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Introduction 
 

About Cousins Properties 
 

Cousins Properties Incorporated is a leading diversified real estate company with extensive experience 

in development, acquisition, financing, management, and leasing. Based in Atlanta, the Company 

actively invests in office and retail projects. Since its founding in 1958, Cousins has developed more than 

20 million square feet of office space and 20 million square feet of retail space. 

 

Cousins has built and maintained an industry-wide reputation for innovative and sustainable 

developments, premium management services and top-quality leadership. The Company creates and 

maintains value in real estate assets for the benefit of shareholders, partners, and clients. Cousins 

Properties is a fully integrated equity real estate investment trust (REIT) and trades on the New York 

Stock Exchange under the symbol CUZ. 

 

About San Jacinto Center 
 

Located adjacent to Lady Bird Lake, San Jacinto Center features 21-stories of unparalleled views of 

downtown Austin, the Capitol, and Lady Bird Lake. Designed by Howard K. Smith Architects, the 407,000 

square foot building is accented in rich Texas Crème limestone with Llano Rose granite details. The 

circular lobby features granite floors, walls clad in limestone, and a coffered ceiling. On-site amenities 

include two conference rooms, Fitness Center, Forthright Café, Texas Capital Bank, street accessible 

ATM and overnight courier drop boxes. The property also features in-building parking, with more than 

640 subterranean spaces, as well as two visitor surface lots. 

 

Property Management 
 

San Jacinto Center is located at 98 San Jacinto Blvd, Austin, Texas 78701. The Property Management 

Office is located on the 5th floor in Suite 530. The management office hours are 8:00am-5:00pm, 

Monday through Friday. The management office’s main phone line is 512.279.2170. 

The staff at San Jacinto Center is dedicated to making your work environment as safe and as pleasant as 

possible. The following personnel are available to address your needs: 
 

Senior Property Manager 
Dan Jones 
512.279.2174 
djones@cousins.com  
 

Assistant Property Manager 
Sarah Kerper 
512.279.2181 
skerper@cousins.com  

mailto:djones@cousins.com
mailto:skerper@cousins.com


Administrative Manager 
Angee Austin 
512.279.2173 
aaustin@cousins.com  
 

Chief Engineer 

Alan Scarborough 

ascarborough@cousins.com 

 

Engineer II 

Julius (Ceasar) Sifuentes 

jsifuentes@cousins.com 

 

Engineer II 

Donald Scott 

dscott@cousins.com  

 

Engineer III 

Mateo Salazar 

msalazar@cousins.com 

 

 24/7 Onsite Security  

 512.320.5680 

 sjc@priebesecurity.com 

 

Amenities 
 

Bicycle Storage 
 

San Jacinto Center provides free bicycle parking on the West Surface Lot near the Brazos Street garage 

entrance ramp and within the garage on G1 near the San Jacinto Blvd garage entrance ramp.  

Monthly bike locker rentals are also available building employees. Lockers are available for rent for $75 

per month. This charge will be assessed monthly with the employee’s company’s lease. There are 31 

secure bike lockers available to choose from and are located on the west side G1 level of the garage.  

Individuals who wish to rent a locker can do so by reading and completing the Bike Locker Request 

Form. Individuals will need to provide their own lock for their locker. 

 

 

mailto:aaustin@cousins.com
mailto:ascarborough@cousins.com
mailto:jsifuentes@cousins.com
mailto:dscott@cousins.com
mailto:msalazar@cousins.com
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Conference Rooms 
 

San Jacinto Center features two reservable conference rooms for building customers. The 1st floor room 

accommodates 20 people at a large conference table with electrical outlets, access to a “NUMBER INCH” 

TV with screen share capability, Polycom conferencing phone and a dry counter serving area. The 5th 

floor room accommodates 12 people at a medium sized conference table with electrical outlets, access 

to a “NUMBER INCH” TV with screen share capability, Polycom conferencing phone and a kitchen with 

refrigerator and microwave. 

 

For more information regarding the Conference Rooms please see the Conference Center Rules & 

Regulations. 

 

Fitness Center 
 

San Jacinto Center completed a renovation of the Fitness Center in late 2019 featuring brand new 

equipment, flooring, and modernized locker rooms. The Fitness Center is to be utilized by building 

customers only, guests are not permitted. The Fitness Center is accessible via building key fob Monday – 

Friday from 5:00am – 9:00pm.  

Those who wish to gain access the Fitness Center need to complete the Fitness Center Wavier and 

submit to the management team. Once the form is received management will activate your building key 

fob/profile to include Fitness Center clearance. 

For more information regarding the Fitness Center, please see the Fitness Center Rules & Regulations. 

 

Building Services & Procedures 
 

Building Access (Daily) 

San Jacinto Center’s Business Hours are 7:00am to 7:00pm Monday through Friday, and 9:00am to 
1:00pm on Saturday; however, you may access the building 24 hours a day, seven days a week with your 
building issued key fob. 

There are five entrances to the building: 

• East Lobby, street-level entrance off San Jacinto Boulevard and the Four Seasons Hotel Plaza 
• West Lobby, street-level entrance off Brazos Street 
• Loading Dock, southwest corner of building past Brazos parking garage entrance 
• Parking Garage, subterranean parking garage elevator shuttles to first floor lobby directly in 

front of the Security Desk 
• Forthright Café, street-level restaurant patio entrance off of Brazos Street for dining room 

The street-level patio on the north side of the building (off Cesar Chavez) is NOT a public entrance/exit. 



There are two surface-level parking lots located on the east and west sides of the building, for visitors 
only. Visitor lots are restricted to a one-hour parking limit and towing is strictly enforced by San Jacinto 
Center Security at the expense of the driver. 

The Parking Garage for San Jacinto Center has an entrance off of San Jacinto Boulevard for the G1 level, 
and an entrance off of Brazos Street for levels G2 and G3. Guest Parking is available in the garage.  

See Parking below for more information. 

Building Access (After Hours) 

An employee of one of our building customers wishing to enter the building and go to his/her office 
after regular working hours should use their building key fob to gain access to the building and 
elevators. 

The Building Access Request Form located below in the Forms and Documents section of this manual 
must be filled out for every individual requesting an access fob to the building. Please forward the 
request via email to Security with a CC to the management team for processing. 

If a person requests entry, but does not have an access fob, he/she must sign in at the Security Desk and 
either: 

• Deliver documented authorization by a Customer, via written letter of authorization, signed by 
the Customer Contact of the floor to Security; or 

• Request access through Commercial Café prior to the requested access time; or 

• Be escorted by a Customer possessing an access fob. A phone call will be placed to the Customer 
to come down to the Security Desk to meet the guest 

These rules apply to guests of the building. Vendors wishing to work after hours for a building customer 
will require a Commercial Café work order to be submitted prior to their arrival by the respective 
company. Access subject to a current Certificate of Occupancy that meets San Jacinto Center’s coverage 
requirements. 

Building Security 
 

The San Jacinto Center Security Team is available 24-hours a day, seven days a week to assist our 

customers. They can be reached at 512.320.5680 and/or at sjc@priebesecurity.com, any email 

communication sent to our Security team should include a CC to the management team. 

 

A Security officer can also be found at the Security Desk in the lobby on the 1st floor directly across from 

the garage elevators. Security can also be reached via intercom at the East or West lobby entrances. 

 

Building Signage & Directory 

Please contact the Property Management Office for any interior or exterior signage inquiries. Standard 
customer suite plaques are provided to customers as no cost upon move in.  

http://cuzcustomers.securecafe3.com/tenantportal/commercialleasing/userlogin.aspx?CompanyId=97
mailto:sjc@priebesecurity.com


San Jacinto Center has a free standing electronic Building Directory located in the West Lobby of the 
building. Changes to the Building Directory can be initiated via work order through Commercial Café. 

Certificate of Insurance Requirements 

Building customers are required to provide a current copy of their Certificate of Insurance per their 
lease.  

Vendors and Contractors are to provide a Certificate of Insurance with the following minimum 
requirements as it relates to San Jacinto Center, 98 San Jacinto Boulevard, Austin, Texas 78701, which 
must be shown on the certificate. 

A.        Commercial General Liability 
            $1,000,000 General Aggregate 
            $1,000,000 Products/Completed Operations Aggregate 
            $1,000,000 Each Occurrence 
            General Aggregate Limit Per Project or Per Location Only 

B.        Automobile Insurance 
            $1,000,000 Combined Single Limit 

C.        Workers’ Compensation – Should meet all state requirements 
            Employers’ Liability 
            $500,000 Each Accident 
            $500,000 Disease Policy Limit 
            $500,000 Disease Each Employee 

D.        Umbrella Liability  
            $4,000,000 Each Occurrence 

ANY REQUIREMENTS OUTLINED IN YOUR CONTRACT SUPERCEED THE MINIMUMS LISTED ABOVE  
(IF APPLICABLE) 

E.         The full name of the property owner & manager, Cousins - San Jacinto Center LLC and Cousins 
Properties, Inc. must be shown as Additional Insured. In regard to Commercial General Liability policy, 
ISO additional insured endorsements CG 20 10 and CG 20 37 or their equivalents may be required. 

F.         Issue certificate to:          
            Cousins - San Jacinto Center LLC 
            Cousins Properties, Inc 
            98 San Jacinto, Suite 530 
            Austin, Texas 78701 

                        OR 

           (Preferred) Email certificate to:  aaustin@cousins.com and skerper@cousins.com  

http://cuzcustomers.securecafe3.com/tenantportal/commercialleasing/userlogin.aspx?CompanyId=97
mailto:aaustin@cousins.com
mailto:skerper@cousins.com


G.        Liability policy will extend to any liability or vendor arising out of indemnities provided for in the 
contract. 

If you have any questions or concerns, please contact the management office at 512.279.2170. A PDF 
version of these requirements and a sample COI can be found below in the Forms and Documents 
section. 

 

Cleaning 
 

Our daily and nightly cleaning services are conducted by our tenured vendor, PJS, Professional Janitorial 

Services. Please notify the Property Management Office immediately if there are any problems with the 

cleaning service in your office space.  

 

For more details, please see the Janitorial Welcome Packet & Janitorial Specifications below provided by 

PJS. 

 

HVAC (Heating, Ventilation and Air Conditioning) 

HVAC is provided to our building Customers Monday through Friday from 7:00am-7:00pm and Saturdays 

from 9:00am-1:00pm. However, if a customer wishes to have HVAC on a Saturday, a request must be 

scheduled through Commercial Café, this is done as an energy saving measure. 

After Hours HVAC requests should be submitted through our work order portal, Commercial Café, for an 

additional charge, with a 2-hour minimum and 30-minute increments thereafter. Please note that multi-

floor Customers will need to specify which floors will require after hours HVAC. 

For adjustments to the temperature level in your office, please see the below instructions regarding 

thermostat usage. If you have followed these instructions and are still having issues with your 

thermostat responding please submit a work order via Commercial Café.  

Lost & Found 
 

Please report any lost or found items to the Security Desk at 512.320.5680 or sjc@priebesecurity.com. 

Lost items that have not been claimed after 30 days will be disposed of or donated. 

 

Mail Service 

U.S. Mail is delivered to your assigned post office box located in the mailroom behind the Security Desk 

on the 1st floor. Prior to move-in, each customer is assigned a mailbox number and given a pair of 

mailbox keys. Mail is picked-up and delivered, Monday - Saturday. Parcels are placed on the shelving 

units within the mailroom.  

mailto:sjc@priebesecurity.com
http://www.usps.com/


Proper address to be used for all incoming mail: 

YOUR COMPANY NAME 

[Optional] Attn: YOUR NAME 

98 San Jacinto Blvd, Suite XXXX 

Austin, Texas 78701 

USPS, Amazon, FedEx and UPS deliveries may be delivered to your Suite or placed on the shelving units 

in the mailroom.  

Additionally, there are drop boxes and supplies for FedEx Express, UPS Ground and UPS Air in the 

mailroom on the first floor. FedEx Express and UPS Ground & Air drop box last pick-up is 6:00pm 

Monday - Friday. 

If you have a package that will not fit inside one of the drop boxes, please call the carrier to schedule a 

pickup at your office. FedEx Ground and FedEx Home packages are not picked up from the FedEx 

Express drop box at the San Jacinto Center. 

USPS delivery and pick-up times are determined by the Post Office. The Management Office does not 

handle complaints about postal delivery. To file a complaint, please contact the Post Office at 

1.800.275.8777. 

Maintenance Requests/Work Orders 

San Jacinto Center Engineers are on duty from 8:00am-5:00pm, Monday through Friday. They are here 

to maintain the building and service your building standard needs. Maintenance Requests/Work Orders 

should be submitted through our online portal system known as Commercial Café. 

The request will be dispatched to the entire San Jacinto Center team of Engineers, Security Officers, Day 

Porters and Management. Depending upon the type of request either of the departments previously 

mentioned will accept the work order and begin your request. Maintenance requests that are above the 

building's standard services will be billed back to the customer or and will result in a recommendation to 

a vendor or provider who may be able to complete the requested service. 

The Commercial Café User Guide is available below in the Forms and Documents section.  

Monthly Customer Billbacks 

All building customers can be charged for monthly billbacks for the following items: 

• Above Building Standard Engineering Work Orders 
o This includes changing or ordering of non-building standard light bulbs  

• Vendor invoices for customer requested services paid by Cousins on behalf of the customer. 

• After-Hours HVAC 



• Sub metered utilities, if it is determined that your company will consume electrical or water 
services above the building standard, as outlined in your lease. 

• Lost building key fobs 

• Additional hard copy keys 

Moving Procedures 

The Management Office requests that you engage a reputable moving company and coordinate any 

moves with the Management Office. A list of frequently used moving companies can be obtained from 

the Management Office if needed. 

All vendors will be required to provide a Certificate of Insurance (COI), prior to a scheduled move, that 

meets or exceeds San Jacinto Center’s COI coverage requirements. 

Please note the following regarding your move: 

• Your move request and moving company requires prior approval from the Management Office. 

A work order notifying the Management Office of your move should be submitted via 

Commercial Café along with a COI for your chosen vendor that meets San Jacinto Center COI 

coverage requirements. 

• Use of the freight elevator for moving in or out of the building must be done before 7:00am or 

after 7:00pm Monday through Friday or any time on the weekends. The freight elevator is 

accessed through the Loading Dock adjacent to the parking garage entrance off Brazos Street. 

• The freight elevator is used on a first come first serve basis and cannot be reserved. 

• All moving company employees must sign in at the Security Desk upon arrival and check out 

upon departure. Moving personnel are required to be properly dressed and follow all building 

rules and regulations. 

• Security will conduct a pre and post move inspection of the affected areas and note any 

damages. Damage to the building or fixtures caused by the move will be repaired or paid for by 

the moving company and/or Customer. 

• Pallet jacks are not allowed in the building.  

• Pallets cannot be discarded in our trash compactor; they can damage the equipment and it will 

be charged back to the company responsible. 

• Boxes should not be directly discarded by customers or moving companies into our recycling 

compactor (located on Brazos). Boxes ready to be recycled must be broken down and placed in 

the freight elevator lobby, labeled as “trash”. Customers should not exceed 10 broken down 

boxes a day.  

 

Freight Elevator Dimensions: 

• Door Openings – 48” 

• Height to Fur Down – 100.5” 

• Height to Ceiling – 123” 



• Inside Width – 65.5” 

• Inside Length – 100.5” 

• Inside Length Door to Door – 110” 

• Weight Capacity – 4500 lbs. 

 

Parking (Surface Lots & Subterranean Garage) 

There are two surface-level parking lots located on the east and west sides of the building, for visitors 
only. Visitor lots are restricted to a one-hour parking limit and towing is strictly enforced by San Jacinto 
Center Security at the expense of the driver. 

The San Jacinto Center Parking Garage has 3 garage levels: 

The G1 level is shared with the Four Seasons Hotel and is not accessible for building employees. This 
garage entrance ramp is located in the Four Seasons Hotel Plaza and does not accept G2 or G3 parkers. 
This level of the garage does not have access to the lower garage levels. 

The G2 and G3 levels of the garage can be accessed by the garage entrance ramp off Brazos Street just 
before the loading dock. Guest Parking is also available in the garage, building customer’s can provide 
their Guests validations to exit the garage.  

The Brazos Street Entrance Ramp can provide visitors or transient vehicles access to the garage via pull 
ticket. Permitted vehicles can access the garage by their TxTag (when programed) or Reef Parking issued 
RFID sticker. 

Building customers are allotted a limited amount of parking spaces per their lease. Reserved parking 
spaces are intended for an individual only, not for general use of building employees. 

All parking assignments, programmed access and monthly billing is managed through Reef Parking. They 
can be reached via email at sjc@reefparking.com.  

Please see the Parking Helpful Hints and Parking Form below in the Forms & Documents section. 

Pest Control 
 

The common areas of the building, including restrooms, are treated for pests on a routine basis. 

Individual suites can be treated at the lease holder's expense. Please contact the Property Management 

office at 512.279.2170 or submit a work order for details. Any pest problems should be reported to 

Property Management immediately. 

