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1515 and 1555 Poydras

[.INTRODUCTION

This Tenant Handbook was prepared for you, the managers and employees of the tenhsits and
1555Poydras. It is your primary saar for answers to questions you may have regarding rules, policies,
procedures, services and amenities, as well as basic facts Abbhaind 1555Poydras. Certain sections

of the manual pertain to the specific building in which you will be locaiEathemployee should review
this Handbook If you have any questions, or suggestions, please feel free to contaktaih@gement
Officeat (504)585-2670.

This Handbook does not cover emergency procedures for the building. Please refer to your Occupant
Emergncy Procedures Handbook for all emergency proceduteas.your responsibility to train your
employee's on all emergency procedures for the building.

Please keep this Handbook in a location where it is accessible to all employees. The Table of i€ontents
designed to help you research questions quickly and easily.

Sections of this Handbook will be updated as policies are added and/or revised. We will provide you with
copies of such changes to replace the outdated sections.



1515 and 1555 Poydras

Welcome!

[I. TENANTNFORMATION

Rental Payments

Rental payments or other monies due shall be paid in advance on the first business day of each month.

Check may be mailed to the follow address:

East Skelly LLC
33801 Treasury Center
Chicago, IL 60698800

¢KS [FYRft2NRQa TFTSRSNHB401653F E L5 ydzYoSNI Aay

Please remitll checks payable t&ast Skelly, LLC

Mailbox:
#

Restroom Codes

Your Codes are as follows:

Ladies:
aSyQay



1515 and 1555 Poydras

[ll. TELEPHONE NUMBERSTHER CONTACT INFO

ManagementOffice

Jones Lang LaSalle Americas, Inc. 5852670
Other ways tocommunicate:

Email: tsrpoydras@am.jll.com

Website: www.1515poydras.com &ww.1555poydras.com

Facebookhttps://www.face book.com/pages/1515155820ydras/328753463879752?ref=hl
Twitter: https://twitter.com/15151555Poydras

X X X X

Parking Garage

SP+ 1515 Poydras Street 5852686
GENERAL
AmbulancefParamedics (Fire Dept.) 911
New Orleans Fire Department 911
New Orleans Police Department 911
Non-Emergency 821-2222
Directory Assistance 411
Post Office (70112 Zip Code Area)
701 Loyola Ave 5891706
Postal Service Information 5891111/1112
HOTLINES
Crisis Intervention 523-COPK2673)
Highway Safety Hotline 1-800-259-4929
New Orleans Police 821-2222
Poison Control Center 1-800-256-9822
Crime Stoppers 8378477
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1515 and 1555 Poydras

RESTAURANTS

An outstanding number and variety of fine restaurants mark #nea surroundingl515 and 1555
Poydras.Dining optionsat our propertiesnclude the following:

PJs Coffee 1515 Poydras Street 8752443
Poydras Diner 1555 Poydras Street 5680733
Subway/Smoothi&King Taco del Mar 1515 Poydras Street 3090722
SUNDRY

[ AYQa 1555 Poydras Street 3432618

TEMPORARSTAFFING

Adecco 1555 Poydras Suite 140 581-9401
Kelly Services 1515 Poydras Suite 2280 5291451

TELECOMMUNICATION/CABLE COMPANIES

Century Link 2002193
Cox Communication 571-1000
Level3 412-2894
TW Telecom 6204832
Verizon/Intermedia 636-3646
TRANSPORTATION

White Fleet &Rollins Cab Service 3302 Bienville Avenue 822-3800
United Cabs 1634 Eiterpe Street 5229771
Limousine Livery 624 Race Street 561-8777
Greyhound Bus Lines 1001 Loyola Avenue 524-7571
Regional Transit Authority 2817 Canal Street 827-7920
Park & Fly Airport Parking 1017 Airline Drive 1-866-922-7275

IV.GENERAL INFORMATION




1515 and 1555 Poydras

A. JONES LANG LA SALLE AMERICAS, INC.

1515 and 1555 Poydrasis managed by a professional management team from Jones Lang LaSalle
Americas, Inc. This management team has been chosen for its expertise in managing officeeproper

Jones Lang LaSalle Americas, Inc. offers a complete range of real estate services to major corporations,
professional organizations and financial institutions throughout the country. The firm helps its clients
identify, evaluate, and execute reaktate strategies using stat&f-the-art analytical techniques and
computerized support systems.

Jones Lang LaSalle Americas, Inc. is the country's largest commercial real estate management and leasing
organization in the country. Assignments includeceffibuildings, regional shopping centers and major
industrial parks. Each property is staffed with a trained team of business managers and marketing
specialists.

The objective of theManagementTeam of 1515 and 1555 Poydrasis to provide thehighest quaity
serviceavailable to ensure your comfort asatisfaction.

Annual tenant surveys and periodic quality control inspections ensure that we continually monitor our
own performance, document our strengths and identify areas where improvements are neédiad.

goal is efficient management through careful planning and budgeting, strict control of expenditures and
RFAfe FdGSyldAazy (42 2dzNJ iSylyiQa ySSRao 9EGSNA 2|
organization of service areas and imanance of records, performance of the building vendors, and
status of budgeted building improvements are constantly monitored.

Above all, we listen to our tenants and strive to fulfill their service needs. Our goal is to maximize our
0 Sy I y (i @siperorazndeys&they can easily take advantage of new opportunities. We stand ready
to serve and regard improvement as an ongoing process towards greater excellence in serving our
tenants.

()L



1515 and 1555 Poydras

B. 1515 AND 1555 POYDRAS MANAGEMENT AND LEFEANIG

TheManagement Officef the building is located inSuite 105 of the 1515PoydrasBuilding. It is open
from 8:00AM to 5:00 PM, Monday through Fridayand is closed on Saturdays, Sundays and holidays. To
contact theManagement Officeplease cal(504)5852670 During norbusiness hours, please leave a
message and your call will be answered the next business day. If it is an emergency-2ai(G8%En

dial zero. Th€ourtesy Officeon duty will answer the phone and assist yameordingly.

The Management Team @b15 and 1555 Poydras comprised of the following individuals, all of whom
can be reached through thdanagement Office

Greg Riera
Vice PresidentLeasing Director

Sue Tucker
Vice PresidenGeneralManager
Tina Sandrock

Assistant General Manager

Jessica Pitcher
Tenant Services Representative

Courtney Charbonnet
Property Accountant

Courtney Barras
Property Administrator

5852678 greg.riera@am.jll.com
Manages all building lease transactions; discusses tenant space
needs and the appropriate options within the building.

585-2660 sue.tucker@am.jll.com
Provides orsite management; coordinates all building activities

5852665
Assists the General
management functions.

tina.sandrock@am.jll.com
Manager with building projectsd an

5852670 jessica.pitcher@am.jll.com
Coordinates the repair and service needs of tenants. Dispatches
appropriate ilding personnel to respond to tenant requests.

5852687 courtney.charbonnet@am.jll.com
Assists in lease administration and responsible for accounting
functions such as accounts receivables inclutkngnt billing.

5852681 courtney.barrag@am.jll.com
Responsible for accounts payalaed general administrativéor
property management team.

The Engineéng Team ofl515and 1555 Poydras is comprised of the following individuals, all of whom
can also be reached through thdanagement Officeof the building. They oversee the efficient
operation of all building systems affecting building services and tez@nfort or safety.

Jacques Legrand
Senior Chief Engineer

Kenny Mayer
1515 Poydrad_ead Engineer

Wade Beaumont

585-2697 jacques.legrand@am.jll.com

585-2682 kenny.mayer@am.jll.com

wade.beaumont@am.jll.com
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1515 and 1555 Poydras

1515 Poydrag&ngineer

Barry Innerarty barry.innerarty@am.jll.com
1515 Poydragngineer

Nathan Lomonaco nathan.lomonaco@am.jll.com
1555 Poydrad.ead Engineer

Mike Dandry
15% Poydra€Engineer mike.dandry@am.jll.com
Billy Charree
1555 Poydrag&ngineer billy.charree@am.jll.com

C.LOCATION AND BUILDING INFORMATION

The buildings are located in the heaf the New Orleangentral Businesdistrict. They areborderedby
LaSalle Street to the West, South Robertson to the East, Perdido to the &8wlfloydras Street to the
North with Freret Street in between.

Description ofBuildings

1515

1515 Poydra Building aCf I & & & dtehant hiyhdrisd] dffice towewas
designed by Skidmore, Owings and Meaiild was built in 1982. The exteriof
white architectural concrete produces a dramatic contrast to its neighbo
1555 Poydragray granite building.East and west walls are hammered finis
white architectural concrete punched opening shear walls. Thevé open
garage has similar expression with framed expanded metal mesh in eas
west wall openings and smooth finish precast concrete plantershe north B 7.
and south. The garage provides spaces4f@® cars. While the building contalnstarkmg Garage
parkingcanalsobe accommodated by the Superdome located directly across the street that contains
approximately 5,000 covered parking slots.

