person on the Premises.  There are no protective services expressed or implied under the Lease.   We cannot control who comes onto the Premises, and for this reason, cannot assume responsibility for the actions of any third parties.  All occupants use the Premises at their own risk, and are expected to take reasonable steps to protect themselves and to secure their property.  Call the Glendale Police Department (303-759-1511) if you suspect any criminal, suspicious or questionable activity on the Premises, and then notify the management office.  Call 911 for all emergencies.  
Access to the interior of the Building is limited to either those with keys or those who have been allowed in by an occupant.  The Building is accessible on a 24-hour basis, and is intended for you and your employees, clients or guests only.   Please do not open the stairway or elevator doors for people that you do not know personally, and do not leave outside doors open.  Never lend your keys to anyone, and do not duplicate or distribute Building keys. (You may duplicate your Unit & mailbox keys.)  The effectiveness of limited access is determined solely by you and your fellow Tenants.  While we cannot guarantee safety or security, we do try to control the number of Building keys that are in circulation.  Each Unit is entitled to 2 Building keys, and a 3rd may be given upon payment of a $50.00 key deposit and signing of a Lease Amendment.  If you need more keys than that, you will need to install a lockbox on the bar below the intercom panel, but you are liable if the lockbox and/or its contents are stolen.  Notify us immediately if any of your keys are missing.  Obviously, the sooner we are notified, the sooner we can take steps to prevent unauthorized access or theft.  Keys replaced by the Workshops cost $50.00 each for the Building/elevator key and $10.00 each for Unit and mailbox keys.  When you move out, you must return the same number of keys that you received, or you will be charged for them.

Carelessness or negligence on the part of one Tenant can have serious consequences for other occupants of the Building.  For this reason, strict adherence to Glendale fire regulations, as outlined on the last page of this document, is required.  If you choose to have a fire extinguisher in your Unit, the extinguisher should have the rating “2A:10B:C” (or higher), it must be mounted on a wall, and it must be inspected annually and serviced every-6 years.  Rags impregnated with oil or other combustible materials must be stored in approved containers, which are available for purchase through us.  Aerosol paint may not be sprayed inside the Building by occupants.
There are 2 stairways, at the south and north ends of the Building.  Your elevator key will open these doors.  In the event of a fire, use the stairs (not the elevator), go down to the ground floor, and exit the Building.  Never attempt to go out onto the roof.  In the event of a natural disaster, leave your room and go into the center hallway until it is safe to leave the Building.  On the ground floor, move to the back of your Unit, away from the door and window.
The Building exterior and the parking lot are well lit for your protection.  Please report any light bulbs that are burned out.
Neighbors

The Tenants at Workshops engage in many different types of activities, businesses and services, and may be working at any hour of the day or night.  Please be considerate and thoughtful of your neighbors and remain aware that the walls and floors are not soundproofed.  Try not to disturb your neighbors with excessive noise, odor, dust, dirt, smoke, noxious fumes, lights, vibrations, etc, either inside or outside your Unit.  “Excessive noise” is anything other than normal sounds appropriate to each floor’s use that are persistently disruptive to a person in another Unit.  Please try to limit door slamming.  If you anticipate some type of temporary disruption, please talk with your neighbors in advance, including those on the floors above and below you.  Try to work around their schedules, let them know what is happening, and that the disruption will be temporary.   If disruptions become unreasonable in the opinion of management, you may be asked to stop, to move to a different location within the Building, or to vacate the Facility.  We encourage dialog among neighbors if concerns arise, but management reserves the right to settle disputes should that become necessary.  Please be considerate when moving in and out with respect to noise and elevator usage.
Alterations, Cleaning and Damage

Remember that someone else owns this property, and that you must obtain permission from management before making any changes to your Unit or to the Premises. This includes light fixtures, shelves, paint, wall coverings, floor coverings, phone lines and jacks, wiring, sinks, walls, satellite dishes, antennas, plumbing, etc.   You are responsible for cleaning inside your Unit during your period of occupancy, and before you vacate.   We clean the Common Areas outside your Unit.
You are responsible and financially liable for any damage to the Premises caused by you or by any person who has been invited to or allowed onto the Premises by you or the Unit occupant(s).  This includes persons making deliveries or pick-ups for you.  

