
6300 Wilshire Blvd  

MOVING POLICY 

The following rules pertain to moving furniture, equipment and supplies into and out of 6300 

Wilshire. 

ANY MOVERS THAT DO NOT ADHERE TO THE FOLLOWING RULES WILL NOT BE 

ALLOWED TO ENTER THE PREMISES AND/OR WILL BE REQUIRED TO DISCONTINUE 

THE MOVE. 

1. Clean Masonite sections will be used as runners on all finished floor areas 
where heavy furniture or equipment is being moved with wheel or skid type 
dollies.  The Masonite must be at least one-fourth (1/4) inch thick, with 4' x 8' 
wide sheets in elevator lobbies and corridors and 32" wide sheets of Masonite 
runners taped together to inhibit sliding.

2. All walls, door facings, elevator cabs and other areas along the route to be 
followed will be inspected by the movers and a Building Management 
Representative before and after the move.  In the event the move shall take 
longer than one day, the Building Management Representative shall walk the 
route with the movers each day to insure no damage has incurred. The 

mover must provide and install protective coverings on all walls, door facings, 

elevator cabs and other areas along the route to be followed during the move.

3. The expense of repairing any damage to the building or fixtures caused by the move 
is hereby the joint responsibility of the Mover and the Tenant.

4. Only the freight elevator will be used for the movement of furniture, equipment 
and supplies unless prior written approval to use additional elevators is granted 
by the Landlord.

5. Movers have to move furniture from the truck directly into suite.  There is to be 
no staging of furniture on sidewalks or walkways, corridors or hallways. 
Furniture stacking in these areas is a fire life safety hazard and can 
potentially block the ingress/egress of persons during an emergency.  If asked to 
comply more than once the move will be halted immediately.

6. The Tenant must make arrangements with the Management Office for use of 
the freight elevator for each move.  A definite arrival time must be established 
prior to finalizing move-in plans.  If Management Office supervision is required 
during the move a $50.00 per hour fee will be charged to the Tenant.

7. The move should be planned after 5:30 p.m. - 8:45 pm Monday – Friday or on 

Saturday from 8 am to 6 p.m. Sundays are not allowed due to City Noise 
restrictions to neighboring residents. Any costs incurred by the building 
associated with the move will be charged to the Tenant. 
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8. The moving company must carry the insurance coverage (attached).

The moving company is hereby required to make arrangement to provide Landlord with a 

current certificate of insurance not later than two weeks before the move takes place.

Additionally, when large items are being moved in or out of the building, it is necessary to coordinate 

these actions with the Building Management Office for the use of the freight elevator. 

The foregoing Moving Policy for 6300 Wilshire Boulevard, Los Angeles, CA, has been read and is 

understood.  We agree to comply with its provisions. 

Tenant: _________________________________________________________________ 

Suite: ___________________ Telephone: ______________________ 

By: _______________________________________ ______________________ 

    Tenant's Principal, Officer or Liaison Date 

Mover: __________________________________________________________________ 

Address: ____________________________________________________________ 

Telephone: ____________________________________________________________ 

Anticipated moving date/time: ________________________________________________ 

By: ____________________________________________________________ 

Name/Title 

Date: ____________________________ 



Memo 
To:        6300 Wilshire Vendors 

From:    U.S. REIF SIC 6300 WILSHIRE, LLC 

Date:     June 17, 2020 

Re:  Notice to Contractors & Vendors - COVID-19 Site Directives for 6300 Wilshire 

Recent guidance from governmental authorities indicates that an increase of business activities 
will be allowed in the near future and we wanted to share changes that will be taking place in 
building operations at 6300 Wilshire. While we have continued to remain open to service our 
Tenant’s essential business operations, we would like to provide an update on our procedures, 
as well as information to assist with your plans for working and servicing the building. We 
continue to follow guidance from the Centers for Disease Control and Prevention (CDC) and 
industry professionals regarding the best practices to limit the transmission of infectious 
aerosols, and we have outlined specific policies and guidelines below for the building. We will 
continue to take steps to promote health and safety in the building, and we greatly appreciate 
your assistance in coordinating your internal procedures to adapt to the changes in the 
workplace environment.  

