WELCOME TO
230 Fifth Avenue

This manual is a quick reference to the policies and services explained in more detail in your
lease. It contains contact information, addresses, and brief outlines of subjects most likely to
concern you during your tenancy.
It also outlines important building procedures, including fire procedures and threats, the
actions that will be taken by the building staff and your own responsibilities during any
emergency. For your added convenience, tenant amenities have also been included. Please
take a few minutes to familiarize yourself and fellow colleagues with its contents.
We want your work days at 230 Fifth Avenue to be pleasant, productive, and safe. If you
have requests or suggestions that can serve you better, please let us know.
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BUILDING STAFF CONTACT INFORMATION
Front Lobby Concierge Desk …………………...……..……..……..……… (800) 698-5617
(212) 689-4721
(212) 545-5220
Starter’s Station (Rear Lobby) ……………………………………………… (212) 545-5222
Building Office ….……………………………………………………………. (212) 689-6303
Receptionist

Reception@230FifthAve.com

Jane Gural-Senders …………………………………………………………. (212) 689-6307
Executive Director

JSenders@230FifthAve.com

Harvey L. Richer ……………………………………………………………... (212) 689-6305
Director of Leasing

HRicher@230FifthAve.com

Rosemarie Stevens ………………………………………………………….. (212) 545-5221
Building Superintendent

RStevens@230FifthAve.com

Lily Cheng ……………………………………………………….……..…….. (212) 689-5634
Assistant Building Manager

LCheng@230FifthAve.com

Latasha Hardy ……………………………………………………………….. (212) 545-5226
Creative Marketing Director

LHardy@230FifthAve.com

Building Office Fax ……………………………………............................... (212) 545-0435
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BUILDING LOCATION

*The building is located between 26th and 27th Street at the west side corner of 5th Avenue.
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GENERAL INFORMATION
Building Hours of Operation
The Newmark Building Management & Leasing Office and showroom normal business
hours are from 8:30am to 6:00pm Monday through Friday. During weekends of trade
shows, Newmark Executive Office hours and showroom hours may vary.
The 230 Fifth Avenue building is open 24 hours a day, seven (7) days a week with 24
hour onsite security, allowing for after hours access to all tenants and employees.

Tenant Amenities
On-Site Building Management
There is an on-site Newmark Building Management & Leasing Office located on the 10th floor
at Suite 1018, which manages the 230 Fifth Avenue building and offers services to tenants
and buyers. The building office handles arrangements for all trade shows and events at 230
Fifth Avenue. Building marketing, advertising opportunities and showroom or office leasing
are also handled through this office.

Security
Security personnel are on duty 24 hours a day, and 7 days a week. Through use of remote
cameras and direct inspection, the staff monitors elevator lobbies, passenger elevators,
freight elevators and freight areas, and controls access to the upper floors of the building.
Security staff members are in radio contact and are trained for emergency response.

After Hours Access
The building is accessible to tenants at any time by notifying the lobby desk in advance of the
arrival of after-hours guests. Upon entering the building after-hours, tenants and guests will
be asked to sign in the time, name and destination. They also will be required to sign out
when leaving the building.
Building staff will not unlock individual office suites. After-hours tenants, guests or service
personnel must be provided with a key to office areas by the tenant.

Americans with Disabilities (ADA)
Reasonable accommodations and services were made to the building for it to be accessible
and usable by individuals with disabilities. Such accommodations include widening the front
entrance, accessible routes to the elevators, as well as to each floor level of the building.
Signage in braille has been added to the elevators. An ADA restroom is located on third
floor.
During a fire, two fellow employees are assigned to assist any handicapped persons in
relocating. Such aids are officially assigned in advance and their names reported to the Fire
5

Safety Director. Upon reaching their destination, the Aids will request that the Fire Warden
notify the Fire Safety Director of the handicapped person’s presence.

Building Website
http://230fifthave.com/

Who to Contact for Assistance
Repairs/Heating
For assistance with showroom related repairs or for any issues with heating, please contact
the superintendent at (212) 545-5221 or call the Building Office at (212) 689-6301 so they
may inform the superintendent of the issue.

Air Conditioning
If you have a window unit air conditioner, please contact the superintendent or the building
office for assistance. If you have problems with a central air conditioning system, please
contact your central air conditioning maintenance service provider. All tenants must have
submitted a copy of their air conditioning service contract to the Management Office.

Phone Service/Internet Service
For problems with phone or internet service, please contact your phone or internet service
provider directly.

Elevator Malfunction
Passenger and freight elevators are inspected and professionally maintained by a specialized
maintenance firm. Should the elevator stop while you are in it, be assured that the problem
will be addressed quickly. Use the emergency button to summon help, and then
communicate via the intercom.
Elevator equipment and performance are constantly monitored during regular business
hours. Should you at any time experience any irregularity or difficulty with elevator
service, please note the elevator car number and report it immediately to the lobby
concierge or the superintendent.

Bathrooms
If you notice any leaks or flooding, please inform the superintendent, the building office, or
the front lobby concierge desk immediately.

Visitors
Any tenant expecting visitors for their showroom, must inform the front lobby concierge desk
in advance in order for the visitor to be allowed up to the showroom. All visitors are required
to bring with them proper identification and will be asked to sign in at the concierge desk.
Proper identification consists of any state or government identification, i.e. Driver’s License or
Passport.
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Directory Listings
The building directory screen in the lobby is kept current with all information necessary to
guide visitors to your showrooms. Your initial directory listing and subsequent revisions will
be made when you notify the Newmark Building Management Office via email regarding any
changes. The spiral bound directories available at the front lobby concierge desk are printed
annually with updated showroom information.

