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PERSEUS 
R E A L T Y 

~ 

'' . '-' 

Re ApplicatiOn No 18453 of 1728 14th Street LLC (the "Apphcant") 

To Whom It May Concern 

Pursuant to the Summary Order for ApplicatiOn No 18453, zonmg rehefwas granted by 
the Board of Zomng Admmistrat10n subject to certam conditions The purpose of this 
letter Is to demonstrate, as presented below, that each of those conditions has been 
satisfied at 1728 14th Street by Perseus Realty (the manager) 

BZA Conditions 
1) A member of the property management team Will be designated as the 

Transportation Management Coordmator (TMC) The TMC Will be responsible 
for ensunng that mformat10n IS dissemmated to tenants of the building The 
positiOn may be part of the other duties assigned to the mdividual 

APPLICANT RESPONSE Perseus Realty has assigned one of Its team members 
as the TMC for the property This contact IS stated on page 4 of the enclosed 
Tenant Handbook, which has been disbursed to each tenant at the buildmg, and 
followed by an explanatiOn on page 12 

2) The TMC Will prepare a package of mformat10n tdenttfymg programs and 
mcentives for encouragmg retail and office tenants to use alternative modes of 
transportation Packages Will mclude mformat10n regardmg the followmg 

• Capital Btkeshare, 
• Z1pcar, 
• Commuter Connections Rldeshare Program, 
• Commuter ConnectiOns Guaranteed Ride Home, and 
• Commuter ConnectiOns Pools Program 

APPLICANT RESPONSE The enclosed Tenant Handbook, which has been 
disbursed to each tenant of the bmldmg, mcludes mformation regardmg the 
alternative modes of transportation on Page 12-13 
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3) Lmks to Commuter ConnectiOns and goDCgo com Will be provided on the 
property management websites 

APPLICANT RESPONSE: Perseus Realty has links on Its website to Commuter 
Connections and goDCgo.com The commuter benefits sites are also stated on 
page 13 of the enclosed Tenant Handbook 

4) In each tenant's staff room or pantry withm the premises of each tenant's space, 
the Applicant proposes to proVIde informational boards, and the TMC Will 
provide public transit information sUitable for postmg on those boards such as 
nearby Metrorail stations, Metrobus stops, Zipcar, and Capital BikeShare 
locatiOns as well as Information about WMA TA and Zipcar smartphone 
applicatiOns 

APPLICANT RESPONSE Perseus Realty has provided Informational boards to 
each tenant and the TMC will update those boards when necessary 

5) Convenient and covered secure bike parking facilities will be provided 

APPLICANT RESPONSE The buddmg includes an mtemal bicycle storage area 
adJacent to the elevator m the lower level of the property. The enclosed Tenant 
Handbook includes this building feature on page 12 

6) The loadmg management plan (LMP) will designate a loading coordinator (duties 
may be part of other duties assigned to the mdividual) He or she Will coordinate 
loading actiVIties of the buildmg (including non-FedEx!UPS delivenes, trash 
disposal, retail delivenes, and office delivenes) The loading coordmator will be 
responsible for Informing tenants of the guidelines and procedures for loading and 
delivery operations. 

APPLICANT RESPONSE. Perseus Realty has delivery procedures in place as 
outlined on page 7-8 of the enclosed Tenant Handbook. It has also assigned one 
of its team members as the loading coordinator for the property This contact IS 

stated on page 4 of the enclosed Tenant Handbook 

7) The LMP will designate an on-site indiVIdual to schedule and coordmate with the 
loadmg coordmator and other tenants' on-site coordinators 

APPLICANT RESPONSE. This is included withm the Delivery Procedures 
outlined on page 7-8 of the enclosed Tenant Handbook 

8) The loadmg coordinator will require all non-FedEx!UPS delivenes to use only the 
on-site loadmg berth for delivenes. 

APPLICANT RESPONSE As stated on page 7-8 of the enclosed Tenant 
Handbook, delivenes will occur only usmg the loading dock 



9) Using stgnage m the loading zone, trucks longer than 30 feet will be prohibtted 

APPLICANT RESPONSE. The loading area has stgnage that prohibits trucks 
longer than 30 feet 

IO) The retall and office tenant(s) wtll be required to notifY the loadmg coordmator of 
all regularly scheduled deliveries and of any occasional dehvenes so that the 
loadmg coordinator can seek to avoid conflicting loading activities The retail 
and office tenant(s) shall provide the loadmg coordlnator the following 
mfonnatton· time and date that trucks are anticipated to arrive each day of the 
week, size of trucks being used, and the name of the dehvery company. 

APPLICANT RESPONSE. This Is included wtthin the Dehvery Procedures 
outlmed on page 7-8 of the enclosed Tenant Handbook. 

I I) No truck Idhng shall be permitted m the loadmg zone. 

APPLICANT RESPONSE: Perseus Realty wtll prohibit truck Idlmg m the 
loading area This regulation is included within the Dehvery Procedures outlmed 
on page 7-8 of the enclosed Tenant Handbook. 

I2) Upon Issuance of Certificates of Occupancy and imttal tenant occupancy of the 
retall space and the office space m the budding, the Apphcant wtll make avmlable 
at that time to each tenant employee who requests It a $I 00 SmartTnp card, or a 
$50 car-shanng membership, or a $75 Capital Blkeshare membership, depending 
upon their method of commutmg to and from work .. 

APPLICANT RESPONSE Upon Issuance of Certificate of Occupancy and 
tenant move-in Perseus Realty will make available the aforementioned benefits to 
Its tenants This IS mcluded within the Transportation section of the Tenant 
Handbook (see page 12). 

Thank you for your time m reviewing this letter and the enclosures. Please don't hesitate 
to call If you have any questiOns or comments on the foregomg. 

Sincerely, 

s~:::t:!~ 
Vice President, Asset Management 
Perseus Realty, LLC 

Enclosures· I 



:j.(~~ l't TH ~TB~~T, NW 
WASH!N~TQN, Q~ l OQQ9 

TENANT HANDBOOK 



1728 14th Street, NW TENANT HANDBOOK I 2 

TABLE OF CONTENTS 

Bulldmg Information 4 

Important Contacts and Telephone Numbers 4 

Hours of Operation & Hohdays 4 

Bwldmg Rules & Regulat1ons 5 

Dehvery Procedures 7 

Movmg Procedures 8 

Rent and Other Payments 8 

Bulldmg Serv1ces 10 

Ma1l and Couner Serv1ces :1.0 

Elevator :1.0 

Engmeenng :1.0 

Janrt:onal :1.0 

Heat1ng Vent1lat1on and A1r Cond1t1onmg (HVAC) n 

Emergency Llghtmg and Generator Backup n 

Serv1ce Areas n 

Keys and Hardware n 

Tenant Improvements and Alterations n 

Transportation 12 

Bulldmg Amemt1es 14 

Area Amemt1es & Serv1ces 14 

Recommended Emergency Procedures 15 

Emergency Phone Numbers :1.5 

Floor Response Team :1.5 



:1.728 :1.4 th Street, NW TENANT HANDBOOK I 3 

Tornados 22 

Humcanes 24 

Explos1ons 25 

Med1cal Emergencies 26 

Bomb Threats 26 

Evacuat1on 29 

Clv1l Disturbances 30 

Power Fa1lure 30 

Exh1b1ts 31 

Tenant Move-m Day Information 32 

Floor Response Team Form 33 



1728 14th Street, NW 

Building Information 

Important Contacts and Telephone Numbers 

Bulld1ng Address 

1728 14th Street, NW 

Washmgton, DC 20009 

Property Management 

Perseus Realty- Stephen Schwendmger 

Transportation Management Coordmator- Stephen Schwendmger 

Loadmg Coordmator- Stephen Schwendmger 

Pohce and F1re 

Emergency 

TENANT HANDBOOK I 4 

------------------

(202) 741-1890 

(2o2) 741-1890 

(2o2) 741-1890 

In the event of a f1re or senous pohce matter, please not1fy Property Management at (202) 741-1890 

Med1cal and Ambulance 

Howard Umversrty Hosp1tal- 2041 Georg1a Avenue, NW 

Ambulance 

PEPCO 

Washmgton Gas 

DC Water & Sewer 

Venzon (F1os) 

-------------·--------
Hours of Operation & Holidays 

BUJidmg Hours 

8ooam -6oopm 

90oam -2oopm 

Buildmg Hohdays 

New Year's Day 

Pres1dent's Day 

Memonal Day 

Monday- Fnday 

Saturday 

(202) 86S-6J.OO 

911 

(202) 833-7500 

(202) 442-8000 

<Bss) 343-1470 
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Independence Day 
Labor Day 
Thanksgrvrng Day 
Chrrstmas Day 

Buildmg Rules & Regulations 

TENANT HANDBOOK I 5 

The followrng rules and regulatrons have been formulated for the safety and well-berng of all the tenants of 172814th 

