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IN T R OD U C T I ON  

This Design and Construction Handbook is a guide to assist the Tenant, the Tenant’s Design Team, the Tenant’s Contractor, and the Ten-

ant’s construction staff in developing and implementing the design of leased premises.  Compliance with the Landlord’s criter ia and de-

sign expectations for the site set forth in this Handbook is required as a condition of each Tenant’s lease agreement.  The Tenant is re-

sponsible for distributing copies of this Handbook to the Architect, Interior Designer, Consultants, Engineers and Contractors. 

 

The following pages contain information which illustrate Landlord’s criteria and Tenant responsibilities.  The Tenant should follow the in-

structions and procedures outlined in the Handbook carefully to help expedite the necessary approvals and timely completion of the Ten-

ant’s Premises.  The Landlord’s Property Manager and Maintenance Engineer are available throughout the design and construction proc-

esses to answer questions, provide feedback, and help fulfill the Landlord’s obligations described in this Handbook.  

 

Note that Tenant submittal requirements are subject to change without notice, as determined by the Landlord. 
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S I T E  PLA N  
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S E C T ION  1 :  D E S IG N  GU ID E L IN E S  

PREFACE + DESIGN REVIEW 

 

Attractive and professionally executed tenant improvements will attract 

customers and encourage sales.  The Landlord encourages creativity in 

the designs of storefronts, interiors, and signage within the guidelines de-

fined by the Landlord in this Handbook.  The Landlord also encourages 

sustainable design, materials selection, construction practices, and main-

tenance methods. 

 

Each Tenant shall become familiar with the intent, scope, requirements 

and details of this Handbook.  Tenants are encouraged to discuss specific 

thoughts or questions regarding these guidelines with the Property Man-

ager prior to beginning design work. 

 

The Design Guidelines are intended for use by all Tenants.  Tenants may 

deviate from the Design Guidelines only with explicit written approval from 

the Landlord, and in no case may deviate from any guidelines related to 

life safety concerns.   

DESIGN REVIEW PROCESS 

 

Tenants shall engage the Landlord’s Property Manager as early as possi-

ble in the design process to prevent unnecessary delays.  The Property 

Manager shall review Schematic or Design Development Documents and 

final Construction Documents.  Review of any one phase of design docu-

ments does not constitute a final acceptance of the complete design.  

Construction may not commence until the Landlord issues a written ap-

proval of a complete set of Construction Documents, including Project 

Specifications. 

 

Design Review shall consider both compliance with the technical aspects 

of this Handbook and subjective considerations, which may include: de-

sign compatibility with the project’s architectural language, expectations 

for first class industrial design, and compatibility with existing tenants. 
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S E C T ION  1 :  D E S IG N  GU ID E L IN E S  
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A. GENERAL CRITERIA 

The project site accommodates a variety of uses, from distribution and 

manufacturing facilities to commercial offices.  Each Tenant must contrib-

ute to the center’s overall perception of quality with professionally de-

signed and maintained premises.   

Tenants may exhibit a level of individual identity through the use of sign-

age.  However, storefronts must adhere to the center’s standard designs.   

Any reference to the Florida Building Code, NFPA Life Safety Code, or any 

other national, state, or local jurisdictional requirements or publication 

shall be interpreted to refer to the current edition of such publications in 

effect at the time of permitting. 

 

A.1.  STOREFRONTS 

a. Expense.  Unless provided by Landlord, storefronts shall be 

designed, fabricated and installed at Tenant’s expense. 

b. Scope.  Tenant storefront construction shall generally occupy 

existing openings in the buildings’ precast concrete wall pan-

els.  Depending on location, Tenants may install storefront 

systems in place of knock-out sections of the precast walls.  

For details and dimensions of building openings, refer to 

Lease Outline Drawings and field verified measurements.   

c. Storefront systems.  The Landlord shall specify storefront 

systems—including manufacturers, models, door types, hard-

ware, colors, and glazing—to maintain a consistent standard 

for the center.    

d. Tinting.  Tenant shall submit any proposed window tinting for 

Landlord review. 

e. Doors and closers.  Tenants must provide outward swinging 

doors at the store entry.  The doors are to be substantially 

glass and must be a minimum of 7’-0” high.  All doors shall 

include automatic closers.   

f. Noncombustible construction.  Storefront construction must 

be noncombustible. 

g. Weather Protection.  Storefronts must provide weather tight, 

water resistant enclosure designed to resist wind loads as 

stipulated in the Florida Building Code.   

h. Code Compliance.  Tenants shall coordinate with the Code 

Enforcement Division to provide a complete system that com-

plies with current impact and wind rating codes. 

i. Projections.  Storefronts may not extend beyond the Lease 

Line. 

j. Paint palette.  Common area paint finishes are limited to the 

specifications below.  Contact Landlord for color selections 

required for any exterior surfaces. 

Cement Plaster (Stucco) and Concrete: 

Sherwin Williams A-100 Exterior Latex Satin 

 

Ferrous Metal (loading docks, handrails, etc.): 

Sherwin Williams Metalatex Acrylic Semi-Gloss, B42 Series 

 

A.2.  SITE SERVICE ZONES 

a. Service Zones.  The site includes zones for service, as indi-

cated on the Key Plan.  Tenants shall design and operate their 

Premises to limit the following activities to designated Service 

Zones: 

 Truck access 

 Loading and unloading 

 Waste sorting and storage 

b. Prohibited uses.  The following activities and uses are prohib-

ited in the Service Zones: 

 Employee and customer parking (except trucks) 

 Customer access 

a. Awnings.  Tenants may provide awnings at loading docks 

and service doors at their own expense.  Such awnings must 

S E C T ION  1 :  D E S IG N  GU ID E L IN E S  
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conform to the Landlord’s standard details, fabric, and colors 

as follows: 

 Frame material:   Aluminum 

 Frame finish:   Black powder coat 

 Fabric type:   Vinyl with lace attachment 

 Color:   TBD per location by  

   Landlord 

 Max. projection:   6’-0” 

 Clear height:   8’-0” (above landing of  

   finished grade) 

 Slope:   6:12 

 Valance height:   10” 

 Signage:   Not allowed. 