 

Rent & Additional Payments 

Payments for rent, operating costs and requested above-standard services must be sent to the address 
listed below. If you have a question concerning remittance, please contact the Property Management 
Office 512.279.2170. 

mailto:sjc@reefparking.com
http://cuzcustomers.securecafe3.com/tenantportal/commercialleasing/userlogin.aspx?CompanyId=97


Payments of rent and operating costs are due on the first day of each month, without notice, according 
to your Lease Agreement. Charges made to customers for monthly billbacks will be invoiced and sent to 
the customers separately each month, payment for these charges are due within 30 days of receipt. 

Physical payments should be sent to the address listed below: 

Cousins - San Jacinto Center LLC 
PO Box 207479 
Dallas, TX 75320-7479 

Electronic Payments can be submitted by filling out the ACH Request Form below and providing a voided 
check or bank verification letter. 

Smoking 

Smoking is not permitted in the building, including the garage (except designated area), loading dock, 

balconies, courtyards, and all common areas. Customers shall not permit their employees, invitees, or 

guests to smoke in the lobbies, balconies, passages, corridors, elevators, vending rooms, rest rooms, 

stairways or any other area shared with other customers in the building, or permit their employees, 

invitees, or guests to loiter at the building entrances or balconies for the purposes of smoking. In no 

event will smoking be permitted within 30’ of the exterior doors. “Smoking” includes tobacco, 

electronic, and vaporizing devices. 

The designated smoking area is located on G1 south of the elevator lobby next to the Brazos Street 

garage ramp. 

Solicitation 
 

Solicitations are prohibited. If someone is soliciting in your suite, please notify the Security Desk 

immediately at 512.320.5680, and we will send appropriate personnel to escort them off the premises. 

 

Suite Alterations 
 

All space alterations and construction projects must be submitted in advance to the Property 

Management Office for approval. Our Chief Engineer will review plans for electrical, HVAC, fire life 

safety, among other building-related infrastructure changes and concerns, prior to any work 

commencing, to ensure the safety, functionality, and comfort of our Customers. 

 

Trash & Recycling 

San Jacinto Center has onsite trash and recycling service. Trash is serviced five (5) times a week while 
recycling is picked up once a week.  



We contract our recycling with Balcones Recycling, in compliance with the City of Austin and Austin 
Resource Recovery's commercial standards. All customers are asked to designate one container at their 
desk for recycling only. Additional recycling containers can be requested through a work order and may 
be subject to an additional cost. 

Please see the attachments below from Texas Disposal Services and Balcones Resources detailing what 
items can be disposed of and/or recycled. 
 

Emergency Procedures 
 

Overview 

The purpose of the Emergency Procedures section is to explain the life safety features of San Jacinto 
Center and outline the specific steps for customers and emergency Floor Wardens to follow in the event 
of an emergency. The safety of Customers is the primary concern of this plan. 

In the event of a fire or other emergency, following these emergency procedures will maximize the 
chances of a safe and orderly evacuation and will minimize injuries, losses to the building, and contents. 

A coordinated effort by San Jacinto Center Property Management, Security, Floor Wardens, Customers 
and the Austin Fire Department personnel is required by the plan. Any suggestions or contributions that 
could help make this plan more effective are welcomed and should be directed to the Property 
Management Office. 

San Jacinto Center has 21 floors of office space and a three-level underground parking garage. 

There are five stairwells in the building: 

1. Stairwell No. One (1) is located on the northeast corner of the underground parking garage and 
provides an emergency exit to the street-level building exterior at Cesar Chavez near San Jacinto 
Boulevard. 

2. Stairwell No. Two (2) is located on the southwest corner of the underground parking and 
provides an emergency exit to the street-level building exterior at Brazos Street near the 
Loading Dock and Lady Bird Lake. 

3. Stairwell No. Three (3) is located on the southeast corner of the underground parking garage 
and provides an emergency exit to the street-level building exterior at the cul-de-sac of San 
Jacinto Boulevard, near the entrance to the Four Seasons Hotel. 

4. Stairwell No. Four (4) is located on the south of the building interior and provides an emergency 
exit to the first-floor interior lobby, between the main entrances to the building. 

5. Stairwell No. Five (5) is located on the north of the building interior and provides an emergency 
exit to the first-floor interior lobby, near the Security Desk and Loading Dock entry. 

Fire alarm pull stations and fire extinguishers are located on each floor of the building, next to the 
stairwell exits, and in the elevator lobbies. 



Bomb Threat 

A large majority of bomb threat calls are false alarms meant to disrupt the normal work of a person or 
company. However, at no time should any threat be regarded as a false alarm! 

The following guide will be useful if you receive a bomb threat call: 

• Keep the caller on the line as long as possible. Ask the caller to repeat the message. 
• Obtain as much information from the caller as possible. 

o Location of the bomb 
o Time of detonation 
o Outside appearance and description of the bomb 
o Reason for the bomb 

• Tell the caller the building is occupied, and the bomb might cause the death of innocent people. 
• Listen for background noises that might help determining where the call was made. 

At the conclusion of the call, immediately report the call to the Police (911), then to Security at 
512.320.5680, and to the Property Management Office at 512.279.2170, giving as much of the following 
information as possible. 

• Your Name 
• Your location and phone number 
• Name of anyone listening on the line 
• TIME the bomb is supposed to detonate 
• OUTSIDE APPERANCE and DESCRIPTION of the bomb 
• REASON given for the bomb 
• Time of the bomb threat 

Please be advised that Property Management or Security will not make the decision to vacate your 
floor(s) during a bomb threat - only the Fire Department, Police Department, or your company 
executives can make that determination. If your company decides to evacuate, please notify Security at 
512.320.5680 and the Property Management Office at 512.279.2170. If relocation is necessary as 
determined by the Fire or Police Department, they will notify you, and Security will notify other 
customers in the building. 

Elevator Emergency 

Please be mindful of capacity when entering a crowded elevator. We strongly suggest exercising 

prudent behavior and caution when choosing between entering a congested elevator or waiting for 

another. 

In the unlikely event of a service interruption while inside an elevator, please do not attempt to pry 

open the doors and climb from the cab to exit. The requested first action is to remain calm, then use the 

appropriate intercom or phone located within each cab to communicate directly with the onsite Security 

team, and patiently wait for assistance to arrive as quickly as possible. The telephone number for the 

Security desk is 512.320.5680 and is available 24-hours per day, seven days a week. 



Emergency Action Plan & Fire Evacuation 

Each Customer will designate at least one employee per floor to act as their company's Fire Warden. If 

the fire alarm sounds, it will be the responsibility of the Fire Warden to lead evacuation efforts for your 

suite(s)/floor(s). The Fire Warden is tasked with sweeping the floors to ensure all individuals have left 

and all doors are closed but not locked. Everyone shall evacuate to one of the building's emergency 

stairwells and proceed down the stairs. Annual fire drills will be conducted to review these procedures 

and increase the efficiency of evacuations and provide the Fire Wardens and management team the 

opportunity to practice their duties. 

• An alarm can be activated by one of the following: 
o Smoke Detection via Smoke Detector 
o Activation of the Fire Sprinkler System (Sometimes this can be triggered by construction 

work) 
o Manual Fire Alarm Pull Station 

• Fire alarm pull stations and fire extinguishers are located on each floor of the building next to 
the stairwell exits and in elevator lobbies.  

• An alarm is a signal for everyone to initiate evacuation. Specific routine procedures for a safe 
and orderly evacuation of a building must be worked out amongst those in your office. 

IN THE EVENT OF AN ALARM: 

• DO 
o Do keep calm. 
o Do close all interior doors as you leave. 
o Do proceed to the nearest stairwell and evacuate the building. 
o Do meet your Fire Warden in the cul-de-sac at the end of Brazos Street and check-in 

with him/her. 

• DO NOT 
o Do not lock your office door. 
o Do not use elevators. 
o Do not call the Security Desk or Management Office – evacuate immediately. 
o Do not bring personal belongings. 
o Do not attempt to enter the parking garage. 
o Do not drive out of the parking garage; if you are in your vehicle at the time of an alarm, 

park it and proceed to the nearest stairwell. 
o Do not leave the premises after evacuating the building. Fire Wardens are tasked with 

ensuring all their employees have made it out of the building safely. Leaving the 
premises and failing to check-in with your Fire Warden can put Fire Fighters in 
unnecessary danger searching for missing building employees.  

Emergency Contacts 

Immediately call 911 in the event of an emergency. Then, call the appropriate number below to assure 

proper assistance for arriving emergency personnel: 



Police Department 911 

Fire Department 911 

Paramedics & Ambulance 911 

Property Management Office 512.279.2170 

San Jacinto Center Security Desk 512.320.5680 

Important Notes:  

If you call 911 because of a medical emergency, please be sure also to notify building management or 

Security with your name, call back number, and location, so that Security may swiftly guide the 

paramedics to your exact location. 

If the audible alarm within the building sounds, please do not call the Management Office, unless you 

have something specific to report. Building Management is aware of the noise, as well as the source of 

the alarm. 

Please keep the telephone lines clear so that Management may tend to the situation as quickly and 

efficiently as possible. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Forms & Documents 
• ACH Request Form

• Bike Locker Request Form

• Building Access Request Form

• Building Rules & Regulations - Contractors

• Building Rules & Regulations - Customers

• Certificate of Insurance (COI) Instructions & Requirements

• Conference Center Rules & Regulations

• Conference Center Reservation System Instructions

• Commercial Café Customer User Guide

• Fire Warden Training

• Fitness Center Rules & Regulations

• Fitness Center Waiver
• Janitorial Welcome Packet

• Janitorial Cleaning Specifications

• Parking Access Helpful Hints

• Parking Form

• Thermostat Instructions

• Trash & Recycling Approved Materials



INTERNAL USE ONLY – VERBAL CONFIRMATION SIGN-OFF (Cousins Employee Name and Date) 

Required Attachments:   

Voided check or bank verification letter ☐

Verbal Confirmation - Contact Name 

Verbal Confirmation - Contact Phone 

Please allow a minimum of thirty (30) days after this form is submitted for ACH credit payment processing to take 
effect. Once the ACH credit payment information is finalized, an email remittance with your transaction details will 
be issued with each payment. 

I HEREBY AUTHORIZE ACH credit payments to the financial institution indicated above. I understand that this 
authorization will remain in effect until I cancel it in writing, and I agree to notify Cousins in writing of any changes in 
my bank account information or termination of this authorization at least 15 days prior to the next billing date. If the 
above noted transaction date falls on a weekend or holiday, I understand that the payment may be executed on the 
next business day. 

If you choose to return this form by secure transmission, please ensure we have the necessary instructions to retrieve and open the form. 

Authorized Representative Name Title 

Authorized Representative Signature Date 

Tenant Name and Tenant Number 

The ACH instructions provided must be verbally confirmed, please provide the following for the required verbal confirmation.

Verbal Confirmation - Contact Email



 
              

BIKE LOCKER REQUEST FORM 
 

INDIVIDUAL NAME:             
  
CUSTOMER/COMPANY NAME:            
 

ACCESS CARD/BUILDING FOB NUMBER:            
 

EFFECTIVE DATE:        
 
LOCKER NUMBER:        
 

*Please allow 48 hours to process this request.* 
 

USE AND STORAGE:  This Agreement is for the exclusive use of a Bicycle Locker assigned by San Jacinto 

Center. User may not assign, rent, or permit any other person to use the assigned Bike Locker. Bike Locker shall 

be used for the sole purpose of storing one bicycle and related accessories. Storage of any other material is strictly 

prohibited. User agrees to install their own padlock on the assigned locker. Locker rental fee is $75.00 per month + 

tax, invoiced to the renter’s company. Agreements may be cancelled upon 30 days written notice to Cousins 

Properties. 

 

MAINTENANCE REQUIREMENTS: Bicycle Locker will be maintained in clean and good condition, and free of 

debris, at all times. User must immediately provide written notice to the Cousins Properties if any damage, 

malfunction or repair is needed. User shall not modify or alter the assigned Bike Locker.  
 
SAFE PATH OF TRAVEL TO & FROM BIKE LOCKERS:  From Brazos Street garage entrance, down the ramp 

to G1, then left at the first parking space on the left just after the entrance gate.  Bike Lockers are located two rows 

past the west G1 elevator lobby.  Obey all traffic laws.  Bicycles are prohibited in passenger elevators. 
 
There will be a $25.00 – NON-REFUNDABLE CHARGE FOR DAMAGED LOCKERS.  NO PERSONAL 
CHECKS ACCEPTED.  THE COMPANY WILL BE BILLED ON THE NEXT MONTHLY STATEMENT.  
 

RELEASE OF LIABILITY Cousins Properties and employees are not responsible for any injuries, losses, thefts or 

damages in any way arising from or related to the use of the assigned Bike Locker, including the theft of a bicycle 

stored in the Bicycle Locker. User hereby assumes all risks for and forever waives, releases and discharges Cousins 

- San Jacinto Center LLC and Cousins Properties, Inc. and its officers and employees from any and all claims and 

liability for such injuries, losses, thefts or damages that may occur in the future whether or not such claims or 

liability are foreseen or unforeseen. 

 

INDIVIDUAL’S SIGNATURE: _____________________________________________  

              
OFFICE USE ONLY 

 

 ENTERED BY:         
 

 DATE ENTERED:        
 

 RENTAL FEE:         
 

 COPIES SENT TO: 
 
 

    SECURITY_____ SJC ACCT._____ CUSTOMER______ 



BUILDING ACCESS REQUEST FORM – SAN JACINTO CENTER

Name Suite No. 

Employer Effective Date 

REQUESTED ACTION(S) BUILDING INFORMATION 

 Access to Floor(s)
 Time Restrictions For Access (if applicable)

Activate GREY KEY FOB
Activate VIRTUAL FOB
Device Lost - Need Replacement
Device Lost - Do NOT Need Replacement
Device Returned (Date Below) VIRTUAL FOB INFORMATION

Other

 Employees can be issued a grey key fob, a virtual key fob or both.
 By submitting this form you acknowledge Access Fobs are non-transferrable and intended for the

sole use of the fob holder only.
 All fobs must be returned for deactivation on an employee’s last day regardless its condition.
 Requests are completed in the order received and usually processed that day or next business day.
 There is a $20 non-refundable fee for any fobs that are lost or not returned.

FOB HOLDER SIGNATURE 

AUTHORIZED CUSTOMER SIGNATURE 

OFFICE USE ONLY 

- CHECK ONE: 
 Fob Returned with Form (No Charge) – Device # (s)

 Fob Not Returned with  Form ($20 Fee) – Device # (s)

 New Fob #

 Date Entered
 Entered By (Print Name)

06/012022

RECEIVED BY:  ____________________________________________      DATE:  _____________________  
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San Jacinto Center 
Owner's Policies and Requirements / Construction Rules and Regulations 

 

The following rules and regulations (“Rules of the Site For Tenant Contractor’s Work”), governing work at San 

Jacinto Center (“Site”) by any General Tenant Contractor or Tenant subcontractor or Supplier employed by 

Tenant or Landlord to supply, construct or install Tenant Improvements (the “Work”), have been established and 

are to be uniformly administered by the “Landlord”. 

 
Definition:   This section applies to all construction work beyond the scope of general repair and maintenance 

which is requested, designed, and contracted directly by a Tenant without Landlord as the Project Manager. 

 
San Jacinto Center Pre-Approved Consultant and Contractor List 

*All other vendors must be approved by management.*  

 
Approved General Contractors: 

o DCA 

o Novo Construction  

o Rand Construction 

o S. Watts Construction 

o Sabre Commercial 

o Structura 

o Swinerton  

o Trimbuilt Construction 

o White Construction 

 

 

 

 

Unapproved General Contractors & Subs: 

o The Burt Group 

o Drolette Construction 

o Harvey Cleary 

o Marcon 

o WayField Electric 

o Absolute Demo  

o Airco Mechanical (Mechanical Only) 

o Austin Refrigeration 

o Express Interiors 

o Hot Rod Mechanical 

o Kyle Electric 

 

 

Architect: 

o STG Design, Polly Little – 512.899.3500 

 

Consulting MEP Engineers: 

o Bay and Associates, Ed Bay – 512.407.9011 

 

Proprietary Vendors 

For the following trades, only the vendors listed below may be used: 

 

▪ Fire Sprinkler: Allied Fire Protection 512-719-4872 

▪ Life Safety/Fire Alarm: Beckwith Electronic Systems 512-275-1441 

▪ HVAC Controls: Way Services 512-419-0909 

▪ Roofing: Western Specialty Contractors 210-340-2264 

▪ Test & Balance: MD Systems Testing 512-578-9405 

 

Approved Subcontractors 

The following is an approved list of subcontractors that currently work at San Jacinto Center: 
 

HVAC Controls 

o Way Services (Mandatory) 
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Fire Life Safety 

o Allied Fire Protection (Sprinklers – Mandatory) 

o Beckwith Electronic Systems (Alarm – Mandatory) 

 

Mechanical: 

o Air Performance 

o Entech 

o HTS 

 

Plumbing: 

o Airco 

o Entech 

o Stellar Plumbing 

 

Electrical: 

o Excel Electric 

o Parker Electric 

o Beckett Electric 

 

Door Hardware & Locksmith: 

o Hull Supply 

o Architectural Division 8 

o Cothron’s Lock 

 

Security Controls (Access Card System): 

o Kastle  
 
Texas Accessibility Standards (TAS) Inspections: 

o Deming Designs, LLC 

 

Asbestos Surveys: 

o EFI Global 

 

 

A.  REQUIRED PROCEDURES 
 

1. Upon decision that construction is needed, Tenant should promptly submit the completed form 

“Tenant’s Notification to Landlord for Interior Construction Requirements” (enclosed herein, 

Form A) to Property Management Office. 

