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Memorandum 

To: All Tenants 
Cc: Timothy Hogan 
Re: Returning to 475/ During the COVID-19 Crisis 
Fr: Paula Mayo 
Dt: 22 May 2020 

This memo is being sent to all tenant agencies to help them prepare to return to 475.  As 
we have had communication from some agencies which indicated that agency staffs may 
begin returning to 475 at the beginning of June, management has attempted to put 
together a detailed memo outlining new policies and procedures.  Please know that all 
TIC staff, including Newmark Knight Frank (property management) and ABM (cleaning 
and janitorial services) have worked together to identify all areas of concern for tenant 
reentry.  The practices contained in this memo are designed to provide multiple layers of 
protection to the public and are informed by the guidance issued to date by governmental 
and public health authorities, including the Centers for Disease Control and Prevention 
and the NYS Regional Guidelines for Re-Opening New York. 

The guidance is structured as follows: 

1. Building Preparations
 Systems and Maintenance
 Preparing of Public Areas for Social Distancing
 Communication and Signage
 Promotion of Hand Hygiene

2. Changes to Operating Procedures and Protocols
 Cleaning and disinfecting
 Procedural Changes
 Matters related to Common Areas of the Building

Building Preparations 
Proactive steps have been taken to prepare the building for increased occupancy.  In 
preparation for tenant return the cooling tower and fan coils have been cleaned and 
disinfected as we prepare for warmer weather.  Air filters have been replaced, and HVAC 
systems which support the building and public spaces have been checked to make sure 
they are operating properly. All chill water coils, intake dampers and plenums and re-heat 
coils have been inspected. Staff will commence the cleaning of individual window units 
in June.  To comply with the need for increased hand washing the water temperature in 
the restrooms throughout the building has been raised to 120 degrees.  Please note that 
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the water temperature increases with use, as temperatures in the morning may not be as 
warm as they are in late afternoons. 
 
We have continued with the elevator modernization project throughout the shutdown, and 
the work on the low-rise cars has been completed.  The elevators have been run daily to 
make sure the alarms and communication devices are in working order. 
 
The fire protection system has also been checked to make sure that all devices are 
working properly.  If any tenant deputy fire wardens or searchers have changed 
during the shutdown, please make sure that the new names are registered with the 
building fire safety directors. 
 
Air quality: There are no known air quality tests available to test for or detect the 
presence of COVID-19.  However, TIC property management will continue the 
practice of having building air tested on a regular basis.  The next test is scheduled 
for week of June 1.  
 
Preparing Building Public Areas for Social Distancing 
 
Building entrances and exits: 61 Claremont is open daily, 475 Riverside Dr., will 
remain locked with admission by security pass only.  Signage will designate each 
entrance/exit as such. 
 
Security/Check-in: security desk at 61 Claremont will have a barrier shield at the desk to 
physically separate security staff from visitors.  Security staff will wear masks and gloves 
at all times while on duty.  Visitor check in line will be established with signage and 
social distancing markers on the south side of the lobby (lounge and meeting room side). 
During the foreseeable future, it is imperative that all visitors be registered in advance, 
and advised that masks or face coverings must be in place before entering the building. 
 
Lobby: To facilitate elevator access, and maintain social distancing, the north side 
turnstiles will be used for entrance and the south side turnstiles will be used for exits 
daily. Signage, stanchions and social distancing markers are being used to designate 
places to queue for elevator entry.  The elevator queue will form on the north side of the 
lobby (in front of chapel).  Security will be on hand to provide guidance and controls for 
entering the elevator area.  No more than four passengers will be allowed in an elevator 
car at any time.  Staircase A (across from chapel) is to be used to walk upstairs.  Staircase 
B (across from conference rooms) will be available for use when exiting the building. 
When on the floors above the lobby, tenants and their guests have the responsibility 
of observing the posted elevator capacity limits. 
 
Restrooms: Signage will be posted at each facility to limit the number of occupants at 
any given time. To ensure social distancing can be maintained, certain sinks in all 
restrooms will be shut off and covered, and some urinals will also be covered. Stalls will 
remain as they are.  Handicapped facilities will remain as they are.  Mask/face coverings 
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should be in use while using public restrooms.  Tenants and their guests have the 
responsibility of observing the posted restroom capacity limits. 
 
Promoting Hand Hygiene: Hand sanitizer stations will be prominent in the lobby area, 
TIC office spaces, Wellness Office. And cafeteria (when it re-opens) Tenant agencies 
should have similar stations in their reception/greeting areas. 
 