The total building contains 23toriesfor a total 0f529,474rentable square feet. Typic
floor plates of approximately 22,144 square feet comprise 24 teflaots, with athree i
(3) floor Parking Garagen Levels 24. The building is serviced bgurteen (14) o
computerized Otis elevatoreleven (1) passengeelevators two (2) garageelevators

v o o

one (1) Freight Elevator "L.'E;‘.A"’“""mm
—
1555 —

—
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1515 and 1555 Poydras

1555 Poydras Buildingg @ | & &  G-tedadt, higrdeseloffice towewas designed by Sikes, Jennings
and Kelly of Houstgrirexasand wasbuilt in 1981. It features satooth bay windows and sleek bands

of doublepaned reflective glass underlined at each floor by gray bands. Gray granite and anodized
aluminum spandrel panels form the exterior. An attached parking faaidyides spaces forl2 cars

in a covered parking area that provides convenient access to the building lobby. While the building
contains aParking Garageparkingcan also be accommodated by the Superdome located directly
across the street that contains ppximately 5,000 covered parking slots.

The building contains 467,671 rentable square feet on the 22 stories with typical floor plates of
approximately 22,331 rentable square feetl555 Poydrasis serviced bythirteen (13) Schindler

computerized elevats ten (10) passengerelevators two (2) garage elevators one (1) Freight
Elevato).

Artwork

1515

Hanging from the atrium df515 Poydrass an enormous mobile that wil
change color and shape as the air moves it around “ Poy d '
Dance: Uppwn Secondl i rnisea”signature piece for John Scott, a local artist whose work is respected
and collected worldwide. The vividly painted steel structure, which has 66 rods attached to 50 foot

cables that stretch across the lobby, 12 feet above the Hoorg I & o6dzAt G & | GNRO
celebration contained in the secoddA y Sax Of dzoax 211 FSadadaAgrta |y
Scott.

In front of 1515 Poydrasthe group of colorful outdoor sculpturds by artist

Ida Kohlmeyer, tited THKe ewe ofdPPo¢KHBEadYNBFSET GA
foot-tall kinetic pieces, captures the energy and vibrancy of Mardi Gras and
O2y (N} ad &aKFINLXe&e ¢gA0K GKS odaAf RAYIQa |
KIEIgS GKS (NI RS Y NJrécogiZableYaBskKdct\o&rdirfgdaia Y 2 |
brilliant colors and geometric configurations.

Paintings in the elevator lobbies and cabs 1615 Poydrasare by Allison
Stewart and Christa Jurasich.

1555

I NI K dzNJ { ‘A R @S NI ty iQdcars be seen aM85tPaytras The 18
foot by 14foot brushed aluminum background is broken by geometric relie

aluminum and had-rubbed steel geometric sculpture.

D. BUILDING HOURS AND HOLIDAYS




1515 and 1555 Poydras

Normal hours of operation aré:00 AM to 6:00 PM Monday through Fridayand 7:00 AM-12:00PM on
Saturday Access to the building at other times is restricted to the Poydras Streetneptraf the
building and is monitored by the building's security personnel.

To provide you with the most effective security, all tenants entering the building after normal hours are
required have an access card, show a building key and to sign the register security desk before
being allowed access to the building. Anyone entering or leaving the building after normal hours will also
be required to sign out at the security desk. Security procedures are reviewed in detail in a later section
of this manual.

1515 and 1555 Poydragill be officially closeébr the observancef the following holidays:

bS¢ . SIFNQRa 51I &
Mardi Gras Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Christmas Day

The Holidays identified above will be observed oa date that is locally and/or nationally observed.

A Qourtesy Officer will be on duty during each of these holidays. Should you require any cleaning,
heating, ventilating, air conditioning or other special services on any of the above holidays, please
contact theManagement Officaat least48 hours in advance. Buildingafs will make every effort to
provide you with the requested services. Y&un will be charged for services provided on these days.
We will be glad to furnish you with an estimdte these services.

E.HEATING, VENTILATING, AND AIR CONDITIONING SYSMHRNVIEW

The 1515 and 1555 Poydrasooling system are powered by Carrier Centrifugal Chillers. During the
summer, cool air is delivered \éé@r-handlerslocated throughout the bliling. These fans are controlled

by a computerized system designed to control our energy costs. In the winter, electric resistance heat is
provided at the perimeter, while the air continually continues to provide cooling for the interior zones,
due to the heat load created by people, lights and office equipment.

F.ELEVATOR SERVICE

Elevator service is available 24 hours a day. After normal hours of building operation,-fiite on
courtesy officer controls the elevators. After you have provided tf@mation required in the security
logbook, an elevator will be obtained for your use.

If an elevator fails to operate properlglease letBuilding Management know immediately. |If it is after
normal business hours, please advise thesida CourtesyOfficer. If you are detained inside of the

9



1515 and 1555 Poydras

elevator cab due to a malfunctioREMAIN CALM Use the alarm button inside the elevator to signal
your stalled status to the Security Desk. You may also use the phone in the elevator to speak directly to
the Scurity Desk and receive instructions on what to dtmur safety is our #1 concerso the elevator
monitoring company will be contacted to dispatch a trained professional to release you from the elevator
as quickly as possible. After your release frova ¢levator, the elevator will be removed from service

until the repair can be completed. The-site courtesy officer will remain in constant contact to let you
know what is being done.

1515

Elevatorsto the 5" Hoor through the 16" Aoor are locatedon the East Side of the building.  These
elevators do not go above the ®&loor.

Elevators to the 18 Hoor through the 27 Floor arelocated on the West Side of the building. These
elevators do not stop a@doors 515.

The 16 HRoor is sericed by both banks of elevators and may be used as a transfer floor.

TheParking Garagserviced by two (2) elevators located on the LaSalle Street side of the Building that
accesses Levels 2 through 4.

1555

Elevators to the " Hoor through the 13" Hoor are located on the West Side of the building. These
elevators do not go above the ®Foor.

Elevators to the 13 Hoor through the 22" Hoor are located on the East Side of the building. These
elevators do not stop a@doors 212.

The B" Aoor is serviced by both banks of elevators and may be used as a transfer floor.

Elevators chime at each floor indicating a floor change to persons with a visual disability.

Freight Elevatos

TheFreight Elevatois in operation between the hours of 7:@0M and 6:00PM, Monday through Friday.
It is also available on Saturday with prior written request.

During regular working hours, 7:08M to 5:00 PM, Monday through Fridaythe Freight Elevatois
available on a first come, first serve basihe Freigh Elevatorcan be reserved fotenant's exclusive
useonly after building workinghours.

If you would like to reserve thEreight Elevatofor any time after 5:00PM or on a Saturday or Sunday,
please call theManagement Officeto schedule or go on le to the 1515poydras.comor
1555poydras.comWebsite/Tenants Corner/Tenants Corner Filsd click on theFreight Elevator

10
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Request FormComplete the form and either fax it backttee Management ®@ice at (504) 582674 or
scan and email back tsrpoydras@am.jll.com Requests are received on a first come, first serve basis.
Please understand that we attempt to fill all requests lius possible thiadue to prior reservationor
scheduled maintenangsometimes requestmayhave to be scheduled at another time

G.DELIVERIES

All tenant deliveries should be directed to theadingDock areaDeliveries are not allowed to be made
through the revolvig doors or through théuilding Lobby. Please advise aflour vendorsaccordingly.
This regulation extends to mail carriers, armored car personmeldical bedsand package delivery
services. Wheeled cartand bicyclesnust be kept out of the main atriurarea and delivery service
bicycles must be kept away froatl entrances of the building in order to prevent accidents.

Arrangements for delivery of items to your office must be made immediately since no holding area exists
at the LoadingDock. Buildig personnelwill not accept or sign for deliveries. It is thesponsibilityof
the tenant to make arrangements ecceptall deliveries

The cooperation of all of our tenants neededo enforce these regulations. Please instruct all delivery
servicedo use the loading dock and th&eight Elevatar in making their deliveries to your suite.

Deliveries, which cannot be made during regular operational hours, may be scheduled through the
Tenant Services Representative in Management Office Please liow 48 hours notice for these special
delivery requests. The tenant must have a representative on site to provide access to the suite and sign
for the delivery.

Boxes, packing materials and pallets are to be taken away by the delivery personnel anplactd in
the trash compactor.

Also geasenote your firm is responsible for all their vendors and deliyepersons that service your
firm. Therefore, it is strongly encourage that your firm utilize service groups that are properly insured
in the eventthe vendor and/or delivery persons cause any damage to the common areas of the
building and/or your premises.

RemovingEquipment

To remove any equipment or merchandise from the building, you will be requirediimit to Courtesy

Office a completed ahsigned Property Removal Paséou may print out a Property Removal Pass by
going on line to thel515poydras.comor 1555poydras.comWebsite/Tenants Corner/Tenants Corner
Filesand click on the Piperty Removal Pass ForrRleasdist on the pass all articles being removed, the
date they will be removed and who will be removing these items. Have the pass signed by an authorized
signer in your office. Then bring the completed pass to the Seddeisk or fax to thdvlanagement

Office You must use this pass when a tenant or a repairman is removing furniture, boxes, machines, etc.
from the building.

11
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Bicycle Rack

A bicycle rack is provided at each building.

1515

At 1515the bicycle rack is on #lLaSalleside of the building and at the corner of LaSalle/Poydras.

1555

At 1555the bicyclirg rack is on thenside theParking Garagen the GroundHoor.

H.MAIL SERVICE

U.S. Malil

A mailbox will be assigned to yofirm prior to movein. Ya will receive one key (at no charge). You
may purchase additional keys by written requestti® Management ®ice, for a nominal amount.
Notification will be sent to the postman regarding your mawelate and mailbox number.

