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I. INTRODUCTION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 



 

 

 
Welcome to 510 Marquette, we are very pleased to have you as a tenant.   

The following pages of this Tenant Handbook will provide you with general 
building information, management information and emergency procedures.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



II. BUILDING INFORMATION 
 & AMENITIES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BUILDING HOURS/HOLIDAYS 

510 Marquette is open to the public from 6:30 A.M.- 6:00 P.M., Monday-Friday.  Access cards 
are required outside of these hours. 

BUILDING HOLIDAYS: 

New Year’s Day  
Martin Luther King Day 
Memorial Day 
Independence Day  
Labor Day  
Thanksgiving Day  
Christmas Day   

LOADING DOCK 

The loading dock is a shared loading dock with surrounding buildings and is staffed 6:00 A.M.-
6:00 P.M.  The entrance to the loading dock is located at 43 South 5th Street.   

The dimensions are: Clearance: 13’ 6” Height and 14’ 8” Width, Center to Center of Tandems: 
34’ (Maximum), Trailer Length: 42’ (Maximum), Overall Length (Cab + Trailer): 59’ (Maximum).   

Access is on a first-come-first-served basis and has a one-hour maximum parking limit.  If you 
need to gain access after-hours, you must call the management office, 612-746-0439, to 
schedule prior to use. 

BUILDING ENGINES  

Building Engines is an online work order and reservation system that allows tenants to submit 
building requests to management staff.  Please contact the management office to request 
access to this system (access is granted to tenant’s designated representative). 

FITNESS CENTER & LOCKER ROOMS 

The building fitness center and locker rooms are located on floor C1 off the elevator lobby and 
is open to tenants from 5:00 A.M.-10:00 P.M. Monday-Friday and 8:00 A.M.-4:00 P.M. on 
weekends.  The fitness center is accessible by access card only.  A fitness waiver must be signed 
to gain access to the fitness center.  Contact the management office for the waiver form.  
Tenants must use a black locker card for securing the lockers, these cards are given to tenants 
when they move in.  Personal items cannot be stored in the lockers overnight. Lockers and 
cubicles are for use during workout only.  



 

CONFERENCE ROOM 

The building conference room is located on floor C1 off the elevator lobby.  It is open to tenants 
Monday-Friday, 8:00 A.M.-5:00 P.M.  Tenants shall utilize Building Engines to reserve the 
conference room. 

BIKE STORAGE ROOM 

The bike storage room is located on the first floor and is equipped with wall hooks to store 
bikes.  Each biker is responsible for providing their own bike lock. The bike storage room is 
accessible by access card only.  You must fill out a bike waiver in order to gain access to the bike 
room.  Contact the management office for the waiver form.  Bikers are to use the 5th street 
entrance only.  There are no bikes allowed in the main lobby. 

SECURITY 

The building provides onsite security, Monday–Friday, 6:00 A.M.-10:00 P.M.  The building 
security desk is located on the 1st floor lobby.  Building Security is available to assist with tenant 
needs and will escort tenants to nearby vehicles, within a 1 block radius of the building,  

 1st Shift Officer: 6:00 A.M.-2:00 P.M. 

2nd Shift Officer: 2:00 P.M.-10:00 P.M. 

Security Cell: 612-422-0349 

Security Email: 510marquette@gmail.com 

JANITORIAL 

The building has janitorial services Monday-Friday.  The day porter is onsite from 7:00 A.M-4:00 
P.M.  The night crew is onsite from 5:00 P.M.-10:30 P.M.  Cleaning requests should be entered 
into Building Engines. 

TENANT SERVICES 

Specialty tenant services can be provided by the building engineer, time permitting, at a rate of 
$60/hour.  Examples of this would be hanging pictures, light plumbing, etc. 

