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This handbook has been prepared to provide helpful information about Columbia Plaza. 

If you have any questions regarding its contents, we welcome your call. 

 

Cushman & Wakefield 

Manager for Columbia Plaza 

Property Management Phone: 513-579-1144 
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SECTION 1 – BUILDING OPERATIONS  

 

PROPERTY MANAGEMENT 

PROPERTY MANAGEMENT OFFICE 

The Property Management Team is responsible for handling tenant calls and service requests 

of the following nature: 

• Reports of temperature discomfort. 

• Service and repair requests. 

• Lock work and key requests. 

• Light bulb/tube replacement. 

• Requests for special cleaning or complaints regarding existing cleaning. 

• Questions concerning monthly statement. 

• Special work requests. 

• Emergency situations 

• General building questions 

 

 

HOURS OF OPERATION 

Building Services Hours    Property Management Office Hours 

Monday - Friday: 7:00 a.m. – 6:00 p.m.  Monday - Friday: 8:00 a.m. – 5:00 p.m. 

Saturday: 8:00 a.m. – 1:00 p.m.   Phone:  513-579-1144 

Closed:  Sundays, and Holidays 

 

 

BUILDING HOLIDAYS 

Building observed holidays are: New Year’s Day, Memorial Day, Independence Day, Labor Day, 

Thanksgiving Day, and Christmas Day.  Services are not provided on these days unless 

arranged in advance with the Property Management Office. 

 

 

DELIVERIES 

Packages, furniture and office machinery requiring the use of dollies or carts should be 

delivered via the freight elevator, between the hours of 7:00 a.m. and 6:00 p.m., Monday 

through Friday. The largest sized delivery truck that can fit in the dock is 20 feet. Deliveries are 

limited to only twenty minutes in the dock during business hours. Use of the freight elevator 

during this time is on a first come, first served basis. The freight maximum weight limit is 4,500 

pounds. 

 

Any large deliveries (i.e., more than one trip on an elevator) should be made after hours 
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Monday through Friday, 6:00p.m. - 7:00 a.m., or anytime Saturday and Sunday.  Contact the 

Property Management Office to reserve the freight elevator.  After hours deliveries need to be 

approved by the Property Manager via and After Hours Access Request form. Please contact 

the Property Management Office for an access form. 

 

Building personnel are not permitted to accept deliveries of any kind (furniture, supplies, mail, 

etc.) on your behalf. The Property Manager cannot be held responsible for deliveries made to 

the building lobby. 

 

 

AFTER HOURS ACCESS 

Any vendor or guest wishing to gain access to a tenant space will need to fill out an After Hours 

Access form. Please contact the Property Management Office for this form. The vendor will also 

need to check in with the Security Console to sign in and obtain a contractor badge. 

 

 

CUSTODIANS (DAY PORTERS) 

Daytime custodial personnel are employed for the purpose of stocking restroom supplies, 

policing the common areas and exterior of the building, and spillage clean up. 

 

These custodians are available to assist tenants by request only through the Property 

Management Office or by submitting a service request via the online work order system. 

 

 

MAINTENANCE PERSONNEL 

Daytime maintenance personnel are available for minor repairs, light bulb changes, and other 

related duties. These maintenance personnel are available by request only through the Property 

Management Office and the online work order system, Building Engines. 

 

There will be a minimum charge for any non-standard work performed by a maintenance person 

on tenant-responsible items.  For billing purposes, time is calculated in 15-minute increments 

and charged at the then applicable hourly rate, with a half hour minimum time charge.  Tenants 

may be asked to sign a Work Order authorizing the work to be performed.  

 

Due to insurance requirements, maintenance personnel have been instructed that under no 

circumstances will Tenants be allowed to use Building tools or equipment. 
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SERVICE AND REPAIR REQUESTS 

The Property Management Office is ready to accept your service requests.  In order to assure 

proper communication, we recommend that each tenant appoint no more than three persons in 

the company to relay maintenance requests.  This will minimize communication breakdown and 

prevent mishandled requests.   