Conference Rooms: Meeting and conference room spaces will be closed during the 
initial period of re-entry.  New occupancy guidelines will be developed for future use. 
 
Cafeteria:  The cafeteria will be closed until further notice.   
 
Communication and Signage: Attached to this memo are examples of the new signage 
available throughout the lobby, public spaces and restrooms.  The signage is posted to describe 
new protocols and procedures, physical designations and health guidelines throughout the 
building.  The signage can also be used by tenant agencies in their office suites where 
appropriate. 
 
Changes to Operating Procedures and Protocols 
 
Cleaning: The entire building has been cleaned and disinfected, including all office 
cubicles, hard surfaces and carpeting.  High touch surfaces in public areas are cleaned 
nightly such as: doors, elevators, elevator buttons, and escalator hand rails.   
When building staff has been notified of potential COVID-19 cases in tenant agencies, 
the spaces have been cleaned and disinfected immediately.  Tenants are requested to 
notify management office should an employee who was in the building in the last 48 
hours develops symptoms or is confirmed to have COVID-19. 
 
Use of Face Coverings: Consistent with the Governors’ Executive Order 202.17 that 
requires the use of face coverings in public, all persons entering a building are required to 
have face coverings and use those face coverings in all public/common areas of the 
building, including lobbies, elevators and stairs.  Tenants are advised that visitors who 
violate the buildings’ health protocols may be denied entry or asked to leave the building.  
It is tenant’s responsibility to ensure that all persons invited to their space be informed of 
the building’s health protocol. 
 
Building Safety/Security:  During the period of reentry, it is recommended that tenant 
agencies limit the number of visitors to their agency and that visitors are not entering or 
exiting the building during the times that tenant employees are arriving or leaving work 
in large numbers. 
 
Additional Considerations 
Appointments will be necessary to visit management office, suite 240 or the Wellness 
Office.  The gym in the Wellness Office will be closed until further notice. 
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As allowed by the EEOC, employers may take the body temperatures of their employees 
during this period of community spread of COVID-19.  Therefore, all TIC, Newmark 
Knight Frank and ABM staff temperatures are taken daily upon arrival and departure.  
There has been no guidance issued from federal, state or local authorities that authorizes 
a property owner to take the temperature of a visitor or a person who is not their 
employee, therefore TIC staff and security will not take the temperatures of incoming 
visitors or agency employees.  It is suggested that all agencies purchase touch less 
thermometers for the use of their agency. 
 
Regarding continuing construction projects 
As noted earlier in this memo, capital projects and some tenant projects have continued 
throughout the shutdown.  All construction crews observe social distancing guidelines, 
are provided with masks and gloves for work and have temperatures taken at the start of 
and end of each work day. 
 
Tenant Responsibility 
As we have all learned over the past few months, the information surrounding the spread 
of COVID-19 can change daily.  It is up to each agency and their employees to exercise 
caution and common sense during this extraordinary time.  The staffs of TIC are ready to 
work with all agencies to help with your reentry plans.  We look forward to seeing you all 
soon. 



PROPERTY MANAGEMENT

All COVID-19 related materials have been developed with information from the World Health Organization and Centers for Disease 

Control & Prevention. NKF makes no representations or warranties regarding the accuracy or completeness of this material.
www.ngkf.com

POST COVID-19 GUIDANCE

ELEVATOR ETIQUETTE
Here are some steps to ensure that you follow proper elevator etiquette so you and your fellow 

passengers can have a comfortable ride, with minimal chances for the spread of germs. The CDC 

recommends wearing a face mask and washing your hands regularly to help prevent the spread of 

germs. 
ELEVATOR PRE-BOARDING

ELEVATOR BOARDING

CONSIDER TAKING
THE STAIRS.

When only going a few floors, if you are able, 

take the stairs instead of the elevator. Roughly 

eight steps between people is equal to 6 feet. 

RESPECT LINES
SOCIAL DISTANCE.

If the elevator is busy enough to have a line, 

wait 6 feet apart, never break in line. Wait your 
turn.

EXIT
QUICKLY.

Exit quickly, while still being courteous to other 

passengers.

BE THE
BUTTON PUSHER.

If you are standing near the buttons, be willing 
to push the button for other passengers. Use a 

tissue or soft object to push the button, if 

possible.