 

mailto:510marquette@gmail.com
mailto:510marquette@gmail.com


III. MANAGEMENT OFFICE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



MANAGEMENT OFFICE 

510 Marquette Avenue South, Suite 201 
Minneapolis, MN 55402 

Phone: 612-746-0439 

MANAGEMENT STAFF 

NAME, TITLE      PHONE NUMBER  CELL 

Gretchen Olson, General Manager   612-746-0439   612-702-3215 

Mai Vang, Asst. General Manager    612-746-0439   651-357-2022 

Catherine Beach, Property Administrator  612-746-0439   

Mike Jorgenson, Chief Engineer       612-357-8300  

Vong Lee, Operating Engineer       612-322-5677 
  

MANAGEMENT OFFICE HOURS 

Monday–Friday, 8:00 A.M. - 5:00 P.M. 

MANAGEMENT OFFICE HOLIDAYS 

New Year’s Eve Day & New Year’s Day 

Martin Luther King Jr. Day 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day & Day after Thanksgiving 

Christmas Eve Day & Christmas Day 
 

 

 



IV. MOVE-IN INFORMATION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MOVE-IN INFORMATION  

510 Marquette welcomes you!  Below are a few items you may want to know to help with your 
transition: 

MOVING 

Moving Hours: 5:30 P.M. – 6:30 A.M.  
Access needs to be coordinated with JLL Property Management. 

Must use the loading dock and freight elevator, unless prior approval is given by JLL Property 
Management for other access. 

Must always protect the building elevators, walls, floors, doors, property when moving.  

Vendor Certificate of Insurance must be submitted to JLL Property Management for all vendors 
that will be onsite during the move.  See Certificate of Insurance section below for Additional 
Insured and Certificate Holder information.  

RENT 

You can pay rent by ACH, wire or by check.  Please make all rent payments to: 

 510 Marquette, LLC 

If you are paying by ACH or wire: 

 Bank: Wells Fargo 
 Address: 420 Montgomery Street, San Francisco, CA 94104 
 Account #: 4097165005 
 Routing #: 121000248 

If you are paying by check: 

 510 Marquette, LLC 
 PO BOX 398277 
 San Francisco, CA 94139-8277 

 

 

 



CERTIFICATE OF INSURANCE 

Per your lease, tenants are required to provide management with an up-to-date Certificate of 
Insurance.  We have a few requirements listed below that must be on the certificate in order to 
be compliant.  Refer to your lease for policy specifications.  Please see the sample attached at 
the end of this section for reference.  

In the Description of Operations please list:  

510 Marquette, LLC and Jones Lang LaSalle Americas, Inc. are listed as Additional Insureds 
RE: 510 Marquette Avenue South, Minneapolis, MN 55402 

In the Certificate Holder please list: 

510 Marquette, LLC 
c/o Jones Lang LaSalle Americas, Inc. 
510 Marquette Ave South, Suite 201 
Minneapolis, MN 55402 

 

FORMS 

Required Forms:  
Please reference Section VI 

• Tenant Information Request Form (Required) 
• Evacuation Assistance Form (Required) 
• Bomb Threat Checklist  
• Floor Captains & Alternatives List (Required) 
• Emergency Procedures Acknowledgement Form (Required) 
• Fitness Center and Bike Storage Waiver (Optional) 

 
Please fill out all required forms and provide to the management office.  

 

 

 

 



V. EMERGENCY PROCEDURES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ACTIVE SHOOTER 

ACTIVE SHOOTER/WORKPLACE VIOLENCE 

For a workplace violence type incident, such as an active shooter event, occupants should 
follow their company’s protocol and take direction from building management and/or the 
Minneapolis Police (via emergency notification alerts).  For a workplace violence type incident, 
the building will be locked-down and elevators will cease to operate.  Tenants should shelter-in-
place in a securable area pre-determined by tenant representatives, unless directed to use the 
stairwells.  As with any emergency, 911 should be contacted along with Building Security at 
612-875-9429.  See below for information from the Department of Homeland Security 
regarding Active Shooter events: 

http://www.dhs.gov/xlibrary/assets/active_shooter_booklet.pdf 

 

We have adopted the Run, Hide, Fight Method.  The City of Houston, in conjunction with the 
Department of Homeland Security created a training video titled, “RUN > HIDE > FIGHT >> 
Surviving An Active Shooter Event”, and can be viewed on the following link:  
http://www.youtube.com/watch?v=5VcSwejU2D0 

 

 

http://www.dhs.gov/xlibrary/assets/active_shooter_booklet.pdf
http://www.dhs.gov/xlibrary/assets/active_shooter_booklet.pdf
http://www.youtube.com/watch?v=5VcSwejU2D0
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BOMB THREAT PROCEDURE 

A bomb threat usually is associated with telephone calls or letters announcing that a bomb has 
been placed in your suite or at the building.  The procedures below should be followed to 
respond to the situation.  The response procedures will differ slightly, if the threat comes in by 
telephone or mail. 