 

The Property Management Office can accommodate most requests; however, we may be 

limited in our ability to complete complex or time-consuming requests without utilizing outside 

resources. 

 

All non-emergency service requests should be directed to the Property Management Office 

through the online work request portal, Building Engines.  They should not be relayed through a 

member of the Maintenance Department.  Only requests registered in the Property 

Management Office will be acted upon. All emergency requests (floods, broken windows, etc.) 

should be called in directly to the Property Management Office at 513-579-1144. 

 

Be as specific as possible when identifying the location of a problem. This will help expedite 

service and reduce costs of services. 

 

Service requests for non-building standard lights or work outside the scope of Landlord's normal 

responsibilities are at the Tenant's expense.  Labor is billed at the current applicable hourly rate 

in 15 minutes increments and a minimum of a half hour. Materials are billed at cost plus a 15% 

administrative fee. 

 

 

GRATUITIES 

Employees of Property Manager have been instructed by Management not to accept gratuities 

or gifts.  Tenants are requested not to offer gratuities to maintenance, custodial, or office 

personnel of Property Manager.  Your cooperation will help us insure equal treatment and 

service for each tenant. 

 

 

CLEANING SERVICES 

Routine cleaning services are conducted after normal office hours Monday through Friday.  No 

daytime or weekend cleaning is provided unless specified in the terms of your lease.  

 

Nightly cleaning service includes the emptying of trash, dusting accessible areas, vacuuming 

carpets, sweeping hard surface floors, and spot cleaning as necessary. 
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A detailed cleaning schedule can be obtained by calling the Property Management Office.  

Arrangements can be made through the Property Management Office for special cleaning 

services not included in the regular nightly cleaning contract, such as carpet cleaning, ceiling 

cleaning, and blinds washing. 

 

 

WINDOW WASHING   

Building interior and exterior windows are washed three times a year. 

 

 

LOST AND FOUND 

The Property Management Office will act as a clearinghouse for lost and/or found articles. 

Please turn any article found into the Property Management Office, along with information 

pertaining to the location, and time the item was found. We will do our best to insure that lost 

articles are recovered by their rightful owners.  

 

 

SOLICITORS 

Out of respect for your privacy, we do not allow solicitation of any kind within our building, 

including solicitation by tenants. We would appreciate your help in this regard by notifying the 

Property Management Office of any solicitors within your office. Phone: 513-579-1144 

 

 

ENERGY CONSERVATION

As all of us have become aware in the last few years, energy and water conservation are 

important.  As tenants, you share with us, through rent escalation clauses, the increasing cost of 

water and energy.  We ask you to turn off lights when leaving your office, and report any leaking 

faucets and/or other incidents in the building that indicate waste of energy. The following are 

some energy saving tips tenants can use to help conserve energy: 

• Lower blinds in the spring and summer months to help keep offices cooler. 

• Raise blinds in the fall and winter months to help keep offices warmer. 

• Turn off or unplug electronics (computers, coffee makers, copiers, etc.) that are not in 

use or when leaving at the end of the day. 

 

 

TENANT CONTACT PERSON 

We ask each tenant to appoint one person to act as liaison with our staff.  This will minimize 

duplicate service requests from within the same office.  Ideally, this contact person will be the 

only person authorized to make requests.  Please designate one or two back-up contact 
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persons to fill in during vacation or illness. 

 

Typical requests would be: 

• Temperature adjustment 

• Replacement of burned out light bulbs 

• Requests for special cleaning or complaints regarding existing cleaning 

• Requests including changes in the physical space or changes with locks and keys 

 

It is important that we have the home phone number of the tenant contact person and the back-

up contact person so that we can notify you of any after-hours emergency. These phone 

numbers are given to management only and are held in the strictest confidence. 

 

We would appreciate your appointment of these individuals and due notification so we may 

acquaint him/her with our operations. Please fill out and submit the form on Page 19. 