Street Adherence to these rules and regulatrons by each and every tenant contrrbutes to safe occupancy and quret 
enjoyment of the burldrng 

l. The common areas rn the burldrng shall not be obstructed by tenant or used for any purpose other than rngress 
and egress to and from such tenant's premrses The Landlord shall have the rrght to control and operate the 
common areas and the facrlrtres furnrshed for the common use of the tenants rn such manner as the Landlord, rn 
rts sole and absolute drscretron, deems best for the benefit of the tenants generally No tenant shall permrt the 
vrsrt torts premrses of persons rn such number or under such condrtrons as to rnterfere wrth the use and 
enJoyment by other tenants of the common areas No tenant shall place any mats, trash or other objects rn the 
common areas 

2 No awnrngs or other proJectrons shall be attached to the outsrde walls of the burldrng No drapes, blrnds, shades 
or screens shall be attached to or hung rn, or used rn connectron wrth, any wrndow or door of a Tenant's premrses 
wrthout prror consent from the Landlord 

3 The water and wash closets and other plumbrng fixtures shall not be used for any purposes other than those for 
whrch they were constructed, and no sweeprngs, rubbrsh, rags or other substances shall be thrown or placed 
therern The cost for reparrrng all damage resultrng from any mrsuse of the plumbrng fixtures shall be borne by 
the Tenant causrng same 

4 There shall be no markrng, parntrng, drrllrng rnto or other form of defacrng or damage of any part of the shell or 
core of the burldrng 

5 Each tenant, before closrng and leavrng rts premrses at any trme, shall see that all wrndows are closed and all 
lrghts turned off 

6 All machrnes and equrpment must be rnstalled and marntarned wrth proper rnsulatron or paddrng to prevent 
vrbratron or norse from such machrnes and equrpment damagrng the burldrng or annoyrng other occupants 

7 No tenant shall make, or permrt to be made, any drsturbrng norses or drsturb or rnterfere wrth the occupants of 
the burldrng or nerghborrng burldrngs or premrses or those havrng busrness wrth them, whether by the use of any 
musrcalrnstrument, radro, tape recorder, loud speaker or other sound system 

8 No brcycles, vehrcles or anrmals (other than those assrstrng the drsabled), brrds or pets of any krnd shall be 
brought rnto or kept rn or about a tenant's premrses Brcycles, Segways and srmrlar personal electrrc 
transportatron devrces shall be kept rn areas desrgnated by Landlord 

9 No cookrng shall be done or permrtted by any tenant rn or on rts premrses, except that, wrth the Landlord's prror 
wrrtten approval, a Tenant may rnstall and operate for the convenrence of rts employees a lounge or coffee room 
wrth stove, srnk, refrrgerator, mrcrowave oven and/or coffee makers No tenant shall cause or permrt any 
unusual or objectronable odors to ongrnate from rts premrses Each tenant shall be oblrgated to marntarn 
sanrtary condrtrons rn any area approved by the Landlord for food and beverage preparatron and consumptron 

10 No space rn or about the Burldrng shall be used by any tenant for the manufacture of merchandrse, goods or 
property of any krnd nor, rn the case of non-retarl tenants, for the storage or sale or auctron ofthe same 
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11 No flammable, combustible, explos1ve, hazardous or tox1c flu1d, chem1cal or substance or firearms shall be 
brought mto or generated m or kept m or upon a tenant's prem1ses 

12 No add1t1onallocks or bolts of any kmd shall be placed upon any of the doors or wmdows by any tenant, nor shall 
any changes be made m ex1stmg locks or the mechamsm thereof The doors leadmg to the common areas shall 
be kept closed durmg busmess hours except as they may be used for mgress and egress Each tenant shall, upon 
the exp1rat1on or termmat1on of 1ts tenancy, return to the Landlord all keys used m connection w1th 1ts prem1ses, 
mcludmg any keys to the prem1ses, to rooms and offices w1thm the prem1ses, to storage rooms and closets, to 
cabmets and other bu1lt-m furn1ture, and to to1let rooms, whether such keys were furmshed by the Landlord or 
procured by the tenant, and m the event of the loss of any such keys, such tenant shall pay to the Landlord the 
cost of replacmg the locks On the exp1rat1on or termmat1on of the tenant's lease, the tenant shall d1sclose to the 
Landlord the combmat1on of all locks for safes, safe cabmets and vault doors, 1f any, remammg on the prem1ses 

13 All dehvenes and removals, or the carrymg m or out of any safes, fre1ght, furniture or bulky matter or matenal of 
any descnpt1on, must take place m such manner and dunng such hours as the Landlord may reqUire The 
Landlord reserves the nght to mspect all fre1ght, furnrture or bulky matter or matenals to be brought mto the 
bUIIdmg and to exclude from the bUIIdmg anythmg wh1ch v1olates any of these Rules and Regulations 

14 Any person employed by any tenant to do Jamtonal work w1thm the tenant's prem1s~s must obtam the 
Landlord's wntten consent pnor to commencmg such work, and such person shall, wh1le m the bu1ldmg and 
outs1de of sa1d prem1ses, comply w1th all mstruct1ons 1ssued by the Management Office The Landlord reserves 
the nght to w1thdraw such consent, m 1ts reasonable d1scretJon, at any t1me No tenant shall engage or pay any 
employees of the tenant's prem1ses, except those actually workmg for such tenant on sa1d prem1ses 

15 No tenant shall purchase spnng water, 1ce, coffee, soft dnnks, towels or other hke merchand1se or serv1ce from 
any company or person whose repeated V1olat1ons of bUIIdmg Regulations have caused, m the Landlord's sole 
opm1on, a hazard or nUisance to the bUIIdmg or 1ts occupants 

16 The Landlord reserves the nght to exclude from the bu1ldmg at all t1mes, any person who IS not known or does 
not properly 1dent1fy h1mself to the bUIIdmg Management or 1ts agents The Landlord may at 1ts opt1on requ1re 
all persons adm1tted to or leavmg the BUIIdmg to reg1ster after hours Each tenant shall be respons1ble for all 
persons for whom 1t authonzes entry mto the bulldmg, and shall be hable to the Landlord for all acts of such 
person 

17 Canvassmg, sohc1tmg and peddling m the bu1ldmg are proh1b1ted, and each tenant shall cooperate to prevent the 
same 

18 No water cooler, plumbmg or electncal fixtures shall be Installed by a tenant Without the Landlord's pnor wntten 
consent. 

19 There shall not be used m any space, or m the common areas of the bUIIdmg, e1ther by any tenant or others m the 
dehvery or rece1pt of merchandise, any hand trucks, except those equ1pped With rubber t1res and srde guards 

20 No space leased to any tenant shall be used, or permitted to be used, for lodgmg or sleepmg, or for any 1m moral 
or Illegal purpose 

21 Employees of the Landlord other than those expressly authonzed are proh1b1ted from receiVIng any packages or 
other art1cles dehvered to the bUIIdmg for any tenant and, should any such employee rece1ve any such package 
or art1cle, he or she m so domg shall be the agent of such tenant and not the Landlord 

22 No tenant shall affix any floor covenng to any floor of the prem1ses or Bu1ldmg w1th adhes1ve or glue of any kmd 
w1thout obtammg the Landlord's pnor wntten consent 

23 The Landlord's employees shall not perform any work or do anythmg outs1de of the1r regular dut1es for tenants, 
unless under spec•al1nstruct1ons from Property Management The requ1rement of the tenants will be attended 
to only upon application to the Landlord, and any spec1al reqUirements shall be b1lled to the tenant (and pa1d 
w1th the next mstallment of rent due) at the schedule of charges mamtamed by the Landlord or at such charge 1s 
agreed upon m advance by the Landlord and the tenant 
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24 Each tenant shall comply w1th all present and future laws, orders and regulations of all local and Federal 
governmental agenc1es concermng the collect1on, sortmg, separation and recycling of waste products, 
chem1cals, garbage, refuse, trash, newspapers and other matenals (collectively, "Waste Matenals") used m such 
tenant's operations Each tenant shall sort and separate the Waste Matenals mto such categones as prov1ded by 
law Each separately sorted category of Waste Matenals shall be placed 1n separate receptacles approved by the 
Landlord The Landlord reserves the rrght to refuse to collect or accept from the tenant any Waste Matenals that 
are not separated and sorted as requ1red by law, and to reqUJre the tenant to arrange for such collection at the 
tenant's sole cost and expense, w1th a contractor acceptable to the Landlord Each tenant shall pay all costs, 
expenses, fines, penalt1es or damages that may be 1m posed on the Landlord or such tenant by reason of the 
tenant's failure to comply With th1s Regulation, and such tenant shall mdemnrfy the Landlord (mcludmg 
attorney's fees and expenses) from and agamst any act1ons or cla1ms ansmg from the noncompliance 

25 No s1gn, advertisement, not1ce or other lettenng or matenal(s) shall be exh1b1ted, mscnbed, pamted or affixed by 
any tenant on any part of the outs1de or ms1de of the tenant's prem1ses, the bulld1ng or elevators In the event of 
a VJolat1on of the foregomg by any tenant, the Landlord may remove same w1thout any hab1hty, and may charge 
the expense mcurred by such removal to the tenant(s) v1olatmg th1s rule 

26 No showcases or other art1cles shall be put m front of or affixed to any part of the extenor of the bu1ldmg or 
placed m the common areas of the bUJidmg 

27 No tenant shall mstall or perm1t or allow mstallat1on of a televiSIOn antenna on the roof, m the wmdows or upon 
the extenor of 1ts prem1ses or the bu1ldmg w1thout pnor wntten consent of the bu1ldmg Management 

28 No tenant shall t1e m, or perm1t others to t1e m, to the electncal or water supply on the prem1ses Without pnor 
wntten consent of the bUJidmg Management 

29 No vendmg machmes shall be permitted to be placed or Installed many part of the bUJidmg by any tenant The 
tenant may place vendmg machmes w1thm 1ts prem1ses solely for 1ts use only. 

