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WELCOME  

 

On behalf of Navigator Real Estate and Hines, we would like to take this opportunity to 

welcome you to International Plaza.  It is our desire to make your tenancy experience at 

International Plaza as pleasant and rewarding as possible. 

 

This Tenant Manual has been designed to provide useful and necessary information about 

International Plazaôs policies, services and amenities.  We hope it will serve as a support 

guide for our Tenantôs daily business operations, as well as offer guidelines and resources 

during building emergencies.   

 

In order to expedite and maintain continuity in our tenant service, we would like to suggest 

that you designate one person in your office to serve as a Tenant Contact Person.  This 

designated contact person should call the Management Office with all questions or requests 

for service.  We, in turn, will direct our calls and follow-up inquiries to this same individual. 

 

The International Plaza Management Office phones are answered 24 hours a day, seven days 

a week.  Office hours are 8:00 a.m. ï 5:00 p.m., Monday through Friday, excluding 

holidays.  After hours, the phones will be forwarded to a member of the management team.  

You may also call the International Plaza Security Desk 24 hours a day, seven days a week at 

(952) 883-3172.  In the event of an after-hours Tenant emergency, the Security Staff has the 

necessary contact information to assist Tenants. 

 

Again, welcome to International Plaza.  We are looking forward to a long-lasting and 

mutually rewarding relationship. 

 

 

International Plaza Management Office  

Suite 150 

(952) 883-3100 Office 

(952) 883-3176 Fax 

 

 

Property Manager:   Greg Foss 

Tenant Services Coordinator: Stefanie Storms 

Project Accountant:   Ben Bothun 

Engineering Manager:  Mike Hawkins 

Engineer:    Brian Greenhalge 
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HOLIDAYS OBSERVED 

 

The International Plaza Management Office is closed on the following holidays: 

 

New Yearôs Day 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day 

Day after Thanksgiving  

Christmas Day 

 

 

During those holidays the following building conditions will be in effect: 

 

- The engineering staff will be off duty, but on call. 

- There will be no janitorial service. 

- Security staff will be on-site. 

- There will be standard weekend after-hours settings of the air conditioning, heating or 

ventilation systems unless prior arrangements have been made.  It is the Tenant's 

responsibility to inform the management office prior to the holiday if employees will be 

reporting for work on that day . 

 

 

 

 

Please Note: 

During the winter holidays, live Christmas trees are not allowed within the building.  However, live 

holiday wreaths are allowed, as long as the wreaths are not decorated with lighting or candles. 
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TENANT EMERGENCY /CONTACT L IST 
 

 

It is important for the management office to have up to date information for your firmôs daily 

contacts as well as emergency contact inforamtion. 

 

Please fill out the following form and return it to our office upon moving into International Plaza.  

This form can also be used to document any changes to contacts or phone numbers.  The records can 

also be updated by e-mailing a member of the management office.
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TENANT EMERGENCY / TELEPHONE CONTACT L IST 
 

 

TENANT:      

 

OFFICE PHONE:     FAX NUMBER:    

 

POPULATION OF OFFICE:___________ 

 

Please complete the following, indicating our contacts for daily communication with your firm and contacts in the event of 

emergencies after hours. 

 

BUSINESS HOURS CONTACTS (name and title):      WORK PHONE:   E-MAIL:  FAX:  

 

DAILY:          

 

          

 

ACCESS CARDS:         

 

EXECUTIVE:         

 

ACCOUNTING:         

 

LEASING:         

 

OTHERS:         

 

 

CONTACTS AFTER HOURS:   HOME PHONE:  CELL PHONE:   

(IN THE EVENT OF AN EMERGENCY) 

 

       

 

        

 

       

 

 

HANDICAPPED OR PHYSICALLY IMPAIRED EMPLOYEES:  

 

Name of individual(s): __________________________________, ______________________________ 

 

 

HVAC AUTHORIZED PERSONNEL:  HOME PHONE:  
(schedule after hour overtime air/heat) 

 

    

 

    

 

    

 

 

SATURDAY DELIVERY INSTRUCTIONS, ie. who to call, send delivery away, etc.:  

(The building staff and security staff does NOT sign for deliveries) 
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BUILDING INFORMATION AND AMENITIES  

 

International Plaza is a ten-story, multi-tenant, Class A Building with distinguished 

architecture that includes blue tinted glass, a unique V-shape which provides maximum 

exterior exposure for all Tenants, a double barrel-vaulted open skylight above an airy and 

spacious two-level atrium.  The buildingôs exterior landscaping offers our Tenants a variety of 

mature trees, shrubs, annual and seasonal flowerbeds and inviting lawn space. 

 

Location: 

 

Highway 494 & 34
th
 Avenue, to American Boulevard, to 7900 International Drive. 

 

Building Hours:  

 

Monday ï Friday: 6:00 a.m. ï 8:00 p.m. 

Saturday ï Sunday: Closed (Sign-In / Sign-Out at Security Desk) 

 

Building Amenities Include: 

 

- 8
th
 floor conference room (16ô table, 17 chairs, with additional chairs available) 

- On-site security personnel (24 hours a day/7 days a week) 

- Complimentary airport shuttle service 

- U.S. Mail drop station (pick-up at 4:00 p.m. Monday ï Friday) - main floor 

- Overnight mail station, UPS & Federal Express- main floor 

- Classics Market Café - lower level 

- Ez Call Stationers, convenience store - lower level 

- Plaza Hair Design Salon - lower level 

- Parking ramp with car stalls ï 90% of which is covered. 

- Underground executive parking on fee and/or lease basis. 

- Covered, drive-up loading dock 

- One block from Light Rail Transit station 

- One block from Snap Fitness Club (Riverview Office Tower) 

- Close proximity to Minneapolis/St. Paul International Airport, Mall of America, hotels, 

restaurants and within minutes of both downtown Minneapolis or St Paul areas. 
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BUILDING WEBSITE 

 

The International Plaza Website is located at www.theinternationalplaza.com. The website is 

comprised of public building information as well as a Tenant Services area. 

 

 

Maintenance Service Requests Are Now Just a ñClickò Away! 
 

In an effort to further support your business needs and to serve you better, the management 

team of International Plaza has added email capability via the property website to create and 

send Maintenance Service Requests to the Management Office.  The email information is 

automatically entered into the Aware Manager, the computerized system that manages Work 

Requests.  It is easy and it is quick. 

 

To access the form, navigate to the www.theinternationalplaza.com web page.  Select the 

Tenant Services link:   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following page will appear.  Select the Request Maintenance Service link:     

http://www.theinternationalplaza.com/
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The Maintenance Request Form will be displayed.  The form is very intuitive and user 

friendly: 



 8 

To create a Maintenance Service Request, three pieces of information will require entry: 

 

1. Your Email Address.  The Aware Manager uses this to automatically fill your contact 

information (name, phone number, and email) and your location (building and floor).   

 

2. Work Order Type .  A drop-down list appears when this is selected.  Simply select the 

desired type. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Location.  This is a free-form text field.  Use this field to identify the exact location of the 

problem. 

 

The Description field is a free-form text field and is not required.  Use this field to add 

pertinent comments regarding the nature of your request. The comments should be short and 

concise.  

