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SECTION I-  
 

GENERAL INFORMATION 
 
 
            
 



STAFFING AND MANAGEMENT SERVICES 
 
For the benefit and information of all Tenants, we would like to review the staff avail-
able to meet your needs in this building. 
 
For all your maintenance and maintenance emergency requests such as lights out, water 
leak, elevator access, plumbing, too hot/too cold, garbage removal, janitorial, passcards/
security, keys/locks, electrical, etc., please contact OneServe Tenant Services, as listed 
below, in order that they may assist you in your request(s) as promptly as possible: 

 
Tenant Hotline 604-713-6GWL (6495) 
Email   vancouver-tenantservices@gwlra.com 
Website:  www.1188westgeorgia.com 

 
Together with our on-site Senior Building Operator, Ryan Giesbrecht, we will be able to 
respond to your request(s) in a courteous, professional and efficient manner.  Overall, 
OneServe Tenant Services and the on-site building operators will look after your day to 
day needs. 
 
GWL Realty Advisors Inc. is the Management company for 1188 W. Georgia and ac-
cordingly, is responsible for the operation of the Building.  Should Tenants have any 
concerns or questions regarding the operation or maintenance of the Building, please 
contact the following staff in accordance with your needs/queries: 
 
Jillian Mann, Property Manager     604-713-7724 
Kara Caron, Property Administrator    604-713-7725 
Shannon Parken, Property Administrator, Accounting  604-713-7716 
Ryan Giesbrecht, Senior Building Operator   604-713-6495 
Patricia Asperin, Tenant Services Coordinator   604-713-6495 
 
Our Management goals are to ensure a high level of service to our Tenants.  Your assis-
tance would be appreciated in keeping us informed as to the standard of performance.  
Please do not hesitate to contact the Property Management Office with any of your feed-
back. 
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MANAGEMENT TEAM 
 
Property Management Office GWL Realty Advisors Inc. 
 Suite 1730—650 W. Georgia Street 
 Vancouver, BC  V6B 4N9 
 Main Telephone:  604-713-7725 
 Main Facsimile:  604-713-7715 
 
Operations Office Location 2175-1188 W. Georgia Street 
 Vancouver, BC  V6E 4A2 
 Main Telephone:  604-689-3799 
 Main Fax:  604-608-1478 
 
Property Manager Jillian Mann 
 Direct Telephone:  604-713-7724 
 Email:  jillian.mann@gwlra.com 
 
Property Administrator Kara Caron 
 Direct Telephone:  604-713-7725 
 Email:  kara.caron@gwlra.com 
 
Property Administrator,  
Accounting Shannon Parken 
 Direct Telephone:  604-713-7716 
 Email:  shannon.parken@gwlra.com 
 
Senior Building Operator Ryan Giesbrecht 
 Telephone:  604-713-6GWL (6495) 
 
Tenant Services Coordinator Patricia Asperin  
 Telephone:  604-713-6GWL (6495) 
 Email:  vancouver-tenantservices@gwlra.com 
 Website:  www.1188westgeorgia.com 
 

ONESERVE TENANT SERVICES 
 
All service requests pertaining to the building, such as security, janitorial, or engineer-
ing, should be directed to our 24/7 Tenant Services line at 604-713-6495, or email us at 
vancouver-tenantservices@gwlra.com (all email requests are read and dispatched be-
tween 8 am and 4:30 pm, Monday to Friday). 
 
Or, simply logon to the Building website www.1188westgeorgia.com and click on the 
OneServe button (all on-line requests are read and dispatched between 8 am and 4:30 
pm, Monday to Friday). 
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MOVE-IN/MOVE-OUT PROCEDURES 
 
On all move-ins and move-outs, please give as much notice as possible to the Opera-
tions Office prior to your moving date so that preliminary arrangements can be estab-
lished.  We will be pleased to discuss the details of any move with your moving com-
pany representative. 
 
Please complete Form F-1 or F-2 in Section II and submit to the Operations Office at 
least two (2) weeks prior to moving date. 
 
Loading and Unloading Requirements 
 
(a) It is building policy that small moves should be carried out on business days, be-

tween the hours of 7:00 am to 8:00 am, 9:30 am to 11:00 am and/or 1:30 pm to 
4:00 pm.  If circumstances are such that this is not possible (ie large scale 
moves), permission may be granted for after-hour moves between 6:00 pm to 
8:00 am Monday to Friday, and or weekends, provided security coverage is ar-
ranged through the Property Manager’s office.  Any charges incurred for security 
service are chargeable to the Tenant. 

 
(b) The loading Bay is located on the Parking Level.  The Freight Elevator will be 

allocated to moving companies and a key supplied.  Moving of materials and/or 
furniture through the ground floor lobby and any passenger elevator is 
strictly prohibited. 

