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INTRODUCTION 
 
Letter of Introduction 
This Tenant Handbook has been prepared to assist Tenant’s architect and engineer(s) with 
preparing drawings and specifications that will meet TULSA PROMENADE’s design criteria.  
Our objective is to allow the maximum expression of a store’s individual personality and 
character while maintaining a cohesive design theme throughout TULSA PROMENADE. 
 
The criteria herein are not intended to contradict any code requirements that may govern this 
project.  It is the responsibility of Tenant’s architect, engineer and contractor to comply with 
all applicable codes.  Any question concerning the information presented in this Tenant 
Handbook should be brought to the Tenant Coordinator’s attention as soon as possible to 
minimize design revisions. 
 
The Tenant “Print Package” consists of: 
1. Tenant Handbook; 
2. Lease Outline Drawing (LOD); and 
3. Tenant As-Built Plans (if available). 
 
Please submit the following information to the Tenant Coordinator: 
Store Name:  Space No.:  
Architectural Firm:  
Contact:  
Address:  
Telephone:   Facsimile:  
 
Addresses of Note: 
1. Mall  
 TULSA PROMENADE        Mike Logan, Operations Director 
 4107 South Yale Avenue       Shelia Cooper, General Manager 
 Tulsa, Oklahoma 74135       Telephone: 918/627-9282 
 Facsimile: 918/663-9385 
 
2. Landlord 

GLIMCHER DEVELOPMENT CORPORATION  TENANT COORDINATION 
150 East Gay Street        Telephone: 614/621-9000 
Columbus, Ohio 43215       Facsimile: 614/621-9331 

 
3. Building Permit Center 
 CITY OF TULSA         PERMIT CENTER 
 111 South Greenwood       Telephone: 918/596-9601 

Tulsa, Oklahoma 74101 
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LOCATION & SITE 
 
Site Plan 
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Floor Plan - Lower Level 
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Floor Plan - Upper Level 
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ARCHITECT SELECTION 
 
Tenant is responsible for the preparation of all drawings and specifications required for the 
completion of the premises.  All drawings must be signed and sealed by an architect or 
engineer registered in the state of Oklahoma.   
 
Within the time period provided in Exhibit “C” of the lease, Tenant shall submit to 
Landlord’s Tenant Coordinator for Landlord’s approval the name(s), address(es) and 
telephone number(s) of Tenant’s registered architect and/or engineer responsible for the 
preparation of Tenant’s drawings. 
 
To assist Tenant in arranging these services, Landlord has compiled a list of architects who 
have expressed an interest in performing Tenant design work.  This list is shown below. 
 
Any contracts for design services are solely between Tenant and Tenant’s architect.  
Landlord shall in no way be held liable for any errors or omissions by either Tenant or 
Tenant’s architect.  The following list is for information only and does not preclude Tenant 
from securing the services of any other qualified architect/engineer. 
 
MITCHELL ARCHITECTS 
411 South Darlington 
Suite 140 
Tulsa, Oklahoma 74135 
Telephone: 918/633-0050 
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TENANT REIMBURSABLES 
 
New Shell Space 
Landlord’s representative coordinates and contracts for various items of construction which, 
in accordance with Tenant’s lease, are chargeable to Tenant.  Tenant must pay these items 
before the start of Tenant’s construction. 
 
Spaces Previously Occupied 
Landlord’s representative coordinates and contracts for various items of construction which, 
in accordance with Tenant’s lease, are chargeable to Tenant.   
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SUBMISSIONS & PERMIT REQUIREMENTS 
Landlord’s Address 

GLIMCHER DEVELOPMENT CORP.   Tenant Coordination 
150 East Gay Street       Telephone: 614/621-9000 
Columbus, Ohio 43215      Facsimile: 614/621-9331 

 
Document Submission 
Please keep in mind that submission of plans must be in accordance with the time schedule 
specified in the lease.  Sufficient time must be allowed for Landlord and local jurisdiction 
review and approval processes.  Preliminary Landlord plan approval will take approximately 
five (5) working days or less.  Final Landlord plan approval will take approximately ten (10) 
working days or less. 
 
Failure to provide adequate information during any phase of the approval process will be just 
cause for return of the submission with no review.  The submission at the preliminary phase 
must be complete to fairly evaluate the proposal and to prevent continuation of work on an 
unacceptable storefront design. 
1. Preliminary Documents 

One (1) set of drawings indicating: 
A. Key Plan 
B. Floor Plan 
C. Storefront Elevation 
D. Reflected Ceiling Plan 
E. Material Sample Board (labeled and keyed to plan) 
F. Color Rendering or Photograph of storefront prototype 

2. Final Construction Documents 
A. One (1) set of blue line construction documents on 24"x36" format to scale 

(containing architectural, mechanical, electrical and plumbing drawings). 
B. Refer to appropriate section in this manual for drawing requirements. 
C. Note: After Landlord approval, any changes or modifications to the construction 

documents or Tenant’s interior improvements must be approved by Landlord in 
writing. 

3. Sprinkler Documents 
A. Verify procedure and requirements for sprinkler drawings and modifications with 

Landlord’s onsite representative. 
B. Drawings and hydraulic calculations must be signed and sealed by a registered fire 

protection engineer from the STATE OF OKLAHOMA. 
C. Sprinkler contractor is required to submit sprinkler shop drawings to Landlord’s 

onsite representative. 
4. Hood Documents 

Food-related Tenants must verify with Landlord’s onsite representative the requirements 
for hood submission. 

5. Signage Documents 
A. One (1) set of reproducible signage shop drawings 
B. One (1) set of reproducible blade sign shop drawings (if applicable). 
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Required Permits & Inspections 
Permits required by the local jurisdiction must be presented to Landlord’s onsite 
representative prior to the start of work.  It is Tenant’s responsibility to obtain the approved 
construction documents from the local jurisdiction and to pay for and secure all applicable 
permits. 
 
Note: All interior Tenant store signage must be submitted to Landlord for approval.  
Exterior building store signage will require both Landlord and the local jurisdiction approval. 
 
After Landlord has reviewed and approved the drawings and specifications, Tenant shall 
forward drawings to the CITY OF TULSA for the plan review and permitting process.  Allow a 
minimum of ten (10) weeks for CITY plan review. 
 
Inspections 
It is Tenant’s architect’s or Tenant’s contractor’s responsibility to verify the field inspections 
required by the local jurisdiction. 
 
Building Code Information 
The CITY OF TULSA is currently using the codes listed below which are part of the Oklahoma 
State Building Code.  IT is Tenant’s responsibility to confirm the current editions: 
1. BOCA National Building Code 
2. BOCA International Plumbing Code 
3. BOCA International Mechanical Code 
4. CABO/ANSI A117.1 -1992 (Accessibility Requirements) 
5. National Electric Code 
6. Food Code of the CITY OF TULSA, OKLAHOMA 
 
Tenant is responsible for verifying conformance with all governing zoning and planning 
ordinances. 
 
It is Tenant’s architect’s, engineer’s and contractor’s sole responsibility to comply with all 
applicable federal, state and local codes and ordinances for Tenant’s occupancy type. 
1. Construction Type: Two level structures, of unprotected structural steel, cast-in-place 

concrete and concrete block construction with various roofing systems. 
2. Tenant Use: Mercantile use - to be verified with local jurisdiction. 
 
Food Service License 
All Tenants preparing or serving food or beverages must obtain a license from the TULSA 
CITY COUNTY HEALTH DEPARTMENT.  After the CITY and HEALTH DEPARTMENT’s plan 
review and approval, a permit will be issued.  Refer to Pre-Construction Criteria for 
additional code information. 
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PRE-CONSTRUCTION 
This section outlines the general conditions and rules for Contractors working on stores 
within TULSA PROMENADE.  Incorporate the following pages into Tenant’s bid package as 
part of Tenant’s contract with the general contractor. 
 
Tenant’s general contractor must schedule and attend an onsite pre-construction meeting 
providing all required information as detailed in this section. 
 
Fully Executed Lease 
Tenant’s lease must be fully executed prior to the turnover of the space to Tenant and start of 
demolition and construction. 
 
Insurance Requirements 
Insurance coverage is required for Tenant’s contractors and subcontractors working on the 
project.  Certificates verifying insurance coverage are required and must be on hand before 
Tenant’s construction may begin.  The certificates should be sent or delivered to the general 
manager. 
 
Coverage may be supplied by Tenant, Tenant’s general contractor or Tenant’s subcontractors 
and must include the following: 
1. Builder’s Risk Insurance 
 Builder’s Risk Insurance shall cover Tenant, Tenant’s contractors as their interest may 

appear, against all direct physical loss of materials stored at the site of Tenant’s work and 
builder’s machinery, tools and equipment all while forming a part of or contained in such 
improvements or temporary structures while on the premises or when adjacent thereto 
while on TULSA PROMENADE property, drives, sidewalks, streets or alleys, all to the full 
insurable value thereof at all times.  Said Builder’s Risk Insurance shall contain an 
express waiver of any right of subrogation by the insurance company against Landlord, 
its agents, mortgagee, employees, architect, contractors and subcontractors. 

2. Workers’ Compensation 
 At all times during the period of construction of Tenant’s work, Tenant’s contractors and 

subcontractors shall maintain in effect statutory Workers’ Compensation Insurance as 
required by the STATE OF OKLAHOMA. 

3. Liability Insurance 
 At all times during the period of construction of Tenant’s work and the opening for 

business in the premises, Tenant shall secure and cause to be maintained in effect, at 
Tenant’s cost and expense, a Commercial General Liability policy with limits of not less 
than one million dollars ($1,000,000) per occurrence and three million dollars 
($3,000,000) aggregate written on an occurrence basis.  Such policy shall include, but not 
be limited to, bodily injury, personal injury, property damage, contractual liability, 
completed operations, contingent liability, water damage and sprinkler leakage coverage.  
The Commercial General Liability Insurance policy shall name the following as 
additional insureds: 
A. GLIMCHER PROPERTIES LIMITED PARTNERSHIP 
B. GLIMCHER DEVELOPMENT CORPORATION 
C. TULSA PROMENADE, LLC 
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4. Automobile Insurance 
 In addition, Tenant’s contractor and subcontractors shall each maintain during the period 

of time as mentioned above and at their own cost and expense, an Automobile Liability 
Insurance policy of not less than one million dollars ($1,000,000) combined single limit 
coverage.  Each such policy shall include, but not be limited to, coverage for hired, 
owned and non-owned vehicles. 

 
Cancellation: The polices of insurance referred to above shall contain the following 
endorsement: 
 “It is understood and agreed that the coverage of this policy shall not be concealed or 

modified by the company until the company has mailed written notice, by registered or 
certified mail, to Landlord stating when, but in no event less than thirty (30) days 
thereafter, such cancellation or modification in coverage shall be effective.” 

 
Insurance Company Requirements: All policies of insurance shall be insurance companies 
with general policyholder’s rating of not less than A+, a financial rating of not less than Class 
6 as rated in the most current “Best’s Insurance Reports,” licensed to do business in the 
STATE OF OKLAHOMA and authorized to issue such policy or policies. 
 
This information must be on file in the mall office prior to any work commencing on the 
property. 
 
Tenant’s insurance company must fax a certificate to 918/627-9282 and send the original by 
mail to: 
 TULSA PROMENADE        MANAGEMENT OFFICE 
 4107 South Yale 
 Tulsa, Oklahoma 74135. 
 
Landlord-Approved Plans 
A Landlord-approved, stamped set of construction drawings and specifications must be 
maintained at the job site at all times. 
 
Subcontractors List 
A list of all contractors, subcontractors and major equipment suppliers working on the store 
must be delivered to the general manager. 
 
Contractor’s Deposit 
General contractors are required to submit a one thousand, five hundred dollar ($1,500) 
deposit to the TULSA PROMENADE mall management office.  This deposit protects Landlord 
and Tenant against damage to the property as well as incorrect or incomplete work. 
 
Building Permit 
All permits required and issued by local, state and other governing authorities must be 
delivered to the general manager prior to the turnover of Tenant’s space. 
 
Code Requirements 
It is Tenant’s sole responsibility for compliance with applicable codes, ordinances and the 
building classification for its specific occupancy type. 
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After Landlord has reviewed and approved the drawings and specifications, Tenant shall 
forward drawings to the CITY OF TULSA for the plan review and permitting process.  Allow a 
minimum of ten (10) weeks for the CITY plan review. 
 
Two (2) sets of plans and specifications, stamped and approved by Landlord, should be 
submitted to: 
 CITY OF TULSA        DEVELOPMENT SERVICES - PERMIT CENTER 
 111 South Greenwood      Telephone: 918/596-9601 
 Tulsa, Oklahoma 74120-1419 
  
All Tenants preparing or serving food or beverages must submit: 
1. A proposed menu 
2. Two (2) additional complete sets of plans. 
 
After the CITY and HEALTH DEPARTMENT’s plan review and approval, a permit will be 
issued. 
 
Food Service License 
All Tenant’s preparing or serving food or beverages must obtain a license from the TULSA 
CITY COUNTY HEALTH DEPARTMENT: 
 TULSA CITY COUNTY HEALTH DEPARTMENT  CONSUMER PROTECTION SERVICES 
 4616 East 15th Street        Telephone: 918/582-9355 
 Tulsa, Oklahoma 74112 
 
Building Codes 
Construction may not proceed until issued plans are received at the management office.  
Tenant’s contractor must maintain all licenses required by the state, county or city. 
 