Signs

All signs outside your Unit must be approved prior to installation and must conform to Workshop specifications.  Blank signs are provided by Workshops for 1st-, 3rd- and 4th-floor Units.  These signs are the same size for each Unit:  

· 1st-floor, courtyard
12 in. x 24 in.

· 1st-floor awning

16 in. x 48in.

· 3rd- and 4th-floor hall
8 in. x 12 in.

You must have a permit from the City for any sign on the east-facing awning on the ground floor.  You may provide a sign for the marquee by the office, which we will install for you free of charge.  The size of this sign is 8¾ in. x 41 in.  Any lettering attached or adhered to glass surfaces must be on the outside, must be approved beforehand, and must be professionally installed.  Tenants on the 1st floor may place a sign inside the storefront window, so long as it does not cover more-than-half the glass area.  “Sandwich” (or “tent”) boards may be placed on the pavement in front of ground-floor Units during business hours, and those on the east side of the Building must be taken in during non-business hours.  No other exterior signs or advertisements may be placed in the Common Area or on City property.  Management may remove any postings, signs or lettering that it considers inappropriate or objectionable, or that have not been approved.
Common Areas

The interior Common Areas (those areas on the Premises outside of your Unit), including driveways, stairways, halls, bathrooms, and lounges should be used only for the purpose for which they were intended and provided.  This means that these areas should not be used for play/recreation areas, for the storage of personal belongings, for riding of bicycles, for the conduct of business, or for the storage or disposal of trash, junk or debris.  Your business may not be conducted in the Common Area outside of your Unit without permission.  There is neither asbestos nor lead-based paint in this Building.

Accessibility for handicapped persons
The Facility was built in compliance with the Americans-with-Disabilities Act, and we make every effort to comply with the law.  Please let management know if there are areas in which you might have additional needs, and we will attempt to make reasonable accommodations.  Sometimes, this may be at your expense.

Disposal of trash

Please do your share to help keep the Premises in good appearance for your fellow Tenants and their guests.  This includes bathrooms, halls, elevator, stairways, lounges, parking areas and the grounds.   Do not use the Common-Area trash cans for the disposal of trash from your Unit.  Use the dumpster at the south end of the parking lot for this purpose.  Deposit all trash inside the dumpster, as the trash-removal company will not take anything that is not actually inside the dumpster.  Flatten cardboard boxes before placing them in the dumpster.  You must make arrangements with a trash-removal or hauling service to have all large items removed that do not fit in the dumpster.  This includes furniture, construction materials, appliances, etc.  You will be charged if Workshops has to have a special pick-up of items that you did not put into the dumpster.  You must remove all unwanted furniture from the Unit prior to moving out.  Do not store hazardous materials anywhere at the Facility, and do not dump any hazardous waste onto the ground or into the dumpster, sink, toilet or drinking fountain.

Lounges

The lounges on the 3rd and 4th floors are provided free of charge for all Tenants to use.  Please be considerate, clean up after yourself, and help keep these areas attractive.  You may reserve either of the conference / meeting rooms for 1 hour at a time (2 hours on weekends).  The sign-up sheet for reserving the room is the month-by-month calendar next to the bulletin board.  Close the door to the hallway when using the meeting room.  The refrigerators are for temporary cold storage (1 day only).  Those who use the refrigerators and microwave ovens are responsible for keeping them clean.  Workshops is not liable for anything left in the lounge. The vending machines are owned and operated by an independent contractor.  If you experience problems with them, please contact the vendor directly.   (The name and number is on the machines.)

Smoking

The interior of the Building, including the Units, office, elevator, bathrooms, lounges, hallways, and stairwells are non-smoking areas.  Smoking may be done outside of the building at designated locations. Please put cigarette butts in an ash receptacle and not on the ground.