 

After this information is entered, select the Submit button.  An email will be instantaneously 

sent to the Aware Manager and a work order will be created.  The entry process only takes a 

couple of seconds and is that easy!   

 

Should you forget to enter information in a required field, upon selecting submit, the following 

error message will be received: 

 

 

 

 

 

 

 

To correct, enter the required information and select Submit again.  Select the Reset button if 

you want to enter another request. 

Work Type Drop-Down Selection List: 

 

Á Access card (new card, modifications, deletions) 

Á Request a key 

Á Request new signage (new or change to directory or suite sign) 

Á Request Overtime Air 

Á My suite is too cold 

Á My suite is too hot 

Á Other HVAC issue 

Á Request brute barrel 

Á Request cleaning service 

Á Fluorescent Light Out 

Á Other light out (incandescent, can, etc.) 

Á Carpentry (item hanging, keyboard tray, other wood repairs) 

Á Door issue (closing, lock, handle, etc.) 

Á Plumbing (Leak, clog, sink, toilet, etc.) 

Á Electrical (outage, etc.) 

Á Other 

Á Pest control issue 
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Automatic Acknowledgement Response 

 

Another enhancement that has been made to the on-line Maintenance Service Request process 

is the Automatic Acknowledgement Response.  Whether you call the Management Office 

directly or enter your request on-line, an email acknowledging receipt is automatically sent 

back to your email address.  The assigned work order number is included in the message.  To 

find out the status of your work, please reference the work order number and call the 

International Plaza Management Office at (952) 883-3100. 

 

Copying the Request Maintenance Service Shortcut to Your Desktop 

 

Another way to access the Maintenance Request Form without having to go through the above 

process every time is to copy the shortcut to your Desktop.  To copy the shortcut, perform the 

following: 

 

¶ Navigate to the Maintenance Request Form web page as previously described   

¶ Perform a right mouse click on the link titled ñRequest Maintenance Serviceò  

¶ Select Copy Shortcut 

¶ Navigate to your Desktop and perform a right mouse click 

¶ Select Paste Shortcut   

 

Once copied, this shortcut will allow you to proceed directly to the Maintenance Request 

Form. 

 

Thank you for the opportunity to serve you!  As always, suggestions and comments are 

welcome.   
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EXECUTIVE CONFERENCE ROOM , SUITE 835 

 

The International Plaza Executive Conference Room is located in Suite 835.  The Executive 

Conference Room has been designed to serve the Tenants of the building and provides: 

 

- 16ô executive conference table and 17 soft-seated chairs  

- additional stacking chairs in closet 

- telephone (dial #9 for outside line) 

- easel stand with 20ò x 34ò  paper pad  

- projection screen (projector not provided) 

- white board 

- corner counter for serving coffee, etc.  

- phone number for the conference room is (952) 883-3164 

 

ü To reserve the Executive Conference Room, please check the availability of the conference 

room via the website at www.theinternationalplaza.com or the International Plaza 

Management Office at (952) 883-3100 or.  The key must be picked up and returned to 

the Management Office on the day reserved.  

 

ü Due to the high demand of the Executive Conference Room, we recommend reserving 

dates as early as possible.  

 

ü In the event your meeting schedule changes, please adjust/cancel your reservation so 

another Tenant may have access to the room. 

 

ü There is no charge to Tenants for the use of the Executive Conference Room. 

 

ü Website Directions: go to www.theinternationalplaza.com. Click on Tenant Services, then 

select Reserve a Conference Room. Your PIN is your suite number but your password must 

be requested by calling the International Plaza Management Office at (952) 883-3100. Each 

office has the same PIN and Password, no personal passwords are necessary. To reserve the 

conference room click on the empty date box and choose a date from the calendar that pops 

up, then click the blue arrow to go to that date. Next click on the dot at the exact time you 

would like to start your reservation. Then select the number of hours you would like to 

reserve the conference room from the hours listed below the chart. Once you have filled in 

your desired time slot, either enter a comment and select Make Reservation, or click NC 

and Make Reservation.  

http://www.theinternationalplaza.com/
http://www.theinternationalplaza.com/
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MAIL STATION  

 

International Plaza has a Mail Station, located on the First Floor in the Loading Dock area.  A 

postal employee delivers mail directly to your suite and collects mail between 9:30 a.m. and 

11:30 a.m., Monday ï Friday and makes an additional one-stop collection at the Mail Station at 

4:00 p.m., Monday ï Friday.   On Saturdays, there is a one-stop mail collection done at the 

Mail Station.  

 

Federal Express and UPS drop boxes are located in a room near the First Floor Elevator Lobby, 

next to Suite 170.  Collection times are noted on the individual drop boxes and express mailing 

supplies are also available at this location. 
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PARKING LOT, PARKING RAMP AND EXECUTIVE  GARAGE  

 

 

 

The ñsurfaceò parking lot is located on the south and east sides of the building entrance and is 

designated as a ñVisitors Onlyò lot.  It is clearly marked and is intended for use by guests, 

clients and other short-term visitors to International Plaza.  Please inform your employees, 

guests and vendors of this policy; employees should park only in the parking ramp 

adjacent to the building.   
 

An executive, underground parking garage with a capacity of fifty parking spaces is available 

on a fee and/or Lease basis. 

 

All vehicles left overnight must be parked on the north side of the 3
rd

 level of the parking ramp 

and logged in the ñOvernight Parking Vehicle Logò located at the security desk.  Vehicles that 

are not logged in or are parked on other levels of the parking ramp will be subject to towing.  

Vehicle owners will be responsible for all expenses related to the towing and storage of their 

vehicles.  Vehicles will be towed and stored by Chiefôs Towing (952-888-2201). 

 

The privilege of parking in the ramp for free is extended only to Tenants and their daily 

guests at International Plaza.  You may not invite friends or relatives to park in the ramp for 

extended periods of time, i.e., free parking for airport travel. 

 

 

Please Note: 

 

1) Lock your car.  Keep all valuables and personal items out of sight in your car 

trunk   
 

2) Security Guard Escort:  If you need an after-hours escort from the building to your 

car, please contact the security desk located in the main lobby at (952) 883-3172. 

 

3) Please help us keep the parking ramp and executive parking garage clean by using the 

trash receptacles at the entrances to the building. 
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DOCK AND FREIGHT ELEVATOR INFORMATION  

 

 

The International Plaza Management Office must receive 24-hour advance notice for Tenant 

usage of the dock for Tenant move-in/move-out purposes.  Movers will be denied access if 

prior arrangements have not been made. 

 

All large deliveries must be made after building hours and arranged through the management 

office.  Security can assist by providing access as directed.  Any delivery attempted during 

the day which consists of more than two trips from the dock to elevator lobby will be 

turned away. 

 

The dock is located ½ a block North of 80
th
 St. on Metro Drive, on the West Side of the 

International Plaza building. 

 

The exact measurements of the dock are as follows: 

 

 Door Height:   12 feet 

 Door Width:   8 feet 

 Truck Unloading Area: 14 feet 

 

FREIGHT ELEVATOR CAB #5 :  (All moves must be made using this elevator.) 

