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PRE-CONSTRUCTION PROCESS

1. Contractor Selection:  Tenant/Contractor may not use any Contractor which has not been first approved by Landlord.  Contractors and sub-contractors are subject to ongoing observation by Transwestern Construction Managers, Property Management, and Engineering staff to assure compliance with Building Rules and Regulations.  Contractors may not utilize sub-contractors who are not included in the List of Approved Sub-Contractors (attached on page 10), without first receiving permission from the Management Office.  Landlord required that the following vendors be used for the work detailed below:
· Access Control – DA Mid-South

· HVAC Controls – Johnson Controls

· Fire Alarm - FireSafe

2. Permits:  Contractor shall procure permits appropriate for the scope of work to be performed.  These permits shall be secured and paid for by Contractor.  Copies should be provided to Landlord prior to construction and posted at the job site in a readily visible/accessible area.

3. Governmental Compliance:  While on the job site, Contractor shall obey all laws, ordinances, codes, and rules in the jurisdiction.  Should discrepancies arise between the plan notations and actual field conditions, Contractor shall consult Architect and Landlord before any modifications are made.  Any field modifications shall be documented by Contractor.  Contractor also agrees to provide Landlord the Material Safety Data Sheets for all materials used during the construction process.
4. Insurance Requirements:  The General Contractor (GC) and all sub-contractors shall carry minimum statutory limits of Worker Compensation Insurance.  GC and sub-contractors shall also carry General Liability Insurance deemed by Landlord to be sufficient for the proposed construction.  Original certificates of such insurance are to be submitted prior to the commencement of Work.  Specific requirements are as follows:

· Commercial general liability insurance – Not less than $1,000,000 per occurrence for bodily injury, personal injury and property damage

· Automobile liability insurance, including bodily injury and property damage combined – Not less than $1,000,000 each occurrence

· Workers’ Compensation insurance – Not less than $1,000.000

· Umbrella liability insurance – Not less than $2,000,000

· Additional Insured:
Westgate RE, LP and 
Transwestern Property Company SW GP, L.L.C. dba Transwestern, as Agent 

· See specific requirements in attached memo located on page 8.
5. Construction Kick-Off Meeting: Prior to commencing construction, Contractor and Construction Manager shall meet to discuss the project.  Contractor shall provide the following items to Landlord:

· Signed Construction Rules

· Project Schedule

· Insurance Certificates for Contractor and all sub-contractors

· Contact Sheet for all Contractor/sub-contractor key personnel.  It should include day time and after-hours emergency contact numbers.

· Walk-through of space

6. Mechanical Rooms:  Contractor is responsible for the condition of the base building mechanical and electrical rooms throughout the construction process.  Contractor shall install construction filters over the air handler unit filter rack to protect the filters from dust and debris prior to commencing construction.  Construction filters shall be changed as necessary to provide clean and dust free air to the other tenant spaces on the floor.  Contractor shall be responsible for cleaning the mechanical rooms and returning equipment to the prior condition at the completion of the construction project.
CONSTRUCTION PROCESS