 
(c) Protective curtains for the elevator are available through prior arrangements with 

the Building Operators’ office and must be installed before materials are moved. 
 
(d) At the completion of each moving day, all cartons, crates, wrappings and waste 

shall be removed from the building, through arrangements made by the Tenant.  
Premises, common areas, streets and sidewalks should be kept clear of debris 
caused by the move. 

 
(e) The Tenant is liable to the Landlord for replacement or repair of any damages in-

curred to the building property during a move.  This includes, but is not limited 
to, damage to the loading zone, elevators and corridors.  Tenants should ensure 
that the moving company carries adequate insurance to cover damages.  Billing 
for damages will be made directly to the Tenant, not to the moving company. 

 
(f) All interior surfaces exposed to possible damage as a result of the move, such as 

 carpets, floor finishes and wall coverings, should be protected. 
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(g) Upon completion of the move and removal of the debris caused by the move, the 
building janitorial contractor will clean the areas of the building affected by the 
move.  Cost of this cleaning will be billed to the Tenant as a Tenant cost. 

 
 

SUITE KEYS 
 
Each Tenant shall be provided with two suite door keys upon taking occupancy.  Re-
quests for additional keys should be submitted by the authorized Tenant Contact person 
to the Operations Office on Form F-4.  Any charges incurred for additional keys are 
chargeable to the Tenant. 

 
 

SECURITY AND BUILDING HOURS 
 
The building observes the following security measures and building hours: 
 
Building Hours 
 
For your convenience, the building is open from 7:00 am to 6:00 pm, Monday through 
Friday.  During this period all building entrance points (Georgia Street and Alberni 
Street doors and parkade gate) will be unlocked.  All those entering the building at hours 
other than those stated above must comply with the after-hours entry requirements which 
follow. 
 
After Hours Entry 
 
Building Entrance Security Access Cards will be issued by Tenant Services to each ten-
ant upon written request by the authorized Tenant Contact person. Security access cards 
should only be distributed to staff members of the tenants who require access to the 
building outside of normal business hours.  Tenants must notify Tenant Services if a 
staff member leaves their employ without returning their security access card.  Please 
notify Tenant Services immediately of any name changes, lost or stolen cards.  It is 
the responsibility of Tenants to obtain these cards before an employee leaves the com-
pany.   
 
Note that we do not charge for new passcards, however, re-issuing a new one be-
cause of lost or stolen cards, Property Management will charge a $20.00 fee per 
card. 
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Building security includes: 
 
• Security card readers at the main lobby entrance (Georgia & Bute corner), 

parkade gate, and parkade elevator lobby restricting building and parkade access 
to authorized tenants. 

 
• Security card readers in all elevators restricting after hours access to a tenant’s 

specific floor only.  To access your floor, swipe your security card in front of the 
reader located on the right-side elevator control panel, wait for the green light to 
illuminate, and then depress the designated floor button.  Access will be re-
stricted to the card holder’s registered floor only. 

 
• Security card readers at all access points into and out of the parkade, accessible 

only by authorized parkade users after hours. 
 
• Sentex enterphone with a tenant directory for after hours use which allows visi-

tors to ring tenants upon their arrival and provide remote lobby access.  To ring 
in visitors press 9 on your telephone.  Visitors will have to be met in the lobby to 
be brought up to the floor. 

 
• Security Cameras that cover all entry and exit points from the building. 
 
• Ability to restrict the hours of access to the building and your floor for your 

staff’s security cards by noting same in the Restricted Access Section of Form F-
3 in your tenant manual (i.e. no weekend access, access only from 6:00 am to 
7:00 am). 

 
Access to the 21st floor storage areas will be available during building hours only.  
Temporary after hours access can be provided upon request to Tenant Services. 
 
It will be necessary for contractors conducting after hours work to be pre-authorized by 
the tenant in order for them to be admitted to the building and tenant premises.  This 
pre-authorization should be requested by completion of Form F-5.  The completed form 
must be forwarded to Operations Office no later than noon of the day preceding the in-
tended visit.  Any incidental security charges incurred to provide access to the author-
ized contractors will be at the tenant’s expense. 
 
Security Procedures: 
 
1. On weekends and after hours do not allow other individuals to enter the building or 
use the elevators by “piggy-backing” on your security access card.  If they are meant to 
be in the building they will have their own security access card to enter the front door 
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and/or the parking garage, as well as use the elevators. 
 
2. a) Do not ask the cleaners to give you access if you have forgotten your security ac-
cess card.  They have been given strict instructions to allow no one into the building or 
access the elevators unless the individual is using their own security access card. 
 
   b) If you have forgotten your card in your suite you can gain entry into the building by 
calling our security company, Hudson Spear, via the enterphone.  They will dispatch a  
security guard who will ask you for picture ID, escort you to your suite, then call Hud-
son Spear to verify that your security card is valid and has evening and weekend access.  
The charge for this service is $50.00 (subject to change) and payable by the Tenant. 
 