Soliciting

Soliciting on the Premises by outside parties is not permitted.  This includes all advertising and the leaving of materials on vehicles and doors.  Occupants may advertise and network within the Building by leaving printed materials under Unit doors, and may place ads on the bulletin boards and in the newsletter.  The clips on the door jambs and the bulletin board in the elevator are for management’s use only.
Pets

A domestic pet, accompanied by its owner, may visit a Unit on the 1st or 2nd floor, provided it is kept inside the Unit and not left alone in the Unit or in a vehicle, or left on the Premises overnight.  No animals (except for service dogs assisting disabled persons) may be brought onto the 3rd or 4th floors, unless provided for in your Lease.  Pets outside the Unit must be carried or on a leash.  Pet waste on the grounds must be cleaned up immediately and discarded in the dumpster.  The pet owner (not the Lessor or the Manager) is solely responsible for any damage or injury caused by a pet brought onto the Premises.  If a pet causes a disruption, damage or injury, its owner may be asked by management to remove it from, or not to bring it onto, the Premises. 
Sublease

You may not assign your Lease to another party or sublet your Unit, but you may allow other person(s) to use or share it.  However, the person who signed the Lease remains liable for the payment of rent and other charges, regardless of who uses the Unit or pays the rent.
Transfer

You may transfer to another vacant Unit in the Building, even during the Term of your Lease, and a $100.00 administrative/transfer fee will be charged.  However, if you transfer to a more-expensive Unit, this fee may be waived.  A new Lease will be signed, which replaces the old Lease.
Moving out

See page 1.
4.
Driving and Parking

Motor Vehicles

The speed limit on site is 10 miles per hour.  Please be considerate, watch for pedestrians, and obey all posted signs.

There are 2 entrances to the parking lot:  On South Birch Street and on East Kentucky Avenue.  The center courtyard is closed to vehicular traffic and is for pedestrians only.  You will be responsible and liable for any damage to the Premises by any vehicle driven by you, or by any other person visiting or making deliveries to or pick-ups from your Unit.  The alley on the west side of the building is intended for access to Units 102 through 113 and for exiting the parking lot.  It is one-way northbound.  All driveways must be kept clear at all times for access by emergency vehicles.

Parking on the Premises is limited to those persons who are either working in or visiting a Unit in the Building.   Parking is not permitted in a driveway, even in front of your own Unit.  You may park to load and unload for 5 minutes at the north end of the center courtyard.  Do not block access to any Unit, the elevator, the street, a sidewalk or other parking spaces. The spaces parallel to the east side of the Building are for visitors, and vehicles may not park in these spaces for more-than-15 minutes. HANDICAP PARKING SPACES are clearly marked. NON-HANDICAPPED occupants or guests are not permitted to park in HANDICAP spaces. There are designated VISITOR spaces at the south end of the center courtyard.  Building occupants may not park in VISITOR spaces.  Parking spaces may not be reserved.  Motor vehicles should be parked only within the marked boundaries of parking spaces.  Vehicles, equipment and materials may not be stored in the parking areas, and a vehicle may not be parked for more-than-72 hours in the same space.  Vehicle repairs, maintenance, and painting may not be conducted on the Premises. 

Bicycles, Roller Blades and Skateboards

Bicycles may be parked only at the bike rack on the north end of the Building.  Please secure your bicycle appropriately.  Do not bring bicycles into the Building.  Bicycle parking on the Premises is short-term only (i.e., not to exceed 72 hours).   Roller blading and skateboarding are not permitted inside the Building or on the Premises.