 
2. Property Management office will review the form and submit it to the Landlord’s Representative 

who will be coordinating the Landlord’s requirements. 

 

3. If the scope of work includes substantial modifications to the existing Mechanical & Electrical 

systems, Tenant will be required to retain the Buildings’ Preferred Consulting Engineering 

Team, MEJ Associates. (see address and phone number on Page 3). 

 

4. For all work that requires a permit, Tenants are required to retain an architect, licensed in 

the State of Texas, to prepare construction drawings. Landlord’s preferred consultant is STG 

Design (see address and phone number on Page 3).  Landlord requires that construction be 

permitted through the City of Austin if it meets the following criteria: 
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a. Involves multiple construction trades (as opposed to one trade); 

b. Involves modification of any of the existing sprinkler and/or life safety systems; 

c. Involves electrical or mechanical modifications; 

d. Modifies the interior partition layout or layout density in any fashion; 

e. Involves demising any interior spaces into separate lease spaces; 

f. Installations of low voltage cabling, whether installed by the Tenant’s General Contractor 

or another vendor; and 

g. Otherwise requires permitting by the City of Austin. 

 

5. Landlord’s Representative will provide written response to documents submitted for Landlord 

approval in accordance with the Lease.  

 

Landlord’s review and approval will be based on the information presented on the drawings 

and cannot assume to include information not presented therein.  Nor can Landlord’s review 

and approval include approval of any code interpretations or requirements. 

 

Tenant acknowledges that he understands that existing conditions are inherent to all 

construction and that documentation of these conditions is the sole responsibility of the Tenant 

and its consultants. 

 

6. Tenant shall revise the drawings as required and resubmit to the Landlord’s Representative 

within 7 working days of receipt of Landlord’s comments, or as set forth in the Lease. 

 

7. Prior to bidding or pricing the construction, Tenant shall submit the names of proposed Tenant 

General Contractors to the Landlord’s Representative.  Landlord strongly encourages the 

Tenant to include only the General Contractor’s name on the enclosed preferred vendor list.  

 

8. Upon project award to a General Contractor, Tenant shall schedule a pre-construction kick-

off meeting with the Landlord’s Representative.  This meeting is required prior to the Landlord 

allowing any construction personnel, materials, or equipment to enter the premises. 

 

The agenda for its meeting shall include, but not be limited to the following: 

 

a. Review of Tenant Contractor Rules and Regulations of the Site including review of 

security, parking, and other applicable procedures. 

b. Tenant’s Contractor shall provide the Landlord’s Representative with the following 

written documentation: 

i. Certificate of Insurance 

ii. Project Directory (all contractor and subcontractor names, addresses, phone 

numbers (office, jobsite, home and cell and contact information) 

iii. Project Schedule 

iv. All documentation required by Lease 

9. Tenant shall provide a directory list of other Tenant Contractors (such as data installers, 

including office, cell and home telephone numbers, or security company) who will be working 

directly for the Tenant. 

 

10. Pre-construction inspection of tenant premises and common areas including, but not limited to: 

a. Common corridor spaces on the floor 

b. Freight vestibule 

c. Mechanical Room 
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d. Electrical/Phone Riser Room 

e. Restrooms 

f. Janitor’s Closet 
 

11. The Landlord’s onsite property management team will act as the Landlord’s representative on 

each Tenant project.  All references to coordination with the Landlord in these rules shall mean 

coordination with the onsite property management team members. 

 

12. Depending on the scope of the work or concerns about the work in progress, a mid-schedule 

construction meeting may be required by the Landlord’s Representative.  The date for this 

meeting may be scheduled during the pre-construction kick-off meeting. 
 
B.  PERMITS 
 
All permits and licenses necessary for the proper execution of the Work shall be secured and paid for, with 

a copy to Landlord, by the Tenant Contractor prior to commencement of the Work, and shall be visibly 

posted within the Work Area. Building permit information can be obtained from the City of Austin 

by calling 512.978.4000. 

 

C.  POSTING OF RULES AND REGULATIONS 
 
A copy of these rules and regulations, acknowledged and accepted by the Tenant Contractor, must be posted 

in the Work Area in a location clearly visible to all workers.  It is the Tenant’s General Contractor’s 

responsibility to instruct its employees and all subcontractors to familiarize themselves with these rules 

and to enforce compliance with these rules at all times. 

 

D.  INSURANCE CERTIFICATES 
 
Prior to the commencement of the Work, the General Tenant Contractor shall furnish to Landlord 

evidence of insurance coverage required by Attachment B-Insurance. 

 

E.  EQUAL OPPORTUNITY EMPLOYMENT 
 
Tenant’s General Contractor and its subcontractors shall comply with all Federal, State and Local laws 

and regulations regarding Equal Employment Opportunities. 

 

F.  WORK AREA AND FIELD OFFICE 

 
1. Prior to commencement of any of the Work, the Tenant’s Contractor shall erect construction 

barriers acceptable to Landlord between the Lease Premises area, as defined in the Lease, requiring 

improvements construction work (the “Work Area”), and any public areas or other Tenant areas in 

the building, and will keep the Work Area closed from public view until completion and 

occupancy by Tenant.  The Tenant Contractor shall perform all construction activities and shall 

store all materials inside the Work Area. All tools, equipment, material and/or temporary facilities 

necessary for the Work are to be stored and remain within the Work Area. 

 

2. Tenant Contractor shall provide Landlord with keys to all locks installed on or in the Work Area and 

shall always provide emergency access to the Work Area. 
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3. The Tenant Contractor, its employees, agents, subcontractors, and visitors when in the building, 

are to restrict themselves to the Work Area. 

 

4. Tenant’s General Contractor may provide (subject to availability) and maintain a temporary field 

office and telephone for its exclusive use, as required, which must be contained within the Work 

Area, and shall be removed promptly at the completion of its work. 

 

G. PROJECT SIGNS 
 
Tenant Contractor shall not be permitted any identifying graphics or signage on the Site or the Work 

Area. 

 

H. SITE INSPECTIONS AND ACCEPTANCE 
 

1. Tenant Contractor will not be allowed to occupy or start work in the Work Area until the 

Landlord gives written permission. 

 

2. Prior to commencement of the Work, Landlord, Tenant’s representative and Tenant’s 

Contractor shall conduct a joint inspection of the Work Area and issue a list of any existing 

damage to the Premises. 

 

3. The Tenant’s Contractor shall carefully examine the base building plans and specifications, 

including all mechanical, electrical, plumbing, structural, architectural, civil and other special 

drawings, general conditions or specifications. The Tenant Contractor shall visit the Site and Work 

Area to fully inform itself as to all existing conditions and limitations, including those of labor, 

and shall include in its scope of work sufficient monies to cover the cost of all items necessary to 

complete the Work contemplated by the plans and specifications. Copies of the building plans and 

specifications can be obtained by contacting the following: Dan Jones, Senior Property Manager, 

512-279-2174 or djones@cousins.com. 

 

4. Tenant Contractor shall verify existing as-built building dimensions prior to ordering any 

materials or equipment that require dimensional coordination. 

 
5. Tenant Contractor shall be advised that the design floor loading at San Jacinto Center is 50 PSF 

live load, 20 PSF partition load except in select areas where there is an increased allowable load. 

 

I. SITE SAFETY 
 

1. Tenant Contractor will comply with all Local, State and Federal safety and health regulations 

(including OSHA) that pertain to such Work in the City of Austin and the Site.  Any accidents or 

injuries occurring on the Site must be reported in writing to Landlord as soon as time permits 

following such incident, but no later than 24 hours after each occurrence.  Tenant Contractor, its 

subcontractors, employees, agents, and all visitors are required to wear a safety helmet while in 

the Work Area, if applicable. 

 

2. Tenant Contractor shall provide for the safety of employees and protection of Tenant 

Contractor’s own work, including the covering of any holes, shaft openings, maintenance of 

safety handrails, etc., so as to avoid all safety hazards. When safety rails must be removed to 

facilitate Tenant Contractor’s work they shall be replaced as soon as work necessitating removal 

is complete and at close of work each day. 

mailto:djones@cousins.com
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3. Open fires and burning of rubbish are strictly prohibited. 

 

4. All fire extinguishers required for work shall be provided by Tenant Contractor as required by the 

City of Austin authorities. 

 

5. No welding or cutting torch is to be used in the building without the prior approval of Landlord.  

If such approval is granted by Landlord, the Tenant Contractor must have a fire extinguisher 

present in the work area and maintain a fire watch at all times when the equipment is being used.  

Additionally, the Tenant Contractor may be required to perform any such work after-hours 

because of the fumes which may be associated with such welding/cutting torch usage. 

 

6. No varnishes/lacquers are to be sprayed in the building without the prior approval of Landlord.  

Because of its combustible nature, this type of work should normally be done off-site.  Anyone 

found spraying these compounds in or around the building without the approval of the Landlord 

will be required to immediately cease such work and remove all materials from the Site. Material 

Safety Data Sheets for any such materials must be submitted to Landlord and posted in the space 

prior to material being brought into the building. 

 

7. Hazardous materials must be removed from the Work Area and Site daily.  No flammable 

materials or debris shall remain in the building overnight. 

 

8. Tenant Contractor shall immediately correct any condition that Landlord advises in writing as 

creating a potential safety hazard.  Should Tenant Contractor not correct such condition, within a 

reasonable amount of time, Landlord will make such corrections at Tenant Contractor’s sole cost 

and expense. 

 

J.   SITE SECURITY 
 

1. All security for the Work, including security of materials, equipment and the Work, shall be 

provided by and be the responsibility of the Tenant Contractor. 

 

2. All Tenant Contractor personnel and deliveries must sign-in at such location(s) as designated 

by the Landlord prior to admittance to the Site. 

 

3. Any acts of vandalism associated with the Work Area shall be the Tenant Contractor’s 

responsibility to pay the cost of repair and/or replacement (including insurance deductibles.) 

 

K. PROTECTION OF EXISTING WORK 
 

1. It is Tenant Contractor’s responsibility to protect and maintain all existing base building work and 

finishes. All base building work removed and/or damaged by Tenant Contractor must be reported 

to Landlord as soon as possible and shall be promptly replaced and/or repaired by Tenant 

Contractor at Tenant Contractor’s cost and expense. 

 

2. No cutting or patching of existing work shall be permitted without prior consent of the Landlord. 

Request for permission to do cutting, drilling, or chipping shall include explicit details and 

description of work, the proposed schedule, and shall not under any circumstances diminish the 

structural integrity or functional capabilities of the building components or systems. 
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3. Tenant Contractor is responsible for protection of its work and all existing work in connection 

with any modifications to the mechanical and plumbing system and shall contain and remove 

any drain-down leakage of water used for testing. 

 

4. Temporary nails and power-driven studs shall not be used on any concrete floor surface not 

subsequently concealed by partitions or walls.  Concrete screws, sleeve anchors or bolts shall 

otherwise be used and properly removed. 

 

5. Tenant Contractor will provide “walk-off mats” at each entrance to the Work Area to prevent 

tracking of dirt from and to public areas. These mats should be frequently cleaned and/or 

replaced to maintain their effectiveness. 

 

6. To protect the base building HVAC systems and its other tenants, the Property Management at San 

Jacinto Center requires the contractors of its tenants to follow the measures outlined in the 

referenced standard, SMACNA’s IAQ Guideline for Occupied Buildings Under Construction.  

The Tenant Contractor is responsible for installing and maintaining pre-filters with a MERV-8 

minimum rating on all HVAC units in the Work Area, including openings of any return air or 

transfer air ducts that come from the space being renovated.  All pre-filters shall remain in place 

until completion of the Work.  On completion of Work, the Tenant Contractor, at its sole cost, 

will remove and discard all old pre-filters and permanent filters and replace permanent filters with 

new filters. Prefilters shall be checked frequently to maintain their effectiveness. Prefilters on 

HVAC units shared with occupied tenant spaces shall be monitored carefully. 

 

L.  WORK APPROVAL 
 

1. All Tenant Contractors and Subcontractors, drawings, scope changes, and, where applicable, 

materials must be approved by Landlord prior to start of construction. Any scope changes must be 

approved prior to start of the change order Work. 

 

2. All structural modifications and concentrated loading of materials must have prior approval (at 

Tenant’s cost) of the base building structural engineer and of the Landlord. 

 

3. All mechanical modifications involved in the Work must have prior approval of the Landlord. 

 

M. CONSTRUCTION SCHEDULE 
 

1. Tenant Contractor shall submit to Landlord a detailed construction schedule prior to the 

commencement of the Work.  This schedule should indicate the start of construction, construction 

duration for all major elements of the Work, the anticipated construction completion, and a list 

identifying all long-lead procurement items. 

 

2. Any “critical path” work requiring coordination with the Landlord or Landlord’s Contractors 

shall be highlighted and noted in the transmittal letter. 

 

N.  WORKER CONDUCT 
 
General Tenant Contractor shall be responsible for all actions of its subcontractors, employees, agents and 

visitors, while on the Site.  No loud or abusive language or actions will be allowed.  Playing of music, 

which can be heard outside of the Work Area, will not be allowed.  

SAN JACINTO CENTER IS A NO SMOKING PROPERTY. 
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O. TENANT CONTRACTOR PARKING 

 

1. Provided there are parking spaces available in the San Jacinto Center Parking Garage, the 

General Contractor may purchase up to two (2) monthly parking passes at the current non-

reserved rate.  These two permit holders must park on Level G-3 at all times and no other permits 

will be provided to General Contractor or its subcontractors.  All other employees and 

subcontractors must park offsite.  If employee or subcontractor prefers to park in the garage, they 

may do so only on G-3 (personal vehicles only) and pay the daily posted rate.  All employees 

and subcontractors still need to check in at the loading dock before entering the building 

regardless of where they park. 

 

2. Parking- Illegal parking on the San Jacinto Center property is prohibited and will be towed without 

notice! This includes all contractors, subcontractors as well as any other unauthorized vehicle in 

the area by the loading dock. 

 

3. Parking is only permitted in the loading dock if the vehicle that is parked there is in the process of 

making a delivery. Once the delivery has been made, the vehicle must move immediately. 

 

P.  WORKING HOURS 
 

1. Construction work is permitted in non-public areas during normal building hours, 7:00 a.m. to 

6:00 p.m. Monday through Friday, except holidays, and 8:00 a.m. through 1:00 p.m. on Saturday. 

Work in building common areas is permitted after-hours only.  After-hours work may be 

required for certain construction activities and for deliveries of materials or equipment requiring 

extended use of the building elevators. Requests for after-hours work must be in writing on the 

After-Hours Access form and turned in to Landlord by 3:00 p.m. on the prior business day. 

 

2. To prevent the disturbance or interruption of normal business operations, certain operations must 

be performed outside the hours of 7:00 a.m. to 6:00 p.m. Monday through Friday, and 8:00 a.m. to 

1:00 p.m. on Saturday. These operations include but are not limited to: 

 

a. Any work that generates noise, odor, vapors or vibration which may be disruptive 

to normal office procedures elsewhere in the building.  If the neighbors can hear 

the construction, it is noisy work. 

b. Jackhammer, drilling or cutting of concrete floor slab. 

c. Drilling, cutting or work to any structural member. 

d. Sanding, chiseling or leveling of the concrete structure.  

e. Shooting of track. 

f. Any access into an adjacent Tenant space to the side, above or below the Work Area must be 

scheduled with and coordinated by the Landlord at least 48 hours prior to work. At the 

adjacent Tenants’ request, Tenant Contractor may be required to provide, at Tenant 

Contractor’s cost, security coverage while Tenant Contractors are in the Tenant space. 

g. All workers on property must be listed on an after hour clearance form; otherwise security 

will turn them away.  Landlord needs advance notification of at least 48 hours. 

h. Hot work. 

 

3. Contractors will be charged $500.00 per occurrence of disturbing the tenants business hours. If 

there are concerns whether the noise level is too loud, contactors may contact Property Management 

to test. 
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Q. TEMPORARY UTILITIES: 

 

1. The Tenant Contractor will be afforded access to electricity for lighting and small power tools 

at the electrical closet on each floor.   The Tenant Contractor shall turn off all lighting at the 

end of Normal Hours.  After-hours lighting must be limited to areas where personnel are actually 

working. 

 

2. The Tenant will be charged directly for the use of electricity, water consumption and HVAC use, 

unless otherwise provided in the lease.  Utility charges (electrical and water consumption during 

construction, not including HVAC requests) are $.03 per square foot per month of construction.  

Charge subject to change with power rates. 

 

3. When phone services are required, Tenant Contractor must make all arrangements and pay all cost 

associated therewith. 

 

R.  ELEVATOR OPERATION 
 

1. Tenant Contractor shall perform all hoisting, rigging and final placement of materials and 

equipment supplied under its contract.  Use of service/ freight elevator will be allowed in 

accordance with the following requirements and the loading dock operating procedures in 

Attachment E. 