VIA TELEPHONE… 

1. Keep the caller on the phone as long as possible. 
2. Have a Bomb Threat Checklist readily accessible to fill out, recording as much 

information as possible.  If the form is not accessible, try to obtain at least the following 
information: 

a. Caller’s intent, timing of bomb, location 
b. Age 
c. Sex 
d. Accent or slang used 
e. Background noise 

 
OTHER IMPORTANT TIPS TO FOLLOW… 

a) Never transfer the call.   
b) Never assume the threat is a hoax. 
c) Never shrug off the threat as a “bomb scare” that can be ignored. 
d) Never argue with the caller. 
e) Let the caller know the manager wants to save lives. 
f) Have a pre-arranged signal with others in the office so that someone can listen in 

without the caller’s knowledge. 
 

3. Immediately call 911 and state the following information: 
a. You have received a bomb threat 
b. Location (510 Marquette Avenue South, Minneapolis, MN 55402) 
c. Your company’s name and suite number 
d. Your name 

 
4. Call the Building Security at 612-875-9429 and state the following information: 

a. You have received a bomb threat 
b. Your suite and phone number 
c. Your name 

 
5. Contact your floor captain so they may conduct a search of your suite.  They should look 

for anything suspicious. 

 



CRIME 

CRIME 
Security matters such as burglary, vandalism, graffiti, unwanted solicitors, suspicious persons, 
suspicious activities, or intoxicated persons should be reported to the Management Office at 612-
746-0439. 

In cases of emergencies, these should be reported first to the Minneapolis Police Department 
(911) then to Building Security at 612-422-0349. 

Crime Prevention Tips: 

1. Be aware of your surroundings. 
2. Do not let others ‘piggyback’ on the elevator/suite entrance.  Make sure everyone swipes 

their access card to ensure everyone has proper access to the floor/suite they are going 
to. 

3. Do not ignore. Question strangers encountered in your space. 
4. Promptly inform the management office of employee termination or layoff.  
5. To prevent office thefts, keep entrance doors locked at all times. All personal items should 

be stored in a locked desk drawer. 
6. Inventory all valuable property. 
7. Secure laptop computers. 
 

 DESCRIBING A SUSPICIOUS PERSON OR INTRUDER 

If you notice a suspicious person or identify an intruder, it is imperative to provide an accurate 
description to aid the police in apprehending the suspect. To do so, observe and remember the 
following: 
 

• General description/physical features of the male or female, such as approximate age, 
height, build, etc. 

• Clothing, such as colors and styles, including general appearance. 
• Hair color and style. 
• Tattoos. 
• Scars. 

 
TIP: COMPARE THE INTRUDER'S PHYSICAL FEATURES TO YOUR OWN (HEIGHT, WEIGHT, ETC.) 
TO HELP YOU REMEMBER PHYSICAL FEATURES MORE CLEARLY. 

 

 



TENANT SECURITY AND RESPONSIBILITIES 

The best way to improve security is for each tenant in the building to take an active role just as 
you would in the neighborhood where you live. Use the following suggestions: 

1. Make sure all doors to your offices are locked and secured at the close of your business 
day.  This is extremely important on the weekends. 

2. Do not hesitate to report any suspicious or disorderly individuals to Building Security 612-
422-0349.  Our building security personnel will escort them from the Building. 

3. Solicitation is not permitted in the building, and any individual who enters your offices for 
this purpose should be reported to Building Security.  Building security personnel will 
escort them from the building. 