For stationery orders, phse use the building street address and your suite number for ease of access by
the postman and your clients/visitors. Mailbox humbers are not to be used as part of the address.

Tenant Address

The schedule for mail service is as foll@ussubject to change withoutotice:

1515 Poydras
Delivery: 10:30 AM
Pickups: 12:00 PM& 3:00PM

1555 Poydras
Delivery: 10:30 AM
Pickups: 1200 PM& 3:00PM

PostOffices in the area:

UNITED STATES POSTAL SERVIC UNITED STATES POSTAL SERVICE
701LOYOLA AVE 1022 IBERVILLE ST
NEW ORLBYS LA 70113998 NEW ORLEANS LA 708125

Phone 800-275-8777 Phone 8002758777 12
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Express Malil

Overnight couers who have placed
Drop boxedn the 1515and 1555PoydraBuildings are listed below along with their daily pigk times:

1515

The 1515 Poydra$Building has the following overnight courier drop boxes for use by our tenants. The
drop boxes can be found in the rear hallway.

Federal Express 5:30 PM
1-800-238-5355
UPS 6:00PM
1-800-742-5877

No pickup on weekends or holidays.

1555

The 1555 Poydraduilding has the following overnight courier drop boxes for use by our tenants. The
drop box can be found in mMesom in the rear of théMain Lobby.

Federal Express 5:30 PM
1-800-2385355
UPS 6:00PM
1-800-742-5877

No pickup on weekends or holidays.

Couriers and Deliveries

Some tenants of the building have couriers who bring mail or egpresl to their spaces at times other
than regular delivery times.These couriersare asked toabide by the building's delivery procedures.
Mail bags and large package deliveries should not be brought through the revolving doors iMaithe
Lobby TheloadingDock entrance and th&reight Elevatoshould be used for these deliveries.

[. MOVEIN/MOVEOUT PROCEDURES

The actual mown of your suite begins with a discussion of your igepace needandendngwith the
successful completion of your me.

13



1515 and 1555 Poydras

In between, there is a tremendous amount of planning, estimating and deeisaimg that must be
done within a defined time frame. TH&roperty Managementeam will assist you in every way possible
to insure a smooth andeamlesselocation.

TenantResponsibilities Prior to Moving In

Your movein will be coordinated with theManagement Officen order to facilitate a smooth, efficient
relocation. Information concerning mowe procedures will be sent to you early in the construction
phase. Any aangements for various trades such as telephone installation, copier installation, etc.
should becoordinatedthrough theManagement Office

Many of the items that need to be completedfbee moving are identified below.
1. Notify the Management Officeegarding the following:

a. The name of the tenant representative who will have responsibilitafgroval of expenditures
andsetting of policy relating to your suite.

The phone number of your new suite.

The date you desire to inspect your suite prior tacggancy.

The number of suite keys you desire (the first two are complimentary).

The number of building access cards you desire.

Your needs regarding building standard corridor identification plaques and directory strips.
The names of physically challengadployees.

The name and address whomrent billings and other tenant chargesould be sent to in your
office.

S@ 00T

2. Provide the Post Office with change of address information.
3. Notify the phone company to arrange for installation of new phones and equipme
4. C2ff 26 (GKS daz2dAy3d t NPOSRdAINBF&a¢ RSAONAROSR 0St2¢

Tenant Responsibilities Prior to Moving Out

Tenants will benefit by following the procedures listed below before moving out:
1. Contact your telephone company to discontnservice at this building.

2. Turn in your suite keys and building access cards td/r@agement Office

3. ProvideManagement Officevith forwarding address and phone number.

4. Follow the "Moving Procedures" described below in executing your move.

Moving Procedures

14
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In order for building personnel to accommodate the interests of the tenant and to protect the property,
the following policies regarding movement of suite furniture and equipment should be followed. If you
have any questions regarding tleepolicies, please contact the Tenant Services Representative in the
Management Office 1515/1555 Poydrashas preferred movers that are aware of the meawe
procedures of the buildings. Please contact the Management Office for a current listing ofquefer
movers.

1. Schedule as faniadvance as possible your move datgh the Tenant Services Representative
(Tiffany Leonait 585-2670. The move will be scheduled based on the availability dfrisight Elevator

2. Provide theManagement Officavith aletter listing the following information:

a. Date of move.

b. Time period the-reight Elevatowill be needed.

c. Name and telephone number of the moving company and the nainieeomoving supervisor for
the moving company and tenant.

3. TheManagement Officshauld be advised in writing of any special requirements in connection with
the move. For example, if supplies, equipment, etc. are due prior to the move, arrangements must
be made for use of thEreight Elevator

4. Move Procedures

a. Allitems to be moved st be taken to theoadingDock
b. Movers must contact the security desk upon arrival at site. The mover will be required to provide
identification and state the name of the tenant being moved.

5. The moving company and the tenant will be responsibiddaving the building and premises clean
by removing all boxes and ahtrash generated in the move. Moving boxes, packing materials and
pallets are to be taken away by the movers and not placed in the trash compactor.

6. Any and all damage to the buildg, elevator areas, doors, corridors, tenant spaces or grounds
which the tenant, moving company or its employees or agents cause will be the responsibility of
the tenant. The Landlord will accomplish required repairs with the expense billed to the reifg®n
tenant.

7. Mover Instructions are included in the Addendum in the back of this Tenant Handbodke

instructions defines specific information that your mover should be told. A copy of this section
should be given to those moving companies biddiog your move.

J. BILLING PROCEDURES
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Payments

Rent and tenant charges are due and payable as outlined in the lease. Late fees will accrue as outlined in
your lease agreement. Please gbe Tenant Information Section of this Handbookor the corred
mailing address for your payments.

Billing Address

The billing address should be established prior to move in and the procedure is listed among the "Tenant
Responsibilities Prior to Move In." Management has the capability to send billings to madigresses
or copies of billings to another addresssafdesired.

K. SECURITY
The sfety of our tenants and our building is one of our highest priorities. Consequently, we have

developed security measures to control access to the building and toderevR4hour staffed security
console in the lobby of each building.

Security Staff

1515 and 1555 Poydramaintains a security desk in the lobbyedchbuilding. Periodically, courtesy
officers will patrol the building anits tenant floors. OuCouresy Offices enforce building regulations,
maintain order and are on the alert for any unusual activities within the building.

All persons are required tecanin and outwith a valid state ict the security consoldetween6:00 PM
and 6:00AM, Monday through Friday,and all day on holidays and weekendsAfter hours access to
each building is limited to the Poydras Street entrance of the building.

Tenants should carry the correct key to their suite, as build@ogrtesy Officers are not allowed to
provide tenants access to any spaces or other building areas and the key number must be entered in the
security log.

For further protection, courtesy personnel are not permitted to accept any deliveries. All deliveries
should be scheduled during normal busisénours.

Tenant Building Access

1515 & 1555

To enhance the security of the building, building access cards are required for any individual to enter the
building during norbusiness hoursOn the front door of thel515 & 1555 Poydras Buildisghere isa
card reader. The card reader will control the front door during the following periods:
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Monday—Friday 6:00PMthru 6:00AM 24 hours Saturday and Sunday and Holidays

Employees with card access to park in 1515 or 188agesdo NOT need a buildiop access carduse
the sameparkingcard for the front door of thel515 & 1553uildings. Using a parking card to access
the reader on the front door wilhot interfere with the in/out sequence that must be maintained to
enter theParking Garage

Empbyees without card access to garageach company will be issued as many cards as requested to
access thel515 & 155%ntrances. We urge you to request cards only for those employees that have
approved access to your suite at all times. The cardsowi}l access the reader on the front door
unless you request weekend garage acceffsyou want an employee(s) to be able to access the
Parking Garage work on weekendsour Parking Garagwill program those cards and invoice your
company $5.00 each timeaard is used to access the garage on weekends. All d2adsir{g Garage
and front door) are tracked via our computer.

Initially there isa $25 fee percard In the event a card is lost or stolen there$20 fee for a
replacement card Cards will & issued to your company and your company is responsible for issuing
them to individual employeesPlease notify ouOffice immediatelyif a card is lost or stolen so that we

can cancel the card to preserve secure accedtdhen an employee is terminatedom your
employment, his/her Building Access Card should be collected to prevent further access to the building
or immediately advise thdanagement Officeand it will be disabled In addition, it is the tenant's
responsibility to recapture the keys ofrteinated employees in order to maintain the security of the
tenant's suite. If replacement locks are needed because keys have not been collected from the
individual(s) who have left your employment, you will be charged for this service.

To receive Buildg Access cards, the tenant's Office Manager should contact the Tenant Services
Representative in th&lanagement Office

Non-Building Employees

Tenants of our buildirgmay have visitors come to the building after hours and on weekends.

If a buildingenant accompanies the guest(s), the guest must present a valid I.D. card.

If an unaccompanied visitor needs access to your suite, we must receive notification in writing-twenty
four hours in advance listing the individuals name, company affiliationagpdoximate time of arrival.

You must provide the visitor with a key to your suite; build@gurtesy Officex are not allowed to

provide access to any tenant spaces or other building areas.

Your visitor will be required to sign in and provide the reggiiinformation in the building logbook.