1. Responsibility for Job Site:  Contractor assumes responsibility for the job site upon commencement of the work.  Contractor’s personnel shall confine the use of the premises to the designated construction site so as not to disturb other tenants.  
2. Cleanup of Construction Area:  Contractor shall at all times, on a day-to-day basis, keep the site free from accumulations of waste materials, debris, or rubbish caused by his employees or work.  All construction sites will have walk-off mats that are changed as frequently as necessary.  At the completion of the work, Contractor shall remove all tools, materials and debris, leaving the site in a broom clean condition.
3. Cleanup of Base Building Areas:  Mechanical and Electrical Rooms shall be cleaned and closed daily.  Panel covers should be closed and wiring capped off.  Under no circumstances should a water pipe section be left uncapped or any electrical lines be left hanging or unsecured by any portion of the building.
4. Common Areas:  All public spaces, including Mechanical Rooms, Restrooms, elevators and corridors should be provided with necessary protection via plastic sheeting, padding or other means to assure that base building finishes and equipment are not damaged.  Contractor shall be liable for all costs associated with repairs of these areas due to construction damage.
5. After Hours Work Requirements:  The following work shall be performed outside of normal working hours (6:00 p.m. to 6:00 a.m. M-F, weekends)  
· All demolition, trash removal, core-drilling or cutting of slab, or any work that generates noise or noisy vibrations.
· Application of any chemical that causes odors which cannot be localized.  This includes painting, staining, varnishing, and application of carpet glue, mastic or floor adhesive compounds.  All work of this nature shall be coordinated with the Management Office so that outside air and exhaust equipment can off-gas fumes and residual odors prior to the arrival of tenants to the affected building areas.
· All stocking of materials and removal of demolished materials.
· Any setting of floor track or other framing which affects the concrete slab below via pounding, hammering, or vibration.
· All work requiring access to another floor or tenant suite.  This work must be scheduled with the Management Office.  Any charges associated with temporary security needs will be Contractor’s responsibility.
· Any work which affects the common corridors or building common areas.  This includes corridors, stairwells, restrooms, lobbies or other public areas.
· Any work which affects utility services to other tenants around the construction site such as tying in electrical/water service to base building equipment.  Management should be notified prior to any tying in of service.
· Any work which causes tenants around the construction site to complain due to noise, fumes, traffic, or other nuisances that are not consistent with the daily activities of an office building.

6. Dumpsters:  Dumpsters may be used to haul off debris.  Drop off and pickup must occur after-hours and there is a maximum two day timeframe that dumpsters can remain in the loading dock.  Please schedule day, time and placement with the Management Office.
7. Locksets:  Only building standard Sargent locksets keyed to the Building Master keyway may be used throughout the tenant lease spaces.  This must be scheduled with the Management office.
8. Re-use of Materials:  Any and all existing materials removed and not re-used in the construction, except as directed by the Management Office, shall be disposed of by the Contractor as waste or unwanted material. 

9. Restrooms:  Sanitary facilities will be furnished to the Contractor by the Landlord.  Contractor shall only use those facilities specifically designated by the Management Office.  Restroom facilities are not to be used for the cleaning of tools or paint materials. 

10. Behavior:  At no time will abusive, profane, lewd or obscene language or actions be tolerated.  Contractor shall monitor job site and provide necessary control and enforcement of rules to assure that loud radios, noisy equipment, and other items which could cause disturbance to other tenants are kept at a minimum.
11. Attire:  Contractor and sub-contractor personnel shall wear shirts at all times while on the job site.

12. Vacant space:  Vacant space may not be used by Contractor for staging, storage of materials, or cutting and preparation work.  All project related work, equipment, materials, and tools should be kept in the construction area.

13. Modification of Building Materials:  Contractors may not modify any building finish without the permission of the Landlord.  This includes ceiling tiles, doors or door frames, thermostat covers, and window frames or treatments.

14. Access and Security:  Contractor will be responsible for providing security clearance in to the building as well as the construction area.  Access can be arranged through the Management Office and must be submitted 24 hours in advance.  Included in this request should be the names of the subcontractors who will be working, Tenant name, day/time, and emergency contact information.  Contractor is responsible for security at the job site.  Landlord will not be responsible for materials or equipment that are stolen or damaged.

15. Deliveries:  All deliveries and/or pickups made by contractors or vendors must be made through the loading dock in the basement of the building after hours. (5:30 p.m. to 7:30 a.m. M-F, weekends)  These items must be delivered on the freight elevator.  Arrangements for deliveries can be made in the Management Office.

16. Elevators:  All construction materials, tools, and trash are to be transferred to/from the construction site floor via the freight elevator.  The use of the freight elevator shall be scheduled by the Contractor with the Management Office.  Special elevator service may also be scheduled with the Management Office with prior notice.  This service may require elevator technician assistance and all associated additional cost will be the Contractor’s responsibility.

17. Parking:  All Contractor personnel are required to park in visitor parking.  The Management Office will not validate contractor parking tickets.