Awning structure and connection to existing building to be 

designed by a registered professional engineer licensed in the 

Florida. 

b. Loading dock seals and shelters.  Tenants may provide 

fixed or adjustable loading dock seals and shelters, subject to 

Landlord approval.  

c. Dock levelers.  Tenants may provide mechanical dock level-

ers, subject to Landlord approval.  Tenant shall submit any 

fixed or mechanical loading systems for Landlord review and 

approval.  Any proposed ramps may not impede traffic flow 

and access for other Tenants. 

 

A.3.  SITE CUSTOMER ZONES 

a. Customer Zones.  The site includes zones for customer ac-

cess, as indicated on the Key Plan.  Tenants shall design and 

operate their Premises to limit the following activities to desig-

nated Customer Zones: 

 Employee and customer parking 

 Customer access 

 Office and front-of-house activities 

b. Prohibited uses.  The following activities and uses are prohib-

ited in the Customer Zones: 

 Roll-up doors 

 Truck access 

 Loading and unloading, except small hand deliveries 

related to normal office activities 

 Waste sorting and storage 

 

A.4.  INTERIOR CONSTRUCTION + FINISHES 

Tenant is responsible for all interior improvements within its entire 

Premises.  Interior improvements must adhere to the criteria be-

low.   

a. ADA compliance.  The interior layout, fixtures, etc. must be 

designed to comply with handicapped accessible require-

ments, which are defined by local, state, or national codes or 

laws. 

b. Green design.  Tenants are encouraged to install only fin-

ishes that do not contain volatile organic compounds  (VOCs), 

that contain a high content of recycled materials, and that are 

recyclable.  

c. Restrooms.  Handicapped accessible restrooms must be pro-

vided in accordance with code requirements.  Local code offi-

cials may require alterations or expansion of existing rest-

rooms to comply with current Florida ADA guidelines.  Ten-

ants shall coordinate with the applicable code enforcement 

officials, and if necessary, alter the restrooms at their own ex-

pense.   

d. Quality.  Interior finishes are to be high quality, long lasting, 

S E C T ION  1 :  D E S IG N  GU ID E L IN E S  
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top of sign to floor.  Where two or more Tenants use the same 

door, each Tenant’s name and space number will be applied. 

b. Tenant may identify loading dock doors with 9” high x 1/2” 

thick aluminum cut out postal address numbers painted black.  

No other signs allowed in the service area except at main 

door. 

 Non dimensional letters or graphics less than ½” thick 

are not allowed.  This includes painting, silk-screening, 

pressure sensitive vinyl, metal appliqué, and glass etch-

ing. 

 

B.6.  UNACCEPTABLE SIGNAGE 

a. Internally illuminated box or channel letter signs. 

b. Signage illumination of any kind. 

c. Signs employing luminous-vacuum formed type plastic letters. 

d. Signs employing un-edged or un-capped plastic letters or let-

ters with no returns and exposed fastenings. 

e. Un-edged or un-capped plastic letters without returns. 

f. Plastic or acrylic channel letters. 

g. Signs made of cloth, paper, cardboard, hand written signs, 

polyethylene stickers, decals, labels, seasonal or “special” 

signs are prohibited on the storefront. 

h. Noise making, odor producing, moving, rotating, blinking, or 

flashing sign components. 

i. Signs which are not professional in appearance. 

j. Any signs, stickers, decals, or flyers attached to the storefront 

windows, except approved graphics applied to the inside sur-

face. 

 

B.7.  SERVICE DOOR SIGNS 

a. Service doors will have uniformly applied vinyl die cut sign 

letters as designed and installed by Landlord at Tenant’s ex-

pense.  Tenant will supply Tenant’s name and space number 

to the Property Manager for sign fabrication and installation.  

Sign will incorporate two (2”) inch block letters in colors se-

lected by Landlord and centered on the door 5’-6” from the 

S E C T ION  1 :  D E S IG N  GU ID E L IN E S  
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S E C T ION  1 :  D E S IG N  GU ID E L IN E S  

PROJECT IDENTIFICATION; 

NO INDIVIDUAL TENANT 

IDENTIFICATION THIS AREA 

COMMON AREA SIGNAGE 

TENANT PRIMARY ID CENTERED 

ABOVE ENTRANCE 

TYPICAL TENANT SIGNAGE LOCATIONS: POINTE WEST II 
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TYPICAL TENANT SIGNAGE LOCATIONS: POINTE WEST BUILDINGS  1—3 

S E C T ION  1 :  D E S IG N  GU ID E L IN E S  

FULL WIDTH SIGNAGE AREA 

ONLY AVAILABLE FOR TENANTS 

OCCUPYING ADJOINING UNITS 

UNIT NO. BY LANDLORD; 

OTHER STOREFRONT IDENTIFI-

CATION BY TENANT SUBJECT 

TO  LANDLORD APPROVAL 

TENANT SIGNAGE AREA: 

CENTER HORIZONTALLY ON 

OPENING BELOW; CENTER 

VERTICALLY BETWEEN 

PANEL EDGE AND REVEALS 
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TYPICAL TENANT SIGNAGE LOCATIONS: POINTE WEST BUILDINGS  1—3 

S E C T ION  1 :  D E S IG N  GU ID E L IN E S  

UNIT NO. BY LANDLORD; OTHER 

STOREFRONT IDENTIFICATION 

BY TENANT SUBJECT TO  LAND-

LORD APPROVAL 

OPTIONAL BAY NO. IDENTIFI-

CATION BY LANDLORD 

TENANT SIGNAGE AREA: CEN-

TER HORIZONTALLY ON OPEN-

ING BELOW; CENTER VERTI-

CALLY BETWEEN PANEL EDGE 

AND REVEALS 
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lord’s insurance requirements, and maintain current Certifi-

cates of Insurance with the Landlord.  

b. Kitchen exhaust responsibility.  Food Service Tenants fur-

nish, install and maintain their own individual kitchen exhaust 

and make-up systems, constructed and installed in accor-

dance with the latest State of Florida Energy Efficiency Code 

for Building Construction and the latest edition of the Florida 

Building Code and NFPA Life Safety Code. 

c. Kitchen hoods.  Tenant provided kitchen hoods shall con-

form to the following: 

 Tenant hoods will operate with 90 percent direct con-

nected outside air supply from their make-up system. 

