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 ADDENDUMS were prepared to assist tenants in using the resources of the building.  They include detailed 

information in regard to TIC’s Rules & Regulations, Services, Rates and Special Services. 
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MESSAGE FROM 

EXECUTIVE DIRECTOR 

 
 
The Interchurch Center was conceived in the 1950’s as a visible symbol of Christian 
cooperation; an instrument for encouraging such cooperation; and, as a high-caliber, 
affordable office building for non-profit agencies.  TIC soon expanded its vision to 
embrace not only the ecumenical movement but also the interfaith movement.  In so 
doing, it now houses agencies whose concerns include religion, education, culture and 
social services.   
 
TIC offers a collaborative and consensus-building setting, with the goal to provide a 
positive working environment for religious and non-profit groups conducive to the 
achievement of their respective missions.   
 
Welcome! 
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MISSION STATEMENT 
 
 
The Interchurch Center is owned and managed under the auspices of several Christian 
organizations as a Class A office facility, with the mission to provide a working 
environment that is conducive to ecumenism and interreligious involvement. 
 
To further this Mission, The Interchurch Center: 

 Maintains a high quality, state-of-the-art building with superior 
accessibility and a range of convenient tenant-related services; 

 Draws on traditions of hospitality within the Christian heritage, which 
intentionally promote a sense of community and respect for diverse 
religious views; 

 Establishes programs that support Tenant Agencies, and offers 
opportunities for networking and exchange among all tenants; 

 Seeks to be a positive presence in the surrounding neighborhood and 
New York City. 
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INTRODUCTION TO THE INTERCHURCH CENTER 
 
 
Welcome to The Interchurch Center (“TIC”).  This manual is designed to provide factual 
information to enable all members of TIC’s “family” to understand our operations and to 
achieve a high degree of mutual support and good will as we work together in this rather 
special building.  It contains helpful information as well as selected rules and regulations to 
assist occupants.  (Additional rules and regulations are set forth in each Tenant Agency’s 
respective lease.)  Changes to the rules and regulations are made known by interim 
announcements to the heads of Tenant Agencies for all building occupants. 

 
TIC is organized on a non-profit basis.  Ordinary costs are shared by tenant organizations in 
several ways.  The basic costs of operation and maintenance—heat, electricity, cleaning, 
elevator service, etc.—plus depreciation and a capital projects fund are recovered through 
rent that reflects a professional judgment on the relative values of leased space.  Monthly 
charges, based upon experience, are adjusted the following year with a final charge or 
credit after the annual audit. 
 
The cost of the telephone system, in which Tenant Agencies participate, is recovered 
through a billing system based upon telephone usage. 
 
Above-normal costs are paid by that Tenant Agency, which places a work order for special 
services, e.g., after-hours need for heat or air conditioning, security, occasional special 
porter service, as well as the painting of tenant-occupied areas. 
 
Twelve organizations contributed working capital to start TIC, loaning a portion of the 
money needed for construction.  (The bulk of the money required was obtained through a 
commercial loan; there were also gifts from individuals and foundations.) These bodies, 
known as the Beneficiary Board (the “Corporation”), appoint “members” to this Board.  
Ultimate responsibility for TIC rests upon the Corporation members.  The Corporation 
annually elects a board of 22 trustees.  The Trustees have immediate responsibility for TIC, 
and work through committees and subcommittees. 
 
As a building for non-profit agencies, The Interchurch Center uses 3-tier leasing to ensure 
its identity and foster its mission. 
1. Religious organizations 

a. Beneficiary Board members 
b. Christian organizations 
c. Other religious agencies 

2. Educational and scientific not-for-profits 
3. Other eleemosynary (“charitable”) not-for-profits 

 
The President/Executive Director of TIC (Paula Mayo) is the chief executive officer.  The 
President oversees the staff of TIC on behalf of the Trustees and the contracted services.  
Most of the services are contracted through a real estate managing agent (Newmark Grubb 
Knight Frank).  The agent employs the Senior Property Manager (Timothy Hogan) and a 
staff. 
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ADMINISTRATION & EMERGENCY PHONE NUMBERS 

Below is a select list of emergency and TIC administration staff extensions/phone 
numbers.  (A more complete list of contact information for staff, as well as for Tenant 
Agencies, can be found in the TIC Tenant Agency Directory (2017), as well as on 
TIC’s website, www.interchurch-center.org.)  When calling from outside TIC’s telephone 
network, dial (212) 870 + 4-digit extension (except for exts. 4600 and 70062). 
 

EMERGENCY NUMBERS 

Emergency Extension / Phone Procedure 

BUILDING PROBLEMS 
(burst pipes, etc.) 

3035 / 3111 
After Hours:  2410 / 3002 

-- 

ELEVATOR ENTRAPMENT -- Press alarm button—alarm rings at 
Security Desk in Main Elevator Lobby. 

Do not attempt to force open the 
elevator doors. 

FIRE / SECURITY 
(bomb threats, etc.) 

3111 
After Hours:  2410 / 3002 / 3311 

 There are 3 pull stations located at 
each stairway on floors 2 – 19; go to 
any pull station, and pull alarm; 

 Call 911. 

GARAGE 2920 -- 

MEDICAL (Wellness Center) 46003 
After Hours:  2410 / 3002 / 3311 

Call 911. 

RECEPTION (Front Desk, 

Claremont Avenue Lobby) 
2410 
After Hours:  3002 / 3311 

-- 

SECURITY 2140 -- 

Building Management ......................................................................................... 3011 / 30354 

Food Service .................................................................................................................. 3043 
Loading Dock ................................................................................................................. 7006

5
 

Main Number ................................................................................................................. 2200 
Night Cleaning Supervisor .............................................................................................. 3311 
President/Executive Director........................................................................................... 2940 
Reception (Suite 240) ...................................................................................................... 2933 
Security (general) ............................................................................................................ 2140 
Telecommunications ....................................................................................................... 3012 
Tenant Relations ............................................................................................................ 2954 
Wellness Center (health/non-emergency) .......................................................................... 3053 

                                                 
2
 Exts. 4600 and 7006 cannot be called from outside the building.  To access, call (212) 870-2200. 

3
 Ext. 4600 cannot be called from outside the building.  To access, call (212) 870-2200. 

4
 Before or after business hours, call ext. 2410 / 3002. 

5
 Ext. 7006 cannot be called from outside the building.  To access, call (212) 870-2200. 

http://www.interchurch-center.org/
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THE BUILDING 

 
 

Access Hours & Special Days 
On business days (Monday – Friday, excluding building holidays), the building is open 
from 7:30 AM - 5 PM.  Only those with a valid and visible TIC building ID pass (“Building 
Pass”) or Visitor Pass will be admitted. 

However, the building is accessible 24 hours/day, 7 days/week for those with a valid S-1 
or S-2 Building Pass (see Building Pass section below). 

Persons wishing access before/after normal business hours (8 AM – 5 PM) must 
show/swipe a valid ID pass. 

 Emergencies 
In those rare cases when the authorities discourage coming to work or encourage 
early dismissals, and in the even rarer case when a catastrophic emergency (force 
majeure) requires it, the Executive Director may declare an ‘emergency situation.’  
When the decision is made overnight—making the next day a special building 
holiday—tenants should call the Main number (212-870-2200) to see if Building 
Management is open and if services are available.  Additionally, each Tenant 
Agency should create its own emergency telephone network to notify its employees 
in regard to such emergency situations. 

When the decision to dismiss early is made during working hours, TIC will notify, by 
telephone or e-mail, each Tenant Agency’s designated person. 

 Holidays 
A holiday schedule for building and food service staff for the upcoming year is 
announced annually.  On these holidays, access to the building is restricted in the 
same manner as on weekends. 

Tenant Agencies have the option of making such holidays regular work days for their 
respective organizations, in which case, a charge will be incurred for building 
services needed, i.e., HVAC, security, garage and cafeteria (see ADDENDUMs B, C, D 
& E). 

 Inclement Weather 
TIC remains open at all times, including in inclement weather.  It is the responsibility 
of each Tenant Agency to decide whether or not it will remain open during this time.  
To find out whether administration offices are open or closed, call the Main number 
(212-870-2200). 

 

Building (“ID”) Pass & Personnel Data Form6 
Building Passes are issued to all tenant employees by TIC’s Administration Office (Suite 
240, ext. 2933).  Passes should be worn at all times while in the building and MUST be 
visible while passing security checkpoints. 

 Upon authorization of employment, an employee working in TIC is issued an 
employee Building Pass.  Each Building Pass is personal and cannot be given or 

                                                 
6
 See also Security Policy. 



TIC 

TENANT MANUAL (2017) 

 

 

10 

5/10/2017ja 

loaned to another person.  The Pass bears the employee’s picture, name, Tenant 
Agency number, identification number and the employee’s signature.  The normal 
employee Building Pass has no expiration date.  However, upon termination of 
employment, a Pass should be returned to TIC’s Administration Office for 
cancellation.  (This may be done by the individual or the relevant Tenant Agency.) 
o Employee Building Passes are not issued to offsite employees, or to a Tenant 

Agency’s temporary staff (e.g., auditors).  Such employees are considered 
visitors and are issued a daily Visitor Pass (see Security Policy/Passes). 

o For short-term employees, the pass is coded and bears an expiration date. 
o There are three (3) types of employee Building Passes, indicated by the font 

color of ‘475’ on the Pass.  
 S-1, Blue: Admittance to TIC at any time. 
 S-2, Orange: Admittance to TIC at any time, and can authorize  

admittance of accompanying visitors. 
 S-3, Green: Admittance to TIC only during normal business  

hours (8 AM – 5 PM). 

If an S-3 pass holder needs access to the building outside of regular working 
hours, an employee Pass can be temporarily upgraded only with a written 
request on agency letterhead from an authorized Tenant Agency 
representative.  The request should be given to a Reception Desk attendant 
and a copy given to Building Management (Suite 240). 

o The Building Pass is issued in a plastic holder with either a chain or clip—
whichever employee prefers.  Nominal fees apply to the replacement of these 
items.  However, if the identification photographs on an employee’s pass fades 
over time, a new Building Pass will be issued to the bearer, free of charge. 

o If lost, the loss must be reported promptly to TIC’s Administration Office (Suite 
240, exts. 2933 / 2954).  TIC will issue a replacement for a lost, stolen or 
mutilated Building Pass upon payment of a $10 fee.  In such circumstances, the 
pass holder must obtain a new Personnel Data Form (see below) from his/her 
employing Tenant Agency, and present it, along with the requisite fee. 

o Handicapped personnel with employee Building Passes who enter the building 
through the garage may utilize an elevator from the basement level; their passes 
should be visible to the elevator operator when they board. 

o Passes are the property of TIC, even while in the employee’s possession, 
and are subject to revocation without notice and without cause.  Violation 
of TIC’s policies and security regulations may lead to revocation of a pass. 

 Personnel Data Form7 
In order for a new on-site employee to obtain a Building Pass, their Tenant Agency 
must prepare a Personnel Data Form for them.  It is the responsibility of each 
Tenant Agency to make sure that Personnel Data Forms are filled out and affixed 
with an authorizing signature.  (Forms are available from TIC’s Administration Office, 
Suite 240, from 9 AM – Noon.) 
  

                                                 
7
 See copy of Personnel Data Form (Attachment 1). 
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The Form: 
o Provides Building Management with the name, phone number and Tenant 

Agency of all new employees; 
o Helps redirect inadequately addressed employee mail to the correct agency; 
o Permits Reception Desk attendants to notify the employee of the arrival of an 

unexpected visitor. 

When an employee is terminated, their Building Pass should be returned to The 
Interchurch Center’s Administrative Office (Suite 240), together with a Personnel 
Data Form reporting the termination. 

 

Orientation 
Once a month, TIC offers a general, one-hour Orientation Session.  Agencies are 
encouraged to permit and promote participation of their new employees in this seminar. 
 

