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Building Amenities: Nearby Amenities 

Situated steps from exceptional restaurants such as , ,  and Celestino Smitty's Grill Bistro 45 Maison Akira

Shopping options within walking distance include , , , , and the Macy's Talbots Pier 1 Target Paseo Colorado 
 featuring , , , , and moreShopping Center Loehman's Tommy Bahama Sephora Cole Haan

Surrounded by gyms such as  and ,  such as Brookside 24 Hour Fitness LA Fitness Sports Club golf courses
and Annandale, and a variety of public parks

Lodging options range from the exquisite  to the business-friendly .  There is no Ritz-Carlton Pasadena Hilton
shortage of first class hotels with business-friendly amenities such as conference rooms and media centers

Located less than two miles from the nationally acclaimed  Huntington Memorial Hospital

A cultured selection of museums including the , , Pasadena Museum of California Art Norton Simon Museum
and the world famous Huntington Library

Easy access to and from the Bob Hope Airport in Burbank

http://celestino.onsmartpages.com/
http://www.smittysgrill.com/
http://www.bistro45.com/
http://www.maisonakira.com/client/maisonakira/index.html
http://www.macys.com/index.ognc
http://www1.talbots.com/talbotsonline/index.asp
http://www.pier1.com/home.aspx
http://www.mapquest.com/maps/map.adp?searchtype=address&country=US&addtohistory=&searchtab=home&formtype=address&popflag=0&latitude=&longitude=&name=&phone=&level=&cat=Target&address=&city=Pasadena&state=CA&zipcode=
http://www.paseocoloradopasadena.com/
http://www.paseocoloradopasadena.com/
http://www.loehmanns.com/skipintrofinal.html?CFID=1654098&CFTOKEN=64250087
http://tommybahama.com/index.jsp
http://www.sephora.com/
http://www.colehaan.com/colehaan/home.jsp
http://www.24hourfitness.com/
http://www.lafitness.com/Pages/default.aspx
http://americangolf.com
http://www.mapquest.com/maps/map.adp?formtype=address&country=US&popflag=0&latitude=&longitude=&name=&phone=&level=&addtohistory=&cat=parks+and+recreation&address=80+S+Lake+Ave&city=Pasadena&state=CA&zipcode=91101-2615
http://www.ritzcarlton.com/hotels/huntington/
http://www.hilton.com/en/hi/hotels/index.jhtml;jsessionid=HPBKPDODULT3ICSGBIV2VCQKIYFC5UUC?ctyhocn=PASPHHF
http://huntingtonhospital.com/
http://www.pmcaonline.org/
http://www.nortonsimon.org/
http://www.huntington.org/
http://bobhopeairport.com/


Building Operations: Building Management 

The staff of 80 South Lake Avenue is dedicated to making your work environment as safe and pleasant as 
possible. Please do not hesitate to contact the management office at:

Phone: 213.362.9300
: 213.627.9937Fax

Address:
515 S. Figueroa Street, 16th Floor
Los Angeles, California 90071
The following personnel are available to address your needs:

Senior Property 
Manager Rosio Perez 626.564.1367rperez@lpc.com

mailto:rperez@lpc.com


Building Operations: Holidays 

The Building Holidays observed each year are listed below in order to aid your planning operations during 
the year.

New Year's Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

Certain services are not provided on weekends and the holidays listed above.



Building Operations: Leasing 

Lincoln Property Company is also the leasing agent at 80 South Lake Avenue.

Listed below is the contact information for the authorized representatives.

Title Name E-Mail

Senior Property 
Manager

Rosio Perez rperez@lpc.com

Click on the links below to view floor plans of 80 South Lake Avenue

Ground Floor Seventh Floor
Fifth Floor Eighth Floor
Sixth Floor  

mailto:rperez@lpc.com
pdf/wo80-01.pdf
pdf/wo80-07.pdf
pdf/wo80-05.pdf
pdf/wo80-08.pdf
pdf/wo80-06.pdf


Building Operations: Rent Payments 

Rent payments are due on the first of the month.  For your convenience, a rent statement will typically be 
sent by Lincoln Property Company prior to the rental due date.  

Rent payments should be delivered to:

Post Office Remittance Address:

Teachers Insurance and Annuity Association of America 
P. O. Box 748585
Los Angeles, CA 90074-8585

Overnight Mail:

Bank of America Lockbox Services
Lockbox 748585
2706 Media Center Drive
Los Angeles, CA 90065-1733

Checks should be payable to:

TRPF 80 SOUTH LAKE AVENUE LP

 



Building Security: After Hours Access 

The parking garage, elevators, and lobby door can be accessed after hours via card keys. For card key 
requests, please notify the property manager with the first and last name of the employee requiring access.

Tenants should accordingly alert management immediately to any employees whose after hours access into 
the building should be terminated.  



Building Security: Building Access 

Parking in the building is accessed from Green Street.  Parking is located on the first through fourth floors of 
the building, with the first floor and a half reserved for Wells Fargo banking customers.  Access to suites on 
the fifth through eighth floors is gained via either of the two elevators, or stairwells on the West or East 
stairwells.  The door code to enter the hallway from the stairwell is .  The door code to enter the 153
common area restrooms by the elevators is .243



Building Security: Deliveries 

Large deliveries that require exclusive use of the elevator must be scheduled in advance through Building 
Management.