The CITY OF TULSA is currently using the codes listed below which are part of the Oklahoma 
State Building Code.  It is Tenant’s responsibility to confirm the current editions: 
1. BOCA National Building Code 
2. BOCA International Plumbing Code 
3. BOCA International Mechanical Code 
4. CABO/ANSI A117.1 -1992 (Accessibility Requirements) 
5. National Electric Code 
6. Food Code of the CITY OF TULSA, OKLAHOMA 
 
Construction Barricade 
Before the start of construction in Tenant’s space, Tenant’s contractor will be required to 
install a barricade separating Tenant’s space from the surrounding common area.  This 
barricade will be placed a maximum of three feet (3'-0") into the common area. 
 
Tenant’s contractor must construct the barricade using a gypsum wall system, taped and 
spackled smooth and painted as instructed by the general manager.  The barricade must be 
plus/minus twelve feet (± 12'-0") high, running the width of the store and sealed at the top 
with visqueen.  Access is limited through the barricade into the common area. 
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Temporary Power 
Limited power will be available in the mall for contractors to draw on for temporary lighting, 
etc.  Each contractor will be responsible for bringing temporary power from the mall’s 
service to the work area. 
 
Tenant will be charged for the use of temporary power.  Electricity will be provided by: 
 PUBLIC SERVICE COMPANY OF OKLAHOMA  Telephone: 888/216-3523 
 
Natural Gas will be provided by: 
 OKLAHOMA NATURAL GAS      Telephone: 800/664-5463 
 
Underslab Floor Elevations & Slab Requirements 
If a concrete slab is not existing, the underslab dirt elevation is to be delivered according to 
the lease at eight inches (8") below the mall finish floor.  Landlord may elect to provide 
granular fill (leveling sand) to four inches (4") below mall finished floor. 
 
After installation of any underslab utilities, the 6 mil polyethylene vapor barrier and 
reinforcing mesh, the general manager will inspect the area and authorize Tenant’s contractor 
to proceed with pouring of a -4:thick, 3,000 psi concrete slab. 
 
Roof Penetrations 
In order to maintain the integrity of the roof warranty, all roof penetrations must be weather-
sealed by Landlord’s roofing contractor.  Tenant or Tenant’s contractor will be required to 
contract, schedule and pay for this work.  Landlord’s roofing contractor is: 
 ATWELL ROOFING COMPANY     Contact: Charles Mooney 
 4904 West 61st          Telephone: 918/445-2125 
 Tulsa, Oklahoma 74131 
 
No skylights are to be added. 
 
Roof-Mounted HVAC Equipment 
An HVAC universal roof curb has been installed on the roof to accept Tenant’s HVAC unit.  
This curb has been structurally incorporated into the design of the facility.  Details relating to 
the installation of equipment on this curb are in this Tenant Handbook.  If additional 
information is required, contact the general manager.  No deviations are allowed regarding 
flashing and sealing with HVAC units to the curb. 
 
Attachment to Building Structure 
Any interior framing, such as soffits, curtain walls, heavy timber or gypsum board ceilings, 
supported by the building structure red iron require an engineering report confirming 
compatibility of the proposed construction with existing design loads.  The engineering 
report must include calculations. 
 
Do not screw, drill or weld to the building structure red iron. 
 
Antenna 
Contact Landlord for specific installation requirements for roof-mounted television antenna 
or satellite dish. 
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Sprinkler Installation 
Prior to Tenant’s store construction, the fire sprinkler system will be installed on a standard 
grid.  The sprinkler drops will be installed at ten feet (10'-0") above the finish floor elevation.  
Contact the general manager prior to the ceiling grid installation to schedule final sprinkler 
adjustments.  All sprinkler work will be done by the mall sprinkler contractor: 
 COMMERCIAL FIRE PROTECTION SYSTEMS, INC. Contact: Jim Younger 
 Post Office Box 66         Telephone: 918/245-5546 
 Sand Springs, Oklahoma 74063 
 
Tenants are also required to have a smoke evacuation system. 
 
Material Storage 
The mall cannot be used as a construction or material storage area.  Travel in such areas is 
restricted to foot traffic. 
 
Part Wall 
After the slab has hardened sufficiently (usually three (3) days), Landlord’s contractor will 
have the six-inch (6") light gauge metal studs at twenty-four inches (24") o.c. for Tenant’s 
part wall installation.  Tenant’s contractor may then proceed installing any conduit, blocking 
or other items which go in the wall.  Tenant’s contractor will then install 5/8" fire-rated 
drywall, which must be fire-taped above the ceilings. 
 
Mall/Landlord Requirements 
Mezzanines are permitted in the storeroom.   
 
Mall carpet must be extended to the closure line at a cost of twenty dollars per square yard 
($20/SY).   
 
All “loud” construction must be done between the hours of 9:30 PM and 9:00 AM.  Loading 
docks are available for material delivery.   
 
Deliveries are made into the tunnel located under the building with a clearance of thirteen 
feet (13'-0").  Trailer drops will not be permitted.   
 
Dumpsters are available, but not for construction debris. 
 
Cardboard recycling is available in the tunnel. 
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CONSTRUCTION CRITERIA 
It is Tenant’s responsibility to choose its general contractor.  Upon request, the general 
manager will provide Tenant with a list of contractors to contact.  Landlord makes no 
recommendations or representations.  This list is strictly to aid in contacting potential 
bidders.  Additionally, Landlord has identified a number of other areas that Tenant must be 
aware of and comply with during construction. 
 
Avoiding Contractor Problems 
Occasionally Tenants run into problems with financially irresponsible contractors and, 
consequently, have difficulty completing their space or have problems with liens being filed 
on completion. 
 
There are a number of ways to avoid these problems, such as requiring payment and 
performance bonds of contractors.  Tenant may require lien waivers from Tenant’s 
contractors, subcontractors and suppliers prior to making payment for work completed.  
Landlord’s management personnel may make periodic inspections of Tenant’s space.  It is 
prudent to consult with these individuals for their input regarding actual work status prior to 
releasing final payment to Tenant’s contractor. 
 
Inspections 
During construction, Landlord’s representatives may inspect Tenant’s space periodically to 
determine if construction is being performed in accordance with the approved plans and 
specifications.  Should there be any discrepancy, work will be halted until the problem is 
resolved.  In no even will such inspections place any responsibility on Landlord. 
 
Tenant’s contractor must call for the appropriate plumbing, electrical, mechanical, etc. 
inspections by the CITY building inspectors. 
 
Housekeeping & Material Handling 
Once work commences in Tenant’s space, that area becomes the responsibility of Tenant and 
Tenant’s contractor.  The work area must be maintained in a clean condition with trash 
placed in containers provided by Tenant’s contractor.  If trash is not removed, Landlord will 
notify Tenant and Tenant’s contractor.  If cooperation is not received, Landlord may stop 
work in the space until compliance is exercised. 
 
Material may not be stored in the mall or in another Tenant space.  All work must be 
confined to the space being constructed.  Of course, intrusions into the common area are 
allowed when installing the storefront but this work must be coordinated with the general 
manager. 
 
Moving vehicles, fixtures, storefront systems or other heavy loads are prohibited in the mall.  
If Tenant has a special problem, contact the general manager. 
 
Tenant is responsible for removing all unused conduit, equipment, ceilings, etc. and 
disposing them properly in an approved landfill. 
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CONSTRUCTION COMPLETION 
Upon completion of construction, Tenant is required to complete three (3) additional steps. 
 
Landlord Punchlist 
At the completion of construction, a Landlord’s representative will generate a punchlist and 
provide it to Tenant and Tenant’s contractor. 
 
Tenant is responsible for completing the punchlist items to Landlord’s satisfaction within 
thirty (30) days of Tenant’s receipt.  If the punchlist is not completed within thirty (30) days, 
Landlord shall complete the punchlist items and charge Tenant one and one-half (1 ½) times 
the actual cost of the work. 
 
Fixturing & Stocking 
Following the completion of construction, Tenant will need to fixture and merchandise the 
store.  The hours and locations of exterior deliveries will be decided by Landlord.  Tenant is 
required to provide its own trash removal.  The management office will determine the 
location of the dumpster. 
 
Certificate of Occupancy 
Tenant must present to the management office a Certificate of Occupancy prior to opening 
the store. 
 
Please note that the CITY may require a Certificate of Occupancy prior to Tenant stocking its 
store. 
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ARCHITECTURAL DESIGN 
All Tenants 
The following is a list of minimum design information required to expedite plan approval by 
Landlord.  It is not intended to be a complete list of all requirements but should serve as a 
minimum checklist to be used by Tenant’s design consultants to complete the construction 
documents. 
 
To fully understand the requirements needed to generate an acceptable set of construction 
documents, Landlord urges Tenant to read this Tenant Handbook in its entirety. 
 
Architectural Drawing Requirements 
1. Cover Sheet 

A. Tenant name 
B. Project directory 
C. Location plan with space number 
D. Leased square footage 
E. Architectural symbols list 
F. Drawing list 
G. Occupancy load 
H. Building data, use and construction type 
I. Flame spread ratings of materials (as per code) 

2. Floor Plans 
A. Demising and interior partition wall locations dimensioned 
B. Base building column lines 
C. Restroom facilities 
D. Location of fixtures and equipment 
E. Recessed service doors (if applicable) 
F. Door and room finish schedules 
G. Typical wall sections 

3. Storefront Interior Elevations and Details 
A. Storefront entry elevations 
B. Interior store elevations 
C. Identification of finish and colors 
D. Longitudinal section through storefront from slab to roof 
E. Typical section through demising walls 
F. Storefront signage 
G. Blade signage (if applicable) 
H. Neutral pier and bulkhead details 
I. Floor transition details 

4. Reflected Ceiling Plan 
A. Ceiling heights 
B. Identification of ceiling materials 
C. Exit lights 
D. Emergency lights 
E. Light fixtures 
F. Sprinkler heads 
G. Air diffusers and grilles 
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H. Access panels 
 
Signage Drawing Requirements 
1. Incorporate signage into storefront elevation. 
2. Indicate letter height. 
3. Provide typical letter section. 
4. Provide method of wiring and mounting. 
5. Indicate color and materials. 
6. Blade sign (if applicable). 
 
Landlord-Provided Notes 
The following Landlord notes must appear on the cover sheet of all of Tenant’s final 
construction documents: 
1. Tenant’s general contractor shall submit a construction deposit with Landlord’s onsite 

representative per mall requirements. 
2. Tenant’s general contractor must check in with Landlord’s onsite representative prior to 

commencing with the work.   
3. Tenant’s contractor must repaint and/or repair Landlord’s property (i.e. neutral piers, 

bulkheads, rear corridor, etc.) damaged during construction. 
4. All ceiling material must have a minimum of a class “A” fire rating. 
5. Support wires for lay-in ceiling grid, lights, HVAC equipment, etc. must not be 

connected to any of Landlord’s electrical, plumbing, fire protection piping, mechanical 
equipment or the deck above. 

6. All materials used in the construction of Tenant’s space must be asbestos free. 
7. Food-related and upper level Tenants with bathrooms shall provide a waterproof 

membrane in wet areas.  Verify water test procedure with Landlord’s onsite 
representative. 

8. Do not channel cut the slab on the upper level; core drill only and install supplemental 
support framing. 

9. Any penetrations or modifications to structural steel or concrete must be coordinated with 
and approved by Landlord’s onsite representative. 

10. It is Tenant’s architect’s responsibility to field verify dimensions, utility locations and 
conditions prior to and during construction. 

11. Tenant shall not penetrate Landlord’s metal roof deck with any type of fasteners. 
12. It is Tenant’s responsibility to maintain the integrity of Landlord’s demising walls, floor 

slabs, roof and building structure.   
13. Tenant is to remove any existing or newly abandoned materials, equipment, piping, ducts 

and wiring from the premises.  Tenant is to cap service at the point of origin and 
coordinate this work with Landlord’s onsite representative. 

14. Tenant must comply with Title III of the Americans with Disabilities Act (ADA) and all 
local and state codes. 

15. Freestanding security devices are not allowed in the control zone.  Security devices shall 
be concealed from public view. 

16. Tenant is to maintain any expansion joints within its leasable area.  Tenant is to install 
cover plates per mall requirements. 

17. Television antennas and satellite dishes are not permitted on the roof or attached to 
HVAC units. 

18. Tenants requiring cable television should refer to their leases and contact the Landlord’s 
onsite representative for additional information. 
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Design Philosophy 
The following criteria are provided to give Tenant maximum design flexibility while 
maintaining a consistent and high quality retail environment at the mall.  These criteria will 
guide Tenant’s designer to create a store design compatible with the overall design intent of 
the mall. 
 
All storefront, interior designs and materials are subject to Landlord’s approval.  It should be 
understood that Landlord will review Tenant’s design concept with neighboring Tenants and 
make judgments that will benefit the entire mall. 
 