Regulations (See ADDENDUM A) 
 Fire Protection 

o Alarms & Advice 
TIC is a modern, fire-resistant building equipped with an automatic sprinkler 
system.  The building is constructed so that most fires will be confined to one 
floor, and generally only to a part of that floor.  When smoke enters the 
ventilating system, the main air intake and exhaust dampers close, and the fans 
shut off so that the smoke will not be circulated to other parts of the building. 

There are also automatic detection devices which set off the fire alarm when 
conditions signify a possible fire. 
 There are three (3) alarm boxes on each upper floor (no person is more than 

100 feet from an alarm box).  Volunteer Fire Wardens must be appointed for 
each floor by each Tenant Agency on that floor, and a floor’s Fire Warden 
must sign in at the Lobby entrance when they arrive for work. 

 Fire extinguishers are placed throughout the building. 
 There are three (3) emergency stairways (A, B and C).  (See Stairways below 

for more information.) 
 Elevators are sometimes automatically cut off from normal operation when a 

fire alarm sounds.  They return to the Main Lobby, open and, after a short 
time, close.  If you are in an elevator car under these circumstances, get 
out when the doors open, and stay out to avoid the possibility of being 
trapped inside. 

IF AN ALARM HAS BEEN ACTIVATED AND THE 
ELEVATORS CONTINUE TO OPERATE, DO NOT ENTER 
THE ELEVATOR. 

 Many precautions have been taken for the safety of building occupants.  
Nonetheless, all personnel are urgently requested to obey the instructions of 
Fire Wardens and the Fire Department and if instructed, leave promptly. 
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o Fire Alarm Procedures (in case of an alarm) 
DO NOT PANIC.  Follow the procedures shown below, and proceed swiftly but 
deliberately, being aware of the need to avoid causing injury or other difficulty to 
anyone around you or those on stairs ahead of you.  DO NOT TRY TO USE A 
PASSENGER ELEVATOR AS A MEANS OF EVACUATION. 
 When a fire alarm is set off within the building, the emergency signal is 

sounded both on the floor where the fire or condition causing the signal has 
occurred, as well as on the floor immediately above.  A fire alarm is 
transmitted to the local fire department.  The Fire Tone signal will sound on 
other floors.  (See Signals section below for more information.) 

 The Fire Safety Director proceeds to the Lobby Fire Command Station, where 
there is a visual indication of the floor where the emergency condition has 
developed as well as the kind of detection device that gave the alarm. 

 The Fire Safety Director stationed at the Lobby Fire Command Station asks 
Fire Wardens on the fire alarm floors to report conditions on their respective 
floors via the Fire Warden Phone located outside the Men’s Room on each 
floor.  The Fire Safety Director will inform tenants after receiving reports from 
floor Fire Wardens. 

 Personnel on relevant floors, i.e., floors on which the alarm sounds, should go 
to a stairwell entrance, and then follow the instructions of the Fire Warden on 
their floor.  The Fire Safety Director may order selective evacuation and ask 
those on other floors to ‘stand by.’  When ‘stand by’ instructions are issued, 
personnel are urged to remain at the stairwell entrance until given an ‘all 
clear’ command by the Fire Safety Director. 

 The Fire Warden on each floor may override the ‘stand by’ instruction and 
order an evacuation if, in his/her judgment, this is warranted.  All personnel 
should follow the instructions of the Fire Warden for their respective floor. 

 Personnel may return to their work areas after the highest ranking Fire 
Department officer on the scene grants permission.  The Fire Safety Director 
will communicate this as an ‘all clear’ command. 

 Personnel should not enter an elevator while a fire condition alarm is 
sounding—if elevators are still in operation, there is a danger that the elevator 
could stop and doors open on the fire floor.  Once there is an ‘all clear’ 
command, elevators and not stairs should be used by evacuated personnel to 
return to work stations. 

 Personnel who have evacuated office floors must display Building Passes in 
order to be re-admitted past the security checkpoints.  Anyone who cannot do 
so must get a Visitor Pass from a Front Desk Attendant.  As at other times, a 
Visitor Pass will be issued only after authorization has been obtained in the 
customary manner.  (See under Security Policy/Visitor Passes.) 

 If a full building evacuation is required, each Tenant Agency should evacuate 
to its designated remote report area.8 

 Do not telephone to inquire about the details of an emergency.  Phone 
lines must remain clear in order to receive and make urgent, necessary calls 
to deal with the emergency. 

                                                 
8
 See “Off-Site Assembly Areas & The Four Aces of High Rise Office Building Fire Safety” (Attachment 2), which 

is available from Fire Wardens and from the Building Office (Suite 240). 
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 Do not initiate conversations with security officers or other building 
staff during the time between a fire alarm and the ‘all clear’ 
announcement.  The safety of all will be improved if these personnel are not 
distracted from their duties. 

o Handicapped Personnel 
Personnel who cannot easily negotiate the stairs may seek refuge at their level in 
the stairwell (Stairway C) on the Claremont Avenue side of the building where 
there is a high degree of temporary safety (assuming there is no fire or smoke 
condition in this stairway).  Such personnel must be accompanied by two (2) 
tenant employees designated from their respective Tenant Agency.  In the event 
a hazard develops, Fire Department personnel are generally expected to rescue 
handicapped personnel who are in the Claremont Avenue stairwell. 

o Signals 
TIC uses two (2) types of fire signals. 
 Fire Alarm:  A rising and falling horn signal accompanied by strobe lights 

indicates possible fire on a floor and/or the floor directly below it (fire alarm 
floors). 

 Fire Tone:  A series of short beeps indicates a paging call for the Fire Safety 
Director and the principal Fire Wardens on each floor—other than the fire 
floor and the floor directly above—to report to the Fire Command Stations 
(Warden Phone) on their respective floors.  Voice instructions in plain speech 
are given by the Fire Safety Director to the Fire Wardens over the fire 
communications system, which are heard throughout each floor. 

o Stairways 
 Stairways A, B and C are primarily for emergency evacuation.  They 

terminate as follows:  A/North corridor on Main floor; B/South corridor on 
Main floor; and, C/just outside the ADA entrance on Claremont Avenue.  
Stairway C is near an air shaft that remains free of smoke, even under 
extreme conditions. 

 An alarm will automatically be activated when exiting stairways below 
the 2nd floor.  A person so exiting is subject to challenge by a Security 
Officer. 

 Tenants who wish to use the stairs to go down to or up from the Main Lobby 
may do so by using Stairway A.  They must swipe their building identification 
card at the ‘card swipe’ by the door in the North Lobby or at the top of 
Stairway A on the 2nd floor.  After swiping the card and coming down from the 
2nd floor, the pre-programmed system provides 45 seconds to walk down and 
pass through the door into the Main Lobby. 

 Going up from the Main Lobby, the pre-programmed system allows 15 
seconds to pass through door of Stairway A.  If the door is not closed within 
the allotted pre-programmed time, the stairway alarm system will 
automatically reactivate. 

 Since access through this door can affect building security, Stairway A is 
monitored at all times via a CCTV system.  The door to Stairway A should 
not be held for others, nor should anyone without the required building 
identification be allowed access to this stairway.  If someone without a 
building ID follows you into the stairway, immediately notify Lobby Security. 
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 General 
o Alcoholic Beverages 

The consumption or use of alcoholic beverages in the building’s common spaces 
is prohibited before 4:30 PM.  After 4:30 PM, wine or beer may be served in 
TIC’s common space on the Main floor. 

o Corridors & Lobbies 
 The entrances, lobbies, passages, corridors, stairways and halls must not be 

used for any purposes other than entering and exiting, with the exception of a 
building-wide emergency relocation. 

 Singing, whistling, yelling and noise of a disturbing nature are not permitted. 
 Eating and drinking in such areas are not allowed. 
 The distribution of papers, leaflets and pamphlets and the solicitation of 

signatures on petitions in such areas are forbidden.  No obstacles of any kind 
are to be placed in the corridors on any floor of the building. 

o Drugs 
Except for pharmaceutical requirements of a tenant organization in the pursuit of 
its tax-exempt purposes, it is forbidden to possess narcotics or other ‘controlled 
substances’ of any kind. 

o Gambling 
Gambling or the use of gambling apparatus; the sale of lottery tickets; conducting 
raffles; or the solicitation of contributions in exchange for ‘chances’ on a prize or 
prizes are all forbidden. 

o Recycling Requirements 
The New York Sanitation Department requires that Tenants source separate their 
refuse into three different groups: Garbage/Paper/Metal, Glass, Plastics, and 
Beverage Cartons.  Tenants should contact the Management Office (Suite 240) 
to learn more about how to meet the sanitation requirements.9 

o Signs & Posters 
No signs, posters or other papers are to be attached to any common area walls 
(e.g., meeting rooms), facilities or tenant entrance doors.10  The use of easels 
and display stands is encouraged.  Upon request, TIC’s Tenant Relations 
Manager (ext. 2954) can provide easels. 

o Vendors, Solicitors, Private Business 
This building and its facilities are operated on a tax-exempt basis for the 
organizations housed here. Sales and solicitation of sales and gifts are 
prohibited, other than when salespersons and other vendors call on 
organizations for the purpose of serving their needs.  No personal enterprises are 
to be carried on within the building. 

 Non-Fire Hazards 
The above procedures are also generally followed in the case of non-fire hazards 
that occur in the building or surrounding area.  Depending upon the circumstances, 
the emergency signal is likely to be sounded on all floors and a general evacuation 
may be required.  In such cases, the Fire Safety Director, in consultation with police 
authorities on the scene, determines when personnel may return to their work areas. 

                                                 
9
 See copy of “What to Recycle” (Attachment 3). 

10
 See section on Common Space Meeting Rooms under Services. 
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o Elevator Entrapment Guidelines 
It can be extremely dangerous for untrained, non-elevator contractor/company 
personnel to extract people from stalled elevator cabs.  Numerous dangers exist 
for both the cab occupants and the persons attempting to release them.  This 
includes hazards from moving equipment, open shaft ways and sudden, 
unexpected movement of cars.  Therefore, Building Management employees, 
TIC employees, and vendors (except trained elevator company personnel) are 
prohibited from taking any action to release any persons from any stalled 
elevator, except in the following uncommon circumstances, in order to prevent 
loss of life or severe medical emergency: 

1) There is immediate life threatening danger to the cab 
occupants, such as from smoke, fire, flood, structural failure; 
or, 

2) The psychological condition of any cab occupant(s) poses an 
immediate threat of loss of life to other occupants of the cab. 
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ADDENDUM A 
 
 

RULES & REGULATIONS 
 
 

1. The sidewalks, entrances, passages, courts, elevators, vestibule, stairways, corridors or halls 
shall not be obstructed or encumbered by any Tenant or used for any purpose other than 
ingress and egress to and from the demised premises. 

2. No projections shall be attached to the outside walls of the building.  No radio or television 
aerials, antenna, poles or masts shall be projected from windows or be attached to or placed 
upon the outside walls of the building.  No curtains, blinds, shades or screens shall be attached 
to or hung in, or used in connection with, any window or exterior door of the demised premises 
without the prior written consent of Landlord.  Such blinds, shades, screens or other fixtures 
must be of a quality, type, design and color, and attached in the manner approved by Landlord. 

3. No sign, advertisement, notice or other lettering shall be exhibited, inscribed, painted or affixed 
by any Tenant on any part of the outside or inside of the Building, except for inside the demised 
premises, without the prior written consent of Landlord.  In the event of the violation of the 
foregoing by any Tenant, Landlord may remove same without any liability, and may charge the 
expense incurred by such removal to the Tenant or Tenants violating this rule.  Interior signs on 
doors and directory table shall be inscribed, painted or affixed for each Tenant by Landlord at 
the expense of such Tenant, and shall be of a size, color and style acceptable to Landlord. 

4. The sashes, sash doors, skylights, windows and doors that reflect or admit light and air into the 
halls, passageways or other public places in the building shall not be covered or obstructed by 
any Tenant, nor shall any bottles, parcels, or other articles be placed on the window sills. 