Building ID Badges
All tenants and employees at 230 Fifth Avenue must have an identification badge issued by
Excel Security. You may obtain a building identification badge at the Newmark building office
by submitting an Access Control Employee Data Sheet (refer to page 21) and taking their
photo. The Access Control Employee Data Sheet must be completely filled out with an
authorized signature from the manager or owner of the showroom. The ID badge will arrive
in about one (1) week and the $20.00 charge per badge will be applied to the tenants’
accounts. All tenants or employees without an ID badge will be asked to sign in at the
concierge desk.
All new companies at 230 Fifth Avenue that are obtaining building ID badges for the first time
will be asked to complete an Access Control Authorization Sheet and Access Control
System Agreement. These documents are required by Excel Security to help maintain
accurate records of 230 Fifth Avenue tenants and for security purposes.
If the ID badge is not working at the turnstile, contact Excel Security (their phone number is
printed on the back of each ID badge) and they will help troubleshoot. Replacement IDs will
cost $20.00 per badge unless the badge was deemed defective by Excel Security within the
first two (2) weeks upon receiving the badge.
The ID badges may be damaged by bending, washing, heat, cold and they have a two to
three (2-3) year life expectancy as per the manufacturer.

Delivery Procedures
Passenger elevators are designed solely for transporting building tenants and their guests to
and from their showrooms. For this reason, all deliveries other than small hand-carried
objects are restricted to the freight elevator.
Specifically, building regulations prohibit all deliveries and interfloor activities on passenger
elevators that require the use of hand-trucks or two- or four- wheeled carts, as well as
movement of bulky objects regardless of how they are carried. Construction personnel are
required to use the freight elevator for all interfloor movement as a means of controlling dust
and debris.
*All moving companies must file a Certificate of Insurance with the Management Office
before freight elevator service can be scheduled or utilized; contact the Management Office
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for the required format.

Freight Elevator
The freight elevators will operate from 8:00 a.m. to 5:30 p.m., Monday through Friday. The
freight elevator is located on the south side of 27th Street, between 5th Avenue & Broadway.
There is no loading dock and no power jacks. The dimensions of the building freight elevator
are: 47”W x 69”D x 77”H. All freight deliveries are considered “inside deliveries.” This means
the building staff does not handle any freight and it is your responsibility to make sure the
trucker delivers your freight to your premises. To schedule after-hours or extended use of
the freight elevator, contact the superintendent in advance. *After-hours deliveries and
extensive freight movements must be scheduled and are subject to a $125.00 per hour fee,
with a 4 hour minimum. Please refer to the Freight Service Procedures on page 20 for
additional information.

Sample Sales
Showrooms having sample sales are not permitted to post flyers anywhere outside their
showrooms/offices in the building (for example, not in the bathrooms, corridors, elevators,
lobby, etc.). Tenants may leave their sample sale flyer at lobby front desk or email a copy to
the building office so it may be sent out as an e-blast to the building tenants. If you require
additional space for your sample sale, please contact the building office and they will try to
accommodate you for a nominal daily fee. Sample sales are not permitted within two (2)
weeks prior to any market/show events.

Tenants Hosting Events
Building Management must be notified of any events being held in your
showroom/office as it requires approval, permits, and compliance of building and
city codes.

Messenger Couriers and Food Deliveries
During normal business hours, messengers and food deliveries are permitted access into the
building. After 6:00 p.m. and on weekends and holidays, messengers and food delivery
couriers will be asked to wait at the concierge desk in the lobby while the recipient of the
picks up their package or food from the lobby. You can speed up messenger and delivery
service by calling the lobby desk in advance when expecting a messenger or delivery.

Smoking
Smoking is not permitted anywhere within the building; including your premises, restrooms,
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and all stairwells. Pursuant to New York City Laws, smoking in offices and other enclosed
public areas is illegal.
Any person who violates, disobeys or disregards any term or provision of this chapter or of
any lawful notice, order or regulation pursuant thereto for which a civil penalty is not
otherwise expressly prescribed by law, shall be liable to the people of the state for a civil
penalty of not to exceed two thousand dollars for every such violation.

Garbage / Rubbish Removal
All tenants are responsible for normal garbage removal from their premises, and for all
associated fees. Carting arrangements may be made with the assistance of the building
superintendent.
All rubbish must be bagged in heavy duty plastic bags, tied and placed in the garbage room,
located near the freight elevator. Wet rubbish, such as food, and etc. must be double
bagged. Items that cannot be bagged, and boxes that should be broken down, are to be tied
together in bundles.
Do not deposit large items in the garbage room or freight area without first contacting the
superintendent. Tenants will be charged accordingly for the removal of large items such as
desks and filing cabinets as the regular carter will not accept them. The superintendent will
advise the disposal rate for the large items. If you do not make any prearrangements for
large items, they will be returned to your premises.
For any items that are recyclable, check with the building superintendent for specific
procedures.

Merchandise / Property Removal
Lobby personnel are instructed not to allow anyone to remove equipment, furniture,
computers, etc. without a Property Removal Pass signed by an authorized official of your
company. A sample form may be obtained from the superintendent or from security at the
front lobby concierge desk.

Janitorial and Maintenance Services
Should you have cleaning or trash removal needs beyond the ordinary level of service, the
superintendent will be happy to help. Included among items requiring extra scheduling for
removal are such things as packing cartons, discarded office equipment or furniture and
other non-compactable materials.
In all cases of unusual waste, common sense rules apply: wet rubbish must be
properly stored and removed daily, rubbish or discarded equipment must not be
stored in elevators, corridors or stairwells for even short periods of time – doing so is
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in violation of fire codes and building regulations.
Although building maintenance services are scheduled for evening and night hours, a
cleaning crew is available during the day to maintain public areas and restrooms. Please do
not ask the day staff to perform additional services that might disrupt their schedules; the
superintendent will be happy to assist with any unplanned maintenance needs that may
arise.
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CONTRACTORS HIRED BY TENANTS
Construction and Build-Outs
All showroom and office construction and/or build-outs require approval by Building
Management. Please contact the building Superintendent with your requests prior to
commencement of all work.