General Tenant Design Constraints: 
1. Landlord will provide approximately eleven feet (11'-0") clearance throughout Tenant’s 

space.  Additional height may be achieved upon Landlord’s written approval.  Any 
alterations to Landlord’s structure or utilities as a result of ceiling height increase shall be 
at Tenant’s expense. 

2. Tenant’s storefront must be self-supported.  Storefronts may not be suspended from the 
mall bulkhead.   

3. Blocking, decking, framing and raised platforms shall be constructed of noncombustible 
materials. 

4. No combustible materials are allowed above the ceiling (i.e. transformer, water heaters, 
etc.) 

5. Tenant must provide two-inch (2") high black vinyl store space number and name at the 
rear exist door (or approved equal).   

6. Any penetrations or modifications to the structural steel or concrete must be coordinated 
with Landlord’s onsite representative. 

7. A second exit is required if exit travel distance exceeds seventy-five feet (75'-0") within 
the space, occupancy exceeds fifty (50) people or the space is greater than one thousand, 
five hundred square feet (1,500 SF) (or as per code). 

8. Tenant’s that are adjacent to service corridors must provide an alcove so an exit door is 
fully recessed behind the lease line when in the open position.  Tenant must match 
service corridor finishes established by Landlord throughout the corridor side of alcove 
and provide sprinkler coverage (refer to page 6-5). 

 
Storefront Design Criteria 
Storefronts shall be designed, fabricated and installed by Tenant at Tenant’s sole expense.  
Storefronts should be predominately glass and emphasize well-designed architectural 
elements.  Landlord encourages Tenant to provide a sense of entry and imaginative window 
displays. 
 
1. Storefront 

A. Totally open storefronts are prohibited. 
B. Storefront must be self-supporting. 
C. Closure shall occur behind the lease line. 
D. One (1) entrance per elevation is recommended. 
E. Entry height shall be a minimum of nine feet (9'-0") above finished floor. 
F. Swing doors are to be single acting in the direction of egress. 
G. Doors shall be fully recessed behind the lease line when in the open position. 
H. Doorstops must be flush floor mounted. 
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I. Single track, narrow style sliding glass doors shall be enclosed in a door pocket or 
partition when in the open position. 

J. Door tracks are to be recessed flush with the finished floor. 
K. Storefront doors must be equipped with emergency quick release locks or as required 

by code. 
L. Key plates shall not face toward the mall common area and shall be mounted at 

twelve inches (12") above finished floor for electric gates. 
M. Sliding vinyl accordion doors are prohibited. 
N. Vertical rolling, overhead or horizontal grilles are prohibited.  Recessed out-swinging 

doors are requested. 
O. Tenant is encouraged to make the full storefront height transparent and to maximize 

the ceiling height. 
P. All storefront glass and glazing shall be tempered, beveled, polished edges and shall 

be set with one-eighth of an inch (1/8") open butt joints between panes.  Silicone joint 
fillers are not permitted. 

2. Storefront Interior Elevations and Details 
A. Storefront entry elevations 
B. Interior store elevations 
C. Identification of finishes and colors 
D. Longitudinal section through storefront from slab to roof 
E. Typical section through storefront from slab to roof 
F. Typical section through demising walls 
G. Storefront signage 
H. Blade signage (if applicable) 
I. Neutral pier and bulkhead details 
J. Floor transition details 

3. Reflected Ceiling Plan 
A. Ceiling heights 
B. Identification of ceiling materials 
C. Exit lights 
D. Emergency lights 
E. Light fixtures 
F. Sprinkler heads 
G. Air diffusers and grilles 
H. Access panels 

4. Signage Drawing Requirements 
A. Incorporate signage into storefront elevation 
B. Indicate letter height 
C. Provide typical letter section 
D. Provide method of wiring and mounting 
E. Indicate color and materials 
F. Blade sign (if applicable) 

 
Inline Tenants 
1. Acceptable Storefront Materials 

A. Glass 
1) Clear tempered with polished and beveled edges 
2) Glass block 
3) Sandblasted or stained glass 



 

9-5 

B. Laminates 
1) CORIAN or equal 
2) VITRACORE or equal 
3) Matrix or pattern finishes 
4) Matte and textured finishes 

C. Metals 
1) Anodized aluminum 
2) Brass 
3) Bronze 
4) Copper 
5) Electrostatic colors 
6) Stainless steel 
7) Polished, brushed or textured 

D. Wood 
Finish grade hard woods painted or stained 

E. Miscellaneous 
1) Asphalt shingles 
2) Cedar shakes 
3) Vinyl wall covering 

2. Unacceptable Storefront Materials 
A. Glass 

1) Mirror 
2) Plexiglas 

B. Laminates 
1) Simulated materials (i.e. brick, stone, wood, etc.) 
2) Wood veneer laminates 

C. Metals 
1) Antique 
2) Unfinished 

D. Tile 
1) Clay shingles 
2) Simulated masonry or stone 
3) Vinyl tile 

E. Wood 
1) Distressed wood 
2) Masonite 
3) Plywood paneling 
4) Unfinished wood 
5) Painted gypsum board. 

3. Floor 
A. Tenant is responsible for installing all finished floor coverings. 
B. Provide metal terrazzo or butt jointing  between all floor material changes. 
C. Provide a waterproof membrane to the base height where water is present (i.e. 

restrooms) for upper level and food Tenants. 
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4. Ceilings 

A. Ceiling heights in Tenant’s space shall be a maximum height of eleven feet (11'-0") 
and a minimum of nine feet (9'-0").  Higher ceilings may be allowed with Landlord’s 
approval.  Any alteration to structure or utilities shall be at Tenant’s expense. 

B. Track type lighting should be concealed and unobtrusive. 
C. All sprinkler heads must be semi-recessed or recessed throughout the sales area. 

5. Lighting 
A. Tenant shall provide lighting for the entire leased premises. 
B. Neon will require PK  housing through all penetrations. 
C. All store cases shall be adequately illuminated and vented. 
D. The display window must be illuminated during mall hours and controlled by a time 

clock. 
E. All store lighting must be glare free. 
F. Flashing, spinning, chasing or strobe lights are prohibited. 
G. All spaces should be zoned so that one (1) row of lighting shall remain on when store 

is closed. 
6. Walls 

A. Tenants shall provide the required rated gypsum wallboard for their side of the 
demising wall.   

B. All interior wall surfaces accessible or visible to the public must be finished in an 
appropriate manner using high quality materials and finishes. 

C. All music, video and pet shops are required a minimum of two-inch (2") sound 
insulation. 
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Control Zone 
The front five feet (5'-0") area from the storefront lease line has been designated as the 
“control zone.”  All Tenants must comply with these requirements. 
1. Floor 

A. Provide a smooth and level transition from Tenant’s space to the common area. 
B. Vinyl or rubber transitions are not permitted on the sales area.   
C. Provide four feet (4'-0") minimum of hard surface transition flooring material past the 

point of entry. 
D. Provide metal terrazzo or butt jointing  between all floor material changes. 

2. Ceilings 
A. Ceiling elevations should vary within the five feet (5'-0") control zone. 
B. Locate the exit sign behind ceiling soffit so as not to be seen from the common area. 
C. Recessed incandescent down lights shall be used in the control zone. 
D. Acoustical tile will not be allowed in the control zone area. 

3. Lighting 
The display window must be illuminated during mall hours and controlled by a time 
clock. 

 
Store Interior Elements 
1. Acceptable materials 

A. Hardwoods 
B. Ceramic tile 
C. Natural stones 
D. Metals 
E. Laminates, CORIAN, etc. 
F. Carpet 
G. Gypsum wall board 
H. Concealed spline 
I. 2' x 2' acoustical ceiling system with 3/8" tegular edge, non-fissured tile (2' x 4' 

scored tile is acceptable). 
J. Slatwall 
K. Painted gypsum 
L. 2' x 2' fluorescent fixtures with parabolic lenses 
M. Neon with PK housings through all penetrations 
N. Track lighting up to five inches (5") in length. 

2. Unacceptable 
A. Vinyl and rubber flooring and base in the sales area 
B. Vinyl and rubber stripping between material floor changes 
C. Unfinished concrete in the sales area 
D. Outdoor carpeting 
E. Unfinished metals 
F. 2' x 4' fluorescent fixtures 
G. Prismatic or acrylic lenses 
H. Exposed lighting in sales area 
I. Strobe, spinner, chase or moving type lighting 
J. 2' x 4' acoustical ceiling system in sales area 
K. Mirrored ceiling 
L. Track lighting exceeding five inches (5") in length. 
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Storefront Design Criteria 
Signage is a major visual element to be provided by Tenant.  Imaginative, progressive and 
creative signage is essential to the success of Tenant’s store.  All signage is subject to 
Landlord’s approval.  Landlord reserves the right to disapprove any signage that does not 
comply with Landlord’s criteria. 
 
1. Signage Requirements 

A. Signage shall not exceed seventy percent (70%) of the width of the storefront. 
B. Letters shall not exceed eighteen inches (18") in height and five feet (5'-0") in depth 

(see the Signage section). 
C. Signage is limited to Tenant’s trade name (d.b.a.) only as defined in the lease. 
D. Registered trademarks and manufacturer’s labels are not allowed. 
E. Signage shall be placed on Tenant’s storefront at a minimum of eight feet (8'-0") 

above finished floor. 
F. Silk-screen signage area may be applied to the interior surface at three feet (3'-0") 

above finished floor.  Verbiage shall be limited to Tenant’s name or logo with a 
maximum letter height of six inches (6"). 

G. All illuminated signs must be fabricated and installed according to national, local 
building and electrical codes and must bear the UL label. 

H. All electrical penetrations through the storefront fascia for sign installation shall use 
PK housing. 

I. Tenant must provide access to the transformer and local disconnects. 
J. A time clock shall control and illuminate Tenant’s signage during mall hours. 
K. Landlord must approve interior signs that are visible form outside Tenant’s space. 
L. All signage must be installed as per code. 
M. All wiring, raceways, cabinets, transformers, etc. must be concealed. 

2. Neon Requirements 
A. PK housings are required with all neon. 
B. Paint exposed end of PK to match adjacent surface if neon is exposed. 
C. Exposed neon shall be on rheostat dimmer. 
D. Use no double backs, if possible. 
E. If double backs are required, keep to a minimum quantity.  Paint to match adjacent 

surface. 
3. Acceptable Sign Types 

A. Fiber optics 
B. Edge lit sandblasted glass 
C. Light boxes if recessed and concealed 
D. Routed back lit letters with translucent face 
E. Dimensional letters of metal or painted wood 
F. Back lit individual letters that are pin-mounted and a maximum of one inch (1") from 

a non-reflective background.   
G. High quality individual channel letters 
H. Exposed neon backed by plexiglas as permitted by the mall. 

4. Unacceptable Sign Types 
A. Vacuum formed luminous letters 
B. Paper, cardboard, foam core, cloth and decals 
C. Signs painted directly on Tenant’s storefront 
D. Animated and flashing lights or lasers 
E. Projecting box or cabinet type signage. 
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Storefront Blade Sign Design 
Landlord encourages all Tenants to design a unique non-illuminated three (3) dimensional 
blade sign.  Blade sign and bracket are to be designed as an integral component of the 
storefront.  All signage is subject to Landlord approval.  Landlord reserves the right to 
disapprove any signage that does not comply with Landlord’s criteria. 
 
1. Sign Requirements 

A. Tenant shall design, furnish and install the blade sign and bracket. 
B. The blade sign is to be located perpendicular to the lease line and centered over the 

mall circulation space. 
C. The blade sign should contain Tenant’s name, logo and/or graphic image. 
D. The image must be on both sides, right reading and made of an opaque material. 
E. The blade sign must be made of a hard, durable opaque material. 
F. Each sign shall be no larger in overall size than thirty inches high by thirty inches 

wide by three inches deep (30" x 30" x 3"). 
G. The minimum signage area shall be four (4) square feet. 
H. Material thickness shall be a minimum of one inch (1"). 
I. The lowest point of the sign shall be at nine feet (9'-0") above finished floor. 
J. The bracket shall extend four feet (4'-0") from the storefront. 
K. All brackets must be structurally designed and mounted to Tenant’s storefront by 

Tenant. 
L. Tenant shall submit sign shop drawings to Landlord for review. 

2. Acceptable Sign Types 
A. Wood 
B. Metal 
C. Etched materials 
D. VITACORE or equal 

3. Unacceptable Sign Types 
A. Foam core 
B. Cardboard 
C. Masonite 
D. Paper 
E. Vacuum formed signage. 
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FOOD COURT DESIGN 
Tenants are encouraged to develop a unique and innovative design and not a traditional 
franchise look.  It is Landlord’s intent that food court Tenants convey an open market 
atmosphere therefore, it is important that Tenant’s design shall be compatible with 
neighboring Tenants. 
 
Note: All food court Tenants must comply with all health regulations and applicable 
ordinances of the local jurisdiction. 
 
Control Zone Design 
The front service area from the food court lease line has been designated as a “control zone” 
area.  All food court Tenants must comply with this criteria. 
 
1. Countertops 

A. The front counter shall be constructed of a solid core surfacing material. 
B. Recesses in the top counter surfaces (for cash registers, food trays, drink dispensers, 

etc.) must be set back a minimum of eight inches (8") from the front edge of the 
counter. 