 

 Door Height:   94 in.  Cab Depth:  63 inches 

 Door Width:   44 in.  Cab Capacity:  3,500 #ôs 

       Cab Width:  75 & ¾ in. 
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STANDARD BUILDING SERVICES 

 

We look forward to the prospect of working closely with the Tenants of International Plaza.  It 

is our sincere wish to represent our Tenantôs best interests and provide the utmost in building 

services to you.  We feel it would be helpful to outline in general terms the services that are 

provided at no charge as standard building services (routine maintenance, such as air 

conditioning, lights, etc.) and those services that are considered a Special Request or Tenant 

expense obligation.   If you ever have a question as to what is considered a standard building 

service, please feel free to call our office at (952) 883-3100.   

 

For service, please submit your request at www.theinternationalplaza.com under Tenant 

Services then Request Maintenance Service on the right side of the page or contact the 

Management Office at (952) 883-3100. 

 

STANDARD SERVICES  

(Within Tenantôs Suite, or Building Common Areas) 

   . Thermostat adjustments for temperature control 

   . Standard light bulb replacement 

   . HVAC repair and maintenance 

   . Building restroom issues 

   . Janitorial service Monday ï Friday 

    

SPECIAL REQUEST SERVICES  

(Tenant Expense Obligation) 

UTILITY  WORK  

. Hanging office pictures or white boards 

. Unclogging private office restroom drains 

. Changing specialized lights (i.e. display cabinets, spotlighted office 

signs) 

.  Promotional events ï set-up & removal 

.  Keys / Lock changes 

.  Access card requests 

 

REPAIR   . Carpentry work 

   . Plumbing repair for interior, private water works 

   . Table/desk-top glass removal 

   . Lock repairs for interior office doors 

   . Additional keys / lock set changes 

   . Shelf/keyboard tray installation 

   . Furniture & specialized lighting fixture repairs 

. Any other services deemed above standard at the discretion of the   

management office. 

 

 

 

 

http://www.theinternationalplaza.com/
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STANDARD BUILDING SERVICES 

 

 

 

SECURITY  Additional security required for Tenant events or move in/out 

   

CUSTODIAL   . Cleaning of specialized glass topped furniture 

. Janitorial cleaning at non-standard times (holidays, etc.)  

. Carpet cleaning 

    . Washing dishes 

   . Cleaning refrigerator/microwave 

 

The minimum charge for Special Request work is $20.00 for up to one-half hour.  Each 

additional full or partial half-hour is an additional $20.00.  For example, if a Special Request 

job takes 45 minutes to complete, you would be billed $40.00.  These rates are reasonable and 

typically lower than the rates charged by outside service vendors.  If a technicianôs service is 

needed from an outside vendor, the Tenant will be charged for the hourly time charge plus 

materials.  

 

Any outside vendors doing work within your suite must provide the 

Management Office with a current Certificate of Insurance. 
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__________________________________________________________JANITORIAL SERVICE  

 

Janitorial Service is provided under the site supervision of a Project Manager, Monday through 

Friday, after normal business hours.  Routine office cleaning includes: 

 

ü Vacuuming 

ü Dusting 

ü Emptying of wastebaskets and recycling bins (not personal desk recycling 

bins) 

ü Spot cleaning of carpets 

 

Trash from normal, everyday office operations will be removed nightly by the janitorial 

service.  Do not place any object near or against trash receptacles if the material is not to be 

thrown away.  Trash stickers should be used to designate all items that need disposal.  If your 

office does not have trash stickers, please contact the Management Office at (952) 883-3100. 

 

Furniture and equipment cartons or crates cannot be handled by the building or janitorial 

service and must be removed by the Tenant'sô supplier.   

 

Should your office require any special cleaning or other services of this nature, please notify 

the Management Office at least 24 hours in advance.  Special janitorial services, other than the 

normal cleaning described above, will be provided at the expense of the Tenant.  (Please refer 

to ñStandard Building Servicesò for more information.) 

 

A Day Porter is on duty Monday through Friday.  If you observe a janitorial problem on the 

buildingôs grounds, entrances, lobbies, corridors, restrooms, or parking ramp, please call the 

Management Office at (952) 883-3100 immediately.  

 

 

 

Please Note:  In the event janitorial services are not up to your officeôs standards, please do not 

hesitate to call the Management Office so we may respond to your needs in an efficient and 

effective manner.  

Your assistance in notifying the Management Office when building conditions or building 

equipment repairs is necessary and extremely appreciated by our staff.  Please do not assume 

that someone else has reported a building problem.  With your assistance, our staff will do 

everything possible to keep International Plaza in the very best condition. 
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RECYCLING  

 

International Plaza currently has the following recycling programs in place: 

 

ü Office paper of any kind, newspapers, aluminum cans, glass, cardboard, 

plastics bottles with necks and magazines.  Please co-mingle recyclables and 

place in the provided large office recycle bin.  This will be removed daily by 

the janitorial service. 

 

ü Personal desk recycling bins are provided.  Employees must deposit paper 

into a large office recycling bin ï janitorial personnel have been instructed 

not to dispose of paper in personal desk recycling bins. 

 

ü Telephone books - neatly stack the phone books you wish recycled near the 

large recycling container.  If you have a large number of telephone books, 

call the Management Office and we will make special arrangements for you. 
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SECURITY  

 

Security for International Plaza is provided on a 24-hour per day, 7-day per week basis. The 

Security Officers will assist Tenants in a variety of ways: 

 

ü Greets and directs visitors to their destinations at International Plaza 

ü Monitors deliveries, parking lot/ramp activity  

ü Will provide escort from building to car when necessary  

ü Monitors overnight parking of cars in executive garage and lot/ramp  

ü Assists Tenants with after hours access to suites  

 

The security desk is located on the first floor near the entrance of the building.  To reach the 

security officer, call (952) 883-3172.  When the security officer is not seated at the desk, all 

calls roll over to the mobile phone they carry, so a call should never go unanswered. 

 

There is a sign-in/out sheet located at the security desk.  This must be signed whenever 

entering or leaving the building after hours.  This system allows us to know who is in the 

building and assists building personnel with the location of people in the event of an 

emergency situation. 

 

Tenants should report all vandalism and thefts immediately to the Bloomington Police 

Department (emergency 911, non-emergency 952-948-3900), security desk at (952) 883-3172 

and then to the Management Office at (952) 883-3100.  
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CARD ACCESS SYSTEM  

 

International Plaza has a card access system, which controls after hour access to the building at 

the front doors, as well as the first and lower level doors from the parking ramp.  The system is 

designed to not only enhance the buildingôs security, but also provide more convenient after 

hours and weekend access to the building for employees. 

 

The card access system utilizes proximity readers and magnetic cards similar in size to a credit 

card.  The buildingôs doors are unlocked by simply holding the card up to the proximity reader.   

Card Access Request Form 

  

This form can be e-mailed to Stefanie.storms@hines.com or faxed to:   

Attn: Stefanie Storms at 952-883-3176   

Tenant Name:          

Requestor's Name:          

          

Please issue a new card for this employee.  I understand I will be charged   

$5.50 for each card issued. 

Card # (to be filled in by 

management)   Employee Name   
Access Given (24 hr, 

garage, floor)   

            

            

            

            

            

Please deactivate (D) or permanently delete(DL) the following card(s). 

Card #   Employee Name   

Location of Card (in 

tenant possession, lost, 

not returned)  

Code D or 

DL 

            

            

            

            

Please modify (M) the name or re-activate(R) this card.  