 

 

INSURANCE 

The Owner and Property Manager cannot insure tenant's personal property against loss or 

damage. It is the tenant's responsibility to obtain and pay for insurance covering office furniture, 

business machinery, etc. We recommend that you check your insurance coverage to assure 

that you have sufficient coverage for all of your personal possessions housed in the building.   

 

A certificate of liability insurance is required per the terms of the tenant’s specific lease 

insurance section. Certificates will be requested by the Property Manager on a yearly basis, 

based on the effective coverage period of the certificate. 

 

The information in the Certificate Holder section should read as follows: 

 250 East Fifth Street, LLC 

            c/o Cushman & Wakefield U.S., Inc. 

            250 East Fifth Street, Suite 200 

            Cincinnati, OH 45202 

 

The information in the Additional Insureds sections should read as follows: 

250 East Fifth Street, LLC and Cushman & Wakefield U.S., Inc. as Agent for Owner. 

 

The Owner nor Property Manager can insure cars or personal property left in cars in the parking 

garages.  Please inform all personnel that they are responsible for their own belongings (i.e., 

stereos, radar detectors, packages, etc.). 
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RENTAL PAYMENTS 

Checks should be made payable to 250 East Fifth Street, LLC and mailed to:  

 

250 East Fifth Street, LLC 

PO Box 733024 

Dallas, TX 75373-3024 

 

Wire Information: 

 

JP Morgan Chase Bank, N.A. 

500 Stanton Christiana Rd 

Newark, DE 19713 

 

Account Title: 250 East Fifth Street, LLC 

Account Number: 626485440 

ABA#: 021000021 

 

Statements showing recurring monthly charges, as well as any non-recurring charges for keys, 

materials, repairs, remodeling, or other services authorized in writing by your company through 

the Property Manager Office will be mailed to you on or before the first of each month.  The 

statements are sent as a courtesy and under all circumstances, recurring rent payments are due 

by the first of each month or as specified in your lease. 

 

Tenants should contact the Property Management Office immediately upon receipt of the 

monthly statement if there are any questions regarding the amount(s) due for the current period. 

 

BUILDING RULES AND REGULATIONS 

The following are the Landlord’s Rule and Regulations which are referred to in the Lease, and 

the Tenant agrees that its employees and agents, or any others permitted by Tenant to occupy 

or enter The Leased Property, will at all times abide by them.  VIOLATION OF THESE RULES 

CAN RESULT IN A DEFAULT OF THE LEASE.   

 

Landlord shall not be liable for the non-observance of said rules and regulations by any other 

tenant. The following rules and regulations shall apply to the Premises, the Building, the parking 

garage associated therewith, and the appurtenances thereto: 
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1. No sign, placard, picture, advertisement, name or notice (collectively referred to as 

“Signs”) shall be installed or displayed on any part of the outside of the Building without 

the prior written consent of the Landlord which consent shall be in Landlord’s sole 

discretion. All approved Signs shall be printed, painted, affixed or inscribed at Tenant’s 

expense by a person or vendor approved by Landlord and shall be removed by Tenant 

at Tenant’s expense upon vacating the Premises. Landlord shall have the right to 

remove any Sign installed or displayed in violation of this rule at Tenant’s expense and 

without notice. 

 

2. If Landlord objects in writing to any curtains, blinds, shades or screens attached to or 

hung in or used in connection with any window or door of the Premises or Building, 

Tenant shall immediately discontinue such use.  No awning shall be permitted on any 

part of the Premises.  Tenant shall not place anything or allow anything to be placed 

against or near any glass partitions or doors or windows which may appear unsightly, in 

the opinion of Landlord, from outside the Premises. 

 

3. Tenant shall not alter any lock or other access device or install a new or additional lock 

or access device or bolt on any door of its Premises without the prior written consent of 

Landlord.  Tenant, upon the termination of its tenancy, shall deliver to Landlord the keys 

or other means of access to all doors. 

 

4. If Tenant requires telephone, data, burglar alarm or similar service, the cost of 

purchasing, installing and maintaining such service shall be borne solely by Tenant. No 

boring or cutting for wires will be allowed without the prior written consent of Landlord. 