Building Security: General Office Security 

Security Checklist

The following is a list of general office security suggestions, which are offered to you as an aid in 
establishing your internal security procedures:

Restrict office keys to those who actually need them.
Keep complete, up-to-date records of the distribution of all office keys.
Establish uniform procedures for collecting keys prior to the termination of employees.
Establish a rule that keys must never be left unguarded on desks or cabinets.
Require that filing cabinet keys be removed from locks and placed in a secure location after opening 
cabinets.
Prevent unauthorized personnel from reporting a lost key and receiving a replacement.
Ensure that a responsible person is in charge of issuing all keys.
Store keys systematically in a secured wall cabinet of either your own design or one that conforms to 
a commercial key control system.

Security Checklist (continued)

Insist on identification from repairmen who come to work in your office.
Clear all desks of important papers.
When working alone in the office at night, lock the front door to prevent anyone else from entering.
Keep the police, fire department, and building security telephone numbers posted.
Double check to see that all doors are securely locked before you leave.

Suspicious Persons

If you see suspicious or offensive persons in the building, please call the Management  immediately.  If 
possible, make note of appearance, clothing, etc. in order to assist building security in locating them.

Please be aware of strangers in your Tenant areas and halls.  Quite often a question such as “May I help 
you locate someone?” will be enough to deter a potential thief.  Suspicious encounters of this type should 
be reported to the Office of the Building immediately.



Building Security: Lost and Found 

Please contact the Management Office at 80 South Lake Avenue to claim items that have been lost or 
found in the buildings.



Building Security: Solicitation 

Solicitation is not permitted.  If someone is soliciting in your suite, then please notify the Management Office 
at 80 South Lake Avenue and we will send appropriate personnel to escort them off of the premises.



Building Services: Building Signage 

Tenants may identify their company with suite signage and on the lobby directory signage.  Please direct all 
signage requests to Management.



Building Services: Cleaning 

Cleaning service is provided five nights a week, Monday through Friday.  Carpets will be vacuumed, 
unobstructed surfaces dusted, and trash will be emptied.  If trash that is to be disposed of is not in 
wastebaskets, then please inform the cleaning personnel by leaving a large note on such items marked 
TRASH.  Please DO NOT leave items that are not trash on top or near wastebaskets that might be 
misconstrued as garbage.  If you have special cleaning needs, such as carpet shampooing, then contact 
the Building Management office at 213.362.9300.  Special cleaning services can be arranged at tenant 
expense.

If a small cleaning problem should arise during working hours, please contact the Building Manager.

If you have any questions or comments regarding the cleaning services, please notify the Building 
Management’s Office.



Building Services: Elevators 

80 South Lake Avenue is serviced by two geared passenger elevators with 2,500 pound capacity. The 
elevators are fully operational during Building Standard Hours, and can be accessed after hours via access 
card control. 

Please alert Management more than 24 hours’ advance notice of any large deliveries so that the elevators 
can be protected with blankets.  Extensive moves should be scheduled with Management with more than 48 
hours’ advance notice.  



Building Services: HVAC 

If the temperature in your office needs adjustment, please contact the building management office.  Your 
call will be referred immediately to engineering personnel. 

The standard hours of operation of the heating and air conditioning systems are 8:00 am to 6:00 pm 
Monday through Friday.  Special arrangements should be made for any HVAC needed outside of those 
hours.



Building Services: Mail Service 

U.S. Post Office boxes are located in front of Starbuck’s on Lake Avenue.

http://www.usps.com


Emergency Procedures: Bomb Threat 

Telephone Threat

When a bomb threat is made over the telephone, obtain the following information from the caller:

Exact location of the device.
Time set for explosion;
Description of the device;
Reason the caller has placed the bomb;
Exact words used by the caller.
Keep this information as confidential as possible.
Notify the Police Department. Call 911.
Notify the Management Office at 213.362.9300

Once the Management Office has been notified of a bomb threat, it is our policy to advise your firm’s 
manager or senior officer. It is up to the manager or senior officer to decide whether it is appropriate to 
evacuate the office.

In the event that you are asked to evacuate the Building, please move away from the Building so as to allow 
unfettered access to emergency personnel. Do not re-enter the Building until the Management Office, the 
Police, or the Fire Department have given clearance.

Suspicious Packages or Mail Bombs

Letter bombs are usually sent through the mail addressed to a specific individual in the company, usually 
disguised to look like some sort of gift or a small package.  Letter bombs have the power to kill or seriously 
maim anyone in close proximity.  Letter bombs are usually contained within a large size manila envelope ¼” 
to ½” thick and are fairly rigid. 

The technology used in letter bombs has become increasingly sophisticated, and can be difficult to detect 
visually.  Letter bombs have been mailed from cities or small towns in the United States, as well as from 
foreign countries.  Be especially wary of letters that are mailed to titles -- Chairman, President, Manager, 
Security Officer, etc. – rather than directly to named individuals.