Below is a summary of relevant topics, which may be most helpful to share with your employees 
and staff in advance of performing any work in the building.  Please be aware that we may need 
to make near-term modifications to these policies and services in order to comply with the 
evolving regulatory environment. With a focus on transparency and open communication, we 
expect to provide frequent and regular updates. We appreciate your flexibility as we work 
collectively to come together again as a community. We will continue to provide updates as the 
situation continues to evolve, and please feel free to contact us if you have any questions.   

We greatly appreciate your assistance as we all adapt to this situation, and we look forward to 
this important milestone in resuming operations. We have been working hard to prepare the 
building and update procedures, and we thank you for your services! 

NEW COVID-19 DIRECTIVES FOR ALL CONTRACTORS AND VENDORS 

1. Each vendor and contractor shall develop a comprehensive COVID-19 exposure control, mitigation,

and recovery plan. The plan must include policies regarding the following control measures: PPE

utilization; on-site social distancing; hygiene; sanitation; symptom monitoring; incident reporting; site

decontamination procedures; COVID-19 safety training; and exposure response procedures. A copy

of the plan must be delivered to all employees and provided to Landlord upon request.

2. All vendors and contractors are required to comply with all city, county, state and federal

requirements for workplace operations and safety.

3. Each vendor and contractor is required to comply with the State of California’s COVID-19 worksite

specific safety practices applicable to such contractor’s or vendor’s business and employees in the

Property Management Office 
The Swig Company, LLC 

6300 Wilshire, Suite 140 
Los Angeles, CA 90048 
Ph: 323-655-5096 
6300management@swigco.com 

mailto:6300management@swigco.com


Building to the extent applicable, as set forth at https://covid19.ca.gov/industry-guidance/ (the 

“California COVID-19 Guidance Site”). 

4. Each vendor and contractor shall strictly comply with all guidelines, memoranda and other directives

issued by Landlord or its property manager from time to time.

5. In the Building’s common areas, the following practices and procedures must be adhered to by all

vendors and contractors:

a. All vendors and contractors shall screen their employees for symptoms of COVID-19 prior

to entering the building on a daily basis, and shall not permit any employee exhibiting any

such symptoms to enter the building.

b. All posted signage and directional requirements concerning ingress and egress to and from

the Building, common area and elevator usage shall be strictly complied with.

c. Social distancing of at least 6 feet of separation must be maintained by every person in the

common areas to the greatest practicable extent at all times.

d. All persons shall wear a mask or face covering over his or her mouth and nose at all times

while in the building’s common areas (including lobbies, elevators, garages, restrooms, etc.)

Thank you for your attention and cooperation. 

Vendor by signing below you have read and understand the “Notice to Contractors & Vendors - COVID-19 Site 
Directives for 6300 Wilshire and will ensure they are followed by your employees. 

Name:_________________________________________________ Title: __________________ 

Signature: ___________________________________________________ Date: _____________ 

Company Name: ______________________________________________ 

Date you will be onsite: _________________________________________ 

Tenant Name /Suite:______________________________________________________________ 

https://covid19.ca.gov/industry-guidance/
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6300 Wilshire 
Vendor Insurance Requirements 

Contractor shall, throughout the duration of the project or delivery, at its expense, carry 
and from time to time renew, the following insurance:   

Worker’s Compensation Insurance in an amount required by the State of California; 

Employer’s Liability Insurance in the minimum amount of ONE MILLION DOLLARS 
($1,000,000.00) combined single limit for all damages arising from each accident or occupational disease; 

Commercial General Liability Insurance written on a per-occurrence and not a claims-
made basis in an amount not less than ONE MILLION DOLLARS ($1,000,000) combined single limit and 
TWO MILLION DOLLARS ($2,000,000) general aggregate, including broad form contractual liability 
coverage for Contractor’s indemnification as provided for in this Agreement; 

Comprehensive Automobile Liability Insurance in the minimum amount of 
$1,000,000.00 combined single limit for Bodily Injury and Property Damage if automobiles are used in the 
performance of Contractor’s obligations hereunder; 

Excess Liability Insurance in the minimum amount of FIVE MILLION DOLLARS 
($5,000,000) combined single limit covering both Bodily Injury and Property Damage; and  