30 No tenant shall place, or permit to be placed, on any part ofthe floor or floors of the space dem1sed to such 
tenant a load exceedmg the floor load per square foot wh1ch such floor was des1gned to carry and wh1ch IS 
allowed by law 

- --- ----- - -- --- ----- ----------------------------- --------------- ---- -- -------- ---------

Delivery Procedures 

In order to make dehvenes convement, safe and damage free the bUJidmg has put m place a loadmg management plan 
(LMP) where a "loadmg coordmator'' (see Bu1ldmg Information, page 4) has been des1gnated by Property Management 
and w1ll coordmate as well as mform tenants of the gu•dehnes and procedures for loadmg and delivery operat1ons Please 
observe the followmg gu1dellnes 

1 All tenants are reqUired to notrfy the loadmg coordmator of all regularly scheduled delivenes and of any 
occas1onal delivenes so that the loadmg coordmator can seek to avo1d confl1ctmg loadmg actJVJtJes Such 
not1ficat1on shall mclude t1me and date that trucks are ant1c1pated to arnve each day of the week, size of trucks 
bemg used (note trucks longer than 30 feet are prohibited), and the name of the delivery company Please 
schedule your dehvery m wntmg w1th the loadmg coordmator at least 1 or 2 days m advance of the delivery. All 
non-Fed Ex/UPS delivenes shall use the loadmg dock 

2 No truck 1dling IS permitted m the loadmg area 
3 Large delivenes (over 8 p1eces of furn1ture) must be delivered before 8 oo a m , or after 6 oo p m on weekdays, 

or anyt1me on weekends 
4 Tenants and delivery contractors assume full respons1b1hty for the repa1r of any and all damage to walls, doors, 

frames, carpetmg, or any other part ofthe bu1ldmg, wh1ch 1s damaged dunng the course ofthe delivery The 
determmat1on of damage caused durmg the delivery shall be at the sole d1scret1on of Property Management It 
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IS suggested that the Tenant and dehvery contractor walk through the leased prem1ses and all related bu1ldrng 
common areas w1th Property Management pnor to the move to note any ex1stmg damage 

5 All delivery personnel must be clearly 1dent1fied by means of caps, t-shrrts or other obv1ous means 
6 All common corndorfloors, marble/tile floors and elevator floors must be covered w1th masomte and secured to 

prevent the boards from seperatrng when bemg used It rs further recommended to protect rns1de the leased 
prem1ses 

7 Load llm1ts of 3500 pounds must be observed rn the elevator 
8 Any trght corners 1n the leased prem1ses or common areas of the bu1ldrng should be padded 
9 All corndors, common areas, lobb1es and sta1rwells must be kept as passable as poss1ble dunng the delivery and 

must be left clean, vacuumed, free of debns and ready to use by other tenants 
10 Atthe complet1on of the delivery, delivery personnel must remove all trash, empty boxes, packrng matenals, 

pallets, etc , from the bu1ldrng 

Moving Procedures 
------------------------------------------·---· 

In order to make your move more convement, safe and damage free please observe the followrng gu1delmes 

1 Tenant shall schedule the1r move m wntmg w1th Property Management at least one (1) week m advance Start 
t1me and approx1mate fimsh t1me should be md1cated Please also complete the "Tenant Move-In Day 
Information" form mcluded rn the exh1b1ts of th1s Tenant Handbook, and return 1t to Property Management 

2 The move must be scheduled for weekends or after 6 oo p m on weekdays unless 1t 1s clearr that a move dunng 
regular burldrng hours (8 oo a m -6 oo p m ) would pose no mconvemence to other tenants or to the normal 
operat1on of the bu1ldrng 

3 A certificate of msurance from the movrng contractor showmg coverage of not less than $l.,ooo,ooo namrng 
Landlord as add1t1onal rnsured must be subm1tted to Property Management pnor to the start ofthe move 

4 Tenants and movmg contractors assume full respons1b1llty for the repa1r of any and all damages to the walls, 
doors, frames, carpetrng, or any other part of the bu1ldrng, wh1ch IS damaged dunng the course ofthe move The 
determrnat1on of damage caused dunng the move shall be at the sole d1scret1on of Property Management It IS 

suggested that the Tenant and movrng contractor walk through the leased prem1ses and all related bu1ldrng 
common areas w1th Property Management pnor to the move to note any ex1strng damage 

5 All movrng personnel must be clearly 1dent1fied by means of caps, t-sh1rts or other obv1ous means 
6 All common corndorfloors, marble/tile floors and elevator floors must be covered w1th masonrte and secured to 

prevent the boards from seperatrng when berng used It IS further recommended to protect ms1de the leased 
prem1ses 

7 Load hm1ts of 3500 pounds must be observed rn the elevator 
8 Any t1ght corners rn the leased prem1ses or common areas of the burldrng should be padded 
9 All corndors, common areas, lobb1es and stairwells must be kept as passable as poss1ble durrng the move and 

must be left clean, vacuumed, free of debns and ready to use by other tenants 
10 At the completiOn ofthe move, delivery personnel must remove all trash, empty boxes, packrng matenals, pallets, 

etc, from the bu1ldrng 

Rent and Other Payments 
---------- ------------------ --------------------- ---------------------------------
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Pursuant to the terms of each lease, all rent payments are due and payable on or before the first of each month lnvo1ces 

reflectmg other charges w1ll be sent to each tenant and due w1th 30 days Checks shoud be made payable to J.728 l.4th ' 

Street LLC and d1rected to 

J.728 l.4 th Street LLC 

c/o Perseus Realty LLC 

J.Sso M Street, NW 

Su1te 820 

Washmgton, DC 20036 
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Building Services 

Mail and Courier Services 
-----------

For your convemence, a US postal employee d1stnbutes the US mall to you ma1lbox on the mam floor 

Nearest US Post Office 

2000 1.4 th Street, NW, SUite 104 (202) 636-1259 

---··----------------------------------------------
Elevator 

One passenger elevator serves the off1ce tenants of the buildmg The elevator can be used as a fre1ght elevator 

The elevator 1s equ1pped w1th a telephone If the elevator stalls, press the alarm button and then press the telephone 
button to s1gnal the elevator serv1ce company 

Please remam m the elevator unttl you are notified that 1t IS completely safe to ex1t 

Engineering 
--- ----------- ----------- ------- -------·- -------------------------

We have qualified personnel to ensure the effic1ent operation of our a1r cond1t1omng, plumbmg, electncal and other 
mechamcal equ1pment Should you need assistance m these areas, please contact Property Management 

---------------------------- --- - -- - -------------------------------- --------------- -------------

Janitorial 

Jamtonal serv1ce 1s prov1ded Monday through Fnday after normal busmess hours Routme office cleanmg mcludes 
vacuummg, dustmg and emptymg wastebaskets Serv1ce to your su1te w1ll commence on the first regular serv1ce day after 
your move-m unless you have requested otherwise 

As a remmder, please do not place any obJect near or agamst trash receptacles 1f the matenalts not to be thrown away 

Please note that the Jamtonal crew w1ll NOT dust any computer equ1pment, mcludmg terminals, hard dnves or keyboards, 
nor Will they vacuum or dust near computer cables or w1res Th1s IS for your protection to avotd d1sruptmg any sens1t1ve 
computer equ1pment 

If you have any spec1al requests or requ1re emergency Jamtonal assistance, please contact Property Management 

Recyclmg 
172814th Street part1c1pates m a recycl1ng program w1th KmG Hauling Inc, the waste removal/recycling contractor 

Cardboard boxes should be broken down by the tenant and then placed m a centralized locat1on w1th trash/basura stgns for 
the mghtjamtonal crew to p1ck up 
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For more mformat1on about recyclmg please call Property Management 

Heating Ventilation and Air Conditioning (HVAC) 

The HVAC system for 1728 14th Street IS a mult1ple Spht System The HVAC umts (w1th electnc heaters) are hung on the 
cellmg w1thm the tenant prem1ses and connected v1a refngerant p1pmg to a remote Condensmg Umt located on the roof 
The standard bu1ldmg hours are 8 oo a m to 6 oo p m , Monday to Fnday, and 8 oo a m to 2 oo p m , Saturdays All 
thermostats are to remam at the standard bu1ldmg temperature and should only be adjusted by the bu1ldmg engmeer 

Emergency Lighting and Generator Backup 

1728 1.4 th Street 1s des1gned w1th emergency battery backup to all bu1ldmg emergency hghtmg fixtures 

