BUILDING MANUAL

FOR

SOUTH DADE OFFICE TOWER 1
Pinnacle Investment Properties, Inc.

10700 Caribbean Boulevard, Suite 201

Cutler Bay, FL  33189

Tel: (305) 235-8881

Fax: (305) 251-5481

Pinnacle Management Services Corp.

10700 Caribbean Boulevard, Suite 201, Cutler Bay, Florida 33189  ( Tel: (305) 235-8881 
Fax: (305) 251-5481 Website: www.pinnacleinvestmentproperties.com

2010 BUILDING CLOSURE SCHEDULE 

New Years Day

January 1st

        Friday
Memorial Day


May 31st


        Monday

Independence Day

July 5th 


        Monday
(In Observation)
Labor Day


September 6th 
 

Monday

Thanksgiving Day 

November 25th
      

Thursday 

Christmas Day


December 25th 

Saturday
2009 Management & Leasing Office Holiday Schedule

The Management & Leasing offices will be closed on the following days; this, however, is not a building holiday. The building will operate as usual with all regular building services. 

Day after Thanksgiving
November 26th


Friday 

Christmas Eve

December 25th 


Friday
Note: Any services required beyond the normal operational hours of the building for example Overtime A/C, must be requested 24 hours prior to the request date and will adhere to the normal charges stated on each tenants lease agreement. Please email or fax all requests to the management office. 

GENERAL BUILDING INFORMATION FOR NEW TENANTS

Welcome to the SOUTH DADE OFFICE TOWER 1 building.  We are pleased that you have chosen South Dade Office Tower 2 as your place of business.  Our building is open for business from 7:00 am to 6:00 pm, Monday through Friday and 8:00 am to 12:00 pm on Saturday (via Access Card).  Any time outside of these hours and on holidays are considered “after-hours”.  The information contained herein should acquaint you with the services provided by the building, and the general procedures to be followed by all tenants.

Building:
South Dade Office Tower 1
10700 Caribbean Boulevard

Cutler Bay, Florida 33189

Hours of Operation:

Monday through Friday – Building is open from 7:00 a.m. to 6:00 p.m.  Use card key access after 6:00 p.m.

Saturday – Sunday Building is closed.  Access only via access card or Tele-Entry System ONLY .

Property Manager:
(305) 235-8881, dial “0” upon hearing voice mail message if after hours or in case of a building emergency.
Security:
The Southland Mall Patrolling vehicles patrol the buildings and ground periodically.
Parking Facilities:
Parking spaces close to the entrances of the building are available for tenants and visitors on a space-available basis.   All visitors must use the parking between building/office hours.  Overnight parking is not permitted, unless specified in your Lease Agreement.

Janitorial Service:

Preferred Building Services
Problems, contact:
Management Office 305-235-8881

Typical Cleaning Services include normal furniture dusting, vacuuming and trash removal.

-Cleaning personnel have been instructed not to remove boxes and/or papers unless they are either in a waste bin, or noticeably marked “Trash/Basura”.

-If a tenant wishes to have desktops thoroughly cleaned, all papers thereon must be removed; or, if papers are moved to the extreme right or left of the desktop, then the cleared surface area will be cleaned.

-Janitorial services DO NOT include washing any dishes, glasses or cleaning any appliances.

-Carpet Shampooing is NOT included.  If you would need your carpet shampooed please call the Management Office. We recommend carpet shampooing annually if you have new carpet installed it is required.
-The services listed below are available at additional cost.  If you wish any of these services, please make arrangements directly with the Management Office at 305-235-8881.
-Wood Furniture Polishing


-Special Function Cleaning

-File Cabinet Washing & Polishing

-Carpet Soil Protection

-Upholstery (fabric) shampoo

If you should have any questions as to these services, please contact the Management Office (305) 235-8881.

After Hours Access:
Each company must determine which employees will have access to their space at any time.  These are persons who require no supervision.  There is a $35.00 deposit for each new or replacement cards (lost or stolen), payable upon receipt.  This $35.00 will be refunded upon return of the card to the Management Office.  If card is lost or stolen, this deposit is non-refundable.  Should the card need to be replaced in the future, an additional $35.00 deposit will be required for a new card.

Cards cannot be issued without written notification. An After Hours Access Card Request Form is attached.  Each card is the sole responsibility of the person to whom it is assigned, and therefore must never be loaned to another person without written acknowledgement from both parties.  Should an employee with an access card be terminated, report it by telephone immediately, and confirm in writing.  This will allow us to disable the card, and deny after hours access to the person.