Card #   Employee Name   

Access Given (24 hr, 

garage, floor) 

Code M or 

R 
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Upon move-in to the building, each employee who may need to access the building after-hours 

can be issued one card free of charge; thereafter, additional or replacement cards for those 

lost, stolen or not collected from terminated employees, will cost $5.00.  (The additional 

cost also includes new employees hired by an existing tenant.) 

 

Each new Tenant must provide the Management Office with a list of all employees who will 

require access cards.  We will then assign each employee a numbered card.  Once this 

information has been input into the card access system, we will deliver the cards to the Tenant 

along with a copy of their employee list.  The Tenant will be responsible for distributing the 

assigned cards to each of their employees and notifying the Management Office in writing  of 

any changes/termination in access cards. 

 

To make name or access changes (new employee, terminated employee, lost/damaged card) 

please submit these requests via the building website at www.theinternationalplaza.com.  You 

may also submit these requests in writing to the Management Office by using the Card Access 

Request Form on the previous page. 

 

If you have any questions regarding the card access system, please contact the Management 

Office at (952) 883-3100. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.theinternationalplaza.com/
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BUILDING ACCESS, AFTER HOURS &  SUITE ACCESS 

Access to International Plaza is available to Tenants 24 hours per day, seven days a week.  

After-hour arrivals and exits from the building must be registered on a sign-in/out form at the 

security desk located in the main lobby.  If you have office guests arriving after-hours, please 

make arrangements to meet them in the buildingôs main lobby. 

 

If Tenants arrive without a key or have locked themselves out of their suite, the building policy 

is strict and will be enforced.  This procedure is enforced in order to keep unauthorized 

persons and/or terminated and disgruntled employees from having access to Tenant 

suites. 

 

If an employee arrives at the building and is without an office key, security will try to resolve 

the lockout by the following means: 

 

- The employee will be asked to call a supervisor or co-worker to bring a key or return to 

their home for the key. 

 

- If this is not possible, security will call the persons listed on the Tenant Emergency Contact 

Sheet to obtain approval in order to allow the employee into the suite. 

 

- If Security cannot reach the contact (s) to provide authorization, access will be denied. 

 

 

If an employee is working in the building after hours and finds they are locked-out of their 

suite, security will resolve the lockout by the following means: 

 

- Contact Security.  Inform them where your office is located within the suite and where your 

keys have been left.  The security officer will then retrieve your keys for you or walk you 

to your desk so that you can show them your keys. 

 

   

The following page is a copy of the Release For After-Hour Emergency Access form which 

security uses to document any after-hours access or requests. 
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INTERNATIONAL PLAZA  

 

RELEASE FOR AFTER HOUR EMERGENCY ACCESS  
 

 

 

Date: ___________________   Time:    A.M / P.M. 

 

Company Name: _______________________________________ 

 

Suite #: _____________Office Telephone: __________________ 

 

Person Authorizing Access: ______________________________ 

 

 (Check one) 

 

_____    Unable to reach Tenant Contact ï access denied. 

 

_____    Access granted by after-hours contact. 

 

_____    Access denied by after-hours contact.  

 

 

Note:  If employee is locked-out of their office while working, after hours, the Security 

Officer will escort employee to office suite, and remain there until employee can show 

the guard their office key.  If key cannot be located in officerôs presence, the officer 

will escort employee out of the suite and notify the Tenant Contact immediately. 

 

 

 

 

_____________________________        _______________________________ 

Employee Signature    (Please print name) 

 

 

 

_____________________________  _______________________________ 

Security Guard Signature   (Please print name) 
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DELIVERIES / PARKING VIOLATIONS  

 

*No deliveries can be made through the front entrance of the building. 

 

Deliveries from your vendors and/or suppliers must be made via the loading dock.  Small 

deliveries that can be transported on a two-wheel dolly can be made from the parking ramp; 

however, no vehicles should be parked in front of the doors between the parking ramp and the 

building entrance and nothing larger than a two-wheeler cart may be used. 

 

Large deliveries that require moving equipment, would require more than two trips in the 

freight elevator and/or would tie up the freight elevator and lobby for a period of time, must 

occur prior to 7:00 a.m. and after 6:00 p.m.     

 

Any damage to carpet, walls or elevator interiors that are caused by a Tenant or Tenantôs 

vendor during deliveries, will be repaired at the Tenantôs expense.  Please stress to your 

vendors their need to be very careful to avoid damage to the buildingôs common areas. 

 

*All deliveries must access the buildingôs floors via the freight elevator. 

 

The surface parking lot is located on the south and east sides of the building and is designated 

as a ñVisitors Onlyò lot.  It is clearly marked and is intended for use by your guests and other 

short-term visitors to International Plaza.  Vehicles will not be allowed to park in the drive-

through (drop-off circle) of the main entrance or handicapped parking space to make 

deliveries.   Please advise your suppliers of this policy. 

 

The following page is a copy of the Parking Violation form.  Parking lot violations will be kept 

on file and repeat violators of this policy will be subject to towing. 
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INTERNATIONAL PLAZA  

 Management Office 

 

International Plaza 

PARKING VIOLATION  

You have parked on private property.  Parking regulations must be followed, in order to 

provide adequate parking space for all Tenants, and to protect the efficient, safe operation of 

this parking lot.   

 

The following violation has occurred: 

 

Your vehicle is not registered in the ñOvernight Vehicle Parking Logò located at the 

security officerôs desk in the main lobby. 

 

Your vehicle is not parked in the designated area for overnight parking (the north side 

of the parking ramp on level (3) three) ï OR ï you have parked in a reserved Park & 

Go Parking space.  
 

Your vehicle is parked in reserved parking leased exclusively to Park óNô Go.  Tenants 

must park on levels one through three in the International Plaza ramp.  Park óNô Go 

offers free shuttle service to all International Plaza Tenants.  Please see the management 

office (Suite 150) for passes.  

 

 

 

Date Violation Written: ___________________ Level Parked On: _________________ 

 

License Number:    _______________________________________________________ 

 

Vehicle Make:              ____________________ Vehicle Model: ___________________ 

 

These parking facilities are provided for the use and convenience of our Tenants ONLY.  Your 

future cooperation in observing these regulations will be greatly appreciated.  A copy of this 

notice will be kept; a repeat parking violation will result in your car being towed by Chiefôs 

Towing (952-888-2201).  Thank you. 
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M ISCELLANEOUS :   BICYCLES , PETS, AND SMOKING  

 

BICYCLES : 

 

There is a bicycle rack located on the main level and lower level of the parking ramp next to 

the Executive Parking garage door.  Please use this location to park and secure all bicycles.  

 

- Bicycles are not allowed to be brought through the building to your suite. 

 

- Bicycles are not to be left at the front entrance of the building or secured to its canopy 

piers, sidewalks, or secured to signposts on building grounds. 

 

PETS: 

 

No pets of any kind are permitted within the common areas or office suites of International 

Plaza, with the exception of working animals that aid the disabled.  Also, pets are not to be tied 

or leashed to signposts or trees on the buildingôs grounds.  