Base bu1ldmg emergency hghtmg cons1sts of fixtures strateg1cally placed m the mam lobby, stairwells, and loadmg area 
All ex1t hghts are on the emergency hghtmg system and are energ1zed 24-hours a day to ensure that emergency egress 
routs are marked 

Tenant office spaces have emergency hght fixtures placed throughout the s,Uites to prov1de hghtmg m corndors, k1tchens 
and workrooms 

Service Areas 

All electnc1ans, telecommumcat1ons and repa1r personnel reqUinng access for repa1r or mstallat1on m the bu1ld1ng 
telephone closets, electncal rooms/closets or other serv1ce areas must contact Property Management pnor to 
commencmg work 

MaJOr mstallatlon, especially those mvolvmg telephone or electncal contractors who have not prev1ously performed work 
m the bu1ldmg or requ1re access outs1de your prem1ses, must coordmate w1th Property Management m advance In all 
cases, Certificates of Insurance are requ1red of the contractor engaged m such repa1r, mamtenance and/or mstallat1on 
work 

Keys and Hardware 

Controlling the d1stnbut1on of off1ce keys (or keycards) IS an mtegral part of overall bu1ldmg secunty We encourage each 
tenant to mamtam the1r keymg system m a proact1ve manner, and to ensure that access to the1r space m not 
compromised Each tenant needs to have a system m place to keep track of md1v1dual doors and locks m that respective 
tenant's space 

Tenant Improvements and Alteratmns 
-------- -- ----------- -----------------------
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All tenant Improvements at 1728 14th Street are subject to approval by Property Management pnor to construction 
Property Management w1ll arrange to meet With you to d1scuss your request, and will obtam the requ1red architectural, 
engmeenng and consultant assistance, get the necessary cost est1mates and coordmate the changes des1red 

Transportation 

There are many transporatlon opt1ons ava1lable to the tenants of 1728 14th Street, 1ncludmg bus, Metrora1l, b1cycle, car 
shann9J and carpoolmg The Property Management team has ass1gned a Tranportat1on Management Coordmator {TMC) 
for 172814th Streetto mform tenants of the alternate modes of transportation ava1lable The TMC w1ll supply 1nformat1on 
boards for your staff room or pantry that mcludes the opt1ons ava1lable Add1t1onally, upon request tenant employees may 
rece1ve a $100 SmartTnp card, or a $50 car-shanng membersh1p, or a $75 Cap1tal B1keshare membersh1p, dependmg upon 
the1r method of commutmg to and from work 

Should you have any quest1ons or need further mformat1on, beyond what IS outlined below, please contact the TMC at 
{202) 741-1890 

Bus and Ra1l 

The bu1ldmg 1s located along both a Metrobus MaJor route and a DC C1rculator route Add1t1onally, U Street/Afncan-Amer 
Clv1l War Memonai/Cardozo Metrorall stat1on {Green/Yellow I me) 1s located at 1240 U Street, a short 3 blocks from 1728 
14th Street 

Bicycle Parking 

1728 14th Street offers mdoor secure b1cycle parkmg w1thm the basement level of the bu1ldmg 

Cap1tal 81keshare 

Cap1tal B1keshare puts over 2500 b1cycles at your fingertips You can choose any of the over 300 stat1ons across 
Washmgton, D C , Arlington and Alexandna, VA and Montgomery County, MD and return 1t to any stat1on near your 
destmat1on Check out a b1ke for your tnp to work, Metro, run errands, go shoppmg, or v1s1t fr1ends and fam1ly Jom Cap1tal 
B1keshare for a day, 3 days, a month, a year or try our new da1ly key opt1on, and have access to our fleet of b1kes 24 hours a 
day, 365 days a year The f1rst 30 mmutes of each tnp are free Each add1t1onal30 mmutes mcurs an add1t1onal fee 

Cap1tal B1keshare has a locat1on across the street from our bu1ldmg on the northeast corner of 14th and R St 

For more mformat1on, please VISit the Cap1tal B1keshare webs1te at www cap1talb1keshare com 

Zipcar 

Z1pcar 1s a car shanng serv1ce where users dnve by the hour or day, w1th gas and msurance mcluded 1n the cost A member 
can choose from sedans, hybnds, vans, more and save hundres over car ownersh1p Membersh1p starts at $6 per month 

There are Z1pcar locat1ons wrt:hm a block of the bu1ldmg at 14th and Corcoran St 

To s1gn up and get further mformat1on on Z1pcar, please v1s1t the webs1te at www z1pcar com/de 

Commuter Connections 

Among the1r many serv1ces, Commuter Connections offer ndematchmg for carpools and van pools and admm1ster the 
Guaranteed R1de Home program Commuter Connections can prov1de you w1th the best commute opt1ons to get to work, 
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and can get you home man unexpected emergency too Commuter Connections also helps employers establish 

commuter benefit and ass1stance programs for the1r employees If you live or work m the Metropolitan Washmgton D C 

reg1on, Commuter Connections can prov1de you w1th mformat1on on all your commute opt1ons, so you can make a smart 

cho1ce about how you travel to work 

• Commuter Connections R1deshare Program R1deshanng means two or more persons travehng together man 

automob1le or van R1deshanng benef1ts mclude fuel cost savmgs, wear and tear on roads, reducmg traffic 

congestion, HOV lane access, overall expense savmg by m1mm1zed dnvmg, reduced pollution and greenhouse gas 

em1ss1ons R1deshanng serv1ces enable commuters to fmd other 1nd1v1duals who share s1m1lar commute routes 

and work hours R1deshanng promotes alternat1ve ways for commuters to get to work such as carpooling 

van pooling 

• Commuter Connections Guaranteed R1de Home Guaranteed R1de Home (otherwise known as GRH) prov1des 

commuters who regularly (tw1ce a week) carpool, van pool, b1ke, walk or take trans1t to work w1th a FREE and 

rehable nde home when one of life's unexpected emergencies anse Commuters may take advantage of GRH up 

to four t1mes per year to get home for unexpected emergenc1es such as a personal1llness or a s1ck ch1ld GRH can 

also be used for unscheduled overt1me when your employer mandates that you must stay late GRH 1s des1gned 

to rescue commuters who are worned about how they'll get home when an emergency anses Knowmg there's a 

guaranteed nde home allows one to use commutmg opt1ons hke transit and carpools w1th peace of mmd and 

confidence 

• Commuter Connections Pools Program Pool Rewards IS an example of the programs available at Commuter 

Connections It IS a spec1al mcent1ve program available through Commuter Connections des1gned to encourage 

current dnve alone commuters to start ndeshanng m the Washmgton Metropolitan reg1on If you dnve alone to 

work and get at least seven people together (1ncludmg yourself) who w1sh to form a new van pool, you may quahfy 

for a S2oo monthly 'Pool Rewards subs1dy for your new van pool Vans are ava1lable to accomodate between 7 and 

15 passengers Commuters who currently dnve alone to work may be ehg1ble for a cash payment through 'Pool 

Rewards when they start or JOin a new carpool If ehg1ble, each carpool member can earn $2 per day (Sl. each way) 

for each day they carpool to work over a consecutive go-day penod The max1mum mcent1ve for the go-day tnal 

penod IS $130 Carpools may cons 1st of two or more people 

For more mformat1on on commuter benefits, please v1s1t www commuterconnect1ons org or www goDCgo com 
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Building Amenities 
··------------ -------- ------------------------------ , ____________ _ 
Area Amenities & Services 

Coffee 

Peregnne Espresso 

Restaurants 

Bar P1lar 

Cafe Sa1nt-Ex 

Cork 

Do1Mo1 

El Centro D F 

Food for Thought Cafe 

Garden D1stnct 

Le Diplomate 

LupoVerde 

Manny & Olga's P1zza 

Masa :1.4 

Matchbox 

Pass1on Fm Asam B1stro 

Pearl D1ve Oyster Palace 

Pohcy 

R1ce 

Ted's Bulletm 

Furmture 

Home Rule 

Room& Board 

West Elm 

Vastu 

Hardware 

Logan Hardware 

Shopping 

Crown Pawnbrokers 

Current Bout1que 

Lou Lou 

Redeem 

Rue 14 
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Recommended Emergency Procedures 
---·--------

Overview 
The Ownership and Management of 1728 14th Street take F1re and L1fe Safety very senously Our obJeCtive IS to prov1de 
our tenants With a safe and comfortable workmg environment 

Wh1le the F1re/L1fe Safety Systems m the buildmg are engmeered to ensure the safety of all occupants m the bu1ldmg m the 
event of a fire, 1t 1s Important that each tenant follows 1ts emergency procedures However, each emergency 1s umque and 
somet1mes the procedures may not be su1table for all cond1t1ons that anse Therefore, common sense should always be 
the pnmary element of any emergency procedure 

Please take the t1me to fam11ianze your ent1re staff w1th these recommended procedures If you have any quest1ons 
regardmg these procedures or any of the F1re & Life Safety systems m place m 1728 14th Street, please contact Property 
Management 