3. If working after hours or weekends, lock your suite door while you are in your suite. 
 
4. If you have contractors, special cleaners, movers etc. working after hours or week-
ends please give GWL Realty Advisors Inc. at least 48 hours notice.  We will ensure a 
security guard is on site (at your cost) and the building security company is fully aware 
of who has been approved to be in the building and locations of access. 
 
5. If we, the property management, have hired contractors, special cleaners etc. for your 
suite or floor we will endeavour to notify your office at least 48 hours in advance 
(except in the event of an emergency).  Please ensure your reception is given a copy of 
the notice. 
 
6. At all times if someone or something seems suspicious within the building please in-
form your company’s main contact person or contact Tenant Services immediately (after 
hours contact security at 604-276-9655).  If someone has entered your suite seeming 
very suspicious or who does not belong, ask questions, the answers you receive will usu-
ally confirm legitimacy or falsity.  You always have the right to ask someone to leave.  

 
 

SECURITY CHECKLIST 
 
Please review the following security checklist.  This is a list of general office security 
suggestions, which is offered to you as an aid in establishing whether your internal secu-
rity procedures are adequate. 
 

1. Restrict suite keys and security access cards to those who actually need them. 

2. Keep complete, up to date records of the disposition of all office keys. 

3. Have adequate procedures for collecting keys, company ID cards and building security 
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access cards for terminated employees. 

4. Secure all computers, typewriters, adding machines, calculators, photocopiers, etc. if 
possible with locks. 

5. Establish a rule that keys must not be left unguarded on desks or cabinets. 

6. Require that filing cabinet keys be removed from locks and placed in a secure location 
after opening of cabinet in the morning. 

7. Prevent unauthorized personnel form reporting a “lost key” and receiving a 
“replacement”. 

8. A responsible person should be in charge of issuing all keys and security cards. 

9. Store keys and security access cards systematically in a secured wall cabinet of either 
your own design or from a commercial Key Control System. 

10. Keep a record showing issuance and return of every key, including the name of person, 
date and time. 

11. Provide at least one lockable drawer in every employee’s desk to protect purses and 
other personal effects. 

12. Instruct employees to remove wallets from jackets hung in closets or hung on coat racks. 

13. Shred all important papers before recycling. 

14. Insist on identification from repair men who come to work in your office.  If you are 
unsure about the vaildity of their request and they claim to be doing work at the request 
of the Property Manager, please call OneServe Tenant Services for verification. 

15. Do not keep large sums of cash in the office overnight. 

16. When working alone in the office at night, lock the front door lock to prevent anyone 
else from entering. 

17. Keep building security, police, fire department and Building Superintendent’s telephone 
numbers posted and handy. 

18. Have an inventory listing all office equipment in your space including serial number and 
identification. 

19. Require written authorization by a responsible person before any office equipment is 
released for repair or maintenance. 

20. For those offices that are equipped with a burglar alarm system, make sure that the 
alarm equipment is set properly each night, and advise the Building Operator of a con-
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tact person in the event of an alarm. 

21. Please immediately report the presence of any unfamiliar or suspicious individuals 
within the building to the security office after hours and to Tenant Services during office 
hours. 

22. Please ensure that your office insurance policy is kept current and fax a copy to the 
Property Administrator at 604 713 7715. 

 
Security Services are provided by:  Hudson Spear Security at 604-276-9655 (24 hrs.) 

 
 

DOOR SIGN/DIRECTORY STRIP REQUEST 
 
Door signage and main lobby directory strips are to be ordered through the Operations 
Office to ensure compliance with the building standard.  Due to limited space on the di-
rectory board, each tenant will be allowed a maximum of two name strips.  The costs for 
signage are for the account of the Tenant.  A 15% Administration fee will be added. 
 
The costs for standard building signage (subject to change) are approximately as fol-
lows: 
 

Wood Suite Door: 
Brass Door and Bulkhead Lettering (cost per letter): $7.00 – $12.00 ea. 
Installation      $40.00 
 
Glass Suite Door: 
Etchlite Vinyl Door Signage (one line of text):      $70.00 
Installation        $60.00 
 
Floor Directional Signage:     $30.00 ea. 
 
Lobby Directory Board Strips (per strip):       $85.00 ea. 
 

Add GST & PST 
 
Please complete Signage Requisition Form F-7 and fax it to the Property Administrator 
at 604 713 7715.  Please allow approximately three to four weeks for signage to arrive.  
Also, please be extremely careful when completing this form to ensure that your com-
pany name is exactly as you wish it to appear on your door sign/directory strip.  
Changes to your original request will result in additional charges. 
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TENANT CONTACT/EMERGENCY TELEPHONE LIST 

 
To assist in the co-ordination of tenant requests for services and day to day communica-
tions, we ask that each tenant appoint an office contact person.  Also, the names and 
telephone numbers of persons who can be contacted in the event of any emergency after 
normal business hours should be provided.  Please forward Form F-6 prior to moving in.  
Any changes to this information should be reported in writing, via email to OneServe 
Tenant Services and the Property Administrator. 
 

