Renovations, Additions, or Alterations Rules
Owners/residents must notify the Management Office of plans to alter or improve an individual residence.  Changes must be made in accordance with the Declaration of Condominium and By-Laws of Plaza Towers Condominium Association.   
Preliminary Requirements 

Before a project can begin, the following requirements must be met:  

the contractor must be licensed by the State of Georgia and provide a copy of this license to the Management Office. 
the owner/resident and contractor must meet with Building Maintenance and Management staff. 
the Management Office must be notified of the start date. 

Insurance Certificates
copies of Workers’ Compensation Insurance certificates must be submitted to the Management Office.

copies of Comprehensive General Liability Insurance certificates for contractors and sub-contractors with minimum coverage of $1,000,000/$1,000,000 bodily injury and $1,000,000 property damage must be on file in the Management Office prior to work beginning.  Certificates must name The Plaza Towers Condominium Association as an additional insured. 

Documents 

project description, scope of work, and a project schedule 

stamped drawings

other signed forms required by Plaza Towers

copies of relevant building permits as required by the City of Atlanta
a walk-through with Management staff must be completed to note pre-existing damage, etc. 

NOTE:  The policies and procedures detailed below apply to all contractors and subcontractors performing work at Plaza Towers.  Acceptance of a contract to work at Plaza Towers constitutes acceptance of these rules.  


A contractor or sub-contractor in violation of any policy or procedure will be asked to leave the premises and will be prohibited from future work on the property.


Owners/residents to confirm with the Management Office that the list below reflects the most current and comprehensive insurance guidelines.  
Contracted Personnel  

The owner/resident or contractor is required to furnish a list of subcontractors before work begins.  Management has the right to approve or disapprove specific contractors/subcontractors.

Permits

The owner/resident or contractor must secure all permits and inspections and provide copies to the Management Office prior to work beginning. The City of Atlanta will not issue permits for major modifications without complete/stamped plans.  Copies of all permits must be attached to the back door of the unit under construction.

Elevator 

Elevator use must be limited to the padded freight elevator (#1 in the North Tower and #3 in the South Tower). No other elevator may be used for any reason.  Extended use of the elevator should be scheduled through the Management Office at least 24 hours in advance.

Parking

Construction personnel may park in the lot near the Level 1 garage. The Association has no liability for vehicles parked anywhere on the property.  See Contractor Parking in this section for details.

Building Access 
Construction and delivery personnel must enter/exit via the Receiving Office door located on Level 2 (adjacent to the parking garage door).  All persons must sign-in sign-out with the staff member on duty.  Non-compliance will be dealt with severely.  

Delivery of Materials 

The staff member on duty at the Receiving Office will provide instructions when materials are to be delivered to the loading dock.  Note:  All deliveries must be scheduled through the Management Office prior to the delivery date. 
Work Hours

Work including clean-up may be conducted Monday-Friday only between 8:30a.m. and 4:30p.m.  Work is not permitted on holidays.  

Freight Elevator
Construction personnel may use the designated freight elevator only.  No other elevators may be used for any reason.   

Utility Schedule 
Planned utility outages must be scheduled a week in advance to allow time for affected owners/residents to make alternate arrangements, when applicable.  

Common Area Protection/Clean-up 

· Common areas should be protected from potential damage at all times.  The general contractor is responsible for damage caused by subcontractors.  Damage to a residence, common areas, etc., must be repaired at the contractor's or subcontractor's expense.  In the event of a dispute about responsibility, the decision will rest with the Property Manager and will be final.

· To protect elevator lobbies and hallways, each contractor must furnish at his expense approved 1/8” rubber or masonite board.  These materials must be removed each night and taken off premise or stored in the affected residence.  Common areas must be cleaned and vacuumed each day. 

· Carts, buggies, etc. required to move materials, trash, etc. must be furnished by the contractor performing the work.  All such carts must have resilient tires and non-marking wheels at least six inches in diameter.  Steel and/or phenolic wheels are not permitted.

· Materials and equipment that are not removed from the building on a daily basis must be stored within the affected residence.  At no time should corridors, elevator lobbies, stairwells or balconies be used for storage.
· Trash of any kind is not permitted on balconies/common areas. All trash must be removed from the building in a timely manner.

· A fee to cover the cost of additional security, housekeeping, building wear-and-tear and utilities will be billed weekly to the contractor in charge of construction. Owners are responsible for any uncollected payments.  Please be aware of this prior to paying the contractor’s final bill. See Management Office for current rates.   

· Contractors may not place tools or equipment on the benches in the elevator lobbies.
Specific Requirements and Restrictions

a. Materials producing highly toxic or volatile fumes may not be used in the building.  If there is any question concerning the use of a product, it must be cleared with a Management Office.   

b. Sound-reducing sub-flooring (e.g. Acousticork) must be used when wood floors are to be installed. 
c. The use of PVC piping is prohibited.
d. Only metal support studs are permitted; wooden studs may not be used.  
e. Before modifying/replacing existing HVAC components, be sure to obtain HVAC specifications from the Management Office. 

f. Before moving plumbing fixtures such as shower drains, the contractor and plumber must meet with Building Maintenance staff. A top-cut saw must be used to cut concrete.  The use of a jackhammer is prohibited. 

g. To avoid leaks and other damage, approval must be obtained from Building Maintenance prior to connecting plumbing, fire protection, TV cable, or electrical to building systems
h. Electrical panels are located in the back door area between units.  Half of each panel is dedicated to a single unit.  Crossing over this configuration is prohibited. Tampering with the electrical panel will result in fines and/or removal from the property.  

i. Low-voltage wiring, such as in-wall speakers, intercoms, TV cable, phone, etc., must be plenum rated. 

j. All high-voltage wiring must comply with current City of Atlanta and National Electrical Codes.  

k. Before any work is performed that requires severing a cable line, a specific letter of intent must be submitted to the Management Office.  

l. Prior to installing tile on a balcony, a concrete primer, such as Scotch-Clad Concrete Primer #2271, must be applied to the balcony floor.

(
Smoking is not allowed in elevator lobbies, corridors, fire stairwells, or any common areas at any time.  Under no circumstance should a cigarette be thrown over the balcony.

Project Completion

a. Upon completion of construction, the contractor in charge is responsible for re-painting the front residence door and the frame of the freight elevator.  Paint specifications are as follows:

	RL UL-12 Galvanized, oil-based, satin, ultra-deep base


	BAC Colorant
	02
	32
	64
	128

	B1-Black
	2
	18
	1
	-

	G2- New Green
	2
	2
	1
	1

	R2- Maroon
	-
	29
	1
	-


Contact the Management Office for additional information or with questions regarding the paint.  
b. If the footprint of a unit has been changed during construction, the contractor must obtain a Certificate of Occupancy and provide a copy to the Management Office.  

c. A copy of the as-built plans must be submitted to the Management Office.  

d. A final inspection of common areas near the affected residence will be conducted by the Management Office. The general contractor will bear the responsibility for costs related to repair and/or cleaning.

Failure to comply with regulations and requirements may result in fines.  Deficiencies will be corrected at the owner’s expense.