If you suspect a parcel contains a letter bomb:

Clear everyone out of the immediate area; establish at least a 25 foot radius around the package.
Notify the police at 911
DO NOT HANDLE IT UNDER ANY CIRCUMSTANCES.
DO NOT ATTEMPT TO DEACTIVATE IT YOURSELF.



Emergency Procedures: Civil Disturbance 

Should a riot or civil disturbance start outside the Building, the security guards will immediately lock all 
entrances to the building. The police will be notified. We will keep you informed.

If a disturbance should occur in the main lobby, all elevators will be turned off at the first floor and the police 
will be summoned.



Emergency Procedures: Earthquake 

Earthquake Preparedness

Keep an earthquake preparedness kit on hand.  Include the following:

Food and water – at minimum, a 3 day supply (a 7 day supply is ideal)
First Aid kit and First Aid manual
Large and small heavy-duty plastic bags, duct tape and scissors
Extra prescriptions and eyewear
Heavy-duty shoes and gloves
Extra clothing, and a whistle
Rescue tools
Portable TV and/or radio with extra batteries
Flashlights and extra batteries
Cash (ATMs and credit cards may not work)
Emergency Phone List, including family at work, school, daycare, etc.
Long-distance message check-in phone number
Cell phone

During an Earthquake

Most earthquake-induced injuries are caused by falling objects or debris that has become dislodged by the 
quake.  During an earthquake, please observe the following:

Remain calm, do not panic.
Stay in the office area.
Take cover under tables, desks, or strong doorways.
Keep away from windows and glass doors.
Keep clear of filing cabinets, shelves and tall stacks of materials.
Check for any injured personnel and administer first aid where necessary.
Floor Wardens should assess damage and injuries and be prepared to expedite evacuation of serious 
cases.
In the event of a fire resulting from an earthquake, follow the fire emergency procedures.

Elevators are equipped with seismic detectors, which when activated, will automatically stop the elevator at 
the nearest floor; if they are occupied at the time, inhabitants should exit immediately, and follow 
instructions issued by the Floor Warden.

Following an Earthquake

Be prepared for aftershocks.  While aftershocks are generally smaller than the earthquake that 
generates them, they can cause additional damage.
If you smell gas, notify the Building Office or Security immediately.
Check immediate location – make sure you are safe.
Check for injuries and apply first aid as needed.  Be prepared for an absence of immediate 
emergency services, and be prepared to help yourself and others.
Extinguish any fires. Do not light matches.  Do not smoke.
Listen for news or pertinent instructions on the radio or television.
Do not use the telephone unless you have a dire emergencey; ensure that all  telephone receivers 
are properly mated to their cradles.
Conserve, and responsibly ration food and water.



Emergency Procedures: Elevator Malfunction 

If you are in the elevator and it stops for no apparent reason, remember to remain calm.  Pressing the 
emergency button within the cab will alert Building Management that the elevator is malfunctioning.  The 
cab  number will be identified, and so too, the specific floor on which it is stuck.  The Guard will establish 
two-way communication with elevator occupants until help has arrived.

In the event of a power outage, elevators will continue to operate using our emergency power 
generator.  Should an outage occur, elevator lights will remain on, but the car itself will temporarily cease 
moving.  Each elevator will automatically return to the lobby, their doors will open, and they will remain 
inoperable until the power has been restored.

IN THE EVENT OF A FIRE, ELEVATORS MUST NOT BE USED FOR EVACUATION.  USE THE 
STAIRWELLS.



Emergency Procedures: Emergency Contacts 

All Emergencies 911
Building Management Office 213.362.9300
Carlos Galvan 626.644.3298
Building Security/After Hours 
Emergencies 

213.362.9300

Fire Department (non Emergency)  626.744.4655
Police Department (non Emergency) 626.744.4501
Hospital (Huntington Memorial) 626.397.5000

Important notes

If you call 9-1-1 as a result of a medical emergency, please be sure also to notify building management with 
your name, callback number, and location so that security may swiftly guide the paramedics to your exact 
location.

If the audible alarm within the building sounds, please do not call  the Management Office, unless you have 
something specific to report.  Building Management is aware of the noise, as well as the source of the 
alarm, whether it’s false or a legitimate emergency. Please keep the telephone lines clear so 
that  Management may attend to the situation as quickly and efficiently as possible.



Emergency Procedures: Evacuation 

There are two stairwells on each floor, at the end of the South and East hallways.  The South exit leads to 
Lake Avenue, and the East exit leads to Green Street, near the parking garage entrance.  The fire 
department has designated the evacuation safe area to be the corner of Green Street and Mentor Avenue 
(one block north of Lake Avenue). 
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Emergency Procedures: Fire and Life Safety 

Fire Prevention

Do not accumulate quantities of discarded files or other paper trash in your office or storage area.  Pay 
special attention to housekeeping in those departments that produce quantities of debris, such as 
duplication machines, mailing and receiving rooms.

Do not store large quantities of flammable solvents, duplicating fluids, or other combustible fluids.

Keep electrical appliances in good repair.  Report unsafe conditions to the building office.

When furnishing an office, consider the fire potential of materials used in large amounts, like overstuffed 
chairs, settees, couches or anything that could become a combustible item.  Such furnishings should be 
flame-proofed.