MAIL SERVICE 
 
The mail room is located on the Parking Level of the Building and is open at all times 
for the pick-up of mail from boxes.  The Post Office will deliver mail Monday to Friday 
between 10:00 am to 11:30 am - Mail Room Only. 
 
The building postal code is V6E 4A2, however, tenants who receive large volumes of 
mail should make arrangements with the letter carrier through the Senior Building Op-
erator, to enable the Post Office to provide better service. 
 
The nearest sub-post office is located in the Bentall Centre, 595 Burrard Street. 
 
Post box keys and box allocation is controlled by the Operations Office.   
 

AFTER HOURS HEATING, VENTILATION, AIR-CONDITIONING  
 
HVAC service is provided from Monday to Friday - 7:00 am to 6:00 pm, except statu-
tory holidays. 
 
Rates for after hours HVAC service (minimum four (4) hours) will be billed as follows: 
 
• $35.00 per hour per floor for the chiller and floor fan (air-conditioning); 
• $15.00 per hour per floor for floor fan only (heating and ventilation).  
 
The above rates reflect reasonable costs incurred for hydro consumption as well as ma-
terials, labour and administration.  A minimum of 24-hours notice is required for after-
hours air conditioning or fans by submitting your request in writing to Tenant Services 
at vancouver-tenantservices@gwlra.com: 
 
 - by  2 pm for a same day or weeknight programming; 
 - by  Noon for a weekend or Statutory holiday programming 
 

9 



 
FITNESS CENTRE 

 
Our fully equipped Fitness Centre is located on the third floor and is provided, on a tem-
porary basis, free of charge for the exclusive use of the tenants of 1188 West Georgia.  
The Fitness Centre is open from 6:00 am to 9:00 pm Monday to Friday and from 7:00 
am to 5:00 pm on weekends.  It is equipped with Lifecycles, stairmasters, rowing ma-
chines, free weights, treadmills, and two universal gym stations.  Male and female 
changing rooms are each equipped with a sauna, showers and lockers. 
 
Since the Fitness Centre is unsupervised, it is necessary for each individual to acknowl-
edge their agreement to comply with the ”Rules of Use” and sign an Exclusion and 
Waiver of Liability, and Assumption of Risk prior to being provided access to the facil-
ity. 

 
 

LUNCH/MEETING ROOM 
 
The Tenant lunch room located on the third floor is open for general use from 11:00 am 
to 2:00 pm daily. 
 
The room is also available to Tenants for meetings during the hours of 8:00 am to 11:00 
am and 2:00 pm to 5:00 pm.  Bookings can be made by contacting Tenant Services at 
713-6495 with at least 24 hours notice. 
 
Note that the lunchroom can accommodate up to approximately 30 people.  There is a 
supply of 18 tables and 30 chairs, in which Tenants will set-up and put away after each 
use. 

 
 

GARBAGE AND WASTE DISPOSAL 
 

1. The normal office and kitchen waste will be collected and disposed of by janitorial staff at 
the end of each business day. 

2. Cleaning staff are instructed not to remove anything unless it is in or on a waste receptacle 
or else packaged and clearly marked “garbage”. 

3. Waste containers should be accessible to the cleaning staff. 

4. Should bulk-waste or empty cartons accumulate, it will be the responsibility of the tenant to 
collapse all material down to its smallest form, mark them as garbage and place them in the 
elevator lobby for removal after 5:00 pm. 
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5. The garbage container is located on the parking level, and is available during the day.  How-
ever, you should check with OneServe Tenant Services at 713-6495 prior to utilizing it. 

6. Contractors are not permitted to dispose of waste building materials in the garbage con-
tainer. 

7. Cleaning staff are instructed to empty the large drawstring recycling bags from the tenant 
suite when same becomes full.  Emptying of the individual office recycling boxes into the 
bag is the responsibility of the Tenant. 

 
 

RECYCLING PROGRAM 
 
The Building operates an all fiber recycling program.  Desk-side cardboard recycling 
boxes and larger central recycling bags are available at no charge by contacting One-
Serve Tenant Services at 713-6495.  We encourage all staff to participate in this pro-
gram and overcome old habits by making that extra effort to place any paper products in 
the recycling boxes instead of the garbage bin. 
 
Recyclable items include photocopy paper, newspapers, magazines, glossy coated paper, 
post-it notes, envelopes, cardboard, file folders, blueprints, telephone books.  There is no 
need to remove staples or paper clips. 
 