Removing Equipment
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To remove any equipment or merchandise from the building, you will be requiredbimit to Courtesy

Officer a completed and signed Property Removal Pa&su may print out a Property Remd\wrass by

going on line to thel515poydras.conor 1555poydras.comWebsite/Tenants Corner/Tenants Corner
Filesand click on the Property Removal Pass Fdateasdist on the pass all articles bgimemoved, the

date they will be removed and who will be removing these items. Have the pass signed by an authorized
signer in your office. Then bring the completed pass to the Security Desk or fax Matizmement

Office You must use this pass wheteaant or a repairman is removing furniture, boxes, machines, etc.
from the building.

Vendor/Contractor Access

There may be special instances where vendors or contractors need to perform work in your suite during
non-business hours. In such instanceleage provide written notification to thManagement Office

that states the name(s) of the individual(s) and the company, the date they will be coming and the
approximate time. A brief description of the work to be done should also be inclugkedserequest

the individual/company to provide some form of identification when signing in witihetesyOfficer

on duty. The comparghouldalso have a current, correct certificate of insurance on file wathr office

as each tenant is responsible for thiivitees

Special Keying

All keys in the building are included in a building master key system. This key system is necessary so that
the building staff has access to all areas in the event of an emergency. For this taasmm, policythat

no locks are changed or additional locks/bolts added to any door within your suite. If additional lock
work for your suite is necessary, this service must be approved hydhagement Office

As standard building policy, each suiserekeyed before a new tenant moves in. This insures the
security of that space for the new tenant. If you would like additional keys to any of the locks in your
suite, they can be obtained through written notice to tManagement Office There is a nominal cost

for each addibnal key.

In response to your internal security needs, additional sendeese providedavhich include:

1. Sepaately keying individual offices
2. Rekeying the entire suite

Restroom Locks

As part of our overall security program for the buildingkishave beerinstalled on all restroom doors.
These require the use of a code to gain access. Please s€erthst Information(page 2) section of
this handbook for the codes for your floor. Please do not disable these locks.
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L.PARKING

TheParkingGarags at1515and 1555Poydrasare managed b$P+ Theoffice ofthe Parking Garages
located on the 2 Hoor of theParking Garage 1515Poydras. The parking office can be reached at 585
2686. Office hours are Monday through Friday 8:008r@0pm

The Parking Team @b15and 1555Poydrascan be reached through the office of tRarking Garage

Ekaterina Walker 585-2686
FacilitiesManager

1515

The entrance to thd?arking Garages on Freret Street, one block off of LaSalle Street betvwmydras
and Perdido. Entrance to the building from the garage is via two garage elevators located on the LaSalle
Street side of the garage.

1555

The entrance to thel555 Parking Garagés located on South Robertson, two blocks off of LaSalle
between Pogras and Perdido. In addition, during normal business hours only, a second entrance to the
garage is available on the Perdido side of the garage. Entrance to the building is via two garage elevators
located on the Freret Street side of the garage.

Thecashier booth is staffed during the following hours:
1555
Monday ¢Friday9:00 AM-7:00 PM

TheParking Garageare closed to the public on Saturdays and Sundays. Monthly contract cardholders
have access to the garage, with their parking ca4l,hoursa day, 7 days a weekentry for public
parking closes &:00 PM

After normal business hours, when the exit gates are clgsadkerswithout a monthly contract card will
be able to exit the garage by paying a $5.00 fee (exact change only) to acathity.

Monthly contractparkersare given access cards. Takersare required to use their access cards every
GAYS GKS& SyidSNIIFyYyR SEAG GKS 3II NI I&hd ¢ é¢ KaSS [jQIESNRD S
this procedure is not followed, theard reader will not permit the card to be used. Improper use may

lead to the cardholder being accessed the daily rate for parking and parking privileges rescinded.

Billing for the monthly contract parking is mailed on the 15th of the month and dué®d st of the
month. For your convenience, Gime Payments are available &tvw.spplus.com Payments not
received by the 5th of the month are subject to cancellations until payment is received, $25 late fee
will appy. Daily rate charges as a result of late payment are-refandable.
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In the event a cardholder pulls a ticket for any reason, he or she must contatitkeng Garag@xffice
at 5852686 immediately to avoid being charged for that ticket.

As aconveeincetooud Sy yda GKIFIG RSAANB G2 @GFfARFGS LI NJ A\
be purchased from th@arking GarageCall theParking @rageCffice for further detalils.

¢KS Of SINIyOS AyaiRS Behdvided hatehiclddlexceéding ik dighlE S A & ¢
restriction risk serious damage to their vehicles and are responsible for any damage caused to the
Parking Garage structure and or attachments.

The rates for daily and monthly contract parking are subject to changer fiviouwill be notified of
these changes as they happen.

Current Rates fot515and 1555Poydras

O-lhours  $4.00 Unreserved Monthly Contract $145.00
1-2hours $6.00 Reserved Monthly Contract $190.00
2-3hours  $8.00
3-24hours $10.00
LostTicket $15.00

M. BUILDING RULEBREGULATIONS

1. Security RegisteBigning In and Out: Lessee and Authorized Guests shall comply with signing in
and/or out through the Visitor & Tenant Management System in building lobby after hours including
weekends or on holidays. In the event of an emergency, this list will be used by emergency personnel.
Pff FFASNI K2dzNJ 1 O0Saa gAfft 0SS O2yGNRffSR o6& a&aol
leaving the buildings.

All vendors/delivery pesonnel shall comply with signing in and/or out through the Visitor & Tenant
Management System in building lobby twesiour (24) hours and day seven (7) days a week including
weekends or on holidays. All access will be controlled by scanning in dild@l fey 8 RNAXA OSNBR Q f
entering and leaving the buildings.

2. 1 00Saay ¢ KS 3JdzZr NR 2NJ 6dzZAf RAyad Sy3IaaySSNa Ol

and/or visitors. The Property Manager, only upon authorization from the person whom signéddke,

2NJ KIFa 06SSy RSaAayliSR o0& [SIaS K2t RSNE Oy | dzi
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license number shall be recorded by &3 NJb 1 00Saa G2 GKS Sy3daiayS N2
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3. After Hours/Holiday Admittance: Lessor specifically reserves the right to refuse admittance to

the building after 6:00 PMral before 6:00 AM daily, Saturdays, Sundays or on legal holidays, to any

20



1515 and 1555 Poydras

person or persons who cannot furnish satisfactory identification, or to any person or persons who, for
any other reason in Lessor's reasonable judgment, should be denied accesgterttises.

4. Holidays: Building services are not provided for observance of the following holidays:

New Year's Day
Mardi Gras Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day
The Holidays identified above will be observed loa date that is locally and/or nationally observed.

5. Alterations: Proposed plans for alterations affecting floors, walls, woodwork, trim, windows,
ceilings, equipment, and/or other physical portion of the building must be approved in writing by.Lesso

Lessees will contact the management office prior to any work being performed or contractors arriving on
site to make management office aware of all contractors, contractor's representatives and installation
technicians tendering any service to themltessor for Lessor's supervision, approval, and control before
the performance of any contractual services. This provision shall apply to all work performed in the
building, including, but not limited to, installation of telephones, computer equipmeeattecal devices,

and attachments, and any and all installations of every nature affecting floors, walls, woodwork, trim,
windows, ceilings, equipment, and any other physical portion of the building. All alterations and
contraction must comply with buildg construction rules and regulations.

6. Property Removal Passes: Lessee shall notify Lessor in writing for removal of office
equipment/packages. Anyone desiring to remove items from the building (not including personal items
such as a brief case) shid provide such letter of authorization signed by Lessee's representative.

7. Emergency: During the hours when the management staff is not on the premises, the courtesy
guard has emergency numbers of the property management personnel available if needed

8. Lessee shall give immediate notice to Lessor in case of accidents in the Premises or in the
Building or of any known emergency in the Building.

9. Telephone, Data, Cable, Cabling or other communication service(s): Lessee is responsible for all
new and/or existing telephone, data, cable, cabling or other communication service(s) that is desired in
GKS [SFaAaSR t NBYArAaSao [ SAaS8SQa aStSOGSR @y R2 NA
to arrival at the propertp ¢ KS [ S & a S &nddrsysRall e SespoiBiBIQ @r cémpliance with
building cabling rules and installation policies. It is the responsibility of the Lessee to contract with
telephone, data, cable provider services at the expense of Lessee, including the cost of the cabling
connection to such providersP(easecontact the Building Management office for a copy of the cabling

rules and installation policies)
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10. Movement in or out of the building of furniture or office equipment, or dispatch or receipt by
Lessees of any bulkgaterial, merchandise or materials which requires use of elevators or stairways or
movement through the building entrances or lobby shall be restricted to such hours as Lessor shall
designate. All such movement shall be under the supervision of Lesdoinahe manner agreed
between the Lessee and Lessor by prearrangement before performance. Such prearrangement initiated
by a Lessee in writing shall include determination by Lessor, and subject to his decision and control, as to
the time, method, and roting of movement and as to limitations for safety or other concern which may
prohibit any article, equipment, or any other item from being brought into the building. The Lessee and
their Vendor is to assume all risks as to the damage to articles movethjangl to persons or public
engaged or not engaged in such movement, including equipment, property, and personnel of Lessor if
damaged or injured as a result of an act in connection with carrying out this service for a Lessee from
time of entering propelry to completion of work; and Lessor shall not be liable for acts of any persons
engaged in, or any damage or loss to any of said property or persons resulting from any act in connection
with such service performed for a Lessee. If pallets or large boxetefarby a delivery company, a
charge of $150.00 will be assessed to Lessee for proper disposal. Computer and other types of electronic
eguipment cannot be disposed of by the building. Other arrangements must be made to dispose of.