5. No show cases or other articles shall be put in front of or affixed to any part of the exterior of the 
Building, nor placed in the halls, corridors or vestibules without the prior written consent of 
Landlord. 

6. The telephone closets and water and wash closets and other plumbing fixtures shall not be used 
for any purposes other than those for which they were constructed, and no sweepings, rubbish, 
rags, or other substances shall be thrown therein.  All damages resulting from any misuse of the 
fixtures shall be borne by the Tenant who, or whose servants, employees, agents, visitors or 
licensees shall have caused the same. 

7. No Tenant shall mark, paint, drill into, or in any way deface any part of the demised premises or 
the building of which they form a part.  No boring, cutting or stringing of wires shall be permitted, 
except with the prior written consent of Landlord, and as Landlord may direct.  No Tenant shall 
lay linoleum or other similar floor covering, so that the same shall come in direct contact with the 
floor of the demised premises, and if linoleum or other similar floor covering is desired to be 
used, an interlining of builder’s deadening felt shall be first affixed to the floor, by a paste or 
other material, soluble in water, the use of cement or other similar adhesive material being 
expressly prohibited. 

8. No bicycles, vehicles or animals of any kind shall be brought into or kept in or about the 
premises.  No cooking shall be done or permitted by any Tenant on said premises.  No Tenant 
shall cause or permit any unusual or objectionable odors to be produced upon or permeate from 
the demised premises. 
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9. No space in the Building shall be used for manufacturing, for the storage of merchandise for sale 
(other than books and pamphlets relating to the Tenant’s work), or for the sale of merchandise, 
goods or property of any kind at auction. 

10. No Tenant shall make, or permit to be made, any unseemly or disturbing noises or disturb or 
interfere with occupants of this or neighboring buildings or premises or those having business 
with them whether by the use of any machine, musical instrument, radio, television, talking 
machine, unmusical noise, whistling, singing, or in any other way.  No Tenant shall throw 
anything out of the doors, windows or skylights or down the passageways. 

11. No Tenant, nor any of Tenant’s employees, agents, visitors, invitees or licensees, shall at any 
time bring or keep upon the demised premises any inflammable, combustible or explosive fluid, 
chemical or substance if same shall violate any provision of applicable law or the Lease. 

12. No additional locks or bolts of any kind shall be placed upon any of the doors or windows by any 
Tenant, nor shall any changes be made in existing locks or the mechanism thereof.  Each 
Tenant must, upon the termination of his or her tenancy, restore to Landlord all keys of offices 
and toilet rooms, either furnished to, or otherwise procured by, such Tenant, and in the event of 
the loss of any keys, so furnished, such Tenant shall pay to Landlord the cost thereof. 

13. All removals, or the carrying in or out of any safes, freight, furniture or bulky matter of any 
description must take place during the hours that Landlord or its Agent may determine from time 
to time and must be through the freight entrance.  Landlord reserves the right to inspect all 
freight to be brought into the Building and to exclude from the Building all freight that violates any 
of these Rules and Regulations or the Lease of which these Rules and Regulations are a part. 

14. No Tenant shall occupy or permit any portion of the premises demised to him or to her to be 
occupied as an office for a public stenographer or typewriter, or for the possession, storage, 
manufacture, or sale of liquor, narcotics, drugs, tobacco in any form, or as a barber or manicure 
shop, or as an employment bureau, or otherwise in violation of the Lease. 

15. No Tenant shall purchase spring water, ice, towels or other like service from any company or 
persons not approved by Landlord. 

16. Landlord shall have the right to prohibit any advertising by any Tenant that, in Landlord’s 
opinion, tends to impair the reputation of the Building in view of its special nature or its 
desirability as a building for offices, and upon written notice from Landlord, Tenant shall refrain 
from or discontinue such advertising. 

17. Landlord reserves the right to exclude from the building all persons who do not present a pass to 
the Building signed by Landlord.  Landlord will furnish passes to persons for whom any Tenant 
requests same in writing.  Each Tenant shall be responsible for all persons for whom he 
requests such pass and shall be liable to Landlord for all acts of such persons. 

18. The premises shall not be used for lodging or sleeping. 

19. The requirements of Tenants will be attended to only upon application at the office of the 
Building.  Building employees shall not perform any work or do anything outside of their regular 
duties, unless under special instructions from the office of Landlord or its agent. 
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20. Canvassing, soliciting and peddling in the building are prohibited and each Tenant shall 
cooperate to prevent the same. 

21. There shall not be used in any space, or in the public halls of the building, either by any Tenant 
or by jobbers or others, in the delivery or receipt of merchandise, any hand trucks, except those 
equipped with rubber tires and side guards. 

22. The following are prohibited and shall not be installed or utilized by any Tenant without 
Landlord’s prior written consent, which may be withheld in Landlord’s sole discretion: halogen 
lamps, space heaters, strip electrical outlets, extension cords, additional electrical outlets or 
electrical sockets of any kind. 

23. Smoking is strictly prohibited in all portions of the Building (including the demised premises) and 
is also prohibited outside the Building within twenty-five (25) feet of all entrances (including the 
garage and loading dock entrances), and within twenty-five (25) feet of all outdoor air intakes 
and operable windows.  No Tenant shall permit any of its employees, agents, visitors, invitees or 
guests to smoke at any time in violation of this rule and each Tenant shall cooperate to prevent 
the same. 

24. Tenant shall obtain telephone and internet equipment and services from Landlord, at Landlord’s 
scheduled rates. 
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Security Policy11 
TIC’s Security Policy is for the protection of those who work in and visit The Interchurch 
Center, which includes all tenant organizations, as well as their property. 

 Checkpoints 
During normal business hours (9 AM – 6 PM), two (2) regular checkpoints have 
been established and are located near the elevators on the first floor where Security 
Officers are stationed.  Passes must be displayed for admittance to elevators.  After 
business hours, and on Saturdays, Sundays and holidays, the Reception Desk in the 
Claremont Avenue Lobby serves as the checkpoint. 

 Deliveries / Pickups 
Personnel making large deliveries and pickups should be directed to use the loading 
dock on the West 119th Street side of the building.  Persons using the loading dock 
and entering the freight elevators at the basement or sub-basement level must have 
Passes visible to the elevator operator. 

 Inspections & Permits 
All packages, briefcases, etc. are subject to inspection upon entering or exiting 
through a checkpoint.  TIC’s occasional waiver of the inspection should not be 
construed as a withdrawal of TIC’s reserved right to inspect at its discretion. 

The removal of office equipment, audio-visual equipment and/or other property is 
subject to presentation of the Interchurch Center yellow form entitled Permit To 
Remove Packages, Furniture, Office Or A/V Equipment From The Building,12 issued 
and signed by an authorized officer or delegate of a Tenant Agency.  The permit 
should be surrendered at the Lobby checkpoint or given to the operator of the freight 
loading dock elevator. 

 Keys 
A request to open an office door(s) requires a proper/active Building ID which must 
be presented at the time of the request.  There is a $25 fee per request. 

 Passes 
Wearing a valid Building Pass or Visitor Pass is required at all times.  The holder of 
either pass must wear it so that it is readily visible while passing security 
checkpoints, both entering and leaving, and at all times while above the first floor.  
Anyone refusing to show his/her pass will not be allowed access. 
o Visitor Passes 

The handling of visitors will be expedited and made more pleasant if the 
appropriate procedures are followed. 
 Reception Desk attendants on the first floor or the loading dock attendants 

issue Visitor Passes and do so only when a visitor(s) is specifically approved 
by an authorized Tenant Agency employee. 

 Prior to an expected visit, Tenant Agencies should e-mail the names of 
visitors, if known, and/or leave them at the Reception Desk 
(receptiondesk@interchurch-center.org). 

 Authorization is valid only for a particular date.  A new authorization must be 
granted and a new pass issued for a visit on a subsequent date. 

                                                 
11

 See also Building Pass section. 
12

 See copy of Permit (Attachment 4). 

mailto:receptiondesk@interchurch-center.org
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 Visitors entering the building after 4:30 PM on any business day will be issued 
a new (black) Visitor Pass.  (A pass issued earlier that day automatically 
becomes invalid after 4:30.) 

 If a visitor arrives without prior notification, the Reception Desk attendant will 
call the agency for authorization to issue a Visitor Pass.  Visitors are not 
admitted to TIC outside of business hours (after 4:30 PM) unless their names 
have been registered in advance at the Reception Desk, or unless 
accompanied by a Tenant Agency employee with an S-2 pass, who must then 
countersign the admittance register beside the printed name of the visitor. 

 Upon leaving TIC, each visitor must return their Visitor Pass to the Reception 
Desk and sign out in the admittance register next to their printed name. 

 Visitor Passes, like employee Building Passes, must be worn and visible 
when passing checkpoints and at all times when on office floors. 

 Handicapped visitors should enter the building at the street level, Claremont 
Avenue entrance, and obtain a pass in the same manner as other visitors. 

 A tenant organization that utilizes occasional or temporary employees may 
arrange with the Administrative Office (ext. 2200) to obtain Visitor Passes for 
such employees in advance, provided their names are known. 

 Each tenant organization is responsible for the behavior of all persons 
for whom agency personnel issue or authorize the issuance of a Visitor 
Pass.  Passes remain the property of TIC and may be revoked without 
notice and without cause.  Misuse of a pass, failure to wear the pass as 
required in this Manual, or, attempting to evade the requirements for a 
pass are likely to result in revocation of a pass and delays in 
subsequent issuance of a pass to this visitor. 

 Problems 
Persons detecting theft; malicious damage to, or disappearance of, property; 
harming or threat of harming individuals; or, the presence in the building of 
unauthorized persons are requested to immediately telephone the Security Officer 
on duty (exts. 3111/2140 or ext. 3002 after normal building hours).  They must also 
give a written report to the Senior Property Manager within 24 hours. 

 Reception Desk 
TIC’s Reception Desk is located in the Claremont Avenue Lobby.  The Reception 
Desk is staffed on normal business days (Monday – Friday, excluding holidays), 
from 7:30 AM to 4:30 PM.  Night security personnel staff the Reception Desk 
between 4 PM and 7:30 AM on normal business days, and 24 hours on Saturdays, 
Sundays and holidays.  Reception Desk personnel oversee the admittance register 
and issue Visitor Passes. 

For visitors who wish to call a Tenant Agency, Reception Desk personnel can direct 
them to the house telephone or, for those Tenant Agencies not on The Interchurch 
Center telephone system, a public phone on the Lower Level.  Telephones at the 
Reception Desk may only be used by receptionists and building security staff. 

The doors of the Riverside Drive entrance are locked at 5:30 PM daily.  Those 
entering or leaving the building after that time must use the entrance on Claremont 
Avenue. 
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 Sign-in Procedures 
o Anyone entering the building at any time after 6 PM during normal business days 

must print and sign their name in the register. 
o Anyone exiting the building after 6:30 PM on regular business days must sign out 

or swipe their pass. 
o Persons bearing an S-1 or S-2 Building Pass are required to show their pass and 

sign in indicating time of entering, and sign out indicating time of leaving. 
o An S-2 pass holder must countersign beside the signature of an S-3 pass holder 

in order for an S-3 pass holder to be admitted after 6 PM during normal business 
days. 

 Tenant Agency Responsibility 
The mutual protection of tenant organization employees and visitors requires the 
cooperation of all concerned.  Each Tenant Agency relies upon the wisdom and 
trustworthiness of the other Tenants Agencies to make it possible for persons to gain 
access to office floors. 

At no time should a person be on an office floor without wearing a valid Building 
Pass in a visible manner.  Before 7:30 AM, after 5 PM and on Saturdays, Sundays, 
and holidays, uninvited persons should not be present on office floors other than the 
floors of the Building Pass holder’s employing agency, or the visitor’s destination 
agency.  Building Passes and Visitor Passes are issued only to permit access to the 
offices of a single Tenant Agency and do not permit access to the whole building. 