4. Inform the management office of any keys or access cards that are lost. 
 
THEFT 
 
Tenants are responsible for protecting their suite and items within their suite.  If a theft should 
occur within your suite, please notify Building Security at 612-422-0349, and also the Minneapolis 
Police Department. 
 
LOST AND FOUND 
 
Any individual finding lost item(s) should turn them in to the Management Office, Suite 201, or 
to the security desk in the lobby.   
 
 

 

 

 

 

 

 

 

 

 

 



ELEVATOR EMERGENCY 

Elevators are one of the safest modes of vertical transportation.  However, they do have 
malfunctions due to sophisticated automatic controls. 

The elevators, when in alarm mode, will descend to the ground level and remain inoperative, 
except to firemen and building engineers. 

WHAT TO DO… 

1. Push the emergency call button. 
2. The elevator service telephone number is automatically dialed. 
3. The phone will be answered by an operator (24-hours a day) at the elevator service 

company. 
4. When the elevator service company answers, give the building name, address, and 

elevator number to them. 
5. Someone will be in touch with you from outside the elevator. 
6. DO NOT TRY TO FORCE OPEN THE ELEVATOR DOORS. 
7. Remain calm. 

 

NOTE TO PERSONS OUTSIDE THE ELEVATOR: If it is possible, it is comforting to the passenger(s) 
trapped inside the elevator to have someone outside the elevator talking to them through the 
doors, reassuring them, and keeping them informed of the status and timing of the rescue. 

 

 

 

 

 

 

 

 

 

 



EMERGENCY PHONE NUMBERS 

 

NAME/TITLE     PHONE NUMBER  CELL 

Gretchen Olson, General Manager   612-746-0439   612-702-3215 

Mai Vang, Asst. General Manager    612-746-0439   651-357-2022 

Catherine Beach, Property Administrator  612-746-0439    

Mike Jorgenson, Chief Engineer       651-357-8300 

Vong Lee, Operating Engineer       612-322-5677 

Building Security Officer        612-422-0349 

Minneapolis Police/Minneapolis Fire   911 

Non-Emergency Police Number   612-348-2345 

 

 

 

 

 

 

 

 

 

 

 



 

AFTER-HOURS EMERGENCY NOTIFICATIONS 

We request that each tenant provide JLL with the name(s) and after-hours number(s) of the 
tenant employees who should be notified in case of an after-hours emergency.  All phone 
numbers will be held in confidence.  The Tenant Request Form is found in Section VI. Forms. 

 

BUILDING NOTIFICATIONS 

510 Marquette has a building wide notification system called RedFlag.  The management team 
will use RedFlag to send out any mass building notifications, including emergency notifications.  
This service is based on an opt-in method.  Any tenant employee in the building can sign up to 
receive these notifications if they choose.  They can receive messages via email, voice message, 
SMS message or all three. Directions on how to register are as follows: 

• Click on this link: https://app.redflaghub.com/ssc/user/ 

• Enter your email address. 

• A verification email will be sent to you.  Follow the link from the email. 

• Enter your personal information.  Once your phone number has been entered, a 
verification code will be sent to your phone.  Enter that code on the web page. 

• Choose the method in which you would like to receive building notifications (SMS text 
message, email, voice message, etc.) You can choose as many or as few as you would 
like. 

• Choose the 510 Marquette building. 

• Click save and you are ready to go! 
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EVACUATION PROCEDURES 

EMERGENCY TEAM 

The emergency team consists of the building management staff, tenant representatives (floor 
captains), and appropriate city officials.  These individuals are responsible for implementing the 
emergency action plan when a fire emergency exists. 

The emergency team should assure that all persons working within the high-rise building are 
familiar with these recommended procedures, which should be posted in key locations within 
your suite, the telephone number to be used to report a fire, and the route to be used for 
evacuation. 

FLOOR CAPTAINS – The general procedures for a fire or other emergencies require a floor 
captain from each floor to assist building management and city officials. It is the tenant’s 
responsibility to assign a primary floor captain and notify the management office of their 
identity as well as their phone number.  The floor captain’s responsibility will be to direct traffic 
as instructed by building management or city officials and to lead co-workers to the tenant’s 
designated safe area. 