Electricians
*Please contact the Superintendent for a building approved electrician.

Locksmith
*Please contact the Management Office for a building approved locksmith.

For All Other Contractors
Tenants must have their contractors sign and submit a Property Owners
Agreement with Tenant’s Contractor to our office; refer to page 27 for a
copy.
The Agreement will confirm that the Contractor has proper insurance and
agrees to indemnify the Landlord and its affiliated entities. Any
Contractors who have not signed the Agreement will not be allowed to
provide any services within the building.
*** Refer to page 22 for Contractors’ Rule and Regulations

11

BUILDING SAFETY PROCEDURES
A Safe Environment
230 Fifth Avenue was designed to minimize the chance of a life threatening emergency and
to reduce damage in the event one does occur. The building is inspected periodically and
monitored 24 hours a day, seven days a week. Safety systems meet or exceed all relevant
fire and building codes.
Alarm systems include manual pull stations located on each floor near the elevators and
smoke detectors in strategic locations. Either system will notify both the Fire Department and
the Fire Command Station at the first sign of a fire.
As the building has a sprinkler system installed, total evacuation is very rare. Relocation is
usually necessary only from the floor with the fire and the floor directly above. Alarms will
usually sound only on these floors. Additional floors may be evacuated when ordered by the
Fire Safety Director, Fire Department personnel, or Police.
To ensure that 230 Fifth Avenue is adequately prepared in an emergency, we have
contracted with an outside Fire Safety agency to conduct professional fire drills every 6
months.

Emergency Action Plan (EAP) Procedures
All tenants are required by the NY Fire Department code RCNY 404‐02 to participate in the
Annual EAP Refresher Training arranged by the building. Notices will be sent by email to all
Tenants providing date and location of training.
**Refer to page 19 for a Procedures Guide.

Fire Emergency
If You Discover a Fire
1.
Pull the Fire Alarm Box located near the elevators.
2.
Call the Fire Department by dialing 911. Give the address and floor location of the
fire, its severity and type. This information will be relayed to firefighters en route.
3.
Call the superintendent. Our Fire Brigade, consisting of building personnel will take
initial action. Outside regular business hours, please call the front lobby concierge
desk.
4.
Alert your Fire Warden. Tenant Fire Wardens have been trained in emergency
response. Follow his or her instructions.
If You Hear the Fire Alarm
1.
Remain calm.
12

2.
3.
4.

5.
6.

Close doors, but do not lock them. Take only essential belongings with you.
Follow the instructions of your Fire Warden.
Proceed, if safe, down the stairs to at least two floors below the fire. Keep to the right
on the stairs to avoid firefighters who may be coming up the stairs on their right. Do
not block the stairwell. Use the re-entry door to enter the floor.
Do not use the elevators.
Feel doors before opening them. Do not open any doors that are hot to the touch.

**Refer to page 20 for additional Fire Safety Guidelines.

Fire Safety Director
In an emergency, the superintendent or an assigned delegate acts as Fire Safety Director
with primary responsibility for assisting firefighters and coordinating the response of building
staff and systems. The Fire Safety Director operates from a Fire Command Station located
in the main lobby from which all mechanical, alarm and communications systems can be
activated.
The Fire Safety Director organizes and trains a Fire Brigade, composed of building staff, and
is responsible for their equipment and state of readiness. The Fire Safety Director is also
responsible for overseeing designation and training of a Fire Warden for each floor and
sufficient Deputy Fire Wardens for each tenant to meet Fire Department regulations. The
Fire Safety Director maintains organization charts listing members of current tenant
emergency teams.
The Fire Department takes the establishment, training, and availability of Fire Wardens and
Deputies very seriously. If the Fire Safety Director finds that an individual is neglecting their
responsibilities, the Fire Safety Director is required to inform the Executive Building Director,
who will in turn inform the tenant. If the tenant fails to correct the situation, the Fire
Department will be notified.

Fire Drills
All occupants of the building are required to participate in fire drills. However, occupants
other than building service employees are not required to leave the floor or use exits during
the drill. A written record of fire drills will be kept in the Fire Safety Plan for the building and
maintained for three years. The Fire Warden in charge will be required to sign these records
at the end of each scheduled drill.
Fire drills will be announced via the public address system. The announcement will consist
of a statement by the Fire Safety Director followed by appropriate tone signals.
Upon hearing the signal, all Deputy Fire Wardens will alert their area occupants that a fire
drill is in progress and advise them to proceed to their exit stairwells. They will report to their
Fire Warden when their areas are clear.
Male and female Searchers will proceed immediately to various isolated areas to assure that
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everyone has heard, understands, and responds to the signal. When all areas are clear,
Searchers will report to their Fire Warden. Aids to the handicapped will assist disabled
employees to the exit stairways and also report.
The Fire Safety Director will observe the exercise and point out deficiencies. The drill will
end after the Fire Safety Director makes a short announcement.