Unacceptable items include carbon paper, metal bindings, food and beverage containers, 
plastics, toner cartridges, and used tissue/paper towel. 
 
Please note that cleaning staff do not empty individual recycling boxes.  These boxes 
must be emptied by the office user into the larger central recycling bag, which is re-
moved by the cleaning staff as needed. 
 
 

CARPET, BLIND AND DRAPE MAINTENANCE INFORMATION 
 
Carpet shampooing, blind and drape cleaning are the responsibility of the Tenant during 
the tenancy period.  Please contact OneServe Tenant Services for recommended service 
companies. 
 
 

PARKING REGULATIONS 
 
The underground parking garage is operated by GWL Realty Advisors Inc.  All inquiries 
relating to availability of space and rates should be directed to OneServe Tenant Ser-
vices at 713-6495.  The parking garage is for monthly reserved parkers and com-
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mercial loading only, please note others will be towed without notice.  This facility is 
open from 6:00 am to 6:00 pm weekdays.  At other times, the parkade gate is closed and 
authorized users of the parkade may enter by means of their security access card. 
 
The loading zone on the Parking Level is for temporary parking (15 minute maximum) 
of commercially licensed delivery vehicles and couriers only while loading and unload-
ing.  Due to limited space, private passenger vehicles may not park in the loading zone.  
All unauthorized vehicles will be towed at the owner’s risk and expense.  There are 
warning signs posted and the rule is strictly enforced.  Enforcement of these regulations 
is necessary so that Tenants can receive deliveries and service from their suppliers in an 
efficient manner.  Unfortunately, due to limited space, there is no visitor parking in the 
building. 
 
We would also caution you to lock your vehicle at all times and do not leave personal 
effects in plain view. 
 
A bicycle lock up area is located between stalls 27 and 28 in the parkade, as bicycles are 
not permitted within the office tower.  Please contact OneServe Tenant Services to reg-
ister for the bicycle lock up. 
 

 
DELIVERIES 

 
Hand-held items may be delivered to tenant suites during normal office hours by using 
passenger elevators. 
 
Items larger than hand-held size must be delivered via the freight elevator, which is ac-
cessible from the loading dock area.  Control of the freight elevator is the responsibility 
of the Senior Building Operator, therefore the person wishing to have access to the 
freight elevator must notify OneServe Tenant Services at 713-6495 with 24-hours no-
tice. 
 
For use of the freight elevator, including the movement of more than one elevator load 
of goods and materials, booking of the elevator will assure priority in its use.  
 
A minimum of 24-hours prior to your needed use of the elevator.  We will ensure your 
request is fulfilled if the freight elevator is not already booked.  As this elevator is also 
used for passengers, it is important to coordinate the efficient use of same.  The freight 
elevator can not be booked off between 8:00 am to 9:30 am, 11:30 am to 1:30 pm and 
after 4:00 pm.  Please contact OneServe Tenant Services at 604 713 6495 to reserve the 
elevator.  Damages to the freight elevator will be charged directly to the Tenant to 
whom the delivery is being made.   
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BUILDING AND CITY RULES AND BYLAWS 
 

1. 1188 West Georgia Street is a non-smoking building. 

2. Bicycles are not allowed in the building, with the exception of the parkade. 

3. Roller blades are not allowed to be worn in the building. 

4. Pets are not allowed in the building. 

JANITORIAL 
 
Tenant and common area cleaning are completed weekday evenings as follows: 
 
Vacuuming: -  high traffic areas nightly 
  -  low traffic areas weekly 
  * individual offices or areas with paper on the floor will not be  
  vacuumed until floor is cleared 
 
Dusting: -  cleared areas within reach are dusted nightly 
  -  cleared areas out of easy reach are dusted monthly 
 
Tile & Resilient  -  swept and mopped nightly, if area is clear 
Floors : * if you have staff that work after hours please remind them that the 
  tile and linoleum floors are washed after hours and to take due care 
  and attention, as wet floor signs are not placed in tenant suites 
 
Hardwood Floors: -  dust mopped nightly 
   -  spot cleaned as needed 
 
Partition Glass -  spot cleaned nightly 
& Glass Doors: 
 
Garbage Removal -  only items in waste baskets will be removed as garbage 
  * do not hang items or store items in garbage cans 
Equipment i.e.: computers, fax machines, photo copiers, televisions, stereos etc. will not 
be cleaned by janitorial staff. 
 
For additional cleaning requirements not listed above, please call OneServe Tenant Ser-
vices at 604-713-6495.  All extra cleaning requested in addition to the above is at the 
Tenant’s expense. 
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1188 West Georgia St. 

 
REQUEST FOR SECURITY BUILDING ACCESS CARDS

 
Security access cards are required to enter the Building after regular business hours.  Please use this form for 
requests for new cards, transfer of card users or deletions.  Please issue cards only to those employees who require 
after hours access.  Note that deposits are not required for new cards.  However, re-issuing new ones due to 
lost or stolen cards, there will be a $20.00 fee, per card. 
 