Floor captains are required to be aware of any individuals on the floor requiring evacuation 
assistance. 

ASSISTANT FLOOR CAPTAINS - If the floor captain is absent or in any way unable to perform 
their duties, the assistant floor captain fulfills their role.  It is important to designate an 
assistant floor captain in the event the primary floor captain is not in the building during an 
emergency. 

EVACUATION PLANS 

Building evacuation plans showing emergency exit locations for each floor are 
provided for your reference at the end of the handbook.  

 

 

 

 



 

FIRE PROCEDURES 

DISCOVERING A FIRE 

The alarms will sound on the floor where the fire is, as well as the floor directly above and 
below.  All fire strobe lights will flash and horns will continue to sound until the cause of the 
alarms has been eliminated and the fire department gives approval to reset. 

Certain general procedures are recommended for individuals who may discover a fire and for 
members of the emergency team. 

1. CALL 911!  When calling 911, the following information should be given: 
 

a. Building address – 510 Marquette Avenue South, Minneapolis, MN 55402 
b. Floor and area of fire 
c. Type of fire (if known) 
d. Suite number and company name 

 
2. EVACUATE THE AREA.  Evacuate the area as soon as possible and help those in need of 

evacuation assistance.  Each tenant is responsible for completing the Evacuation 
Assistance Form and returning it to the management office.  Please see the Evacuation 
Procedure section. 
 

3. NOTIFY the Management Office at 612-746-0439. 
 

4. CONFINE THE FIRE if possible.  In many cases, a fire can be restricted to a certain area by 
closing doors, thus preventing the fire from spreading. 
 

5. EXTINGUISH THE FIRE.  If safe to do so, attempt to extinguish the fire.  If it is not feasible 
or safe to extinguish the fire, leave the area and close all doors upon exit. 

 

 

 

 

 

 



 

 

MEDICAL EMERGENCY 

MEDICAL EMERGENCY 

The procedure for tenants and visitors to follow in case of medical emergency are listed below: 

1. Call 911 and give the following information: 
a. State that you need medical assistance 
b. Building Name: 510 Marquette 

Building Address: 510 Marquette Avenue South, Minneapolis, MN 55402 
c. Floor Number 
d. Suite number or location of emergency 
e. Number of patients and their condition 

2. Call the Management Office at 612-746-0439 and inform them of the medical 
emergency.  If the emergency occurs after 5:00 P.M. please contact Building Security at 
612-422-0349. 

3. Assign someone to meet the fire department/ambulance crew at the ground level.  If 
the emergency occurs after 6:00 P.M. the person meeting the fire department must 
have an access card with them to access the floor where the emergency is taking place. 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

POWER OUTAGE 

POWER OUTAGE 

In the event of a utility interruption, such as a power outage, remain calm and wait for instruction 
from Building Management.  Most outages will be temporary and the building is equipped with 
emergency power for all fire and life safety components (lighting, fire alarm panel).  For a power 
outage or utility issue, follow the procedures below, if it is safe to do so: 

1. Remain calm and call the Management Office at 612-746-0439 and advise them of your 
location and the nature of the problem. 

2. Assist others in your immediate area and proceed with caution to an area with lighting 
(natural lighting or emergency lighting). 

3. Turn “OFF” all computers and electrical devices at your workstation (for issues involving 
a water leak, do not touch or go near electrical equipment). 

4. If you are on an elevator during an outage, the elevator will lower to the main lobby.  If 
you experience an issue, press the emergency call button. 

 

 

 

 

 

 

 

 

 

 

 

 



SEVERE WEATHER EMERGENCY 

GENERAL GUIDELINES FOR SEVERE WEATHER EMERGENCIES 

The following is a list of recommended procedures to take when a severe weather emergency 
occurs: 

1. If possible, close blinds, move away from the perimeter of the building and exterior 
glass.  DO NOT WATCH THE STORM. 

2. Close all doors behind you. 
3. Go to enclosed areas in the building core (i.e. stairwells, corridors, and restrooms, and 

levels C1 or C2). DO NOT USE ELEVATORS. 
4. Sit on the floor of the enclosed area and protect yourself by putting your head as close 

to your lap as possible or kneel protecting your head.  Avoid areas with large amounts of 
glass. 