 

SMOKING : 

 

Smoking in the public areas of the building (restaurant, restrooms, corridors, stairwells, 

executive parking, etc.) is strictly prohibited.  If a Tenant smokes within their premises and 

the odor can be detected in the common areas of the building, we will insist that the smoking 

be stopped.  Failure to comply would be a violation of the buildingôs rules and regulations, as 

well as the Minnesota Clean Air Act.  

 

For smoking breaks, we ask that you use the designated smoking area in the southwest corner 

of the buildingôs parking ramp.  Also, please remember that cigarette butts are litter; discard in 

the ash receptacles rather than on the ground or in the landscaping. 

 

 

 

Please Note: 

Other rules pertaining to the building may also be found in your Lease document.  Please 

contact the Management Office with questions relating to any of International Plazaôs building 

policies. 
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ñNO SOLICITATION ò RULE /UNAUTHORIZED VISITOR  

 

For Tenant security, International Plaza has a ñNo Solicitationò rule, which prohibits the 

unauthorized solicitation and distribution of printed materials or general canvassing of Tenants.  

This also includes solicitation by Tenants at International Plaza. To help the Management 

Office enforce this rule, we would request you have your staff inform our office if they ever 

encounter a solicitor within the building: 

 

ü If someone enters your office for the purpose of solicitation or is suspicious and disruptive, 

please note any identifying details (appearance, clothing, what they are carrying, the 

direction they take when they leave your office suite, etc.). 

 

ü Call the management office at (952) 883-3100 with your information immediately.  If 

the person is being very disruptive or threatening, call the Police Department (911).  

We will send security or one of our staff to that floorôs lobby to intercept the 

solicitor/unauthorized person and escort them from the building. 

 

ü To prevent theft, please ensure when your office is open, that someone is always stationed 

at the receptionist desk to greet people. 

 

ü Criminals are very familiar with office buildings and know exactly what to look for.  For 

example, many people keep purses, wallets and valuables in their lower, larger desk 

drawers.  Criminals will also survey desktops for checkbooks, keys, security badges, etc.; 

keep important, valuable items secured during the workday and after hours. 

 

Please Note:  Any suspicious person should be reported to minimize theft and other security 

problems. 
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SUITE IMPROVEMENT , EXPANSION, CONSTRUCTION  

 

Any tenant improvement or construction after move-in must be coordinated through the 

Management Office to ensure architectural quality control and that all construction work meets 

building, system, safety and fire code requirements. 

 

If such work is being contemplated, please contact the Management Office as soon as possible 

to ensure the expeditious completion of your plans.  The contractor and Tenant must adhere to 

the detailed Construction Guidelines For International Plaza.  

 

Any construction work initiated without the approval of the International Plazaôs owner and its 

management is subject to removal at the Tenantôs expense.  This procedure will be strictly 

enforced since both the building owner and Tenant may incur substantial risk if the work does 

not meet all applicable legal requirements. 

 

Please Note:  If you have any questions or require further information in regards to suite 

improvements with respect to your Lease, please contact the Management Office at (952) 883-

3100.   

 

For your information, the Construction Guidelines For International Plaza is included on 

the following pages. 
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CONSTRUCTION GUIDELINES FOR  

INTERNATIONAL PLAZA  

 

Landlordôs Representatives 

 

It is imperative that the contractor maintains open communications with the Landlordôs 

representatives while engaged in construction activity at International Plaza.  Personnel listed 

below are willing and able to assist: 

 

Management Office General Number    (952) 883-3100 

 

Property Manager:   Greg Foss  (952) 883-3163 

Tenant Services Coordinator:  Stefanie Storms (952) 883-3100 

Building Engineers:   Mike Hawkins  (952) 883-3107 

     Brian Greenhalge (952) 883-3107 

 

Contractor 

 

1. Tenantôs contractor shall contact building management to arrange the date and 

times for subcontractors to inspect the premises and develop respective bids.  

Generally, the premises will be opened for one or two days and all subcontractors 

must inspect the premises at this time. 

 

2. Tenantôs contractor shall contact the property manager at least three days prior to 

the commencement of construction so that a meeting can be held to discuss the 

buildingôs policies and procedures prior to work commencing. 

 

3. The contractor must meet with the buildingôs engineer to review the plans with 

respect to the HVAC, electrical, fire/life safety and other mechanical systems. 

 

4. Prior to commencement of construction, the contractor must provide to the 

Landlord: 

a) A copy of the building permit. 

b) Two (2) sets of approved final construction drawings and related documents. 

c) A list of all subcontractors, the contact person and their telephone number. 

d) A current Certificate of Insurance from the general contractor and all 

subcontractors with the information below: 

 

Additionally Insured language: 

International Plaza Partners, LLC; Navigator Real Estate Group; Navigator 

Real Estate Management Corp.; Hines Interests Limited Partnership 

 

 Certificate Holder: 

Navigator Real Estate Management Corp. 

7900 International Drive, Suite 150 

Bloomington, MN 55431 
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5. All contractors, subcontractors and workmen are required to be a member of the 

union(s) having jurisdiction.  It is necessary that the general contractor maintains a 

full -time supervisor and/or field person on site at all times during construction of 

the Tenantôs space. 

 

Construction Schedule 

 

At least ten (10) days prior to the commencement of construction, the Tenantôs general 

contractor shall submit to the general managerôs attention a construction schedule for the 

construction of the premises.  This schedule should indicate intended start of construction, 

construction duration for all major elements of work to be performed and the anticipated 

construction completion.  This information is necessary for overall site coordination. 

 

Permits 

 

It is the responsibility of the Tenantôs general contractor to obtain the building permit.  The 

permit shall be posted in a conspicuous location on the premises.  No work shall commence 

until the permit is received and posted.  The original building permit with final sign off by the 

city must be submitted to the property management office upon completion of the project.  

 

Approved Drawings 

 

It is required that the Tenant and/or Tenantôs general contractor have a complete set of 

approved drawings and specifications on site and available for review at all times.  Further, it is 

the responsibility of the Tenantôs general contractor to verify the Lease lines and demised 

premises relative to adjacent Tenant spaces and common areas.  The Tenantôs contractor is also 

responsible for verifying field conditions and dimensions prior to construction. 

 

Indemnification 

 

Contractor herein agrees that the owner and manager of International Plaza are not and shall 

not be responsible for any labor, material or considerations furnished for improvements as a 

part of these premises, without written approval from the owner directly to the company 

furnishing any labor or material, and contractor shall inform all laborers, mechanics and 

materialmen engaged by it of the same.  A notice of this affect will be posted in the 

construction area and must not be removed. 

 

Lien Waivers 

 

Upon completion of work, Landlord shall be provided with unconditional lien waivers from the 

general contractor and all subcontractors and suppliers. 
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Signage 

 

1. The contractor is not allowed to post any company name or signs on doors, 

barricade or windows. 

 

2. The contractor shall post signage as required by management for public safety or 

general warning. 

 

Protection of Property 

 

1. Adjacent Tenants: 

The contractor is responsible to replace and/or repair anything damaged in an adjacent 

Tenantôs space that is the result of the contractor or subcontractors work.  Such damage 

may include ceiling tiles, walls, wall covering, glass/mirrors, carpet, etc. 

 

2. Existing Building: 

The contractor shall replace and/or repair anything damaged to the existing building 

and/or facilities. 