Fire Wardens
Fire Wardens are responsible for coordinating the evacuation of the entire floor, working
through assistants each responsible for an assigned area. By signing in with building staff
upon arrival each morning, Fire Wardens notify building management of their presence. If
their signature is absent, a staff member will call the Warden's company and request that an
alternate Fire Warden be assigned for the day.
Fire Warden Responsibilities In Case of Fire:
1.
Ascertain location, severity and type of fire, and determine whether total floor
evacuation is required.
2.
Initiate evacuation by notifying Deputy Fire Warden.
3.
Call the Fire Department by telephone or by activating the manual pull stations.
4.
Contact the Fire Safety Director and advise of the status of the fire, smoke conditions,
and progress of evacuation from your designated Fire Warden station.
5.
Verify that all areas have been evacuated by taking reports from each Deputy Fire
Warden, Searcher and Aid.
6.
Reassemble and account for all people in your work area on the prearranged re-entry
floor.
Fire Warden Responsibilities If the Alarm Sounds:
1.
Report to your Fire Warden Station. Fire Warden Stations, located on each floor near
the freight elevator, are equipped with emergency telephones.
2.
Telephone the Fire Safety Director to determine the location of the fire. Usually only
the fire floor and the floor above will relocate.
3.
If your floor is not involved, instruct Deputy Fire Wardens to inform people in their
areas that they are not in danger. DO NOT EVACUATE unless directed to do so.
4.
If your floor encounters heavy smoke, tell the Fire Safety Director if you intend to
evacuate, and the route you will take.
5.
Do not tie up telephone lines unnecessarily during the emergency.
Fire Warden Responsibilities Additional Responsibilities:
1.
Have an evacuation route clearly planned. Assist Deputy Fire Wardens in preparing
evacuation plans for their individual areas.
2.
Assign people to assist handicapped or disabled employees. Keep the Fire Safety
Director informed of all people requiring and providing assistance.
3.
Identify weak points during fire drills. Discuss these with the Fire Safety Director and
work with Deputy Fire Wardens to correct deficiencies.
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4.
5.
6.

Maintain up-to-date organization charts of Deputy Fire Wardens, Searchers and Aids.
Report changes to the Fire Safety Director.
Instruct new Deputies, Searchers and Aids in their responsibilities during drills or
actual evacuations.
Inspect your area periodically for safety. Make sure all flammable substances are
stored in approved containers.

What to Do in Case of a Bomb Threat
1.
2.

3.

4.
5.

Attract the attention of a co-worker discreetly and quietly while listening to the caller.
Have the co-worker call 911 and request that the call be traced.
Get as much information as possible from the caller about the location and type of
bomb, its detonation time and the reason for its placement. Ask about the bomb's
appearance and who is placing it.
Ask the caller to repeat parts of the message and make notes of any clues that might
help the police: Is the caller male or female? Adult? Juvenile? Is the voice educated
or coarse? Accented or otherwise distinguishable? Does the person seem angry,
rational, and/or deliberate? Make notes of background noises.
Call the Police Bomb Squad. Dial 911. Describe in detail the information you
received on the phone.
Call the superintendent who will notify in-house security, and other building staff.

The decision whether to inform other building occupants of the threat or to order an
evacuation will be based on recommendations of local authorities and the judgment of
management.
*** DO NOT TOUCH OR DISTURB ANY SUSPICIOUS OBJECTS.
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FREQUENTLY ASKED QUESTIONS
1. What are the hours of operation of the building?
The 230 Fifth Avenue building is open 24 hours a day, seven (7) days a week. (The
management office is only open during weekdays from 8:30am to 6pm.)
2. What are the freight elevator service hours?
The freight elevator operates Monday through Friday from 8:00am until 5:30pm.
3. Is there freight service during the weekend?
No, there is no weekend freight service. If you are in need of freight service during the
weekend, arrangements must be made with the Superintendent in advance at (212) 5455221. There is a $125.00 per hour charge for weekend freight service and a minimum of 4
hours. You will be charged for four (4) hours regardless of whether or not you use the full 4
hours.
4. What if I need to use the freight elevator during the week after 5:30pm?
If you need to use the freight elevator after 5:30pm, you need to make arrangements in
advance with the Superintendent at (212) 545-5221. You will be charged $125.00 per hour.
There is no minimum hour(s) to use the freight elevator during the week after 5:30pm.
5. I need to have some boxes delivered to my showroom, but I will not be in. What can
I do to have these boxes delivered?
The building staff cannot accept or hold any packages/boxes for tenants and are not liable
nor responsible for any lost or damaged deliveries. Boxes addressed to tenants cannot be
accepted by or left at the lobby concierge desk for pick-up. However, with your discretion,
you can leave a sign on your showroom door directing the delivery courier to the
management office to gain access in order to drop off delivered packages. Please inform the
building management office in advance so we are aware of the delivery.
6. Can I bring boxes or hand trucks in/out through the lobby?
No. Boxes, hand trucks, large suitcases, etc. are not permitted in/out through the lobby. Any
items that can’t fit into a 16” x 16” shopping bag or into a 15”W x 22”H carry-on bag cannot
be brought in through the lobby. You must use the freight elevator entrance located on 27th
Street, between 5th Avenue and Broadway.
7. Do I need permission to move equipment or merchandise out of the building?
Yes, only when taking place outside normal business hours (i.e. after 6:00pm during the
week, or during the weekend or holidays). A company letter indicating the personnel is
permitted to move items must be signed by an authorized official from your company.
8. An employee needs access to my showroom and he/she does not have a key. How
can he/she gain access to my showroom?
If your employee needs access to your showroom, he/she may go to the building
management office to sign out the entrance key. Please send an email, including the
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person’s full name, to the Building receptionist permitting access. Please notify the building
management office in advance that your employee will be stopping by to pick up a key. The
employee must bring either a photo identification, driver’s license, building ID or credit card
with them in order to sign out for the key. We will hold on to their ID until the key is returned.
9. I’ve misplaced my showroom/bathroom keys, how can I get new ones?
If you have misplaced your keys or simply need additional copies, the building management
can make a copy at the cost of $5.00 per key.
10. Where do I go to get a building ID badge?
Refer to “Building ID Badges” on page 7.
11. How do I get a replacement building ID badge if it is lost or stolen?
If your building ID badge has been lost or stolen, you will need to see the receptionist at the
building management office to obtain a replacement. You will be charged a $20.00 fee for a
replacement badge and only an Employee Data Sheet needs to be submitted and labeled
“Replacement.” It will take one (1) week for the badge to arrive.
12. What do I do if my ID badge is not working?
Refer to “Building ID Badges” on page 7.
13. Can the building personnel move furniture or merchandise for me?
No, however, building management can recommend a mover.
14. Do I need to obtain permission from the building management before I make any
alterations to my showroom?
Yes. *Prior to starting any type of work/alterations in your showroom, you must notify the
building management office so it can be approved. Your contractor will need to provide us
with the proper insurance documents and the scope of work to be done before any work
begins. Please contact the building management office at (212) 689-6303 to obtain
insurance requirements. Refer to page 23 for Contractor’s Rules and Regulations.
15. What does the building recycle?
The building sorts and sends out for recycling: cardboard, plastic, paper, and metals.
16. What are the Trade Show Dates?
Please contact the building marketing coordinator for the most up to date show dates.