Where potential for fire is especially high, such as supply rooms, tenants may wish to consider installing 
additional fire extinguishers.

Fire Emergency

IF YOU DISCOVER A FIRE, you should remain calm and:

Pull the nearest fire alarm.  Alarms are located in the corridors adjacent to the stairwells.
Call 911 from a safe location.
Evacuate or relocate and assist all others in the immediate area.
Close doors behind you to isolate fire.
Proceed to stairwells and listen for instructions.  NEVER use the elevators.
Be cautious when opening doors so as not to spread the fire.  Touch any door to see if it is hot before 
opening.
If smoke is present, stay low and crawl with your body against the floor. The clearest air is near the 
floor.  If forced to make a dash through smoke or flame, hold your breath and cover your nose and 
mouth with an article of clothing.



Emergency Procedures: Flooding 

In the event of a flood that may cause damage to tenant property or affect the normal operation of the 
building, designated tenant representatives will be contacted by Building Management personnel, 
regardless of the time of day.

The first priority is to ensure that no personal injury occurs as the result of a flood. The second priority is to 
discover the cause and prevent or minimize additional flooding.

Once the flooding has been contained, clean-up operations will be commenced. Tenants will need to 
contact their insurance carrier for any damage to their property.



Emergency Procedures: Floor Warden Manual 

Click here to view the Floor Warden Manual

pdf/FloorWardenManual80SLake.pdf


Emergency Procedures: Homeland Security 

Lincoln Property Company recommends that each tenant have an emergency action plan in place to help 
their employees prepare for, and react quickly to, a regional emergency, including terrorist attacks.  Click on 
the links below to access a variety of resources that aid in preparing for a regional emergency.

California Office of Emergency Services 
http://www.oes.ca.gov

Los Angeles Emergency Operations Organization 
http://www.updatela.com

Department of Homeland Security
http://www.dhs.gov/dhspublic

Federal Emergency Management Association
http://fema.gov/

American Red Cross 
http://www.redcross.org/

Center for Diseases Control and Prevention Emergency Preparedness and Response
http://www.cdc.gov/

Local media outlets will provide important information during an emergency situation.

KNX 1070 AM
http://www.knx1070.com/

KFWB 980 AM
http://www.kfwb.com/

KFI 640 AM
http://www.kfi640.com

The Los Angeles Times
http://www.latimes.com/

CBS2 Channel 2: http://www.cbs2.com/

NBC4 Channel 4: http://www.nbc4.tv

KABC7 Channel 7: http://www.abc7.com

http://www.oes.ca.gov
http://www.updatela.com
http://www.dhs.gov/dhspublic
http://fema.gov/
http://www.redcross.org/
http://www.cdc.gov/
http://www.knx1070.com/
http://www.kfwb.com/
http://www.kfi640.com
http://www.latimes.com/
http://www.cbs2.com/
http://www.nbc4.tv
http://www.abc7.com
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Emergency Procedures: Medical Emergency 

In the event that an accident or illness befalls  one of your employees, or  a visitor to your office area, 
please:

Call Emergency Services at 911.
Provide the Emergency Dispatcher with the following information:

Your name
Your Building’s name and address
Your specific floor number, and the exact location of the emergency
Any pertinent details of the accident or illness

Do not move the injured/ill person.  Attempt to make them as comfortable as possible.
If feasible, send someone to meet the emergency unit upon its arrival in the lobby.
Call the Management Office. Inform management that you have called 911 and briefly describe the 
nature of the emergency.
The emergency unit will be with you shortly and will administer all necessary medical assistance.
Determine, if possible:

Name, address and age of injured/ill person
The nature of the problem, as best you can surmise
All known allergies and current medications taken by the individual
A local doctor

The Management, Engineering and Security staff will do all we can to ensure the patient’s comfort while 
awaiting the arrival of the medical rescue team.  Although we assume no liability for our assistance, we 
strongly encourage Tenants and employees to become familiar with First Aid, as well as the contact 
information and protocol used to alert emergency services.



Emergency Procedures: Occupant Emergency Manual 

Click here to view the Occupant Emergency Manual

pdf/OccupantManual-80SLake.pdf


Emergency Procedures: Pandemic Preparedness 

What you Need to Know

An influenza (flu) pandemic is a worldwide outbreak of flu disease that occurs when a new type of influenza 
virus appears that people have not been exposed to before (or have not been exposed to in a long time). 
The pandemic virus can cause serious illness because people do not have immunity to the new virus. 
Pandemics are different from seasonal outbreaks of influenza that we see every year. Seasonal influenza is 
caused by influenza virus types to which people have already been exposed. Its impact on society is less 
severe than a pandemic, and influenza vaccines (flu shots and nasal-spray vaccine) are available to help 
prevent widespread illness from seasonal flu.

Influenza pandemics are different from many of the other major public health and health care threats facing 
our country and the world. A pandemic will last much longer than most flu outbreaks and may include 
"waves" of influenza activity that last 6-8 weeks separated by months. The number of health care workers 
and first responders able to work may be reduced. Public health officials will not know how severe a 
pandemic will be until it begins.