To use the card, slowly slide the card in a downward motion, with the arrow on the card pointing down.  The green light on the panel will light up indicating that the door is unlocked.  Under no circumstances should an employee allow another person unknown to them to enter the building.  If there is any concern, contact the Property Manager directly (305) 235-8881 and dial “O” upon voice mail message.  These cards need only be used on weekends, holidays, between 6:00 PM and 7:00 AM Monday through Thursday and between 6:00 PM Friday to 7:00 AM Monday (building is locked all day Saturday and Sunday, use access cardkey to enter).

Visitors:
Visitors must use the Telephone Access located at the entrance of the building.  They simply dial the extension that corresponds to your company name on the directory board.  When you answer the line, you either 1) press the number “6” on your phone, which will unlock the door for 30 seconds, or 2) go to the entrance to personally let them in the door.  Under no circumstances should you unlock the door for someone unknown to you, even if they claim to be a tenant.

Signage:
Unless otherwise stated in the Lease, signage is available at the tenant’s expense for the
Building Lobby Directory/Tenant Door Sign.  To order signs, a letter stating the exact working for your company name, as it should appear on these signs, must be sent to the Management Office.  Signs will not be ordered without a written request from the tenant. In general, it is recommended to call and speak directly the Property Manager to discuss your needs and clarify requirements.

For your convenience, the attached form has been provided for your use.  Please use the

form in making your request.  A signed, faxed copy of this form to the Management Office will be accepted.  Please be aware that signage takes 3-5 days from the time order is received by manufacturer.

Building or Tenant Space Problems:
In the event that a problem in your space should arise, i.e., burnt light bulbs, problems with electricity, problems with air conditioning, etc., contact the Management office.  Please note that a work order must be filled out for each Tenant Request which will be signed off by Tenant when the work is completed.  For your convenience, a work order is attached.

We request that you email all tenant work orders to the following address tsport@pinnacleinvestmentproperties.com otherwise please call the management office. If there is no one in the office to take your call personally, please leave a message on the answering machine or you may fax the work order to (305) 251-5481.

Should an emergency such as a fire alarm, water leak occur, immediately contact the Property Manager at (305) 235-8881; dial “0” upon hearing voice mail.

Tenant Contact:
Each tenant should designate one individual to be the contact person, who will transmit

all tenant requests to the Management Office (see attached Tenant Service Work Order Form).  The investigation and findings of any needs will be reported to this individual by one of the building staff.  This procedure eliminates duplicate calls to the Management Office for the same needs and duplicate responses to the tenants.  This contact person shall sign the Tenant Service Work Order indicating tenant’s satisfaction after service work has been successfully completed.

Deliveries/Moves:

All deliveries/moves must be made into the building via the larger elevator.  Under no

circumstance is the smaller passenger elevator to be used.
If the delivery is an especially large or heavy one, maintenance must be notified

immediately so that the elevator may be adequately prepared.

Any large deliveries, move-ins and move-outs will only be allowed after 3:00 PM

Tuesday through Friday or all day Saturday.   Delivery and/or moving trucks should park to the West of the building or North Main Entrance.  All moves to the building must be coordinated /scheduled through the Management Office, a minimum of 48 hours notice is required to schedule this procedure.

Please advise your vendors not to obstruct traffic to the entrances of the building

while making their deliveries/move.

Overtime Air Conditioning:
Air Conditioning for the entire Building is shut off after building hours (6:00 PM).  If 

your office will be in use after business hours and you will be requiring air conditioning, you must

contact the Management Office at least 24 hours prior to the time that air conditioning will be

needed.  There is a per hour charge for this service.
For your convenience, the attached has been provided for your use.  Please use this form

in making your request.  A signed, faxed copy of this form to Management Office will be accepted.
Mail:

A mailbox is assigned at the time of move-in, along with the respective keys.  In general,
the mailman will not deliver mail directly to the office.  It is advisable to check your assigned mailbox daily. If you lose you key a new key will need to be requested at the local post office on Quail Roost Drive.
Keys:

Each tenant is provided with one (1) key to their space, one (1) key to the ladies room and one (1) key to the men’s room.  Replacement or additional keys are at tenant cost and will appear on your next monthly billing.

Building Dumpsters:
Some tenants receive large deliveries, and subsequently have large amounts of

trash/boxes.  These must not be placed in the hallways as this violates City Fire Codes.  Instead

they should be broken down and taken to the dumpster located at the  south side of the building in the parking lot (to the rear of Farm Stores).

Building Holidays:
The holidays for the building are as follows:

New Year’s Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Christmas Day

On these holidays, the building will be closed.  Contact the Management Office at (305) 235-8881

if services are needed for that day.