C. Beverage machines and all other miscellaneous equipment on the front counter are 
subject to design review.  Equipment must be screened and recessed into the 
countertop, not to exceed four feet (4'-0") in height. 

D. Sneeze guards shall be architecturally compatible with the counter design and in 
accordance with code. 

E. Tenant is to provide concealed lighting in counter designs where appropriate. 
F. The main serving counter must be parallel to and along the lease line and end at the 

divider walls. 
2. Countertop Materials 

A. Brushed stainless steel 
B. Natural stone (i.e. marble, granite, slate) 
C. Glazed ceramic tile 
D. Solid surface (i.e. CORIAN, AVONITE) 
E. Wood with clear finish 
F. Laminate countertops are not acceptable. 

3. Ceiling 
A. Tenant shall provide a nonporous, washable ceiling. 
B. Painted gypsum wallboard, metal or sealed wood ceiling shall be used in the control 

zone area. 
C. Lay-in ceilings are not acceptable in the control zone area. 

4. Lighting 
A. Tenant must provide accent lighting at the countertop using recessed incandescent or 

pendent type fixtures. 
B. Tenant must provide recessed incandescent fixtures and concealed sprinkler heads 

within the control zone. 
C. 2' x 4' fluorescent lighting is not acceptable in the control zone area. 

5. Flooring 
Tenant must provide a ceramic or quarry tile floor and base within the design control 
area. 
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6. Walls 
A. All wall materials shall be washable and nonporous (i.e. epoxy paint, ceramic tile, 

stainless steel, etc.) 
B. Tenant must provide a food preparation screen wall with a service door separating the 

service and food preparation areas. 
C. The service door shall be self-closing to shield the back room from public view. 
D. Mirrored walls are to be limited to twenty percent (20%) or less within the control 

zone area. 
7. Menu Board 

A. Menu boards shall be integrated into the overall store design.   
B. Menu boards shall be recessed or surface-mounted onto the preparation screen wall. 
C. Menu boards must be illuminated either internally or externally, whichever is best in 

keeping with the design theme of the space. 
 
Interior Design 
The use of quality materials for flooring, walls, ceiling and lighting are required and are 
subject to Landlord approval. 
 
1. Ceiling 

A. Tenant shall provide a nonporous washable ceiling. 
B. Acoustic tile is acceptable (where approved by local code). 

2. Lighting 
 Fluorescent type lighting is acceptable. 
3. Floors 

A. All materials shall be of a washable, nonporous surface. 
B. Tenant must provide either a ceramic or quarry tile floor and base in food preparation 

area. 
C. Tenant must provide a waterproof protective membrane turned up to base height 

throughout the entire space. 
 
Food Court Signage Design 
Signage is a major visual element to be provided by Tenant.  Particular attention should be 
given to signage and graphics as they are an important part of the overall design theme.  All 
signage is subject to Landlord approval.  Landlord reserves the right to disapprove any 
signage that does not comply with Landlord’s criteria. 
 
1. Signage Requirements 

A. All wiring, raceways, cabinets, transformers, etc. must be concealed. 
B. Tenant shall have one (1) sign centered top to bottom per storefront elevation. 
C. Sign shall be limited to Tenant’s trade name as defined in the lease. 
D. The maximum letter height shall be determined by the mall. 
E. Tenant must provide PK housing. 
F. Tenant must provide clear plastic standoff posts. 
G. All signage must be installed as per code. 
H. Signage shall be time clock controlled and illuminated during mall hours. 
I. Tenant must contract directly with Landlord’s signage contractor to construct the arch 

sign. 
2. Neon Requirements 

A. PK housings are required with neon. 
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B. Tenant must paint the end of PK to match adjacent surface and clear standoffs if neon 
is exposed. 

C. Tenant may not use double packs, if possible.  If double backs are required, Tenant 
must keep it to a minimum quantity and paint out to match the adjacent surface. 

D. Exposed neon shall be on a rheostat dimmer. 
E. All exposed neon shall be mid-point grounded at each transformer. 

3. Acceptable Sign Types 
A. Exposed single or double stroke neon must have an individual letter smoked colored, 

plexiglas background (see the mall operations director for specifications). 
B. Graphic signage is encouraged and shall be located at the food preparation screen 

wall. 
4. Unacceptable Sign Types 

A. Animated 
B. Vacuum formed luminous letters 
C. Can signs 
D. Box signs 
E. Foam core. 

5. Note: Exposed raceways, ballast boxes, electrical transformers and sign company names 
are not permitted. 
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FIRE ALARM DESIGN 
Tenant shall provide a complete fire alarm system within the leased premises including, but 
not limited to, all necessary labor, strobes, horns, wiring, etc. necessary for the satisfactory 
operation of a fire alarm system. 
 
1. Tenant Responsibility (if applicable) 

A. Fire alarm devices must be structurally mounted. 
B. Class “A” system wires must be identified for direction and polarity. 
C. Current ADA guidelines and local codes must be followed. 
D. If Tenant provides the rooftop unit, Tenant must indicate the duct smoke detector. 
E. Tenant must provide duct smoke detector, locate the inside supply duct, downstream 

of filters and ahead of any branch connections on all systems.  Any system over 
15,000 CFM shall provide duct smoke detectors located inside the return duct, 
upstream of any filters, exhaust air connections or outside any connections. 

F. Tenant must verify any additional mall requirements for VAV box or rooftop unit 
shut down in the even of fire detection. 

2. Additional Food Related Tenant Responsibility 
A. Tenant must provide the hood suppression system and make-up air. 
B. All food related Tenants must submit hood suppression plans to the local jurisdiction 

for approval. 
 

 



 

 
TENANT HVAC 

12-1 

TENANT HVAC 
Tenant shall design and install a complete HVAC system to heat and cool the entire premises 
in strict conformance with the criteria and description contained herein. 
1. Design Criteria 

A. The heating and cooling system design shall be based on applicable state and local 
codes and/or the latest 2-1/2% occurrence column for cooling and 99% occurrence 
column for heating the most recent design conditions tested in the American Society 
of Heating, Refrigerating and Air Conditioning Engineers (ASHRSA) manual.  Inside 
conditions shall be a maximum of 76°F dry bulb with fifty percent (50%) relative 
humidity for cooling and a minimum of 70°F dry bulb for heating. 

B. Calculations 
1) Unless otherwise required herein, heat gain calculations shall be based upon the 

month, day and hour of peak solar, thermal or internal heat gains using full 
internal heat gains and code required minimum outside air quantities at design 
conditions. 

2) Unless otherwise required herein, heat loss calculations shall be based upon the 
full heat loss and code required minimum outside air requirements at design 
conditions (credit shall not be taken for internal heat gains). 

3) Any special occupancy which requires outside air quantities greater than the code 
required minimum shall conform to Article III, Section E of Exhibit “C.” 

4) The following shall be applicable to the calculations for special occupancies (e.g. 
beauty salons, pet shops, barber shops, game or amusement facilities, photo 
finishing, establishments, restaurants, etc.): 
a) Code  required occupancy level 
b) Code required outside air quantities 
c) All heat producing gas or electric appliance loads with Landlord approved 

diversity factors. 
d) Landlord make-up air requirements (also see Article III, Section E of Exhibit 

C). 
2. Equipment Criteria 

A. Tenant shall install rooftop type HVAC equipment (e.g. single package 
heating/cooling equipment, air-cooled condensing units and/or exhaust fans) to heat 
and/or cool and/or ventilate the premises in accordance with the following (also see 
Article III, Section C of Exhibit “C”): 
1) The HVAC system equipment shall have a minimum capacity to produce the 

calculated individual sensible, latent and heating loads of the premises required 
by Landlord. 

2) The HVAC system cooling equipment shall possess a head pressure low ambient 
control or incorporate a 100% economizer system (with an adequate method of 
relieve excessive air pressure as required in Article I, Section 2-A(3) herein) of 
which either option shall be capable of producing cooling to a maximum ambient 
temperature of 0°F.  It shall be Tenant’s responsibility to verify if an economizer 
system is required by applicable codes. 

3) All new cooling and/or heating/cooling rooftop equipment of a twenty (20) ton 
capacity or greater, which utilizes a 100% economizer system, shall also 
incorporate a manufacturer-installed power relief fan to prevent over pressuriza-
tion of the premises.  Equipment of less then twenty (20) tons capacity, which 
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utilizes a 100% requirement, shall also incorporate a manufacturer-installed 
counter balance gravity relief air damper to prevent the over pressurization of the 
premises. 

4) HVAC equipment shall, unless otherwise required by Landlord, be of a low 
silhouette type, installed utilizing a twelve-inch (12") minimum height full 
perimeter roof curb approved by the level within the tolerances established by the 
equipment manufacturer.  All roof penetrations for HVAC equipment shall be 
made within the confines of the equipment full perimeter curb. 

5) All new mechanical cooling equipment shall incorporate a manufacturer-installed 
(or a field-installed) time delay device to prevent the short cycling of the 
mechanical cooling equipment.   

6) HVAC equipment shall be of a quality equal to or better than CARRIER, TRANE or 
YORK. 

7) Tenant shall indicate all identification data for the HVAC equipment on Tenant’s 
drawings as required in Exhibit C, Article II, Section B(2). 

8) Split system type HVAC equipment or systems shall be installed only were 
required and/or permitted by Landlord.  Sizing, location and methods of 
installation of equipment for split system shall conform to Landlord’s 
requirements. 

9) Residential or floor-mounted type HVAC equipment shall not be permitted.  
Landlord’s sole opinion determines if Tenant’s equipment is to be classified as 
residential. 

10) Subject to Landlord’s prior written approval, Tenant may elect to reuse, if 
available, all or a portion of any existing HVAC equipment and/or systems.  If 
permitted, Tenant shall comply with Article I, Section B(2) of Exhibit “C.”  If not 
permitted or in the event Tenant does not elect to reuse all or a portion of the 
existing HVAC equipment or system, Tenant shall comply with Article I, Section 
B(3) of Exhibit C. 

11) Tenant must comply with code required occupancy level. 
B. Fans  

1) Toilet exhaust fans - Tenant shall furnish and install an exhaust fan in each toilet 
room sized for a minimum capacity as required by code and rated at a minimum 
external static pressure of one-quarter inches (.25") of water.  Toilet exhaust fans 
shall be ceiling-mounted, equipped with a back draft damper and shall be 
controlled by the toilet room light switch unless otherwise required by code.  
Roof-mounted toilet exhaust fans shall not be permitted.   

2) Relief, Exhaust or Make-Up Air Fans (see Article III, Section E of Exhibit “C”) 
a) All fans required for relief, make-up air or exhaust (except toilet room) shall 

be roof-mounted and made of a centrifugal type of all aluminum construction 
with a belt or direct driven enclosed motor outside the air stream.  Class B 
type motors shall be used for high temperature applications. 

b) All roof-mounted fans shall be installed in accordance with Landlord’s 
drawings.  All roof-mounted fans shall incorporate counterbalanced back 
draft dampers and a service disconnect switch at the fan. 

c) All wiring required for roof-mounted fans shall be installed outside the fan 
ductwork but inside the fan roof curb unless otherwise required by Landlord.  
Separate roof penetrations for power or control wiring shall not be permitted. 

C. Roof-Mounted Penthouses for Outside Air Intakes, HVAC Relief, Smoke Relief and 
Toilet Exhausters 
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1) All roof-mounted outside air intakes, HVAC relieve and smoke relief penthouses 
shall be of aluminum construction. 

2) All penthouses shall be installed in accordance with Landlord’s drawings and 
shall incorporate a field-fabricated roof curb when required by Landlord. 

D. All miscellaneous HVAC and/or roof;-mounted equipment that may be required by 
code, Landlord or Tenant shall be subject to Landlord’s prior written approval as to 
manufacturer, installation details and conformance to Landlord’s requirements prior 
to the installation of such equipment (also see Exhibit “C”, Article III, Section E.) 

E. All ductwork, equipment and other related accessories in public or sales areas shall be 
concealed. 

F. Unless otherwise permitted by Landlord, Tenant shall utilize the space above 
Tenant’s ceiling as a return air plenum. 

G. Return air grilles shall be metal, sized based upon three hundred feet (300') per 
minute face velocity for the HVAC equipment’s CRM capacity and shall be evenly 
distributed throughout the premises unless otherwise required by code. 

H. If code does not permit a return air plenum or Landlord has permitted the use of a 
ducted return air system, Tenant shall, at Tenant’s expense, externally insulate all 
supply air ductwork with one-inch (1") thick foil fiber glass duct insulation and install 
relief air grilles in Tenant’s ceiling to prevent the freezing of Tenant and Landlord 
utilities and sprinkler systems.  Such relief air grilles shall be based upon one (1) 
square foot of grille for every three hundred (300) square feet of gross leasable area 
of the premises and shall be evenly distributed throughout the premises.  Tenant shall 
also be required to insulate any Landlord and Tenant utilities or equipment located 
above Tenant’s non-return air plenum ceiling with an insulation of sufficient 
thickness and type to prevent condensation on such utilities or equipment (see Exhibit 
“C”, Article III, Section E). 