Landlord shall direct electricians as to where and how telephone, data, and electrical 

wires are to be introduced or installed. The location of burglar alarms, telephones, call 

boxes or other office equipment affixed to the Premises shall be subject to the prior 

written approval of Landlord. 

 

5. Tenant shall not place a load upon any floor of its Premises, including mezzanine area, if 

any, which exceeds the load per square foot that such floor was designed to carry and 

that is allowed by law. Heavy objects shall stand on such platforms as determined by 

Landlord to be necessary to properly distribute the weight. Landlord will not be 

responsible for loss of or damage to any such equipment or other property from any 

cause, and all damage done to the Building by maintaining or moving such equipment or 

other property shall be repaired at the expense of Tenant. 

 

6. Tenant shall not install any radio or television antenna, satellite dish, loudspeaker or 
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other device on the roof or exterior walls of the Building without Landlord’s prior written 

consent which consent shall be in Landlord’s sole discretion.  

 

7. Tenant shall not mark, drive nails, screw or drill into the partitions, woodwork, plaster or 

drywall (except for pictures and general office uses) or in any way deface the Premises 

or any part thereof.   Tenant shall not affix any floor covering to the floor of the Premises 

or paint or seal any floors in any manner except as approved by Landlord.  Tenant shall 

repair any damage resulting from noncompliance with this rule. 

 

8. No cooking shall be done or permitted on the Premises, except that Underwriters’ 

Laboratory approved microwave ovens or equipment for brewing coffee, tea, hot 

chocolate and similar beverages shall be permitted, provided that such equipment and 

use is in accordance with all applicable federal, state and city laws, codes, ordinances, 

rules and regulations. 

 

9. Tenant shall not use any hand trucks except those equipped with the rubber tires and 

side guards, and may use such other material-handling equipment as Landlord may 

approve.  Tenant shall not bring any other vehicles of any kind into the Building. Forklifts 

which operate on asphalt areas shall only use tires that do not damage the asphalt.  

 

10. Tenant shall not use the name of the Building or any photograph or other likeness of the 

Building in connection with or in promoting or advertising Tenant’s business except that 

Tenant may include the Building name in Tenant’s address. Landlord shall have the 

right, exercisable without notice and without liability to any tenant, to change the name 

and address of the Building. 

 

11. All trash and refuse shall be contained in suitable receptacles at locations approved by 

Landlord. Tenant shall not place in the trash receptacles any personal trash or material 

that cannot be disposed of in the ordinary and customary manner of removing such trash 

without violation of any law or ordinance governing such disposal. 

 

12. Tenant shall comply with all safety, fire protection and evacuation procedures and 

regulations established by Landlord or any governing authority. 

 

13. Tenant assumes all responsibility for securing and protecting its Premises and its 

contents including keeping doors locked and other means of entry to the Premises 

closed. 

 

14. Tenant shall not use any method of heating or air conditioning other than that supplied 
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by Landlord without Landlord’s prior written consent. 

 

15. No person shall go on the roof without Landlord’s permission. 

 

16. Tenant shall not permit any animals, other than seeing-eye dogs, to be brought or kept 

in or about the Premises or any common area of the property.  

 

17. Tenant shall not permit any motor vehicles to be washed or mechanical work or 

maintenance of motor vehicles to be performed on any portion of the Premises or 

parking lot.  

 

18. These Rules and Regulations are in addition to, and shall not be construed to in any way 

modify or amend, in whole or in part, the terms, covenants, agreements and conditions 

of any lease of any premises in the Building.  Landlord may waive any one or more of 

these Rules and Regulations for the benefit of any tenant or tenants, and any such 

waiver by Landlord shall not be construed as a waiver of such Rules and Regulations for 

any or all tenants. 