11. Lessee deliverieasre to be made by use of the loading dock and freight elevator. At no time are
Lessee deliveries to be made on the passenger elevator.

12. Damage/Loss of Property: Lessor shall in no way be responsible to the Lessees, their agents,
employees, or inviteg for any loss of property from the leased premises or public areas or for any
damages to any property thereon from any cause what so ever. Lessor shall not be responsible for loss
or stolen personal property, money or jewelry from Lessees' leased arpabtic areas regardless of
whether such loss occurs when area is locked against entry or not.

13. End of Work Day: Lessees are requested to lock all office doors leading to corridors and to turn
off all lights at the close of their working day.

14. Passenger elevators are intended for the movement of the Lessee and its employees. Delivery
personnel and construction workers must use the freight elevator. Any carts that are used to move a
Lessee's correspondence on the passenger elevator must be paddpdbtect the elevator from
damage. Unpadded carts used by a Lessee in which damage is identifiable could result in that Lessee
being billed directly for the maintenance repair.

15. Loading Dock: No automobiles shall be parked in the loading dotHkreigiht parking in the
loading dock shall be limited to 30 minutes, unless prior approval is received from the management
office. There shall be no reserved parking in the loading dock.

16.  Entrance and exit to the building should be made at the frofitleNJ y OS ® [ SaaSSQ
shall not use this for daily egress/ingress to the building. The freight corridor and rear entrance should
be used only in connection with the movement of freight.

17. Thermostats: Lessee shall not tamper with or attempt &djust temperature control
thermostats in the leased premises. Lessor shall make adjustment in thermostats on call from Lessee.
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18. Lessee shall not permit its employees or agents to use portable electric heaters or cooling agents
in the Premises.

19. Safes/Heavy Equipment: Lessor reserves the right to prescribe the weight and position of safes
and other heavy equipment. Lessee is responsible for the cost of review (by building structural
engineer), design and construction of any required stand ppstting device to distribute weight. All
damages done to the building by taking in or putting out any property of a Lessee, or done by a Lessee's
property while in the building, shall be repaired at the expense of such Lessee. Lessee shall notify the
property manager in writing when safes or other heavy equipment are to be taken in or out of the
building, and the moving shall be done under the supervision of the property manager, after receiving
written permission from Lessor. Persons employed to moeé property must be acceptable to Lessor.

20. Freight Corridor: Single door at 1515 Poydras between the main lobby and the freight corridor

will be locked at all times. Double doors 1555 Poydras between the main lobby and the freight corridor
will be Iacked at all times. Access will be limited to building personnel and deliveries only. Freight

elevator lobbies are to be kept neat and clean. The disposal of trash or storage of materials in these
areas is prohibited.

21. Machinery of any kind (includirtgmporary HVAC systems) shall not be operated by any Lessee
in its leased area without the prior written consent of Lessor, nor shall any Lessee use, or keep, in the
building any flammable or explosive fluid or substance.

22. Vending machines of any tyfghall not be allowed in Lessee's space without the prior written
consent of Lessor, which consent shall not be unreasonably withheld.

23. Sidewalks, doorways, vestibules, common and internal suite corridors, stairwells, and other
similar areas shall ndite obstructed by Lessees or used by any Lessee for any purpose other than ingress
and egress to and from the leased premises and for going from one part of the building to another part

of the building. Boxes/trash/furniture and/or equipment shall not bagald in corridors outside of the

[ SaaSSQa [SIFIaSR tNBYAASa 2N FTNBAIKG St SOl G2N @S2

24, Windows and doors that reflect or admit light and air into the common corridors and elevator
lobbies or other public places in the building shall not be covereabstructed by any Lessee, nor shall
any articles be placed on the window ledges. Showcase nor other article shall not be put in front of or
affixed on any part of the exterior of the building nor placed in the halls, corridors, or vestibules, without
prior written consent of the Lessor.

25. Signs, advertisements and/or notices shall not be painted nor affixed on or to any windows or
doors or other part of the building except of such color, size, and style and in such places as shall be first
approved mn writing by Lessor. No nails, hooks or screws shall be driven or inserted in any part of the
building except with the express consent of Lessor.

26. Building Directory & Suite Signage: Lessee represents that its legal name and state of formation
is exatly as set forth in the Lease Agreement and any Amendments executed thereafter. All signage
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name or a trade name duly registered with the Office @& ttouisiana Secretary of State. In no event

shall Lessee display any signage in the Building that Lessor deems, in its sole and absolute discretion, to
have the potential to mislead the public. Any signage displayed by Lessee in violation of thisreagtion

be removed by Lessor at the sole cost and expense of Lessee.

27. Plumbing fixtures and appliances shall be used only for the purpose for which designated, and no
sweeping, rubbish, rags or other unsuitable material shall be thrown or placed thBxaimage resulting

to any such fixtures or appliances from misuse by a Lessee shall be paid for by the Lessee, and Lessor
shall not in any case be responsible thereof.

28.  Locks: Lessor shall provide all locks for doors in each Lessee's leased ared §t@ess &4 2f S C
and no Lessee shall place any additional lock or locks on any door in its leased area without Lessor's
written consent. All requests for duplicate keys shall be made in writing to the property manager. Each
Lessee must, upon the terminaticof his tenancy, restore to the Lessor all keys of stores, offices, and
toilet rooms, either furnished to or otherwise procured by such Lessee.

29. Manufacturing/Auction: No space in the building shall be used for manufacturing or for the sale
of property of any kind at auction.

30. Ice, mineral or other water, towels, newspapers, etc. shall not be delivered to any leased area
except by persons appointed or approved by Lessor in writing except for such normal deliveries (i.e., daily
newspapers which ardone on a regular basis and in conjunction with Lessor's normal operation of the
building.) No deliveries shall be left outside of the leased premises at any time.

31. Corridor door(s) and/or entrance door shall be kept closed.

32. Cleanliness: Eadfessee shall cooperate with Lessor's employees in keeping its leased area neat
and clean. Lessee shall is responsible to maintain pest control of its leased premises with a certified pest
control company. Unless Lessee is responsible for cleaning itsspace pursuant to its own lease,
Lessee shall not employ cleaning and maintenance personnel.

33. Noises: Lessee shall not make or permit any improper noises in the building or otherwise
interfere in any way with other Lessees or persons having bssimgth them. Anything that in our
judgment is emitting an unnecessary or unpleasant odor is not allowed in or around your suite.

34. No animals (accept for service animals where their assistance is required) or bicycles or vehicles
shall be brought intdhe building or kept in, on, or about the Lessees' area. Bicycles are to be placed in
bicycle stands provided. If bicycles are chained or locked to property or items around the property the
lock will be cut and bicycles will be placed in stands providéey are not to be brought through or into

the buildings.

35. [ 2R3IAAY3Y [ Saas5SqQa fSIFraSR IINBIF akKlftf y20 I
quarters.
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36. Lessee Work Order Requests: All requirements of Lessees will be attendediytoypmn
application at the Property Management Office. Employees shall not perform any work or do anything
outside of their regular duties unless under special instructions from the Property Management Office.
All requests for service shall be directemthe Property Management Office through the authorized
Lessee representative.

37. Canvassing, soliciting and peddling in the building are prohibited, and each Lessee shall
cooperate to prevent the same.

38. Restrooms: Lessees or their employees staluse the restrooms for hair shampooing, drying
or washing.

39. No firearms are allowed in or about the building.
40. Packages, deliveries, etc. shall not be left at the lobby desk. The courtesy guard shall not accept
them.

41. The Building is a nesmoking building. The Tenant shall not smoke including the use of
electronic and vapor devices in their Premises or the common areas of the Building, which include
restrooms, stairwells, lobbies and elevators as prohibited by the City of New OrleansAlieact
(Ordinance #828, M.C.S. Chapter 29, Article XVI) and by The LouisianaF8eeok& Act (Act 815).
There are civil penalties imposed for violating these acts.

42. Except as expressly permitted in the Lease, no food shall be prepared on {whanicrowave
preparation) or distributed from the Premises without the prior written approval of the Building
manager. Vending machines or dispensing machines of any kind will not be placed in the Premises by
Tenant unless prior written approval has besstained from Landlord.

43. Tenant shall comply with parking rules and regulations as may be posted and distributed from
time to time.
44, Directory: Lessor will provide and maintain an alphabetical directory board for all Lessees in the

main lobby ofthe building, and no other directory shall be permitted unless previously consented to by
Lessor in writing. Lessee shall receive one directory strip for each 1,000 square feet leased.

Lessor reserves the right to rescind any of these rules and regudatinod to make such other and

further rules and regulations as in its judgment shall from time to time be required for the safety,
protection, care, cleanliness and reputation of the Building, the operation thereof, the preservation of
good order therein, ad the protection and comfort of the Lessees and their agents, employees and
invitees. Such rules and regulations, when made and written notice thereof is given to a Lessee, shall be
binding upon it in like manner as if originally herein prescribedhdretvent of any conflict between the
express terms and provisions of the Lease and the Building Rules and Regulations, the express terms and
conditions of the Lease shall control over the conflicting terms and provisions of the Building Rules and
Regulatims.
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N. Media Inquiries

When a major event occurs that is likely to draw media and public attention to the property, the
Property Management Team must be prepared to provide accurate information to the media in a
timely manner. The Property Managementahe will also be prepared to assist the media in every way
l1l2aaAroft Sy odzi y2id G2 GKS SEGSYyd GKFG adzOK | a&Aa
ability to handle the crisis at hand.