 Tenant is responsible for providing whatever tempering 

Tenant requires for make-up air. 

 The balance of the kitchen exhaust shall be drawn from 

the conditioned space, in conformance with the State of 

Florida Energy Code. 

 Kitchen hoods shall bear evidence of both UL and FM 

approval.  Fire dampers are not allowed in grease laden 

hood exhaust ductwork.  

 Tenant shall furnish, install and maintain in proper work-

ing order, a UL approved fire extinguishing system to 

protect all kitchen hoods above cooking areas.  Fire 

extinguishing must be approved by Landlord, and meet 

the requirements of NFPA 96, local codes and Land-

lord’s insurance carrier. 

 All hood supports shall be designed by a professional 

engineer licensed in Florida  and approved by Land-

lord’s structural engineer prior to installation. 

d. Make-up air ductwork.  Ductwork shall be fabricated from 

galvanized sheet metal in accordance with the Standards of 

the Sheet Metal and Air Conditioning Contractors National As-

sociation of America, latest edition. 

D. FOOD SERVICE CRITERIA 

In addition to the requirements of the General Criteria (Part A) and 

Signage + Graphics Criteria (Part B) Tenants engaged in the 

preparation of food shall conform to the requirements of this Sec-

tion.  Where conflicts occur, the requirements of this Section shall 

govern. 

 

D.1.  MISCELLANEOUS 

a. Paving.  Landlord provides finished paving materials at all 

exterior areas.  Tenants may not alter these areas in any way.  

Temporary interruptions in these areas necessary for installa-

tion of Tenant’s services require specific Landlord’s approval. 

b. Paving maintenance.  Landlord provides regular mainte-

nance of exterior paved areas.  In back of house and public 

areas where Tenant food service results in excessive grease 

buildup, Tenant shall be responsible for regularly cleaning 

paved surfaces. 

c. Landscaping.  Landlord maintains all site landscaping.  Ten-

ant may not alter landscaping in any way. 

d. Site utilities.  Tenants are alerted that subsurface obstruc-

tions may exist which may limit their ability to route utilities 

beneath the ground floor slab on grade.  Tenants should refer 

to the Lease Outline Drawings for the location and extent of 

these obstructions. 

 

D.2.  MECHANICAL SYSTEMS 

a. Mechanical system responsibility.  Food Service Tenants 

must provide their own complete air cooled conditioning sys-

tems.  The Landlord requires that each tenant has a monthly 

maintenance contract for the HVAC systems.  The Tenant’s 

contractor shall be approved by the Landlord, meet the Land-

S E C T ION  1 :  D E S IG N  GU ID E L IN E S  
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S E C T ION  2 :  L AN D L ORD  + T E N AN T  RE S P ON S IB IL IT IE S  
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larger, except for control circuits and shall be color coded.  All 

interior wiring shall be in EMT conduit and supported from the 

building structure.  All wiring for all devices shall be con-

cealed. 

i. Fixtures.  Refer to the lighting section for allowable light fixture 

types. 

j. Demising walls.  All boxes installed in walls separating Ten-

ants shall be sealed to prevent noise transmission and main-

tain fire rated construction. 

k. Emergency lighting.  All exit lights and emergency lights shall 

have 90 minute batteries in accordance with NEC 700. 

l. Limits of work.  No Tenant lighting or other electrical work 

shall be allowed outside the Premises. 

 

B.3.  TELEPHONE SERVICE 

a. Telephone System. Shall be connected to local telephone 

company distribution point outside the Premises.  All tele-

phone equipment panels, outlets, conduit and siring shall be 

Tenant’s responsibility.  The Tenant shall make all arrange-

ments for telephone service to and within the tenant space. 

 

B.4.  PLUMBING SYSTEMS + NATURAL GAS 

a. Sanitary Sewer.  Sanitary sewer shall be tapped and all other 

plumbing work shall be installed in each kitchen or toilet area.  

All cleanouts shall be accessible.  Grease traps shall be re-

quired for any system or appliance producing grease.  If 

grease traps and associated plumbing have not been in-

stalled, Landlord may install the grease traps and associated 

plumbing to Tenant’s specifications and Tenant will reimburse 

Landlord for the actual cost of such work plus fifteen (15%) 

percent thereof for administrative costs. 

b. Domestic Water.  Domestic water service is existing.  If Ten-

ant prepares and sells food for on or off Premises consump-

detailed and must include complete panel, lighting, fixture and 

equipment schedules. 

b. Electrical submittals.  Tenant’s electrical drawings submittal 

must include a tabulation of the electrical load including quan-

tities and sizes of lamps, appliances, signs, water heaters, 

HVAC equipment, etc. and KW demand for each installed item 

A complete electrical panel schedule is required for each in-

stallation. 

c. System Design.  Tenant’s electrical system shall be designed 

in accordance with Landlord’s criteria, the latest edition of the 

National Electric Code, and the entire installation shall be 

based on the design conditions which follow. 

d. Tenant responsibility.  Tenant shall provide all electrical work 

required within the Premises.  This shall include all labor, ma-

terials and equipment required to execute the work.  Tenant 

shall also obtain and pay for all permits, licenses, inspections 

and associated fees. 

e. Quality.  All work shall be installed in a neat, orderly manner 

by licensed electricians.  Devices, plates, enclosures, covers, 

exposed raceways, fixtures, etc. shall be aligned perpendicu-

lar to or parallel with principal structural members.  Edges of 

covers, plates, enclosures, etc. shall be in the vertical or hori-

zontal plane as applicable for the particular item involved.  