I. Unless otherwise required by code or Landlord, Tenant’s HVAC system shall 
maintain a slight positive pressure differential between the premises and the enclosed 
mall and other common areas of the shopping center. 

J. All equipment which produces air movement shall have a flexible connector at all 
connections to prevent the transmission of vibration to Landlord’s structure. 

K. All air transfer openings in locations as indicated on Landlord’s drawings in fire-rated 
walls and, unless otherwise indicated on Landlord’s drawings in fire-rated ceilings, 
shall be equipped with fire dampers.  Return air or air transfer openings installed in 
any interior partitions separating any Tenant room without a ceiling from a return air 
plenum space above any other ceiling shall incorporate a fire damper. 

L. Unless otherwise permitted by Landlord, outside air, relief air, exhaust air or any 
other type of opening or grille shall not be permitted in or on any demising partition, 
service corridor wall or exterior wall of the premises or the shopping center. 

M. Tenant shall furnish and install all ductwork and related equipment or construction to 
provide the toilet exhaust quantities required by applicable codes or Landlord’s 
criteria, whichever is more stringent.  Ductwork shall extend from Tenant’s toilet 
exhaust fan throughout the roof or in the even Landlord has provided a central toilet 
exhaust duct system for Tenant’s use and Landlord permits the connection thereto, to 
Tenant’s duct connection on such central toilet exhaust system. 

N. Where Landlord has required the installation of split system type air conditioning 
equipment, Tenant shall, in accordance with Landlord’s requirements, furnish and 
install an outside air ventilation system.  This system is to include ductwork and any 
other related equipment or construction to provide the minimum outside air quantities 
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required by applicable codes or Landlord’s criteria, whichever is more stringent.  
Ductwork shall extend from Tenant’s HVAC system or equipment through the roof 
or, in the even Landlord has provided a minimum outside air duct distribution system 
for Tenant’s use and if, in the sole opinion of Landlord, such distribution system is 
capable of providing the minimum outside air for Tenant as required by code and/or 
Landlord, Tenant’s ductwork shall extend from Tenant’s HVAC system or equipment 
to Tenant’s duct connection on such minimum outside air distribution system.  All 
Tenant’s outside air ductwork shall be externally insulated with a minimum of one-
inch (1") thick foil faced fiberglass duct insulation with all insulation joints sealed 
vapor tight. 

3. Location and Installation of HVAC Equipment and Accessories 
 Unless otherwise required by Landlord, all Tenant’s roof-mounted equipment shall be 

curb-mounted and located in accordance with Landlord’s drawings and shall conform to 
Landlord’s requirements, which shall include, but not be limited to, the following: 
A. Unless otherwise requirement by code or Landlord, Tenant’s HVAC equipment 

condensate drain shall be piped down to the roof or, in the event a split system is 
required, to an approved drain. 

B. All roof-mounted equipment shall have adequate access for ease of maintenance and 
servicing.  HVAC equipment shall be installed to allow a minimum of six feet (6') 
clear all around equipment for maintenance, servicing and air circulation. 

C. All roof and upper level floor openings larger than twelve inches (12") on any side 
shall be framed with structural angles in accordance with Landlord’s drawings. 

D. All roof-mounted equipment shall be labeled with Tenant’s trade name and unit 
number with a minimum of one and one-half inch (1 ½") high, stenciled letters of a 
color as approved by the Mall Manager. 

E. Tenant shall employ only those roofing contractors approved by Landlord and listed 
in this Tenant Handbook for all of Tenant’s roof work.  Tenant’s HVAC contractor 
shall coordinate the installation of all roof-mounted equipment with such approved 
roofing contractor and the Mall Manager. 

F. None of Tenant’s HVAC equipment or any other Tenant roof-mounted construction 
shall be visible above the exterior wall parapet unless otherwise permitted by 
Landlord.  If permitted, Tenant shall, at Tenant’s expense, paint all such HVAC 
equipment or roof-mounted construction and/or provide screening for same as may be 
required by Landlord. 

4. Temperature Controls and Wiring (also see Exhibit C, Article III, Section E (4)). 
A. Unless otherwise approved by Landlord, maximum control system voltage shall be 

twenty-four (24) volts and all wiring shall be installed in accordance with applicable 
codes. 

B. Thermostats for HVAC equipment shall incorporate automatic change over from 
heating to cooling and individual set points for heating and cooling. 

C. Economizer-relief air control systems required field installation shall be furnished and 
installed as recommended by the HVAC unit manufacturer, the temperature control 
equipment manufacturer or in accordance with Landlord’s requirements, whichever is 
more stringent. 

D. All outside air damper motors shall be of a spring return type to close when the 
HVAC equipment fan is not operating. 

E. Tenant’s temperature control system, including smoke relief, energy management and 
time control, shall conform to the more stringent of the requirements of the code or 
the criteria as indicated on Landlord’s drawings. 
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F. Tenant’s HVAC equipment shall incorporate a high temperature limit device to de-
energize the equipment if the device is activated. 

G. If natural gas service is available and Tenant elects to utilize natural gas as the 
heating source for the HVAC equipment, such equipment shall incorporate a supply 
air fan bonnet operating device which shall control the supply air fan from the 
temperature of the bonnet device in addition to any fan control located on the 
thermostat or through any other control. 

H. Tenant shall provide Landlord with two (2) complete sets of “as-built” wiring 
diagrams of Tenant’s HVAC equipment as supplied by the manufacturer which shall 
also indicate all field-installed controls and/or modifications.  Wiring diagrams shall 
indicate the equipment manufacturer’s name, equipment model number and heating 
and cooling capacities in addition to Tenant’s trade name, unit number and the 
installing contractor’s name, address and telephone number. 

5. New HVAC Equipment Start Up 
Prior to opening for business, Tenant shall provide Landlord with written verification 
from an authorized representative of Tenant’s HVAC equipment manufacturer that 
Tenant’s new HVAC equipment is installed and operating in accordance with the 
equipment manufacturer’s recommendations. 

6. HVAC System Operation 
 If, at any time during the term of the Lease, Landlord determines Tenant’s HVAC 

equipment or system is not operating in accordance with the manufacturer’s 
recommendations or Landlord’s requirements, Landlord may, in addition to any other 
rights and remedies it may have, after giving five (5) days written notice to Tenant, 
correct the deficiencies.  Tenant shall reimburse Landlord for all costs incurred for the 
correction of same deficiencies plus a fifteen percent (15%) administrative charge.  The 
total amount shall be due and payable to Landlord upon demand. 
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MECHANICAL DESIGN 
The following is a list of minimum design information required to expedite plan approval by 
Landlord.  It is not intended to be a complete listing of all requirements but shall serve as a 
minimum checklist to be used by Tenant’s design consultants to complete the construction 
documents.  It is Tenant’s architect or engineer’s responsibility to field verify dimensions, 
utility locations and conditions prior to and during construction. 
 
Tenant must refer to the appropriate following sections when designing its mechanical 
system.  Thee are two (2) types of HVAC systems: variable air volume (VAV) or 
individual rooftop units (RTU).  Verify the type of system and any additional 
requirements with Landlord’s onsite representative.  All reused material and 
equipment must be refurbished to “like new” condition.  Contact Landlord’s 
mechanical engineer for system design criteria. 
 
To fully understand the requirements needed to generate an acceptable set of construction 
documents, Landlord urges Tenant to read this Tenant Handbook in its entirety. 
 
HVAC Drawing Requirements 
1. identify RTU, VAV boxes, manufacturers, sizes and locations per mall requirements; 
2. curb and structural support details; 
3. total CFM requirements for area; 
4. mechanical symbol and equipment list; 
5. duct sizes and heights above finished floor; 
6. diffuser and grille schedule; 
7. indicate CFM for each diffuser; 
8. plenum return air system indicated (if applicable); 
9. damper locations; 
10. type of insulation; 
11. thermostat or temperature sensor locations; 
12. control wiring diagram; 
13. toilet exhaust detail 
14. notes and specifications; 
15. MEP load tabulation sheet or required engineering forms and schedules; and 
16. provide heating and cooling load calculations. 
 
Additional Food-Related Tenant Requirements 
1. make-up air unit details and specifications; 
2. specifications of exhaust equipment; 
3. cooking hood details and equipment; 
4. automatic fire extinguishing equipment; 
5. control/fire alarm wiring interface diagram (if applicable). 
 
Tenant-Supplied HVAC Design - Inline Tenants 
Tenant shall design and provide an individual HVAC rooftop unit with curb (refer to page 
13-3).  Ninety percent (90%) of the air exhausted must be replaced by a Tenant-furnished and 
installed make-up air system. 
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Additional structural framing required as a result of roof penetrations or placement of a RTU 
shall be at Tenant’s expense.  Structural plans must be reviewed and approved by a licensed 
engineer at Tenant’s expense.  Verify blocking and fastening to roof with Landlord’s onsite 
representative.  All roof penetrations must be done by Landlord’s roofer at Tenant’s expense. 
 
Condensate drain and run out to roof drains shall be coordinated with Landlord’s onsite 
representative. 
 
A photocell is required on all mult-saige units to shut off the second stage cooling at 
sundown. 
 
First floor units require a split system.  Second floor units require a rooftop unit. 
 
Additionally, food-related Tenants shall provide the following: 
1. an electrical interlock that allows exhaust fans to run simultaneously with Tenant 

lighting; 
2. automatic extinguishing equipment in accordance with applicable codes; and 
3. exhaust fans with a residue trough to be maintained by Tenant (refer to Food Court 

Design). 
 
The distance of each exhaust fan from any rooftop unit air intake shall be that which is 
required by code. 
 
Tenant Responsibility (All Designs) 
Tenant shall provide a complete mechanical system within the leased premises including, but 
not limited to, low-pressure rigid metal ductwork, grilles, registers, controls and circuitry 
necessary for the satisfactory operation of an air conditioning system.  Tenant must also 
provide the following: 
1. maintenance of the HVAC system; 
2. verify with Landlord’s onsite representative regarding any interface to existing life safety 

system; 
3. balance and test all supply, return and exhaust by Tenant’s air balance mechanical 

contractor.  Tenant must submit a copy of the report to Landlord’s onsite representative; 
4. vibration-free ductwork.  If ductwork has excessive vibration, Tenant shall provide 

additional braces and supports.  Additional supports must be hung from the top of the 
joist cord and/or beam; 

5. no flex duct over five feet (5'-0") in length.  Duct board is permitted; 
6. an additional exhausting system approved by Landlord to eliminate odors for any odor-

producing Tenants (i.e. hair salon, nail and food, etc.).  Coordinate shaft routing with 
Landlord’s onsite representative prior to plan submission; and 

7. verify the location of existing Landlord control wiring.  New work must be arranged so 
as not to conflict with or restrict access to existing work. 
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ELECTRICAL DESIGN - ALL TENANTS 
The following is a list of minimum design information required to expedite plan approval by 
Landlord.  It is not intended to be a complete listing of all requirements but shall serve as a 
minimum checklist to be used by Tenant’s design consultants to complete the construction 
documents.  It is Tenant’s architect or engineer’s responsibility to field verify dimensions, 
utility locations and conditions prior to and during construction. 
 
All reused materials and equipment must be refurbished to “like new” condition.  
Contact Landlord’s electrical engineer for system design criteria. 
 
To fully understand the requirements needed to generate an acceptable set of construction 
documents, Landlord urges Tenant to read this Tenant Handbook in its entirety. 
 
Electrical Drawing Requirements 
1. floor and wall outlet locations; 
2. fans, motors and all electrical equipment (i.e. rooftop units, variable air volume box) 

locations;  
3. phone and P.O.S. outlet locations; 
4. lighting fixture layout; 
5. emergency and exit light locations; 
6. electrical powered equipment assigned to circuits; 
7. feeder conduit and wire size; 
8. arrangement of panels, transformers, time clock, etc. (electrical riser diagram); 
9. conduit and wire size to HVAC equipment and panels; 
10. complete electrical panel schedule; 
11. MEP load tabulation sheet or required engineering forms and schedules; 
12. lighting fixture schedule; and 
13. notes and specifications. 
 
Distribution From Remote Electrical Equipment Room 
Landlord has designed and installed an electrical distribution system originating from the 
electrical service rooms located through out the mall.  Landlord shall provide all associated 
Tenant fuses in Landlord’s power distribution panel located in the main electrical service 
room at Tenant’s expense. 
 
Tenant Responsibility 
Tenant shall provide a complete electrical system from the center’s distribution point 
including, but not limited to, all necessary labor, branch and main circuit breakers, panels, 
transformers, conduit, wire, etc. necessary for the satisfactory operation of an electrical 
system. 
 
Final connection of Tenant’s electrical service by Landlord’s electrical contractor at Tenant’s 
expense (if applicable). 
 
Conductors from Center’s electrical service room to the leased premises shall be through the 
designated conduit, verify with Landlord’s onsite representative. 
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Electrical equipment and materials shall be new, in accordance with the National Electrical 
Code standards and local codes and shall bear the UL label. 
 
Time clock shall control all storefront and show window lighting. 
 
Electrical panel shall be provided with bolt on breakers and copper bus bars. 
 
Lighting circuits shall be rated for switching duty. 
 