5. DO NOT GO TO THE FIRST FLOOR LOBBY OR OUTSIDE THE BUILDING. 
6. If you are caught in a perimeter office, seek protection under a desk or large furniture. 
7. You will hear an “all clear” message over the building’s PA system when it is safe to 

return to your office or resume normal activity. 
 

TORNADO EMERGENCY 

There are two defined severe weather conditions recognized by the National Weather Service: 

A. TORNADO WATCH 
DEFINITION: A tornado watch is issued when weather conditions in the area are such 
that a tornado could develop.  This information is put out by the National Weather 
Service as weather bulletins on local news media. 
 

B. TORNADO WARNING 
DEFINITION: A tornado warning is an alert by the National Weather Service confirming a 
tornado sighting and location.  The weather service will announce the approximate time 
of detection and direction of movement (Wind will be 75 MPH or greater). Hennepin 
County Civil Defense Sirens will sound an alert when the National Weather Service gives 
a tornado warning. 

 

TORNADO EMERGENCY PLAN: Each tenant is responsible for following the weather and 
notifying all occupants to seek shelter immediately. PLEASE DO NOT WAIT FOR THE BUILDING 
ALERT SYSTEM TO SOUND TO SEEK SHELTER.  If you feel you are in immediate danger seek 
shelter immediately. 

 



SEVERE WEATHER EMERGENCY 

FLOODS 

Flooding is another possible severe weather emergency.  The following is a list of procedures to 
follow: 

1.  Most important consideration is to eliminate, if possible, all sources of electricity 
 from the flooded area.  If the power switch is accessible, away from the water, shut it 
 off at the power source. 

2.  If possible, remove all documents and portable equipment from the premises or to a 
 higher location and close file drawers to limit damage. 

3.  Evacuate the immediate area. 

4.  If sufficient warning is provided, consider moving furniture to higher locations. 

Building management or emergency personnel will turn off the water source and shut down 
electrical power, as required. 
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510 MARQUETTE 
FITNESS CENTER & BIKE STORAGE 

RELEASE AND WAIVER OF LIABILITY 

I, ______________________________, have registered voluntarily to engage in exercise and 
fitness activities and to use the exercise equipment, fitness areas, bike storage areas and related 
locker and shower facilities (collectively, the “Fitness Activity”) available only to the tenants of 
the office complex commonly known as 510 Marquette, in the building and on the common 
grounds located at 510 Marquette Avenue South, Minneapolis, MN. 

I understand that this Fitness Activity, which is unsupervised, involves strenuous physical 
exertion and will require sound judgment at all times during my participation.  I understand that 
510 Marquette, LLC, a Delaware limited liability company, and its affiliates and affiliated 
entities, employees, representatives, agents, contractors, successors and assigns (collectively, 
“Landlord”) is not providing any staff, medical personnel, fitness trainers, or other employees or 
contractors to supervise the Fitness Activity.  I understand that by participating, I am at risk to 
suffer serious physical injury and possibly death.  I understand and agree that I, alone, am 
responsible to determine my physical and mental fitness and my suitability to participate. 
Landlord hereby advises, and I hereby acknowledge, that I should seek the advice of my medical 
practitioner prior to engaging in the Fitness Activity and that Landlord will not attempt to 
determine, nor will I hold Landlord liable to determine, my physical and mental fitness, 
suitability, or capability to participate in the Fitness Activity, either before I begin participation 
or at any time during my participation in the Fitness Activity. 