 

19. Landlord reserves the right to make such other and reasonable rules and regulations as 

in its judgment may from time to time be needed for safety and security, for care and 

cleanliness of the Building and for the preservation of good order in and about the 

Building.  Tenant agrees to abide by all such rules and regulations herein stated and any 

additional rules and regulations which are adopted.  Tenant shall be responsible for the 

observance of all of the foregoing rules by Tenant’s employees, agents, clients, 

customers, invitees and guests. 

 

20. Any toilet rooms, toilets, urinals, wash bowls and other apparatus shall not be used for 

any purpose other than that for which they were constructed and no foreign substance of 

any kind whatsoever shall be thrown into them.  The expense of any breakage, stoppage 

or damage resulting from the violation of this rule shall be borne by the Tenant who, or 

whose employees or invitees, have caused it. 

 

21. Tenant shall not permit smoking or carrying of lighted cigarettes or cigars in areas 

reasonably designated by Landlord or any applicable governmental agencies as non-

smoking areas. 

 

22. Any directory of the Building or project of which the Building is a part (“Project Area”), if 

provided, will be exclusively for the display of the name and location of tenants only and 

Landlord reserves the right to charge for the use thereof and to exclude any other 
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names.   

 

23. Canvassing, soliciting, distribution of handbills or any other written material in the 

Building or Project Area is prohibited and each tenant shall cooperate to prevent the 

same. No tenant shall solicit business from other tenants or permit the sale of any goods 

or merchandise in the Building or Project Area without the written consent of Landlord.  

 

24. Any equipment belonging to Tenant which causes noise or vibration that may be 

transmitted to the structure of the Building or to any space therein to such a degree as to 

be objectionable to Landlord or to any tenants in the Building shall be placed and 

maintained by Tenant, at Tenant’s expense, on vibration eliminators or other devices 

sufficient to eliminate the noise or vibration. 

 

25. Driveways, sidewalks, halls, passages, exits, entrances and stairways (“Access Areas”) 

shall not be obstructed by tenants or used by tenants for any purpose other than for 

ingress to and egress from their respective premises. Access areas are not for the use 

of the general public and Landlord shall in all cases retain the right to control and 

prevent access thereto by all persons whose presence, in the judgment of Landlord, 

shall be prejudicial to the safety, character, reputation and interests of the Building or its 

tenants. 

 

26. Landlord reserves the right to designate the use of parking areas and spaces.  Tenant 

shall not park in visitor, reserved, or unauthorized parking areas, unless instructed to do 

so by Landlord. Tenant and Tenant’s guests shall park between designated parking lines 

only and shall not park motor vehicles in those areas designated by Landlord for loading 

and unloading. Vehicles in violation of the above shall be subject to being towed at the 

vehicle owner’s expense. Vehicles parked overnight without prior written consent of the 

Landlord shall be deemed abandoned and shall be subject to being towed at vehicle 

owner’s expense. Tenant will from time to time, upon the request of Landlord, supply 

Landlord with a list of license plate numbers of vehicles owned or operated by its 

employees or agents. 

 

27. No trucks, tractors or similar vehicles can be parked anywhere other than in Tenant’s 

own truck dock area. Tractor-trailers which must be unhooked or parked with dolly 

wheels beyond the concrete loading areas must use steel plates or wood blocks under 

the dolly wheels to prevent damage to the asphalt paving surfaces. No parking or storing 

of such trailers will be permitted in the parking areas or on streets adjacent thereto. 
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PARKING RULES AND REGULATIONS 

1. Parking areas shall be used only for parking by vehicles no longer than full size, 

passenger automobiles herein called "Permitted Size Vehicles". Clearance height is 6 

feet, 8 inches.  

 

2. Tenant shall not permit or allow any vehicles that belong to or are controlled by tenant or 

tenant's employees, suppliers, shippers, customers, or invitees to be loaded, unloaded, 

or parked in areas other than those designated by landlord for such activities. 

 

3. Parking stickers, cards, or identification devices shall be the property of landlord and be 

returned to landlord by the holder thereof upon termination of the holder's parking 

privileges.  Tenant will pay such replacement charge as is reasonably established by 

landlord for the loss of such devices. 