5.
Insurance and Liability
You are responsible for securing and safeguarding your own property on the Premises.  Any insurance purchased by the Building Owners covers only the business and property of the Owners and their employees, and not the person, property or business of any Tenant, occupant or visitor.  Tenants are expected to procure appropriate and adequate property, automobile, liability and business insurance (including business interruption and loss of income).  We are not responsible for damage or losses due to any casualty or cause beyond our reasonable control, unless this damage or loss resulted from our negligence.  Damage to a motor vehicle on the Premises is covered by the comprehensive auto insurance purchased by that vehicle’s owner. 
You must also purchase liability and medical coverage to protect you from claims arising from your actions, and the actions of persons who use your Unit or who are invited by you onto the Premises.  For example, if you or someone in your Unit causes a fire, you may be responsible for the subsequent damage to the property of others, including the Building Owners and other occupants.  If an invitee to your Unit were to have an accident on the Premises, you could be personally liable for that person’s injuries and medical expenses.  The Building Owners are not automatically liable if someone is injured or property is damaged on the Premises.
In the event that you do not have the required insurance coverage, damage to the Premises caused by an occupant or invitee which is less than the amount of the deductible on the Owners’ insurance policy will be repaired and charged back to you.  Damage to the Premises caused by an occupant or invitee which is more than the amount of the deductible on the Owners’ insurance policy may be repaired and paid for by the Owners’ insurance.  In this case, you will be liable to the Owners for the amount of the deductible, and may be liable to the insurance carrier, through subrogation, for costs it paid to repair the damage.  If you have no insurance, you may be liable personally to the Owners and to other Tenants for all costs of repairing any damage that was caused by you or by an occupant or invitee in your Unit.

If a Unit must be vacated or is unusable due to repair of damage or for any other cause beyond our control, you should continue to pay rent during this period.  If you have appropriate business insurance, this expense may be covered under “business interruption” and/or “loss of income” if this resulted from a casualty.
When you signed the Lease, you acknowledged responsibility to provide your own insurance (Section 8 of your Lease).   If you do not purchase the recommended insurance, you are considered to be in violation of your Lease, to be “self-insured,” and personally assume all risk of loss, injury or damage.  This includes motor vehicles.  If you have the required insurance coverage, a claim for any damage or injury should be filed immediately with your insurance company, regardless of who you feel is at fault.   Most insurance carriers sell renter’s, business and liability insurance.  If you own a home, you may be able to purchase a rider (supplement) to your homeowner’s policy for an off-site office.
6.
Maintenance

Maintenance persons are either hired or contracted, and take their direction from management.  If maintenance is needed, please report this to the office, or go online to our website, and a Maintenance Request (Work Order) will be filled out and given to the appropriate party for attention.  By requesting maintenance, you are giving us permission to enter your Unit without prior notice.  If the maintenance requested is something that is outside the responsibility of the Building Owners (i.e., optional work requested by you), and you elect to have us do the work for you, you will be billed at the rate of $30.00 per hour, with a 1-hr. minimum, in addition to parts and materials.  In cases of true maintenance emergencies, call the emergency number, 24 hours a day (303-758-3336).  Be sure to leave your name, Unit number and a phone number where you can be reached, and then stay by that phone so that someone can call you.  “Emergency” includes such things as flood, fire, no heat, stuck elevator, etc., that cannot wait until the next business day to be resolved.  Do not call the emergency number after hours if you have locked yourself out of your Unit or have lost your keys.  Instead, call a locksmith.  
Please do not ask to borrow tools or ladders, and do not ask staff members to do personal work for you in your Unit or on the Premises.
7.
Services and Utilities
The cost of providing utilities (gas, electricity, and water) is included in your rent.  In order to keep costs (and your rent) down, you should make an effort to conserve utilities.  When leaving your Unit, turn off all lights, equipment, and air conditioners.  The Owners and management reserve the right to interrupt services as necessary to make repairs, alterations, or upgrades to the Premises without liability or without being in breach of the Lease.  We will exercise reasonable diligence in such cases to minimize interruption.  We cannot be responsible for any interruption in utilities or services due to causes beyond our control or for a period when any systems are under repair.
Do not attempt to adjust thermostats in the hallways, or attempt to control the heating and cooling systems in any manner that would affect rooms other than your own.  The temperature in rooms on the 2nd, 3rd or 4th floors is not able to be controlled individually.  The evaporative coolers on floors 2, 3 & 4 run more efficiently during hot weather if the Unit window(s) and door(s) are left open slightly.  Air conditioners on the ground floor will work better (and the compressors are less likely to freeze up) if you close the Unit door(s), keep the fan setting at “Hi Cool” and the temperature control at “6” or lower, and turn off the A/C with the wall switch at night.  Tenants are responsible for replacing air-conditioning units that fail because they have been allowed to freeze up.
Any electrical or plumbing modifications must be done by a licensed contractor approved by us and any expense will be charged back to your account.
Please read and follow the instructions regarding phone connection and intercom usage.  It is our responsibility to maintain the intercom system, but not the telephone lines.  Tenants are responsible for their own phone lines.
Telephone                                
  (          
       