Importance and Benefits of Being Prepared

The effects of a pandemic can be lessened if you prepare ahead of time. Preparing for a disaster will 
help bring peace of mind and confidence to deal with a pandemic.
When a pandemic starts, everyone around the world could be at risk. The United States has been 
working closely with other countries and the World Health Organization (WHO) to strengthen systems 
to detect outbreaks of influenza that might cause a pandemic.
A pandemic would touch every aspect of society, so every part of society must begin to prepare. All 
have roles in the event of a pandemic. Federal, state, tribal, and local governments are developing, 
improving, and testing their plans for an influenza pandemic. Businesses, schools, universities, and 
other faith-based and community organizations are also preparing plans.
As you begin your individual or family planning, you may want to review your state's planning efforts 
and those of your local public health and emergency preparedness officials. State plans and other 
planning information can be found at .www.pandemicflu.gov/plan/checklists.html
The Department of Health and Human Services (HHS) and other federal agencies are providing 
funding, advice, and other support to your state. The federal government will provide up-to-date 
information and guidance to the public if an influenza pandemic unfolds.

Pandemic Flue Resources

There are many publicly available resources in place to help communities, companies, and individuals plan 
for a possible pandemic flu outbreak. A few of the most useful sites are linked below:

Pandemicflu.gov
This is the official U.S. Government site for information on pandemic and avian influenza. The 
material on this site is organized by topic for easy reference.
Centers for Disease Control and Prevention (CDC)
The CDC Web site is another primary source of information on pandemic influenza. They also have a 
hotline—1-800-CDC-INFO (1-800-232-4636)—that is available in English and Spanish, 24 hours a 
day, 7 days a week (TTY: 1-888-232-6348). Or, if you prefer, questions can be e-mailed to 

.inquiry@cdc.gov
Department of Homeland Security (DHS) 
DHS is working on a “Business Planning Guide,” which will be posted on the DHS home page and on 
Pandemicflu.gov as soon as it is completed. Also, for business-specific questions, the DHS has 
created an e-mailbox - .DHSPandemic@dhs.gov
BOMA Resources
BOMA/Greater Toronto Pandemic Flu Report
The report addresses the threat to commercial buildings from an avian flu pandemic.

The resources above will provide a lot of information, but we also encourage you to:

Listen to local and national radio
Watch news reports on television
Read your newspaper and other sources of printed and Web-based information
Look for information on your local and state government Web sites

http://www.pandemicflu.gov/plan/checklists.html
http://Pandemicflu.gov
mailto:Pandemicflu.gov
mailto:DHSPandemic@dhs.gov


Look for information on your local and state government Web sites
Consider talking to your local health care providers and public health officials.



Emergency Procedures: Power Failure 

All 80 South Lake Avenue Office Buildings and Common areas are served by emergency generators.  In the 
event of power failure, these generators will provide emergency power for certain basic building functions. 
Those functions include:

Activating emergency lights on each floor throughout the building, including all Exit signs.
Activating all stairwell lighting.
Activating the building’s emergency Fire, Life and Safety Systems as well as the building’s 
communication systems.
Recalling all elevators to the ground floor lobby.  (One elevator will remain operative for use by 
security to assist handicapped persons or to take service crews and equipment into the building, as 
needed.)

It is seldom necessary to evacuate the building during a power failure.  Unless you are directed to do so 
through the emergency communication system, please remain in your offices.

Please…DO NOT CALL the Management Office unless you need to notify us of the location of a disabled 
employee.



Emergency Procedures: Severe Weather 

When severe weather conditions become apparent, the U.S. Weather Bureau describes conditions by two 
(2) classifications, a Watch or a Warning. This applies to the reporting of severe thunderstorms, the 
approach of weather conditions favoring the formation of tornadoes, a hurricane condition, a winter storm 
condition, etc. A Watch becomes effective when atmospheric conditions are present that can produce the 
particular weather phenomenon. A Warning means that the weather condition has been spotted and prompt 
action must be taken to enhance safety.

Except in very rare circumstances, the decision to evacuate the building based on the above weather 
reports will not be made by Building Management, but rather by each Tenant Company. However, in the 
event these conditions do exist, the following guidelines should be adhered to:

Move away from outside windows. If the windows in your offices are supplied with blinds, close the 
blinds (this will provide protection from broken glass).
Do not panic.
If evacuated, lock all desk drawers and take all items of value with you.
If evacuated, use a route that is in the building interior and stay away from large expanses of glass 
and windows.
Use the stairwells rather than the elevators.
If evacuated, do not return to your office until advised to do so.



Emergency Procedures: Toxic Hazards 

If there is a toxic spill or exposure, proceed immediately to an area where you are no longer 
exposed.  Call  9-1-1.  Provide the building’s address, your floor and phone number, and also what type of 
spill has occurred. Take appropriate action to contain the hazard; close doors behind you, and always follow 
all safety procedures when working with toxic materials.