Violations of the Security Policy by an employee of, or visitor to, a tenant 
organization may jeopardize other tenant organizations.  Therefore, all tenants are 
asked to cooperate with The Interchurch Center’s Security Policy. 
 

Services (See ADDENDUMs B, C, D, & E) 
 Building 

o Before & After Business Hours 
If a group of 50 or more people is invited to a meeting or other event in the 
building which begins or ends outside the hours of 7:30 AM to 5 PM, Building 
Management (ext. 3035) and/or the Tenant Relations Manager (ext. 2954) must 
be notified at least one (1) week (5 business days) in advance so that 
arrangements can be made for HVAC and for overtime duty of security 
personnel.  In the case of such meetings, the responsible organization will be 
charged at the building’s standard hourly rate for the respective service(s). 

o Cleaning (see ADDENDUM B) 
Cleaning operations occur on normal business days (Monday – Friday), starting 
at 5 PM and lasting until approximately 12:30 AM the following day.  Windowsills 
must be kept clear at all times; window washing may be omitted when a sill is not 
clear.  Exteriors of windows are not cleaned during inclement weather or high 
wind conditions. 
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o Heating, Ventilating & Air Conditioning13 
HVAC services are routinely supplied on normal business days (Monday – 
Friday), from 8 AM until 5 PM.  An overtime charge will be billed to tenants 
receiving these services on weekends, building holidays and after 5 PM.  The 
charge is divided equally when two or more agencies receive services for the 
same time period.  Contact Building Management, ext. 3035, for more 
information. 

o Maintenance - Tenant Agency Space 
 Daytime maintenance staff is available to assist in clean-up of minor spills on 

the floor, changing building standard light bulbs, delivery and pickup of trash 
bins, etc.  At the Tenant Agency’s expense, special maintenance services are 
provided only upon submission of a tenant Work Order Request to Building 
Management via the Angus Anywhere Software systems by an authorized 
representative of a Tenant Agency. 

 In cases of emergency, e.g., water leaks, noxious odors, unauthorized 
person(s) on a floor, hazardous conditions, etc., Building Management should 
be contacted immediately (exts. 3011, 3029 or 3035)  Tenants should not 
leave their recycle trash, cardboard boxes, delivery boxes, etc. in the 
corridors near the freight elevator before 4:30 PM. 

 

                                                 
13

 See also Meeting Rooms. 
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ADDENDUM B 

 
 

CLEANING SERVICES14 
 
 
The rent paid to TIC includes specified cleaning services, outlined below.  You may also request special 
cleaning services for additional charges.  These must be requested directly from the cleaning company’s 
representative whose contact information is listed at the end of this section.  Bills for special cleaning are 
billed directly by the cleaning contractor. 
 

 Services Included As Part of Monthly Rent 
o Nightly 

 Mop or dust all hard surface floors with treated dust mop; 
 Dust ledges and windowsills; 
 Empty all waste receptacles.   It is the Tenant’s responsibility to sort trash into appropriate 

bins;15 
 Remove all collected trash to designated area; 
 Clean and polish all drinking fountains in the common hallway, removing watermarks, scale 

and splashes on sides and on front; 
 Remove fingerprints around door handles. 

o Alternate nights - Fully vacuum all carpets from wall to wall. 
o Once a week at night 

 Clean and polish all bright metal work; 
 Dust all low-reach areas. 

o Once a month at night 
 Wet mop entire areas; 
 Clean wastebaskets as necessary. 

o Quarterly at night 
 Dust all surfaces above normal reach including sills, ledges, moldings, shelves, doorframes, 

pictures and vents; 
 Dust all venetian blinds; 
 Dust HVAC (Heating, Ventilation and Air Conditioning) vents and surrounding areas, as 

necessary; 
 Dust exterior surfaces of lights. 

 Special Cleaning of Tenant Spaces 
For additional information on cleaning and costs, contact: 

Tom Deda (ext. 3311) 
Cleaning Supervisor 
 

 

                                                 
14

 If you have any questions, contact the Assistant Property Manager (ext. 3029). 
15

 Cleaning staff will provide the appropriate liners for each bin and dispose of the trash according to type. 
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ADDENDUM C 
 
 

SERVICE RATES:  DAY TIME HOURS 
 
The Interchurch Center has a competent and skilled building staff that can provide a range of 
services to an agency during regular building hours.  Most of these services are charged on an 

hourly basis.  An agency is entitled to an estimate before services are contracted. 16 

 
Request for such services should be made through the on-line work order system, Angus Anywhere.  
For access to the Angus Anywhere system, contact Chong Lee, Suite 240 (ext. 3029). 

Day Time Service Rates 

Porter Service $60 / hour 

Mechanic (repairs & installations) $85 / hour 

Door Cylinders & Locks  

 Re-Key Cylinder $78 / cylinder 

 New ASSA Door Lock Cylinder (including installation) $110 / cylinder 

 ASSA Mortise Cylinder (including installation) $115 / cylinder 

 Lever Lockset only (including installation) $350 / lockset 

 Donzo Plate (convert unit type lever lock lockset) $55 / each 

 Open Locked Door $25 / each 

 ASSA Key $10 / key 

Electric Ballast for Light Fixture $165 / each 

Cabinet Lock Bar  

 2-Drawer $40 / bar 

 4-Drawer $45 / bar 

 5-Drawer $50 / bar 

Tenant Signage  

 Frame for Entrance $65 / each 

 Insert for Entrance Frame $55 / each 

 Insert for Directional $45 / each 

Bulk Garbage  

 Trash Pick-Up $45 / bin 

 Trash Dumpster $750 / 30-cubic yard dumpster 

 Removal  

o Large file cabinet, credenza, desk, etc. $50 / each 
o Small file cabinet, table, credenza, etc. $35 / each 

 Computers  

o Monitor, Tower & Keyboard as a set $40 / set 

o Monitor only $40 / each  

o Tower &/or Keyboard $45 / each or both 

                                                 
16

 Contact the Senior Property Manager, ext. 3011, to discuss special work that you require. 
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ADDENDUM D 
 
 

SERVICE RATES:  AFTER HOURS 
 
 
The TIC’s normal working hours are 8:00 AM to 5:00 PM, Monday - Friday.  If an agency wishes to 
have an evening or weekend function, it should request the required service using a Room 
Reservation Form, and then contact the Building Office (ext. 3011).  Requests must be made no less 
than 3 working days prior to the event.  If two or more tenants request after-hours HVAC, the cost 
will be split among them. 

TIC reserves the right to withdraw approval or to cancel after-hour events when adequate provision 
has not been made for security or ventilation. 

After Hour Service Rates 
(per hour) 

 Cafeteria (Boiler)  1st Floor Other Floors 

Ventilation only $115 $135 $265 

Ventilation & Heating $125 $190 $380 

Ventilation & Air Conditioning $200 $240 $380 

 
In addition to rates shown above, tenants are required to pay the overtime service rate of the 
appropriate staff necessary to support the event.  There is a 4-hour minimum rate for these 
personnel on weekends and on days TIC is closed for holidays. 

After Hour Service Rates 
(per hour) 

Security Personnel17 $87 

Porter Service $87 

Garage Attendant $95 

 
If a delivery needs to be scheduled outside of normal operating hours, the Tenant Agency is 
responsible for paying for personnel to operate the elevators (a four-hour minimum).  Freight Car 
Service is available until 4:30 PM. 

After Hour Service Rates 
(per hour) 

Freight Elevator (moving) $95 

Loading Dock Elevator $105 

Mechanic/Engineer Overtime $125 

Painting (including labor & paint) $140 

                                                 
17

 One guard for every 50 people, with a maximum of 4 guards. 
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ADDENDUM E 
 
 

ELECTRICITY SURCHARGE 
 
 
In most instances, monthly rent includes electricity.  An additional fee will be charged when: 

 An organization operates main frame computers; 

 An organization operates separate heating and/or cooling systems; 

 An organization’s electrical requirements exceed the available capacity for the demised 
premises, or that required for ordinary office purposes. 

 
This surcharge can be determined in one of two ways. 

 An initial survey of the tenant’s equipment is taken.  A fixed monthly fee is set based on the 
estimated usage.  The additional monthly charge for electricity will be calculated on an average 
blended annual rate per kilowatt-hour multiplied by the tenant’s estimated usage. 

 The Landlord has the option to install, at the tenant’s expense, an electric sub-meter before 
connection of the equipment or upon completion of the tenant’s panel wiring.  After this is done, 
the tenant will be billed monthly at the blended rate per kilowatt hour at the time the sub-meter is 
read.  The tenant will pay this amount for electricity as additional rent, along with costs incurred 
by the Landlord for reading the sub-meter. 
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 Food Service 
Food service is operated by a catering firm under contract with TIC. 
o Cafeteria 

 Eat-In Service 
The Spot At Center Court on the Lower Level is open daily, Monday – 
Friday, from 7 am until 3 pm, as follows: 
 

HOURS OF OPERATION 
(Monday – Friday) 

Breakfast 7 – 10 AM 

Lunch 11:30 AM - 2 PM 

Coffee & Snacks 2 – 3 PM 

 Take-Out Service 
Food and beverages may be purchased for take-out at The Spot Café 
during times shown above.  Disposable plates and tableware are 
available. 

o Catering (above 1st floor) 
Catering is available upon request by either completing a Room 
Reservation form (available in Suite 240)18 directed to the Tenant Relations 
Manager (ext. 2954, Suite 240), or (preferably) placing an order online via 
the CATERTRAX Program (https://interchurchnyc.catertrax.com).19 
 For a delivery charge, group orders from the Cafeteria can be delivered 

to any room above the 1st floor. 
 TIC’s contract for food services does not permit other caterers to supply 

food or beverages in common meeting spaces. 
 Tenants who use outside caterers for an event in their respective offices 

are required to pick up the food in the Lobby—outside caterers may not 
deliver food to tenant spaces, nor may they set up food service 
anywhere in the building without the written permission of the Tenant 
Relations Manager. 

o Clean-up (see ADDENDUM B) 
 Afternoon Event - If an afternoon function extends beyond 3 PM, TIC’s 

food service contractor must be allowed to remove the remaining food, 
dishes, flatware, etc. before that hour, or, the Tenant Agency must 
arrange with the contractor for overtime service for that purpose.  Clean-
up cannot occur after the end of the business day (5 PM). 

 Evening Event - When there is an evening function, the food service 
contractor must remove the remains before departure of the contractor’s 
employees, and the tenant organization must either permit removal 
during the event or pay for the additional employee time if removal is 
deferred until adjournment of the event. 

  

                                                 
18

 See copy of Room Reservation form (Attachment 5). 
19

 New users must Login (upper left corner of screen), and create an account. 

https://interchurchnyc.catertrax.com/
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 Mail Service 
o Incoming 

The U.S. Postal Service (“USPS”) provides mail deliveries to each tenant 
organization, except where the organization has arranged for its mail to be 
picked up at a Postal Service station. 

Generally, delivery is to one location within an organization, and the 
organization is responsible for further sorting and delivery to its personnel.  
On a daily basis, a substantial quantity of mail that is undeliverable by 
USPS reaches the Administration Office; the Office seeks to redirect it to 
the intended recipient person or office, but often lacks the information to do 
so.  Therefore, it is advisable to ask all correspondents to indicate the name 
of the tenant organization (not merely the name of a division or unit) as well 
as the room number when addressing mail to an employee of a Tenant 
Agency.  Personnel should be discouraged from using 475 Riverside Drive 
as a personal address. 

USPS does not make regular mail deliveries or Express mail deliveries to 
the building on Saturday or on building holidays, and TIC staff is not 
authorized to accept deliveries of packages or letters.  Therefore, deliveries 
to TIC by package delivery firms or by messenger services on a Saturday 
or holiday is feasible only if the receiving organization provides an S-2 pass 
holder as an escort when the delivery person arrives, or, accepts delivery in 
the Lobby and then promptly removes delivery item(s) to its leased space.20 

o Outgoing 
Mail bins for outgoing mail are placed in the Elevator Lobby at 
approximately 4:30 PM each afternoon for use of tenant organizations and 
employees.  Federal Express and UPS boxes are located in the Basement 
Lobby adjoining the parking garage. 