SOCIAL DISTANCE
FACE THE WALL.

By facing the wall, you prevent the spread of 
germs should you accidently cough or sneeze. 

The walls are cleaned and disinfected regularly.

AVOID TALKING
DURING THE RIDE.

This includes on the phone. By not talking, you 

eliminate the risk of spreading germs. To the 

extent that you can, avoid coughing and 
sneezing as well.

REDUCED
OCCUPANCY.

Limit Four People Per Elevator Car.
Don’t try to squeeze onto a full elevator.



PROPERTY MANAGEMENT

All COVID-19 related materials have been developed with information from the World Health Organization and Centers for Disease 

Control & Prevention. NKF makes no representations or warranties regarding the accuracy or completeness of this material.
www.ngkf.com

POST COVID-19 GUIDANCE

PREVENT THE SPREAD

Avoid close contact 
with people who are sick

Help Us Flatten The Curve

Cover your cough
with a tissue you can

throw away after

Avoid touching your 
face.

Do not touch your eyes,

nose or mouth

When in public,
wear a mask covering your

nose and mouth

Clean and disinfect
frequently touched 

objects

and surfaces

Wash your hands.
Scrub for at least 

20 seconds

Stay home
if you are sick. Contact 

your healthcare provider

Stay informed
about the latest news 

and recommendations

Wearing Gloves
Gloves offer a false sense 

of security. Use hand 

sanitizer and wash your 

hands frequently.



PROPERTY MANAGEMENT

All COVID-19 related materials have been developed with information from the World Health Organization and Centers for Disease 

Control & Prevention. NKF makes no representations or warranties regarding the accuracy or completeness of this material.
www.ngkf.com

POST COVID-19 GUIDANCE

SOCIAL DISTANCING

DO YOUR PART…

STAY APART.

FEET



PROPERTY MANAGEMENT

All COVID-19 related materials have been developed with information from the World Health Organization and Centers for Disease 

Control & Prevention. NKF makes no representations or warranties regarding the accuracy or completeness of this material.
www.ngkf.com

POST COVID-19 GUIDANCE

ELEVATOR ETIQUETTE

ELEVATOR 
OCCUPANCY
LIMIT FOUR
PEOPLE.

New Policy Until Further Notice:
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All COVID-19 related materials have been developed with information from the World Health Organization and Centers for Disease 

Control & Prevention. NKF makes no representations or warranties regarding the accuracy or completeness of this material.
www.ngkf.com

POST COVID-19 GUIDANCE

PREVENT THE SPREAD

WASH 
YOUR 
HANDS

Use soap and water scrub for 20 
seconds, rinse and dry off. No access 

to soap and water? Use a hand 
sanitizer with at least 60% Alcohol.
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All COVID-19 related materials have been developed with information from the World Health Organization and Centers for Disease 

Control & Prevention. NKF makes no representations or warranties regarding the accuracy or completeness of this material.
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POST COVID-19 GUIDANCE

PREVENT THE SPREAD

WASH 
YOUR 
HANDS

Restroom Policy Until 

Further Notice:



PROPERTY MANAGEMENT
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POST COVID-19 GUIDANCE

SOCIAL DISTANCING

ENTER
HERE

All building occupants should line up in 

the designated area to control social 

distancing and new elevator occupancy 

limits

ELEVATOR LINE STARTS 
HERE
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POST COVID-19 GUIDANCE

SOCIAL DISTANCING

ENTER
HERE

Please Maintain a Social 

Distance 6 feet from others 

while you wait.

VISITORS LINE STARTS 
HERE
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POST COVID-19 GUIDANCE

PREVENT THE SPREAD

NO 
ENTRY

People entering this building 

MUST have mask (face 

covering) or you will be 

turned away.

NO 
MASK
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All COVID-19 related materials have been developed with information from the World Health Organization and Centers for Disease 
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POST COVID-19 GUIDANCE

PREVENT THE SPREAD

PLEASE WEAR A 

MASK WHILE 

ON THIS 

PROPERTY.

New Policy Until Further Notice:
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POST COVID-19 GUIDANCE

SOCIAL DISTANCING

DO 
NOT 
ENTER

New Traffic Pattern:
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POST COVID-19 GUIDANCE

SOCIAL DISTANCING

EXIT 
ONLY

New Traffic Pattern:
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POST COVID-19 GUIDANCE

SOCIAL DISTANCING

ENTRANCE

ONLY
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