The Property Manager will have primary responsibilitly dealing with the media. He/she will deliver

all public statements and conduct all interviews once the approval from ownership is obtained.

Tenants should refer all inquiries to the Property Manager. If the media inquires pertain specifically to
a Tenah and their operations, and then the tenant should follow their internal policies and
procedures. The Tenant should notify the Property Management immediately on how they will
respond to the media inquiries.

As soon as possible, after the event occule Property Manager will gather the necessary facts
concerning the incident and draft a statement. This statement will then be provided to regional
management, corporate communications and legal counsel. While this process is occurring, the
Property Managewill assist and monitor the media at the incident site.

Once a statement is approved, the Property Manager will release it to the media only if they
specifically request the information. In the days and weeks following an event, the Property
ManagementTeam will consult with legal counsel and corporate communications regarding the
subsequent release of information to the media.

All media inquiries for information should be forwarded to the Building Management Office at (504)
585-2670.

N. AMENITIES

ollaboration Center

The buildings provide a Collaboration Center located on tHéotr of the 1515 Building.
Tenants may reserve the Collaboration Center for small conferences or meetings.

The auditorium is available fro8100 AM—5:00 PM Monday- Fiday

The Collaboration Center consisting of a twelve (12) person conference room table, chairs and two (2)
four (4) person break out rooms.

Please do not pin, tape or hang items on the walls or doors of the Collaboration Center.

Rooms and/or audivistal equipment are to be left in the same condition that they were found and will
be inspected by a JLL Management team member at the conclusion of the meeting.

The tenant is responsible for any loss or damage to the facilities and/or equipment whiléringaeind
for any cleaning requirements resulting from their use of the sp#ee/ such costs will be charged to
the tenant.
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All reservations are handled on a fiime, firstserve basisThe Conference Room must be reserved in
advance by going on Ine to the 1515poydras.com or 1555poydras.com Website/Tenants
CornerfCdlaboration Center Reservati@and click on the Collaboration Centeeservation

If your needs change, Conference Room reservations must be cancelled at least 24 hours in advance to
prevent a usage charge.

Auditorium/ Conference Room

The buildings provide aAuditorium /@nference Room located on the 5Htoor of the 1515 Building.
Tenants may reserve thuditorium @nferenceRoom for seminars or meetings.

The auditorium is avable from8:00 AM—5:00 PM Monday- Friday.

The standard set up in the Auditorium is classroom style consisting of eighteen (18) tables dadrfifty

(54) chairs. There is a $25 room arrangement fee for any setup other than standard classroom. The
maximum capacity is 75 people. This is based on a theatre styeps@thairs only) and may be reduced
based on setip requirements.

Please do not pin, tape or hang items on the walls or doors of the auditorium

If audicvisual equipment is going to be used$50.00 deposit MUST be handed into Jones Lang LaSalle
Management Office upon piakp of the audievisual closet key. The deposit will be returned to the

Tenant upon the return of the closet key, and providing all the equipment is left in reasonabléaond
Depositsare tobe made by check onli{o keys or equipment will be given out without a deposit. Jones

Lang LaSalle assumes that any person picking up such key and bearing the deposit is authorized to do so
and has been given authority by their Siggnauthority.

Rooms and/or audiwisual equipment are to be left in the same condition that they were found and will
be inspected by a Jones Lang LaSalle staff member at the conclusion of the meeting.

The tenant is responsible for any loss or damagiedfacilities and/or equipment while in their use, and
for any cleaning requirements resulting from their use of the space. Any such costs will be charged to the
tenant.

All reservations are handled on a faime, firstserve basisThe Conference Roaomust be reserved in
advance by going on line to the 1515poydras.com or 1555poydras.com Website/Tenants
CornerfConference Room Reservatiand click on the Conference Room Reservation

If your reeds change, Conference Room reservations must be cancelled at least 24 hours in advance to
prevent a usage charge.

O. MISCELLANEOUS

27


http://www.1515poydras.com/tenants-corner
http://www.1515poydras.com/tenants-corner

1515 and 1555 Poydras

Floor Load

Code requirements prohibit placing loads upon flotrat exceed the load per square foot for

which the flor was designed. THE15 and 1555 Buildingas a floor load of 50 pounds per square
F220 adzowa2SO0t (G2 GKS o60daAft RAYy3IQa &adNHzOGdzZNI £ Sy 3
equipment, which exceeds this rating, you must recemor written approval from the
Management Office Adequate documentatioris requiredfrom a licensed structural engineer to
accompany your request, verifying that such an installation at a specific location is safe. The
architect and thegeneral manager of the builthg will review your request and accompanying
documentation. When we receive confirmation fratnuctural engineethat the installation is safe,

we will send you a written approvaAny costs associated with this review, will be at the expense of

the tenant unless specified otherwise in the applicable lease.

Electrical/Telephone Line Installation

Access to space occupied by other tenants is sometimes required for the installation of electrical or
telephone lines. Attempts will be made tdry to contact you ahead of time to request access for the
electrician at a convenient time. Work of this nature is usually scheduled in the evening or on weekends
S0 as not to disrupt tenants during business hours.

If new cabling or wiring is needed for your spadhis includes all phone and computer cabling work,
please contact theManagement Officefor the building rules and regulations regarding cable and
phone installations.

In general,Lessee is responsible for all new and/or existing telephone, data, czddding or other
O2YYdzyAOIFI A2y &ASNIBAOSoauv GKIFIG A& RSAANBR Ay
F LIINR GSR FyR O22NRAYFGSR gAGK (GKS [Saaz2N» ¢KS
compliance with building cabling rulesd installation policies. It is the responsibility of the Lessee to
contract with Telephone, data, cable provider services at the expense of Lessee, including the cost of
the cabling connection to such providers.

K
[

Signage

Suite signage is provided feach tenant in the following format:

Main entry door signage is a three part sign that includes a frame, ADA compliance suite number and
tenant name. The sign is located next to the main door of the suite. ADA requires the sign be placed on

the door opering side of the wall, if possible and five feet from the floor. The size of the sigis 9

Exceptions to building standard signage must be approved biulding Manager and be appropriate
G2 GKS 0dAfRAYIQEA LINPFSaaAz2ylf AYI3ISo
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Please refrain fromaping temporary or noibuilding standard signs to the building walls, suite doors,
building or elevator lobby doors, or elevator walfsa temporary sign is required, please coordinate all
requests through the Management Office and subject to Buildingdgament approval.

For new tenants, there is no charge for the original signage. There is a charge for subsequent changes.

Additions or corrections to your tenant signage must be submitted in writing tdvtaieagement Office
New signage will take apmximately six to eight week to be made.

Directory ldentification

The building has raelectronicdirectory located in theMain lobby at the main entrance. For new
tenants, there is no charge for the gmal listing. You must submit your 1515.1555dPay Tenant
Listing Form electronically in Excel form to Tiffany Leon the Management Office at
tsrpoydras@am.jll.cormn order to have the proper listing of yotirm.

There is a charge for subsequent chasgeAdditions or corrections to your tenant listingust be
submitted by emaito the Management OfficeNew signage will take approximately six to eigheksto
be made.

V. TENANT SERVICES INFORMATION

A. QUALITY TENANT SERVICE

Jones Lang LaSalikes pride in its program of "Quality Tenant Service". This program encompasses all
areas of building management and services. Our goal is to respond to our tenants' needs in an organized,
prompt, cost efficient and careful manner.

The emphasis on QuiliTenant Service extends from tiManagement Officéo our security, cleaning,
parking and construction crews. Thstaff and contracted servicesf dhe building recognize that
maintaining the comfort and convenience of our tenants is crucial to providmgptimal working
environment.

The building provides a wide variety of services to its tenants. Some of these services are included as
part of the lease agreemeniyhile above standard servicesay be arranged at an additional cogéthile

unable to hae a set cost for theseservices due to the nature of the job required and item cost
fluctuation, you may contact Building Management to inquire about the specific costs for these services
at the time of request.

Our inhouse staff is capable of completimgost of these services, ensuring quality work and timely
completion. When necessary, outside contractors are used to augment ewsuse staff. The
management team of the building coordinates all services.

Please read carefully the section descriltimg procedures for making service requests. Once your need
for a particular service is communicated to us, every effolt be madeto provide the service quickly
and efficiently.
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If you have any further questions after reviewing this tenant servicernmdtion, please call the
Management Officat 5852670.

B. CLEANING

Themajority of thebuilding is cleaned Monday through Friday from 583@ until 9:30 PM. Standard
janitorial services are provided to include nightly and periodic cleaning. Stajal@tdrial services
consist ofdusting, vacuumingemptying of trash cans, moppingnd restroomcleaning.

The trash removal will be provided by the nightly cleaning service. Trash thahdobgsinto a regular
trash binmust be marked trash and pted in an assessable area so the nightly cleaning service will
dispose of it. A rolling dumpster can beguestedfor large trash removal through the Management
Office.If boxes or stacks of paper within tenant spaces are to be thrown away by the négimirg
staff, please write trash on these itenBlease do not place items on top of or near the trashcan that
should not be thrown away.