Introduction: Welcome 

The tenant information provided in this Electronic Tenant® Handbook is meant to provide you with a better 
understanding of 80 South Lake Avenue and to facilitate your company’s operations. There is a great deal 
of information contained within this handbook; take the time to familiarize yourself with this handbook and it 
will become a valuable resource for you and your company. Please note that the Building Management 
Office is available to help in any way possible. Your first call for any problem or question can always be 
directed to the Building Management Office, and we will assist you from there.

Every attempt has been made to provide current and accurate information in this handbook, but it is 
possible that some items will change over time. The Building Management Office will promptly notify you of 
any such changes. Please feel free to contact the Building Management Office with any questions you may 
have. We are here to serve you.

Welcome to 80 South Lake Avenue; a premier Lincoln Property Company property.



Introduction: Operating Instructions 

Navigation

You move through The Electronic Tenant® Handbook just as you would a traditional Internet site.  It’s as 
simple as pointing and clicking.  The main page features a Table of Contents that provides links to each 
Chapter. Upon entering a Chapter, you will find links to the specific information provided in that chapter’s 
Sub-Sections. You may return to the Table of Contents or Chapter Overview at any time by clicking the 
clearly labeled link on every page.

Special Features

This Electronic Tenant® Handbook has special features, such as a . In order to take Search engine
advantage of these useful features, you must have Adobe Acrobat Reader installed on your computer. This 
software is  and easy to use, and can be obtained by .free clicking here

Updates

The Electronic Tenant® Handbook is updated on a regular basis, so please be sure to periodically check for 
updates and new information. If you are having trouble accessing the Electronic Tenant® Handbook or 
need assistance, please e-mail or call the Management Office.

main.cfm?sid=introduction&pid=search
http://www.adobe.com/products/acrobat/readstep2.html


Policies and Procedures: Contractors 

Any repairs and alterations to tenant suites must have prior approval from Landlord in writing.  Please 
submit any repair or alteration requests to Management in writing. 
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Policies and Procedures: General Rules and Regulations 

No sign, advertisement or notice shall be displayed, printed or affixed on or to the Premises or to the 
outside or inside of the Project or so as to be visible from outside the Premises or Project without 
Landlord's prior written consent.  Landlord shall have the right to remove any non-approved sign, 
advertisement or notice, without notice to and at the expense of Tenant, and Landlord shall not be 
liable in damages for such removal.  All approved signs or lettering on doors and walls shall be 
printed, painted, affixed or inscribed at the expense of Tenant by Landlord or by a person selected by 
Landlord and in a manner and style acceptable to Landlord.
Tenant shall not obtain for use on the Premises ice, waxing, cleaning, interior glass polishing, rubbish 
removal, towel or other similar services, or accept barbering or bootblackening, or coffee cart 
services, milk, soft drinks or other like services on the Premises, except from persons authorized by 
Landlord and at the hours and under regulations fixed by Landlord.  No vending machines or 
machines of any description shall be installed, maintained or operated upon the Premises without 
Landlord's prior written consent.

The sidewalks, halls, passages, exits, entrances, elevators and stairways shall not be obstructed by 
Tenant or used for any purpose other than for ingress and egress from Tenant's Premises.  Under no 
circumstances is trash to be stored in the corridors.  Notice must be given to Landlord for any large 
deliveries.  Furniture, freight and other large or heavy articles, and all other deliveries may be brought 
into the Project only at times and in the manner designated by Landlord, and always at Tenant's sole 
responsibility and risk.  Landlord may impose reasonable charges for use of elevators after or before 
normal business hours.  All damage done to the Project by moving or maintaining such furniture, 
freight or articles shall be repaired by Landlord at Tenant's expense.  Tenant shall not take or permit 
to be taken in or out of entrances or passenger elevators of the Project, any item normally taken, or 
which Landlord otherwise reasonably requires to be taken, in or out through service doors or on 
freight elevators.  Tenant shall move all supplies, furniture and equipment as soon as received 
directly to the Premises, and shall move all waste that is at any time being taken from the Premises 
directly to the areas designated for disposal.

Toilet rooms, toilets, urinals, wash bowls and other apparatus shall not be used for any purpose other 
than for which they were constructed and no foreign substance of any kind whatsoever shall be 
thrown therein.
Tenant shall not overload the floor of the Premises or mark, drive nails, screw or drill into the 
partitions, ceilings or floor or in any way deface the Premises.  Tenant shall not place typed, 
handwritten or computer generated signs in the corridors or any other common areas.  Should there 
be a need for signage additional to the Project standard tenant placard, a written request shall be 
made to Landlord to obtain approval prior to any installation.  All costs for said signage shall be 
Tenant's responsibility.
In no event shall Tenant place a load upon any floor of the Premises or portion of any such flooring 
exceeding the floor load per square foot of area for which such floor is designed to carry and which is 
allowed by law, or any machinery or equipment which shall cause excessive vibration to the Premises 
or noticeable vibration to any other part of the Project.  Prior to bringing any heavy safes, vaults, large 
computers or similarly heavy equipment into the Project, Tenant shall inform Landlord in writing of the 
dimensions and weights thereof and shall obtain Landlord's consent thereto. 