------------ ------ ----- --------------------------- ---

Emergency Phone Numbers 

Emergency 911 

F1re Department (2o2) 462-1762 

Police Department (202) 727-1000 

Management Off1ce (2o2) 741-1890 

After-Hours EmergencieS (301) 996-2943 

Floor Response Team 

Each tenant should complete the Floor Response Team Form (found m the exh1b1ts of th1s Manual) desrgnatmg personnel 
that Will be responsible for takmg charge m the event of an emergency It IS up to each tenant to assure that th1s form IS 
updated when des1gnated personnel leave employment of the firm or for other reasons IS no longer able to perform the 
outlined dut1es of emergency personnel 

It IS the respons1b11ity of all Floor Response Team personnel to fam11ianze themselves w1th these recommended gu1delines 
as well as all ofthe bUIIdmg's Emergency Procedures 

There are five pnmary Floor Response Team pos1t1ons They are 

• Floor Warden- Responsible for controlling staff m event of emergency and explammg/overseemg all emergency 
act1ons Each tenant should des1gnate an alternate Aoor Warden m case the Floor Warden IS out of the office 
when an emergency occurs 

• Stairwell Monrtor- At d1rect1on of Floor Warden, leads employees to ex1t stairwells and momtors the safe and 
effic1ent evacuat1on v1a stairwells 
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• Elevator Momtor -Is pos1t1oned at elevator banks and ensures that no one uses the elevators dunng an 
emergency 

• Searcher- After all personnel have evacuated the su1te, the searcher returns to the office su1te to ensure that all 
have 1n fact evacuated and that there are no InJUred persons left behmd 

• Assistant to the Phys1cally lmpa1red- Ass1sts any hand1capped 1nd1v1duals dunng an emergency and/or bu1ldmg 
evacuat1on 

Each member of the bu1ldmg's Floor Response Team has an extremely Important Job to perform m the event of an 
emergency Each Floor Response Team des1gnee should become fam1har w1th the followmg dut1es 

Floor Warden 

• Appomts personnel to the emergency team and f1lls all vacant pos1t1ons 
• Mamtams an updated roster of Floor Response Team personnel 
• Alerts Floor Response Team des1gnees of potent1al emergenc1es 
• Superv1ses the act1v1t1es and trammg of Floor Response Team 
• Respons1ble for mformmg and trammg Floor Response Team m emergency procedures 
• Ensures that Floor Response Team know the1r ass1gned duties and locat1ons m case of an emergency 
• Pre-plans the handling of phys1cally 1mpa1red personnel dunng evacuation 
• Responsible for the evacuat1on of Floor Response Team 
• Respons1ble for not1fymg Elevator Momtor to evacuate 

Stairwell Momtor 

• Takes pos1t1on at ass1gned ex1ts and ass1sts m the evacuat1on of all personnel 
• Feels sta1rwell door w1th back of hand for heat If no heat IS detected, opens door slowly to mspect sta1rwell for 

poss1ble heat and smoke cond1t1ons before evacuat1on 
• Instructs personnel to form smgle file hnes m sta1rwell and d1rects personnel to ex1t along the nght s1de of the 

sta1rwell 
• Superv1ses and momtors evacuation flow wh1le remammg calm and encouragmg others to remam calm and 

orderly dunng evacuat1on 
• Remams at ex1t unt1l Searchers have cleared all personnel from the floor 

Elevator Monitor 

• Under the superv1s1on of the Floor Warden, Elevator Momtors are responsible for ensurmg that no one uses the 
elevators dunng an emergency 

• Is pos1t1oned at the elevators and d1rects employees to the nearest sta1rway 
• Must be fam1har w1th the bulldmg's emergency procedures and the locat1on of all stairwells 
• Remams at des1gnated post until mstructed to evacuate by the Floor Warden 

Searcher 
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• Under the superv1s1on of the Aoor Warden, Searchers are responsible for fmdmg and evacuatmg all personnel 
from the floor, specifically from remote areas such as storage rooms, file rooms, coffee/break areas, restrooms, 
etc 

• Check all rooms mcludmg restrooms, conference rooms, reception areas, off1ces and remote areas 
• Close, but do not lock, all doors after you have determmed that the room has been evacuated 
• Place a "searched" st1cker or note on doors at knee he1ght to md1cate a room has been searched and evacuated 

(In the event of an actual fire, the floor may be f1lled w1th smoke by the t1me firemen reach 1t and the lower the 
"searched" st1cker 1s placed the eas1er 1t w1ll be for them to see 1t ) 

• Adv1ses any rema1mng personnel on the floor of the emergency and ms1sts on the1r evacuat1on 
• Evacuates non-employees found on the floor 
• Must be fam1llar w1th the bu1ldmg's emergency procedures and the locat1on of allsta1rwells 

Ass1stant to the Phys1cally lmpa1red 

• Under the superv1s1on ofthe Floor Warden, the Assistant to the Phys1cally lmpa1red IS respons1ble for the safe 
evacuat1on of any phys1cally 1mpa1red personnel 

• Mamtams an up-to-date hst of 1mpa1red employees 
• Moves all wheelchair bound personnel to a des1gnated area and wa1ts w1th them unt1l emergency personnel arnve 

Fire 

IF A FIRE IS DISCOVERED INSIDE YOUR SUITE 

1 Notify the F1re Department (911) and prov1de the followmg mformatlon 

• Bu1ldmg Name 
• 801ldmg Address 
• Nearest Cross Street 
• Su1te Number or Exact Location of F1re 

• Your call back number 

NOTE Do not hang up unt1l the Emergency Operator does so 

2 Adv1se others and move everyone away from the fire 

3 Confme the f1re by closmg all doors m the area 

4 Not1fy Property Management (202) 741-1890 

5 Attempt to extmgu1sh the fire only under the followmg cond1t1ons 

• If the f1re 1s small and can eas1ly be extmgu1shed 
• You are fam1llar w1th the operat1on of an extmg01sher and 1t can be done safely 

• You have someone With you 
• You have your back facmg an ex1t 

6 Proceed to the nearest ex1t to evacuate Ex1t v1a sta1rwells, do not use the elevators 
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7 Once outs1de the bu1ldmg, move to a safe refuge area away from the bu1ldmg and Fire Department operations 

NOTE· FIRES NEED FUEL, HEAT AND OXYGEN TO SURVIVE YOU CAN REDUCE OR EXTINGUISH FIRE BY REMOVING 

ANY ONE OF THESE ELEMENTS FOR EXAMPLE, CLOSE DOORS AND USE EXTINGUISHER TO REDUCE OXYGEN, 

THROW WATER ON THE FIRE TO REDUCE HEAT, AND ELIMINATE FUEL SOURCES BY REMOVING NEARBY PAPER, 

PLASTICS, AND OTHER FLAMMABLES 

IF A FIRE IS DISCOVERED OUTSIDE OF YOUR SUITE: 

If you are m your su1te, smoke or heat IS ev1dent m the corndor, and you are not able to ex1t, proceed as follows 

1 Callgu and prov1de the followmg mformat1on 

• Bu1ldmg Name 

• Bu1ldmg Address 

• Nearest Cross Street 

• Su1te Number or Exact Locat1on of F1re 

• Your call back number 

NOTE Do not hang up unt1l the Emergency Operator does so 

2 Call Property Management at (2o2) 741-1890 

• Report your bu1ldmg number, floor and su1te number 

3 FEEL THE DOOR If 1t IS hot or warm, DO NOT OPEN IT' 

4 CLOSE AS MANY DOORS AS POSSIBLE BETWEEN YOU AND THE FIRE 

5 IF SMOKE ENTERS YOUR SUITE FROM BENEATH THE DOOR, seal the area w1th a fire blanket, wettowel or other 

m1st matenal 

6 IF SMOKE IN YOUR SUITE BECOMES UNBEARABLE, break a wmdow for add1t1onal oxygen 

7 IF YOUR TELEPHONE STOPS WORKING, d1splay bnghtly colored matenal from the wmdow Wave 1t to make 1t more 

v1s1ble to rescuers 

8 DO NOT JUMP' 

FIRE SAFETY REMINDERS 

1 Post Emergency Phone Numbers for all employees 

2 Make sure all employees are aware ofthe locat1on of fire extmgu1shers and are fam1har w1th how an extmgu1sher 

operates 

3 In a f1re or other emergency, follow the mstruct1on of your des1gnated Floor Warden and other Emergency Personnel 

4 Never use the elevators 
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5 Wh1le 1t 1s usually adv1sed to go downward m a bulldmg dunng a fire, there are occas1ons when 1t may be necessary to 
go to an upper floor or the roof For example, 1f smoke enters the sta1rwell, you may be dnven upwards toward 
cleaner a1r 

6 If you encounter smoke, get down on your hands and knees A1r IS cleaner and cooler near the floor Crawl to the 
nearest sta1rwell and ex1t 1f 1t IS safe to do so 

7 Few people are burned to death m fires Most fire-related deaths are the result of smoke mhalat1on, po1sonous gas or 
pamc Pamc can be avo1ded by bemg well prepared for an emergency Learn all the emergency procedures as 1fthey 
were second nature 

FIRE PREVENTION TIPS 

1 Replace any electncal cord that has cracked msulat1on or a broken connector 

2 Do not pmch electncal cords under or behmd furniture 

3 Do not run electncal extens1on cords under cha1r mats or across doorways where they can be stepped on or chaffed 

4 Leave space for a1r to Circulate around heaters and other heat-producmg equ1pment such as cop1ers and computer 
termmals 

5 Turn off or unplug all appliances, mcludmg coffee makers and hot plates at the end of each workday 

6 Keep ex1ts, storage areas and sta1rways free from waste paper, empty boxes, d1rty rags and other fire hazards 

7 Know the locations of f1re extmgu1shers m the bu1ldmg and your work area 

8 Remove trash on a regular bas1s 

9 Close all doors after workmg hours 

10 D1scard all flammable hqUids 

11 Observe the bu1ldmg's NO SMOKING pohc1es Never throw matches or c1garette butts mto waste contamers (ms1de 
or outs1de of bu1ldmg) 

FIRE EXTINGUISHER LOCATION & BASIC OPERATION 

Followmg IS a hst of fire extmgu1sher locat1ons m the bu1ldmg 

Next to the back sta1rwell ex1t (Stairwell #2) 

All extmgu1shers m the bu1ldmgs may be used on f1res ongmatmg from wood, paper, plast1c, grease, o1l and electnc1ty 

Operating A Fire Ext~ngu1sher. 