Special Services

If you have any special cleaning requiremetitey may beprovided at a slight additional cost Rease
contact Tenant Services Representative in lanagement Officéo obtain an estimate Some of the
special cleaning services provitfer our tenants includearpet shampooing, spot cleaning carpet
upholsteredfurniture cleaningpolishng ofwooden floorsand dcefrosting/clearing of refrigerators

C. HEATING, VENTILATING, AND AIR CONDITIGHRWGCES

General Service

Our HVAC system is controlled bB@lding Automation SystemThis state of the art system is designed
to provide our tenants wit superior indoor air quality as well as a consistency in temperature.

Heating and cooling is providédonday through Friday from 7:0@M to 6:00 PM or as per your
lease To ensure thatproper settings for heating and cooling tenant spaces are maintaities
Tenantshould notattempt to make adjustments tgour thermostats. If the systems do not seem to
be functioning efficiently, you should call tidanagement Officeand enter a service request. A
trained building engineer will be dispatched to catréhe problem.

Special Services

Heating and air conditioning are not regularly provided on weekends, holidays or after normal business
hours. If you need heating or cooling service at these times, please contaulathegement Officat
least 48 hous in advance to schedule this service and inquire about the current charge.
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Special air conditioning or ventilation may be needed for your computer facilities or perdateraive
staff areas. We can aid you with the design and installation of additivents or equipment to meet
special needs. Please contact tianagement Officdor details concerning the requirements for this
service.

Energy Management

As you may expect, energy costs are among the single largest expense for the buildingffont &m
reduce cost$ Y R & D 2 wdzdhinSe/ta implement various energy saving strategeeseduceour
carbon footprint

In order to reduce operating costs for all tenants, please turn off all of the lights in your suite when you
leave in the egnings. The night cleaning staff uses only the necessary electricity and will turn off all
lights when they have finished. All calculators, radios, computers and coffee machines should be turned
off each evening as well. All tenants will benefit frorash simple measures to conserve energy.

D. SUITE SECURITY

Tenant Precautions

While one of the building staff's primary goals is to maintain a safe working environment, in public
buildings such as th&515and 1555 Poydras,substantial responsibility fasecurity must rest with each
tenant.

1. When you secure your suite at the end of the building day, lock all doors and then verify that they are
properly locked.It isrecommened to lock your suite entry dodecorridor doorsafter 5:00PM even
if people ae working late.

2. Keep all valuables out of plain sighdo not leave attaches or handbags in clear view. Coats should
be hung in a coat closet since thieves often rifle through pockets looking for keys or money. Do not
leave wallets in jackets hanging chair backs and other articles of value unguarded even for a few
minutes. Small articles, left in plain view are easy targets for thieves.

3. Keep all vault or safe combinations in a locked desk drawer. Remind personnel to keep copies of
their credit cardhumbers and contact addresses in a safe place.

4. Notify the Building Managenent Officeor Courtesy Officerimmediately if you notice a suspicious
person loitering in or about your premises. Be suspicious of any person who enters your suite and
when confonted makes excuses that they are lost or looking for another company.

5. Offices are most vulnerable to thieves during lunchtime and right before closing. At these times,
there is often a lot of movement and people are frequently away from their desks.

6. Occaionally examine your wastebasket contents at the end of the day to see if any equipment or
other valuables have begrlaced thergor removal later.

7. Have a list oerial number on all business equipment to aid police in logédtie equipment if it is
stolen. Another good idea is to have all equipment permanently marked with your company ID.

8. If an employee is terminated for any reason, consider changing cylinders on the lock, resetting any
safe or vault combinations they may have been entrusted wiith @nceling security access codes
through BuildingManagement Office

31



1515 and 1555 Poydras

9. Keys kept on a key ring should never have an identifying tag. If they are lost, thieves to access your
property may easily use them.

10. Never leave your reception area unattended when rysuite entry door is unlocked.If your
reception area is not staffed, consider installing a door bell or other announcing device unless
entrance door remains locked.

All entrances and exits to your suite should be locked when you leave the buildingg e day, cash

boxes and entrance areas should never be left unattended. Valuables, such as purses and wallets, should
be locked up or taken along when an employee leaves his or her work area. Valuables should also be
kept safe from public lobby areand elevators.

Solicitors are not permitted within the building. If a solicitor enters your suite or if you notice a
suspicious person within the building, please callMenagement Offic€5852670) at once and provide

as much detailed information agossible regarding the person. Security personnel will escort the
individual off the premiseslt is suggestd that you require identification from repairmen who come to
work in your suite.

Theft and Insurance

Any suspected theft, no matter how smalhould be reported to thdvlanagement Officeammediately.

A security report will be filed. You will be asked to call the police, if necessary. Note that the insurance
policy for the 1515 and 1555 Poydras Buildingdoes not cover the personal belongingé tenants.
Tenants are required by the terms of their lease to provide their own insurance to cover the personal
property contained within their space.

Incident Reports

To provide an accurate record of every incident, the building security staff igeddgo write a report
for any accident, theft or other incident occurring on the propertyfour cooperationis greatly
appreciatedin answering any questions th@urtesy Officer may have. This helps us investigate a
pattern to problem incidents and asdour building security efforts.

Emergency Telephone Numbers

In the case of any emergency, such as theft, fire or other incident after normal business ywaurs,
FANY¥Qa RSaA3Iyl §SR SYSNBSBwhd prird duy dine@éncy ddnar€ontartS v 2
Formby going on line to thé515poydras.conor 1555poydras.comVebsite/Tenants Corner/Tenants

Corner Fileand click on th&Emergency Tenant Contact Fordomplete the form and either fait back

to the Management Office at (504) 5&b674 or scan and emalack totsrpoydras@am.jll.com This
procedure allows us to alert your firas soon as possible in the case of any unforeseen circumstance.

E.RECYCLING
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1515and 1555 Poydra®ffer anextensivemixed paper, cardboard, plastic bottles and aluminum can
programdesigned to be convenient and efficient.

White Paper
1 Individual: Each person in an office setting will be issued a small blue sidskrecycling
container. It is the responsibility of each participant in the recycling program to empty the
desk side container into the collection center located in the office.

1 Collection Center:Larger collection containers will be strategicallyceld near copy machines,
file rooms, libraries, etc. to insure convenience of use for all personnel. The size and number of
these containers will vary according to the number of people they service, amount of
recyclable paper produced by the office and ambof space that the office occupies.

Cardboard
1 Individual: Individual tenants are responsible for breaking down their recyclable cardboard
AGSYa FyR Of SFNIeée YINJAY3a aiNFakKé 2y (GKS AGS
bin.

9 Collection:Janitorial personnel will pick up cardboard that has been broken down and clearly
flroSt SR GUNIakKé¢ dzZll2y GKSANI yAIKGf& NRdzyRa 27
the loading dock and placed in the large collection containdoge: Tenantsare not to bring
the cardboard directly down to the loading dock themselves.

Plastic Bottles & Aluminum Cans
1 Collection CenterlLarge collection containers will be placed in the individual suites break
room/ kitchens to insure convenience of all persehnNote: Please thoroughly clean items
before placing them into the container to limit odor.

Collection: Once a week, Legacy Project, Inc. will empty the collection center within the office. Legacy
Project representatives are available to answer quesiabout the recyclability of different paper
materials and will check for contamination in the bins. If unrecyclable material is found, the recyclers
will inform the tenant of the problem so that the quality of the program remains high.

Fees: There imno charge for this service if it is scheduled throughBo#gding Management

Special Occasiondf, at any time, an unusually large amount of material needs to be removed (e.g. file
purge), Legacy Project will provide additional containers withsS 1 Qa | Rl yOS y2GA0S

F. TENANT IMPROVEMENTS/MODIFICATIONS TO YOUR SUITE

Any modifications to your premises must be coordinated with the Senior Chief Engineer and approved by
the Property Manager pursuant to your leaseDepending on the scope of thveork, working drawings

will be developed along witkvritten specifications of the workPricing estimates will be submittal for

your approval prior to any work beginning.
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G. ADDITIONAL SERVICES

Pest Control
The buildings provide pest control servicedur common areas and our rest room@&ccasionallyyou

might experience problenwithin your suite. In the event you require this service within your suite,
please contact the Tenant Service Coordinator to schedulee will be charged for this sereic

Fire Extinquisherlnspections

Al Fire Extinguishers ar e i-gosgpmuonitmeht talifersaietyl as
LG Aa GKS GSylryidQa NBALRYaA o A éashiiegtinglisher @ithia gabrt £ &
premises to engre that it is fully charged. In the event, an extinguisher is found to not be fully
charged, please contact the Management Office.

H. TENANT SERVICE REQUEST PROCEDURES

Maintenance requests or request for service of any kind should be made throudim®Management
Officeof the building. Engineering personnel are available 869 AM to 5:00 PM Monday through
Friday. If there is an emergency maintenance situatiplease contact then site Gourtesy Officermay
be reached after hours by calling thdanagement Officeat 5852670 and pressing zero to be
transferred.

To place a maintenance request:
1.1 1 S GKS ¢Syltyid ! dzik2NAT SR /2yial 04 ONBIGS | 2

Management Systentttps://secured.360facility.net/poydras/360LoginScreen.&spween the hours
of 8:00 AM and 5:00 PMMonday through Friday or call the Management Office at 585-2670.