 

2. Service/freight elevator will be available for hoisting of materials and personnel only through prior 

arrangements with the Landlord. 

 
3. All after-hours materials hoisting must be scheduled and coordinated with the Landlord a 

minimum of 24 hours prior to the time needed for deliveries.  The Landlord reserves the right 

to charge the Tenant or Tenant Contractor for any actual costs incurred for after-hours use (i.e., 

extra security, etc.). 

 
4. All materials, pallets, etc. to be hoisted in service/freight elevator must be containerized and broken 

down or sized to fit the elevator cab and will be limited in weight and size to the capacity of 

the elevators as follows: 

 

a. Doors: 4’ wide, 7’ high 

b. Cab: 5’ 6” wide, 9’ 2” deep, 8’ high 

c. Weight Capacity: 4,500 lbs. 

 
5. Should the need arise for a dock officer and/or elevator operator to be present to support hoisting 

requirements, the cost of these positions will be billed to the Tenant Contractor. 

 

6. Any and all unscheduled deliveries will be turned away. 

 

S.  DELIVERIES AND STORAGE 
 

1. All Tenant Contractor materials must be delivered to the loading dock at San Jacinto Center 

which is accessed via Brazos Street. Tenant Contractor shall familiarize itself as to accessibility, 

time and space limitations, and loading restrictions at loading dock. All materials unloaded at the 

loading docks must be removed to the Work Area immediately, shall not be left or stored at the 
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loading dock, and shall not block or otherwise limit use of this facility in any way.  No parking 

or blocking in any way of the corridors leading to the loading dock will be tolerated and violators 

will be subject to removal at Contract’s expense. 

 

2. Scheduling of deliveries of any Tenant Contractor’s equipment and/or materials must be 

carefully scheduled with the Tenant Move-In Coordinator in which all information will be 

passed down to the Landlord’s loading dock officer prior to the delivery. Any and all 

unscheduled deliveries will be turned away. See Attachment E for details on loading dock 

operations. 

 
3. The Tenant Contractor shall not store any material or trash on the Loading Dock. Any material 

left on the Loading Dock will be discarded at the end of each day and Tenant Contractor could be 

billed back for costs associated with disposal of such items.  Tenant Contractors will store all 

materials within the Work Area. Tenant Contractor will be periodically requested to help tidy up 

loading dock area by sweeping items due to trash produced by construction. 

 
4. The Tenant Contractor shall in no way interfere with or endanger the public or pedestrian and 

vehicular traffic adjacent to the building nor interrupt the flow of traffic in or out of the building 

or garage.  Tenant Contractor shall provide traffic personnel and coordination at street level 

for any deliveries or traffic related to Tenant Contractor’s Work and shall procure and pay for all 

special street use permits as required for the performance of the Work. 

 
5. Tenant Contractor is responsible for security and protection of all materials delivered to Site 

and Work Area including protection from weather and wind conditions. 

 
6. All packing peanuts and other materials associated with Tenant Contractor’s operation must be 

secured from scattering. 

 
7. The Landlord’s loading dock officer will be responsible for the direction and coordination of 

Tenant Contractor’s deliveries. It is Tenant Contractor’s responsibility to coordinate with the 

loading dock officer and transport all deliveries to the Work Area.  All deliveries to the Site must 

identify the Tenant or the Tenant Contractor’s company name and the floor where the work is 

being installed.  Tenant Contractor will be responsible for any rejection of unidentifiable or 

improperly identified deliveries. 

 
8. Tenant Contractor will be required to paint the service elevator lobby walls after all 

construction and tenant furniture deliveries have been made. 

 

T.  FIRE ALARM, SPRINKLER, AND LIFE SAFETY 
 

1. Tenant Contractor will be provided with a dirty head smoke detector report prior to the 

commencement of construction and after construction has been completed. If it is determined 

any of the smoke detector heads are dirty due to construction, tenant contractor will be 

responsible for costs associated with replacing. 

 

2. All smoke detectors will need to be taped up while conducting dust and or fume generating work. 

A fine will be charged to any contractor that does not check out the covers and whose work 

results in a false alarm. 
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3. Activating the pull stations on the fire alarms is against the law unless there is a real emergency. 

Not only will a charge of $500.00 be assessed to the violator for a false pull, but we will also 

prosecute to the fullest extent of the law. All fire alarms are monitored, if they are pulled, the 

alarm will go off and the building will go through the emergency evacuation plan. 

 

4. Any work that is performed on the fire safety system must have the Chief Engineer’s prior 

approval. 

 

5. Contractors must give the Chief Engineer 24 hours’ notice prior to draining sprinklers and an 

engineer must be onsite when work is being completed. If an engineer has to come in after hours 

to assist, Tenant Contractor will be billed back for engineer time. 

 

6. Please make sure that there are no fire doors, stair well doors and any exit doors propped open. 

This is a life safety issue that is monitored by the Fire Marshall. 

 

U.  DISPOSITION OF MATERIALS AND CLEAN-UP 
 

1. Tenant Contractor shall clean the Work Area daily of all debris, rubbish and graffiti resulting from 

Tenant Contractor’s work and shall immediately clean up any debris caused by Tenant  

Contractor’s use of the loading dock, elevators or other parts of the Site.  Tenant Contractor 

will be responsible for removing from the site by truck or open top dumpster all shipping 

crates, pallets, debris and rubbish.   Tenant’s Contractor is responsible for providing dumpster 

for removal of all debris, rubbish and other discarded construction materials. 

 

2. Request to place an open top construction dumpster at the loading dock must be submitted to and 

approved by the Landlord.   Tenant Contractors are responsible scheduling the pick-up and 

delivery of their construction dumpster. It is the Tenant Contractor’s responsibility to coordinate 

the pick-up and delivery of construction dumpsters with the loading dock officer. Tenant 

Contractor is responsible for policing the loading dock area around their dumpster. 

 

3. To minimize the quantity of dumpsters at the loading dock, the Landlord may choose to assume 

responsibility for the management of construction dumpster deliveries.  If this option is 

implemented the following action will be taken: 

 

4. The Landlord’s loading dock officer will, on a weekly basis, provide to Landlord, an estimate of 

what percentages of the dumpster(s) were filled by each General Tenant Contractor.  Monthly, 

the Landlord will bill each General Tenant Contractor for their proportionate share of the cost of 

construction trash removal. 

5. All cartons, boxes, etc., shall be cut and laid flat in the least dimension. Pallets or crates shall be 

broken down to the least dimension for removal. 

 
6. Brooms, vacuum cleaners and any other required  cleaning  equipment  are the Tenant  

Contractor’s responsibility. 

 
7. Disposal of materials in building plumbing system will not be allowed. All violators will be fined 

$1,000. 

 

V.  BASE BUILDING COORDINATION 
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1. Tenant Contractor shall secure from Landlord (see Paragraph H, Item 3) any or all base building 

drawings and specifications required for their work and will be required to pay the associated 

printing and delivery cost. 

 

2. Air balancing for final Tenant occupancy should be contracted through the Landlord’s air 

balance contractor.  Any work to modify or add to the fire alarm/life safety systems must be 

performed by the Landlord’s Fire Alarm Contractor.  Requests to turn off the Fire Protection 

System must be submitted to the Landlord with 24-hour notice.  All costs associated with the 

above work shall be the responsibility of the Tenant Contractor.  Design drawings and/or shop 

drawings of all connections to the base building MEP systems must be furnished to and 

approved by Landlord prior to the work taking place. 

 

3. Tenant Contractor is responsible for maintaining the structural integrity of the building during 

material stockpiling, installation and operation. 

 

4. Any shutdowns to building electrical, HVAC, access control, water or sanitary systems shall be 

carefully coordinated in advance with Landlord.  Tenant Contractor is responsible for all costs 

associated with this work including stand-by crews or overtime as may be required.  Tenant 

Contractor is responsible for all costs for re-testing and/or re-inspection of services (mechanical, 

control or electrical), where modified or interrupted by the Work. 

 

5. Tenant Contractor will be responsible to prevent accidental activation of smoke detectors and the 

building life safety system as a result of its work, and Tenant Contractor will be responsible for 

costs associated with accidental activation of the existing fire alarm system. Accidental activation 

of the fire system may, at the Landlord’s option, result in a $1,000 fine to the Tenant General 

Contractor. 

 

6. Tenant Contractor will be responsible for all costs associated with installing work in the ceiling 

of occupied space below Tenant’s lease area including removing and reinstalling ceilings, 

temporary protection and clean-up. All work in occupied space must be done after hours and 

scheduled one week in advance with the Landlord.  The Tenant will be charged directly for 

any additional security personnel required to support the work. 

 

7. No work of any type is allowed in the building common areas during building normal operating 

hours. 

 

8. Tenant General Contractor and its subcontractors are prohibited from using building stairwells 

other than in an emergency without prior approval of the Landlord. 

 

9. All locksets will be keyed to the building’s master keying scheme. 

 

10. Connection to Landlords Condenser water system:   Before the Tenant Contractor can 

connect to the Landlord’s condenser water system, the system must be cleaned and flushed. All 

condenser water piping shall be tested after this cleanout.  The water quality shall equal the raw 

water quality.  If it does not, the system shall be flushed and cleaned until this quality of water is 

attained. The Tenant Contractor shall not connect to the Landlord’s condenser water system until 

the water quality has been established and the chemical have been added.  The Tenant shall 

employ the services of the Landlord’s chemical treatment company for the addition of the 

chemicals. 

 

W. CODE COMPLIANCE 
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1. The Tenant General Contractor and all subcontractors shall comply with all Local, State and Federal 

laws, ordinances and regulations pertaining to such work as performed or affected by Tenant 

Contractor’s Work on the Site. 

 
2. If applicable, Tenant Contractor shall remove only that amount of spray fireproofing materials 

necessary to properly attach its work to the building’s structure. Any necessary replacement or 

patching of removed spray fireproofing will be the responsibility of the Tenant Contractor.  All 

clean-up costs associated with removal and replacement of fireproofing will be Tenant Contractor’s 

responsibility. 

 
3. Tenant Contractor must properly fire-stop any wall or floor penetrations performed as part of 

Tenant Contractor’s Work, so as to maintain the existing fire rating including penetration of 

the floor sleeve sealant system within telephone closets necessitated by the installation of 

temporary or permanent telephone service. 

 
X.  CONFLICTS AMONG DOCUMENTS 

 

In the event conflicts occur between provisions stated herein and other provisions of the Work, the 

following documents will govern in the order listed below: 

 

1. Lease Agreement between Tenant and Landlord 

2. Rules and Regulations of the Site for Tenant Contractor’s Work 

3. Tenant’s Construction Documents as Approved by Landlord. 

 

Y.  TENANT WORK MATERIALS 
 

1. Prior to commencement of the Tenant Work, Landlord and Tenant Contractor shall, if applicable 

in the lease, conduct a joint inventory of the materials (i.e., doors, light fixtures, ceiling tile, etc.) 

to be used in Tenant’s Work Area.  Upon acceptance, Tenant Contractor shall be responsible for 

the administration, security, protection and handling of such materials. 

 
2. Any building inventory materials being stored but not for use within the Tenant’s Work Area 

shall be relocated by Tenant Contractor to a location determined by the Landlord immediately 

upon commencement of Tenant work. 
 
Z.  PROJECT CLOSE-OUT 
 

1. In addition to cleaning requirements stipulated elsewhere, the Tenant Contractor shall/ in 

preparation for substantial completion or occupancy of the Work Area or any part thereof, perform 

final cleaning operations of the Tenant Contractor’s Work area, including any adjacent or public 

areas which have been soiled by such work. It is the Tenant Contractor’s responsibility to ensure 

the work area is cleaned to the level of the specifications set forth in the Tenant’s lease. 
 

2. Tenant Contractor is responsible for ensuring that all light fixtures in the Work Area are working 

properly and are fully lit upon job completion. This includes replacement (with exact, new 

duplicates) of tubes and ballasts as required in light fixtures that are new, replaced or repositioned. 
 

3. Tenant General Contractor is responsible for obtaining a temporary (if applicable) and final 

Certificate of Occupancy as required for Tenant’s occupancy. 
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4. Upon substantial completion of the Work, the following items must be completed by Tenant or 

Tenant General Contractor and delivered to Landlord as part of the close-out process: 

 

a. Three copies of complete response to all Field Inspections and punch lists as compiled 

by Tenant MEP Engineers and Architects; 

b. Submittal of three copies of a certified Air Test and Balance Report; 

c. Submittal of three copies of acceptable Operation and Maintenance Manuals for each 

piece of MEP equipment; 

d. Three copies of “As-built” HVAC, Electrical, Plumbing, Fire Sprinkler and Architectural 

drawings; 

e. Three copies of final lien waivers; 

f. Three copies of certificate stating that no hazardous materials have been utilized in the 

construction; 

g. Original and two copies of Certificate of Occupancy; 

h. Three copies of Fire Alarm Test Letter; and Sprinkler Test Letter 

i. Three copies of Tenant Contractor Guarantee; and 

j. Certificate of Substantial Completion. 

k. All required submissions are to be submitted electronically on a flash drive. 

 

AA. LIEN RELEASES 
 
During the course of the project, the Tenant Contractor is required to execute an Interim Lien Release in the 

exact form attached as Attachment C - Interim Waiver and Release Upon Payment and Interim Affidavit 

and Release.   Prior to final payment the Tenant Contractor and all major subtenant Contractors (over 

$10,000 in subcontract amount) are required to execute a Final Lien Release in the form attached as 

Attachment D - Waiver and Release Upon Final Payment and Final Affidavit and Release. 

 

BB.  REQUEST FOR PAYMENT 
 
Requests for progress or final payment of Tenant Improvement Allowances must be accompanied by an 

AIA Document G702, signed and notarized by the project architect and paid invoices documenting 

expenditures equaling the amount being requested.  The final payment of Tenant Improvement Allowance 

will not be made until all Close-Out Documents have been received. 

 

CC.  NON-COMPLIANCE 

 

Non-compliance with these regulations will result in the possible barring of the Tenant Contractor or 

subcontractors from current or future activities in the building. Any costs incurred by Landlord in cleaning 

the building or Work area or repairing damage resulting from the Tenant Contractor’s activities (including 

the activities of any of Tenant Contractor’s employees, agents or visitors) will be billed to the Tenant, Tenant 

Contractor or set off against future tenant allowance payments to the Tenant. 

 

 

DD.  INDOOR AIR QUALITY PROCEDURES 
 
In order to prevent the migration of construction particulate and volatile organic compounds (VOCs) to 

adjacent occupied and public areas, the Landlord has instituted strict guidelines for isolating and ventilating 

work areas during construction.  These procedures shall be strictly followed: 
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1. Prior to starting any construction, erect temporary construction isolation barriers around entire 

construction area using 6-mil poly. Extend barriers to the underside of structure. When possible, 

utilize natural separation barriers (i.e., existing structure high walls) to isolate the work area. 

 
2. Access doorways to work area shall have overlapping 6-mil poly barrier installed thereby 

allowing access to area while at the same time keeping a separation barrier intact. 

 
3. At the conclusion of all construction, remove temporary isolation barriers from all transfer ducts 

and return air fire dampers. Remove exhaust filtration units and reinstall glass. Make sure the HVAC 

system is brought back to normal base building operation. 

 



 

 

San Jacinto Center 

Building Rules & Regulations 

 
1. Building Access. Building Hours are 7:00am to 7:00pm Monday through Friday, and 9:00am to 

1:00pm on Saturday; however, you may access the building 24 hours a day, seven days a week. 

There are five areas to enter the building: East lobby, street-level entrance off of San Jacinto 

Boulevard and the Four Seasons Hotel. West lobby, street-level entrance off of Brazos Street 

Loading Dock, southwest corner of building past Brazos parking garage entrance. Parking 

Garage, subterranean parking garage elevator shuttles to first floor lobby, across from the 

Security Desk. Forthright Café, street-level restaurant patio entrance off of Brazos Street for 

dining room. There are two surface-level parking lots located on the east and west sides of the 

building, for visitors only. Visitor lots are restricted to a one-hour limit and towing is strictly 

enforced by San Jacinto Center Security. The Parking Garage for the San Jacinto Center has an 

entrance off of San Jacinto Boulevard for G-1, and an entrance off of Brazos Street for levels G-2 

and G-3. Guest Parking is available in the garage. The street-level patio on the north side of the 

building (off Cesar Chavez) is not a public entrance/exit. 

2. No sign, picture, advertisement or notice visible from the exterior of the Demised Premises shall 

be installed, affixed, inscribed, painted or otherwise displayed by Tenant on any part of the 

Demised Premises or the Building unless the same is first approved by Landlord. Any such sign, 

picture, advertisement or notice approved by Landlord shall be painted or installed for Tenant at 

Tenant's cost by Landlord or by a party approved by Landlord. No awnings, curtains, blinds, 

shades or screens shall be attached to or hung in, or used in connection with any window or door 

of the Demised Premises without the prior consent of the Landlord, including approval by the 

Landlord of the quality, type, design, color and manner of attachment. In the event of any breach 

of the foregoing, Landlord may remove the applicable item, and Tenant agrees to pay the cost and 

expense of such removal. 