Additional capacity may be available.  Upgrades to service size, upon Landlord’s approval, 
shall be at Tenant’s expense. 
 
Telephone Service 
Telephone and service shall be provided by Tenant (verify existing conditions). 
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ELECTRICAL DETAIL 
Tenant Electrical Riser Diagram 
PP Main power panel by Tenant.  Tenant’s electrical engineer shall complete a panel 

schedule. 
TR Step down transformer by Tenant, ground to building steel. 
LP Lighting and power panel by Tenant.  Tenant’s electrical engineer shall complete 

a panel schedule. 
TC Time clock by Tenant to control store sign and show window lighting circuits. 
EC Existing or empty conduit from Landlord’s electrical service room to the leased 

premises. 
TS Extension of Tenant’s electrical service from “EC” to Tenant’s main power 

panel.  Extension of wire and conduit shall be by Tenant. 
TE Existing or empty telephone conduit space.  Telephone wire from common 

Tenant electric service room to leased premises by Tenant and/or telephone 
company at Tenant’s expense. 

PS Telephone system by Tenant and local telephone company at Tenant’s expense. 
HVAC Conduit below roof in joist space.  Conduit to come up through bottom of unit.  

Do not penetrate roof in a pitch pocket. 
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PLUMBING DESIGN 
The following is a list of minimum design information required to expedite plan approval by 
Landlord.  It is not intended to be a complete listing of all requirements but shall serve as a 
minimum checklist to be used by Tenant’s design consultants to complete the construction 
documents.   
 
To fully understand the requirements needed to generate an acceptable set of construction 
documents, Landlord urges Tenant to read this Tenant Handbook in its entirety. 
 
Plumbing Drawing Requirements 
1. location of fixtures; 
2. clean-out and floor drain locations; 
3. domestic water distribution; 
4. water heater detail with relief valve and piping to overflow pan and floor drain; 
5. location of sewer and vent connection; 
6. MEP load tabulation sheet or required engineering forms and schedules; 
7. water meter location (if applicable); and 
8. water, waste and vent riser diagrams. 
 
Additional Food-Related Tenant Requirements 
1. gas piping layout; 
2. line sizes; 
3. control valves; 
4. grease line connection; 
5. gas sub-meter locations; and 
6. grease trap specification. 
 
Domestic Water, Sanitary, Vent, Grease and Gas 
Tenant shall field verify the utilities for its space.  Contact Landlord’s mechanical engineer 
for design specifications. 
 
Tenant shall provide a complete plumbing system from Landlord’s distribution point 
including, but not limited to, all necessary labor, connections to supply stubs, piping, clean-
outs, fixtures, etc. necessary for the satisfactory operation of a plumbing system as follows: 
1. Connection to Landlord’s point of service and extend service as per code. 
2. Provide a water meter located in toilet room accessible to Landlord (verify read out with 

Landlord’s onsite representative). 
3. Provide handicapped toilet facilities in accordance with Title III of the Americans with 

Disabilities Act and local codes. 
4. All toilets must be flush valve operated. 
5. Provide waterproof membrane in water areas for all upper level Tenants (i.e. toilet rooms, 

sink areas).   
6. All water heaters must be located below the ceiling and have an appropriate overflow 

pan. 
7. Provide a relief valve and piping from water heater and overflow pan to the nearest floor 

drain. 
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8. Domestic water piping is to be insulated with a minimum one-inch (1") thick fiberglass 
insulation. 

9. At least one (1) floor drain and clean-out in each toilet room, kitchen and/or wet areas 
must be installed. 

10. Sanitary piping shall be cast iron. 
11. Combustible pipe (PVC) shall not be installed or permitted through any floor, rated 

partition or Tenant plenum areas. 
12. Soil piping is to be cast iron; domestic water piping is to be type “L” copper; vent piping 

is to be cast iron, galvanized steel or copper. 
 
Additional Food-Related Tenant Responsibility 
1. Connect to Landlord’s point of service and extend according to Tenant’s requirements 

and applicable local codes. 
2. Tenant must supply solenoid valves in its gas supply line that will be interconnected to 

the mall fire alarm system to ensure shut down of gas-fired equipment (if applicable). 
3. Tenant must provide a hand and three (3) compartment sink (if applicable). 
4. Mop sinks are suggested. 
5. All gas piping shall be welded from Landlord’s provided tap. 
6. Gas piping shall not be in concealed spaces and shall be sleeved and vented per code. 
7. Gas piping shall be supported and painted per mall’s specifications. 
8. Provide gas pressure regulator and meter at main or as per code. 
9. All vent/hood fans must have grease guards. 
10. Waterproof membrane must be tested and approved by Landlord’s onsite representative. 
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SPRINKLER DESIGN 
The following is a list of minimum design information required to expedite plan approval by 
Landlord.  It is not intended to be a complete listing of all requirements but should serve as a 
minimum checklist to be  used by Tenant’s design consultants to complete the construction 
documents. 
 
To fully understand the requirements needed to generate an acceptable set of construction 
documents, Landlord urges Tenant to read this Tenant Handbook in its entirety. 
 
Sprinkler Drawing Requirements 
1. location of sprinkler head grid with main branch pipe sizes; 
2. temperature rating of all heads; 
3. hydraulic calculations; 
4. fire extinguisher locations; 
5. height of ceiling drops; 
6. lighting location; and 
7. curtain wall locations. 
 
Landlord-Supplied Sprinkler System 
Landlord has designed and installed a fire prevention system (sprinkler system).   
 
Tenant Responsibility 
Tenant shall provide a complete sprinkler system within the premises including, but not 
limited to, all necessary labor, piping, sprinkler heads, escutcheons, etc. for the satisfactory 
operation of a sprinkler system.  Tenant shall verify existing conditions and comply with 
NFA guidelines and local codes. 
 
Upon completion of sprinkler system in the premises, Tenant’s sprinkler contractor must 
contact Landlord to arrange for a system shut down for the final point of connection (at 
Tenant’s expense).  There will be a fee for each shut down of the fire sprinkler system. 
 
Plans must be signed and sealed by a fire protection engineer registered in the STATE OF 
OKLAHOMA. 
 
Tenant must generate a sprinkler shop drawing and supply hydraulic calculations to 
Landlord’s onsite representative. 
 
Tenant’s sprinkler system shall give coverage up to Tenant’s lease line, at exit alcove and 
storefront entrance alcove. 
 
No combustible material is allowed above Tenant’s ceiling unless sprinkler coverage is 
provided. 
 
Tenant must maintain an eighteen-inch (18") clearance between the ceiling sprinklers and the 
stock and/or displays. 
 
All storage decks and mezzanines must be fully sprinkled. 
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SIGNAGE 
Signage design and implementation is extremely important to the presentation of TULSA 
PROMENADE and its Tenants.  Signage presentation will be developed in a manner so that the 
sign is a part of a complete store “image” and individual identity of signage will be consistent 
with the Gallery Shop storefront design.  To achieve appropriate sign design, the following 
criteria and examples must be used. 
 
General Notes 
1. Average height is to be ten inches (10"). 
2. It is important for Tenants to note that Landlord retains the right to disapprove maximum 

letter height which is not proportionately appropriate to the storefront surface to which it 
is applied.  Landlord advocates the graphic design principle that “white” space 
surrounding letter forms produces maximum readability. 

3. Tenant signage will be selected from one (1) of three (3) Landlord-approved techniques 
explained below.   

4. All signage shall be illuminated in one (1) of the manners shown below. 
5. Maximum measured brightness from signage shall not exceed twenty (20) foot-candles.  

This measurement should be taken one foot (1') from the signage at night. 
 
Example No. 1 - Halo Lit Letters 
Individual letters shall have an opaque face and sides no more than two and one-half inches 
(2 ½") in depth and pin-mounted off the storefront fascia.  Individual letters shall be 
internally illuminated with neon using all concealed fasteners and through wall connections.  
All transformers shall be concealed and accessible.  The sign face shall be any opaque 
storefront material as approved by Landlord’s architect. 
 
Example No. 2 - Backlit Fascia Signage 
1. Sign face shall be continuous, opaque, flush surface with only the sign copy illuminated.  
2. Backlit fascia signage shall be one (1) of the following types: 

A. stencil cut letters backed by translucent plastic when storefront fascia material is less 
then one-quarter inch (¼") thick (i.e. plastic laminate, ALUCOBOND, etc.); or 

B. push-through stencil cut letters (but projecting no more than one-half (½) beyond the 
fascia material) when storefront fascia is more than one-quarter inch (¼") thick (i.e. 
gypsum board, wood, etc.). 

 
Example No. 3 - Exposed Neon 
1. Exposed neon should be considered in an “artful” manners so as to be specific to 

Tenant’s overall image.  Use of appropriate image background detail in combination with 
neon is encouraged. 

2. Exposed neon signage shall be no larger than twelve millimeters (12 mm) diameter.  
Neon tubes shall terminate in UL approved glass housing (exposed wiring, electrodes or 
runners will not be tolerated).  Penetrating fascia wall transformer amperage is to be no 
larger than thirty (30) M.A.  All transformers shall be remote and accessible. 

 
Display Window Signage 
Display window signage is optional on all shops with storefront lengths of thirty feet (30'-0") 
and up.  The same signage treatment should also be considered on storefronts less than thirty 
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feet (30'-0") in length.  Window signage layout and content is subject to approval by 
Landlord.  The area for the logo and name is to be a maximum of two feet square feet (2 SF).  
Treatments that can be used include gold leaf, silver leaf, approved painted combinations and 
sandblasting. 
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KIOSKS 
The following kiosk criteria is to be used by Tenant for the development of preliminary and 
final working drawings. 
 
The kiosk will consist of casework with sign identifiers built into each corner.  The entire 
kiosk construction shall be furnished and installed by Tenant at Tenant’s expense. 
 
Landlord shall provide 
1. 120 volt, 20 amp floor receptacle (field verify); and 
2. floor telephone outlet with pull cord (field verify). 
 
Design Requirements 
Tenant must carefully design all elements of the case work and sign identifier to be 
completely visible.  Fixture layout, cash location, finish materials, graphics and colors must 
be submitted for Landlord’s approval.  Absolutely no plastic laminates are allowed on any 
surfaces exposed to the mall. 
 
1. Counters 

A. The counter may not extend beyond the limits of the kiosk area as defined on the 
lease outline drawing (see attached). 

B. The maximum counter height shall be forty-two inches (42") (deviations from this 
requires written approval of Landlord).  A portion of the main counter must meet 
within the guidelines of the Americans with Disabilities Act (ADA). 

C. Acceptable finishes for the counter face and top include combinations of glass, stone, 
ceramic tile, hardwood (no plywood), solid core laminates and solid core surfacing 
material such as AVANITE, Corian or equal. 

D. Counter merchandise display and lighting shall not exceed eighteen inches (18") 
above the sign identifier and/or casework. 

2. Lighting 
 Cases shall be internally illuminated.  All lighting shall be concealed within kiosk area. 
3. Signage 

A. Signs are allowed only on the counter identifiers and must be illuminated from 
within. 

B. Letters should be routed out of the face material.  All illumination should be 
concealed by 1/8" minimum plexiglas. 

C. Color must be compatible with the design selection and approved by Landlord. 
4. Security 
 Kiosk closure shall be lockable cases only.  Gates, curtains or overhead grille closure 

systems are not permitted. 
5. General 

A. Entrance opening dimension must comply with local code and ADA requirements. 
B. The cash register must be located below the counter or within the kiosk interior. 
C. The display of merchandise shall be limited to the display cases and countertops. 
D. A four-inch (4") waterproof base is required.  The base shall match mall colors. 
E. If a platform is required, it shall be a minimum of three feet (3'-0").  The platform 

floor shall consist of fire treated materials. 
F. Elements of the kiosk shall not exceed nine feet (9'-0") in height. 
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PERMITS AND PERMIT PROCESS 
Communication Objectives for Customer Services 
Our primary responsibility is to serve the needs of the public while not compromising the 
regulations we are charged administer.  One way of accomplishing this objective is to ensure 
an open line of communication with the public.  Some ways we do this are: 
1. special pamphlets and brochures; 
2. Building Tulsa newsletter;  
3. consulting services provided to walk-in customers and by phone; and 
4. fax. 
 
We will appreciate your suggestions for improving our service to you, our customer. 
 
Basic Design Requirements 
All plans should include all of the items in this Tenant Handbook which apply to your 
particular project.  Plans must be clear and legible reproductions of the original on 
substantial paper.  Blueprints, photocopies or ink drawings are acceptable.  Pencil drawings 
are not acceptable.  The plan must be drawn to scale.  The recommended scale for the plans, 
other than site plans, is ¼" = 1' or  1/8" = 1'.  For the site plan, the recommended scale is 1" = 
20' but any other scale can be used which will adequately show the lot and buildings on it.  
Where the plans involve additions to existing structures, label all existing construction as 
“existing” and all proposed construction as “proposed”.  Plans must be complete and clearly 
show the extent and type of work.  Compliance with the BOCA National Building Code and 
other relevant statutes must be shown on the plans.   
 
The permit center will accept plans drawn on any size paper; however, we recommend that 
plans be drawn on 18" x 24" or larger paper because many stamps and approvals must be 
placed on the plans. 
 