 

4. Landlord reserves the right to refuse the sale of monthly identification devices to any 

person or entity that willfully refuses to comply with the applicable rules, regulations, 

laws and/or agreements. 

 

5. Landlord reserves the right to relocate all or a part of parking spaces from floor to floor, 

within one floor, and/or to reasonably adjacent offsite location(s), and to reasonably 

allocate them between compact and standard size spaces, as long as the same 

complies with applicable laws, ordinances and regulations. 

 

6. Users of the parking area will obey all posted signs and park only in the areas 

designated for vehicle parking. 

 

7. Unless otherwise instructed, every person using the parking area is required to park and 

lock his own vehicle.  Landlord will not be responsible for any damage to vehicles, injury 

to persons or loss of property, all of which risks are assumed by the party using the 

parking area. 

 

8. Validation, if established, will be permissible only by such method or methods as 

landlord and/or Property Manager may establish at rates generally applicable to visitor 

parking. 

 

9. The maintenance, washing, waxing or cleaning of vehicles in the parking area is 

prohibited. 

 

10. Tenant shall be responsible for seeing that all of its employees, agents and invitees 
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comply with the applicable parking rules, regulations, laws and agreements. 

 

11. Landlord reserves the right to modify these rules and/or adopt such other reasonable 

and non-discriminatory rules and regulations as it may deem necessary for the proper 

operation of the parking area. 

 

12. Such parking use as is herein provided is intended merely as a license only and no 

bailment is intended or shall be created hereby. 

 

 

SECURITY 

Good office security requires everyone's cooperation.  For your protection, please help by 

observing the following: 

• Never leave your reception area unattended. 

• Corridor doors should be closed at all times.  Be certain that all doors are locked when 

you close your office or leave the reception area unattended. Be particularly vigilant 

before or after normal working hours, and during lunch and coffee break periods. 

• Advise employees never to leave purses or other valuable items on or under desks. 

Cash, stamps, blank checks, and electronic devices should be secured in locked 

cabinets or desks. 

• If an employee leaves your firm under adverse conditions without turning in his/her keys, 

notify the Property Management Office at once to request rekeying the locks.  (This 

service would be a charge to your company.) 

• Be suspicious of people who might enter your office area to ask for directions or to fill out 

job applications. 

• Out of respect for your privacy and building security, Owner and Property Manager 

prohibit solicitation in its buildings.  Please notify the Property Management Office 

whenever there are any solicitors in your building or space. 

• Demand to see proper identification of anyone who represents himself as a public utility 

employee, cleaner, etc., before giving the person access to any areas of the building 

under your control. 

• Report any malfunctioning lock or door closer immediately to the Property Management 

Office. 

 

 

AFTER HOURS SECURITY   

The management personnel have been instructed that under no circumstances shall they ever 

unlock a Tenant's door, or grant access to any Tenant, Tenant's contractor, or Tenant's vendor 

unless authorized by an After Hours Access Request form or a building tenant ID.  Please 
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contact the Property Management Office for a form or arrange for an authorized employee of 

your company to provide access for such people.   

 

BUILDING ID BADGES 

All building tenant employees shall obtain and have in their possession while in the building a 

photographic building ID card. These can be obtained in the Property Management Office. The 

first card for each employee will be free of charges, however, in order to obtain a replacement 

badge for lost, stolen, or damaged cards, a fee of $15.00 will be charged to the tenant company. 

Employees must have these badges on them to access their space after hours or on weekends. 

 

ELEVATOR SECURE MODE 

CONTRACTORS 

From time to time you may require the services of an outside contractor for work not performed 

under the Lease.  If it is necessary that the contractor work in your space between Monday 

through Friday, 5:00 p.m. - 7:00 a.m., or on Saturday or Sunday, you must have approval from 

the Property Management Office through and After Hours Access Request From.   
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SECTION 2 – MOVING PROCEDURES  

 

MOVE-IN PROCEDURES 

Without pre-planning and proper coordination, moving can be a hectic experience.  The 

appointment of an in-house coordinator is a good idea.  Matters requiring pre-move attention 

include the following: 

• Arrange for telephone service.  Please notify our office of any planned telephone 

installation that requires access to switching gear located outside of your space or for 

above-ceiling, through-wall, or through-floor installations. 