 

3. There shall be a rug or mat of sufficient size on the inside of the entrance to the 

construction area for workers to clean their feet so as not to track dirt or dust into the 

buildingôs corridors.  Contractors will be billed for the clean up of any common areas 

that become dirty as the result of construction work. 

 

Landlord Inspection 

 

1. The premises may be inspected at any time by the building management staff to ensure 

compliance with Landlordôs requirements as set forth in the Lease agreement and in 

accordance with the approved working drawings.  Any unauthorized construction will 

be corrected at the contractorôs expense. 

 

2. Building management may stop work and contractors will correct anything which is in 

violation, in the opinion of building management, of O.S.H.A. standards or may cause 

injury or harm to the public. 

 

Modifications to the Existing Building 

 

1. All roof penetrations required by the Tenant shall be performed by a Landlord approved 

roofing contractor.  The contractor must notify management at least 1 week prior to 

needing the roof cut, for necessary review and coordination.  No roof penetrations will 

be allowed without written approval from building management. 
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2. In the event the Tenant design requires a revision or modification to the buildingôs 

existing structural, plumbing, electrical or HVAC systems, the Tenantôs contractor shall 

request in writing, the building managementôs approval to change these systems.  If 

approved by building management, a Landlord approved contractor shall make the 

necessary changes at Landlordôs discretion. 

 

3. All Tenant build outs are required to include adequate fire/life safety equipment 

(smoke detectors, heat detectors, sprinklers, speakers and strobes, compatible with 

the buildingôs existing system).  With the exception of the sprinkler system all other 

fire life safety work must be completed by LVC (Low Voltage Contractors).  

 

4. The buildingôs floor plates are constructed of poured concrete with a post tensioning 

cable system.  The location and size of all floor penetrations must first be approved 

by the building engineer and the areas of the intended penetration must be x-rayed 

before any core drilling can occur.  All core drilling must be completed between the 

hours of 6:00 p.m. and 6:00 a.m.  Access to any tenant spaces must be coordinated 

with building management.  Floor trenching is not allowed.       

 

Interruption of Utilities and Services 

 

Building management must be notified in writing at least 1 week prior to any 

modifications to utility services that will temporarily interrupt services to other Tenants or to  

the building. 

 

Noise / Vibration  

 

1. Building management has established working hours during which contractors may 

perform ñnoisy / vibratory ò construction.  These hours are after 6:00 p.m. and before 

6:00 a.m., Monday through Friday, and before 7:00 a.m. and after 1:00 p.m. on 

Saturday and Sunday. 

 

2. Building management reserves the right to order an immediate halt to any excessive 

noisy / vibratory work being done that creates a disruption to the normal operation of 

adjacent Tenants. 

 

Odors 

 

Any work that will produce a strong odor that can be detected outside of the construction area 

such as carpet laying, painting, soldering, welding, etc., requires coordination with the building 

engineer and must be completed during off hours.  All wood finishing must be completed off 

site.  Failure to follow these rules will  result in the job being shut down. 

 

Delivery of Material to Site 

 

1. All deliveries must be made through the International Plaza loading dock.  The 
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loading dock is located one-half block north of International Drive on Metro Drive, on 

the west side of the building. 

 

2. All construction material must be on site prior to 6:00 a.m. 

 

3. The delivery of drywall and other construction material that may cause a mess, will not 

be allowed for any reason after 7:00 a.m. or before 6:00 p.m.  (the freight elevator will 

only accommodate 8 ft. long sheets of drywall or other materials). 

 

4. Any delivery of tools or materials requiring a cart or dolly must have hard rubber 

wheels (steel wheels are not allowed). 

 

Site Cleanliness 

 

1. Contractor will maintain a clean and orderly construction at all times. 

 

2. Trash will be removed daily.  Contractor is responsible for providing a dumpster.  

The dumpster must be coordinated with building management.  No construction trash 

or debris is to be placed in the building trash compactor.  Construction debris should be 

staged from removal from the job site after 6:00 p.m. or before 6:00 a.m. 

 

3. Contractor will contain all tools and/or supplies within leased space.  Equipment is not 

to be left in janitorial rooms, electrical rooms, common areas, loading dock or  

corridors of the building. 

 

4. If tools and/or supplies are left in the above listed areas, they will be removed and  

disposed of by Landlord without liability to Landlord and all time incurred for such 

removal will be charged to the contractor.  

 

5. Deliveries may be made any time prior to 6:00 a.m. and after 6:00 p.m.  Masonite 

sheets must be laid down between the loading dock and freight elevator. 

 

Concrete Work 
 

Prior to any core drilling or concrete cutting, contractor must receive approval from and 

coordinate with Landlord the following: 

 

1. All core drilling requires x-ray. 

 

2. All x -raying must be coordinated with the engineer and be completed prior to 6:00 a.m. 

 

3. Gas powered equipment will not be allowed. 

 

4. All work that produces excessive sound shall be performed prior to 6:00 a.m. 
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5. All floor penetrations shall be sealed watertight and be fire-proofed.  Additionally, all 

floor penetrations within wall cavities, cabinets, fixtures, etc. shall be sleeved to 2ò 

above finished floor. 

 

6. All floor penetrations shall be core drilled or saw cut only.  Floors are not to be 

trenched.  Floor penetrations less than 1ò in diameter may be hammer drilled with 

Landlord approval. 

 

 

Sprinkler Modifications  

 

1. All sprinkler shutdowns will be returned back to normal by Landlordôs personnel only. 

 

2. Request for sprinkler shutdowns must have 24-hour prior notice.  Request must be 

made through building management.   

 

3. Due to the lack of fire protection caused by the system being down, the contractor shall 

complete construction in as short amount of time as possible. 

 

4. All sprinkler modifications must meet local codes. 

 

Miscellaneous Notes 

 

1. Support wires for ceilings, lights, etc. are not permitted to be tied to any mechanical or 

piping. 

 

2. All heat pumps and above ceiling equipment must be provided with proper access for 

repair and maintenance. 

 

3. All above ceiling spaces are to be considered as a rated air plenum and must meet all 

requirements. 

 

4. Combustibles, whether fire treated or not, will not be permitted above the ceilings. 

 

5. All water piping and the first 10 feet of heat pump supply duct must be insulated to 

prevent condensation. 

 

6. Any work done after 6:00 p.m. and before 7:00 a.m. must be coordinated with building 

management. 
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SPECIAL   
 

Should the contractor need to work in an adjacent, upper or lower level Tenantôs space, the 

contractor shall contact building management to coordinate with Tenant.  The contractor shall 

give building management not less than three days notice but as many as possible when 

access is needed.  Any security requirements to protect the Tenantôs property shall be the 

responsibility of the contractor.  

 

Any damage or other cost related to this work will be the responsibility of the contractor. 

 

MANAGEMENT SUPERVISORY FEE  

 

All construction activity that is performed at International Plaza is subject to a Management  

Supervisory fee equal to 5% of the cost of work.  This fee is not negotiable. 

 

The fee reimburses the Landlord for costs associated with the building management staffs 

review of plans, providing staff for subcontractor walkthroughs and inspections, as well as  

Administrative expenses. 

 

ñCost of Workò is defined as the gross amount paid to a general contractor or subcontractor for 

the completion of the work under the terms of the general contract between the Tenant and the 

general contractor.  The Tenant is required to provide the Landlord with a copy of the general 

contract before the work can commence. 