Top of floor outlets shall be flush with the finished floor unless 

such outlets are of the type to be installed on top of the floor.  

Exposed raceways shall be offset where they enter surface 

mounted equipment.  Wiring installed in panels and other en-

closures shall be neatly looped and secured. 

f. Products.  All materials shall have UL or equivalent listing and 

be of high quality suitable for commercial use. 

g. Electrical Panels.  Panels shall be Square D load centers or 

equivalent.  Balance all panels to within ten (10%) percent.  

Half size breakers shall not be permitted.  Typewritten circuit 

breaker directories shall be affixed to each panel cover. 

h. Wiring and Conduit.  All wiring shall be copper, THHN, 

THWN, 600 volt minimum.  Wiring shall be Size #12 AWG or 

S E C T ION  2 :  L AN D L ORD  + T E N AN T  RE S P ON S IB IL IT IE S  
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S E C T ION  2 :  L AN D L ORD  + T E N AN T  RE S P ON S IB IL IT IE S  

tion or if Landlord designates Tenant as a large consumer of 

water, Tenant shall furnish and install a water meter in a loca-

tion easily accessible to Landlord within the Premises. 

c. Natural Gas. With the existing natural gas lines as is, as appli-

cable, Tenant shall be responsible for all distribution and con-

nections within the Premises.  If a gas connection is not in 

place, Tenant shall be responsible for new utility connections 

or tank installation pending Landlord approval. 
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S E C T ION  2 :  L AN D L ORD  + T E N AN T  RE S P ON S IB IL IT IE S  

B.5.  LANDLORD + TENANT RESPONSIBILITIES CHART 

 PAID BY:  WORK BY:  

STOREFRONTS T L T L 

Storefront repairs, modifica-

tions, or replacement 
●    ■ 

Unit number on storefront ●    ■ 

HVAC SYSTEM     

Make up air ●   ●   

AHU or fan coil  

thermostat 
●   ●   

Plumbing vent ●   ●   

Distribution ductwork ●   ●   

Duct insulation ●   ●   

Diffusers + grills ●   ●   

Fresh air intakes 

(if required) 
●   ●   

Show window exhaust ●   ●   

Shop exhaust ●   ●   

Equipment wiring ●   ●   

Toilet exhaust stub-in ●   ●   

KEY  

Provided by Tenant ●  

Provided by Landlord ■ 

Requires Landlord approved contractor * 

 PAID BY:  WORK BY:  

ELECTRICAL SYSTEM T L T L 

Conduit to space  ■  ■ 

Service wire ●   ●   

Panel board ●   ●   

Step-down transformer ●   ●   

Electrical outlets ●   ●   

Telephone conduit  

with pull string 
●    ■ 

Emergency lighting ●   ●   

INTERIOR     

Demolition of existing inte-

rior build-out 
●   ●   

Demising wall studs 

(between tenants & be-

tween tenant and common 

area) 

●    ■ 

Demising wall gyp. board 

and finishes 
●   ●   

Service door, frame & hard-

ware 
●   ●   

Interior partitions ●   ●   

Restroom(s) (complete) ●   ●   

Blocking for store fixtures ●   ●   

Ceilings ●   ●   

Floor coverings ●   ●   

Wall finishes ●   ●   

FF&E ●   ●   

 PAID BY:  WORK BY:  

PLUMBING SYSTEM T L T L 

Water piping stub  ■  ■ 

Sanitary stub  ■  ■ 

Plumbing fixtures ●   ●   

Water heater ●   ●   

Pipe insulation ●   ●   

Floor drains ●   ●   

 FIRE SPRINKLER SYSTEM  

Standard grid system ●   *  

Modifications to standard 

grid system 
●   *  

Fire extinguishers ●   ●   

MISCELLANEOUS     

Granular fill  ■  ■ 

Concrete floor slab ●    ■ 

Roof cuts ●   *  

Roof penetrations, flash-

ing, or patching 
●   *  

Temporary utilities ●   ●  ■ 

Temporary enclosures ●   ●  ■ 

Waterproofing ●   ●  ■ 

Notes: 

 

All items of construction and expense which are re-

quired to complete Tenant’s Premises in accordance 

with Tenant plans and specifications shall be pro-

vided by the Tenant at Tenant’s expense. 

 

Owner furnished utilities are stubbed to Tenant’s 

Premises.  Refer to Tenant’s shell plan for size and 

approximate location of services. 
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 Carpet 26 oz. commercial grade Olefin: $8.00 per 

square yard allowance to be selected by Tenant 

 Mercer 4" vinyl cove base, typical 

 Armstrong V.C.T. in break room areas 

 DalTile 6" x 6" ceramic tile in restrooms 

g. Electric: 

 2x4 prismatic light fixtures 

 Office receptacles to meet code 

 Standard emergency and exit lights 

 3/4” telephone I data stub conduits 

 A/C electric wiring and duct detector wiring 

 480 / 277 volt power 

 Base building fire alarm system 

h. HVAC: 

 RTPU A/C to provide standard office environment 

 Air conditioning ducts to be 1.5" fiberglass 

 HVAC thermostats 

 All required smoke detectors, key switch & alarms (local 

only) included 

 2x2 supply and return grilles (non fire rated) 

i. Plumbing: 

  American Standard plumbing fixtures 

 Standard model white fixtures for water closets, wall 

hung lavatories, and urinals 

 Water coolers as required by code 

C.  LANDLORD’S TENANT IMPROVEMENTS  

When the Landlord is required to complete Tenant Improvements, 

the following Building Specifications shall govern the work.  Ten-

ant Improvements shall be limited to designated office areas only.  