Hours for pickup are as follows, 

Outgoing mail 4:30 PM 

Federal Express 7:30 PM 

UPS 8:00 PM 

o Interoffice 
Mail for another organization in the building may be left in the appropriate 
compartment of the mail sorting cabinet located in Suite 240.  Tenant 
Agencies are urged to pick up their Interoffice Mail regularly—a once-
a-day minimum schedule is advised. 

o Shipping & Receiving 
TIC’s Loading Dock is located at 621 West 119th Street, near Claremont 
Avenue.  The Dock’s bay accommodates two (2) trucks.  Two (2) elevators 
are designated for freight use—one at the Loading Dock and one at the 
sub-basement level.  Hand trucks and other equipment for the handling of 
freight are not to be used on the passenger elevators.  Forklifts and pallet 
jacks are not allowed on tenant floors. 

                                                 
20

 Deliveries (USPS, Federal Express, DHL or UPS) are not to be left in public corridors.  Carriers who leave 

packages unattended outside offices will be instructed to take them back. 
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Tenant Agencies must specify on their purchase orders and contracts with 
vendors that delivery is only on business days between 8:30 AM and 4:30 
PM.  A representative of the Tenant Agency must be present to accept the 
delivery.  TIC’s Security Officers and Administration Staff do not accept 
deliveries on behalf of Tenant Agencies or their employees. 

 Meeting Rooms (Common Space) (see ADDENDUM F) 
o Equipment 

 On 5-days notice to the Administration Office, the following can be 
provided in the common meeting rooms free of charge. 
 Easels 
 Grand Piano (Chapel) 
 Internet-ready service 
 Standing lectern 
 Studio piano 
 Table lectern 

 The following items are available for a rental fee. 
 A/V Projection Package 
 Grand Piano (other than Chapel) 
 Microphones:  lapel, wired, wireless 
 Projection screens:  extra-large portable, rear 
 Video-conferencing 

o Regulations 
 Rooms are only for the use of:  tenant organizations, The Interchurch 

Center Corporation, neighboring institutions by special arrangement.  A 
Tenant Agency may permit an outside organization to conduct a 
meeting under its sponsorship, provided that:  the sponsored event is 
directly related to the tax-exempt purposes of the tenant; the meeting is 
conducted in accordance with rules of the building; and, an authorized 
representative of the tenant sponsor is present. 

 For all meetings in common spaces, the representative of the tenant 
organization named on the reservation form must be present and 
responsible at all times.  For meetings taking place outside normal 
business hours (Saturdays, Sundays, holidays or evenings), the Tenant 
Agency representative who is present must be a person with an S-2 
Building Pass.  The tenant representative in charge is responsible for 
personnel conduct, responsiveness to security situations, etc. 

 No sales or solicitation of sales or contributions is permitted. 
 Nothing is to be affixed to the walls of any of the common facilities, even 

temporarily.  The Tenant Agency will be responsible for the cost of any 
damage to the premises incurred during the meeting. 

 All catering must be handled by TIC’s contracted food service 
organization.21 

 Evening meetings must be adjourned so that attendees leave the 
building by 10 PM. 

 Service Requests 

                                                 
21

 See Food Service. 
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 HVAC, Audio/Visual and room configuration requests must be made 
in writing one (1) week (5 business days) prior to the event.  The 
tenant organization named on the form will be charged a fee for last-
minute requests.  (Contact Tenant Relations Manager, ext. 2954, for 
more information). 

 A requesting tenant organization will be charged for extra costs 
incurred by TIC in connection with the use of meeting rooms after 5 
PM and on holidays or weekends.  Extra costs include overtime 
security, HVAC, Audio/Visual and/or porter service for an evening 
meeting or repairs. 

 At its discretion, TIC reserves the right to override a Tenant Agency’s 
requests should circumstances, e.g., outside temperatures, 
necessitate additional services.  The Tenant Agency will 
subsequently be billed for the added cost(s). 

 ROOMS WILL NOT BE BOOKED FOR TENANT AGENCIES WHOSE 
RENT IS IN ARREARS. 

o Reservations 
 Reservations must be made at least one (1) week (5 business days) in 

advance. 
 Meeting space can be requested by going online to TIC’s website 

(www.interchurch-center.org), or by calling the Tenant Relations 
Manager (ext. 2954).  The space will be held until a Room Reservation 
Form is submitted to confirm the reservation (available in Suite 240).22 

 A Room Reservation form (available in Suite 240) must be submitted 
and signed by a duly authorized official of the requesting tenant 
organization.23  (The earlier a reservation request is made, the more 
likely it is the room will be available.) 

 The reservation is only confirmed when an approved confirmation copy 
of the Room Reservation form has been returned to the requesting 
Tenant Agency. 

 Cancellations must be made in writing at least 48 hours (two days) in 
advance.  For catered functions, cancellations must be made one (1) 
week (5 business days) prior to the event.  If catering and services are 
not canceled in writing in a timely manner, the requesting Tenant 
Agency will be required to pay all food and service costs. 

o Rooms (see ADDENDUM F) 
 TIC has a number of rooms which can only be used by tenants in the 

pursuit of their tax-exempt activities.  These facilities must be reserved 
at least one (1) week (5 business days) in advance.  There is no charge 
for the use of these rooms during business hours.  Contact the 
Administration Office (Suite 240, ext. 2933 / 2954) for more information. 

 Fund raising events are subject to the following stipulations. 

                                                 
22

 See copy of Room Reservation form (Attachment 5). 
23

 The head of the tenant organization and the officer who signed the lease (or his/her successor) are 

considered authorized for this purpose; additional officers may be authorized by filing a delegation of such 

authority with the Administrative Office, signed by the agency head or the lease-signing representative. 

http://www.interchurch-center.org/
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 Fund raising events sponsored by a Tenant Agency for the benefit of 
its organization and programs are permitted.  Each fund raising 
event must have prior approval from TIC’s Executive Director. 

 Events cannot include raffles, lotteries, BINGO or other forms of 
gambling. 

 Funds raised must not be used for the purpose of supporting non-
Tenant organizations, including non-Tenant affiliates, or special 
causes not part of the ongoing purposes of a tenant organization. 

 Since TIC’s Board of Trustees anticipates that most fund raising 
events held in the building will be either dinners, receptions or 
concerts, when other kinds of events are planned or the purpose of 
the event requires a decision about its appropriateness in The 
Interchurch Center, TIC’s Executive Director will consult the Board’s 
Committee on Ecumenical, Interfaith & Community Concerns 
(“CEICC”). 

 Book signings and sales are only permitted when funds raised are 
for the Tenant Agency sponsoring the event. 
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ADDENDUM F 
 
 

MEETING ROOMS 
 
 

The following TIC meeting rooms are available for reservation. 

 Rooms A & B (475 Buffet Room) – Each room is available for meetings or meal functions for a 
minimum of 25 and a maximum of 50 persons.  Catering must be requested via the MyAssistant 
website (https://www.myassistant.com). 

 Rooms C & D (near window and near corridor, respectively) – Each room is available for a 
minimum of 10 and a maximum of 30 people.  When the number expected exceeds 30, the two 
rooms can be used together for a maximum of 50.  (Numbers refer to accommodation at tables.  
A greater number can be admitted for auditorium-style seating.) 
 Both rooms can be booked for a meal function at midday, subject to the established 

minimum/maximum numbers, either for buffet-style or served meals.24 

 Rooms A,B,C & D - Can be combined for a maximum of 125 people, depending on set-up.  

 Cafeteria – Three (3) small meeting rooms—Cafeteria 1, 2 and 3—are available for meetings of 
10, 15 or 20 people, respectively.  The Cafeteria itself may be used for evening affairs, with a 
minimum of 100 and a maximum of 350 people, at a cost to tenant. 

 Orthodox Room - Room can be booked for meetings of up to 25 people.  (The protective table 
pads should not be removed unless authorized by building staff.) 

 Robing Room - Room can be used for meetings of a minimum of 6 and a maximum of 20 
people.  Because of the limited capacity of the Robing Room, it is not to be used for events to 
which more than 20 people have been invited, e.g., open press conferences where it is possible 
that the number of persons desiring admittance will exceed the rated capacity of the room. 

 Sockman Lounge (1st Floor Lounge) - The Sockman Lounge may be booked for meetings, 
press conferences and receptions for a minimum of 25 and a maximum of 125 people. 
 The Lounge can also be booked in conjunction with Rooms C and D, or with Rooms A, B, 

C and D (as noted above), for luncheons or dinners when other rooms are insufficient in size 
to accommodate the number of anticipated attendees. 

 The Lounge cannot be used for ‘brown bag’ lunches, meals or snacking, except as meals or 
refreshments are obtained for a group by arrangement with TIC’s Food Service contractor. 

 The Chapel (see ADDENDUM G ) 
The Chapel is for devotional services or meetings for a minimum of 10 and maximum of 280 
people. 
 No food or beverages may be brought into The Chapel, except as required for Eucharistic 

celebrations. 
 Any use of the organ or piano must be cleared through the Director of Chapel Music, 

Christopher Johnson, via TIC’s Administration Office (ext. 2954, Suite 240). 
 

                                                 
24

 An extra fee will be charged by the Food Service contractor for setting up a separate buffet. 

https://www.myassistant.com/
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ADDENDUM G 
 
 

THE CHAPEL 
 
 
In designing The Interchurch Center, a chapel was included to serve as both a symbol and a focus of 
the building.  As an ecumenical chapel, it is a sacred space and a reminder of TIC’s purpose “to 
provide a working environment that is conducive to ecumenism and interreligious involvement.”25  
Therefore, TIC encourages, facilitates and provides for the proper and effective use of The Chapel, 
which is governed by the following policies. 
 
EVENTS 

 Ordinations 
In principle, the use of The Chapel for ordinations is discouraged due to the encouragement of 
religious bodies to celebrate this rite in that tradition’s house of worship. 

Exceptions can be made.  For example, authorization to hold an ordination in The Chapel may 
be given to a Tenant Agency for seminaries which have an affiliation with The Interchurch 
Center.  Such authorization is granted by The Interchurch Center’s Executive Director. 

 Weddings 
In principle, use of The Chapel for weddings is discouraged, due to the encouragement of 
religious bodies to celebrate this rite in that tradition’s house of worship. 

Exceptions can be made.  For example, authorization to hold a wedding in The Chapel may be 
given to Tenant Agencies and their employees for themselves and for members of their families 
at the days and times shown below.   Such authorization is granted by The Interchurch Center’s 
Executive Director. 
o Monday – Friday, after 5 PM; 
o Saturday, Sunday or on a TIC holiday. 

Those to whom authorization is granted to hold such a service carry the full responsibility for the 
event, including payment of all TIC fees and charges; securing officiating clergy, liturgical 
ministers and musicians; and, reimbursement to The Interchurch Center for any damages 
incurred, etc. 

Throwing rice or confetti in The Chapel or anywhere inside the building is prohibited. 

 Funerals 
The use of The Interchurch Center Chapel for funerals is discouraged, due to the 
encouragement of churches to celebrate that rite in a church. 

 Memorial Services 
Memorial services may be held in The Chapel, but are limited to the remembrance of an 
occurrence or of a person having affiliation with The Interchurch Center, its Tenant Agencies 
and/or its employees.  On occasion, TIC’s Administration Office sponsors and/or co-sponsors 
such services.  A Tenant Agency interested in having a memorial service must make a request 
to TIC’s Administration Office. 

                                                 
25

 Quote from TIC’s Mission Statement. 
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MUSIC 
A Tenant Agency may engage The Interchurch Center’s Music Director, Christopher Johnson, as 
organist for an activity held in The Chapel.  A request for Mr. Johnson’s services must be made in 
writing to him at least two (2) weeks in advance.  If the service or event occurs outside his contracted 
hours, the requesting agency must compensate the Music Director with a fee based on the current 
guidelines of the American Guild of Organists. 