 

CARD 
NUMBER 

 
CARDHOLDER’S NAME 

 
RESTRICTED ACCESS: 
IF YES, PLEASE SPECIFY 

 
NEW/DELETE 

LOST/ TSF. 

 
PARKING: 

Y / N 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Tenant: _______________________________________________________________________________ 
 
Suite #: _________________________________ Phone No.: ______________________________ 
 
Tenant Authorized Officer: _____________________________  _______________________________ 

        Name      Signature 
 
Date:    _____________________________ 
  
FOR OFFICE USE ONLY: 
 

Landlord Authorized Signatory:__________________________________________________________________ 
 

Date Faxed:   _________________________________________________________________________________________________ 

  
Please submit this form to: 
 

GWL REALTY ADVISORS INC.             Form #: F - 3
Facsimile:  (604) 608 1478 
 



 
1188 West Georgia St. 

 
REQUEST FOR SUITE KEYS

 
Tenant: _______________________________________________________________________________ 
 
Suite #: _________________________________ Phone No.: ______________________________ 
 

 
 

Quantity Code  Type   (N) New or (R) Replacement
 

                          Suite Keys                                                
 

                          Inner Office Keys                                               
 

If needed - key Location Description:                                                                      
 
  Other:                                                                                                                        
 
 
Tenant Authorized Officer: _____________________________  _______________________________ 

        Name      Signature 
 
Date:    _____________________________ 
 
 
Keys to be picked up by:                                                                                                                                     

        (Name) 
 
* Cost of keys is at the tenant’s expense. 
 
  
FOR OFFICE USE ONLY: 
 

Landlord Authorized Signatory:                                                                                                                    
 
Date Faxed:                                                                                                                       
 
 
Please submit this form to: 
 

GWL REALTY ADVISORS INC.             Form #: F - 4
Facsimile:  (604) 608 1478 
 
 
 
 
 
 
 
 



 
1188 West Georgia St. 

 
AUTHORIZATION TO PERMIT ACCESS AFTER HOURS

 
 

Tenant: _______________________________________________________________________________ 
 
Suite #: _________________________________ Phone No.: ______________________________ 
 
 
Visitor’s Name: ________________________________________________________________________ 
 
Date of Visit:  ________________________________________________________________________ 
 
Approximate Time In:_______________________________  Time Out:________________________________ 
 
 
 
Contracting Company:_______________________________  Phone No.: ______________________________ 
 
Work to be Done: ________________________________________________________________________ 
 
 
 
Tenant Authorized Officer: _____________________________  _______________________________ 

        Name      Signature 
 
Date:    _____________________________ 
 
 
 
 
 
  
FOR OFFICE USE ONLY: 
 

Security Notified: __________________________________________________________________ 
 

Date Faxed:  _________________________________________________________________________________________________ 

  
Please submit this form to: 
 

GWL REALTY ADVISORS INC.             Form #: F - 5
Facsimile:  (604) 608 1478 
 
 



 
1188 West Georgia St. 

 
TENANT CONTACT PERSON

 
To assist in the co-ordination of tenant requests for services and day to day communications we ask that each tenant 
appoint an office contact person to deal with the property management company.  This person will also be 
responsible for authorizing all maintenance requests made to the property management company (i.e.: ordering 
security access cards, suite keys, signage, after hours air-conditioning, permitting access to non-company personnel 
after hours, plumbing, lighting, too hot/too cold, etc.) 
 
Tenant: _______________________________________________________________________________ 
 
Suite #: _________________________________ Phone No.: ______________________________ 
 
Primary Contact Person:      ______________________________________________________________________ 
(Tenant Authorized Officer) 
Email (important) if applicable:            
 
Secondary Contact Person:  ____________________________________________________________________ 
(Tenant Authorized Officer) 
Email (important) if applicable:            
 
Third Contact Person:        ____________________________________________________________________ 
(Tenant Authorized Officer) 
Email (important) if applicable:            
 
EMERGENCY CONTACT LIST 
 
In addition, we request the names and telephone numbers of persons who can be contacted in the event of any 
emergency after normal business hours and we ask that the tenant advise our office of any changes to this 
information. 
  Name      Residence and Cellular Telephone #’s (confidential)
 
1. _______________________________________  __________________________________________ 
 
2.  _______________________________________  __________________________________________ 
 
3.  _______________________________________  __________________________________________ 
 
  
Please submit this form to: 
 

GWL REALTY ADVISORS INC.             Form #: F - 6
Facsimile:  (604) 713-7715 
 
 
 
 



 
1188 West Georgia St. 

 
REQUEST FOR SIGNAGE

 
Tenant: _______________________________________________________________________________ 
 