** If you have any other questions, please contact the Management Office.
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Emergency Action Plan Procedures
230 5th Ave., New York, NY

The Fire Command Station can be contacted
by: The Floor Warden Phone

212-683-4556 or 212-545-5223



In the event of a non-fire emergency which affects the building, the Emergency Action Plan will be
implemented to enhance the safety of the occupants. Unlike the Fire Safety Plan which relies on the
Fire Alarm System, the Implementation of the EAP will be announced over the buildings PA system.
It is important to listen to any and all announcements.



During a non-fire/Emergency Action Plan event, the EAP director will announce:
1. What has happened
3. What Action (method) to take
2. Where the incident is taking place 4. The reason this action is being requested



Methods (Actions) - According to the law, there are four methods the Emergency Action Plan
Director can implement to deal with a non-fire emergency:
o Shelter in Place - remain in the building in your general work area
o In-Building Relocation - an area of refuge away from the outside windows
o Partial Evacuation - selected floors will be asked to evacuate
o Total Evacuation - the entire building will be asked to evacuate

Additional Information: Stairs, Elevators and Assembly Areas
Stairs: Evacuated Occupants will be directed to stairwells as their primary exit route. Evacuated
Occupants will be directed to an Assembly Area.
Elevators: During non-fire emergencies, all elevators will be recalled to the lobby or terminal floor. If they
are deemed safe to use, the EAP Director may put one or several cars in service. These are to be used
primarily for non-ambulatory occupants. The EAP Director will announce over the PA that you need to
contact the Fire Command Station (Floor Warden Phone) if use of this elevator is needed. See top of the
page for contacting the Fire Command Station.
Assembly Areas
Primary - Madison Square Park
Secondary- In front of Marble Church on 5th Avenue & 29th Street
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FREIGHT SERVICE PROCEDURES
•

FREIGHT IS NOT ALLOWED THROUGH THE LOBBY.

•

The freight elevator is open Monday through Friday, from 8:00am to 5:30pm and is
provided on a first come, first serve basis – no reservations.

•

There is no freight service after 5:30pm on weekdays, weekends, or holidays.

•

If you require the use of the freight elevator weekdays after 5:30pm, or on a weekend or
holiday, ARRANGEMENTS MUST BE MADE IN ADVANCE with Rosemarie Stevens
(Building Superintendent (212) 545‐5221 or rstevens@230fifthave.com). The cost of
overtime is $100.00 per hour; there is a four (4) hour minimum on weekends and
holidays.

•

The building freight elevator dimensions are: 47"W x 69"D x 77"H; Street Cars: 56"W x
72"D X 102"H.

•

The freight elevator is located on the south‐side of 27th Street, between 5th Avenue and
Broadway; which allows commercial metered parking. There is no loading dock and we
do not have power jacks.

•

All freight deliveries are "inside deliveries;" building staff does not handle any freight and
it is the tenants’ responsibility to make sure the trucker delivers their freight to their
premises.

•

The delivery trucker is to unload freight from the truck, bring freight down to the
basement in the self‐service elevator and then to the tenants’ showroom. The building
does not have any staff available to accept, unload, or unpack freight. You must arrange
to have your own help on hand when necessary. Arrangements should be made, prior to
the inside delivery, for your premises to be opened. We will lend the trucker your key;
which they must be sign out and return.

•

The sidewalk elevator can accommodate a large pallet however, the building freight
elevator is considerably smaller and cannot hold a pallet. Therefore, you must be
prepared to unpack the pallet prior to loading into the building freight elevator.

•

Please ensure your freight, furniture and fixtures will fit in the elevator BEFORE it is
shipped.

•

The building has no responsibility for any packages left in the public hallways.
230 Fifth Avenue, Suite 1018, New York, NY 10001 T 212.689.4721 F 212.545.0435
www.newmarkkf.com
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ACCESS CONTROL EMPLOYEE DATA SHEET

230 Fifth Avenue
(PLEASE PRINT AS CLEARLY AS POSSIBLE)
Date
Showroom Name

Last Name
First Name
Suite #
Office Telephone Number
Unique ID Number (last 4 digit of social
security number)

Employee Signature
By signing this Data Sheet, I hereby understand that Newmark Knight Frank, (NKF) will charge my company for
new, replaced & deactivated cards. I also represent that the above listed company has a signed lease with NKF. I
further understand that if a lease doesn’t exist or is not authorized by NKF, my card may be deactivated. The
Authorized Tenant/Representative Signature provides acceptance to pay the above charges that will be invoiced
on the company’s monthly rent invoice. Be advised cards on average have a 2-3 year lifecycle therefore, access
cards may have to be replaced at the Tenants expense.

Authorized By_________________________________________________________
{Print Name & Position}
{Must be authorized by manager or owner of showroom}

Authorized By_________________________________________________________
{Signature}
Excel Security Corp.
505 Eighth Avenue – 17th Floor
New York, New York 10018
Tel: 212.239.8086
Fax: 212.239.8180
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CONTRACTORS’ RULES AND REGULATIONS
230 FIFTH AVENUE
The following applies to all contractors, subcontractors and also tenant build outs and are strictly
enforced:
GENERAL BUILDING RULES
1. Access Procedures
a. Construction workers must be in proper attire or display a contractors badge at all times while on
the property.
b. Workers will ONLY be allowed on the floors where construction is taking place.
c. Building Superintendent must be given the names and contact information of all subcontractors
and Foremen. The Foreman must be in the building anytime their crews are working.
d. No access to the roof will be permitted without prior notification and escort by a Newmark Grubb
Knight Frank staff.
e. *During normal business hours, use of the Loading Area is limited to 30 minutes for loading and
unloading and for no other purpose. If the Basement Loading Area is needed during nonbusiness
hours, please contact the building superintendent. No items or materials of any kind may be
stored in the Basement Loading Area or immediate area. All material and supplies must be
immediately delivered to tenant or construction space.