            
Each Tenant is responsible for his or her own phone service, wall jacks, and lines from the phone room to the Unit.  When you place the order for service, be sure to tell the phone rep that you want service to your room, not just to the Building.  It is your responsibility to be here when your phone is installed and service is connected in order to verify that both your phone line and the intercom are working before the installer leaves.  Please let us know if there is no phone jack in your room.
You may select any phone service provider.  Phone service is available through foreThought.net, which is the same company that provides high-speed Internet service to the Building and phone service to the management office.  The cost for a phone line through foreThought.net is $40.00 per month, plus long distance, which 3.3¢ per minute, prepaid.  ForeThought.net can be reached by calling 303-815-1000.
Please show these instructions to your phone installer!
1.
There is 1 phone room for the entire Building, on the northwest corner of the ground floor.  This room is kept locked.  It is not our responsibility to unlock the phone-room door, unless prior arrangements have been made with the office by the phone installer.   Qwest and foreThought.net have access to the phone room.                                                                                                                                                                                             

2.
Never hook up a phone line to an intercom jack, as this could result in a charge to you to have the lines re-wired.  (The intercom jack in the room is the one on the top, and the phone jack is directly below that.) The blue/white and orange/white pairs of wires are connected to the intercom system.  Do not use these wires for telephone hook-up, either in your room or in the phone room!  There are 4 additional pairs of wires for each phone jack.  The color of these wires normally used for phone service, are green/white, brown/white, slate/white and blue/red.  (None of these wires are for connection to the intercom.) 
3.
If your phone service is through someone other than Qwest, and whenever you transfer to a different Unit, you must notify the Qwest business office of your current and correct address and Unit number in order for 911 emergency service to be available to you.  This is your responsibility, and we cannot do this for you.
Intercom
1.
Check your intercom to make sure it is working when you move in.  Let us know if the intercom is not working, and we will correct the problem, unless either you or the phone installer has disabled the intercom by not following the instructions above, in which case, you will have to call the phone installer to re-connect the intercom.

2.
Connect a simple analog, touch-tone phone (not a digital or cordless phone) to the intercom jack on the wall in your Unit.  Visitors can dial your Unit number from the intercom by the elevator.  This is done by pushing the black button once or twice until a dial tone is heard, then entering the Unit number on the key pad by the elevator.  The intercom phone will ring in your Unit.  Pick up the intercom phone (not the telephone!) and speak with the person who is calling.   
Press the ( key on the intercom phone in your room to send the elevator to the ground floor.  You can also call any other room in the Building by picking up your intercom phone and dialing the number of the room you wish to call.  (The management office is 125.)
Mail
Your Unit number must be on all mail sent to you.  You must have your Unit number and name on a card inside your mailbox.  (There is a plastic sleeve for this.)  You should have gotten one of these cards when you moved in, but we can make you a new one if you need it.  Please check your mail frequently, preferably every day.  If your box gets full, the carrier will take your mail to the Post Office, and you will need to go to pick it up in person.  The Post Office is located next door, at 945 S. Birch St.  The phone number is 303-504-9050.