 

The management supervisory fee must be paid in advance of any work being performed.   

The payment should be made payable to International Plaza Partners, LLC. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ELEVATORS  
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International Plaza is serviced by five high (5) high speed, traction Otis Elevators in the main 

lobby, including the freight elevator, and two (2) hydraulic Otis Elevators in the entrances 

accessing the parking ramp levels.  The elevators feature computerized dispatch control with 

digital display and Braille on the control panel for the sight-impaired.   

 

ü All elevators contain an emergency push button, which is directly connected to the elevator 

company and answered 24 hours a day, seven days a week. 

 

ü If you are riding in an elevator that happens to stall between floors or if there is any other 

type of problem, STAY CALM .  Simply push the button inside the lower telephone 

cabinet and it will automatically ring as described above.  Stay on the line until someone 

responds to your call.  The elevatorôs identifying cab number is located on the inside of the 

cabinet door. 

 

ü DO NOT: Use the red emergency button to hold the elevator.  If the elevator should stop 

between floors, check that this has not been accidentally depressed. 

 

ü DO NOT: Press the call buttons for both the passenger elevators and the freight elevator in 

order to take the first one that arrives.  The freight elevator should be used by service 

and delivery personnel only; however, if a Tenant is using a two-wheel cart to transport 

supplies, etc., we do ask that they use the freight elevator. 
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AIR CONDITIONING &  ENERGY CONSERVATION  

 

HVAC is provided as needed in your suite Monday through Friday, 7:30 a.m. ï 6:00 p.m.  

After-hours and weekend HVAC is available at your request for an additional charge.  The 

charge for such after hours services shall be at the rate documented in the Tenantôs Lease 

Document or, if no rate is documented, at the rate of $5.00 per hour (or partial hour), per heat 

pump serving specific areas of the Premises with $35.00 maximum charge per service hour and 

a $20.00 minimum charge per day, which amount may be changed by Landlord from time to 

time to account for any change in the cost to Landlord of providing such services.  Please make 

your requests to the Management Office at (952) 883-3100 as far in advance as possible, but 

not less than 24 hours.  

 

The following are ways to conserve energy at International Plaza: 

 

1) Throughout the day, when the sunôs exposure is the strongest in your office, be sure to 

deflect the heat this causes by using your office window blinds.  This will help our 

engineering staff maintain better control and balance in the buildingôs air conditioning; 

as a result, employees will have more comfortable room temperatures. 

 

2) Interior lights also contribute to excessive energy usage and create heat within office 

spaces.  Please remember to turn off lights when not needed during the day and also 

when leaving your office suite.   

 

Please note:  Lights should not be left on at the end of the work day for the janitorial company.  

With our Tenantôs continuing cooperation, we can do a great deal to conserve the buildingôs 

energy. 
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SAFETY FEATURES &  AUTOMATED FIRE ALARM SYSTEM 

 

International Plaza is equipped with modern life-safety systems, which are designed to detect, 

report and in some cases, extinguish fires completely.  The systems are backed up by an 

emergency generator support system.  These systems include: 

 

ü SPRINKLER SYSTEM  ï The sprinkler heads are individually activated by high 

temperature that melts a link and causes the sprinkler to discharge water in an affected area.  

A flow of water from a sprinkler head will activate the fire alarm system.  If the fire is not 

controlled, other sprinklers will be activated as the links melt.  Water pressure within the 

sprinkler system is maintained by automatic fire pumps; this system is tested on a regular 

basis.  

 

ü FIRE LIGHT STROBES and SPEAKERS ï These audio-visual devices are the systemôs 

means of communication.  These speakers are placed in various locations throughout the 

building to provide communication during an emergency situation.  For the hearing 

impaired, the fire light strobes will flash to indicate a fire alarm. 

 

ü MECHANICAL SYSTEMS:   
 

1. STAIRWELL PRESSURIZATION SYSTEM  ï All stairwells in the building are 

pressurized.  Stairwell pressurization is a system in which fresh air is pumped into the 

stairwells to prevent smoke from entering and providing safe egress from the building.  The 

system is automatically activated by any fire alarm device.  

 

2. SMOKE EXHAUST SYSTEM  ï When a fire signal is activated on a floor, the air-

conditioning system will shut down and a smoke exhaust fan will remove smoke from the 

floor on incidence.  The smoke will be discharged from the roof level.  

 

3. SYSTEMATIC SHUTDOWN OF VENTILATION  ï In addition to the alarm sirens, 

a systematic shutdown of the ventilation system occurs and the smoke evacuation process 

begins.  This process begins with the closing of all floor dampers, except for the floor with 

the alarm, so that contaminated air or smoke can be removed.  The stairwells are then 

pressurized with fresh outside air to make for a safe escape. 

 

ü SMOKE DETECTORS  ï Located on every floor, in each elevator lobby, in building 

mechanical room, and in each air return shaft on every floor.  These devices provide the 

initial warning signal of a fire in the building.  The activation of a smoke detector will 

cause the life-safety systems to start-up and the fire department will be notified 

automatically by our 24-hour alarm monitoring company. 
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SAFETY FEATURES &  AUTOMATED FIRE ALARM SYSTEM  

 

SMOKE DETECTORS (continued) 

 

All smoke detectors and sprinkler flow switches are addressed to notify a 24-hour 

monitoring company (ADT Security Services) as to where the smoke or water flow has 

been detected.  This sets off a series of events to contain the fire and smoke and alert the 

fire department.  Smoke or water flow in the sprinkler system will cause the alarms to 

sound on the floor where the fire is, as well as the floors directly above and below the fire.  

All fire strobe lights on these floors will flash and horns will continue to sound until the 

cause of the alarms has been eliminated.  

 

ü STAIRWELL DOORS  ï All stairwell doors are fire-rated doors and are designed to seal 

off the stairwell from the office space, thus preventing fire and smoke from spreading floor 

to floor.  It is important that these doors not be held or blocked open, as this allows smoke 

into the stairwell and reduces the efficiency of the stairwell pressurization system. 

 

ü STANDPIPE RISERS ï Standpipe riser systems are normally required in buildings over 

75 ft. in height or in buildings with seven or more floors.  A pipe riser is extended up the 

stairwells and is used by the Fire Department to attach hoses to.  These are located on every 

floor. 

 

ü EMERGENCY LIGHTING SYSTEM  ï The emergency lighting system will light exit 

signs and other emergency lighting to provide sufficient illumination for safe travel around 

the premises.  The emergency lighting system is powered by an emergency generator in the 

case of a power failure. 

 

ü FIRE EXTINGUISHER CABINETS  ï A fire extinguisher cabinet is located next to each 

stairwell door.  These fire extinguishers are chemical based and can be used on electrical 

fires.   

 

Please Note:  It is not a building requirement for Tenants to have a fire extinguisher in their 

office suite; however, it is recommended.  This decision should be made by the Tenantôs 

management personnel. 