• To open the cab1net, and pull open 
• Remember the "P-A-S-S" method for effect1ve fire ext1ngu1sher use 

P- Pull the safety pm Th1s IS usually the pm w1th a stnng attached 
A- A1m the hose, nozzle or horn at the base of the f1re 
S- Squeeze the tngger handle 
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S- Sweep from s1de to s1de and watch for the re-flash of the f1re 

NOTE· ALWAYS MAINTAIN A THREE-FOOT CLEARANCE AREA AROUND FIRE EQUIPMENT ONCE THE EQUIPMENT 

HAS BEEN USED, DO NOT TRY TORE-HANG IT, EVEN FOR A FEW SECONDS USED EXTINGUISHER'S SHOULD BE 

SERVICED IMMEDIATELY• 

Earthquakes 

Earthquake Preparedness 

Wh1le earthquakes are not a common occurrence 1n th1s area, 1t IS w1se for all occupants to be well prepared as well as 

keenly aware of the earthquake emergency procedures 

The follow1ng SUPPLIES w1ll be necessary to protect and sustain your employees 1n the event of an earthquake 

• Food- stock your off1ce w1th non-penshable and easy-to-store food products such as dehydrated foods and food 

bars 

• Water- keep at least a three-day supply of punfied water It 1s recommended that you stock two quarts of water 

per day, per employee 

• Emergency L1ghtmg- flashlights, flares, hght st1cks 

• Battenes- keep a fresh supply 

• Medical- keep a well-stocked F1rst A1d K1t Choose k1ts des1gned to treat earthquake-related In JUnes such as 

heavy bleedmg, shock and broken bones 

• Blankets- hghtwe1ght f1re and shock retardant emergency blankets 

• Rad1os- portable trans1stor rad1os w1th extra battenes and two-way rad1os 

• F1re Extinguisher 

o Med1cat1ons- persons on med1cat1on should keep a 72-hour supply 1n the1r desk 

Add1t10nal Supplies to Cons1der 

• Heavy work gloves 

• Hard hats & goggles 

• Work shoes 

• Generator 

0 Shovels, crowbars 

• Catalytic heater 

• Dust masks' 

• Chem1cal to1lets, waste bags, hme 

• Water punficat1on tablets 

• Sleepmg bags & cots 

• Portable stove 

• Eatmg utens1ls 

• Instant 1ce pack 

• Pre-moistened towelettes 
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Durmg An Earthquake 

Wh1le Earthquake Emergency Procedures are s1m1lar to those of a fire, one spec1fic d1fference should be commumcated to 

all bUIIdmg occupants Evacuation dunng fire IS h1ghly probable, whereas EVACUATION DURING AN EARTHQUAKE IS 

NOT PROBABLE 

Please adhere to the followmg safety procedures dunng an earthquake 

1 Take shelter away from wmdows and seek protection under tables, desks, or other obJects that offer shelter from 

flymg glass and debns 

2 Do not leave the sheltered area or ex1t the bUIIdmg unt1l the quake IS over Seek safety where you are and leave calmly 

afterward 1f evacuat1on IS necessary 

3 Do not dash for ex1ts- stairwells may be unsafe 

4 Never attempt to use elevators dunng an earthquake Afterwards, do not use elevators unt1l they are checked for 

safety 

5 Stay clear of bookcases, fife cabmets, wmdows and other heavy obJects 

6 Turn off electncal equ1pment Do not be surpnsed 1f electnc1ty goes off or alarm systems are act1vated 

7 Do not smoke or use matches m case of gas leaks If power fa1ls, use battery operated hghts 

If You Are Outs1de of the Bu1ldmg When An Earthquake Occurs 

1 Move away from bUIIdmgs, ut1hty w1res and poles, debns and areas subJect to falling glass 

2 If you are unable to reach a clear area, stand m a doorway or archway 

3 If threatened by falling debns, cover face With one forearm and the back of the head w1th the other 

4 The most dangerous place to be IS on a s1dewalk subJect to falling debns such as glass and masonry 

After an Earthquake 

1 Check for InJured persons DO NOT attempt to move a senously InJUred person unless they are m 1mmed1ate danger 

2 DO NOT use matches, candles or other open flames 

3 DO NOT turn on electncal switches or appliances 

4 Inspect your area for damage Check for fire Check utthttes for gas and water leaks or electncal shorts Stay clear of 

w1res that are shortmg out 

5 If you smell gas, evacuate the bulfdmg 1f posstble and report the leak to the F1re Department first, 1f poss1ble, and then 

Bu1ldmg Management 

6 Clean up any dangerous sp1lls 

7 Replace telephone rece1vers to restore commumcat1ons However, do not use telephones, except to reach Property 

Management or the Ftre Department 
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8 L1sten to the rad1o for emergency reports 

9 DO NOT spread false rumors regardmg the condition of the bu1ldmg or anythmg else that may cause pamc 

10 Cooperate w1th Management personnel and F1re Department representatives 

11 Be prepared and stay alert for aftershocks 

Checklist for Busmess Surv•val following an Earthquake 

Busmesses face many hurdles m recovermg from earthquakes A key to surv1val1s lookmg ahead and plannmg for recovery 
before an earthquake stnkes The followmg checklist 1dent1fies areas that can reduce the 1m pact of an earthquake by 
enabling your company to contmue normal bus mess operat1ons 

• Make agreements w1th vendors and suppliers to assure contmued bus mess or 1dent1fy alternate sources m the 
event your normal vendors are unable to funct1on after an earthquake 

• Develop and mamtam mventones for cnt1cal supplies, equ1pment and employee sk1lls 
• Develop a plan for mformmg cl1ents, the general public and the med1a about company operations followmg an 

earthquake 
• Store duplicates of VItal company records and 1mportant documents off-s1te 
• Take steps to "quake proof" your computer fac11ity and equ1pment 
• Establish contracts w1th eng meers and suppliers to survey damage and perform clean up followmg an earthquake 
• Develop a plan for bus mess restorat1on mcludmg secunng alternate work s1tes for personnel, restonng damaged 

ut11ity systems, and controlling access to company fac11it1es 
• Develop alternate marketmg strateg1es for your products or for movmg mto other markets under post earthquake 

cond1t1ons 
• Create post-earthquake financmg and mvestment strateg1es to protect corporate assets 
• Make sure your bank 1s mformed about your disaster contmgency planmng to assure qu1ck response to your post­

earthquake needs 
• Rev1ew ex1stmg mter-company mutual a1d agreements to establish what needs m1ght be followmg an earthquake 

Tornados 

Tornado Preparedness 

The followmg SUPPLIES w1ll be necessary to protect and sustam your employees m the event that a tornado leaves you 
temporanly stranded m the office bu1ld1ng 

• Food- stock your office w1th non-penshable and easy-to-store food products such as dehydrated foods and food 
bars 

• Water- keep at least a three-day supply of punfied water It 1s recommended that you stock two quarts of water 
per day, per employee 

• Emergency Llghtmg- flashlights, flares, light st1cks 
• Battenes- keep a fresh supply 
• Med~eal- keep a well-stocked F1rst A1d K1t Choose k1ts des1gned to treat earthquake-related In Junes such as 

heavy bleedmg, shock and broken bones 
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• Blankets -llghtwe1ght fire and shock retardant emergency blankets 
• Rad1os- portable transistor rad1os With extra battenes and two-way rad1os 
o F1re Extmgu1sher 

• Med1cat1ons- persons on med1cat1on should keep a 72-hour supply m the1r desk 

Add1t1onal Supphes to Consider 

• Heavy work gloves 
0 Hard hats & goggles 

• Work shoes 

• Generator 

• Shovels, crowbars 

• Catalytic heater 

• Dust masks 

• Chem1cal to1lets, waste bags, lime 
0 Water punficat1on tablets 

• Sleepmg bags & cots 

• Portable stove 

• Eatmg utens1ls 

• Instant 1ce pack 

• Pre-mo1stened towelettes 
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There are two des1gnat1ons placed on a Tornado a WATCH and a WARNING A Tornado WATCH md1cates weather 
cond1t1ons are nght for a tornado A Tornado WARNING md1cates that a tom ado has been s1ghted m the 1mmed1ate area 