EVACUATION PLAN

To All South Dade Office Tower Tenants:

Please read the following “Evacuation Plan” for the South Dade Office Tower Building and accompanying floor plan. This is a generic floor plan indicating the elevator lobby and the stairwells. The building has two (2) stairwells, one on the east side of the building that opens “out” into the EAST side parking area, and one on the WEST side that opens “out” into the lobby.

When the Fire Alarm is activated DO NOT USE THE ELEVATORS. The evacuation procedure is as follows:

1. Even Number Floors (2 and 4) exit the building using the EAST stairwell; Odd Number Floors (1 and 3) exit the building using the WEST stairwell.

2. All tenants must evacuate the building until such time as management has given the “all clear” to re-enter the building.

3. DO NOT LEAVE THE STAIRWELL DOORS OPEN. These doors are fire resistant doors that prevent the spread of a fire into the stairwell and the other areas of the building.

4. Remain calm and move steadily and orderly down the stairs. Ladies wearing high-heeled shoes may want to remove their shoes; long skirts should be gathered and held up so as not to create a hazard.

5. Each tenant on an EVEN Number Floor, upon exiting the building using the EAST stairwell, should gather in the back of the building’s East Parking Area; each Tenant on an ODD Number Floor, upon exiting the building using the WEST stairwell, should gather in front on the Main Entrance into the building. At these locations, your “Designee” should take a roll-call to determine if all employees are accounted for. If there are any employees not accounted for, it should be reported to an official or any of the management team immediately. Remember with this report, all information describing the missing employee, what that employee was wearing, what part of the building that employee was last seen in will be needed to assist in an official search for this employee.

6. DO NOT CALL THE MANAGEMENT OFFICE asking whether or not to evacuate the building. For your safety ALWAYS EVACUATE THE BUILDING UPON A FIRE ALARM!

7. DO NOT QUESTION AUTHORITY…

The time to ask questions is BEFORE an evacuation, NOT during.

Thank you in advance for your cooperation.

Pinnacle Investment Properties, Inc.

Property Manager

South Dade Office Towers 1 & 2

Pinnacle Management Services Corp.

10700 Caribbean Boulevard, Suite 201,  Cutler Bay, Florida 33189  ( Tel: (305) 235-8881  Fax: (305) 251-5481

To:  Tenants at South Dade Office Tower 1  

RE:
HURRICANE PROCEDURES

On June 1, we officially entered the hurricane season NOAA’s prediction for the six-month season, which begins June 1, NOAA is projecting a 70 percent probability of the following ranges:

· 14 to 23 Named Storms (top winds of 39 mph or higher), including:

· 8 to 14 Hurricanes (top winds of 74 mph or higher), of which:

· 3 to 7 could be Major Hurricanes (Category 3, 4 or 5; winds of at least 111 mph)

Please take some time to review the following Hurricane Preparation Procedures to be used as a guideline for the procedures that should be followed at the building.

HURRICANE PREPARATION PROCEDURES

I.
HURRICANE WATCH:


A hurricane watch is an announcement to the public about a tropical storm or hurricane that becomes a threat to coastal areas.  This announcement is not a warning.  It indicates the hurricane is near enough so everyone in the area covered by the “watch” should listen for subsequent advisories and be prepared to take precautionary action in case hurricane warnings are issued.

When a Hurricane Watch is issued the following precautions should be taken:

1. Stay informed by watching news updates on the storm’s movement and intensity.

2. Review the recommended precautionary steps in the event a Hurricane Warning is issued.  If these steps cannot be completed within three (3) hours of the issuance of the Warning, begin the steps during the Hurricane Watch so that the balance of the work can be completed by available personnel within three (3) hours.

3. Plan your staffing needs in the event a warning is issued.  Take into consideration employees that are out of the office and will not be available to assist.  Employees may have to take care of their families and homes and may want to, or be required to, evacuate the area in which they live.

4. Place “on call” all employees who will assist with hurricane preparations to immediately report to the office upon issuance of a Warning.  Public officials may limit access to certain areas as the storm approaches.  Building personnel will turn off elevator and electricity to the property as the storm approaches (usually 6 to 8 hours after a Warning is issued).
II.
HURRICANE WARNING:


A warning is issued to indicate that hurricane winds of 75 miles an hour or higher, or a combination of dangerously high water and rough seas are expected in a specified coastal area.  When a hurricane warning is announced, hurricane conditions are considered imminent and will reach your areas within 24 hours.  Precautionary actions should be started immediately.