In consideration of the work performed and to be performed by Landlord in making and 
continuing to make the fitness equipment and facilities available, from which I receive value and 
benefit, I assume (i) all risks of illness, injury or death related to participation in the Fitness 
Activity, and (ii) all risks of damage to, loss, or theft of personal property while using facilities 
associated with the Fitness Activity.  I expressly forever release and discharge Landlord 
from, and hereby waive, any claim that I might have or make against Landlord for any 
illness, injury, death, theft, loss, loss of use or damage to personal property or 
inconvenience (collectively, a “Loss”) arising out of or relating to my participation in the 
Fitness Activity.   The foregoing release, discharge and waiver is made by me individually 
and on behalf of my heirs, executors, and assigns.  I understand and agree that the effect of 
signing this Release and Waiver of Liability is to give up all of my and my heirs, executors 
and assigns legal rights to file any lawsuit or to recover any money damages against 
Landlord with respect to any Loss.   

I hereby agree to indemnify, defend and hold Landlord harmless from and against, any 
claims, demands, liabilities, causes of action, suits, judgments, damages, and expenses 
relating in any way to my participating in the Fitness Activity.   

The waiver, release and indemnity provided above is intended to release and indemnify 
Landlord against the consequences of Landlord’s own negligence or fault, even when 
Landlord is solely, jointly, comparatively, contributively, or concurrently negligent, and 
even though any such claim, cause of action or suit is based upon or alleged to be based 
upon the strict liability of Landlord. 
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Because participation in the Fitness Activity is voluntary, I have agreed to sign this Release and 
Waiver of Liability.  I have been given the opportunity to read carefully all of the terms of this 
Release and Waiver of Liability and I understand fully the legal consequences of signing it. 

I understand that I will not be allowed to participate in the Fitness Activity unless I sign this 
Release and Waiver of Liability.  I agree to this because I choose to participate in the Fitness 
Activity at my own risk, knowing that I have no legal right to seek recovery of damages or 
otherwise to make any claim against Landlord for any harm, illness or injury, including death, 
that I may suffer as a result of my participation.   

Name (Print) Company Name Suite # 

Signature Date Access Card # 

 Fitness Center Access  Male 

 Bike Room Access   Female 



510 Marquette Avenue South
Suite 201, Minneapolis, MN 55402 
Management Phone: 612-746-0439 

Company Name: _____________________________________ Business Type: ___________________________________________ 

Total # of Employees: ___________   Suite: __________   Office Phone: _____________________________________________ 

Rent Statement Billing Address: (If different than the Premises) 

Email or Mail (circle one)   _______________________________________________________________________________ 

_______________________________________________________________________________ 

Emergency Notifications during the Day: 

Name:  _________________________________________________________ Direct Phone: ________________________________ 

Email: __________________________________________________________ 

Name:  _________________________________________________________ Direct Phone: _______________________________ 

Email: __________________________________________________________ 

Emergency Notifications After-Hours: 

Name:  __________________________________________________________ Cell Phone: ________________________________ 

Email: ___________________________________________________________ 

Name:  __________________________________________________________ Cell Phone: ________________________________ 

Email: ___________________________________________________________ 

General Building Notifications: 

Name:  __________________________________________________________ Direct Phone: _______________________________ 

Email: ___________________________________________________________ 

Name:  __________________________________________________________ Direct Phone: ______________________________ 

Email: ___________________________________________________________ 

Key Decision Makers: 

Name:  __________________________________________________________ Direct Phone: _______________________________ 

Email: ___________________________________________________________ 

Name:  __________________________________________________________ Direct Phone: ______________________________ 

Email: ___________________________________________________________ 

Please notify the Management Office if there are any changes. 
Please email to catherine.beach@am.jll.com  

TENANT INFORMATION REQUEST FORM

mailto:catherine.beach@am.jll.com


510 Marquette Avenue South
Suite 201, Minneapolis, MN 55402 
Management Phone: 612-746-0439 

Please provide the following information regarding individuals in your office who will require special assistance in case of 
emergency.  