 

• Obtain Occupancy Permit from the City of Cincinnati and forward a copy to the Property 

Management Office. 

 

• We do not allow a telephone company to run exposed wire around doorframes or 

throughout the leased property to the detriment of the appearance of your space and our 

building. 

 

• Arrange for moving company services.  ANY DAMAGE TO THE BUILDING DURING 

THE MOVE WILL BE THE RESPONSIBILITY OF THE TENANT.  MAKE SURE THE 

MOVING COMPANY YOU USE IS ADEQUATELY INSURED. 

 

• INFORM MOVING CONTRACTOR TO CONTACT THE PROPERTY MANAGEMENT 

OFFICE FOR SPECIFIC INSTRUCTIONS TO BE FOLLOWED DURING YOUR MOVE. 

 

• Order stationery, business cards, etc. 

 

• Notify the Post Office of your new address.   

 

• Notify the Property Management Office of your confirmed move-in date so that use of 

the freight elevator can be arranged for the move.  All moving trucks are to use the 

loading dock area off the alley. 

 

• Order keys from the Property Management Office.   

 

• Written notification of all those receiving parking cards should be sent to the Property 

Management Office. 
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TENANT MOVE-IN CHECKLIST 

1. Have moving company contact the Property Management Office about special 

requirements.   

Phone:  513-579-1144 

 

2. Schedule, with the Property Management Office, the use of the freight elevator. 

 

3. Order door signage.   

 

4. Notify post office of change of address. 

 

5. Set up rental payments in the payable schedule for payment by the first of each 

month. 

 

6. Inform the Property Management Office of the contact person's name and 

emergency/after-hours phone number. 

 

7. Inform insurance agent of change in location and instruct the agent to send a 

Certificate of Insurance in accordance with your lease to the Property Management 

Office. 

 

8. Distribute a copy of Rules and Regulations to each employee.  (Page 8) 

 

9. Obtain occupancy permit from the City of Cincinnati and provide a copy to the 

Property Management Office. 
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KEYS AND LOCKWORK 

You are prohibited by your lease agreement from altering any locks in your leased office space.  

Arrangements for combination changes, dead bolt installation, extra copies of keys, or any 

special locksmith work must be made through the Property Management Office.  Any lock work 

that is not covered by the lease agreement will be billable to the tenant. 
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TENANT CONTACT FORM 

For each Tenant in the building, the Property Management Office is requesting the names of 

three people for contact purposes.  The first two would be the Tenant Contact and Backup 

Contact, who will be responsible for requesting any services available from the Property 

Management Office.  The third name is that of the Principal Contact.  This is usually an Officer 

of the Company or someone directly in charge of the Branch.  We are also requesting after-

hours phone numbers from these individuals in case of an after-hours emergency.  These 

numbers will be kept confidential. 

 

The Property Management Office prefers work orders or requests be submitted only from the 

Tenant Contact, Back-up Contact or Principal Contact. 

 
Company Name: _______________________________________  

 

Tenant Contact: ________________________________________   

Title: _________________________________________________ 

After Hours Number: ____________________________________ 

Email Address: _________________________________________  

 

Backup Contact: ________________________________________   

Title: _________________________________________________  

After Hours Number: ____________________________________ 

Email Address: _________________________________________  

 

Principal Contact: _______________________________________   

Title: _________________________________________________ 

After Hours Number: ____________________________________ 

Email Address: _________________________________________  
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KEYING SPECIFICATIONS 

 

Tenant Company Name:  _______________________________________________________ 

Suite:  ______________________________________________________________________ 

Move In Date:  _______________________________________________________________  

Contact Name: _______________________________________________________________ 

Phone:  _____________________________________________________________________ 

(Person to Contact If More Information Is Required) 