The Landlord shall provide plans that are compliant with Building 

Codes, including the Florida ADA, and secure building permits. 

a. Doors and Hardware.   

 3'-0" x 6'-8"x1 3/4” pre-hung rotary birch wood doors SC 

paint grade 

 Parker lever hardware (or equal) in brushed aluminum 

to include: butts, locksets, floor stops, and closers per 

code 

b. Walls.   

 3 5/8" - 25 gauge studs with 5/8" Type "X" drywall parti-

tion, 24" on center 

 R-11 sound insulation between fire wall, and restroom 

partitions 

 Wall finishes:  Two coats of Sherwin Williams latex inte-

rior paint on all walls except restrooms, which will have 

oil based epoxy paint; color selections by Tenant 

 Door finish: Two coats of Sherwin Williams oil based 

paint on interior doors; color selection by Tenant 

c. Ceiling: 

 Ceiling heights: 9' - 0” at office areas 

 2' x 4' Armstrong lay-in acoustical ceiling tile with US 

Gypsum 15/l6" white metal ceiling grid. 

d. Cabinets.  Plastic Laminated cabinets, typical construction. 

e. Window Treatments.  Provided by Tenant. 

f. Flooring: 
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SECTION 3 CONTENTS  
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E.  CODE REQUIREMENTS 
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S E C T ION  3 :  T E N AN T  S U BM IT TAL S  

Landlord.  Contact the Landlord for assistance in selecting a 

qualified HVAC contractor if needed.  

 

B.1.  SUBMITTAL REQUIREMENTS 

a. Format.  For each submittal phase, Tenant shall provide four 

(4) full size print sets of drawings and a CD or DVD with PDF 

files for all drawings submitted.  Tenant shall also submit a full 

set of AutoCAD format or compatible files of the final Con-

struction Documents. 

b. Identification.  All drawings and specifications must be clearly 

identified with the property name, the Tenant’s name, and the 

Tenant space number.  All Construction Documents must be 

sealed by a licensed Architect or Interior Designer.  Construc-

tion Documents must additionally bear the seals of consulting 

engineers, as applicable per design discipline.  

c. Schedule.  It is the responsibility of the Tenant to ensure that 

their submissions are made in a timely manner in order to al-

low for construction to start on schedule. 

d. Cost.  The Tenant shall prepare, at Tenant’s expense, all  ex-

isting conditions drawings, design drawings, working draw-

ings, shop drawings, specifications, calculations, and any 

other specialty consultant drawings required in this Hand-

book, by the Palm Beach Code Enforcement Division, the 

Florida Department of Health and any other regulatory agen-

cies. 

e. Revisions.  Tenant shall cloud and date all revisions to the 

drawings for each subsequent set of submittals.  

f. Approvals.  Tenant shall secure Landlord’s written approval of 

all Schematic or Design Development Drawings, Construction 

Drawings, Shop Drawings, and Specifications in accordance 

with schedules and procedures outlined in this Handbook 

prior to commencement of any construction. 

 

A.  BASE DRAWINGS 

Landlord will furnish Tenant with one set of Base Drawings giving 

technical and design information describing Tenant’s Premises 

and the Tenant Design + Construction Handbook.  Tenant is re-

sponsible for verifying all existing conditions. 

 

B.  TENANT SUBMITTALS 

The Tenant shall engage the Landlord’s Property Manager as 

early in the design process as possible and shall maintain com-

munications with the Property Manager throughout the design 

process.  This communication will best serve both Tenant and 

Landlord in achieving well-designed premises that contribute to 

the overall qualities of the buildings and site. 

a. Required Schematic Design or Design Development sub-

mittals.  Refer to AIA Document D200 Project Checklist for a 

list of typical drawings and design information included in 

each phase.  At minimum, the SD or DD submittal must in-

clude: floor plan and life safety plan, plus storefront elevations 

if storefront changes are proposed. 

b. Required Construction Documents submittals.  Refer to the 

subsections below and AIA Document D200 Project Checklist 

for a list of typical drawings and design information included in 

each phase.  Construction Document submittals must include 

a Project Specifications Manual and Signage Design or Shop 

Drawings.  The Tenant shall also submit any revisions to the 

Construction Documents to the Landlord. 

c. Required signage drawings.  Tenant  must submit signage 

as part of the Construction Documents package or separately. 

d. Certificate of Occupancy.  Tenant must submit C of O follow-

ing any tenant improvement construction and prior to occupy-

ing the completed premises.  

e. HVAC Maintenance Agreement.  Tenant must submit a copy 

of the annual HVAC system maintenance agreement to the 
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D.5.  TENANT HVAC DATA (To be prepared by Tenant’s Engineer.) 

S E C T ION  3 :  T E N AN T  S U BM IT TAL S  

Tenant:   Space No:  GLA:  
       

Load Item       

Lighting:   KW    

Peaking Cooling Load:      

 Sensible:  BTU/Hour    

 Latent:  BTU/Hour    

Peak Heating Load :  BTU/Hour    

Calculated Air Quantity:   CFM    

Calculated Static Pressure:   IN. WAT.    

Calculated Ventilation Air:   CFM    

       

Air Conditioning Unit Selection  (Provide the following for each type selected)    

 Quantity:      

 Manufacturer:      

 Model No.:      

 SEER/EER:     

 Sound Rating (DB):      
       

Total Exhaust Quantity:   CFM    

Static Pressure:   IN. WAT.    
       