2. Elevators
a. Construction personnel may not use Passenger Elevators.
b. Only padded Elevator #7 can be used to carry materials upon approval by manager and or
Superintendent.
c. Elevators will be cleaned after each use.
d. Elevator tracks will be kept clean at all times; floor covering will be covered with Masonite.
e. Elevator door bucks will be protected on the floor that construction work is in progress.
f. Freight Elevator requests must be in writing and submitted at least eight (8) hours in advance to
superintendent and or building office. There will be a $100.00/hour charge for freight elevator
service from Monday to Friday before 8:00 am or after 5:30 pm and a four (4) hour minimum
charge on weekends and holidays.

3. Building Trash
a. No construction or demolition material of any kind is to be disposed in building dumpsters.
230 Fifth Avenue, Suite 1018, New York, NY 10001 212.689.4721 F 212.545.0435
www.newmarkkf.com
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b. Construction trash will be removed by contractor from the Loading area daily.
c. The construction site and basement loading area must be cleaned of trash daily if used by
construction personnel. Construction firm must provide their own trash cans.

4. Protection Systems
a. Alarm system work is to be done only between 7:00 a.m. and 3:00 p.m. and only with approval
from building Superintendent. All fire alarm devices will be inspected and terminated by Fire
Safety Alarms, Inc.
b. Building fire alarm system will be turned off by the Fire Safety Director for REPAIRS ONLY.
c. When welding or soldering, the building fire alarm system must be turned off and the Contractor
must be prepared with a fire watch and fire extinguisher.
d. All sprinkler drain down requests must be submitted in writing to the Superintendent or building
office at least eight (8) hours prior to commencement of work; there will be a $100.00 charge.
e. All smoke detectors on each floor must be covered with a plastic bag in affected area.
f. All fire alarm wiring to be done in conduit.
g. Note: The General Contractor shall be responsible for providing an updated battery load
calculations to the Chief Engineer upon completion of job.

5. Core Drilling
a. No core drilling will be permitted without prior written consent by a structural engineer and
building management. Core drilling is only allowed before 7:30 a.m. and after 5:30 p.m. All
cores shall be given to Superintendent/Chief engineer.
b. All floor/wall penetrations must be watertight sealed and fireproofed.

6. General Requirements
a. The General Contractor shall visit the site and familiarize themselves with the conditions under
which the work is to be performed.
b. Contractor shall perform all work in accordance with local codes.
c. Any questions or conflicts regarding drawings or specifications are to be directed to the
Superintendent or the management office.
d. At completion of work, the General contractor shall ensure that all surfaces are cleaned and
unmarked.

230 Fifth Avenue, Suite 1018, New York, NY 10001 212.689.4721 F 212.545.0435
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e. Contractor shall repair all damages caused by him or his subcontractors during construction and
replace ceiling and/or laminate flooring in all areas affected by construction and/or demolition,
matching existing base color and size.
f. Storefront windows, doors and frames shall be primed and finished according to building
standards unless directions in the approved plans state an alternate finish.
g. Holes left in ceiling after removal of electrical pipes, partitions shall be filled with an acceptable
filler and spot painted to match the existing color.
h. General Contractor shall scrape, sand, and repaint all ceiling, wall registers and grills which are
reused.
i. General Contractor shall ensure that ceiling tiles are set level in the grid and are light tight at
partitions.
j. All electrical panels, breakers, fuses, and switches shall be marked to designate the equipment or
areas which the circuit serves.
k. Appropriate cover plates shall be provided and installed at locations where floor outlets have been
removed.
l. There is absolutely NO SMOKING permitted anywhere in the building.
m. Loitering and loud music is not permitted in the building.
n. Construction personnel are not permitted to use any Newmark Knight Frank equipment or
supplies unless approved by building manager or Superintendent.
o. Utility sinks are to be cleaned daily if used; paint brushes are never to be cleaned in utility sinks
using paint thinner.
p. Areas not under construction, but affected by construction including LOBBIES AND
CORRIDORS, are to be protected; floors are to be covered with protective material; dust
barriers shall be erected where necessary for added protection.
q. Contractor must also abide by all notes on Architectural and engineering drawings.
r. Contractor will be available to perform a thorough walk-through of the completed construction
site and will diligently correct any deficiencies noted during walk-through.