18. Smoking:  This is a non-smoking building.  There are designated smoking areas located in the parking garage.
19. Breaks:  All lunch and coffee breaks are to occur in job site area.  Eating in public areas is not permitted unless food is purchased at the deli.

20. Marking Panels and Circuits:  All additional electrical circuits, panels and associated metering will be appropriately marked as to the area and/or equipment serviced by the circuit(s) in question.  Noncompliance with this regulation will result in possible barring of the Contractor from future activities in the Building.  All electrical panels, junction boxes or pull boxes which have covers or doors removed shall be fully covered, closed or replaced.  New meters must be of the following type:   BTU -  Onicon System-10 (digital readout); Electric – E-Mon D-Mon (digital readout)
21. Demolition of Abandoned Cabling:  All electrical wire, phone wire, or other cable in the ceiling that is not being used by the tenant shall be removed in accordance with city or national code.

22. Light Bulbs and Ballasts:  Contractor is responsible for insuring that all light fixtures in the construction area are re-lamped and functioning properly.  Fixtures should be clean, matching and all ballast operating properly.
23. Core Hole Seals:  All floor penetrations and wall penetrations must be fire-sealed, cemented, or filled with materials which are fire-rated and match specifications of the original floor or wall composition.  These must be approved by the Management Office and may require the approval of a structural engineer and supervision of a temporary security guard at Contractor’s/Tenant’s cost.  This work must be done between 6:00 p.m. and 7:00 a.m. and arrangements must be made through the Management office at least 48 hours in advance.  
24. Hot Work:  At no time is any welding, metal cutting, or grinding to be done on the job site without approval of the Management Office.  If approval granted, Contractor must coordinate timing with the Management Office and must have a fire extinguisher present in the work area at all times the equipment is being used.  Additionally, Contractor may be required to perform this work after hours due to fumes/risk associated with such work.  Any costs associated with building engineering overtime or false alarms that are caused by Contractor or his subcontractors shall be absorbed by Contractor, including a $200 fine from the building.
25. Drain-down and Fill-up of Sprinkler System:  Any work that involves the draining down of a sprinkler line or otherwise affects the Building’s sprinkler system must be approved by the Management Office.  In no event will the system be left inoperable overnight.  There will be a $200 fee charged to the Tenant/Contractor for a drain-down and fill-up. All drain downs and refills will be scheduled to occur after hours.  General Contractor must request this drain down from the Building Engineer at least 24 hours in advance of the commencement of this work.
26. Mechanical/Plumbing Demolition:  All mechanical/plumbing systems removed must be removed back to the base building riser and shall be capped appropriately.
27. HVAC:  All HVAC control devices must match existing, building standard.  All devices must be hard-wired to controller.  All air balancing must be performed in advance of tenant occupancy.  All controls programming and graphics uploads must be complete and fully tested at least 48 hours prior to tenant move-in.  Failure to comply with air balancing, control programming and/or graphics uploads in the timeframe listed above will result in a $200 per day penalty to the General Contractor for each category found non-compliant.  The GC shall credit any penalties to Landlord in conjunction with the Final Draw request, or Landlord may deduct these amounts from that payment.  The General Contractor shall not charge recover these penalties from the Tenant.
POST CONSTRUCTION PROCESS
1. Clean up of Space:  Contractor is responsible for all preliminary and final clean up prior to move-in.  Tenant shall receive space in clean condition, ready for use at the time move-in occurs.
2. Conditions for Payment:  Landlord requires the following items prior to the time that funds can be released for construction services:
· Lien Releases – Lien waivers from all contractors (General and sub) shall be furnished to Landlord prior to the release of funds.  In the event that a partial payment is requested, Contractor shall provide affidavit of AIA application along with partial lien waivers of Contractor to be paid.  Upon completion of the work, Contractor shall provide Lien Release documents for Contractor and all sub-contractors prior to release of retainage funds.
· MSDS Package – MSDS sheets for all products used in the suite certifying that no asbestos-containing materials have been introduced into the building during construction.  It is a violation of State and Federal Law to introduce asbestos-containing materials into any indoor environment without providing proper notices and controls.
· Air Balance Report:  A certified NEBB Air Balance report from a certified contractor, licensed to perform this type of service, is required.   This should include any/all areas where alterations to the air distribution system were made. Within 48 hours of Tenant move-in, Contractor shall also provide a complete walk-through with temperature readings recorded of all areas within the construction area to assure that the occupants are comfortable.  