3. Tenant agrees that its use of electrical current shall never exceed the capacity of existing feeders, 

risers or wiring installation. Any wires and wiring installed by or on behalf of Tenant within any 

riser of the Building shall be bundled together within such riser and a tag shall be placed on such 

bundle at each floor of the Building identifying the floor(s) served by each bundle and the name 

and telephone number of a representative of Tenant to contact in the case of an emergency. 

Tenant shall cooperate fully with Landlord to assure the most effective utilization of such 

Building resources. Tenant shall not attempt to adjust any Building resource controls. No heating, 

air-conditioning unit or other similar apparatus shall be installed or used by Tenant without the 

prior written consent of Landlord. 

4. The Demised Premises shall not be used for storage of merchandise held for sale to the general 

public. Tenant shall not do or permit to be done in or about the Demised Premises or Building 

anything which shall increase the rate of insurance on said Building or obstruct or interfere with 

the rights of other lessees of Landlord or annoy them in any way, including, but not limited to, 

using any musical instrument, making loud or unseemly noises, or singing, etc. The Demised 

Premises shall not be used for sleeping or lodging. No cooking or related activities shall be done 

or permitted by Tenant in the Demised Premises except with permission of Landlord. Tenant will 

be permitted to use for its own employees within the Demised Premises a small microwave oven 

and Underwriters' Laboratory approved equipment for brewing coffee, tea, hot chocolate and 

similar beverages, provided that such use is in accordance with all applicable federal, state, 

county and city laws, codes, ordinances, rules and regulations, and provided that such use shall 

not result in the emission of odors from the Demised Premises into the common area of the 

Building. No vending machines of any kind will be installed, permitted or used on any part of the 



 

Demised Premises without the prior consent of Landlord. No part of said Building or Demised 

Premises shall be used for gambling, immoral or other unlawful purposes. No intoxicating 

beverage shall be sold in said Building or Demised Premises without prior written consent of the 

Landlord. No area outside of the Demised Premises shall be used for storage purposes at any 

time. 

5. No birds or animals of any kind shall be brought into the Building (other than trained assist dogs 

or unless otherwise specified in this Lease). No scooters, skateboards, roller skates, roller blades, 

hover boards or other similar items of any kind shall be operated within the Building. No 

motorcycles or other motorized vehicles shall be brought into the Building (other than in the 

Building’s parking facilities). Bicycles must be placed in the bicycle storage area or taken to the 

tenant’s space via the freight elevator. Bicycles must be carried when in the building; riding 

bicycles inside the building is prohibited. Space heaters of any kind are prohibited in the building 

due to the fire hazard they pose. 

6. The sidewalks, entrances, passages, corridors, halls, elevators, and stairways in the Building shall 

not be obstructed by Tenant or used for any purposes other than those for which same were 

intended as ingress and egress. At no time shall any tenant permit its employees, agents, 

contractors or invitees to loiter in the common areas or elsewhere in or about the Building. No 

windows, floors or skylights that reflect or admit light into the Building shall be covered or 

obstructed by Tenant, and no articles shall be placed on the window sills of the Building. Toilets, 

wash basins and sinks shall not be used for any purpose other than those for which they were 

constructed, and no sweeping, rubbish, or other obstructing or improper substances shall be 

thrown therein. Any damage resulting to them, or to heating apparatus, from misuse by Tenant or 

its employees, shall be borne by Tenant. 

7. Tenant shall obtain such number of initial keys as Tenant elects for each entrance door in the 

Demised Premises as part of the Tenant Improvements. All locks must be keyed to the Building 

Master Key. Landlord may make a reasonable charge for any additional keys requested by Tenant 

following substantial completion of the Tenant Improvements. Once the initial manner of 

securing the Demised Premises is established, no additional lock, latch or bolt of any kind shall 

be placed upon any door nor shall any changes be made in existing locks without written consent 

of Landlord utilizing Landlord’s designated locksmith. At the termination of the Lease, Tenant 

shall return to Landlord all keys furnished to Tenant by Landlord, or otherwise procured by 

Tenant, and in the event of loss of any keys so furnished, Tenant shall pay to Landlord the cost 

thereof. Landlord shall also provide Tenant with access cards equal to the parking ratio specified 

in the Lease. 

8. Landlord shall have the right to prescribe the weight, position and manner of installation of heavy 

articles such as safes, machines and other equipment brought into the Building. Tenant shall not 

allow the building structure within the Demised Premises, nor shall Tenant cause the elevators of 

the Building, to be loaded beyond rated capacities. No safes, furniture, boxes, large parcels or 

other kind of freight shall be taken to or from the Demised Premises or allowed in any elevator, 

hall or corridor except at times allowed by Landlord. Tenant shall make prior arrangements with 

Landlord for use of freight elevator for the purpose of transporting such articles and such articles 

may be taken in or out of said Building only between or during such hours as may be arranged 

with and designated by Landlord. The persons employed to move the same must be approved by 

Landlord. Landlord reserves the right to inspect and, where deemed appropriate by Landlord, to 

open all freight coming into the Building and to exclude from entering the Building all freight 

which is in violation of any of these Rules and Regulations and all freight as to which inspection 

is not permitted. No hand trucks, mail carts, floats or dollies shall be used in passenger elevators. 

All hand trucks, mail carts, floats or dollies used by Tenant or its service providers for the 

delivery or receipt of any freight shall be equipped with rubber tires. 

9. Tenant shall not cause or permit any gases, liquids or odors to be produced upon or permeate 

from the Demised Premises, and no flammable, combustible or explosive fluid, chemical or 



 

substance shall be brought into the Building. Tenant shall prevent inadequate ventilation from and 

will assure proper operation of any HVAC systems and/or office equipment under Tenant's 

control, and Tenant will not allow any unsafe levels of chemical or biological contaminants in the 

Demised Premises and will take all steps necessary to prevent the release of such contaminants 

from adhesives, machinery, and cleaning agents. Tenant shall cooperate in all respects with 

Landlord regarding the management of the indoor air quality in the Building and in connection 

with the development and implementation of an indoor air quality management plan for the 

Building. If Tenant shall assert that the air quality in the Demised Premises is unsatisfactory or if 

Tenant shall request any air quality testing within the Demised Premises, Landlord may elect to 

cause its consultant to test the air quality within the Demised Premises and to issue a report 

regarding same. If the report from such tests indicates that the air quality within the Demised 

Premises is comparable to the air quality of other Class A office buildings in the market area of 

the Building, or if the report from such tests indicates that the air quality does not meet such 

standard as a result of the activities caused or permitted by Tenant in the Demised Premises, 

Tenant shall reimburse Landlord for all costs of the applicable tests and report. Additionally, in 

the event Tenant shall cause or permit any activity which shall adversely affect the air quality in 

the Demised Premises, in the common area of the Building or in any premises within the 

Building, Tenant shall be responsible for all costs of remedying same. 

10. Smoking (including vaping and e-cigarettes) shall not be permitted in any part of the building 

including the loading dock, balconies, courtyards, and all common areas. Tenant shall not permit 

its employees, invitees or guests to smoke in the lobbies, balconies, passages, corridors, elevators, 

vending rooms, rest rooms, stairways or any other area shared in common with other tenants in 

the Building, or permit its employees, invitees, or guests to loiter at the Building entrances or 

balconies for the purposes of smoking. Landlord may, but shall not be required to, designate an 

area for smoking outside the Building; provided, however, in no event will smoking be permitted 

within 30’ of the exterior doors. 

11. Every person, including Tenant, its employees and visitors, entering and leaving the Building 

may be questioned by security personnel as to that person's business therein and may be required 

to produce a valid picture identification and to sign such person's name on a form provided by 

Landlord for registering such person; provided that, except for emergencies or other extraordinary 

circumstances, such procedures shall not be required between the hours of 7:00 a.m. and 7:00 

p.m. on all days except Saturdays, Sundays and Holidays. Landlord may also implement a card 

access security system to control access to the Building during such other times. Landlord shall 

not be liable for excluding any person from the Building during such other times, or for 

admission of any person to the Building at any time, or for damages or loss for theft resulting 

therefrom to any person, including Tenant. 

12. Unless agreed to in writing by Landlord, Tenant shall not employ any person other than 

Landlord's contractors for the purpose of cleaning and taking care of the Demised Premises. 

Cleaning service will not be furnished on nights when rooms are occupied after 6:30 p.m., unless, 

by agreement in writing, service is extended to a later hour for specifically designated rooms. 

Landlord shall not be responsible for any loss, theft, mysterious disappearance of or damage to, 

any property, however occurring. Only persons authorized by the Landlord may furnish ice, 

drinking water, towels, and other similar services within the Building and only at hours and under 

regulations fixed by Landlord. 

13. No connection shall be made to the electric wires or gas or electric fixtures or HVAC equipment, 

without the consent in writing on each occasion of Landlord. All glass, locks and trimmings in or 

upon the doors and windows of the Demised Premises shall be kept whole and in good repair. 

Tenant shall not injure, overload or deface the Building, the woodwork or the walls of the 

Demised Premises, nor permit upon the Demised Premises any noisome, noxious, noisy or 

offensive business. 



 

14. If Tenant requires wiring for a bell or buzzer system, such wiring shall be done by an electrician 

approved by Landlord in its reasonable discretion. All wiring for telephone or any similar service 

shall be approved by Landlord in its reasonable discretion, and no boring or cutting for wiring 

shall be done unless approved by Landlord or its representatives, as stated. The electric current 

shall not be used for space heaters unless written permission to do so shall first have been 

obtained from Landlord or its representatives in writing, and at an agreed cost to Tenant. 

15. Tenant and its employees and invitees shall observe and obey all parking and traffic regulations 

as imposed by Landlord. Landlord may charge an hourly rate (as determined by Landlord from 

time to time) for any visitor parking in the Building parking facilities. Failure to observe the rules 

and regulations shall terminate an individual’s right to use the Parking Facility and subject the 

vehicle in violation to removal and/or impoundment. Parking stickers and access cards or other 

forms of identification supplied by Landlord shall remain the property of Landlord and not the 

property of a tenant and are not transferable. All vehicles shall be parked only in areas designated 

therefor by Landlord. Storing of vehicles in the parking facility is prohibited and the Landlord 

will strictly enforce. Should a special situation arise requiring a vehicle to remain in the Parking 

Facility overnight, a work order will be required stating date(s) and duration of overnight(s), as 

well as vehicle description, including make, model, year, color, license plate number, parking 

level, and space number if located in a reserved space. If vehicles are blocking driveways or 

passageways or parked in violation of Landlord's rules and regulations or are otherwise parked in 

unauthorized areas or spaces, Landlord may exercise vehicle removal remedies under Tex. 

Transp. Code Ann. § 684.011 et. seq. (Vernon 2010), as the same may be amended from time to 

time. The owner of the vehicle or its driver assumes all risk and responsibility for damage, loss or 

theft to vehicles, personal property or persons while such vehicle is in the Parking Facility. 

16. Canvassing, peddling, soliciting and distribution of handbills or any other written materials in the 

Building are prohibited, and Tenant shall cooperate to prevent the same. 

17. Tenant agrees to participate in the waste recycling programs implemented by Landlord for the 

Building, including any programs and procedures for recycling writing paper, computer paper, 

shipping paper, boxes, newspapers and magazines and aluminum cans. Tenant shall provide 

collection receptacles for recyclable paper and/or recyclable aluminum cans in the Demised 

Premises, Tenant shall designate an appropriate place within the Demised Premises for placement 

thereof, and Tenant shall cause its employees to place their recyclable papers and/or cans into the 

applicable receptacles on a daily basis. Tenant shall store all of its trash and garbage within the 

interior of the Demised Premises. No materials shall be placed in the Building’s trash containers 

or receptacles if such material is of such a nature that it may not be disposed of in the ordinary 

and customary manner, or if such an act would violate any law or ordinance governing such 

removal and disposal. 

18. Any special work or services requested by Tenant to be provided by Landlord shall be provided 

by Landlord only upon request received at the management office. Building personnel shall not 

perform any work or provide any services outside of their regular duties unless special 

instructions have been issued from Landlord or its managing agent. 

19. Tenant shall not permit or suffer the Demised Premises to be occupied or used in any manner 

offensive or objectionable to Landlord or other occupants of the Building by reason of noise 

and/or vibrations, or interfere in any way with other tenants or those having business therein. 

Without limiting the generality of the foregoing, Tenant agrees it will not breach the covenant of 

quiet enjoyment for other tenants, and Tenant agrees not to make or permit any disturbing noises, 

including but not limited to, cheering, yelling, shouting, whistling, loud clapping, foot stomping, 

and/or instrument playing in, on or about the Demised Premises. Tenant shall keep the volume of 

any employee or guest, radio, public address systems, stereo, televisions, and any other piece of 

equipment which emits sound sufficiently low so as not to disturb other tenants or those having 

business in the Building. Any machines, equipment, instruments, systems or other property of 

Tenant or its employees, agents, guests, invitees, licensees or other related parties of Tenant, 



 

which causes noise or vibration that may be transmitted to the structure of the Building or any 

space therein to such a degree objectionable to Landlord or any other tenants or occupants of the 

Building, shall be placed and maintained by Tenant, at Tenant’s expense, on vibration eliminators 

or other devices sufficient to eliminate such noise or vibration, and Tenant shall ensure that the 

operation thereof and Tenant’s use of the Demised Premises is such that such noise and vibration 

is eliminated. Without limiting Landlord’s other rights and remedies, if Tenant violates any of the 

foregoing, Landlord may, at Tenant’s sole cost and expense, install such eliminators, devices, 

ceiling tiles, sound mufflers, sound boxes or other such items as Landlord determines necessary 

to eliminate any noise or vibration being transmitted out of Tenant’s Demised Premises. Tenant 

shall bear the cost and expense of any such installations and any acoustical or structural engineer 

hired by Landlord in connection therewith, which shall be payable by Tenant upon demand. 

20. Landlord shall have the right to change the name of the Building and to change the street address 

of the Building, provided that in the case of a change in the street address, Landlord shall give 

Tenant not less than 180 days prior notice of the change, unless the change is required by 

governmental authority. 

21. The directory of the Building will be provided for the display of the name and location of the 

tenants. Landlord must first approve any additional name which Tenant shall desire to place upon 

said directory. 

22. All tenants will refer any contractors, contractor’s representatives and installation technicians 

rendering any services to them to Landlord for Landlord’s supervision and approval prior to 

commencement of any work. This requirement extends to any work covered by the Work Letter 

or undertaken after lease commencement. Such work also falls under the requirements of the 

Work Letter. 

23. Landlord reserves the right to exclude or to expel from the Building any person who, in 

Landlord’s judgment, is intoxicated or under the influence of liquor or drugs, or who is in 

violation of any of these Rules and Regulations. 

24. Landlord has the right to evacuate the Building in the event of an emergency or catastrophe. 

Tenant is responsible for accounting for the whereabouts of its employees after an evacuation of 

the Demised Premises and/or the Building and reporting same to Landlord’s designated 

personnel. Tenant shall maintain an updated list of its employees and shall appoint a contact 

person, who shall promptly let the Building manager and emergency personnel know which, if 

any, of its employees are unaccounted for after an evacuation. Tenant is responsible for providing 

Landlord with a current list of mobility impaired persons at all times. 

25. To ensure that safety requirements are met, and balcony flooring is protected, any proposed items 

to be placed on balconies such as chairs, tables, stools, etc. must be proposed for Landlord review 

and approval. All items must adhere to exterior balcony rules and regulations. Damage to any 

items placed on balconies resulting from high wind or inclement weather is solely Tenant’s 

responsibility to repair. Damage to the exterior walls or windows resulting from the placement of 

these items on the balconies is fully the responsibility of Tenant and may be repaired at the 

Landlord’s option and charged back to the Tenant. 

26. Any violation of these rules and regulations will be a default by Tenant under its Lease and 

Landlord shall have all rights and remedies available to Landlord under the Lease, at law and in 

equity. Without limiting the generality of the foregoing, Landlord has the right to develop a 

system of fines and other remedial actions which may be necessary or desirable to enforce and 

monitor compliance with these rules and regulations. Any fine imposed by Landlord shall be paid 

by Tenant to Landlord as rent, upon demand, and is secured and may be collected in the manner 

set forth in the Lease with respect to rent. 

27. Landlord may waive any one or more of these Rules and Regulations for the benefit of any 

particular lessee, but no such waiver by Landlord shall be construed as a waiver of such Rules 

and Regulations in favor of any other lessee, nor prevent Landlord from thereafter enforcing any 

such Rules and Regulations against any or all of the other lessees of the Building. 



 

28. These Rules and Regulations are supplemental to and shall not be construed to in any way modify 

or amend, in whole or in part, the terms, covenants, agreements and conditions of any lease of 

any premises in the Building. 

29. Landlord reserves the right to make such other and reasonable Rules and Regulations as in its 

judgment may from time to time be needed for the safety, care and cleanliness of the building, 

and for the preservation of good order therein. 
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San Jacinto Center 
Contractor / Vendor Insurance Instructions & Requirements 

 

Contractor to provide a Certificate of Insurance with the following minimum requirements as it 

relates to San Jacinto Center, 98 San Jacinto Boulevard, Austin, Texas 78701, which must be 

shown on the certificate. 