Suite #: _________________________________ Phone No.: ______________________________ 
 
Suite Door: Door type:   Wood  or  Glass   (please circle one) 
 
  Suite Number:  _____________ 
 
  Exact Spelling of Name:  _______________________________________________________ 
 
Lobby:  Maximum of two lobby directory strips per Tenant 
 
  Strip 1:  _____________________________________________________________________ 
     (exact spelling and suite number) 
 
  Strip 2:  _____________________________________________________________________ 
     (exact spelling and suite number) 
 
Floor:  Maximum of one floor directional strip per floor 
 
  Strip 1:  _____________________________________________________________________ 
     (exact spelling and suite number) 
 
Enterphone: Company Name:  ______________________________________________________________ 
 
  Telephone Number:  __________________________ 
 
* Cost of signage is at the tenant’s expense. (approximate costs see tenant manual) 
 
Tenant Authorized Officer: _____________________________  _______________________________ 

        Name      Signature 
 
Date:    _____________________________ 
  
FOR OFFICE USE ONLY: 
 

Invoiced Amount:  _______________  Invoice #:  _______________ Invoice Date:  _______________________ 

  
Please submit this form to: 
 

GWL REALTY ADVISORS INC.             Form #: F - 7
Facsimile:  (604) 713 7715 
 
 



 
 
 
 

 
1188 West Georgia St. 

 
NOTICE OF APPOINTMENT OF FIRE SAFETY PERSONNEL

 
 

Tenant: _______________________________________________________________________________ 
 
Suite #: _________________________________ Phone No.: ______________________________ 
 
 
 
Fire Warden: ______________________________________________________________________________ 
  (full name) 
 
  Title:  ____________________________ Phone No.:  ________________________________ 
 
 
Deputy Fire Warden: _________________________________________________________________________ 
            (full name) 
 
  Title:  ____________________________ Phone No.:  _______________________________ 
  
 
 
 
PLEASE NOTE: 
 
1. Appointees should preferably be persons holding a reasonable degree of responsibility within your company and 

whose work does not require them to travel frequently or otherwise be out of your office. 
2. The main function of the Fire Warden is to control the movement of personnel from office areas to assembly in 

the lobby and evacuation routes via stairways. 
3. The main tasks of the Deputy Fire Warden are to search the floor and report to the Warden. 
4. Please advise the Property Manager when any changes occur in the above. 
 
 
 

  
Please submit this form to: 
 

GWL REALTY ADVISORS INC.             Form #: F - 8
Facsimile:  (604) 713-7715 
 
 
 
 
 



 
1188 West Georgia St. 

 
FITNESS CLUB MEMBERSHIP 

 
 
Our fully equipped Fitness Centre is located on the third floor and is provided for the exclusive use of the Tenants of 
1188 W. Georgia. 
 
Since the Fitness Centre is unsupervised, it is necessary for each individual to acknowledge their agreement to 
comply with the “Rules of Use” and sign the attached Exclusion and Waiver of Liability and Assumption of Risk 
prior to being provided access to the facility. 
 
Please take care to follow the “Rules of Use” and help keep your Fitness Centre in great shape. 
 
 
RULES OF USE 
 
1. Memberships to the fitness club are provided exclusively to employees of tenants in the building.  Do not 

allow access to the gym to anyone (whether they claim to be a tenant or not).  Those found providing access 
to non-members will have their privilege to use the Fitness Centre revoked immediately. 

 
2. It is understood that while there is no charge to use the Fitness Centre presently, the Landlord may wish to 

charge for these services when a charge is deemed necessary.  Those individuals found to be misusing 
equipment will have their privilege to use the Fitness Centre revoked immediately. 

 
3. Use of the shower and change room is restricted to members of the Fitness Club only. 
 
4. Access to the fitness club is provided by security access card.  If you do not already have a security card, 

one can be issued by your company’s Authorized Tenant Contact on form F-3 in the Tenant Manual.  We 
will not issue new security access cards for the fitness club to individuals without this form. 

 
5. The Fitness Centre is open from 6:00 AM to 9:00 PM Monday to Friday and from 7:00 AM to 5:00 PM on 

weekends and holidays. 
 
6. Due to the limited number of lockers, we regret that use of the lockers is restricted to the time of actual use 

in the Fitness Centre.  Any locks found on lockers for more than 24 hours will be removed and the contents 
taken to the Superintendent’s office on the 21st floor. 

 
7. Please respect the equipment and ensure that you DO NOT BANG the weights on the Vectra and Universal 

equipment.  Repeatedly damaged equipment will no longer be repaired and simply removed. 
 
8. Please advise building management if any equipment requires maintenance or repair. 
 
9. No food or beverages are allowed in the fitness centre except for water bottles, which are not allowed on or 

around electric equipment. 