A Tenant Agency may engage outside musicians to play for an activity held in The Chapel.  
However, said Tenant Agency must make a prior request for authorization to TIC’s Administration 
Office. 

Arrangements for this engagement are the sole responsibility of the Tenant Agency, and the Agency 
is liable for adherence to Chapel policy and norms as stated in this manual. 

 Klais Organ 
The organ remains locked when not in use.  Only trained, professional organists with a degree in 
organ study from an accredited institution are authorized to play the organ.  A request for 
authorization to do so must be made to The Interchurch Center Director of Music at least two (2) 
weeks in advance.  Upon the granting of authorization, the arrangement for the unlocking and 
locking of the organ should be made with the Administration Office of The Interchurch Center. 

 Steinway Piano 
The piano remains unlocked.  Professional and non-professional pianists may request to play 
the piano.  A request for authorization to do so must be made to TIC’s Music Director at least 
two (2) weeks in advance. 

 
POLICIES26 
In keeping with The Interchurch Center’s Mission Statement, the following policies apply to use of 
The Chapel. 

 The Chapel is open every day during normal business hours (Monday – Friday, excluding 
building holidays, from 7:30 AM - 5 PM).  When it is not reserved for group use, Tenant 
Agencies and their guests are welcome to visit, pray and meditate there. 

 TIC-sponsored services and events in The Chapel are open to all tenants and their guests.  
Residents of and persons working in the neighboring community are also welcome to attend 
these activities. 

 Some services and events sponsored by Tenant Agencies may also be open to the community. 

 The Chapel cannot be used for any activity which might be construed as the establishment of a 
congregation or an independent religious body. 

 No food or drink is permitted in The Chapel. 
 
REGULATIONS FOR SERVICES & EVENTS 

 The Interchurch Center strives to use inclusive language in the services and events it sponsors 
and encourages Tenant Agencies to do the same.  For worship using the Bible, TIC encourages 
use of the New Revised Standard Version, prepared and copyrighted by the National Council of 
Churches (a founding Tenant of The Interchurch Center). 

                                                 
26

 Policies were approved by TIC’s Board of Trustees September 2008. 
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 All Chapel activities must strictly comply with laws pertaining to copyrights and ownership of all 
material, i.e., written works, photographs, recordings, products of a person’s creativity, etc.  
Therefore, Tenant Agencies are required to keep abreast of such laws pertaining to the material 
they use. 

 The ‘ecumenical principle of reciprocity’ governs participation in worship services held in The 
Chapel.  This principle holds that when attending the worship of another religious tradition, a 
person follows both the principles and norms of one’s own religious tradition and the principles 
and norms of the tradition hosting the service. 

 The use of symbols and art in The Chapel must respect all religious traditions.  A Tenant Agency 
that intends to import symbols must notify TIC’s Administration Office and be granted 
authorization to do so one (1) week in advance of this event. 

 Standard TIC-sponsored activities in The Chapel are ordinarily held at Noontime and last for 
approximately 30 minutes (12:05 - 12:35 PM).  This schedule enables people working in and 
visiting The Interchurch Center to participate in Chapel activities before having lunch.  The 
Administration Office of The Interchurch Center, therefore, encourages Tenant Agencies holding 
open activities in The Chapel to consider scheduling their events during this time period.27  
(Those in attendance who must leave before an activity is over may do so through The Chapel’s 
rear doors.) 

 The Chapel’s seating capacity of 280 persons must be respected for all activities. 

 A request for special seating configurations must be made at least 48 hours in advance. 
o TIC porters are the only persons authorized to move Chapel furniture (chairs, pews, tables, 

ambo, etc.). 
o Except under extraordinary circumstances and with authorization of TIC’s Administration 

Office, other furniture may not be brought into The Chapel. 
o Except under extraordinary circumstances and with authorization of TIC’s Administration 

Office, furniture in The Chapel may not be removed from The Chapel. 

 Set-up of television equipment, audio-recording, video-recording, flash-photography and other 
media during Chapel activities requires written authorization from TIC’s Administration Office one 
(1) week in advance.  Once authorized, such set-up must be under the direction of TIC’s 
Administration Office.  (Movement of equipment and its operators during a Chapel activity should 
be discreet and quiet.) 

 Nothing may be affixed to Chapel walls, ceiling, floors or furnishings. 

 Candles, incense-burners and other such devices which might activate the smoke-detectors may 
only be used in The Chapel with authorization from TIC’s Administration Office and clearance 
from TIC’s Building Manager, who will make the necessary advance safety arrangements.  
When this authorization is granted, a representative of the sponsoring agency must be present 
at all times once these devices are lit. 

 Collection of a monetary offering during a Chapel service or event requires advance 
authorization from The Interchurch Center’s Executive Director, Paula Mayo (Suite 240, ext. 
2940).  Tickets may not be sold or exchanged for a contribution for a Chapel service or event.  
Sales, solicitation of sales and solicitation of contributions are not permitted in The Chapel. 

 

                                                 
27

 For special events and worship services, there are exceptions to this Noontime policy. 
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RESERVATIONS 
To reserve The Chapel, a Tenant Agency makes a request to TIC’s Administration Office (ext. 2954, 
Suite 240).  An authorized representative of the Agency must then complete an authorization form 
and submit it to the Administration Office for approval. 

Chapel reservations may only be made by Tenant Agencies.  However, Tenant Agencies may 
sponsor services or events mounted by a non-tenant organization, provided that the service or event 
is directly related to the tax-exempt purposes of the Tenant Agency; is conducted in accordance with 
The Interchurch Center policies; and, includes the presence of an authorized representative of the 
Tenant Agency, approved by TIC’s Administration Office, throughout the event. 

When it is not already in use, Tenant Agencies can reserve The Chapel for TIC-sponsored services 
and events, as follows: 

 Conferences and programs which are ecumenical, interreligious, educational and/or cultural; 

 Ecumenical and/or interreligious services (Martin Luther King, Jr. Memorial Service; the Week of 
Prayer for Christian Unity; Ash Wednesday Service; occasional memorial services); 

 Gospel Choir rehearsals (Thursdays, 1 – 2 PM); 

 TIC Chorus rehearsals (Wednesdays, 1 - 2 PM); 

 Weekly Concert Series (Wednesdays, 12:05 -12:35 PM). 
 
RESPONSIBILITIES OF TENANT AGENCY (see ADDENDUMs B, C, D, & E) 
Once Chapel use is approved, the Tenant Agency is responsible for: 

 Damages that may occur to The Interchurch Center property during or directly caused by the 
activity which took place in The Chapel; 

 Payment of any of TIC’s outside business hours charges: including but not limited to security 
fees, porter service. air-conditioning, garage attendant, etc.;28 

 Preparation of a TIC-approved poster of the activity for display in the Lobby and/or flyers for 
display in the elevators. 

 
 

 

                                                 
28

See ADDENDUMs C & D 
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 Notices / Messages 
o Agency Space 

Some tenant organizations have notice boards within their own areas.  These are 
not the responsibility of The Interchurch Center.  Arrangements for posting there 
are made by the host agency. 

o Elevators 
Notice boards in each elevator are available for very brief, large-print notices of 
special events occurring in TIC. The notice must identify the sponsoring tenant 
organization.  Only events taking place in the building may be posted.  Twelve 
(12) copies of each notice should be brought or sent to the Administration Office.  
Posting is subject to space availability. 

o General Notice Board 
A notice board in the Cafeteria may be used for posting announcements of 
special events.  The notice must identify the sponsoring tenant organization and 
must be cleared by the Administration Office (Suite 240, ext. 2954) prior to 
posting. 
 Notices should be removed immediately after the event. 

o Kiosk / Flat Screen 
The electronic message boards located in the Main Lobby (south side) and 
Cafeteria (north wall) update tenants about upcoming meetings, building events 
and holidays. 

 Parking 
o Availability 

Vehicle parking is provided at levels beneath the building.  The number of 
vehicles that can be parked is strictly limited—permits are assigned to Tenant 
Agencies according to their rentable square footage.  In turn, Tenant Agencies 
assign permits to their respective employees. 

o Guest Parking 
A few spaces in TIC’s parking area are reserved for daily assignment at the 
request of tenant organizations, such as a volunteer officer of the organization 
briefly visiting the agency.  These are assigned, when available, by the 
Administrative Office. 
 The Office will not assign these spaces to the same person for consecutive 

days, nor to any given tenant organization for more than a few days in any 
one month. 

o Hours of Operation 
TIC’s parking area is open on business days from 6 AM - 9:45 PM.  Vehicles left 
in TIC’s garage after 10 PM will be subject to towing at vehicle owner’s expense. 

o Motorcycles & Bicycles 
Motorcycles parked in TIC’s garage are handled in the same general manner as 
for cars and vans, except that because of the small number of motorcycles, a 
system of rationing spaces among the agencies is not required. 

Convenient parking for bicycles is located in the garage.  Employees and their 
guests are encouraged to use the Bike Room or the bicycle racks.  Instructions to 
access spaces are as follows: 
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 Bike Passes 
 Upon entry to the garage, display Bike Pass or obtain a Bike Pass from 

the attendant.  If this is the first time an employee is using a bike parking 
space, show 475 Identification Card to the attendant to begin the process; 

 Bike Passes can be issued on a daily, weekly or monthly basis, depending 
upon planned usage.  However, the Passes are not issued for longer than 
one (1) month; 

 A new Bike Pass must be issued if the Pass being used has expired; 
 All Bike Pass holders must check out with the attendant when they leave 

the parking area; 
 The use of the Bike Pass is limited to the person to whom it is issued and 

is valid only so long as the holder is employed at The Interchurch Center; 
 A Bike Pass cannot be used in place of the regular Interchurch Center 

Building Pass (ID card). 
 Bicycles must be walked when going up and down the entrance driveway. 
 The parking area is open from 6 AM to 9:30 PM, Monday - Friday.  Bicycles 

may not be left overnight. 
 All bicycles must be chained and locked. 

o Permits 
The permit identifies the particular numbered space assigned to the user.  User 
should park and lock the vehicle, leaving his or her card with the parking 
attendant. 

o Responsibilities of Tenant Agencies 
While the assignment of parking spaces is the responsibility of each Tenant 
Agency, the Administrative Office must be able to identify the driver using the 
space on any given day—in the event of an emergency (fuel leaking from a 
vehicle’s tank), the garage attendant has to be able to locate the driver promptly.  
Therefore, a permit holder who allows another person to use the permit (as in the 
case of some car pools) must notify the agency’s Parking Liaison Officer (see 
below)—not necessarily the rotation schedule for a driving pool but at least the 
names of the other drivers.  When a monthly permit is not going to be used (as 
when a driver, not in a car pool, is out of the office), the agency’s Parking Liaison 
Officer can issue a daily permit for the space to another driver. 
 Parking Liaison Officers 

Each Tenant Agency must designate an employee to serve as its ‘parking 
liaison officer.’  All requests for parking permits must be made to the 
Administrative Office through the agency’s liaison, who then issues permits 
for distribution to users. 

o Riverside Church Garage 
Located at 621 West 120th Street, the garage at Riverside Church is a near-by 
parking alternative.  Drivers are required to leave their keys with a parking 
attendant at all times.  Hours of operation are:  Monday – Sunday, 7 AM - 
Midnight.  The Interchurch Center is not responsible for damage to vehicles in 
this garage. 
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o Special Use 
By special arrangement through issuance and acceptance of a tenant Work 
Order Request to Building Management via the Angus Anywhere Software 
systems, a tenant organization can have TIC’s parking area opened for its use 
and for use by its guests at a time when the area is normally closed.  The tenant 
is responsible for reimbursing TIC for this service at the building’s shared hourly 
rate. 