When a Hurricane Warning is announced, the following precautions should be taken immediately:

1. Remove all items hung on the walls of the perimeter offices to prevent them from flying off the wall and causing damage.  Pictures should be removed and wrapped in plastic.

2. Clean all desks, credenza’s and tables of potential flying objects.

3. Relocate valuable papers and items to the most secure interior office.

4. Relocate all computers, printers, modems and other electrical equipment to an interior office.

5. (Optional) Relocate desk drawers and file drawers containing important files and papers to an interior office.

6. Close blinds and drapes.

7. Consider taking all personal belongings off-site.

8. Inventory all furniture and equipment.  Take photographs and/or video recording and store these off-site.

9. Turn off all lights.  

10. Do not place any type of tape on the windows.  Tape has no benefit in a hurricane.  Removal of the tape can be difficult and costly, especially if removal damages the glass.

11. Close all perimeter office doors.

12. Electronic access to the property will be discontinued and the building will be physically secured.  Elevators will be shut down.  Access by tenants will NOT be possible after the building is secured.

13. All employees should return to their homes and listen to their radios for advice as to when to return to work.

III. After the storm has passed and all Warnings are discontinued, the following will probably occur:

1. A property management team will arrive at the property to evaluate the extent of damage and provide limited access to the building.

2. A limited number of tenant employees will be allowed into the building to evaluate individual suite damage, if property management determines this can be done with a reasonable degree of safety.

3. The building will not be opened to all employees and the public until:

a. Electricity and water are restored

b. Electricity is restored inside the building by property management

c. Elevator service is restored

4. Do not use the elevators, even if there is power, until so advised.  It is common for power to be turned off by FPL, without notice, while they are restoring power to other areas.

5. Tenants may call the building phone number (305) 235-8881 to receive an update on the status of the building.  The property manager’s cell number is (305) 218-1298.

6. Only employees of tenants will be given access to the building.  No children, friends or pets will be allowed in.

7. Upon returning to your space, report all leaks, exposed wiring and water damage, broken windows immediately to the management office.  Compile a list of damage to your space for the management office and your insurance company.  You may want to take pictures and/or videos of the damage in your space.

8. Do not turn on computer or other office/electrical equipment if there is indication of low voltage or power fluctuations, low air conditioning output, water under raised floor, broken windows or damaged equipment.

9. Initiate clean-up of your space.

If you have not already done so, please be sure to provide key personnel emergency home contact numbers to the management office.  If you have any questions, please call me at (305) 235-8881.

Very truly yours,

[image: image1.jpg]



PINNACLE MANAGEMENT SERVICES CORP.

Taryn T. Sport

South Dade Office Towers 1 & 2

Please fill out the following forms completely prior to move in date.
Email or fax them to the management office when completed

Email: tsport@pinnacleinvestmentproperties.com 

Fax: (305) 251-5481
Pinnacle Management Services Corp.

10700 Caribbean Boulevard, Suite 201, Cutler Bay, Florida 33189  ( Tel: (305) 235-8881 Fax: (305) 251-5481

EMERGENCY CONTACT INFORMATION FORM

Please complete and return to the management & Leasing Office

	SOUTHDADE OFFICE TOWER   1

10700 Caribbean Boulevard
	Suite Number :

	Company Name:
	

	Primary Contact Person:
	

	Office Telephone  Number:
	

	Fax Number:
	

	Home Telephone Number:
	

	Cellular Telephone Number:
	

	Beeper/Other Telephone Number:
	

	Email Address:
	

	
	

	Alternate Contact Name:
	

	Office Telephone Number:
	

	Home Telephone Number:
	

	Cellular Telephone Number:
	

	Beeper/Other Telephone Number:
	

	Email Address:
	

	
	

	Please indicate if there are any of your employees that would require special assistance in the event of an actual emergency.

	                                           Employee Name:

	Please describe this employee’s special needs in the space provided

	

	

	

	                                           Employee Name:

	Please describe this employee’s special needs in the space provided

	

	

	

	Current number of employees:
	


Note: Please call (305) 235-8881 with any changes in emergency telephone contact numbers.

SOUTH DADE OFFICE TOWER 1 
THIS FORM MAY BE FAXED TO THE MANAGEMENT OFFICE AT (305) 251-5481 OR  EMAILED AT TSPORT@PINNACLEINVESTMENTPROPERTIES.COM. 
Key Request Form

TENANT NAME: 

SUITE :  _____  
BUILDING: _____ 10700  _____ 10720


This will serve as our authorization to provide us with additional keys in the requested quantity noted below.  It is our understanding that a fee of $7.00 per key will be charged to our company and these charges will appear on our next monthly invoice.