INSURANCE REQUIREMENTS
Contractor (____________), its subcontractors and sub-subcontractors shall not commence work until it
has obtained all insurance referred to herein and provided proof as set forth and has been approved by 230
Fifth Avenue Assoc. LLC (hereinafter referred to as "Owner") and provide an executed PROPERTY
OWNERS AGREEMENT WITH TENANT’S CONTRACTOR to the management office.
Contractor and its subcontractors and sub-subcontractors shall secure, pay for and maintain the following
insurance policies in full force and effect during the term of the agreement:
230 Fifth Avenue, Suite 1018, New York, NY 10001 212.689.4721 F 212.545.0435
www.newmarkkf.com
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(1) Property Insurance upon all tools, material and equipment (owned, borrowed or leased by the
contractor of their employees) to the full replacement value thereof during the full term of this contract.
This insurance shall insure against damage or loss caused by fire and all other perils covered by a
standard “All Risk” insurance policy. Contractors agree to waive its right of subrogation against Owner,
owner’s agent and consultants. Failure of the contractor to secure and maintain adequate coverage shall
not obligate Owner or its agents or employees for any losses.
(2) Workers Compensation affording coverage under the Workers Compensation laws of the State of New
York and Employers Liability coverage subject to a limit of no less than $1,000,000 each employee,
$1,000,000 each accident, and $1,000,000 policy limit.
(3) Commercial General Liability Insurance written on ISO form CG00 01 10/01 with limits of
$1,000,000 per occurrence Bodily Injury and Property Damage Combined, $1,000,000 per occurrence
Personal & Advertising Injury, $1,000,000 aggregate Products and Completed Operations Liability and
$2,000,000 General (per project) Aggregate. The policy shall be written on an occurrence basis. Any
deductible shall be the responsibility of the contractor.
The policy shall not contain exclusions relating to:
(a) contractual liability
(b) independent contractors
(c) gravity related injuries
(d) injuries sustained by employee of an insured or any insured
Policy shall be endorsed to name Owner, its managing agent (Newmark & Company Real Estate, Inc.
d/b/a Newmark Grubb Knight Frank) , Owners lender (if required) and all other entities that may be
reasonably required as "additional insured" utilizing ISO Forms CG2010 and CG2037. Definition of
Additional Insured shall include all Officers, Directors and Employees of the named entity, its agents and
consultants. Further, insurance policy shall provide coverage for the "additional insured" shall apply on a
primary basis and non-contributory irrespective of any other insurance, whether collectible or not.
Completed Operations coverage shall remain in force for not less than three (3) years after completion of
the work including Owner and its agent as additional insureds.
(4) Automobile Liability Insurance for Bodily Injury and Property Damage in the amount of $1,000,000
combined and covering all owned, non-owned and hired vehicles. Policy shall include Owner as
additional insured.
(5) Umbrella Liability Insurance for the total limit purchased by Contractor but, not less than a
$5,000,000 limit providing excess coverage over all limits and coverages noted in paragraph 2, 3, and 4
above. This policy shall be written on an "occurrence" basis and shall cover Owner, its managing agent,
Owners lender (if required) and all other entities that may be reasonably required as "additional insured".
Coverage for the "additional insured" shall apply on a primary basis and non-contributory irrespective of
any other insurance, whether collectible or not.
All policies (except automobile) shall allow for a Waiver of Subrogation in favor of Owner.
All policies noted in above shall be written with insurance companies licensed to do business in the State
of New York and rated no lower than A-8 in the most current edition of A.M. Best's Property-Casualty
Key Rating Guide.
(6) EVIDENCE (NOTICES) OF COMPLIANCE

230 Fifth Avenue, Suite 1018, New York, NY 10001 212.689.4721 F 212.545.0435
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All policies shall be endorsed to provide that in the event of cancellation, non-renewal or material
modification, Owner shall receive thirty (30) days prior written notice thereof.
Contractor shall furnish Owner with Certificates of Insurance no later than (5) days prior to
commencement of work and upon Owner’s request, shall provide owner with complete copies of the
aforementioned policies including all endorsements attached thereto evidencing compliance with all
insurance provisions noted above.
All Certificates and policy termination notices should be delivered via certified mail to:
Newmark & Company Real Estate, Inc.
d/b/a Newmark Grubb Knight Frank
125 Park Avenue
New York, NY 10017
and
Newmark Grubb Knight Frank
As agents for 230 Fifth Avenue Assoc. LLC and
230 Fifth Avenue Assoc. LLC, as owner
230 Fifth Avenue, Suite 1018
New York, New York 10001
FAILURE TO COMPLY WITH ANY OF THE REQUIREMENTS NOTED ABOVE WILL RESULT
IN A BREACH OF THIS CONTRACT BY THE CONTRACTOR.

If you have any further questions, please call the management office or building superintendent at
212-545-5221.

Thank you for your cooperation.

BUILDING MANAGEMENT
SUITE 1018

230 Fifth Avenue, Suite 1018, New York, NY 10001 212.689.4721 F 212.545.0435
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LOCAL BUSINESSES
US Post Office
James A. Farley
441 8th Avenue
New York, NY 10001-9998
General Information: 1-800-ASK-USPS
Phone: (212) 330-2902
Fax: (212) 330-3240
Hours of Operation
Monday – Friday
7:00am – 10:00pm
Saturday
9:00am – 9:00pm
Sunday
11:00am – 7:00pm

Restaurants
Price Legend
$$$$ = $51 or more
$$$ = $31 to $50
$$ = $30 and under

230 Fifth - Rooftop Restaurant
230 Fifth Avenue, 20th Floor & Rooftop, New York, NY 10001
Phone: 212-725-4300
Food Type: Malaysian Food
Hours: 4PM-4AM
Price Level: $$$
A Voce
41 Madison Avenue, at 26th Street, New York, NY 10010
Phone: 212-545-8555
Food Type: Italian
Price Level: $$$
Ben & Jack’s Steakhouse
255 Fifth Avenue, between 28th & 29th Street, New York, NY 10016
Phone: 212-532-7600
Food Type: Steak & Seafood
Price Level: $$$$
Dos Caminos
373 Park Avenue South, between 26th & 27th Street
Phone: 212-294-1000
Food Type: Mexican
Price Level: $$$
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Eleven Madison Park
11 Madison Avenue, at the corner of 24th Street & Madison Avenue, New York, NY 10010
Phone: 212-889-0905
Food Type: French-Inspired American
Price Level: $$$$
Francisco’s Centro Vasco
159 West 23rd Street, between 6th & 7th Avenue, New York, NY 10011
Phone: 212-989-9109
Food Type: Spanish & Seafood
Price Level: $$
ilili Restaurant
236 Fifth Avenue, between 28th and 29th Street, New York, NY 10001
Phone: 212.683.2929
Food Type: Mediterranean-Inspired Lebanese
Price Level: $$$
IXTA Cocina Mexicana and Tequila Bar
48 East 29th Street, between Park & Madison Avenue, New York, NY 10016
Phone: 212-683-4833
Food Type: Mexican
Price Level: $$$
Mesa Grill
102 Fifth Avenue, between 15th & 16th Street, New York, NY 10011
Phone: 212-807-7400
Food Type: Southwestern
Price Level: $$$$
The Smith Nomad – Under Construction
1150 Broadway, corner of 27th Street and Broadway, New York, NY 10001
Food Type: Popular American Brasserie
Price Level: $$$$
Veritas Restaurant
43 East 20th Street, between Broadway & Park Avenue South, New York, NY 10001
Phone: 212.353.3700
Food Type: American
Price Level: $$$$
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Hotels
For exclusive hotel rates, please contact Lois Lane Travel by calling (212) 243-5277 or by
e-mail at lois@loislanetravel.com.
Hotel Class Legend
5 Star = Exceptional
4 Star = Superior
3 Star = Quality
2 Star = Value
1 Star = Economy