 Voice & Data 
The Interchurch Center provides internet and voice communications for its Tenant 
Agencies. 
o Additions, Changes, Moves 

Requests for all Adds, Changes and Moves in service and/or equipment must be 
made in writing to the Telecommunications Department.  Applicable charges will 
apply for work on a half-hourly basis at a rate of $55/half hour.  An estimate of 
charges will be provided for approval before work begins.  Charges will appear 
on the monthly Telephone Detail Report under the header, “One-Time Charges.” 

o Billing 
Monthly Telephone Detail Reports are generated for each Tenant Agency to 
review and, if approved, to forward payment.  Payments should be made 
promptly and sent to The Interchurch Center Lockbox Address, along with the 
monthly rent payment.  Any questions and/or disputes regarding any elements in 
the monthly Telephone Detail Report should be brought to the attention of the 
Telecommunications Department. 
 Tenant Agencies are advised to make the full payment with the understanding 

that a credit will subsequently be issued if an investigation indicates there was 
an improper charge. 

o Data Services 
TIC’s data service offers tenants the maximum quality of service and bandwidth 
for its needs.  For connection to the Internet, TIC currently uses 200 Mpbs as its 
primary connection and 50 Mpbs as its redundant connection.  As a courtesy to 
tenants and guests, also offered is free Wi-Fi connection to the Internet.  This 
wireless connection is available in the meeting rooms on the 1st floor and in 
Cafeteria areas. 

New Tenant Agencies are required to subscribe to The Interchurch Center Cisco 
Unified Communications solution network.  Existing tenants are required to join 
the Cisco network as their current contracts expire.  (Additional information is 
available from TIC’s Telecommunications Department.) 

o Help Desk 
Basic computer support is provided to Tenant Agencies at an hourly rate of 
$55/half hour.  Charges will appear on the monthly Telephone Detail Report 
under the heading, “One-Time Charges.” 
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o Tenant Networks 
Equipment or devices that may interfere with TIC’s infrastructure cannot be 
attached or connected without advance approval from the Telecommunications 
Department and/or the Administrative Office.  

o Voice Services 
Voice and data services consist of Redundant Cisco Unified Communications 
Managers for call processing; redundant Unity Connection server for voice 
messaging; and, various voice gateways for PSTN interface (T1’s).  The 
Telecommunications Manager Servers and Unity Connection server are installed 
on the virtual instance defined on two, UCS C210M1 servers for redundancy. 

 
Special Services 
 Ecumenical Special Events 

From time to time but not on a fixed schedule, TIC sponsors special events of an 
ecumenical nature—Bible studies, lectures, special chapel services, panel 
discussions, etc.  These are generally open to all who are interested. 

 Exhibits (see ADDENDUMS H & I) 
Changing art exhibits can be viewed in the Treasure Room and in the corridor cases 
on the 1st floor.  During the year, a diverse selection of fine arts and crafts is 
exhibited on a four-week rotating basis. 
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ADDENDUM H 
 
 

EXHIBIT PROPOSAL GUIDELINES29 
 
 
CRITERIA FOR PROPOSALS 
 Quality of artist’s work as demonstrated by the visual documentation submitted; 
 Coherence in exhibition’s concept and theme made through the artist’s statement; 
 Quality, innovation and timeliness of proposed exhibition; 
 Appropriateness and adequacy of facilities and equipment at TIC. 
 
GROUP EXHIBITIONS 
 Group exhibitions must be delivered to TIC at one time; this requires that individual artists 

assemble their work at another location. 
o One or more representatives of the group must be present when the work is delivered to 

assist with inventory. 
 Each delivered work must have a label indicating the artist’s name, title, medium, size, price and 

insurance valuation, plus an address and phone number where the artist can be reached.  It is 
the responsibility of the group to provide a typed inventory list of the above information to be 
used as the checklist of the exhibition 
o Each work should be given the proper number from this list and be written on the upper right 

hand corner of the exhibited work. 
 Return of the exhibit will be done at one time to an individual or a group of individuals from the 

exhibiting organization.  No individual deliveries or pick-ups will be arranged. 
 There is a $100, non-refundable installation fee for all group exhibitions.  This should be paid at 

the time of accepting the exhibition commitment. 
 All other policies which apply to individuals will also apply to groups. 
 
INFORMATION FOR ARTISTS 
 All work in the exhibition should be ready for display.  All photographs and works on paper 

should be properly matted and framed.  Mats must be neatly cut (usually a minimum of 3” 
border), white or neutral in color, clean and with undamaged corners.  All framed or unframed 
works should be wired securely and ready for hanging. 

 Sculptors should consult with the Curator as there are a limited number of sculpture stands and 
Plexiglas covers available for the artist’s use. 

 The artist must be the sole owner of all artwork inventoried for exhibition. 
 The artist is responsible for all expenses related to the delivery and removal of art work from The 

Interchurch Center. 
 The artist is also responsible for any damage to TIC in connection with the exhibit. 
 If the insurance valuation of the entire show exceeds $50,000, the artist or group must arrange 

for additional insurance coverage via their own agents.  (See attached Acknowledgment and 
Release form for further details.) 

                                                 
29

 Guidelines should be read carefully. 
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 There is limited storage for packing materials and items not included in the exhibition.  Artists 
may be required to remove these materials at the time of delivery or by the reception date. 

 The artist is responsible for removal of the work on the first business day following the close of 
the exhibit.  TIC cannot store art work left beyond that date and cannot commit to making 
suitable arrangements if the artist does not do so. 

 The Interchurch Center will prepare a single-sheet color brochure of descriptive materials 
supplied by the artist. 

 At least four weeks (4) before the delivery of the exhibit, it is suggested that the exhibitor submit 
a statement that clearly describes the theme of the work and/or the process(es) used, along with 
inventory information, a resume or biographical sketch and color images of the exhibited works 
(see format below). 

 An exhibit title and final exhibit dates (including reception date) are needed two (2) months in 
advance for publication in “The Art Now, Gallery Guide.”  Images can be sent on a CD (600 dpi) 
formatted for PC. 

 A publicity article will be prepared for an in-house newsletter and TIC’s website 
(www.interchurch-center.org).  Other promotional materials are the responsibility of the artist. 
o The artist is encouraged to consider having a publicity release, exhibition announcement, 

mailing list, etc.  These promotional materials, however, are the responsibility of the artist 
and are done at the artist’s expense. 

o A copy of the postcard layout and wording should be submitted for final approval by The 
Interchurch Center before printing is contracted. 

 All sales inquiries will be handled by the Curator.  A deposit will hold the works and final 
payment will be required before the work is released to the buyer.  Cash and checks written to 
the artist will be accepted, but not credit cards.  After the exhibit, if a work is sold, a suggested 
donation of 30% of the sale price is recommended to be made to TIC. 

 Artist Receptions are held in connection with the exhibit in Riverside Lobby (adjacent to the 
Treasure Room Gallery).  These are held on Thursdays, between the hours of 5:00 and 7:30 
PM.  The Curator will schedule the event and provide one cheese/cracker and one fruit tray, 
napkins, tablecloth, coat racks, disposal receptacles, tables and chairs.  The artist can utilize 
TIC’s Food Service for other catering needs. 

 Exhibits may not be photographed or videotaped, except with the consent of the artist and of 
TIC.  The exhibit display cannot be changed for photographing.  Arrangements for photography 
must be made in advance with the Curator who will notify building security. 

 No work may be removed from the exhibit or rearranged for any reason while the show is in 
progress.  Sold works will be released at the end of the exhibition, after final payments have 
been made. 

 

http://www.interchurch-center.org/
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PROCEDURE SUMMARY 

 Proposals are accepted throughout the year and can be mailed or delivered to: 

Curator and Exhibits Designer 
The Interchurch Center Galleries 
475 Riverside Drive, Suite 240 
New York, NY  10115 

 Applicants are asked to submit materials according to the following checklist; group exhibitions 
must have one person responsible for organizing the proposal. 
o The Art Exhibits Panel meets four times annually to review and select exhibits.  There is 

usually a two-year schedule already in place. 
o A $100 installation fee is required upon receipt of the acceptance letter. 
o Artists are responsible for related exhibition expenses, such as publicity and receptions. 
o A descriptive color brochure is prepared for each exhibitor, including a list of the works, 

artist’s statement and biography.  Each exhibiting artist is listed in the “Gallery Guide of New 
York” at no charge to the artist.  A cultural arts brochure is published and distributed 
monthly. The artist’s statement, biographical sketch and a color image of an exhibited work 
will be placed on the TIC website for the duration of the exhibition and later archived. 

 
PROPOSAL PROCESS 
1. Upon approval of the proposal, a letter will be sent to the artist specifying the dates available for 

the exhibit, the delivery and removal dates and the exhibit location (Treasure Room Gallery, 
Corridor Gallery or both).  The artist or group representative should confirm acceptance by 
returning the Acknowledgement and Release form, included with the proposal letter.  To secure 
the date, an installation fee of $100 should immediately be sent to TIC (non-refundable, only 
returned if the artist or group gives two (2) months’ notice of cancellation). 

2. When the exhibit has been scheduled, the artist or coordinator should call (212) 870-3271 to 
discuss the exhibit with TIC’s Curator and Exhibits Designer who installs all exhibits.  The artist 
will not be present when the exhibit is being installed. 

3. The final choice of works to be displayed rests with the Curator and the members of the Art 
Exhibits Panel.  At any time, it is at their sole discretion whether or not to display or remove 
artwork. 

4. Exhibit material must be delivered on the morning of the date specified in the acceptance letter, 
or at another previously arranged time, and installation must occur within the designated time 
frame.  Once materials have been delivered, the artist has an opportunity to discuss ideas with 
the Curator.  In the case of group shows, representatives of the group must be present to 
receive the works. 
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5. A typed, numbered list of all items to be exhibited should be presented at delivery (or e-mailed 
before, if possible).  The numbers on this list should be used as identification on each piece and 
attached to the back in the upper right corner.  The inventory will be checked by the Curator 
before any exhibits are accepted.  It should include: 
 Title 
 Medium 
 Size or other appropriate description 
 Sale price(s) or a valuation for insurance purposes for NFS (not for sale) 
 

SITE DESCRIPTION 

 The Interchurch Center (TIC) is a 19-story, non-profit office building, located on the Upper 
Westside of Manhattan.  Columbia University, Barnard College, Teachers College, Union 
Theological Seminary and Riverside Church are some of its neighbors.  Tenant organizations 
consist of the headquarters of major religious denominations, small foundations and socially 
committed service organizations. 

 TIC’s exhibit spaces (galleries) are generally open to the public, Monday - Friday, 9 AM to 5 PM.; 
they are closed on weekends and holidays.  There is no admission charge for entry. 

There are two (2) galleries located on the Main Floor of the building with easy access to the 
public and completely accessible to the handicapped.  A diverse selection of fine arts and crafts 
is exhibited on a monthly rotating basis during the year. 
o Treasure Room Gallery - A 2,000 sq.ft. exhibit space with professional display and lighting 

systems; 
o Corridor Gallery – There are twenty (20) large, self-lighted display vitrines built into the 

corridor’s north and south walls.  Each vitrine measures approximately 46” high by 36” wide.  
Eight of these are 18” deep to accommodate three-dimensional work. 
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EXHIBIT(s) APPLICATION 

Instructions 

 
 
APPLICATION DOCUMENTATION 
Include the following documentation with application. 

1. A CD of 20 images formatted for a MAC and a PC—used to present your work to the Art Exhibits 
Panel.  A 300 dpi is suggested for the images. 

2. A separate sheet (sample follows) containing the title of work, completion date, medium, 
dimensions (height precedes width) and selling price. 