Retain Your Paperwork 
Copies of your permits, receipts and approved plans are important documents.  When your 
construction is complete, we recommend that you keep these filed with your property’s deed 
for future reference. 
 
Declared and Actual Valuation 
These two (2) values could be the same or vary significantly depending on how the declared 
valuation was determined.  The declared valuation is the applicant’s estimate of the 
construction cost and is used only to determine the plans review fee.  The actual construction 
valuation is determined by the building plans examiner and is the value on which the permit 
fee is based.  There are several nationally recognized publications which provide information 
by which construction costs can be estimated.  All of these publications have factors which 
adjust for regional variations in cost.  These data are used to be consistent and fair with all 
applicants.  Since 1972, the CITY OF TULSA has used the BOCA Type of Construction 
Factors.  A copy of the current valuation date is available in the BUILDING PLANS REVIEW 
OFFICE for review should anyone wish to do so. 
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Priority Review 
Applicants must request a priority review when they apply for a building permit.  The 
purpose of this service is to expedite the processing of applications for small, interior 
remodel projects; however, any project that has NO impact upon fire department access, 
zoning concerns, traffic/engineering reviews or HEALTH DEPARTMENT regulations could be 
considered by a plans examiner for acceptance as a priority review.  Applicants are greatly 
encouraged to participate in the architectural review.  If the plans examiner determines that a 
particular project’s scope is not suitable for a priority review, the application will be 
transferred to the regular commercial review process.  Priority reviews are conducted from 
9:00 AM to 11:45 AM and 1:00 PM to 3:45 PM.  Total process time through permitting for a 
priority review application averages three to four (3 - 4) working days. 
 
Required Forms and Drawings 
In addition to the permit application, the following items must be supplied when the plans are 
submitted.  Additional items may be required in certain circumstances before the permit can 
be issued. 
1. Application for Building and Zoning Clearance Permit:  The owner, contractor, architect 

or other authorized agent can fill out an application for a building permit. 
2. Building Permit Certification & Affidavit as to Easements, Dedications and Rights-of-

Way: This document is required for all building permit applications.  It states that the 
person filing the application is the owner or lessee of the building, an agent of either, or 
the licensed architect or engineer employed in connection with the proposed work.  If the 
application is sent through the mail or delivered by a person other than the owner, lessee 
or authorized agent, it must be accompanied by an affidavit prepared by the owner. 

3. Information for Building - Remodeling, Enlargement, Alarm and Sprinkler Permit 
Applications: This document is required for remodeling, Tenant finish, enlargement and 
fire suppression systems.  Its purpose is to determine the fire rating of the existing 
building.  This allows the plans examiner to evaluate the effect that the proposed 
construction will have on the existing building. 

4. Certificate of Use and Occupancy: A Certificate of Use and Occupancy is required prior 
to occupancy for buildings or structure erected, enlarged, remodeled or altered to change 
from one (1) use to another (i.e. from an office to a shore store).  The form is designed to 
obtain enough information to determine the use group, type of construction and any 
special stipulations that should be imposed. 

5. Architect or Engineer’s Seal:  Your plans will need an architect’s seal if the building you 
are erecting, expanding or remodeling is greater than two (2) stories in height (excluding 
a basement) and/or over forty thousand dollars ($40,000) value for the proposed 
construction.  An engineer’s seal should be placed on any plans for proposed construction 
designed by an engineer. 

6. Site Plan: This plan shows a general layout of the lot.  It must show: 
A. a legal description of the property as recorded on the deed; 
B. boundaries and dimensions of the property, names of bordering streets and all 

property lines; 
C. location and dimensions of existing and proposed buildings, structures and 

driveways; 
D. distances from the two (2) closest property lines to the proposed building or structure 

and the distance from the proposed work to the centerline of the street(s); 
E. any easements and public rights-of-way; 
F. all architectural projections (i.e. stairs, porches, balconies, fireplaces, etc.); 
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G. location of all utility service lines and meters; 
H. north arrow; 
I. existing and proposed topography, which may consist of one (1) of the following: 

1) existing and proposed contour lines at two feet (2'-0") intervals; and 
2) existing and proposed spot elevations; 

J. finish floor elevation of the lowest floor of the proposed building; and 
K. fire hydrants. 
L. Note: For property served with a septic system, see Exhibit No. 1. 

7. Foundation Plan: Provide dimensions and details of foundations including continuous 
footings, grade beams and pier footings.  Show footing dimensions, thickness of concrete 
slabs, reinforcing steel, access holes when applicable and the north arrow. 

8. Wall Cross Section: Wall Cross Section plan must show the following: 
A. footing, stem wall and slab detail; 
B. interior and exterior wall finishes; 
C. size, spacing and type of materials used; 
D. R-value, type, location and insulation; 
E. connection details; and 
F. roof framing details. 

9. Detail Sheets: Show details of all fireplaces, stairs, girders, beams and headers with size 
and type of materials to be used. 

10. Engineering Calculations: Construction involving structural design usually requires 
engineering calculations and the seal of the design structural engineer registered in the 
STATE OF OKLAHOMA. 

11. Floor Plan: Floor plans must show the following: 
A. exterior and interior dimension; 
B. use of all rooms; 
C. size and type of all windows and doors; 
D. plumbing fixtures, gas appliances, water heater and electrical equipment locations; 
E. location of heating and air conditioning facilities; 
F. locations and types of smoke detectors, when applicable; 
G. the north arrow; 
H. the scale; 
I. exit lights; and 
J. for enlargement of an existing building, the existing floor plans and the proposed 

floor plans. 
12. Roof Plan and Details: Roof plan must show the following: 

A. roof pitch; 
B. size of hips, valleys, rafters and ridges; 
C. direction and span of rafters, trusses, beams and headers; 
D. any special framing at roof area (skylights, panels, awnings, etc.); 
E. complete roofing specifications; 
F. lumber sizes, spacings, species and grades; and 
G. the north arrow. 
H. Note: If trusses, beams, girders or columns not listed in the code tables are used, the 

plans must have the seal of an engineer licensed in the STATE OF OKLAHOMA. 
13. Elevation Plans: This is a drawing of the exterior walls showing the following: 

A. doors, windows and other openings; 
B. exterior finishes; 
C. height of structure and projections above the ground; and 
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D. North, South, East and/or West elevations. 
 
Minimum Standards for Document Submittal 
The following information is a summary of the minimum requirements for a commercial 
building permit application.  If the information for your specific type of construction is not 
listed or if you need further information, please call 918/596-9601. 
 
Plan Review Fees 
Declared Valuation Fees 
$0 to $15,000 $25.00 
$15,001 to $100,000 $55.00 
Above $100,000 $.60/$1,000 of value 
 
For declared valuation in excess of one hundred thousand dollars ($100,000), the application 
fee shall be 0.0006 times the total estimated valuation, calculated in one thousand dollar 
($1,000) increments to the closest one thousand dollars ($1,000). 
 
Note: The declared valuation is your estimate of the total construction cost.  The actual 
valuation is determined by the plans examiner based on the size and types of construction 
using information from the BOCA periodicals. 
 
Other Plans Review Fees 
Tents $50.00 for the first and $10.00 for each additional 
Temporary Use of Mobile Homes $50.00 
Full Storage Tanks $50.00 for the first and $10.00 for each additional 
 
Note: The plans review fee is a portion of the building permit fee and is due at the time of 
application.  It will be deducted from the total permit fee. 
 
New Construction or Enlargement of an Existing Building 
Review by Zoning, Architectural Review, Fire Marshall, Water, Sewer, Drainage, 
Engineering, Traffic Engineering and Health Department when food and/or septic systems 
are involved. 
1. City Forms Submittal Requirements 

A. an application for Commercial Building Permit; 
B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-

of-Way; and 
C. Information for Building Remodeling, Enlargement, Alarm & Sprinkler Permit 

Applications. 
2. Plans Submittal Requirements 

A. three (3) copies of the proposed site plan with a complete legal description as 
recorded on the deed.  For properties served with a septic system, two (2) additional 
site plans are needed (see Exhibit No. 1); 

B. two (2) copies of the foundation plans; 
C. two copies of the wall cross section; 
D. two copies of the detail sheets for stairs, girders, beams and/or headers, if applicable; 
E. two (2) copies of proposed floor plans (for enlargement of an existing building, the 

existing floor plans); 
F. two (2) copies of the roof plan and details; and 
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G. two (2) copies of the elevation plans. 
H. Note: If the proposed use is food-related, see Exhibit No. 2. 
I. Note: Plans should be combined into two (2) separate sets with the remaining site 

plan being separate. 
 
Zoning Clearance Only Permits 
The purpose of this permit is to ensure that the property you are planning to develop, meets 
the zoning requirements.  The zoning clearance review process includes zoning, 
water/sewer/drainage and access requirements.  This permit is for planning only; it does not 
allow occupancy, construction or expansion. 
1. City Forms Submittal Requirements 
 An application for Zoning Clearance Only Permit. 
2. Plans Submittal Requirements 

A. three (3) copies of the proposed site plan with a complete legal description as 
recorded on the deed as required; and 

B. two (2) copies of the floor plan. 
C. Note: Other pans may be required by the zoning official before final determination. 

 
Interior Remodel/Tenant Finish 
Reviewed by Zoning, Architectural Review and Fire Marshall. 
1. City Forms Submittal Requirements 

A. a Commercial  Building Permit Application; 
B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-

of-Way; and 
C. Building Information for Remodeling, Enlargement, Alarm and Sprinkler Permit 

Application. 
2. Plans Submittal Requirements 

A. two (2) copies of the floor plan showing existing and proposed construction; and 
B. two (2) copies of the detail sheets for stairs, girders, beams and/or headers, if 

applicable. 
C. Note: If the proposed use is food-related, see Exhibit No. 2. 
D. Note: Plans should be combined into two (2) separate sets. 

 
Repair Only (Fire, Deterioration, etc.) 
Reviewed by Architectural Review and Fire Marshall. 

City Forms Submittal Requirements 
A. a Commercial Building Permit Application 
B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-

of-Way; 
C. Building Information for Remodeling, Enlargement, Alarm and Sprinkler Permit 

Application; and 
D. two (2) copies of the CITY OF TULSA Worksheet for Repairs. 
E. Note: This permit is designed for the restoration of a building which has been 

damaged.  It can only be applied to buildings that are being restored to their original 
condition.  If there are any structural damage repairs, two (2) sets of structural plans 
with engineering data may be required.  

 
Fuel Storage Tanks 
Reviewed by Zoning, Architectural Review and Water/Sewer/Drainage. 
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1. City Forms Submittal Requirements 
A. a Commercial Building Permit Application; and 
B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-

of-Way. 
2. Plans Submittal Requirements 

A. three (2) site plans with a complete legal description showing grading, drainage, 
location of and spacing between tanks, product lines and pump islands; and 

B. two (2) copies of installation details including anchoring, venting, monitoring devices 
and cathodic protection. 

C. Note: If the property is served with a septic system, two (2) additional site plans are 
required.  See Exhibit No. 1. 

D. Note: Plans should be combined into two (2) separate sets with the remaining site 
plan separate. 

E. Note: Design Criteria: NFPA 30, BOCA Fire Prevention Code: A permits is required 
from the Fire Marshall’s office for the removal of any fuel storage tank.  The CITY OF 
TULSA/COUNTY HEALTH DEPARTMENT requires a permit for installation prior to 
issuance of the building permit. 

 
Fire Alarm/Detection/Suppression 
Reviewed by the Fire Marshal and, when applicable, Water/Sewer/Drainage. 
 
1. City Forms Submittal Requirements 

A. an Application for Fire Alarm/Detection/Suppression Permit;  
B. Building Information for Remodeling, Enlargement, Alarm & Sprinkler Permit 

Applications; and 
C. For fire alarm inspections, an Alarm Inspection and Testing form. 

2. Plans Submittal Requirements 
A. three (3) copies of working plans and calculations.  Each room and space must be 

identified as to the type of use.   
B. Design Criteria: NFPA 13, 13D or 13R for sprinkler systems and NFPA 72 for alarm 

systems.  These permits are issued to licensed contractors only. 
 
Tents 
Reviewed by Building Inspections, Zoning, Fire Prevention and Water/Sewer/Drainage. 
 
1. City Forms Submittal Requirements 

A. a Commercial Building Permit Application; and 
B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-

of-Way. 
2. Plans Submittal Requirements 

A. two (2) copies of the proposed site plan with a complete legal description; and 
B. two (2) copies of the tent’s fire rating certification. 

 
Temporary, Non-Residential Use of Mobile Homes 
Reviewed by Building Inspections, Zoning, Fire Prevention and Water/Sewer/Drainage. 
 
1. City Forms Submittal Requirements 

A. a Temporary, Non-Residential Use of Mobile Home Permit Application; and 
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B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-
of-Way. 

2. Plans Submittal Requirements 
A. three (3) copies of the proposed site plan with a complete legal description. 

 B. Note: If the property is served with a septic system, two (2) additional site plans are 
required, see Exhibit No. 1.  If the proposed use is food-related, see Exhibit No. 2. 

 
Parking Lots 
Reviewed by Zoning, Architectural Review, Fire Marshall, Water/Sewer/Drainage, 
Engineering and Traffic Engineering. 
 