 

 

ENTRY DOOR(S)  

Quantity: _________ 

Keys Needed: ________________________________________________________________ 

Keying Instructions: ____________________________________________________________ 

____________________________________________________________________________

____________________________________________________________________________ 

 

 

INTERIOR DOOR(S)  

Quantity: _________ 

Keys Needed: ________________________________________________________________ 

Keying Instructions: ____________________________________________________________ 

____________________________________________________________________________

____________________________________________________________________________ 

 

 

 

Please Return This Request To: 

Property Manager 

Christian Hinkle 

250 East Fifth Street, Suite 200 

Cincinnati, OH 45202 

513-579-1144 

Christian.Hinkle@cushwaker.com 

 

This information is required two weeks prior to move-in to avoid any delays. 

 

Approved by:     

Date:    
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MOVE-OUT PROCEDURES 

At least one week prior to vacating your suite, please notify the Property Management Office to 

inform us of your exact moving date. 

 

Typical information required for move-outs includes the following: 

1. The exact date of moving. 

 

2. Verification of parking spaces to be deleted. 

 

3. Make arrangements to turn in all keys properly marked. 

 

4. Forwarding address and phone number. 

 

5. Other special information (i.e. Certificate of Insurance for the moving contractor). 

 

Please refer to the section in this handbook on "Deliveries" for designated exits to use.  Also, 

please note that the service elevator is not available for move-outs between 7:00 a.m. and 5:00 

p.m. on weekdays.  The preferred move-out time is after 6:00 p.m. on weekdays or on 

Saturdays, by appointment with the Property Management Personnel through and After Hours 

Access Request form.   

 

ANY DAMAGE TO THE BUILDING DURING THE MOVE-OUT WILL BE THE 

RESPONSIBILITY OF THE TENANT.  MAKE SURE THE MOVING COMPANY YOU USE IS 

ADEQUATELY INSURED. 

 

INFORM MOVING CONTRACTOR TO CONTACT THE PROPERTY MANAGEMENT OFFICE 

FOR SPECIFIC INSTRUCTIONS TO BE FOLLOWED DURING YOUR MOVE. 
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SECTION 3 – BUILDING SERVICES  

 

CONFERENCE ROOM 

The building conference room is located on the 4th floor.  The conference room is available for 

all tenant’s use.  The conference room is complimentary.  To reserve the conference room, 

please contact the Property Management Team at 513-579-1144. 

 

 

LEASING/MARKETING Questions 

Property Management Office 

Telephone # 513-579-1144 

 

Please contact the Property Management Office for any information related to leasing additional 

space or referring someone to us who may be interested in leasing office or industrial property 

in the Cincinnati metropolitan area. 

 

 

PARKING 

Parking space allotments are specified in the lease agreement. 

 

SP+ (513-381-2464) manages the parking facilities.  All parking charges are due on or before 

the first of each month and are to be remitted to SP+, PO Box 790402, St. Louis, MO 63179-

0402, or online at www.spplus.com  

 

 

POSTAGE/EXPRESS MAIL 

U.S. Postal Service Mail Drop, UPS, Federal Express, and DHL drops are available in the mail 

room in the Plaza Lobby across from the garage elevators. 

   

 

REMODELING REQUESTS 

Remodeling requests should be directed to the Property Management Office. 

 

Remodeling work includes any additions, revisions, alterations, demolitions, partition installation, 

and/or general improvements to your space, including painting, carpeting, shelving installation, 

and any changes to the air conditioning and/or electrical systems. Plans for work to be 

performed must be reviewed and approved by the Property Manager before construction.  

Please allow 7-10 working days for approval. 
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Only approved contractors are permitted to work in the building and they must be supervised by 

an authorized representative from the Property Management Office. 

 

No remodeling work of any kind is to commence without the prior knowledge and approval of 

Owner and Property Manager.  

 

 

SMOKING 

Smoking is permitted outside the building located in the front plaza on the left side. Please 

properly dispose all cigarette butts. 

 

 

 

 