Prepared by:    Signature:   

State of Florida Professional Engi-

neer License No.:  

     

Firm:    Date:   

Telephone No.:    Email:   



49 POINTE WEST COMMERCE CENTER  TENANT DESIGN + CONSTRUCTION HANDBOOK 

S E C T ION  4 :  C ON S T RU C T I ON  GU ID E L IN E S  

SECTION 4 CONTENTS  

A. INTENT  

B. TENANT’S CONTRACTOR RESPONSIBILITIES  

B.1 CONTRACTOR CONDUCT 

B.2 PRE-CONSTRUCTION REQUIREMENTS 

B.3 PROCEDURES FOR CONTRACTORS 

B.4 INTERRUPTION OF UTILITIES 

B.5 MODIFICATIONS OF EXISTING BUILDING 

B.6 LANDLORD INSPECTIONS 

C. INSURANCE + INDEMNIFICATION 

C.1 DESIGN PROFESSIONALS 

C.2 CONTRACTORS + SUBCONTRACTORS 

C.3 INDEMNIFICATION 

D. MAINTENANCE OF PREMISES  

E. TEMPORARY BARRICADES 

F. MISCELLANEOUS 
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dates. 

b. Inspection of Premises.  It is Tenant Contractor’s responsibil-

ity to notify the Landlord in writing of any discrepancies noted 

in the space prior to the start of Tenant Construction.  Land-

lord shall not be responsible for any discrepancies in existing 

conditions not reported prior to the start of Tenant Construc-

tion. 

c. Drawings on site.  Maintain one complete set of Construction 

Documents and Specifications on the job at all times during 

construction.   Drawings shall include Landlord approvals and 

any revisions occurring after final Landlord design approval 

and all permit review responses. 

d. Permits on site.  Provide copies of Demolition Permits and 

Building Permits from the Division of Code Enforcement.  Post 

permits on site in a conspicuous location.  

e. Hazardous materials.  Tenant may not install any asbestos 

containing materials (ACM’s) or other listed hazardous materi-

als in the construction of the demised Premises.  In the event 

the Premises were previously occupied, neither Tenant, Ten-

ant’s employees, Tenant’s agent nor Tenant’s Contractor may 

remove any suspect ACM’s from within this space without first 

consulting Landlord. 

f. Salvage and recycling.  Tenant and Tenant’s Contractor shall 

make every reasonable effort to limit construction waste.  Ten-

ant shall salvage and reuse or donate existing equipment and 

fixtures scheduled for removal.  Contractor shall sort and recy-

cle construction waste. 

 

B.1.  CONTRACTOR CONDUCT 

a. Enforcement.  All Tenant contractors are required to comply 

with instructions from authorized Landlord personnel, Land-

lord’s General Contractor, and Construction Guidelines con-

tained in this Handbook.  Failure to observe Construction 

Guidelines may result in a fine, or the job being stopped and 

Tenant Contractor or subcontractor being permanently sus-

A.  INTENT 

Landlord and Tenant have a common interest in opening the 

Premises on Tenant’s Opening Date.  To achieve Tenant’s Open-

ing Date, Landlord will coordinate Landlord’s work with Tenant’s 

work according to a schedule appropriate to achieving the desired 

Opening Date and according to prudent construction practices. 

The Landlord’s Property Manager will function as a liaison be-

tween Tenant and Landlord.  All construction by Landlord or Ten-

ant shall be in accordance with the requirements of all applicable 

codes, ordinances, rules and regulations and with all authorities 

having jurisdiction over the work.  Further, Tenant and Tenant’s 

Contractors shall abide by Landlord’s construction rules and regu-

lations which may be issued from time to time 

 

B.  TENANT’S CONTRACTOR     

  RESPONSIBILITIES 

The following procedures must be followed by Tenant’s Contrac-

tor prior to the commencement of work in the Tenant’s space: 

a. Preconstruction conference.  Tenant’s Contractor is required 

to give Landlord 72 hours notice and must meet with Land-

lord’s Property Manager for a pre-construction meeting prior 

to the start of construction. 

At that time the Tenant Contractor shall provide the Landlord’s 

Property Manager with proof of registration as a licensed con-

tractor in the State of Florida.  The contractor shall also pro-

vide: 

 A list of all sub-contractors with contact names, license 

numbers, phone numbers, and addresses. Also, copies 

of liability and workers comp. 

 A 24-hour contact name and phone number represent-

ing the Tenant Contractor. 

 A project schedule indicating milestone and completion 

S E C T ION  4 :  C ON S T RU C T I ON  GU ID E L IN E S  
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 Lunch breaks and other breaks from work shall be 

taken either within the Tenant’s premises or off site.  

Workers shall not occupy the Customer Zone or any 

other public areas for lunch breaks.  

 Canvassing, peddling, soliciting, and distributing hand-

bills or any other written materials in the Building or on 

the Project are prohibited, and Tenant will cooperate to 

prevent this from occurring. 

 Animals (except service animals), bicycles, and other 

vehicles may not be brought into the buildings or on the 

sidewalks outside the Building, except in areas desig-

nated from time to time by Landlord for such purposes. 

 

B.2.  PRE-CONSTRUCTION REQUIREMENTS 

a. Pre-construction conference.  Prior to start of construction 

Tenant’s representative(s) and General Contractor shall con-

duct a pre-construction conference with designated Butters 

Realty & Management, LLC. staff. 

b. Required pre-construction documents.  (Refer also to 

“Preconstruction Meeting Guidelines” checklist provided by 

Property Manager.)  Tenant and Tenant’s General Contractor 

shall submit the following prior to the start of construction: 

 Certificate of Insurance 

 Building permit 

 (3) sets of approved stamped drawings plus PDF files of 

all drawings 

 Directory of all contractors, subcontractors, and mate-

rial suppliers involved in the project. 