 

A. Commercial General Liability 

 $1,000,000 General Aggregate 

 $1,000,000 Products/Completed Operations Aggregate 

 $1,000,000 Each Occurrence 

 General Aggregate Limit Per Project or Per Location Only 

 

B. Automobile Insurance 

 $1,000,000 Combined Single Limit 

 

C. Workers’ Compensation – Should meet all state requirements 

 Employers’ Liability 

 $500,000 Each Accident 

 $500,000 Disease Policy Limit 

 $500,000 Disease Each Employee 

 

D. Umbrella Liability   

 $4,000,000 Each Occurrence 

 

ANY REQUIREMENTS OUTLINED IN YOUR CONTRACT  

SUPERCEED THE MINIMUMS LISTED ABOVE (IF APPLICABLE) 

 

E. The full name of the property owner & manager, Cousins - San Jacinto Center LLC and 

Cousins Properties, Inc. must be shown as Additional Insured. In regards to Commercial 

General Liability policy, ISO additional insured endorsements CG 20 10 and CG 20 37 or 

their equivalents may be required. 

 

F. Mail certificate to:  Cousins - San Jacinto Center LLC  

     Cousins Properties, Inc  

     98 San Jacinto, Suite 530 

     Austin, Texas 78701 

 

OR 

 

 (Preferred) Email certificate to: aaustin@cousins.com and skerper@cousins.com  

         

G. Liability policy will extend to any liability or vendor arising out of indemnities provided 

for in the contract. 

 

If you have any questions or concerns, please contact the Management Office at (512) 279-2170. 

mailto:aaustin@cousins.com
mailto:skerper@cousins.com
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SJC Conference Center – 1st Floor 
 
The San Jacinto Center Conference Center is located on the first floor and is available to customers on a 
first come, first serve basis. It is available Monday through Friday 8:00am – 5:00pm and must be reserved 
in advance. Please contact the property management office to review the reservation process. 
 
The Conference Room includes 20 office chairs and a table that seats 20. The room is equipped with 
ClickShare, allowing your screen to project to the wall-mounted television. The ClickShare button and 
miscellaneous device adapters are available to check-out from the Security Desk. The Wi-Fi network is 
“Cousins-Guest” and there is no password required. A dry-erase board is available. The Conference Center 
includes a catering area, which provides an icemaker and counter space. 
 

ClickShare Instructions: 
 

1. Insert the ClickShare device into your laptop 
2. From your laptop, go to My Computer and select the ClickShare drive to begin the application 

compatible with your computer system (MAC or Windows). 
3. Once the ClickShare software is downloaded to your computer, a notification will appear stating 

the ‘device is ready to share’.   
4. Simply press the center of the device and your desktop will appear on the TV screen. 

 
 

Additional Rules & Regulations: 
  

• Please be mindful of your reservation start and end time in the event another reservation is booked 
immediately before or after your reservation. 
 

• To use the Conference Room phone dial ‘9’ for outgoing calls. 
 

• If you need to cancel your reservation, please do so as soon as possible to allow others to use the 
room as needed. 

 

• The Conference Center’s door shall not be propped open at any time. 
 

• No signage may be displayed without prior approval from Property Management. 
 

• Please properly dispose of all trash and recycling. If additional trash containers are needed or 
assistance with trash removal is required, please contact the Property Management Office. Place any 
clean, empty boxes on the catering kitchen floor next to the blue recycling container. 

 

• Do not leave any dishware, utensils, etc. in the kitchen or conference room as it will be discarded.  
 

• Removing chairs, furniture or equipment is not permitted. 
 

• Lost or damaged equipment may result in a replacement fee. 
 

 
Property Mgmt. Office Contact Information: 

 
Angee Austin 

Administrative Manager 
aaustin@cousins.com  

Sarah Kerper 
Assistant Property Manager 

skerper@cousins.com 

Dan Jones 
Senior Property Manager 

djones@cousins.com 

mailto:aaustin@cousins.com
mailto:skerper@cousins.com
mailto:djones@cousins.com
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SJC Conference Room – Suite 525 
 

The San Jacinto Center Conference Room is located in Suite 525 and is available to customers on a first 
come, first serve basis. It is available Monday through Friday 8:00am – 5:00pm and must be reserved in 
advance. Please contact the property management office to review the reservation process. 
 
The Conference Room includes 14 office chairs and a table that seats 12. The room is equipped with 
ClickShare, allowing your screen to project to the wall-mounted television. The ClickShare button and 
miscellaneous device adapters are available to check-out from the Property Management Office next door 
in Suite 530. The Wi-Fi network is “Cousins-Guest” and there is no password required. A dry-erase board 
is available and located on the wall opposite the television.  The Conference Center also includes a catering 
kitchen, which provides a refrigerator, sink, microwave and ample counter space. 
 

ClickShare Instructions 
 

1. Insert the ClickShare device into your laptop 
2. From your laptop, go to My Computer and select the ClickShare drive to begin the application 

compatible with your computer system (MAC or Windows). 
3. Once the ClickShare software is downloaded to your computer, a notification will appear stating 

the ‘device is ready to share’.   
4. Simply press the center of the device and your desktop will appear on the TV screen. 

 
Additional Rules & Regulations 

  

• Please be mindful of your reservation start and end time in the event another reservation is booked 
immediately before or after your reservation. 
 

• To use the Conference Room phone dial ‘9’ for outgoing calls. 
 

• If you need to cancel your reservation, please do so as soon as possible to allow others to use the 
room as needed. 

 

• The Conference Room’s door shall not be propped open at any time. 
 

• No signage may be displayed near Suite 525 without prior approval from Property Management. 
 

• Please properly dispose of all trash and recycling. If additional trash containers are needed or 
assistance with trash removal is required, please contact the Property Management Office. Place any 
clean, empty boxes on the catering kitchen floor next to the blue recycling container. 

 

• Do not leave any dishware, utensils, etc. in the kitchen or conference room as it will be discarded.  
 

• Removing chairs, furniture or equipment from Suite 525 is not permitted. 
 

• Lost or damaged equipment may result in a replacement fee. 
 

 
Property Mgmt. Office Contact Information 

Angee Austin 
Administrative Manager 
aaustin@cousins.com 

Sarah Kerper 
Assistant Property Manager 

skerper@cousins.com 

Dan Jones 
Senior Property Manager 

djones@cousins.com 

mailto:aaustin@cousins.com
mailto:skerper@cousins.com
mailto:djones@cousins.com
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SJC Conference Center Roomzilla Reservation Instructions 
 
The San Jacinto Conference Centers are available for reservation through our online platform Roomzilla. 
Those interested in reserving the facilities should submit an invite request to aaustin@cousins.com and 
skerper@cousins.com. Once your request is received, you will be sent a “no-reply” invite from Roomzilla 
prompting you to create a password for your account. 
 
When you are ready to reserve a room follow the steps below: 

1. Log into Roomzilla at https://sanjacintocenter.roomzilla.me/sign_in 
2. You can view the reservation calendar through the Daily, Weekly or Monthly tabs. 
3. Select a day and the Conference Center or Room that you would like to use and your reservation 

timeframe. 
4. Click “More Details” and review additional information and confirm your host email is correct. 
5. Submit your “Booking Request” and it will be reviewed by an administrator within 48 hours. You 

will receive an email confirmation once your reservation has been approved. 
 

 
6. Booked reservations will appear in purple on the calendar. 
 

 
 

If you have any problems submitting a reservation, please reach out to the Management Team: 
  

Angee Austin 
Administrative Manager 

aaustin@cousins.com  

Sarah Kerper 
Assistant Property Manager 

skerper@cousins.com  

Dan Jones 
Senior Property Manager 

djones@cousins.com  
 

mailto:aaustin@cousins.com
mailto:skerper@cousins.com
https://sanjacintocenter.roomzilla.me/sign_in
mailto:aaustin@cousins.com
mailto:skerper@cousins.com
mailto:djones@cousins.com


Fire Warden Training
San Jacinto Center | 2021



San Jacinto Center Team

Dan Jones
Senior Property Manager

Chief Floor Warden

Sarah Kerper
Assistant Property Manager

Assembly Area Warden

Angee Austin
Administrative Manager

Alan Scarborough
Chief Engineer

Casey Grady
Grade II Engineer

Ceasar Sifuentes
Grade II Engineer

Rob Gordon
Security Site-Supervisor



Fire Warden Responsibilities

• One Fire Warden per floor/suite
• Develop a written evacuation plan for your floor/suite and share with employees
• Notify Property Management of any employees unable to use stairs in an 

evacuation
• Keep a clipboard with a current list of employees & yellow vest accessible in case 

of emergency
• When an alarm sounds, keep calm and act quickly
• Grab your clipboard & vest
• Systematically go through your entire suite and communicate the need to 

evacuate immediately
• Close all interior doors in the suite as you leave
• Keep all doors unlocked, including suite door



Fire Warden Responsibilities – Continued

• Direct employees towards the nearest stairwell and proceed to the first floor

• All persons who are unable to take the stairs need wait in the designated Areas 
of Refuge (AOR). These Areas should be designated by each individual 
suite/floor, ideally located near a stairwell.

• Instruct your co-workers to quickly gather in the cul-de-sac at the end of Brazos 
Street

• Perform a roll-call and account for your office’s employees, including those in 
Areas of Refuge inside the building

• Locate the Cousins employee in an orange vest and check-in to let them know 
all your employees are accounted for

• Remain in the cul-de-sac until a Cousins employee provides the ‘all-clear’ to 
return to the building



IN THE EVENT OF AN ALARM:

• Do keep calm
• Do close all interior doors as you leave, but do not lock them
• Do proceed to the nearest stairwell and evacuate the building
• Do meet your floor/suite’s Fire Warden in the cul-de-sac at the 

end of Brazos Street and check-in with him/her
• Do wait until the ‘all-clear’ is given before re-entering the 

building



IN THE EVENT OF AN ALARM:

• Do not lock any office doors
• Do not use the elevators
• Do not call the Security Desk or Management Office – evacuate 

immediately
• Do not bring personal belongings
• Do not attempt to enter the parking garage
• Do not drive out of the parking garage; if you are in your vehicle at the 

time of an alarm, park it and proceed to the nearest stairwell
• Do not leave the site



Interior Building Stairwell Locations

Stair 4 (South) Stair 5 (North)



Garage & Internal Stairwell Locations

Stair 1 – Nearest Ceasar Chavez
Stair 2 – Nearest Loading Dock
Stair 3 – Nearest Four Seasons Hotel
Stair 4 – South Internal 
Stair 5 – North Internal

Internal Stairwell Exits:
- Stair 4 will lead you out the by 

the mailroom, please exit to the 
loading dock from this stairwell 
to the Assembly Area.

- Stair 5 will lead you into the 1st

floor lobby, please exit out the 
west side lobby doors to the 
Assembly Area.

1

2

3

5

4



Assembly Area Location – S. End of Brazos Street

Assembly Area Location:
Brazos South Cul-de-sac 



Backup Assembly Area Location – S. End of Trinity 
Street

Backup Assembly Area Location:
Trinity South Cul-de-sac 



Fire Extinguishers (Remember P.A.S.S.)

• Customers should make themselves 
familiar with the Fire Extinguisher 
locations in their suite.

• Fire Extinguishers are intended for 
smaller fires, anything larger than a 
trash can should be handled by the 
Fire Department.

• If you have to use a Fire Extinguisher, 
contact management as soon as it is 
safe to do so. Not only do we need to 
ensure the fire is completely out, but 
we will also need to replace the Fire 
Extinguisher that was used.



THANK YOU FOR PARTICIPATING!

Please don’t hesitate to contact the 
Management Office with any additional 

questions. We are in Suite 530 and can be 
reached via email or at 512-279-2170.

Dan Jones djones@cousins.com
Sarah Kerper skerper@cousins.com
Angee Austin aaustin@cousins.com

mailto:djones@cousins.com
mailto:skerper@cousins.com
mailto:aaustin@cousins.com


 

 
Fitness Center Rules and Regulations 

 

Updated 6.21.2021 

• All building customers must submit a completed Fitness Center waiver prior to using the facilities. 
Once a waiver has been submitted, management will add access to your building key fob. If you do 
not have a building key fob you will need to request one from your company. You must utilize only 
your fob for access; the use of another individual’s fob can result in termination of your access & use 
of the fitness center. 

 

• All users are required to exercise good judgment when selecting proper exercise attire when using 
the fitness center. All users will be required to wear shirts and athletic shoes at all times (except 
floor exercises, yoga or aerobics). Street clothes and shoes are not permitted. 

 

• There is a 20-minute time limit on the cardio machines when another user is waiting for this 
machine. All users are asked to be courteous when working out.  
 

• All users are required to wipe all cardio and weight equipment after use. This includes all 
components of the equipment and the floor area around the equipment. Disinfecting wipes are 
provided for this purpose. 

 

• All users are also required to clean up after yourself in the workout areas and in the 
shower/changing areas.  

 

• All weights must be re-racked after each use. 
 

• Dropping the weights is strictly prohibited as this creates noise that carries to other floors and lease 
spaces. 

 

• Televisions are provided for your use at your discretion. Please avoid loud or offensive programs 
while other users are present.  

 

• Music is provided in the fitness center at all times. If you would like to listen to your own music you 
must use headphones or ear buds, users may not play music on speakers from their phones or any 
outside devices. 

 

• Fitness center users may NOT bring their own equipment to be used in the fitness center. 
 

• Use of the fitness center is solely for the individual use of building employees, not family, friends or 
company employees from other locations. You must be a customer of San Jacinto Center to use the 
facility. At no time are children allowed to use any of the equipment or to be present in the fitness 
center. 

 

• External trainers or instructors are not permitted. 
 



 

 
Fitness Center Rules and Regulations 

 

Updated 6.21.2021 

• The hours of operation of the fitness center are 5:00 A.M. to 9:00 P.M., Monday through Friday 
(excluding building holidays). The fitness center may remain open at other times, solely at the 
discretion of building management. The fitness center will be cleaned by the building’s janitorial 
contractor starting at 9:00 P.M. Monday through Friday. In order to provide clean and stocked 
locker room facilities, the locker rooms will be closed for cleaning once during daytime hours, 
generally at 3:00 pm. Typically these cleanings will be completed within 20 minutes.  

 

• The fitness center does not utilize an operator to run the facility. You must provide your own 
toiletries and clean up after yourself. Towels are provided as an amenity and may NOT be removed 
from the facility. 

 

• There are separate Men’s and Women’s shower/changing areas. Lockers may not be used for more 
than two hours at a time. All items must be removed from the lockers when you finish utilizing the 
fitness center and absolutely nothing may be stored longer than two hours or overnight. As these 
lockers are not reserved, they are on a first come, first served basis. Please be considerate of others. 
Management reserves the right to remove & discard any locker contents remaining for more than 
two hours or at any time this policy is violated. 
 

• Items are not to be staged at the showers as you are working out; they may be placed there just 
prior to showering. It impedes the flow of people getting in & out in a timely manner. Please be 
considerate of others. 



Permittee Agreement.doc 

FITNESS CENTER AGREEMENT 

This Fitness Center Agreement (the “Agreement”) dated as of ____________________, 20___  (the “Effective 
Date”) is entered into by and between Cousins 98 San Jacinto Center (the “Owner”), whose address is 98 San 
Jacinto Boulevard, Austin TX, 78701 the address of the building commonly known as 98 San Jacinto Center, 
and the undersigned (the “Permittee”) for the right or privilege to use the exercise facility, including the exercise 
equipment, improvements, furnishings, and fixtures therein situated, at 98 San Jacinto, Austin TX, 78701 
(collectively, the “Fitness Center” or the “Facility”). 

1. Term.  Subject to and upon the terms herein set forth, and the rules and regulations promulgated by
Owner from time to time, Permittee shall have the right to use the Fitness Center.  Owner may revoke
the Permittee’s right to use the Fitness Center at any time with or without cause, in Owner’s sole
discretion.  In addition, this Agreement shall automatically terminate at such time as Permittee is no
longer a tenant or an employee of a tenant of Owner.  The term of this Agreement shall commence on
the Effective Date and shall continue month to month, unless this Agreement is sooner terminated by
Owner, or otherwise terminated in accordance with the terms set forth herein or otherwise extended by
a written agreement by and between the Permittee and Owner.