(continued) Such consent shall not constitute a representation or warranty by Landlord that the safe, 
vault or other equipment complies, with regard to distribution of weight and/or vibration, with the 
provisions of this Rule 6 nor relieve Tenant from responsibility for the consequences of such 
noncompliance, and any such safe, vault or other equipment which Landlord determines to constitute 
a danger of damage to the Project or a nuisance to other tenants, either alone or in combination with 
other heavy and/or vibrating objects and equipment, shall be promptly removed by Tenant, at 
Tenant's cost, upon Landlord's written notice of such determination and demand for removal thereof.
Tenant shall not use or keep in the Premises or Project any kerosene, gasoline or inflammable, 
explosive or combustible fluid or material, or use any method of heating or air-conditioning other than 
that supplied by Landlord.
Tenant shall not lay linoleum, tile, carpet or other similar floor covering so that the same shall be 
affixed to the floor of the Premises in any manner except as approved by Landlord.
enant shall not install or use any blinds, shades, awnings or screens in connection with any window or 
door of the Premises and shall not use any drape or window covering facing any exterior glass 
surface other than the standard drapes, blinds or other window covering established by Landlord.
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Tenant shall cooperate with Landlord in obtaining maximum effectiveness of the cooling system by 
closing window coverings when the sun's rays fall directly on windows of the Premises.  Tenant shall 
not obstruct, alter, or in any way impair the efficient operation of Landlord's heating, ventilating and air-
conditioning system.  Tenant shall not tamper with or change the setting of any thermostats or control 
valves.
The Premises shall not be used for manufacturing or for the storage of merchandise except as such 
storage may be incidental to the permitted use of the Premises.  Tenant shall not, without Landlord's 
prior written consent, occupy or permit any portion of the Premises to be occupied or used for the 
manufacture or sale of liquor or tobacco in any form, or a barber or manicure shop, or as an 
employment bureau.  The Premises shall not be used for lodging or sleeping or for any improper, 
objectionable or immoral purpose.  No auction shall be conducted on the Premises.
Tenant shall not make, or permit to be made, any unseemly or disturbing noises, or disturb or 
interfere with occupants of Project or neighboring buildings or premises or those having business with 
it by the use of any musical instrument, radio, phonographs or unusual noise, or in any other way.

No bicycles, vehicles or animals of any kind shall be brought into or kept in or about the Premises, 
and no cooking shall be done or permitted by any tenant in the Premises, except that the preparation 
of coffee, tea, hot chocolate and similar items for tenants, their employees and visitors shall be 
permitted.  No tenant shall cause or permit any unusual or objectionable odors to be produced in or 
permeate from or throughout the Premises.  The foregoing notwithstanding, Tenant shall have the 
right to use a microwave and to heat microwavable items typically heated in an office.  No hot plates, 
toasters, toaster ovens or similar open element cooking apparatus shall be permitted in the Premises.
The sashes, sash doors, skylights, windows and doors that reflect or admit light and air into the halls, 
passageways or other public places in the Project shall not be covered or obstructed by any tenant, 
nor shall any bottles, parcels or other articles be placed on the window sills.
No additional locks or bolts of any kind shall be placed upon any of the doors or windows by any 
tenant, nor shall any changes be made in existing locks or the mechanisms thereof unless Landlord is 
first notified thereof, gives written approval, and is furnished a key therefor. 

(continued) Each tenant must, upon the termination of his tenancy, give to Landlord all keys and key 
cards of stores, offices, or toilets or toilet rooms, either furnished to, or otherwise procured by, such 
tenant, and in the event of the loss of any keys so furnished, such tenant shall pay Landlord the cost 
of replacing the same or of changing the lock or locks opened by such lost key if Landlord shall deem 
it necessary to make such change.  If more than two keys for one lock are desired, Landlord will 
provide them upon payment therefor by Tenant.  Tenant shall not key or re-key any locks.  All locks 
shall be keyed by Landlord's locksmith only.
Landlord shall have the right to prohibit any advertising by any tenant which, in Landlord's opinion, 
tends to impair the reputation of the Project or its desirability as an office building and upon written 
notice from Landlord any tenant shall refrain from and discontinue such advertising.
Landlord reserves the right to control access to the Project by all persons after reasonable hours of 
generally recognized business days and at all hours on Sundays and legal holidays.  Each tenant 
shall be responsible for all persons for whom it requests after hours access and shall be liable to 
Landlord for all acts of such persons.  Landlord shall have the right from time to time to establish 
reasonable rules pertaining to freight elevator usage, including the allocation and reservation of such 
usage for tenants' initial move-in to their premises, and final departure therefrom.