TENANT COMPANY NAME__________________________________________________________________________________ 

SUITE NUMBER____________________________________________________________________________________________ 

Employee Name: 

Employee’s Phone Number: 

Assigned Assistant: 

Assistant’s Phone Number: 

Employee Name: 

Employee’s Phone Number: 

Assigned Assistant: 

Assistant’s Phone Number: 

Employee Name: 

Employee’s Phone Number: 

Assigned Assistant: 

Assistant’s Phone Number: 

Employee Name: 

Employee’s Phone Number: 

Assigned Assistant: 

Assistant’s Phone Number: 

Please notify the Management Office if there are any changes. 
Please email to catherine.beach@am.jll.com. 

EVACUATION ASSISTANCE FORM



CALL 911 IMMEDIATELY 

If possible, have someone else call 911 during the bomb threat call. 

After calling 911, call Security at 612-875-9429. 

All employees, especially those answering phones, should keep a copy of this check list on their desk or 
near their phone at all times in the event a bomb threat is received.  

Tenant Company Name: 
Name of Person Taking Call: 
Date: 
Phone Number Call Came In On: 
Time Call Was Received: 
Sex of Caller: 
Approximate Length of Call: 

IF POSSIBLE, OBTAIN ANSWERS TO THE FOLLOWING QUESTIONS 

When is the bomb going to explode? 
Where is it right now? 
What will cause the bomb to explode? 
Did you place the bomb? 
Why did you place the bomb? 

CIRCLE ALL ADJECTIVES THAT APPLY TO THE SOUND OF THE  
CALLER’S VOICE & CIRCLE ANY BACKGROUND SOUNDS YOU RECOGNIZE 

CALLER’S VOICE BACKGROUND NOISES 
Accent Incoherent Animals Restaurant or Bar 
Angry Irrational Cell Phone Static 
Calm Laughing Clear Street Sounds 
Clears 
Throat 

Lisp Crockery Voices 

Cracking Loud Factory ENTER OTHER 
SOUNDS BELOW 

Crying Muffled House Noises 
Deep Voice Nasal Local 
Disguised Rapid Long Distance 
Educated Slow Machinery 
Excited Slurring Motor 
Familiar Soft Music 

Foul 
Language 

Stutter PA System 

Heavy 
Breathing 

Well 
Spoken 

Phone Booth 

ADDITIONAL REMARKS 

BOMB THREAT CHECKLIST 

mailto:catherine.beach@am.jll.com


510 Marquette Avenue South
Suite 201, Minneapolis, MN 55402 
Management Phone: 612-746-0439 

Floor Captain: Defined as a person in each suite of every floor in a high-rise building, who in cooperation with the Emergency Team, 
will oversee and ensure safe and complete evacuation or relocation of occupants during a fire, a fire drill, or other emergencies.  
Alternate Floor Captain(s): A person designated for each tenant suite who assumes Floor Captain duties when necessary. 

Full floor tenants may select as many Floor Captains as they feel necessary, however, an Alternate Fire Captain must be assigned for 
each of those Floor Captains.   

COMPANY NAME 

Floor Captain(s) Floor # Suite # Phone Email ** 

Alternate Floor Captain(s) Floor # Suite # Phone Email ** 

** Note if captain is CPR or EMT trained. 

Please notify the Management Office if there are any changes. 
Please email to catherine.beach@am.jll.com. 

FLOOR CAPTAIN & ALTERNATES LIST

mailto:catherine.beach@am.jll.com


510 Marquette Avenue South
Suite 201, Minneapolis, MN 55402 
Management Phone: 612-746-0439 

Each tenant is required by law to observe and cooperate with the Emergency Procedures and to enforce occupant participation in 
all related training and drills.  

It is the tenant’s responsibility to review the Emergency Procedures with all employees and to ensure that the manual is available 
for immediate reference in the event of an emergency. 

By signing this form, tenant acknowledges the receipt of the Tenant Handbook, acknowledges that the information provided is 
clear, and acknowledges the responsibility to share the contents of the manual with tenant’s entire staff and any new employees 
that join the company.  

Tenant Company Name: 

Authorized Individual (PRINT): 

Authorized Signature: 

Date: 

Please notify the Management Office if there are any changes. 
Please email to catherine.beach@am.jll.com  

EMERGENCY PROCEDURES ACKNOWLEDGEMENT FORM 

mailto:catherine.beach@am.jll.com
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