· Completion of Landlord punch list items:  The Construction Manager and Engineering staff shall perform a walk-through of the space after the construction is completed to document any problems that must be cured by Contractor prior to completion of the work.  Construction Manager shall sign the punch list to certify that all items on this list have been completed to their satisfaction prior to the release of the final payment funds or retainage.

· Certificate of Occupancy:  Contractor shall provide Landlord with the Certificate of Occupancy as provided by the City.

· As-built Plans:  A complete set of final, revised plans must be submitted to Landlord.  

3. Posting of Rules and Regulations:  A copy of these rules and regulations, acknowledged and accepted by Contractor, must be posted on the job site in a manner allowing easy access by all workers.  Contractor assumes responsibility for the communication and enforcement of these rules for all Contractor and sub-contractor personnel on the job site.
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Project Name


              

Tenant Name




Suite #
 

Acknowledged & Accepted by Contractor



Date
OTHER INFORMATION

· Insurance Requirements

· After-Hours Access Request Form


17220 Katy Frwy., #108
Houston, Texas  77094
Phone: 832.408.4092   
transwestern.com
Memorandum

To:

All Vendors and Contractors

From:

Property Management
Date:

June 12, 2018
Re:

Contractor Insurance Requirements

Please be advised that in order to perform work within or with respect to the Property, all contractors, subcontractors, materialmen and service vendors shall maintain insurance coverage at such party’s expense, in the following minimum amounts (unless otherwise approved in writing by Manager):

· Worker’s Compensation:
Statutory Amount

· Employer’s Liability:

$1,000,000 bodily injury by accident, each accident;

$1,000,000 bodily injury by disease, each employee;

 




$1,000,000 bodily injury by disease, policy limit

· Commercial General


Liability, including Broad
$1,000,000 each occurrence;

Form Endorsement:

$2,000,000 general aggregate

· Commercial Automobile:
$1,000,000 combined single limit Liability

· Umbrella Liability:

$1,000,000

The following entities shall be additional insured:

· Westgate RE, LP

· TRANSWESTERN PROPERTY COMPANY SW GP, L.L.C. 
  dba TRANSWESTERN, as Manager 

You may e-mail or mail a copy of the certificate to ricia.riley@transwestern.com or mail it to Transwestern, 17220 Katy Frwy., Suite 108, Houston, Texas 77094.  Call (832) 408-4092 if you have any questions.
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	BUILDING ACCESS REQUEST FORM

Westgate IPRIVATE 



DATE OF REQUEST:

    

 FORMTEXT 
     
DATE OF ACCESS:

  

 FORMTEXT 
   

 FORMTEXT 
     

 FORMTEXT 
     
TIME IN:


     

 FORMTEXT 
     

 FORMTEXT 
     
TIME OUT:


     

 FORMTEXT 
     

 FORMTEXT 
     
      Contractor Information



      Tenant Information
	Company Name:
	Name: 

	Contact Name:
	Floor/Suite: 

	Phone Number: 
	Tenant Contact:


___ Freight Access

___ Loading Dock Access  

Work to be performed:

_________________________________________________________
1. Contractors are granted access to Tenant space only upon the written request of the Tenant, or through verbal confirmation from the Tenant’s Representative.  Security Guards on duty may not make exceptions without the express permission of the Tenant Representative.
2. All contractors must have a current Certificate of Insurance on file in the Management Office before access can be granted.  The Certificate of Insurance must list the following as additional insured:  Westgate RE, LP and Transwestern Property Company SW GP, L.L.C. dba Transwestern, as Agent

3. Access requests must be received by the Management Office in writing 24 hours prior to the commencement of work.  Please fill out this form completely and e-mail to ricia.riley@transwestern.com.   
If you have any questions, please call (832) 408-4092.
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