 Lien Waivers listing the “Property Owner” exactly as 

listed in the Project Directory (page 6).  Failure to prop-

erly list the owner will result in the delay of payments 

and approvals. 

 Detailed project timeline 

pended from working at the subject property, at the discretion 

of the Landlord. 

b. Jobsite rules.  The Tenant, the Tenant’s Contractor, subcon-

tractors, consultants and all agents of the Tenant shall abide 

by the same Construction Guidelines.  All parties shall accom-

modate customers, employees, and all tenants’ employees 

during construction. 

 The business hours of the Project are 7:00 AM to 6:00 

PM, Monday to Friday.  All persons entering or leaving 

the Project after normal business hours will comply with 

such off-hour regulations as Landlord may establish 

and modify from time to time. Landlord reserves the 

right to limit reasonably or restrict access to the Project 

outside of normal business hours.  

 The sidewalks, halls, passages, exits and entrances of 

the Premises and of the Project will not be obstructed 

by the Tenant or used by it for any purpose other than 

for ingress to and egress from the Premises. The Ten-

ant will not permit loitering, illegal or dangerous activity 

by its employees and/or invitees. The Tenant will not 

permit any blockage of truck ways, lane ways or com-

mon shipping doors by vehicles delivery to or from the 

Premises. 

 Dress appropriately.  This includes clothing and protec-

tive equipment meeting all OSHA standards and con-

veying a professional appearance. 

 Smoking will only be permitted in areas designated by 

Landlord in its sole discretion.  Tenant will ensure that 

neither its invitees nor employees will smoke in areas 

that have not been so designated by Landlord. 

 All parking is unreserved except for short term or handi-

capped parking designated by Landlord. Landlord will 

not be held responsible for any damage to Tenant vehi-

cles unless otherwise determined by a court of compe-

tent jurisdiction. 

 Do not broadcast any music. 

S E C T ION  4 :  C ON S T RU C T I ON  GU ID E L IN E S  
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G. Copy of Permit and NOC 

 

III.  Procedures for Contractors 

A. A charged fire extinguisher shall remain on site at all times. 

C. All materials shall be stored within the tenant area being remodeled.  

No materials or debris may be placed in customer areas, service 

areas, or other tenant spaces without prior written approval of the 

Landlord. 

D. Only signage for public safety or general warnings shall be posted. 

E. Carpet or mat is required directly inside the barricade at the en-

trance to avoid debris being tracked into common areas. 

F. Carts for moving supplies must have rubber wheels.  No exceptions 

will be made.  Any damage to sidewalks or landscaping will be de-

ducted from the contractor's security deposit. 

G. The General Contractor is responsible for clean-up of construction 

debris on a regular basis.  Landlord reserves the right to employ a 

contracted cleaning service should the contractor fail to comply with 

the aforementioned.  All costs associated will be deducted from the 

contractor's security deposit.  

H. Construction dumpsters are required for all tear-out and scrap ma-

terials.  All dumpsters to be located on asphalt must be placed on 

3/4" plywood so as not to damage asphalt.  Dumpsters must be 

enclosed within a chain-link fence and locked at all times. Contrac-

tors must see the Property Manager for the area to locate their 

dumpster(s).  

I. The Landlord or its representative reserves the right to order an im-

mediate halt to any excessively noisy, dusty, or vibratory work being 

done that is disruptive to the normal operations of the adjacent ten-

ants. 

J. All contractors shall be required to park in designated areas. The 

Landlord reserves the right to tow vehicles that do not comply.  All 

supply vehicles are to deliver materials, fixtures, merchandise, etc. 

at designated loading docks only.  All deliveries must be made be-

fore 9:45 am.  At no time is a vehicle to be left unattended in the fire 

General Requirements for Tenant's General Contractor 

See also Design and Construction Handbook “Section 4: Construction 

Guidelines” 

 

General Contractor:  ______________________________________ 

 

Contact Information:  ______________________________________ 

 

    ______________________________________ 

 

    ______________________________________ 

 

Tenant Name:   ______________________________________ 

 

Space No.:   ______________________________________ 

 

I.  Landlord's Representatives: 

 Property  Manager:  Celeste M. Wheeler 

 Facilities Engineer:  Ed Bowles 

 

II.  Documents required before commencing construction: 

A. Certificate of Insurance (see Tenant Design and Construction Hand-

book for values) and Building Permit filed with the Landlord’s office.  

This will be done before any work is to commence. The Landlord 

and Owner must be listed as Additional Insured Entities.  See Pro-

ject Directory for exact list of Property Owner .  Landlord shall be 

listed as “Butters Realty & Management, LLC”. 

B. (3) sets of approved stamped drawings plus PDF files of all draw-

ings submitted to the Landlord before construction. 

D. Directory of all contractors, subcontractors, and material suppliers 

involved in the project.   

E. Refer to Project Directory for exact listing of Property Owner for to 

 be used when referencing “Property Owner” on all Lien Waivers 

 and Contract documents.  Failure to do so will delay payments and 

 approvals until properly  submitted. 

F. Detailed time-line for project. 

A.  PRE-CONSTRUCTION CONFERENCE REQUIREMENTS  
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B. DESIGN + CONSTRUCTION SUBMITTAL CHECKLISTS  

Include a copy of this completed Checklist with each Design + Construction Submittal.  Refer to “Section 3: Tenant Submittals” for a complete list of 

submittal requirements at each design phase. 

Tenant: _________________________ Space No:  ________________________ 

Submittal Date: _________________________ Is this Submittal a revision or response to a previous 

submittal?.  If yes, list date of previous submittal and 

cloud all changes. 