2. Use of Fitness Center

a. Fitness Center Rules.  Permittee shall use the Fitness Center in accordance with the rules and
regulations promulgated by Owner (the “Rules”) and posted at the Fitness Center.  Any and all
persons who participate in or use the Fitness Center or its services must be a Permittee in good
standing.  Any unauthorized persons discovered by Owner within the Facility will be deemed a
trespasser and requested to leave the Fitness Center.  Owner further reserves the right to close the
Fitness Center during legal holidays.  Permittee acknowledges that he or she has received a copy of
the current Rules prior to entering into this Agreement and that he or she has read, understands, and
agrees to the Rules which may from time to time be adopted by Owner, including but not limited
to, the provisions of the Rules which may govern or affect the terms of this Agreement such as
renewal or termination of Permittee.  Permittee’s failure to observe the rules and regulations shall,
at Owner’s election, result in the termination of Permittee’s right to use the Fitness Center.

b. Permittee’s Responsibilities.  Permittee understands that the Fitness Center is not staffed, and
Permittee assumes all risk and liability for the use of the Facility.  The Fitness Center may be
equipped from time to time with free weights, weightlifting machines, stationary bicycles, stair
climbers, treadmills and other exercise equipment, lockers, and showers.  In addition to the other
responsibilities of the Permittee set forth herein or in the Rules, Permittee is responsible for
becoming fully informed as to the function and operation of all exercise equipment, machines,
apparatus, furnishings and fixtures within the Fitness Center prior to using the Fitness Center, and
will exercise ordinary and reasonable care in his or her operation and use of the Fitness Center.  In
the event Permittee is not fully informed as to the function and operation of all exercise equipment,
machines, apparatus, furnishing, and fixtures (the “Fitness Center Equipment”) within the Fitness
Center, Permittee shall be responsible for reviewing the equipment instruction brochures on file
with Owner regarding the safe and appropriate use and operation of all Fitness Center Equipment
prior to Permittee’s use of the Fitness Center.  In the event Permittee requires additional explanation
regarding the use of the Fitness Center Equipment, Permittee, with Owner’s prior written consent
and at Permittee’s sole cost and expense, may use a personal trainer who is certified by the National
Academy of Sports Medicine or other similar association reasonably acceptable to Owner to explain
the safe and appropriate use and operation of all Fitness Center Equipment prior to Permittee’s use
of the Fitness Center.  Permittee agrees to use the Fitness Center Equipment for the purposes to
which such equipment is intended and apparently designed to be used.  Permittee agrees that
Permittee’s uses of the Fitness Center at all times will be within Permittee’s own physical
capabilities and limitation.  Where instructions from the manufacturer, any independent instruction,
or notices concerning use of the exercise equipment within the Fitness Center have been made
available, Permittee agrees to follow such instructions in utilizing the Fitness Center.  Permittee
agrees and understands that using the Fitness Center involves dangers of personal injuries such as
muscle strain, as well as other dangers and injuries that cannot be foreseen, and that injury or death
could result from his or her use of the Fitness Center.  Use of the Fitness Center means that the
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Permittee has knowledge of and appreciates the risks involved with such use, including potential 
injuries, which may arise therefrom. Permittee shall be responsible for undertaking all reasonable 
steps to guard against injury to his or her self and to other persons or property within the 
Fitness Center or the premises of 98 San Jacinto Center to prevent damage to the Fitness Center or 
any other property within 98 San Jacinto Center.  Permittee shall promptly notify Manager of any 
defective exercise equipment, as well as any damage to any Fitness Center Equipment.  Permittee 
is responsible for safeguarding all valuables prior to entry, or while within the Fitness Center, 
and agrees that the lockers provided within the Fitness Center are designed for clothing and gym 
bags and that valuables are not secure in the Fitness Center. Owner is not responsible for lost or 
stolen items.   

c. Assumption of Risk.  Permittee has personally conducted an inspection of the Fitness Center and
hereby acknowledges that no security personnel, exercise consultant or other attendant shall be
present in the Fitness Center.  Permittee shall be solely responsible for his or her own safety and
shall determine his or her own physical capabilities and limitation in using utilizing the Fitness
Center.  Permittee agrees that upon any use of, or presence within, the Fitness Center, Permittee is
making an informed choice to use or be present within the Fitness Center and expressly assumes the
risk of such use or presence.  Permittee acknowledges that the American College of Sports Medicine
advises that each Permittee, especially those 35 years of age and older, should consult his or her
physician and follow such physician’s recommendation before using the Facility or otherwise
beginning any exercise program at the Fitness Center.  Furthermore, if Permittee has a history of
heart disease, Permittee should consult a physician before using the Fitness Center.

NOTWITHSTANDING THE RISKS ASSOCIATED WITH THE USE OF THE FITENSS 
CENTER EQUIPMENT AND THE FITNESS CENTER, BY EXECUTION OF THIS 
AGREEMENT, PERMITTEE, ON BEHALF OF HIMSELF OR HERSELF, AND ANY AND 
ALL OF HIS OR HER FAMILY MEMBERS, MINOR CHILDREN, HEIRS, SUCCESSORS, 

ASSIGNS AND PERSONAL REPRESENTATIVES AND EACH OF THEM, (a) 
ACKNOWLEDGES THAT HE OR SHE IS VOLUNTARILY ENTERING THE FACILITY 
OR FITNESS CENTER TO ENGAGE IN USE THEREOF WITH KNOWLEDGE OF THE 

RISKS INVOLVED, AND (b) AGREES TO ACCEPT AND ASSUME ALL RISKS OF 
PERSONAL INJURY, DISABILITY, DEATH OR PROPERTY DAMAGE RELATED TO 
COVID-19, ARISING FROM PERMITTEE’S PRESENCE IN OR USE OF THE FACILITY 

OR THE FITNESS CENTER, WHETHER CAUSED BY THE ORDINARY NEGLIGENCE 
OF OWNER OR OTHERWISE. 

d. Covid-19 Rider.  Permittee acknowledges that this Agreement includes the Covid-19 Rider attached
hereto and incorporated herein.

3. No Waiver.  Permittee does hereby acknowledge that failure of Owner to enforce any Rules, or any 
conditions of Permittee’s use of the Fitness Center or any of the Owner’s rights under this Agreement or 
under law shall not be deemed or construed to be a waiver by Owner of its rights thereafter to insist upon 
the Permittee’s compliance with all Rules adopted by Owner, from time to time, and with all terms and 
conditions of this Agreement.

4. Release.  In consideration of the use of the Fitness Center Equipment and all other exercise and 
recreational facilities at the Fitness Center, Permittee, on behalf of himself or herself, and any and all of 
his or her family members, minor children, heirs, successors, assigns and personal representatives,, does 
hereby agree to release Cousins 98 San Jacinto Center LLC, Cousins Properties Incorporated, Cousins 
Properties LP, Cousins Realty Services, LLC, CPI Services LLC and any successor owner or 
manager of the building wherein the Fitness Center is located and their respective subsidiaries and 
affiliates, employees, officers, agents, contractors, contract managers, successors and assigns 
(collectively hereinafter, the “Released Parties”) from liability for all injuries sustained by Permittee, 
any loss or damages of any nature or kind and/or cost of liability resulting from any act or omission, 
including negligence of the Released Parties, in connection with the use of the Fitness Center by 
Permittee or others, including but not limited to injuries, loss, damages and/or liability arising out of or 
attributable to being exposed to or contracting Covid-19 or other infectious disease.  Permittee agrees 
to indemnify and hold harmless the Released Parties from any loss, liability, damage or cost that they 
may incur from Permittee’s presence
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at the Fitness Center or use of the Fitness Center, including but not limited to any liability or loss the 
Released Parties may be held responsible for because of any torts committed by the Permittee or any 
guest of Permittee, against the Permittee or against any other persons present at the Fitness Center or 
present within the premises of 98 San Jacinto Center, and Permittee further agrees to reimburse the 
Released Parties for any damage that he or she may cause, or any guest of the Permittee may cause, to 
the Fitness Center or the asset or property of the Released Parties.  It is intended that this release shall 
constitute a good sufficient and complete defense against any actions which might be brought by the 
Permittee or anyone acting on the Permittee’s behalf or claiming by or through the Permittee alleging 
injury, loss or damage arising out of use of or presence within the Fitness Center.  The execution and 
delivery of this release and indemnity is a material inducement for the rights granted to Permittee 
hereunder, and Permittee acknowledges that Owner is relying on this release and indemnity and that 
Owner would not grant rights to Permittee as provided herein in the absence of this release and 
indemnity.  Permittee has signed this release and indemnity of his or her own free will and agrees with 
all terms and conditions.   

5. Miscellaneous.  By signing this Agreement, Permittee acknowledges that he or she has read this entire 
Agreement and fully understands and agrees to all terms and conditions of this Agreement and the Rules 
as amended from time to time.  This Agreement shall inure to be the benefit of Owner, and the Released 
Parties and their respective successors and assigns.  In consideration for being allowed to use the Fitness 
Center, Permittee hereby releases Cousins 98 San Jacinto Center,  Cousins Properties Incorporated, 
Cousins Properties LP, Cousins Realty Services, LLC, CPI Services LLC, their subsidiary and 
affiliate companies, as well as the employees, officers, directors and agents of such companies and 
any other designees of owner from any liability for claims concerning injuries, damages, or any other 
causes of action arising from the use of the Facility.

6. Limitation of Liability.  PERMITTEE’S SOLE AND EXCLUSIVE METHOD OF COLLECTING 
ON ANY JUDGMENT THAT PERMITTEE MAY OBTAIN AGAINST OWNER OR ANY OF 
THE RELEASED PARTIES, OR ANY OTHER AWARD MADE TO USER IN ANY JUDICIAL 
PROCESS REQUIRING THE PAYMENT OF MONEY BY OWNER OR ANY OF THE 
RELEASED PARTIES, SHALL BE TO PROCEED AGAINST THE INTERESTS OF OWNER 
IN AND TO THE BUILDING.  NEITHER OWNER NOR ANY OF THE RELEASED PARTIES, 
NOR THEIR RESPECTIVE EMPLOYEES, AGENTS OR CONTRACTORS, SHALL HAVE 
ANY PERSONAL LIABILITY OF ANY KIND WHETHER UNDER THIS AGREEMENT OR 
OTHERWISE.

PERMITTEE: 
(Please click on the text boxes to enter, except signature) 

Signed: 

Name: 
(Typed) 

Employer: 

Suite Address: 

Office Telephone Number: 

Do you currently have an Access Card? (Y/N): 

Gender for Locker Room Access (M/F): 

Email Address: 
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Date: 

In the event of an emergency, please contact: 

Relationship and telephone number: 
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COVID-19 RIDER 
to FITNESS CENTER AGREEMENT 

The novel coronavirus, COVID-19, has been declared a worldwide pandemic by the World Health 
Organization. COVID-19 is reported to be extremely contagious. The United States Center for Disease Control and 
Prevention (CDC), the State of Texas and local county health departments have recommended social distancing 
measures of at least six feet between people and have encouraged vulnerable people or persons with compromised 
immunities to avoid public gatherings and spaces. The medical knowledge and resulting restrictions and 
recommendations continue to evolve, but the virus is believed to spread from person-to-person contact and/or by 
contact with contaminated surfaces and objects, and even possibly in the air. People reportedly can be infected and 
show no symptoms and therefore spread the disease. The exact methods of spreading the disease and contraction are 
unknown, and there is no known treatment or cure for COVID-19. Evidence has shown that COVID-19 can cause 
serious and potentially life-threatening illness and even death. Owner (as defined in the within and foregoing 
Agreement) cannot prevent Permittee from becoming exposed to, contracting, or spreading COVID-19 while entering 
into the Facility or utilizing the Fitness Center. It is not possible to prevent the presence of the disease or the possibility 
that Permittee may be exposed to COVID-19 while at the Facility or the Fitness Center. Therefore, if Permittee chooses 
to enter into the Facility and utilize the Fitness Center, Permittee may be exposed to and/or increasing his or her risk 
of contracting or spreading Covid-19. 

ASSUMPTION OF RISK.  Permittee understands, and does hereby acknowledge, that he or she is aware of the 
contagious nature of the 2019 novel coronavirus disease commonly known as Covid-19 and other infectious diseases, 
and the risk that he or she may be exposed to or contract Covid-19 or other infectious diseases by being in the Fitness 
Center and engaging in use of the Facility. Permittee understands, and does hereby acknowledge, such exposure or 
infection may result in serious illness, personal injury, permanent disability, death or property damage. Permittee 
understands, and does hereby acknowledge, that this risk may result from or be compounded by the actions, omissions, 
or negligence of others, including employees, agents and contractors of Owner. Permittee understands that Owner 
cannot guarantee that Permittee will not become infected with Covid-19 or other infectious disease while in the Facility 
or Fitness Center, and that being in the Facility or Fitness Center may increase the risk of Permittee’s contracting 
Covid-19 or other infectious diseases. Permittee understands, and does hereby acknowledge, that the use of the Fitness 
Center and the Facility is of such value to Permittee that he or she accepts the risk of exposure to, contracting and/or 
spreading Covid-19 in order to utilize the Fitness Center and the Facility. 

NOTWITHSTANDING THE RISKS ASSOCIATED WITH COVID-19, BY EXECUTION OF THIS 

AGREEMENT, PERMITTEE, ON BEHALF OF HIMSELF OR HERSELF, AND ANY AND ALL OF HIS 
OR HER FAMILY MEMBERS, MINOR CHILDREN, HEIRS, SUCCESSORS, ASSIGNS AND PERSONAL 
REPRESENTATIVES AND EACH OF THEM, (a) ACKNOWLEDGES THAT HE OR SHE IS 

VOLUNTARILY ENTERING THE FACILITY OR FITNESS CENTER TO ENGAGE IN USE THEREOF 
WITH KNOWLEDGE OF THE DANGER INVOLVED, (b) AGREES TO ACCEPT AND ASSUME ALL 
RISKS OF PERSONAL INJURY, DISABILITY, DEATH OR PROPERTY DAMAGE RELATED TO 

COVID-19, ARISING FROM PERMITTEE’S PRESENCE IN OR USE OF THE FACILITY OR THE 
FITNESS CENTER, WHETHER CAUSED BY THE ORDINARY NEGLIGENCE OF OWNER OR 
OTHERWISE. 

REPRESENTATIONS OF ENTRY:  Permittee, by execution of this Agreement, acknowledges and agrees that 
Permittee shall be deemed to have made the following representations upon each and every entry into the Fitness 
Center or the Facility: 

• Permittee is not then experiencing any symptoms of illness identified by the CDC as potential
symptoms of Covid-19. Permittee does not have a fever or cough and is not experiencing any shortness
of breath.

• Permittee does not have a suspected (regardless of whether testing has been sought) case of Covid-19.

• Permittee is not advised to quarantine in accordance with the CDC guidance (14 days following
exposure to a confirmed case of Covid-19).

• Permittee has not been diagnosed with Covid-19 within the prior 10 days, and Permittee has not
experienced any fever within the prior 24 hours.

• Permittee is not advised to isolate in accordance with the CDC guidance.
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• Permittee will follow the recommended CDC guidelines within the facility, including practicing social
distancing and wearing a face covering.

• Permittee will notify Owner immediately upon being diagnosed with Covid-19 or instructed to isolate,
if Permittee has been within the Fitness Center during the prior fourteen (14) day period.

At any time that any of the foregoing representations would be untrue, Permittee acknowledges and agrees that he or 
she will not enter the Fitness Center or use the Facility.  

PERMITTEE: 
(Please click on the text boxes to enter, except signature) 

Signed: 

Name: 
(Typed) 

Employer: 

Suite Address: 

Cell Telephone Number: 

Email Address:  

Date: 

 



WELCOME PACKET

PRESENTED BY

PJS of Texas, Inc.
1304 West Oltorf Street

Austin, Texas 78704
(512) 447-0477

www.PJSofTexas.com



TENANT WELCOME PACKET

Welcome to Professional Janitorial Service (PJS).  Founded in 1985, we have a long 
history of providing quality service and building last ing relationships with our 
clients.

Our goal is to make your life easier. As we begin providing your cleaning service,
please take a moment to read the following information explaining how we do what

we do… and why we do it  that  way.

Uniforms
Both our day and evening staff wear uniforms at  all t imes while on the 
job site.  Although uniform styles vary between shifts, all our uniforms 
carry the PJS logo in order to identify our employees. If at  any t ime you 
see someone in your space claiming to be a cleaning worker without a 
uniform, please contact  security or the management immediately.

Background Checks
To ensure safety, PJS rigorously performs background checks on all
employees.  In addit ion to this we hold our employees to a strict
standard of honesty and behavior.  Violation of any of our policies
is grounds for immediate dismissal.

Locking Doors
PJS understands that  it  is not only important to lock the entrance
doors of your suite, but you may also have certain office doors
within the suite that  you would like us to lock.  We have developed
a simple “Red Dot” system that  identifies which doors you would
like us to lock each evening.  A round red st icker placed on the
latch plate of a door denotes that it  is to be locked.  Some red dots have been included in this 
packet for your use.  We can provide addit ional dots as needed.



Working Behind Locked Doors
Our employees are not permitted to open doors for anyone, even if the employee recognizes 
them. Additionally, once we enter your suite we will ensure that  the entrance door is locked 
behind us. This keeps your suite secure from unwanted intrusion and creates a safe work 
environment for our staff and for members of your team that  may be working late.

Kitchens
Our contract does not provide for cleaning kitchen appliances or dishes. If you desire dish service 
or refrigerator cleaning, we are happy to provide these services at  additional cost. Please contact 
us for quotes.

Back Pack Vacuums
No, we’re not “Ghost Busters”. The contraptions you see on our 
employees are actually backpack vacuum cleaners, the most 
efficient  vacuums made for commercial environments.  These 
vacuums provide the greatest  amount of lift  for soil removal 
while filtering the air through four separate filters before 
returning it  into the room, thereby improving indoor air quality. 
Not all backpack vacuums are created equal; our vacuums
are “Green Label”, cert ified by the Carpet and Rug Institute as
superior soil removal, air filtrat ion, and carpet  appearance.