3. Artist resume or biography. 

4. Artist statement commenting on themes of the work, process(es) used or other pertinent 
descriptive material. 

5. Additional material, if desired—catalogs of previous exhibitions, exhibit announcements, critical 
reviews, et.al. 

6. A self-addressed, stamped envelope for return of materials. 

7. Photographers can submit a portfolio of 20 works for consideration. 

Mail materials to: 

Curator and Exhibits Designer 
The Interchurch Center 
475 Riverside Drive, Suite 240 
New York, NY  10115 

 
 
 
 

PLEASE NOTE, INCOMPLETE APPLICATIONS WILL NOT BE REVIEWED. 
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EXHIBIT(s) APPLICATION30 

Sample Exhibit Information Sheet 

 
 

THE INTERCHURCH CENTER 
475 Riverside Drive, Suite 240 
New York, NY  10115-0099 
(212) 870-2200 – (212) 870-2400 fax 
www.interchurch-center.org 
 
 

 Title of Work Date Completed Medium Dimensions Selling Price 

1)       

2)       

3)       

4)       

5)       

6)       

7)       

8)       

9)       

10)       

11)       

12)       

13)       

14)       

15)       

16)       

17)       

18)       

19)       

20)       
 

                                                 
30

 Please note any special circumstances related to the work you will be exhibiting:  exceptional weight, 

fragile surfaces, unusual framing, etc. 



TIC 

TENANT MANUAL (2017) 

 

 

47 
5/10/2017 rev. 

 

 Lactation Room 
A lactation room is located on the 2nd floor and is available for use by nursing 
mothers during working hours (9 AM - 4:15 PM).  The room is equipped with a 
comfortable chair, a small table and a sink.  It is kept locked; the key is available 
upon request from the Reception Desk in Suite 240 and must be returned to the 
Reception Desk after use.  The room is accessible on a first-come, first-served 
basis.  Reservations are not required. 

 Library & Archives 
o Archival Services 

The Library has a professional archivist who, for a modest fee, can provide 
archival services to help Tenant Agencies organize their documents and create 
order, i.e.: 
 Determine what materials belong in the tenant’s archive; 
 Improve access to a tenant’s archive, making its historical assets easier to 

find; 
 Recommend the most efficient archival storage and management solutions 

based on a Tenant Agency’s needs and resources; 
 Create history and timelines of important dates; 
 Learn how the archive of the organization can be used to further its mission. 

o Books 
The Ruth Stafford Peale Library (Suite 250) serves the information and research 
needs of TIC's diverse Tenant Agencies.  The Library holds 17,000 books and 
receives 55 periodical titles.  The main focus of the collection is religious in 
nature, but it also includes material on health, non-profit management, the arts, 
and aspects of life in New York City. 

Patrons are responsible for replacing lost or damaged books.  Patrons who 
lose books or fail to return books on a consistent basis will have their 
borrowing privileges revoked. 
 To search the Library’s Catalog, go to http://interchurch-center.library.net. 
 Provided ample time is given, the Library can obtain books not in its collection 

through an inter-library loan. 
 The Library is the depository for the historical records of The Interchurch 

Center. 
 The Library also maintains a book exchange, provides tax forms and has two 

(2) computers for patron use.   
 Book Club & other programs 

The Library conducts a Book Club that meets once a month; a Creative 
Writing Group that meets twice a month; plus other special programs.  To 
follow the Book Club on Facebook, go to: 
https://www.facebook.com/login/?next=https%3A%2F%2Fwww.facebook.
com%2Fgroups%2F1652301251763874%2F 

http://interchurch-center.library.net/
https://www.facebook.com/login/?next=https%3A%2F%2Fwww.facebook.com%2Fgroups%2F1652301251763874%2F
https://www.facebook.com/login/?next=https%3A%2F%2Fwww.facebook.com%2Fgroups%2F1652301251763874%2F
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o Clientele 
The Library's primary clientele are staff members of the Tenant Agencies.  While 
students and faculty of Columbia University, Union Theological Seminary, New 
York Theological Seminary and Jewish Theological Seminary can visit the 
Library, they do not have borrowing privileges. 

 Morningside Area Alliance (community resource) 
Along with 18 other institutions in the Morningside Heights section of the city, The 
Interchurch Center recognizes a responsibility to help make the community a better 
place to live and work.  The Morningside Area Alliance exists to serve as a resource 
for member organizations by providing a forum for communication, fostering 
collaboration and partnership, and pursuing coordinated actions on issues of 
common concern.  TIC’s Executive Director represents The Interchurch Center’s 
interests in this organization. 

 Music 
o Choirs 

The Interchurch Center sponsors two (2) choral organizations, each of which 
performs several times during the September through May season. 
 Gospel Choir – The Choir offers a range of styles spanning both traditional 

and contemporary Gospel music.  It rehearses in The Chapel each Thursday, 
from 1 - 2 PM.  Although sight-reading skills are not necessary, some choral 
experience is desirable given that the rehearsals are relatively short. 

 TIC Chorus – The Chorus performs a variety of works from the choral 
repertoire, often accompanied by instrumental ensembles.  Though no 
auditions are required, it is desirable that participants have some choral 
experience and/or sight-reading ability.  Rehearsals are held every 
Wednesday, from 1 - 2 PM, in The Chapel. 

o Wednesday Noonday Concerts 
From mid-September through May, TIC sponsors a series of programs by 
professional artists from the New York metropolitan area and beyond.  Programs 
range from string quartets to woodwind ensembles, traditional African folk music 
to Celtic songs and dances, medieval to jazz, vocal soloists to choirs, and 
emerging artists to established professionals. 

TIC’s Music Director, Christopher Johnson, arranges a broad spectrum of quality 
programming that is designed to appeal to the widest possible audience.  The 
programs, which last one half-hour, take place during the lunch hour in The 
Chapel, beginning at 12:05 PM.  While the primary purpose of the series is to 
provide a cultural respite for the tenants in the midst of the workweek, all are 
welcome. 

 Wellness Center (see ADDENDUMS J & K) 
The Wellness Center, located in Suite 241, is open on business days from 9 AM to 
4:30 PM.  It provides a variety of services to Tenant Agencies, with no charge for 
emergency services (acute illness or injuries).  However, there is a charge for 
immunizations and travel vaccinations, which cover the medical supplies used 
during the procedures and contribute to the Wellness Center’s operating expenses. 
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o Blood Drives 
The Wellness Center holds blood drives in February and September that anyone 
can participate in. 

o Exercise Classes 
Under the auspices of the Wellness Center, certified trainers conduct exercise 
classes which are available throughout the year.  There is a charge for the 
exercise classes.  Contact the Wellness Center for an up-to-date schedule. 

o Fitness Center 
The Wellness Center maintains and oversees a small fitness center, available 
when the Wellness Center, which is open and offered to all who work in The 
Interchurch Center.  The fitness center contains a treadmill, an elliptical cross-
trainer and a recumbent bicycle; there is no charge for use of this equipment.  All 
employees who use the fitness center must: 
 Complete medical history and consent forms; 
 Participate in an equipment orientation. 

o Health Fair 
The Wellness Center conducts a health fair in October that is open to all who 
work in TIC. 

o Immunizations 
The Wellness Center offers routine and travel vaccinations.31 

o Mammograms 
Periodically scheduled, appointments can be made for no-cost digital 
mammograms and clinical breast exams from a mobile care clinic van for women 
40 and older with a NYC mailing address who have not had mammogram in the 
past 12 months. 

o Training & Certification 
 On an on-going basis, the Wellness Center offers free training and 

certification in Cardio-Pulmonary Resuscitation (CPR).  An automated 
external defibrillator (AED) is located on each floor of the building; 

 The Wellness Center coordinates The Interchurch Center Lifesaver Team, a 
building-wide employee team trained in both adult cardio-pulmonary 
resuscitation (CPR) and use of the AED. 

 

                                                 
31

 See ADDENDUM J.  
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ADDENDUM J 
 
 

MEDICAL SERVICES FEES 
 

 

Immunization32 Fees 

Initial Consultation $50 

Initial Consultation for a couple $75 

Initial Consultation (group of three or more) $100 

Hepatitis A (X2) $115/injection 

Hepatitis A/B (X3) $145/injection 

Hepatitis B (X3) $100/injection 

Japanese Encephalitis (X2) $350/injection 

Meningococcal $160 

Polio $80 

Rabies (X3) $350/injection 

Tetanus-Diphtheria $70 

Tetanus-Diphtheria-Pertussis  $85 

Tuberculin Skin Test $55 

Typhoid (injection or oral) $100 

Yellow Fever $150 

 
An appointment is necessary for some services, such as annual flu vaccines and travel 
vaccinations.33 
 
Questions should be directed to the Wellness Center, ext. 3053. 

                                                 
32

 Prices are subject to change when new vaccines are ordered. 
33

 Examination fees do not include laboratory work. 
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ADDENDUM K 
 
 

MEDICAL EMERGENCY RESPONSE PROTOCOL 
 
 

I. EMERGENCY 
A. Use your best assistant—COMMON SENSE. 
B. Check the CAB’s—Circulation, Airway, Breathing. 
C. Call, or have someone call, the following entities.  If not it is not you, verify 

someone did make the calls. 
a. The Wellness Center emergency extension (only accessible internally), ext. 

4600 (212-870-2200, ext. 4600), or, the Wellness Center office, ext. 3053 
(212-870-3053). 

b. 911 (use 61 Claremont Ave., between West 119th and 120th  Streets for 
TIC address, plus the floor and room number / best location); 

c. Security, ext. 3002 (212-870-3002) (before/after working hours and on 
weekends). 

D. Provide the following information, if known. 
a. Exact location of emergency (floor and room number / best location). 
b. Type of emergency (heart attack, asthma attack, choking, bleeding, fall, 

etc.); 
c. Employee information (name, approximate age, gender, known medical 

history, etc.). 
E. Arrange for someone to meet the responding emergency personnel 

(medical, security or EMS) at the elevator. 
II. SAFETY 

A. Clear the area of anyone not involved in the emergency. 
B. Be aware of surrounding area conditions. 

a. Type of floor (metal, wet) 
b. Smoke 
c. Hazardous materials 

C. Remain calm. 
III. UNTIL HELP ARRIVES 

A. Stay with patient. 
B. Manage the emergency to the best of your ability. 
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Supplementary Services 
 Automated Teller Machine 

For the convenience of building employees, a Chase Bank teller machine is located 
in the Claremont Avenue Lobby.  It may be used at any time, subject to the security 
regulations of TIC.  Outside of TIC’s business hours, the ATM is only available to 
those persons authorized to be in the building; the night watchman is not authorized 
to admit persons to the building after hours in order to use the machine. 
o Problems with this ATM should be addressed to Chase Bank at (614) 213-5213. 

 Lost & Found 
Any items found should be brought to the office of the Senior Property Manager in 

Suite 240.  Lost items may be reported to that office on ext. 3035. 

 Restrooms (Lower Level) 
The restrooms on the lower level are locked daily after 3 PM.  Tenants may gain 

access by swiping their Building Pass at the entrance door.  These doors will 
remain unlocked while an after-hours event is in progress on the Main Floor. 

 Showers 
Showers installed in the restrooms on the Lower (Cafeteria) Level are available for 
use by Tenant Agency employees only.  To gain access, employees should swipe 
their Building Pass. 
o To use showers, employees must fill out an application form and obtain a 

combination number at the Reception Desk in Suite 240. 
o Regulations governing use of the showers are available at the Reception Desk. 

 Telephones 
Conversations between visitors on the 1st floor and tenant employees in their offices 
are only to be conducted on the house phone or public telephones.  The telephones 
of the Front Desk Attendants (Receptionists), the Security Officer and the Cafeteria 
are for use Only By These Employees; No One Else Should Ask To Use These 
Telephones. 
o House 

House phones for internal communication with those on TIC’s telephone system 
are located in the Claremont Avenue Lobby and in the stairwells of the garage. 

o Public 
A coin telephone for public use is located on the Basement Level in the corridor 
leading to the parking area. 
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CHANGES AND EXCEPTIONS 
 
 
Management reserves the right to change any of the policies and practices set forth 
within this Manual.  To the extent practicable, notice of such changes will be distributed 
to representatives of the Tenant Agencies.  Management also reserves the right to 
make exceptions, without notice, to any of the policies and practices set forth herein. 
 