 

 

________________________ 

Submittal type/phase: □ Conceptual Design □ Schematic/DD □ Construction Docs. □ Signage 

 □ Shop Drawings □ Cut Sheets/Samples □ Other _________________________________________  

Disciplines submitted: □ Architectural □ MEP Engineering □ Structural Engineering □ Fire Protection 

 □ Interior Design □ Signage □ Civil Engineering □ Landscape 

 □ Food Service □ Other: ______________________________________  

Submittal format: □ Hard copies (No: ______) □ PDF Files □ CAD Files □ Graphics 

Tenant Representative(s): 

(Landlord’s Property Manager will contact Tenant’s designated 

representative to discuss submittals.   Representative may include 

Owner, Owners’ Rep, Property Manager, Architect, or other per-

sonnel with sufficient knowledge of Submittal and authorization to 

respond on Owner’s behalf.)  

 

Name: 

 

Company: 

 

Telephone: 

 

Email: 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

Est. permit submittal date: 

 

_________________________ 

 

Est. construction start: 

 

_________________________________________________ 

Areas of concern: 

(List specific aspects of the Submittal requiring special attention from the Property Manager.) 

    

S E C T ION  5 :  F O RMS  + C HE C K L IS T S  
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Tenant: _______________________________________________  Space No: ______________________ 

Submittal Date: _______________________________________________  

Handbook Section and Page reference: ______________________________________________________________________________________________ 

Tenant’s submittal sheet and drawing 

number reference(s): 

 

______________________________________________________________________________________________ 

    

Description of Variance Request: ______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

     

Justification for Variance: 

(Describe how existing conditions, market-

ing strategy, or unique design considera-

tions may require a variance to the stated 

Design and Construction criteria.) 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

 

______________________________________________________________________________________________ 

C.  DESIGN REQUIREMENTS VARIANCE REQUEST FORM 

Submit one form for each request for a variance from the Design and Construction Handbook requirements.  Applicant may use form below or generate 

new form which includes all information listed below. 
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Tenant: _________________________ Space No:  ________________________ 

Review Date: _________________________   

Submittal type/phase: □ Conceptual Design □ Schematic/DD □ Construction Docs. □ Signage 

 □ Shop Drawings □ Cut Sheets/Samples □ Other _________________________________________  

Disciplines submitted: □ Architectural □ MEP Engineering □ Structural Engineering □ Fire Protection 

 □ Interior Design □ Signage □ Civil Engineering □ Landscape 

 □ Food Service □ Other: ______________________________________   

Submittal format: □ Hard copies (No: ______) □ PDF Files □ CAD Files □ Graphics 

Reviewed by: Property Manager: Celeste M. Wheeler, Butters Constr. & Development □ Yes    □ No 

 Other: ________________________________________________ □ Yes    □ No 

Submittal is approved: □ Yes □ No □ See attached comments  

Final Approval: 

Final approval of Construction Documents requires signature of the Property Manager or Asset Manager, below: 

 

 

___________________________________________________________    

 

Title: _____________________________________________________ 

 

 

Date: _____________________________________________________ 

   

D. DESIGN SUBMITTAL RESPONSE 

Landlord will attach this completed form along with comments to the Tenant following each Tenant submittal.  Note that approval of any one phase of 

design does not constitute approval of the entire set of the complete design or complete Construction Documents. 
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S E C T ION  6 :  E ME R GE N C Y PL AN S  

SECTION 6 CONTENTS  

A.  EMERGENCY PLAN BASICS 

B.  HURRICANE PREPARATION + RESPONSE 

C.  TERRORISM + OTHER THREATS 

D.  EMERGENCY CONTACTS 
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 Establish fire and other emergency procedures and 

conduct periodic drills to ensure that all personnel can 

evacuate facilities in an orderly manner. 

 Train key personnel in First Aid and CPR and supply 

first aid kits and other emergency supplies to all facili-

ties. 

 Develop and implement a hazard reduction program to 

identify and correct conditions that could present risks 

to self, other tenants and facility visitors including the 

handling and storage of potentially hazardous material. 

b. Minimize damage and loss of property: 

 Create and maintain an inventory of property and cus-

tomer records including photographic records when 

possible, to facilitate insurance claims stemming from 

any disaster. 

 Designate personnel responsible for security of the 

company's assets and customer records during and 

immediately after a disaster. 

 Assign qualified personnel to assess the potential for 

further damage to company property, and initiate suit-

able action to prevent further loss. 

c. Prioritize the restoration of business: 

 Notify the Landlord as to the degree of damage and the 

anticipated effect on future services. 

 Determine the integrity of the computer systems and 

operational functions. 

 Determine the status of accounting records and the 

ability to maintain cash flow and credit standing. 

 Assess the availability of personnel to resume services 

and to carry out support functions. 

 Assess the availability of equipment and supplies nec-

essary to resume operations. 

A.  EMERGENCY PLAN BASICS 

This Emergency Preparedness Plan strives to minimize the impact 

of any disaster on the people and operations of your Company. 

This plan attempts to anticipate and thoroughly prepare for a vari-

ety of problems ... hurricane, fire and flood among them. However, 

no plan can cover every potential situation. We recognize that 

common sense and quick thinking on the part of all tenants will 

ultimately determine the success in dealing with any disaster. 

Landlord will furnish Tenant with one set of Base Drawings giving 

technical and design information describing Tenant’s Premises 

and the Tenant Design + Construction Handbook.  Tenant is re-

sponsible for verifying all existing conditions. 

 

A.1  GOALS OF THE PLAN 

a. Provide for the safety of all tenants. 

b. Minimize interruptions to normal operations. 

c. Limit the extent of disruptions and prevent their escalation. 

d. Establish alternative means of operation. 

e. Train personnel and familiarize them with emergency opera-

tions. 

f. Provide for rapid and smooth restoration of service. 

g. Minimize the economic impact. 

 

A.2  EXECUTION OF THE EMERGENCY  

  PREPAREDNESS PLAN 

a. Maintain current emergency contact information with the 

Landlord. 

b. Provide for the safety of employees: 
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