Ace Hotel
20 West 29th Street, between 5th Avenue & Broadway, New York, NY 10001
Phone: 212.679.2222
Hotel Class: 2 Star
Affinia Dumont
150 East 34th Street, between Lexington Avenue & Third Avenue, New York, NY 10016
Phone: 212-481-7600
Hotel Class: 3 1/2 Star
Avalon Hotel
16 East 32nd Street, New York, NY 10016
Phone: 212-299-7000
Hotel Class: 4 Star
Broadway Plaza Hotel
1155 Broadway, New York, NY 10001
Phone: 212-679-7665
Hotel Class: 3 Star
Carlton Hotel on Madison Avenue
88 Madison Avenue at 29th Street, New York, NY 10016
Phone: 212-532-4100
Hotel Class: 3 1/2 Star
Comfort Inn
18-20 West 25th Street, New York, NY 10010
Phone: 212-645-3990
Hotel Class: 2 Star
Four Points by Sheraton Manhattan Chelsea
160 West 25th Street, between 6th & 7th Avenue, New York, NY 10001
Phone: 212-627-1888
Hotel Class: 3 Star
Hampton Inn Chelsea
108 West 24th Street, between 6th & 7th Avenue, New York, NY 10011
Phone: 212-414-1000
Hotel Class: 2 1/2 Star
30

Hilton Garden Inn New York Chelsea
121 West 28th Street, between 6th & 7th Avenue, New York, NY 10001
Phone: 212.564.2181
Hotel Class: 3 Star
Hotel Chandler New York
12 East 31st Street, between 5th & Madison Avenue, New York, NY 10016
Phone: 866.627.7847
Hotel Class: 3 1/2 Star
Gershwin Hotel
7 East 27th Street, New York, NY 10016
Phone: 212-545-8000 ext. 7421
Hotel Class: 2 Star
Hotel Giraffe
365 Park Avenue South, at 26th Street, New York, NY 10016
Phone: 212-685-7700
Hotel Class: 3 Star
La Semana Hotel
25 West 24th Street, New York, NY 10010
Phone: 212-255-5944
Hotel Class: 3 Star
The Martha Washington
30 East 30th Street, between Madison Avenue & Park Avenue, New York, NY 10016
Phone: 212-689-1900
Hotel Class: 3 Star
The MAve Hotel
62 Madison Avenue, New York, NY 10016
Phone: 212-532-7373
Hotel Class: 3 Star
The Nomad Hotel
1170 Broadway, New York, NY 10001
Phone: 212-796-1505
Hotel Class: n/a
The Roger
131 Madison Avenue, New York, NY 10016
Phone: 212-448-7000
Hotel Class: n/a
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Parking
24th Street between Park Avenue South & Lexington
Southwest corner of 28th Street & Park Avenue South
West 28th Street between Broadway & Fifth Avenue
West 26th street between Broadway & Avenue of the Americas
30th Street between 5th Avenue & Madison Avenue

Subways
The New York MarketCenter™ is situated on Fifth Avenue between 26th and 27th Streets,
north of Madison Square Park. The subways that reach the building are the W, the R and
the #6 subways (at 23rd or 28th Street stops), the NJ Path (at 23rd & 6th Avenue or 33rd &
6th Avenue).

Buses
230 Fifth Avenue is accessible by the M2, M3, and M5 buses which travel south on Fifth
Avenue and stop in front of the 230 building.

Furniture Rentals
Churchill Furniture Rental Incorporated
245 W 17th Street, New York, NY 10011
Phone: (212) 683-5148
Metro Furniture Rental Inc.
310 Fifth Avenue, New York, NY 10001
Contact: Perry Marinelli
Phone: (212) 736-4200 ext. 104
www.rentdesks.com

Cleaning Service
For cleaning service referrals, please contact the Newmark Building Management &
Leasing Office.
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Caterers
Between the Bread Caterers
145 West 55th Street, New York, NY 10019
Phone: (212) 765-1840 x305
Contact: Ricky Eisen
Cambridge Catering
205 West 38th Street, New York, NY 10018
Phone: (212) 819-9130
Contact: Philip Misseri
Elite Caterers
350 5th Avenue, New York, NY 10018
Phone : (212) 947-7780
http://www.elitecaterersny.com/
Cafe Metro
315 Madison Ave, Suite 1501
Phone: (212) 268-2828
Neuman’s Kitchen Catering
203 Christie Street, New York, NY 10002
Phone: (212) 228-2444

Kosher Caterers
Ben’s of Manhattan
209 West 38th Street, New York, NY 10018
Phone: (212) 398-2367
Mendy’s
61 East 34th Street, New York, NY 10016
Phone: (212) 576-1010
Prestige Caterers
217-80 98th Avenue, Queens Village, NY 11429
Phone: (718) 464-8400
Contact: Spencer Katz

Disclaimer
This tenant manual is not all-inclusive and is subject to change at any time without notice.
Last Updated 12/8/14
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