IN THE EVENT OF A TORNADO WATCH 

1 Whoever IS made aware of the threatenmg weather should not1fy the office manager, des1gnated Floor Warden and 
the Management Off1ce 

2 Floor Warden or off1ce managers should alert all staff ofthe watch 

3 Once you have been not1ned of the watch, please do the followmg 

o lmmed1ately close the blmds m your office 
• Once th1s IS accomplished, stay away from the wmdows 
• Remam at your normal work stat1on 
• Tune m any battery operated rad1os to a stat1on With weather updates 
o If poss1ble, you should remam m the bulldmg unt1l the weather has cleared 

IN THE EVENT OF A TORNADO WARNING 

1 Move away from the pen meter of the bu1ldmg (wmdowed areas) toward the center of the bu1ldmg and close the 
doors behmd you 

2 Floor Wardens and other emergency personnel w1ll d1rect you towards corndors, stairwells and elevator lobb1es 

3 Do not ex1t these des1gnated areas or use elevators 

4 Protect yourself by placmg your head close to your knees and covenng your neck w1th your hands 



1728 14th Street, NW TENANT HANDBOOK I 24 

5 If you cannot reach a corndor or lobby m time, the next safest place IS under a desk, table or cha1r 

6 Rem am m the des1gnated area unt1l an announcement has been made by des1gnated emergency personnel or 
bu1ldmg management that 1t IS safe to return to your work stat1on 

7 Once everyone has returned to the1r workstatiOn, emergency personnel should ass1st Buddmg Management m 
accountmg for all employees 

8 If anyone has been InJUred, des1gnated emergency personnel should ass1st where poss1ble and follow the Med1cal 
Emergency Procedures outlined m th1s Manual 

9 If any port1on of your offices or surroundmg bu1ldmg areas has been damaged, please not1fy bu1ldmg management 
rmmed1ately 

Hurncanes 
---·---------

Hurncane Preparedness 

The followmg SUPPUES wrll be necessary to protect and sustarn your employees rn the event that a hurncane leaves you 
temporarrly stranded rn the office bUIIdmg 

• Food- stock your offrce w1th non-perrshable and easy-to-store food products such as dehydrated foods and food 
bars 

• Water- keep at least a three-day supply of purrfied water It 1s recommended that you stock two quarts of water 
per day, per employee 

• Emergency L1ghtmg- flashlights, flares, hght st1cks 
• Batterres- keep a fresh supply 
• Medrcal- keep a well-stocked F1rst A1d K1t Choose k1ts des1gned to treat earthquake-related mJurres such as 

heavy bleed1ng, shock and broken bones 
• Blankets- hghtwe1ght f1re and shock retardant emergency blankets 
• Rad1os- portable transistor rad1os w1th extra batterres and two-way rad1os 

• F1re Extrngu1sher 
• Med1cat1ons- persons on medrcatton should keep a 72-hour supply rn the1r desk 

AddttJonal Supphes to Constder 

• Heavy work gloves 

• Hard hats & goggles 

• Work shoes 

• Generator 

• Shovels, crowbars 

• Catalytic heater 

• Dust masks 

• Chem1cal to1lets, waste bags, hme 

• Water purrficat1on tablets 

• Sleepmg bags & cots 

• Portable stove 

• Eat1ng utens1ls 
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• Instant 1ce pack 

• Pre-mo1stened towelettes 

There are two des1gnat1ons placed on a Hurncane a WATCH and a WARNING A Hurncane WATCH md1cates weather 

cond1t1ons are nght for a hurncane A Hurncane WARNING md1cates that at hurncane has been s1ghted m the 1mmed1ate 

area 

IN THE EVENT OF A HURRICANE WATCH 

1 Whoever 1s made aware of the threatenmg weather should notify the off1ce manager, des1gnated Floor Warden and 

the Management Office 

2 Floor Warden or office managers should alert all staff of the watch 

3 Once you have been not1fied of the watch, please do the followmg 

• Immediately dose the bhnds m your off1ce 

• Once th1s IS accomplished, stay away from the wmdows 

• Remam at your normal work stat1on 

• Tune many battery operated rad1os to a stat1on w1th weather updates 

• If poss1ble, you should rem am m the bUIIdmg unt1l the weather has cleared 

IN THE EVENT OF A HURRICANE WARNING 

1 Move away from the pen meter of the bu1ldmg (wmdowed areas) toward the center ofthe bu1ldmg and dose the 

doors behmd you 

2 Floor Wardens and other emergency personnel w1ll d1rect you towards corndors, stairwells and elevator lobb1es 

3 Do not ex1t these des1gnated areas or use elevators 

4 Protect yourself by placmg your head dose to your knees and covenng your neck w1th your hands 

5 If you cannot reach a corndor or lobby m t1me, the next safest place IS under a desk, table or cha1r 

6 Remam m the des1gnated area unt1l an announcement has been made by des1gnated emergency personnel or 

bu1ldmg management that 1t IS safe to return to your work stat1on 

7 Once everyone has returned to the1r workstation, emergency personnel should ass1st BUIIdmg Management 1n 

accountmg for all employees 

8 If anyone has been InJUred, des1gnated emergency personnel should ass1st where poss1ble and follow the Med1cal 

Emergency Procedures outhned m th1s Manual 

9 If any port1on of your offices or surroundmg bUIIdmg areas has been damaged, please not1fy bu1ldmg management 

1mmed1ately 

Explosions 

If an explos1on occurs, please adhere to the followmg procedures 

1 IMMEDIATELY report the explos1on to the Management Office Remam calm and prov1de the followmg mformat1on 
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• Your name, locat1on (bUIIdmg and su1te number) and phone number 
• Your company name 
• Exact locat1on of explos1on 
• Cause (1f known) of explos1on 
• Extent of casualties, and number and type of In JUnes 
• Whether explos10n caused fire and 1f so, locat1on of fire 

2 Evacuate all persons from the area 1f necessary 

The Management Office w1ll1mmed1ately contact the F1re and Pollee Departments and w1ll d1spatch emergency personnel 
to the scene 

Medical Emergencies 

Should a med1cal emergency s1tuat1on develop wh1ch requ1res 1mmed1ate mtervent1on by tramed personnel, proceed as 
follows 

1 Callgu Reassure the InJured person that help IS on the way Remam calm and prov1de the followmg mformat1on 

• Nature of med1cal emergency 
• Bulldmg name and address 
• Exact locat1on and name of s1ck or InJured person 

NOTE: Do not hang up unt1l the emergency operator does so 

2 Call the Management Office at 202 7411890 Prov1de the followmg mformat1on 

• Your name and company name 
• Nature of med1cal emergency 
• Exact locat1on and name of s1ck or InJured person 
• Whether or not you have called for tramed ass1stance 
• A number where you can be reached 

3 D1rect any on-lookers away from the area of the InJUred person Clear the area of any obJects that m1ght 1m pede the 
rescue or mterfere w1th emergency personnel 

4 Remam With the v1ct1m DO NOT move the v1ct1m unless there 1s 1mmed1ate danger of further InJury Keep the v1ct1m 
comfortable and warm 

5 Des1gnate a responsible person to do the followmg 

• Wa1t at the bu1ldmg's mam entrance for med1cal personnel When they amve, d1rect them to the InJUred person 
• Whenever poss1ble, have an elevator standmg for the rescue team 

NOTE: CPR trammg and first a1d courses are ava1lable through your local Amencan Red Cross 

---------------- ------------------------------------------ ---------- --- ------------------
Bomb Threats 
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Bomb threats should always be taken senously Do not assume that a bomb threat IS a prank call or that they are only 

made to Property Management Anyone can rece1ve a bomb threat and all bu1ldmg occupants should be prepared 

Telephone Bomb Threats 

1 The person rece1vmg the call should try to get as much 1nformat1on as poss1ble from the caller and should WRITE OUT 

THE MESSAGE EXACTLY AS RECEIVED FROM THE CALLER 

2 LISTEN CAREFULLY You may be able to help authontles 1dentrfy the caller, h1s locat1on, or the locat1on of the 

explos1ve by h1s comments, vocal charactenstJcs and any background no1se 

3 Keep the caller on the phone for as long as poss1ble Ask the caller to repeat the message 

4 Obtam as much mformat1on from the caller as poss1ble such as locat1on of bomb, t1me of detonation, appearance of 

bomb, and callers' reason for plantmg the bomb 

5 Remmd the caller that the bu1ldmg 1s occup1ed and that the bomb m1ght cause the deaths of mnocent people 

6 Once the caller has hung up, 1mmed1ately contact Property Management at (202) 741-1890 and prov1de the followmg 

mformat1on 

• Yourname 

• Your locat1on (bu1ldmg and su1te number) 