 
10. Condition of Membership:  All members must sign the attached “Exclusion and Waiver of Liability and 

Assumption of Risk” prior to being granted a membership to the fitness club. 
 
11. The Landlord reserves the right to revoke privileges to anyone found to be in breach of the Rules of Use. 
 
I have read the above “Rules of Use” and agree to abide by them. 
 
 
                
Signature       Witness 
 
 
                           
Print Name       Print Name 
 
               
Company       Date 
 
       
Business Telephone 
 
 
Security Card No:       

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Form #: F - 9
 
 



BY SIGNING THIS DOCUMENT, YOU ARE AFFECTING YOUR LEGAL RIGHTS.  PLEASE READ 
CAREFULLY! 

 
 

EXCLUSION AND WAIVER OF LIABILITY AND ASSUMPTION OF RISK 
 
 
Dated this    day of      , 200 .
 
 
389288 B.C. Ltd. (the “Company”) operates a fitness centre located at 1188 W. Georgia Street, Vancouver, British Columbia (the 
“Premises”). 
 
 
[Please initial the following sections A through E and paragraphs 3, 4 and 5.] 
 
 
A   I wish to use the equipment, programs and facilities located at the Premises. 
 
B   I recognize that there are risks associated with using the equipment, programs and facilities at the Premises. 
 
C   I will consult, have or should have consulted with a physician or physicians with respect to the appropriate exercise regime, level 

of physical exertion, and frequency and duration of exercises before and regularly after engaging in the use of the 
equipment, programs and facilities located at the Premises.  I confirm that I am aware that I should have regular, periodic 
medical check-ups during which I should advise my physician of my activities at the Premises. 

 
D   I acknowledge that I am over 19 years of age, and voluntarily choose to use the equipment, programs and facilities at the 

Premises. 
 
E   I recognize that the Company is not responsible for any exercise routine(s) or program(s) which I have adopted as a result of 

suggestions, instructions or prescriptions given by sources (i.e. physicians, health books and guides, media programs) 
unrelated to and outside the control of the Company 

  
 
 NOW THEREFORE in consideration of the Company allowing me to use the Premises, I hereby on my own behalf or my heirs, 
executors, administrators, assigns or anyone else who may now or at any time hereafter claim in my name of my behalf: 
 
1. Release and forever discharge the company and its directors, officers, employees and agents from and against all actions, 

causes of action, damages, debts, claims, demands, cost and expenses relating to or arising out of my use of the Premises 
whether or not incurred by the negligence of the company, its directors, officers, employees or agents. 

 
2. Agree to indemnify and save harmless the company and its directors, officers, employees and agents from and against all 

actions, causes of action, damages, debts, claims, demands, cost and expenses which may hereafter be brought against all 
or any of them by or on behalf of any person and which relate to or arise out of my use of the premises even if such 
actions, causes of action, damages debts, claims demands, costs and expenses accrued by reason of the negligence of the 
company, its directors, officers, employees or agents. 

 
3. This waiver and Exclusion of Liability and Assumption of Risk represents the entire agreement.  I acknowledge that I 

have not relied on any agreements, covenants, warranties or representations of any kind whatsoever not included in this 
exclusion and waiver of liability and assumption of risk. 

 
4. I acknowledge that the facts in respect of which this waiver and exclusion of liability and assumption of risk is made may 

prove to be other than or different from the facts which I at present time understand to be true and I agree that this waiver 
and exclusion of liability and assumption of risk shall be in all respect enforceable and not subject to termination, 
rescission or variation if my present understanding of said facts is incorrect. 

 
 

Form #: F – 9 
 



 
5. I further acknowledge and accept that I am solely responsible for the determination of the nature and extent of risks 

involved in using the equipment, programs and facilities at the Premises. 
 
6. When the context hereof makes it possible, the word “person” appearing in this Agreement includes in its meaning any 

firm and any body corporate or politic. 
 
This Agreement shall be governed by the laws of British Columbia and the parties hereto attorn to the jurisdiction of the Courts of British 
Columbia. 

 
I HAVE CAREFULLY READ THIS WAIVER AND EXCLUSION OF LIABILITY AND ASSUMPTION 
OF RISK AS SET OUT ABOVE AND I UNDERSTAND AND AGREE TO ITS PROVISIONS. 
 
Dated this    day of      , 20  at the City of Vancouver, in the Province 
of British Columbia. 
 
SIGNED, SEALED AND DELIVERED  
in the presence of: 
 
 
       
Signature of Witness 
 
 
       
Name of Witness – Print 
 
 
             
Address of Tenancy      Signature of Applicant 
 
 
             
        Name of Applicant - Print  
 
 
       
 
 
       
Occupation 
 
 
 
 

Please submit this form to: 

 

GWL REALTY ADVISORS INC.             Form #: F - 9
Pls contact OneServe Tenant Services at 604 713 6495 to have form picked up 
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