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88 Kearny Street 
Tenant Handbook
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Owned by TIAA-CREF and managed by CBRE, Inc.

Teachers Insurance and Annuity Association of America (TIAA)

c/o CBRE, Inc.

88 Kearny Street, Suite 1350

San Francisco, CA 94108

Phone: (415) 675-7990

Fax: (415) 675-7994
http://88kearny.buildingengines.com/
Welcome to 88 Kearny Street! 

On behalf of TIAA-CREF, CBRE, Inc. welcomes you to 88 Kearny Street. We look forward to working with you and your colleagues to ensure that our business relationship is long-lasting and successful.  

The Tenant Handbook should answer many of the immediate questions you may have about building regulations, policies and operating procedures. Included in this packet is general building information to help ease your transition here, as well as forms that need to be completed and returned to the Building Management Office before you move in. If you need to update the information that you have on file with Building Management, additional forms are just a call or an email away. Building Management is always available to answer any questions you might have at any point during your tenancy here at 88 Kearny Street. 

To ensure the most effective and timely communication, we ask that you designate a Primary and Secondary Tenant Contact as your main liaison to the Building Office. Communicating service requests or any other relevant information through the Tenant Contacts allows CBRE to best serve your needs. The Tenant Contacts can be elected using the Tenant Contact Form in the enclosed packet.

Forms due back to the Building Office before Move-In:

The following is the list of the forms that should be returned to the Building Office as soon as possible. Please send the forms via e-mail or deliver them in person to the Building Office prior to your tenancy:

· Access Card System Setup Form





□
· Tenant Contact Form







□
· Emergency Relocation Assistance Form




□
· Fire Safety Team Roster






□
· Access Card Setup Spreadsheet





□
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Building and Management Information
The Building Office, located in Suite 1350, is open Monday through Friday from 8:30am-5:00pm. 88 Kearny Street is owned by Teachers Insurance and Annuity Association of America (TIAA) and managed by CBRE, Inc.
The following Property Management team is available to assist you:

Real Estate Manager:


Riley Wilhite

Email:




riley.wilhite@cbre.com 

General Manager:


Stacey McCarthy
Email:




stacey.mccarthy@cbre.com 
Rental Payments
All checks are to be made payable to TIAA-CREF. The remittance address for rent or invoice payments is:

TIAA-CREF- 88 Kearny Street

PO Box 70033

Los Angeles, CA 90074-0033

For information on how to wire transfer monthly rent payments, please contact the Building Office.

Building Hours and Holidays
The building is open from 7:00am – 6:00pm Monday through Friday. Unless you choose to lock the elevators to your floor, tenants and visitors are able to access all occupied floors in the building during business hours. The building is closed at 6:00pm during the week, on each weekend, and on holidays. After-hours tenant access can be gained via our Access Card system, and is specified by each tenant prior to move-in. All tenants must submit an Employee Access List that names all employees who are authorized to enter the Building after-hours. Employees must be on the After-Hours Access List to gain suite entry when the building is closed.

Holidays include New Year’s Day, Memorial Day, 4th of July, Labor Day, Thanksgiving, the Christmas Day. The building is closed on these days and after-hours procedures are in effect. Employees must be on the Employee Authorization List to gain suite entry on Building holidays.
Local Retail, Transportation, and Restaurants
· Citibank

A full- service Citibank branch is located on the ground floor of the building and can be accessed through the main Lobby or at the corner of Post and Kearny Streets.

· Wells Fargo Bank

A full service Wells Fargo Bank is located on the corner of Montgomery and Post Streets.
· Yoga Smoga

Yoga apparel store located at 66 Kearny Street, offering world class products centered around the spirit and practice of Yoga.
· Montgomery BART /MUNI Station

Located on the corner of Montgomery and Post Streets  
· Crocker Galleria

Three stories of shops and local boutiques, offering a variety of retail and restaurants. A Farmer’s Market operates from late Spring through late Fall on Thursdays until 3:00pm.