Carpet  Spots and Stains
PJS will clean spots on the carpet  that  the crew finds or are brought to our at tention.  We define 
spots as something roughly the size of a clenched fist  or smaller.  Spots of this size can generally be 
removed without the use of special carpet cleaning equipment.  It  is the nature of carpet  to “wick” 
spots and stains, much like an oil lamp wick, so that  the same spot may re-appear and require a 
second or even third treatment.  If the spot or stain cannot be removed without special at tention 
we will let  you know and can schedule this at  your convenience. If you would like to have your 
carpet  cleaned on a regular basis, we will gladly quote a price for this service.



HELP US HELP YOU!

Recycling
PJS works in conjunction with the recycling program that  has been chosen for your facility.

When Trash is Trash….or isn’t?
PJS employees will throw away everything in and/ or on top of trash receptacles, so please 
do not use trashcans as additional desk space, storage containers, or as a distribution tool. 
Anything OUTSIDE the trash container that  you wish to be thrown out should clearly be labeled 
with a “trash” or “basura” st icker. This ensures that  boxes near trash receptacles are not mistakenly 
thrown away. Enclosed are fluorescent st ickers that  you may want to use to label your extra
trash, such as boxes and other items that  will not fit  into your trash receptacles.  We will be happy
to supply you with as many as needed. If you don’t  have any fluorescent st ickers, please write 
“TRASH” and “BASURA” prominently on any item you want thrown away that  is not in your can.

NOT TRASH…Loose paper on the floor and unmarked boxes will NOT be thrown away. If your suite 
is connected to a freight elevator vestibule, DO NOT store or place anything in the vestibule area. 
This area is where trash is staged for removal at  night. Anything left  in this area will be thrown out. 
If something you needed is accidentally thrown out, notify the management office immediately!!

Standard Trashcan with Liner

This box is t rash...
because it  has “Trash/Basura” st ickers on 
it . Otherwise it  will not be thrown away. 
However, to be safe, please DO NOT place
items that  could be mistaken as trash next
to a trashcan.



Dusting
All cleared surfaces will be dusted as called for in your specifications. This includes desks, filing 
cabinets and overhead bins.  We train our employees not to dust computer equipment, move any 
papers, equipment or personal items (this helps prevent loss, damage or disturbance.)  When part 
of the surface is covered and part  is clear, employees will dust  cleared areas as well as possible 
without disturbing other items.

If these surfaces are generally not clear and you would like to schedule a t ime with us when they 
will be, please let  us know.

Contact  Us
For special requests or in case of emergency you can contact  the PJS Corporate Office or any 
members of our team. This can be done by telephone or via our e-mail service. When sending 
requests via e-mail please include building name, floor, suite/ office number or any other helpful 
information. Office hours are from 8:00 AM to 5:00 PM, Monday through Friday (except holidays). 
Telephones are answered throughout the day, including the noon hour.  During non-business 
hours, there is an emergency mailbox attached to the PJS Corporate Office phone system, which 
will page the on-call manager.

Office Telephone (512) 298-8103  E-mail:  agamez@pjs.com



CLEANING SPECIFICATIONS

I. GENERAL CLEANING – TENANT AREAS

1. Tenant Areas - Nightly

1. Spot vacuum carpeted areas and rugs (detail vacuum/edge vacuum weekly)

2. Sweep and mop hard surface floors

3. Wipe clean horizontal table and counter surfaces including conference rooms 
and kitchens.

4. Personnel shall not disturb papers on desks, tables, cabinets or floor.

5. Empty all wastepaper baskets and disposal receptacles.  Install can liners.

6. Private restrooms are to be cleaned in accordance with specifications for 
Restrooms.

7. Recycling containers are to be handled as directed.

8. Upon completion of all nightly tasks, all lights shall be turned off. When 
available

2. Tenant Areas - Periodic

Floor Maintenance:
1. Scrub and/or buff resilient floor areas to maintain quarterly.

Dusting:

2. Dust horizontal surfaces, within reach, weekly

3. Dust blinds and window sills monthly

4. Clean the exterior of lights, globes, diffusers and fixtures one (1) time per year. 
Cleaning requiring the disassembly of fixtures is beyond the scope of this 
agreement

Other:



1. Spot clean interior partition glass, lobby doors and entrance glass weekly 
(window washing is beyond the scope of this agreement).

II. GENERAL CLEANING - Restrooms

A. Restrooms - Nightly

1. Sweep and mop flooring with approved disinfectant detergent solution to remove
all spills, urine stains, and debris.

2. Wash mirrors, counters, dispensers and receptacles.

3. Wash and disinfect all basins, bowls and urinals with disinfectant detergent
solution, including tile walls near urinal.  Wash both sides of all toilet seats.

4. Empty and clean disposal receptacles.

5. Fill toilet tissue holders, soap dispensers, towel dispensers and sanitary napkin
dispensers.  The filling of such receptacles to be in such quantity as to last the 
entire day whenever possible.

6. Remove stains as necessary. Clean underside of rims of urinals and bowls.

7. It is the intention to keep Washrooms thoroughly clean and not to use a deodorant
to mask odors.  Deodorants will be used at the direction of Building Management.

8. Report to Building Office any fixtures not working.

B. Restrooms - Periodic

1. Machine scrub flooring quarterly with disinfectant detergent solution.

2. Wash partitions, surfaces once per month.  Spot clean as necessary. Proper 
disinfectants are to be used.                      

3. Dust exterior of lighting fixtures once a month.



III. GENERAL CLEANING - CORRIDORS

A. Corridors - Nightly

1. Vacuum carpeted areas (detail vacuum/edge vacuum weekly)

2. Sweep and mop hard surface flooring to maintain in a clean condition.

3. Elevator car saddles, thresholds and door edges area to be cleaned to remove dirt 
and other debris.

4. Wipe clean all signage.

B. Corridors - Periodic

1. Elevator, stairways, office and utility doors and frames are to be wiped clean 
removing fingerprints, smudges, and other marks monthly.

2. Machine scrub floor, as directed by Building Management, monthly.

3. Clean the exterior of lights, globes, diffusers and fixtures one (1) time per year. 
Cleaning requiring disassembly of fixtures is beyond the scope of this agreement.

IV. GENERAL CLEANING - LOBBY

A. Lobby - Nightly

1. Sweep and mop all public area flooring to maintain in a clean condition.

2. Dust and/or damp wipe all horizontal surfaces.

3. Sweep, vacuum, spot clean and scrub as required all mats and lobby runners.

4. Clean window sills and frames removing smudges and debris.

5. Clean entrance door glass and side panels.

6. Clean freight elevators, lobby console, security desk and directory board as 
applicable.

7. Spot clean wall and other vertical surfaces within reach as directed by Building 
Management.



B. Lobby - Periodic

1. Machine scrub floor, as directed by Building Management, monthly.

2. Clean the exterior of lights, globes, diffusers and fixtures one (1) time per year.
Cleaning requiring the disassembly of fixtures is beyond the scope of this 
agreement.

3. Wash and remove all fingerprints, smudges, scuff marks and other marks from
vertical surfaces not less than once per week.

V. GENERAL CLEANING - ELEVATORS

A. Elevators - Nightly

1. Elevator car thresholds and saddles are to be cleaned to remove dirt and debris.

2. Wipe down exterior doors of building elevator doors as needed.

3. Maintain floors in elevator cabs and clean thoroughly.



IX. GENERAL CLEANING - MISCELLANEOUS

A. Miscellaneous -Additional Tenant Service

1. It is agreed that contractor may perform special additional services for the tenants 
from time to time, and directly invoice the tenant or landlord for such services as 
directed by Building Management.

B. Miscellaneous - Schedule

1. Night and day services shall be rendered five (5) nights/days each week, Monday 
through Friday, excluding holidays.



Hands Free Parking Access Helpful Hints - San Jacinto Center 
 

 

1 How does my parking sticker work?  Your generic parking sticker or TxTag\EZTag sticker (aka 
RFID for short) emits a radio frequency that communicates with the reader by transmitting its 
frequency to the parking access control system. This confirms your parking eligibility and raises 
the gate arm. If you are not in our system, the gate will not open. 

 
2 Where should I place my sticker or hang tag?  Placement of the TxTag\EZTag sticker varies 

depending on a vehicle’s make, model, year, etc. We recommend consulting your vehicle owner’s 
manual, contacting your dealership, or contacting the toll agency that issued the toll tag. You may 
also be able to find this information by searching Google. If you are using a temporary hang tag, 
please make sure to tilt or hold the tag against the windshield when approaching so it can be read. 
The temporary hang tag can be held in your hand and will not be damaged by doing so. 

 
3 Must I place the sticker on the windshield?  Yes. This is necessary as the windshield acts as an 

antenna increasing the signal’s strength. Holding the sticker in your hand will detract from the 
signal as your hand absorbs its radio frequency, and repeated use may damage your sticker. 

 
4 Can I have other stickers/tags on my windshield?  No. If you have other RFID stickers or toll tags 

on your windshield, you will run into intermittent access issues. It is imperative that you only have 
a toll tag or one of our generic RFID tags issued by the parking office.  

 
5 What if I drive more than one vehicle to work?  Extra “hands-free” generic RFID stickers can 

be purchased for $30.00 per sticker. Please notify your office parking coordinator and they will 
request them from the parking office.  

 
6 How quickly should the gate raise?  Our goal is to keep traffic moving at a smooth controlled 

pace, but please remember, the San Jacinto garage is not a toll road. For your safety, the gates 
require a vehicle come to a slow, yet brief stop when entering/exiting the garage. If you 
approach the gate too quickly or do not allow the gate arm to return to its starting position after 
another vehicle has activated the gate you will pass the RFID reader’s detection zone. This will 
require you back up and slowly approach the gate again. 

 
7 What if my sticker fails and the gate does not open?  For any gate related issues, help is 

available 24/7. There is an assistance button located on the machines at each entrance/exit. If 
help is needed, please press the button once and a representative will assist you. For faster 
service, we recommend trying some of the troubleshooting tips below before contacting the 
parking office: 

 

• Confirm the toll tag number on the back of the toll tag sticker you provided is correct 

• Confirm you have no other RFID tags on your windshield which will cause interference 

• Confirm you have placed the RFID tag in the right area on your windshield as indicated by 
your vehicle owner’s manual, dealership or issuing toll agency 

• Confirm your RFID tag is not damaged by being torn or peeled off to adjust its placement 
on the windshield, damaging the chip and wiring in the sticker 

• Confirm the toll tag is not “dead.” If a tag is “dead” toll agencies will not notify you. They 
will default to charging you by your license plate instead. If you check your statement and 
you see the toll agency has billed your license plate rather than your toll tag, you will know 
the toll tag is “dead” and needs to be replaced. 
 

 



NAME: EFFECTIVE DATE: 

COMPANY: PLEASE PROVIDE VEHICLE INFORMATION:

BILLING 
ADDRESS: 

MAKE/MODEL: 

YEAR/COLOR: 

PHONE: LIC PLATE No.: 

PLEASE COMPLETE APPLICABLE SECTION(S) BELOW 

GARAGE/TAG INFORMATION TAG ACTION DEACTIVATE 

  Subject to availability and lease terms 

San Jacinto Garage  Replacement Card   

111 Congress Garage   

     Garage Information 

Activate New Tag 

Lost Tag 

 Unreserved  Reserved Replace Tag   

Reserved Space No.: __________ Deactivate Tag   

  __     Tag Number(s):______-_______________________ 
Transfer Tag From: 
 ___________________  

____________________ 

*Please note if TEX, HCTR or DNT Tag

*There is a $30 non-refundable charge for the replacement of lost or damaged parking tags.

• Completed and signed forms must be emailed to SJC@reefparking.com.   All forms must be received no later than 12:00 p.m. for same day 
processing.  Any forms received after 12:00 p.m., will be completed the following business day.  All parking tags will be delivered to the 
tenant representative.

• Payment for parking is due on or before the first of each month. Accounts are considered delinquent by the 5th of each month. In the event 
your account is delinquent, your parking may be terminated.

• The parking tag must be used at all times to operate the entrance and exit gates to the garage. If your parking tag does not work, email us 
at SJC@reefparking.com.  Parking tags must be used in an “IN/OUT” sequence. If this order is reversed, the tag will not function.

TENANT REPRESENTATIVE SIGNATURE 

OFFICE USE ONLY 

Processed By: TX TAG No.: 
Lost/Damaged/Unreturned Card: 
$30 parking tag 

Billed By: Generic No.: Paid in person - $30 

Date Entered: Notes: Bill-back tenant -$30 

Account No.: 

UPDATED 6-30-15 

Comment: ____________ 

_____________________ 

San Jacinto Center 
GARAGE TAG REQUEST FROM 

Please note below the tag(s) that 

you wish to deactivate: 

____________________________

____________________________

____________________________

____________________________

____________________________

____________________________

___



How to operate the KMC NetSensor: 

 

1. Press any button to bring up desired setpoints menu. 
2. Us the up and down arrows to adjust the setpoint. 
3. Press the center button to confirm the setpoint and advance to next (if both heating and cooling 

points are entered). 
4. When done, press and continue to hold down the center button until current space temp and 

time are displayed again. 

The system is a dual setpoint system so as you go to change the setpoint there will be one that says 
COOLING and one that says HEATING. The system will heat the space temperature up to the HEATING 
setpoint and cool the space down to the COOLING setpoint. 

 

For example, if you are hot: 

Press any button once to bring up the setpoints - you can ignore the heat setpoint and instead simply 
lower the COOLING setpoint. Press the appropriate arrow button to raise or lower the setpoint, then 
press the center button to confirm. The system will adjust the HEATING setpoint to below the COOLING 
setpoint if needed, and then begin to cool the space down to the new COOLING setpoint. 



COMMERCIAL CONTAINER GUIDELINES 
 

 

The following items can be placed in the Single Stream Recycling Container.   

Items must be loose and NOT in bags 
• Paper 

o Office paper 

o Magazines 

o Catalogs 

o Newspaper 

o Envelopes 

o File folders 

o Sticky notes 

• Cardboard or Boxboard 

o Shipping boxes 

o Shoe Boxes 

o Cereal Boxes 

o Food Boxes 

• Empty Containers made of Plastic, Metal, Aluminum, or Glass 

o Soda cans 

o Water bottles 

o Glass bottles 

o Soup cans 

o Plastic containers 

 

The following is a list of items NOT allowed in trash OR recycling frontload or sideload 

containers. 
 

• Construction Materials:  i.e. concrete, wood, paint, solvents, thinners 

• Furniture: i.e. couches, sofas, mattresses, box springs 

• Appliances 

• Air Conditioners, Refrigerators, or anything with Freon 

• Oil, Oil rags or filters (unless drainer for at least 24 hours) 

• Industrial or Hazardous Chemicals 

• Tires 

• Fluorescent Tubes or Light bulbs 

• Medical Waste 

• Herbicides or Pesticides 

• Radioactive Materials 

• Dirt, Sand, Landscape or Yard Waste 

• Dead Animals 

• Automotive Batteries 

• Any items which will not fit inside the container 

• Any items that would get stuck in the container 

• Any items left outside of the container 

 

 

Thank you for doing business with Texas Disposal Systems. For more information please contact us at (800) 375-

8375 or visit our website at www.texasdisposal.com 

 

Signature: ___________________________ Date:  ________________ 

Company Name:  ____________________________________________ 

Account Number:  ___________________________________________ 



THE CURE FOR SEPARATION ANXIETY™

WWW.BALCONESRESOURCES.COM

We created SingleCycle® to cure your separation anxiety. No more
second-guessing your recycling efforts or sorting your recyclables.
Leave the sorting to the experts (that would be us!). One bin takes
all of your recyclables. It's that easy. You throw it in, we sort it out.

ITEMS NOT ACCEPTED

ACCEPTED ITEMS

VISIT OUR SITE FOR MORE ACCEPTED AND UNACCEPTED ITEMS 

GLASSALUMINUM
& TIN

PLASTIC CARDBOARD
& PAPER

Food Waste (scraps, plates, napkins, paper towels and paper cups) • Restroom 

Waste • Styrofoam • Construction and Demolition Debris • Moisture (water, 

grease and oil) • Landscaping Debris (grass clippings, leaves, sand and dirt) 

THE CURE FOR SEPARATION ANXIETY™

WWW.BALCONESRESOURCES.COM

We created SingleCycle® to cure your separation anxiety. No more
second-guessing your recycling efforts or sorting your recyclables.
Leave the sorting to the experts (that would be us!). One bin takes
all of your recyclables. It's that easy. You throw it in, we sort it out.

ITEMS NOT ACCEPTED

ACCEPTED ITEMS

VISIT OUR SITE FOR MORE ACCEPTED AND UNACCEPTED ITEMS 

GLASSALUMINUM
& TIN

PLASTIC CARDBOARD
& PAPER

Food Waste (scraps, plates, napkins, paper towels and paper cups) • Restroom 

Waste • Styrofoam • Construction and Demolition Debris • Moisture (water, 

grease and oil) • Landscaping Debris (grass clippings, leaves, sand and dirt) 
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