Professional Errors and Omissions.  If Contractor is performing professional services 
under this Agreement, such as design, engineering or environmental consulting, Professional Errors and 
Omissions insurance in an amount not less than ONE MILLION DOLLARS ($1,000,000) per claim and in 
the aggregate.  Said errors and omissions insurance shall remain in effect (with retroactive date not later 
than the date of this Agreement) until the date of final completion of the services under this Agreement plus 
five (5) years, or for so long as such insurance is available at commercially reasonable rates.  If Contractor 
determines that such errors and omissions insurance is not available at commercially reasonable rates, 
Contractor shall so notify Owner in writing. 

Certificates in customary form, evidencing that premiums for the foregoing insurance have been 
paid (together with a copy of the underlying policy, if requested by Owner), shall be delivered by Contractor 
to Owner simultaneously with Contractor’s execution of this Agreement and prior to Contractor performing 
any Services hereunder.  Each policy shall provide that it will not be cancelled or materially altered without 
thirty (30) days’ advance written notice by registered or certified mail at the address specified below. 
Contractor shall deliver to Owner the certificates of insurance evidencing the renewal of the insurance 
required hereunder no less than thirty (30) days prior to expiration of such insurance, together with evidence 
satisfactory to Owner of the payment of the premium.  Contractor shall name the following parties (together 
with their affiliates or related entities and their respective successors and assigns) as Additional Insureds 
on each of its insurance policies (other than the errors and omissions insurance policy unless otherwise 
directed by Owner in writing): 

Owner’s Additional Insureds: 

U.S. REIF SIC 6300 Wilshire, LLC, SIC-6300 Wilshire, LLC and THE SWIG COMPANY, LLC and 
its affiliates, subsidiaries, successors, directors, employees, and agents as additional insureds.  

Certificate Holder: 
U.S. REIF SIC 6300 Wilshire, LLC 
6300 Wilshire Blvd, Suite 140 
Los Angeles, CA 90048 



All such insurance shall be issued by Companies licensed to do business in the state of 
California, having a Best’s rating of not less than A-VIII, and otherwise satisfactory to Owner. All of such 
policies shall be on an “occurrence basis.” 

 
All certificates of insurance must contain a definite provision that if the policies of insurance 

evidenced by such certificates are canceled or changed during the periods of coverage as stated therein, 
in such a manner as to effect the coverage afforded by such policies, written notice will be mailed to Owner 
by certified mail and return receipt requested at least thirty (30) days prior to such cancellation or change. 

 
Contractor shall procure an appropriate clause in, or endorsement on, each of its policies for fire or 

extended coverage insurance and on all other forms of property damage insurance covering the 
Contractor's personal property, materials or equipment whereby the insurer waives subrogation or consents 
to a waiver of the right of recovery against Owner, and having obtained such waiver of subrogation or waiver 
of the right of recovery, Contractor hereby agrees that it will not make any claim against or seek to recover 
from Owner for any loss or damage to property of the type covered by such insurance. 

 
Contractor’s Commercial General Liability Insurance shall be primary, and any such insurance 

maintained by Owner shall be secondary and non-contributory and excess over the Commercial General 
Liability Insurance to be maintained by Contractor hereunder. 

 
Contractor agrees that the provisions set forth in this Paragraph shall be imposed upon, assumed 

and performed by each of its subcontractors, if any. 
 

 

 

 

 

Left Blank Intentionally 

 

 

 

 

 

 

 

 

 



6300 Wilshire Blvd 
Freight Elevator Information:
•Pallets are not allowed to enter the freight
elevator. 

•Tenant is not allowed to block the entry/
exit of the freight elevator area. (Staging in 
this area is not allowed) 

•Delivery must be dismantled in the loading
dock area (exterior of bldg.)  not inside the 
freight elevator lobby.

•Staging is not allowed on your floor.
Delivery must go straight from the freight 
elevator into your suite or out to the loading 
dock area.   

•The interior dimensions of the freight
elevator cab are 6’6” wide by 6’ deep by 10’ 
high. The doorway to the freight elevator is 
3’5” wide by 7’ high. Tenant to ensure your 
delivery does not exceed the elevator 
dimensions.
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