180 MONTGOMERY - c B R E

MOVING POLICIES & PROCEDURES

General Information

The 180 Montgomery Street loading dock is located at street level off Bush Street. Loading dock use is on
a first come first served basis during business hours with a limit of 30 minutes. Business hours are
7:00am until 6:00pm on weekdays.

Loading dock use requiring more than 30 minutes can be scheduled for after-hours use. After-hours usage
is before 7:00am and after 6:00pm on weekdays and all day during the weekends. Security is hired for all
after hours loading dock usage at an additional cost with a 4-hour minimum. Please contact the Building
Office to schedule the loading dock and security for your move.

All deliveries, except hand-carried packages, must be transported on the freight elevator. No mail carts or
two and four wheeled dollies are allowed in passenger elevators. Large deliveries (more than one
elevator load) should be scheduled after-hours by contacting the Property Management Office at least 2
days prior to delivery. The freight elevator will be reserved only on an after-hours basis.

Telecommunications

180 Montgomery uses a Telecommunications Manager to coordinate all tenant telecommunications
needs. Please contact Montgomery Technologies at 844-824-0100. Costs for all tenant requested phone
work are the sole responsibility of the tenant. Please notify Montgomery Technologies each time access
is needed for the Riser or MPOE closets. Montgomery Technologies can also assist with cabling needs at
an additional cost.

Dock Usage

All move-ins will be made through the loading area. Trucks up to 28’ in length can be accommodated.
There is no height limitation. Deliveries will not be permitted through the lobby entrances. The mover is
solely responsible for any damage caused by its trucks, employees, or contractors.

Security

After-hours moves requiring more than one elevator trip will require additional security at the loading
dock. The cost is $70/hour with a 4-hour minimum and will be billed back to the tenant by the Building
Office via their monthly rent statement.

Freight Elevator

Tenants must make arrangements with the Building Office for use of the freight elevator. The dimensions
of the freight elevator cab are 54”deep by 78 wide by 108”high. It serves all floors and has a capacity of
3,000 pounds.

Property Protection

Clean masonite sections must be used as runners on all finished floor areas where heavy furniture
equipment is being moved with wheel dollies (no kid dollies or pallet jacks). Masonite must be at least
Yo thick. Masonite sheets in elevator lobbies and corridors must measure 4’ x 8’. Masonite sheets
through doors into the tenant space must measure 32 inches. Clean plywood sections will also be
required when moving over sensitive floors, i.e., wood, stone or tile.
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Insurance

Every moving company that brings supplies, furniture and/or equipment through 180 Montgomery Street
must provide a valid Certificate of Insurance to the Building Office 48 hours before the move takes place.
Please contact the Building Office for the most updated vendor insurance requirements.

Trash Removal

Debris and other materials used during moves should be removed promptly following a move-in or move-
out. Moving debris should not be placed in regular building trash, freight elevator lobby or loading dock.
Computer monitors, miscellaneous equipment, furniture, books, binders, folders, etc., is considered above
standard for our trash removal service and tenants are responsible for making arrangements to remove
these discarded items. Small amounts of trash should be labeled as “Trash/Basura” and placed near
common area containers for removal. Please contact the Building Office at 415-693-0180 for a price
quote to remove large amounts of refuse.

The building will also provide a quote from the janitorial vendor for “Broom Sweep” (small debris pick
up and vacuum) service plus a 10% coordination fee for Tenant reimbursement.

Uniforms of Movers
All employees of the moving company shall be properly uniformed and identified as being employees of
the moving company.

Union Labor

180 Montgomery Street is a union building and requires that any union trade service be performed by
union labor. The union labor requirement includes cabling vendors and furniture installers.
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