Two weeks prior to moving, file a Change of Address with the Post Office.  This can be done in person at the Post Office next door or on-line at www.usps.com.  The management office does not hold or forward mail.  If mail is left in your box that is not yours, write on it “NO LONGER AT THIS ADDRESS,” and put it in the outgoing mail slot.  

UPS, FedEx, DHL and other carriers make pick-ups and deliveries as needed on a daily basis.  You must make arrangements for your own shipments and deliveries, unless you have signed a No-Fault Liability Release And Indemnification Agreement and paid a nominal monthly fee.  In these cases, the Workshops staff will hold packages in the office for 10 days.
If you have any questions regarding the telephone, intercom, or deliveries, please ask a Workshops staff member for assistance.

Internet
             





                                                                                      303-815-1000
The Building Owners have contracted with foreThought.net to provide high-speed Internet services as an option to you.  Each Tenant who wishes to use this service should make arrangements directly with foreThought.net by calling 303-815-1000.  Please do not call the management office to sign up for this service, or if you have questions or problems, but rather, call or e-mail foreThought.net directly.
You may not install or have installed any Internet reception devices outside of your Unit, or run any wires or cables in the Common Area or through another Unit, without the expressed permission of management. 
THIS DOCUMENT, ALONG WITH THE FOLLOWING PAGE, IS AN INTEGRAL PART OF YOUR LEASE.  IF ITS TERMS OR LANGUAGE ARE NOT COMPLETELY UNDERSTOOD, YOU MAY HAVE THIS DOCUMENT REVIEWED BY AN ATTORNEY AT YOUR OWN EXPENSE.  FAILURE TO COMPLY MAY RESULT IN EVICTION.
MEMORANDUM

DATE:

July 23, 2003

TO:

Tenants of the Workshops



4340 East Kentucky Ave.

FROM:

Patrick Conroy



Fire Marshal

SUBJECT:
Limitations on Use and Storage for the Workshops

In accordance with the requirements of the Uniform Fire Code and ordinances adopted by the City of Glendale, the following Building, Fire and Life Safety requirements are applicable to you as a Tenant of the Workshops.

· Alcohol-related uses prohibited.

· Adult-oriented uses, as defined by the City of Glendale zoning ordinances, are prohibited.

· Auto repair garages prohibited.

· Hazardous materials manufacturing, processing, and storage prohibited.

· Storage of vehicles in parking lot prohibited.

· Living in rental units prohibited.

· Flammable liquids – quantities of flammable liquids such as paint thinners, solvents, cleaning agents, adhesives, etc. greater than 10-gallons must be kept in an approved flammables storage cabinet.

· Oily rags and similar materials, such as self combusting materials on rags and paper products shall be stored in metal, metal lined, or other approved containers equipped with tight fitting covers.

· Combustible liquids – limited quantities of combustible and non-flammable liquids are allowed for routine use, not storage.

· Aerosol products limited to reasonable quantity for use.

· Liquid petroleum gases – portable LP-gas containers are allowed to be used to supply approved self-contained torch assemblies. Such containers shall not exceed a 2½ pound water capacity.

· Exit doors and exiting corridors must be kept clear at all times.  A minimum 44-inch corridor shall be maintained in the hallways at all times.

· Reasonable housekeeping practices to limit the accumulation of large quantities of combustible materials shall be followed.

· No storage is permitted within 18-inches of a sprinkler head.

· Extension cords shall be approved for the appliances that they service. Extension cords shall not run across doorways or exit pathways.

· Wall switch plate covers and electrical outlet covers shall not be removed.

· If a Tenant chooses to maintain his/her own fire extinguisher, it must display a current testing and certification tag. (Fire extinguishers must be serviced on an annual basis.)

The Glendale Fire Department conducts fire inspections of all rental units twice a year. Violations are noted and follow-up is done to ensure compliance.  Please do not hesitate to contact the Glendale Fire Department if you should have any questions.
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