 

ü RAMP and BUILDING ELEVATORS  ï Once an alarm is activated, the elevators will 

descend to either the first or lower level and remain inoperative, except to the fire 

department and building engineers.  The fire doors in the lobbies will also close to contain 

the smoke to the floor from which it is coming. 
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SAFETY FEATURES &  AUTOMATED FIRE ALARM SYSTEM  

 

(Continued) 

 

ü  FIRE and SUITE ENTRY DOORS ï Suite entry doors, unless equipped with magnetic 

hold-opens, must NOT be propped open at any time.  The magnetic hold-opens will release 

when an alarm on that floor sounds or in some cases, when any alarm sounds.   

 

ü REMEMBER:  

 

¶ Any door with a door closure is generally a fire door. 

 

¶ Fire doors should never be propped open, unless done so by the engineering staff. 

 

¶ Fire doors are often equipped with magnetic hold-opens, which are de-energized, thus, 

allowing the doors to close automatically by an alarm on that floor or for 

any general alarm. 
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RENT PAYMENT  

 

The Owner of International Plaza places a high priority on the Management Office for the 

collection of receivables.  We will be most appreciative of your promptness in this regard.  

  

In keeping with the terms of the Lease document, rent is due and payable on the first day of 

each month. If you have any questions regarding the balance due on your account, please 

contact Rachel Johnson in the Management Office at (952) 883-3106. Any payment not 

received after five (5) days will be considered delinquent.   

 

Rent payment checks should be made payable to: 

 

Internatio nal Plaza Partners, LLC. 
 

Your rent payment should be sent, with your rent remittance advice to ensure proper 

credit, to: 

 

International Plaza Partners, LLC. 

EB 151 

P.O. Box 1691 

Minneapolis, MN 55480-1691 
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MOVE-IN / MOVE-OUT INFORMATION  

 

 

These procedures and policies apply to the movement of any large pieces of equipment or 

furniture in or out of the building, irrespective of whether it is a complete move-in/out by a 

Tenant.  An example would be the delivery of new work stations or computer equipment. 

 

1) ONLY  the freight elevator may be used for moving Tenant property.  Under NO 

circumstance may a passenger elevator be used at any time for moving purposes. 

 

2) Tenant moves must occur between 6:00 p.m. & 7:00 a.m. Monday ï Friday , and may 

occur anytime on weekends.  (Weekday moves are NOT permitted.) 

 

3) There are masonite sheets located in the loading dock area; these must be laid down on 

the floor from the loading dock over to the freight elevator.  All carts and two wheelers 

must travel on these sheets. 

 

4) Movers are responsible for providing their own carts and two wheelers. 

 

5) DO NOT BLOCK THE ELEVATOR DOORS SO THEY REMAIN OPEN!   You 

will shut down the elevator and this will generate a service call to the elevator Service 

Company.  YOU WILL BE BILLED FOR THE CALL .  

 

6) Wall pads are provided for the freight elevatorôs protection.  Please make sure the 

elevator pads are in place before use of the freight elevator. 

 

7) If you encounter a problem during your move, all elevator service calls should to go 

through Security.   

 

8) If a key to a Tenantôs space is required, it is the Tenantôs responsibility to provide this 

to the mover.  If needed, security can furnish access to the building and Tenant spaces 

with written Tenant approval but will not check out a key to Tenant spaces. 

 

9) Movers will be held responsible for ANY damage to premises.  A Certificate of 

Insurance must be on file for all movers working on the International Plaza premises.   

Please contact, or have your mover contact, the Management Office at (952) 883-3100 

for further information. 

 

 

 

 

 

 

 

 



 42 

SIGNAGE  

 

At International Plaza, all Tenant signage must conform to building standards.  An original 

suite sign and two (2) directory strips are provided at no charge when a Tenant moves into the 

building.  Thereafter, any additions or changes to signage will be a Tenantôs cost. 

 

Tenant requests must be submitted in writing to avoid any miscommunication when 

ordering new signage.  The following information should be provided when requesting new 

signage: 

 

Suite Signage:  Company Name 

   Suite Number 

 

Lobby Signage: Company Name 

(Directory Strips) Suite Number 

 

The above information should be typed and submitted to the Management Office via e-mail or 

fax (Fax: (952) 883-3176); an approximate cost can be given at the time of order.  

 

Signage orders may take up to four (4) weeks for delivery.
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STORAGE  

 

Limited storage space may be available at International Plaza.  Please contact the Management 

Office at (952) 883-3100 for more information. 
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OFFICE SUITE SAFETY TIPS 

 

DO 

 

ü Keep all office exits clean and unobstructed at all times. 

 

ü Maintain a minimum 18 inch clearance below all sprinkler heads. 

 

ü Monitor emergency exit lights and notify the Management Office at (952) 883-3100, if they 

are not lit. 

 

ü Immediately report any situation that could cause a fire or an accident. 

 

ü If you notice any discharged fire extinguishers, immediately contact the Management 

Office at (952) 883-3100. 

 

ü Post a list of emergency phone numbers for employeeôs use.  Also, be sure to have an 
office first aid kit accessible for any minor emergencies. 

 

ü If loiterers are observed in corridors, restrooms or stairwells, notify the Management Office 

at (952) 883-3100. 

 

ü Remember, a ñNo Solicitationò rule is enforced at International Plaza (see ñNo 
Solicitationò Rule for more information). 

 

ü Unplug all electrical equipment that is not working properly or is in need of repair. 

 

DONôT 

 

ü Overload electrical circuits with extension cords or other non-standard type electrical work.  

When in doubt, please call the Management Office and we will dispatch an engineer to 

your suite to assist you. Please note that the use of a supplementary electrical heater is 

a fire hazard and is not allowed at International Plaza. 
 

ü Allow accumulation of trash or waste material that is flammable. 

 

ü Hold suite doors or lobby doors open with doorstops or other items, unless directed by the 

building engineers. 

 

ü Store flammable liquids within the building. 
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TENANT SIGN-OFF OF TENANT MANUAL  

__________________________________________TENANT FLOOR WARDEN &  ALTERNATE  

 

 

I hereby certify that: 

 

I have received, read and understand the contents of the Tenant Manual Emergency Procedure 

Section for International Plaza. 

 

I have instructed all employees in the specific emergency procedures. 

 

I understand the function of the Tenant Floor Warden and their responsibility in the 

immediate reporting of any potential or actual emergency condition in our office space or 

common areas of the floor to the fire department, police and the Management Office.  This 

individual must also be aware of our companyôs evacuation plan for employees in the event of 

an actual building emergency. 

 

I have identified the location of emergency exits and fire fighting equipment on this floor. 

 

 

 

Name / Title  (Print): ________________________________________________ 

 

Company: ______________________________________  Suite No.: _________ 

 

 

Tenant Warden: _________________________________  Extension: _________ 

 

Alternate Warden: _______________________________  Extension: _________ 

 

 

Signature: _________________________________________________________ 

 

Date: __________________________________________ 
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_________________________________________________EMERGENCY EXIT FLOOR PLANS 

 

 

The following diagrams show the locations of the buildingôs emergency exits on the Lower 

Level, Main Lobby and Floors 2 ï 10: 

 

Both Stairwell ñAò (located in the center of building), and Stairwell ñCò (located on the east 

side of the building) stops on the Lower Level. 

 

Stairwell ñBò (located on the west side of building) stops at the Main Level. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MAIN LEVEL  
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_________________________________________________EMERGENCY EXIT FLOOR PLANS 

 

 

 

 