Located at Post Street between Montgomery and Kearny Streets

· US Post Office 

A full- service US Post Office is located on Sutter Street (one block north), between Montgomery and Kearny Streets.

Security Access Card System

The Kearny Street entrance door and all elevators operate on a card access system. After-hours, the elevators are locked and can only be accessed by pre-programmed card keys. All tenants are required to have an access card, which is programmed and issued by Building Management. Please check with the Building Management Office for the current cost per card.

To gain entry into the Building or onto your floor, please pass your card closely in front of the card reader. If your card does not grant you access, contact the Building Management Office during business hours so we can troubleshoot the problem. Cards are programmed to allow you access to your floor only. 

For security reasons it is important that the data in the access system be as accurate as possible. Please notify the Building Management Office as soon as employees join or leave your organization so we can create or deactivate their card as appropriate. You can request a report of your company’s access cardholders at any time to ensure it is up to date. We recommend that you review your company’s Employee Authorization List at least once per quarter to ensure it is current.

If you plan to give the card to another employee, please notify the Building Management Office.  We are happy to reassign the card and enter the new person into the access system

Tenant Service Requests
Tenants use Building Engines, an online service request system, to place requests for Engineering or Janitorial services. The URL is: http://88kearny.buildingengines.com/ Each tenant’s authorized users are designated by information provided on the Tenant Contact Form. Log-in information is provided by Building Management. Once you place your request, it is dispatched immediately to the handheld device of the appropriate building staff member and will be addressed in a timely manner. Please note that some service requests will require additional charges be billed to the tenant. If this is the case, a cost estimate will be sent to the tenant and no work will be performed until the cost is approved.







Bicycle Parking
88 Kearny Street has bike racks located in the parking garage for tenant use. Space for the bike racks is limited and is available on a first- come, first- serve basis. Bikes are stored at the discretion of the individual, and Building Staff and Management are not responsible for any damage or theft incurred on the premises.
Mail and FedEx
Mail is delivered and picked up via USPS to each Tenant suite daily. For your convenience, a FedEx drop box is also located in the Freight Elevator vestibule on the Post Street side of the main elevator Lobby on the Ground Floor. The last pickup of the day is at 5:00pm. 

After-Hours Access
Tenant Access 

· As of 6:00pm, tenants are granted Building access by swiping their access card at the card reader located to the right of the main Kearny Street entry. Once inside, tenants will again need to swipe their access card in the elevator to gain floor access. 
· If a tenant gains entry to the Building but is denied elevator access to their floor, they are required to check in with our Security Staff at the Lobby Console, who will verify their name against the Employee Access List provided by each tenant. If an employee’s name is not on the list, access can only be granted after approval from the Tenant Contact. 
· It is each tenant’s responsibility to notify the Building Office of any changes to the Access List of their company. Please make any updates or changes to the Access List and email the updated form to Jillian Blandino at jillian.blandino@cbre.com. 
Vendor Access 

· The Building Office must be given 48 hours’ advance notice of all vendors coming to the property.
· All vendors who perform work on the property are required to have a current Certificate of Insurance on file in the Building Office. Please check the status of the vendor insurance with the Building Office three (3) business days prior to scheduling any work on the property.
· Upon authorization from the Building Office, please provide the vendor name, date, and time that the work will be performed and whether or not freight elevator access will be required. 88 Kearny Street only has one freight elevator and reservation of the freight elevator does not guarantee exclusive use. Please note that due to the disruptive nature of some work, Building Management may require that certain work be performed after building hours (6:00PM Monday through Friday).
· Please note that our Security Staff are not authorized to provide guest or vendor access into your suite. Someone from your company must be onsite to greet your guest or vendor, or other prior arrangements will need to be made.
Guest Access 

