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Holiday Decorations

With the arrival of the Holiday Season brings decorations, gifts, parties, and holiday schedules to the building. To help ensure a safe and happy
holiday season for everyone, we ask that you please review and observe the following guidelines listed below.

Please adhere to the attached policies provided by the Tumwater Fire Department, pertaining to holiday decorations in public buildings.

The installation of artificial flame-retardant trees are allowed only if solidly fixed in place and installed away from fire exits or heat sources. All
decorations, whether used on trees or anywhere else, should be approved by a recognized safety organization (e.g., CSA) and should be flameproof or
non-combustible.

Per the Tenant handbook, please do not affix anything to the windows, ceiling, doors, building walls, or light shelves. All electrical decorations must
be unplugged during non-business hours and/or when a display area is left unattended.

Holiday Security

It’s a fact... crimes increase during the holiday season. With additional shopping, gift giving and party-going there are more temptations and
opportunities for thefts to occur. Remember to follow all the basic rules: keep all valuables in locked drawers or cabinets, question strangers on your
floor and in your suites, never leave anything of value insight in your vehicle — place it in the trunk out of sight, and be observant as you walk to/from
your vehicle.

Holiday Decor and Fire Safety

The Tumwater Fire Department recognizes that the holiday seasons call for additional and specialized decorations and lighting. Such decorations and
lighting can have a significant impact on the designed fire safety features of buildings and gathering places. In an effort to allow the increased
enjoyment of the season without jeopardizing the public safety, this office has developed the following policy.

Exits

1. Access to exit doors and exit paths or corridors, pull stations, or fire extinguishers shall not be obstructed by decorative materials or other
items.

Sources of Ignition
1. Candles or other sources of open flame are not allowed for anydecorations or ceremonies.

Electrical

1. Only UL listed miniature lights shall be allowed when used in accordance with their listing. No electrical (extensions) cords to be used in
conjunction with lights. UL-labeled surge protectors are allowed if free from any visible defects and protected from mechanical damage while
in use.

2. Decorative electrical lights are prohibited on metallic trees.



3. Decorations must be protected from being a tripping hazard and/or causing physical damage. Decorations must not be affixed to walls or
ceilings.

4. Electrical lights that are physically damaged or altered shall not be used unless repairs are in accordance with the Electrical Code.

5. All electrically energized decorations to be disconnected when a display area is left unattended.

Decorative Materials

1. No “live” trees, wreaths or boughs brought into the building due to their flammability.
2. All decorations shall be either inherently fire retardant or treated with a flame retardant to be flame resistant.

Artificial Decorations

1. Artificial decorations may have electrical devices used in accordance with manufacturer’s instructions. Exception Artificial decorations
having exposed metal surfaces shall not be decorated with any type of electrical devices, decorations or appliances.
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2011 Holiday Elevator

Wright Runstad & Company presents: Stars & Stripes Holiday Elevatofriday, December 16" from 11:00 am — 2:00 pm. Push the call

button and wait for the Holiday Elevator to arrive. Join us for a treat and holiday music while our Jolly Crew takes you to your
destination.

December Carpet Cleaning

Carpet spot cleaning will occur on all floors throughout the building on Monday, December 19, 2011. The cleaning crew will begin work
at approximately 5:30 p.m. If you are aware of a carpet stain that needs attention, please contact your Tenant Representative with the
location of the stain and it will be addressed during the cleaning.

The cleaning method used is a dry polymer that completely vacuums away leaving the carpet clean dry and odor-free. The cleaner is bio-
degradable which does not leave any residue or moisture in the carpet. These processes and products used are compatible with the LEED
values used in care of this building. For more information on the cleaning method used please refer to the following website:

http://www.pacificmodular.com/commcare/

MSDS sheets for products used are available in the Property Management Office upon request.
Please contact the Property Management Office should you have any questions/concerns.


http://www.pacificmodular.com/commcare/

Building Closures
The ELG Building will be closed on the following days in observance of the upcoming holidays:

Monday, December 26, 2011
Monday, January 2, 2012

These are a few notes about the building closures:
1 Security — The reception desk will be closed. Drive-by and interior patrols will be conducted throughout the closures.

1 Building Access — The ELG building will be secured and will require a key-card for entry into the building and/or desired
floors/areas.

1 Janitorial Service — Janitorial Services will not be provided during these scheduled closures. Normal services will resume the
following business day. **Please Note** Friday, December 23 nightly janitorial service will begin at 4 pm with non-disruptive
work such as emptying trash and cleaning of common space.

1 Tenant work area — Please make sure that before leaving for the long holidays, all electrical equipment is powered off such as
holiday lights, monitors, and task lighting.

1 Property Management Office - Wright Runstad & Company also observes these dates as company holidays. The property
management office will be closing at noon on Friday, December 23, 2011.

Please contact the property management office should you have any questions or concerns regarding these building activities and
closures.

Best wishes to you and your families for a safe and Happy Holiday and a Happier New Year!
Wright Runstad & Company

Property Management
(360) 528-4020