Any person employed by any tenant to do janitorial work shall, while in the Project and outside of the 
Premises, be subject to and under the control and direction of the Office of the Project or its 
designated representative such as security personnel (but not as an agent or servant of Landlord, and 
the Tenant shall be responsible for all acts of such persons).
All doors opening on to public corridors shall be kept closed, except when being used for ingress and 
egress.  Tenant shall cooperate and comply with any reasonable safety or security programs, 
including fire drills and air raid drills, and the appointment of "fire wardens" developed by Landlord for 
the Project, or required by law.  Before leaving the Premises unattended, Tenant shall close and 
securely lock all doors or other means of entry to the Premises and shut off all lights and water 
faucets in the Premises.
The requirements of tenants will be attended to only upon application to the Office of the Project.
Canvassing, soliciting and peddling in the Project are prohibited and each tenant shall cooperate to 
prevent the same.
All office equipment of any electrical or mechanical nature shall be placed by tenants in the Premises 
in settings approved by Landlord, to absorb or prevent any vibration, noise or annoyance.
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No air-conditioning unit or other similar apparatus shall be installed or used by any tenant without the 
prior written consent of Landlord.  Tenant shall pay the cost of all electricity used for air-conditioning 
in the Premises if such electrical consumption exceeds normal office requirements, regardless of 
whether additional apparatus is installed pursuant to the preceding sentence.
There shall not be used in any space, or in the public halls of the Project, either by any tenant or 
others, any hand trucks except those equipped with rubber tires and side guards.
All electrical ceiling fixtures hung in offices or spaces along the perimeter of the Project must be 
fluorescent and/or of a quality, type, design and bulb color approved by Landlord.  Tenant shall not 
permit the consumption in the Premises of more than 22 watts per net usable square foot in the 
Premises in respect of office lighting nor shall Tenant permit the consumption in the Premises of more 
than 12 watts per net usable square foot of space in the Premises in respect of the power outlets 
therein, at any one time.  In the event that such limits are exceeded, Landlord shall have the right to 
require Tenant to remove lighting fixtures and equipment and/or to charge Tenant for the cost of the 
additional electricity consumed.



Policies and Procedures: Moving Procedures 

Please coordinate all major furniture moves with Building Management at least 48 working hours in advance.

Moving hours:

Monday - Friday: before 6:00am or after 6:00pm
 at any time.Saturday - Sunday:

NOTE - Please contact building management for insurance requirements and forward the Certificate of 
Insurance for any vendors assisting with the moving process.



Policies and Procedures: Parking 

The building is parked at 3 stalls per 1,000 square feet.  Tenant parking rights are defined in the 
Lease documents.  Parking passes are coordinated directly through Ampco System Parking, which 
can be reached at 213.624.6065
Please do not park in reserved parking stalls unless they are reserved parking stalls that you are 
paying for.
Garage hours shall be 6:00 a.m. to 7:00 p.m., 8:00 a.m. to 4:00 p.m. on Saturdays, and closed 
Sundays, state and federal holidays excepted, as such hours may be revised from time to time by 
Landlord.
Automobiles must be parked entirely within the stall lines on the floor.
All directional signs and arrows must be observed.
The speed limit shall be 5 miles per hour.
Parking is prohibited in areas not striped for parking.
Parking cards or any other device or form of identification supplied by Landlord (or its operator) shall 
remain the property of Landlord (or its operator).  Such parking identification device must be 
displayed as requested and may not be mutilated in any manner.  The serial number of the parking 
identification device may not be obliterated.  Devices are not transferable or assignable and any 
device in the possession of an unauthorized holder will be void.  There will be a replacement charge 
to the Tenant or person designated by Tenant of $25.00 for loss of any parking card.  There shall be 
a security deposit of $25.00 due at issuance for each card key issued to Tenant.

The monthly rate for parking is payable one (1) month in advance and must be paid by the third 
business day of each month.  Failure to do so will automatically cancel parking privileges and a 
charge at the prevailing daily rate will be due.  No deductions or allowances from the monthly rate will 
be made for days parker does not use Parking Facilities.
Tenant may validate visitor parking by such method or methods as the Landlord may approve, at the 
validation rate from time to time generally applicable to visitor parking.
Landlord (and its operator) may refuse to permit any person who violates the within rules to park in 
the garage, and any violation of the rules shall subject the automobile to removal from the garage at 
the parker's expense.  In either of said events, Landlord (or its operator) shall refund a prorata portion 
of the current monthly parking rate and the sticker or any other form of identification supplied by 
Landlord (or its operator) will be returned to Landlord (or its operator).
Garage managers or attendants are not authorized to make or allow any exceptions to these Rules 
and Regulations.
All responsibility for any loss or damage to automobiles or any personal property therein is assumed 
by the parker.

Loss or theft of parking identification devices from automobiles must be reported to the garage 
manager immediately, and a lost or stolen report must be filed by the parker at that time.
The Parking facilities are for the sole purpose of parking one automobile per space.  Washing, 
waxing, cleaning or servicing of any vehicles by the parker or his agents is prohibited.
Landlord (and its operator) reserves the right to refuse the issuance of monthly stickers or other 
parking identification devices to any Tenant and/or its employees who refuse to comply with the 
above Rules and Regulations and all City, State or Federal ordinances, laws or agreements.
Tenant agrees to acquaint all employees with these Rules and Regulations.
No vehicle shall be stored in the garage for a period of more than one (1) week.
The Project is a non-smoking Project.  Smoking or carrying lighted cigars or cigarettes in the 
Premises or the Project, including the elevators in the Project, is prohibited.



Policies and Procedures: Smoking 

80 South Lake Avenue maintains a no smoking policy throughout the building, including all common areas, 
the lobby, rest rooms, stairwells and elevators.  Please do not smoke at building entrances. 