· Tenants may coordinate after-hours access for their guests by e-mailing the Building Management Office to request access. The tenant must include the date, time, and name of the guest who will require access to the Building, and a tenant contact (with a cell phone number) who can be reached with any questions. The guests will also need to be input to Building Engines for Security purposes. 
· Full-floor Tenants who choose to keep the elevators locked to their floor during business hours must submit a list of their authorized guests via Building Engines, and the dates of their appointments, at least 2 hours in advance of their visit. Guests must check in with Security Staff at the Lobby Console for floor access.
· Please note that our Security Staff are not authorized to provide guest or vendor access into your suite. Someone from your company must be onsite to greet your guest or vendor, or other prior arrangements will need to be made.
Vendor and Contractor Access
If you schedule a vendor or a contractor to perform any work in the Building, you must provide at least three (3) business days’ advance notice to the Building Office. Please provide Management with the following information:

· Vendor Name

· Date(s) the work will be performed

· Time the vendor will arrive and depart

· Description of the work being performed

· Certificate of Insurance for Contractor/Vendor (see below) 

· Tenant Contractor Letter between Contractor/Vendor and Building (see below)
Contracts will need to check in with Security at the main lobby console upon arrival. Building Staff will not admit the vendor/contractor into your suite. Please arrange for someone in your company to meet the vendor or provide them with keys.
Vendor/Contractor Insurance Requirements
We require that Tenants provide us with a Certificate of Insurance that meets the following guidelines for all contractors/vendors who enter the building. Please note that it is not unusual to take 3-4 days for vendors to meet our insurance requirements. If you are unsure whether or not your contractor/vendor has a Certificate of Insurance on-file, or if they are unable to meet the requirements listed on the next two pages please call the Building Office to discuss options available to you.

In addition to a Certificate of Insurance, we also require a Tenant Contractor Letter to accompany the COI. Following the insurance guidelines below is a sample Tenant Contractor Letter, as well as instructions for completion. The Tenant Contractor Letter must be printed on vendor letterhead, signed by an agent of the company, and returned to the Building Office in order for a vendor to be cleared to do work at 88 Kearny Street.
Vendor/Contractor Insurance Guidelines

This “insurance notice” is provided as a courtesy to facilitate the issuance of Certificates of Insurance.  While 88 Kearny Street makes every effort to assist tenants and vendors, it is ultimately the responsibility of the tenants and vendors to provide the required proof of coverage prior to beginning any work at the Property.
Prior to performing any work at 88 Kearny Street, Vendor shall furnish to Owner, care of the Property Manager, a Certificate of Insurance and Endorsement page completed by a duly authorized representative of their insurer certifying that the required minimum insurance coverages are in effect. The minimum insurance levels for each category of coverage are as follows:

1. Comprehensive General Liability Insurance with limits of not less than $1,000,000 Each Occurrence; $2,000,000 General Aggregate; $2,000,000 Products/Completed Operations Aggregate; $1,000,000 Personal & Advertising Injury; and broad form property damage coverage.  Self-insured retention or deductible, including costs of defense, shall not exceed $10,000.

If any coverage provided in any policy is subject to a general aggregate limit of liability, such general aggregate limit shall apply on a “per project” basis.

2. Comprehensive Automobile Liability Insurance in the minimum amount of $1,000,000 combined single limit for Bodily Injury and Property Damage if automobiles are used in the performance of on-site work.

3. Excess Liability Insurance in the minimum of amount $3,000,000 per occurrence/aggregate.

4. Worker’s Compensation Insurance as required by the State of California. And Employer’s Liability Insurance in the minimum amount of $1,000,000 per accident for bodily injury or disease.