After hours, All Work Orders must bealled into the Management Office phone number. This
numberwill beforwarded toandanswered by an answering machioeif you press zero, you will be
transferred to the Courtesy Officer in the Main Lobby.

3. Be prepared to give the following information:
a. Building/ 2YLJ yeQa yIFYSs {dAGS ydzyo SNJ
b. Name of the individual requesting service
c. Nature of request or problem (temperature, cleaning, electrical, etc.) Please be as specific as
possible, as this will enable us to respond more effityen
4. A Work Order Request will be submittemlengineeringlf there is an applicable charge for the service

requested, the tenant will be requested to sign for the work prior to work being started.
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VI.TENAN'RESPONSIBILITIES

A.INSURANCE

All bulding leases include a provision requiring tenants to provide liability insurdfger to your move

in, arrangements must be made to provide the Management Office with a current Certificate of
Insurance with the insurance coverage required as per y@ase. The typical coverage requirements
includecarrying liability insurance in a solvent company authorized to do business in Louisiana, against
the foregoing risks and events with limits of at least $1,000,0000G y | liakilify dnsurance shall

name the Landlordand its Management Company as an additional insured.i A a & 2 dzNJ
responsibility to ensure that aurrent copy of this certificatés presented to theManagement Office

for the duration of the leasdlt is the respnsibility of your irm to provide coverage for the personal
belongings of your firm and its employees within your premisBse insurance policy of tiEs15and
1555PoydrasBuildingswill not cover the personal belongings of tenants.

B. SIGNAGE

Attractive weltdesigned gns not only inform, they entice customers into your suite. Good signage gives
your suite impact and appeal and supports the Buildipggessionaimage. You can help maintain a
uniformly high standard by observing the following guidelines.

Signs, dvertisements and/or notices shall not be painted nor affixed on or to any windows or doors or
other parts of the building No nails, hooks or screws shall be driven or inserted in any part of the
building Prior to ordering any signage, it must be sitted to the Management Office in writing and
approved in advance prior to installing in your suite.

C PEACEFUL ENJOYMENT

In our effort to provideall our tenants withpeaceful enjoymenaind acomfortable environmentyour
firm is asked tmbserve the dllowing points:

1. Corridor door and/or entrance door shall be kept closed.

2. All insuite music must be kept at a volume that cannot be heard outside of your suite. This applies
to sound from any and all audio or video devicésnant shall notnake or pemit any improper
noises in the building or otherwise interfere in any way with otlemants orpersons having

businessn the building

3. Anything that in our judgment is emitting an unnecessary or unpleasant odor is not allowed in or
around your suite

VII. CUSTOMER SERVICE

A. RESTROOMS
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Building public restrooms are not available. Your visitors should utilize the restrooms on your floor.

B. LOST AND FOUND

If you find any items left in the common area, please take them taMheagement Officeand provide
the following information:

1. Where the item was found.
2. Time and date the item was found.
3. Name and phone number of the person who found the item.

Questions regarding lost items should be directed toMenagement Officat 5852670.

C SMOKING

1515 and 1555 Poydragre smoke free building€Smoking outside of the building anly allowed in
the designated areas

Smoking anywherether than the designated areas d515and 1555Poydrasviolates the City if New
OrleansNo Smoking OrdinanceNo smoking is permitted in the common areas of the buildings
including stairwells and restroomdrirst violation is a $10penalty; a second violation is $200 and a
third violation is $300. A copy of this ordinance is available for review iM#r@agemenm Office

@ common areas include ground floor lobby areas, elevator lobbies, freight areas,
restrooms, and stairwells. As a tenant, you are respongiblensure pur employees

No follow the smoking policiesf the buildings.
Smaoking

———  The ordinance prohibits smoking in all public areas. For clarification purposes, public or

Smoking outside of the building égly allowed in the designated areas as indicated on the following
maps. Smoking is not allowed in front of the building.

Location Maps omextpage
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1555 POYDRAS ST.
NEW ORLEANS, LA.

FLOOR 1
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VIIl. LIFE SAFETY PROCEDURES

THE SAFETOF OUR TENANTS, GUESTS AND STAFF IS OUR NUMBER ONE WRIhORIS Y1

mind, you will be provided upon your move am Occupant Emergency Procedures Handbodkease

refer to that Handbook for all Emergency Prdaees. Take a moment to reviewishHandbook to
Syadz2NB &2dz yR @&2dzNJ adFFF A& FlYAt{RiBMUrbADm gK:
responsibility to train your employee's on all emergency procedures for the building.

Within the first four (4) weeks of your move to 1515 Poydrawe requestthat you allow us
approximately 30 minutes to show a video on the security and safety procedures of thel515/1555
Poydras Buildingslt is strongly recommendethat as many of your employees as possibkerd the
viewing but at a minimum that at all managers attenddembers of theManagementTeam are
available as speakers for your safety meetingjee video may be checked out from tManagement
Officefor your use.

Remember:Being prepared and stayg calm aidgo effectivelyrespondduring an emergency.

Jones Lang LaSalle Americas, Inc.
Property Teamlooks forward to your
tenancy.
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ADDENDUM:
MOVER’ S | NSTRUCTI ONS ..

The following section defines specific information that your wew should be told. A copy of this
section should be given to those moving companies bidding on your move.

Instructions to Movers

1. Inspection of Premises

The mowng companyis responsible for inspecting the tenant premises prior to the move. The
mover should acquaint himself with the conditions existing in the premises, so that he may furnish
equipment and labor necessary for the orderly, timely and efficient movement of furnishings and
equipment. He should be aware of the facilities of the buildingd the conditions, including safety
precautions under which the work must be accomplished. meeting between the moving
company and the Property Manager must be set up prior to the move. Please contact the
Management Office to set up this meeting.

2. Insurance

The mover shall provide and deliver Certificates of Insurance to the tenant. The mover must present
to the tenant, at the mover's sole cost and expense, obtain, maintain and keep in full force and
affect the following types of insurance and shmithvide the tenant with an appropriate Certificate of
Insurance presented to the tenant to keep on file. If a mover is a preferred provider of the building a
current Certificate of Insurance will also be maintained on file in the Management Office niduging
building as an additional insured.

VENDOR INSURANCE

Vendors shall provide the following minimum insurance coverage:

A. Commercial General LiabiliyCombined Single Limit of $3,000,000 per occurrence
and annual aggregate per location. Such iasge shall be broad form and include
but not be limited to contractual liability, independent contractor's liability,
products and completed operations liability, and personal injury liability. A
combination of primary and excess policies may be utilizdblicies shall be
primary and norcontributory.

B. Worker's CompensationStatutory limits- $1,000,000.
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C. Employer's Liability-Minimum liability limits of $1,000,000 bodily injury by
accident each accident, $1,000,000 bodily injury by disease piolity $1,000,000
bodily injury each employee.

D. Commercial Automobile LiabilistfCombined Single Limit$1,000,000 per accident.
Such insurance shall cover injury (or death) and property damage arising out of the
ownership, maintenance or use of apyivate passenger or commercial vehicles
and of any other equipment required to be licensed for road use.

E. Property InsuranceAllrisk, replacement cost property insurance to protect
against loss of owned or rented equipment and tools brought onto andsed on
any Property by the contractor and, prior to completion of the Work, any material
and equipment which have been incorporated into or which have been delivered to
the Building and are awaiting incorporation into the Work.

Il. Policies describeth Sections I.A. and I.D. above shall include the tenant legal name and
doing business name as additional insured, including their officers, directors, and
employees. A GR010 Endorsement shall be utilized for the policies described in Section
l.LA. above

[I. Contractor waives any and all rights of subrogation against the parties identified above in
Paragraph Il above as additional insured.

V. All policies will be written by companies licensed to do business where the building is
located and which hze a rating by Best's Key Rating Guide not less thaXITA

VI. Contractor shall furnish to the Owner Certificate(s) of Insurance evidencing the above
coverage. Original Certificate(s) of Insurance must be provided before Contractor
commences Work, o€ontractor will not be allowed to commence.

VII.  Certificate(s) of Insurance relating to policies required under this Agreement shall contain
the following words verbatim:

"It is agreed that this insurance will not be canceled, not renewed, or thesliofitoverage in any

way reduced without at least thirty (30) day's advance written notice ten (10) days for non
payment of premium sent by certified mail, return receipt requested to: Tenant at their current
mailing address.

3. Use of Elevators

The Feight Elevator near the Loading Dock is to be used for moving. Passenger elevators may not

be used to carry equipment or materials to tenant spaces.
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b)

Services to be furnished by Mover

Supervision, Labor, Materials and Equipmerithe mover shalfurnish all supervision, labor,
materials, supplies and equipment necessary to perform all the services contemplated in an
orderly, timely and efficient manner. Such equipment shall include among other things dollies,
trucks, etc. as may be required.| Waterial handling vehicles used in the interior of the building
must have rubbetired wheels and must be maintained free from grease and dirt.

Crating, Padding, and Packing Materidlhe mover should take every precaution by means of
crating and pdding to safeguard property from damage. All padding and packing material are to
be removed by the mover. The mover shall also furnish, install and remove floor covering, along
with wall and glass protective material, wherever necessary, to protect thtibg from
damage, as requested by management.
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