• Your phone number 

• Name of any other person who heard the threat 

• Name of any employee threatened by the caller and h1s/her work location 

• T1me the bomb 1s to detonate 1f known 

• Locat1on and descnpt1on ofthe bomb 1f known 

• Any reason g1ven for plantmg the bomb 

• Any other mformat1on rece1ved from the bomb threat perpetrator 

Wntten Bomb Threats 

Upon rece1pt of a wntten bomb threat 

1 tmmed1ately not1fy the Management Office 

2 Do not destroy the note 

3 Do not let others handle the note 

4 Turn the note over to bUJidmg management or emergency personnel 

Personal Rece1pt Of Bomb Threats 

When a bomb threat IS d1rected to a spec1fic md1V1dual, he/she should 1mmed1ately search h1s/her own workstation or 

off1ce for umdent1fiable or susp1c1ous 1tems Please remember the followmg 

• Look for anythmg out of the ordmary or out of place 

• Look h1gh and low- not just at eye level 
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• Methodically search from one end of your work area to the other 

Searchmg Your Su1te For A Suspected Bomb 

Once a telephone or wntten bomb threat has been reported to Property Management, occupants should search the1r 
su1tes for any susp1aous packages Followmg are some search gUJdehnes 

• Do not rely on random searches m log1cal places 
• Explos1ves are concealed most eas1ly m areas that have the eas1est access 
• Be aware of out of the ordmary art1cles that are fore1gn to the area 
• The bomb IS hkely to be packaged m a common contamer such as a shoe box, c1gar box, a book, a grocery bag, an 

athlet1c bag, an a1rlme bag, a su1tcase or bnefcase 
• Anythmg that does not belong, such as a book m the restroom, should be cons1dered a susp1c1ous obJect 
• When searchmg 1nd1v1dual rooms/off1ces, start at the outs1de walls and move towards the center of the room 

NOTE· If a susp1c1ous obJect 1s found, DO NOT TOUCH IT Report the findmg 1mmed1ately to your des1gnated emergency 
personnel and to Property Management 

Susp1cious Packages 

Upon the delivery of all packages always be aware and 

• Do not accept the contents of any contamer as bona fide s1mply because 1t was delivered m a routme manner 
• Do not assume that contamer markmg and/or appearance 1s sole ev1dence of 1ts content, 1dent1ficat1on or 

leg1t1macy 
• Be aware of packages w1th mcorrect t1tles or those marked "Confidential" or "Personal" 
• Do not open any susp1c1ous package Do not cut any cord, rope or w1re on a susp1c1ous package 

Be aware of the followmg s1gns that a package may mclude a bomb 

• Excess1ve postage 
• No return address 
• Excessrve werght 
• Incorrect trtles 
• Restnct1ve markmgs (such as "Confidential" or "Personal") 
• Orly stams or drscoloratron 

Upon Rece1pt Of A Susp1c1ous Package 

1 Do not allow anyone to handle the package 

2 Immediately call Property Management 

SUSPECTED BOMB SAFETY PRECAUTIONS 
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The followmg safety precautions will acquamt all occupants w1th the dangers mherent m a bomb threat, bomb search, 
d1scovery and handling of all suspected bombs, or 1f you have any other reason to suspect a bomb 1s m the bu1ldmg 

Wh1le some of the precaut1ons may seem elementary, do not d1sm1ss them as ummportant Adequate knowledge of these 
precautions may save your hfe as well as the hves of other persons workmg m or v1s1tmg the bu1ldmg 

1 If 1t 1s suspected that a bomb 1s m the bu1ldmg 

• Do not use rad1o equ1pment to transm1t messages 
• Do not change hghtmg cond1t1ons 
• Remove all flammables 

2 Please make only necessary phone calls Open phone hnes are essent1al to effectively controlling the emergency 

3 If a suspected bomb IS 1dent1fied 

• Do not touch 1t 
• Do not attempt to move or carry 1t 
• Remove all flammable 1tems from the area 

4 Dunng a bomb threat emergency, cooperate w1th all fire department mstruct1ons, mcluding bu1ldmg evacuat1on 

----- ------------ -------------------------------------- ---- ---------
Evacuation 

In the event of an emergency, 1t may become necessary to evacuate the office bu1ldmg All Floor Response Team 
personnel as well as general personnel should be completely fam1har w1th the followmg evacuatiOn procedures 

• In an emergency s1tuat1on, wa1t unt1l Property Management or designated Floor Response Team personnel 
md1cated that 1t IS safe and appropnate to evacuate the bu1ldmg 

• If you are d1rected to evacuate, closely follow the mstruct1ons of all Floor Response Team personnel mcludmg 
Floor Wardens, Elevator Momtors, Searchers and Sta1rwell Momtors 

• Do not ex1t v1a the elevators 
• Ex1t v1a stairwells only after a Sta1rwell Momtor has deemed 1t safe to do so 
• Fam1hanze yourself w1th the locat1on of all stairwell ex1ts, m the event a sta1rwell1s blocked, proceed to an 

alternate sta1rwell 
• Use safe sta1rwell ex1t procedures mcludmg 

o Remam calm and qUiet 
o Remove h1gh heeled shoes 
o Ex1t 1n a s1ngle file and keep to the nght usmg hand ralls 
o Move qu1ckly, but do not run 
o Ass1st those who may have trouble on the sta1rs or who have been InJUred 
o Treat In JUnes on sta1rwelllandmgs only and only when safe to do so 

Evacuatmg the InJured 

If you are alone wrt:h an InJUred person who 1s unable to leave the area unassiSted, you may fmd that a "blanket drag" w1ll 
prov1de you w1th the means to remove the person from the hazardous area The drag can also be accomplished w1th a 
coat If you are unable to carry the person, the "blanket drag" may be your only means of movmg the person out of 
danger 
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To get the person onto the blanket, turn the person on h1s/her s1de and roll the blanket up, lengthw1se, so that when you 
roll them over to the other s1de, you can open the blanket Grasp the corners nearest the head of the InJured and pull the 
person out of the a rea 

Civ1l Disturbances 

Although nots and CIVIl disturbances are rare, there IS st1ll a need for a planned course of act1on 1n the event a CIVIl 
disturbance erupts Should a disturbance start outs1de the bu1ldmg, Property Management w1ll 

• Secure all bu1ldmg entrances 
• Not1fy the pohce 
• Not1fy the tenants 
• Prevent access to all su1tes 

In the event that a CIVIl disturbance m1t1ates ms1de the bu1ldmg 

• Make sure all occupants are m your off1ce and lock your su1te doors mcludmg the mam entrance Ass1gn a 
respons1ble md1v1dual to stand by the entrance door w1th a key allowmg authonzed personnel only to enter and 
leave 

• Immediately not1fy Property Management and prov1de the followmg mformat1on 
o Exact locat1on ofthe disturbance, demonstrators and/or noters 
o Approx1mate number of demonstrators or noters 
o Your name, company name and call back number 

Power Failure 
------------------------------------------------------------------------- ---------
In the event of a power fa1lure, 1.728 1.4th Street 1s equ1pped w1th emergency systems wh1ch w1ll prov1de power for 
emergency hghtmg, selected elevator serv1ce and hfe and safety secunty systems 

If you expenence loss of power m your su1te, 1mmed1ately contact Property Management An engmeer w1ll be d1spatched 
to assist m restonng power If the ent1re bulldmg IS affected, the Electnc Ut1hty Company will be contacted for ass1stance 
and bu1ldmg personnel w1ll keep all tenants adv1sed 

If the power fa1lure occurs dunng dayhght hours, open the bhnds to ut1hze ava1lable sunlight Th1s should be avo1ded, 
however, m emergency s1tuat1ons where procedures call for closed bhnds 

Followmg 1s a hst of 1tems that all tenants should keep on hand m case an emergency of any kmd causes the loss of power 

• Emergency L1ghtmg- flashlights, flares, hght st1cks 

• Battenes- keep a fresh supply 
• Blankets- hghtwe1ght f1re and shock retardant emergency blankets 

• Rad1os- portable transistor rad1os w1th extra battenes and two-way rad1os 



1728 14th Street, NW TENANT HANDBOOK I 31 

Exhibits 
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---------------

Tenant Move-in Day Information 

Tenant Name 

Tenant Move-In Coordmator 

Current Address 

Current Phone Number 

Movmg Date 

MovmgT1me Start __ ____, ___ Complet1on 

Movmg Company 

Movmg Company Telephone 

Movmg Company Supervisor 

Movmg Company Contacted for Certificate of Insurance? Yes No 

Number of Movers ___ Overs1zed Furniture or Equ1pment 

Spec1al Move-In Cleamng Requ1rements 

Add1t1onal Secunty Requ1rements 

Emergency Tenant Names and Phone Numbers Dunng Move 

Name ------------- Telephone# 

Name ------------"--- Telephone# 
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·----- -------------------- ------------------------ ------------------------------------

Floor Response Team Form 

Tenant ---------------------------------

POSitiOn 

Floor Warden 

&Alternate 

Stairwell Momtor #1 

&Alternate 

Sta1rwell Momtor #2 

&Alternate 

Elevator Momtor #1 

&Alternate 

Elevator Momtor #2 

&Alternate 

Searcher#1 

&Alternate 

Searcher#2 

&Alternate 

Assistant to the Phys1cally lmpa1red #1 

&Alternate 

Assistant to the Phys1cally lmpa1red #2 

&Alternate 

Floor# 

Phone# 