5. All insurance must be written on an occurrence basis only.

6. Certificates of Insurance are to name Additional Insured on the face of the Certificate in the following manner:


Teachers Insurance and Annuity Association of America (TIAA) and CBRE, Inc. 
We DO NOT accept blanket endorsements. The acceptable Additional Insured Endorsements are Endorsement CG 20 37 07 04 or CG 20 10 10 93 and the form shall read:


CBRE, Inc., as agent for and including Teachers Insurance and Annuity Association of America (TIAA), are named as additional insured for all work performed by (your firm’s name goes in this space) at 88 Kearny Street, San Francisco, CA.
7. General Liability, Automobile Liability and Umbrella policies shall provide that such insurance is primary to any liability insurance carried by the Additional Insured and provide a severability of interest’s clause.

8. Waiver of Subrogation: All insurance policies shall provide that the insurance company waives all rights of recovery by way of subrogation against the Additional Insured and any other party specified by Owner at any time or from time to time in connection with any matter covered by such policy.

9. The “cancellation notice” time period must be 30 days, not the customary 10 days, and the words “endeavor to” and “but failure to mail such notice shall impose no obligation or liability of any kind upon the company, its agents or representatives” shall be deleted.

10. The Certificate Holder shall read:



Teachers Insurance and Annuity Association of America (TIAA)



c/o CBRE, Inc.



88 Kearny Street, Suite 1350



San Francisco, CA 94108

11.  All policies of insurance shall be carried by insurers which are authorized to do business in the state of California and which are rated in the most recent edition of AM Best’s Guide not lower than A- and Financial Size Category  of VII (except worker’s compensation coverage with California State Compensation Fund.)
12. Vendor shall furnish the Property Manager a Certificate of Insurance together with all necessary endorsement and waiver forms for review and approval before work commences. Alternatively, the Vendor’s insurer may provide complete, certified copies of all required insurance policies, including all necessary endorsement and waiver forms effecting the coverage required by these specifications.

Tenant Contractor Letter Template

RE:  Tenant Name:       at 88 Kearny Street, San Francisco, CA 94108 (“Property”)

As part of the agreement to provide       services for the above- referenced Tenant at the above-referenced Property,        (“Contractor”) has agreed to include Teachers Insurance and Annuity Association of America (TIAA) (“Owner”) and CBRE, Inc. (“Managing Agent”) as additional insureds, including making Contractor’s insurance primary and waiving all rights of subrogation under any liability policies.  Additionally, Contractor shall provide that any and all subcontractors (“Subcontractor”) providing goods or services to the Project shall also name Owner and Agent as additional insureds. Subcontractor shall also provide that their insurance is primary and will waive any rights of subrogation under their insurance policies.

 Furthermore, Contractor and any Subcontractor will indemnify and hold harmless the Owner and its Managing Agent for any and all damages (including worker’s compensation and employer’s liability claims brought by any employee of Contractor or its Subcontractors) which may be incurred as a result of the work performed at 88 Kearny Street, San Francisco, California.

Contractor:       
Signature:  _______________________________________   Date: ________________

By:       
Title:       


By:  CBRE, Inc.

Agent for Teachers Insurance and Annuity Association of America, for the Benefit of its Separate Real Estate Account

________________________________________________   Date: ________________

Riley Wilhite
Real Estate Manager
Emergency Plans and Resources
CBRE, Inc. has established several emergency procedures and resources for our Tenants. 
Emergency Procedure Guidelines Flipbook

Upon move-in, we provide Tenants with a handy desk reference that contains quick reference information about what to do in the event of an emergency. We suggest that all tenants keep a copy of the flipbook at their desk within easy reach.

One Call Now

One Call Now is an emergency notification service for our tenants. It allows Building Management to create and send a message (voice or email) to all tenants and/or Building Staff simultaneously. 
Direct Line

As part of CBRE’s focus on great customer service, we want tenants calling the Building Office to always be able to speak with a real, live person. If no one is in the Building Office, phone calls are automatically forwarded to the Security Officers at the Lobby Console. However, emergencies often take our Security staff away from the Console which leaves the phone unattended. Direct Line is an answering service staffed 24/7 with people who can pick up incoming phone calls and take a message for us.

Building Office Phone Number: 415-675-7990
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