Entry Office :





_______________________________

(Description)

Interior Office:


______

_______________________________           

(Description)

Women’s Restroom :


 

Men’s Restroom :


 

*Mailbox


             

Box Number          _             

REQUESTED BY:                                                           
 

    (Please print name legibly)

EMAIL ADDRESS: __________________________




(For Notification purposes only)

* Tenant understands and agrees that Tenant is required to immediately notify the United States Postal Service upon the theft, loss, misplacement, damage or any unaccountability of the key (s) and that a charge may be imposed by the United States Postal Service to replace the key(s) or change the postal locks.  Tenant also understands that the mailbox and key (s) are the property of the United States Postal Service and that Tenant may be charged for any damages to the key (s) or postal box.

ACKNOWLEDGMENT OF RECEIPT OF THE ABOVE:

BY:                                                                                   
DATE: _________________                       

    (Please sign name legibly)





PINNACLE MANAGEMENT SERVICES CORP.

10700 Caribbean Boulevard, Suite 201, Cutler Bay, FL  33189

Ph:  (305) 235-8881      Fax:  (305) 251-5481

TO:
Continental Marketing Group



ORDER FORM 


8744 SW 133 Street


Miami, Fl  33176

Ordered By: ____________________ Date: ______

PH:
305/232-2226




Building:  SDOT1 - 10700 Caribbean Boulevard

FX:
305/238-6422
ATTN:
_______________________

	Vinyl lettering for 13’ x 13’ corridor board – 1”, color: parchment



	Engraved illuminated lobby strip (.5”  x 10.25”) – ALL CAPS



	Vinyl lettering for 24” x 48” corridor board – 2” numbers, 1.25” and 1” letter, color: parchment



	2” x 12” green/white letters engraved plaques



	Notes:




Pinnacle Management Services Corp.

10700 Caribbean Boulevard, Suite 201, Cutler Bay, Florida  33189

Tel:  (305) 235-8881 Fax:  (305) 251-5481

South Dade Office Towers 1 & 2
After Hours Access Card Request Form

TENANT:
______________________      PRIVATE 

BUILDING:
10700 [    ]     10720 [   ]

SUITE NUMBER:___________________                     

The Access Card Reader allows access to the Building during non-operational hours.  Tenant understands and agrees that Tenant is not authorized to release the after Hours Access Card(s) to any other person other than the ones listed below, at any time, for any reason whatsoever.  Tenant further understands and agrees that Tenant is required to immediately notify the Building Manager upon loss, misplacement or any other unaccountability of this card, and that a deposit of $35.00 per card is required to ensure the return of the card upon termination of the lease.  Tenant understands that in the event of loss of the originally issued card, a charge of $35.00 will be assessed to Tenant’s account to defray the cost of replacing the card and an additional refundable deposit of $35.00 will be required prior to the issuance of a replacement card.  Tenant further understands that the magnetic entry card is, and will remain the property of Pinnacle Investment Properties, Inc. at all times.

NAME







CARD NUMBER

___________________________________________
_______________________________

___________________________________________
_______________________________

___________________________________________
_______________________________

___________________________________________
_______________________________

__________________________________________
_______________________________
___________________________________________
_______________________________

REQUESTED BY:                                                           DATE:__________________ 

    


(Please sign name legibly)
Pinnacle Management Services Corp.

10700 Caribbean Boulevard, Suite 201, Cutler Bay, Florida 33189  ( Tel: (305) 235-8881

 Fax: (305) 251-5481 Website: www.pinnacleinvestmentproperties.com  

SOUTH DADE OFFICE TOWERS

WORK DESCRIPTION ORDER
DATE ________________________

TIME_________________________

TENANT NAME _____________________________

TENANT SUITE # ______________________

REQUESTED BY ______________________

	
	DESCRIPTION
	DESCRIPTION DETAIL

	
	ELECTRICAL PROBLEM
	

	
	HOT CALL
	

	
	COLD CALL
	

	
	LIGHT BULB (FLUORESCENT)
	

	
	KEY(S)/LOCK DOOR PROBLEM
	

	
	PLUMBING PROBLEM
	

	
	LEAKS
	

	
	RESTROOM
	

	
	ELEVATOR
	

	
	MOVE FURNITURE, ETC.
	

	
	JANITORIAL SERVICES
	

	
	PAINT
	

	
	EMERGENCY PROBLEM 
	


	MEN’S 
	

	WOMEN’S
	

	HANDICAPPED
	


COCHECKED AND APPROVED BY:










 

_______________________________

Tenant’s Signature
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