1. City Forms Submittal Requirements 

A. a Commercial Building Permit Application; and 
B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-

of-Way. 
2. Plans Submittal Requirements 

A. three (3) copies of the proposed site plan with a complete legal description;  
B. two (2) copies of the pavement cross section plan; and 
C. Note: If the property is served with a septic system, two (2) additional site plans are 

required, see Exhibit No. 1. 
 
Certificate of Use and Occupancy 
Reviewed by Architectural, Zoning, Water/Sewer/Drainage and inspected by Building, 
Electrical, Mechanical, Plumbing, Fire Prevention and, possibly, the HEALTH DEPARTMENT. 
 
1. City Forms Submittal Requirements 

a Certificate of Use and Occupancy Permit Application. 
2. Plans Submittal Requirements 

A. two (3) copies of the detailed floor plan, scaled and dimensioned with furnishings 
drawn in place; and 

B. Note: For new construction, remodel or enlargement of an existing building, the CITY 
OF TULSA Building Permit or Application number is required. 

 
Pre-Engineered Metal Buildings 
Reviewed by Zoning, Architectural Review, Fire Marshall, Water/Sewer/Drainage, 
Engineering and Traffic Engineering. 
 
1. City Forms Submittal Requirements 

A. a Commercial Building Permit Application;  
B. a Building Permit Certification & Affidavit as to Easements, Dedications and Rights-

of-Way; and 
C. Building Information for Remodel, Enlargement, Alarm & Sprinkler Permit 

Applications. 
2. Plans Submittal Requirements 

A. three (3) copies of the proposed site plan with a complete legal description;  
B. two (2) copies of the foundation plans; 
C. two (2) copies of the wall cross section; 
D. two (2) copies of the detail sheets for stairs, beams and/or headers, if applicable; 
E. two (2) copies of the proposed floor plans; 
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F. two (2) copies of the roof plan and details; 
G. two copies of the elevation plans; 
H. Note: If the property is served with a septic system, two (2) additional site plans are 

required, see Exhibit No. 1. 
I. Note: For enlargement of an existing buiding, the existing floor plans must also be 

furnished. 
J. Note: The plans must include building width, length, eave height, cross section with 

clearance dimensions, purlin and girt sizes, gauge and spacing, foundation details and 
the manufacturer’s letter of load certification with erection drawings.  Structural 
design details and engineering calculations must bear the seal of a professional 
engineer registered in the STATE OF OKLAHOMA.  A complete legal description as 
recorded on the property deed must be recorded on the permit application and on each 
site plan.  If the proposed use is food-related, see Exhibit No. 2. 
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Exhibit No. 1 
 

Requirements for Sewage Disposal  
When the Property is not Served with Sanitary Sewer 

 
Note: Permits for septic tank installations are issued through the TULSA CITY/COUNTY 
HEALTH DEPARTMENT.  A soil percolation test must be performed and be on file at the TULSA 
CITY/HEALTH DEPARTMENT before the Building Permit can be issued.  New buildings must 
be staked out prior to the HEALTH DEPARTMENT field inspection. 
 
Two (2) additional site plans must be furnished with the following information: 
1. the location of the plumbing stub-out on the building; 
2. topographical information showing the directional slope of the lot; 
3. projected number of employees; 
4. all existing and proposed structures on the site; 
5. any existing and proposed structural landscaping; 
6. automatic lawn sprinkler system is located in a flood sensitive area; 
7. assigned street address and legal description; and 
8. contractor’s name, mailing address and telephone number. 
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Exhibit No. 2 
 

Requirements for Food Service Facilities 
 
The TULSA CITY/COUNTY HEALTH DEPARTMENT reviews all new and extensively remodeled 
food-related facilities.  The following information must be furnished: 
1. a proposed menu; and 
2. two (2) additional, making a total of four (4), complete sets of the floor plans with the 

following information: 
A. the relationship between dining, kitchen, storage, waitress and restroom areas; 
B. an equipment layout with individual items drawn in place and identified; 
C. a plumbing layout showing the location of all floor drains and equipment they serve 

including all sink systems, hand lavatories, hot water tanks, janitorial facilities and 
the location of the grease interceptor(s); 

D. a finish schedule with both materials and colors listed on for floors, floor-to-wall 
junctures, walls and ceilings in all areas; and 

E. the manufacturer’s detail of the grease interceptor(s) and calculations for sizing. 
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BUILDING PERMIT CERTIFICATION 
 
I Certify that I am one of the following: 

 [  ] Owner or Lessee of the property on which permit work is to be performed. 

 [  ] Agent of the property Owner or Lessee for which permit work is to be performed. 

 [  ] Licensed engineer or architect. 

If the application is made by a person other than the Owner, one of the following must be provided: 

[  ] I have attached an affidavit of the property Owner for which permit work is to be performed. 

 [  ] I have elected to provide this witnessed, signed statement. 

 

Name of Owner:    
 Last Name First Name Telephone 
    
Address of Owner:    
 City State Zip 
    
Name of Lessee:    
 Last Name First Name Telephone 
    
Address of Lessee:    
 City State Zip 
    
Name of Corporate Officer:    
 Last Name First Name Telephone 
    
Address of Lessee:    
 City State Zip 
  

Name of Applicant: (print) 
 
 

Signature: City Building Official: 
 

 
Affidavit as to Easements, Dedications and Rights-of-Way 

I, ____________________, being duly sworn upon oath, state that I have researched and 
examined or caused to be researched and examined all recorded documents and instruments 
relating to said real property and that all recorded easements, dedications and rights-of-way 
are known to me and are delineated on the plot plan which is a part of the Application for 
Building Permit for New Construction and/or Enlargments of an Existing Building.  It is 
understood that issuance of such Building Permit does not authorize or permit construction 
of a permanent structure over or upon any easement, dedication or right-of-way. 

 
Subscribed and sworn to, before me, this _____, day of __________, _____. 

My Commission Expires: ____________________. 

Notary Public: ____________________________
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INFORMATION FOR BUILDING - REMODELING, ENLARGEMENT, 
ALARM AND FIRE SUPPRESSION PERMIT APPLICATIONS 

 
Total Height of Building:  Total Number of Stores:  Total Number of Basement Levels:  
 
Is Existing Building Totally Sprinkled:  Partially Sprinkled:  
 
If Yes, Explain:  
 
Approximate Dates of Former Permits (if known):  
 
Previous Use of Space:  
 
Existing Construction Materials 

Exterior Walls: [  ] CMU Veneer [  ] Brick Veneer [  ] Stone Veneer [  ] Wood Siding [  ] Plastic Siding 

    [  ] Glass with: [  ] Metal Studs  [  ] Wood Studs 

Interior Walls: [  ] CMU [  ] Brick [  ] Stone [  ] Gyp/Metal Studs [  ] Gyp/Wood Studs  

[  ] De-mountable Metal Partitions 

Ceiling Type: [  ] Acoustical Tile [  ] Plaster [  ] Gypsum [  ] Exposed Structure/Construction [  ] Wood Soffit 

Roof Covering: [  ] Bur Membrane [  ] Sheet Metal [  ] Wood [  ] Composition [  ] Other:__________________ 

Roof Decking: [  ] Metal Wood  [  ] Concrete 

 

Existing Structural System 

Frame System: [  ] Rigid Steel [  ] Reinforced Concrete  [  ] Wood [  ] Other:____________________________ 

Bearing Walls: [  ] CMU [  ] Brick [  ] Stone [  ] Reinforced Concrete  [  ] Metal Studs  [  ] Wood Studs 

Roof Framing: [  ] Conc. Slab/Beam/Tee [  ] Bar Joist [  ] Wood Trust [  ] Wood Joist [  ]Tension/Membrane 

Floor Framing: [  ] Concrete Slab/Beam/Tee  [  ] Bar Joist [  ] Wood Joist 

Floor Decking: [  ] Concrete Slab [  ] Metal Deck [  ] Wood Deck 
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DATE:  
 
APPLICATION NO.:  
 
PERMIT NO.:  

 
 

CITY OF TULSA 
COMMERCIAL BUILDING & ZONING 
CLEARANCE PERMIT APPLICATION 

 

 
Note: Please print or type all data  

 

Construction Address:  

Is this a single-tenant floor:  

Account No. (if applicable):  No. of Plans:  No. of Pages of One Set of Plans & Specifications:  

Architect/ Designer:  

Address & Telephone:  

Type of Work: [  ] New Building  [  ] Accessory  [  ] Interior Remodel  [  ] Exterior Remodel  [  ] Enlargement 
 [  ] Tent  [  ] Repair No Expansion  [  ] Storage Tanks  [  ] Other: ____________________________ 

Nature of Use: [  ] Assembly  [  ] Education  [  ] Institutional  [  ] Business  [  ] Industrial  [  ] Mercantile  [  ] Utility 
 [  ] Residential  [  ] Storage  [  ] Food or Beverage Related  [  ] Other: ________________________ 

Declared Valuation for Work to Be Done (Valuation to include all fixed equipment to operate and be used): $  

Describe Proposed Use in Detail:  

Contractor:  Telephone:  

Fire Suppression Type:  
Is the property served with a septic system?  [  ] yes  [  ] no     Does the building contain asbestos?  [  ] yes  [  ] no 
Will you be installing a grease interceptor or oil separator?  [  ] yes  [  ] no 
Will you be installing fiber optic cable at this site?  [  ] yes  [  ] no 
Will industrial process wastewater be generated at the facility?  [  ] yes  [  ] no 
If yes, how will it be disposed?  [  ] Sanitary Sewer  [  ] Hauling  [  ] Septic System  [  ] Storm Sewer  [  ] Other:_____ 

Legal description of Construction Property:  

Has there been any special zoning action in relation to this property?  [  ] yes  [  ] no 

If yes, please explain in detail:  

Board of Adjustment No.:  Lot Split Reference No.:  Variance: [  ] yes  [  ] no 

Please check if one of the following applies:  [  ] Mixed Beverage Establishment  [  ] Sexually Oriented Business 

Are you planning new construction or enlargement of existing construction (including parking)?  [  ] yes  [  ] no 
 
 
 
Day Time Contact Person(s) for Plan Consultation: Telephone No. Fax No. 

 
Address: 
 
Exhibit the following details (when applicable) on the plans: Use of adjacent spaces, key plan or overall floor plan with work 
clearly identified, outside seating for restaurants, etc., fire exit accesses and stair locations, fire ratings on existing demising, 
ceiling, corridor and fire walls, scale, dimensions and North arrow.  A separate permit is required for driveways and signs.  All 
electrical, plumbing and mechanical work must be done by a licensed contractor in each trade.  Please apply for the Certificate of 
Occupancy at least two (2) weeks prior to Final Inspection. 
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DATE:  
 
APPLICATION NO.:  

 

 

 CITY OF TULSA 
REVISED/ADDITIONAL PLANS 

ROUTING SLIP FOR APPLICATION 
PRIOR TO ISSUANCE OF PERMIT 

 
Note: Please print or type all data 

 

 

 
Permit Type:  [  ] Residential  [  ] Commercial  [  ] Other:_________________________________________ 
 
[  ] Revised Plans - Type of Revision:  [  ] Site Plan  [  ] Structural Plan  [  ] Health Dept./Food Service 
 
[  ] Other:_______________________________________________________________________________ 
 
[  ] Additional Plans - Type of Revision: [  ] Site Plan  [  ] Structural Plan  [  ] Health Dept./Food Service 
 
Construction Address: 

 
 

 
Suite Number: 

 
 

 
No. of Plans: 

 
 

 
No. of Pages of One Set of Plans & Specifications 

 
 

 
 
 
 
 
 
 
 
 
 

Day Time Contact Person(s) Telephone Number Telephone Number 
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DATE:  
 
APPLICATION NO.:  
 
PERMIT NO.:  

 
 

CITY OF TULSA 
APPLICATION FOR ADDENDUM 
TO EXISTING BUILDING PERMIT 

 

 
 
 

Note: Please print or type all data 

 

 

 
Existing Permit No.: 

 
 

 
Check One:  [  ] Residential or [  ] Commercial 

 
Construction Address: 

 
 

 
Suite Number: 

 
 

 
Account No.: (If Applicable) 

 
 

 
No. Of Plans: 

 
 

 
No. of Pages of One Set of Plans & Specifications: 

 
 

 
Architect/Designer: 

 
 

 
Address: 

 
 

 
City: 

 
 

 
State: 

 
 

 
Zip: 

 
 

 
Telephone: 

 
 

 
Nature of Use:  [  ] Assembly  [  ] Education  [  ] Institutional  [  ] Mercantile  [  ] Utility  [  ] Residential  [  ] Storage 
 
                          [  ] Food or Beverage Related  [  ] Other:_________________________________________________ 
 
Type of Addenda:  [  ] Specifications  [  ] Building Plans, Sections, Elevations, Details  [  ] Landscape Drawings 
 
                               [  ] Structural, Mechanical, Electrical, Plumbing Drawings  [  ] Letter 
 
                               [  ] Other:_______________________________________________________________________ 
 
[  ] Site Plans: If changed, please describe:____________________________________________________________ 
 
 
 
 
 
 
 
Submitted By: 
 
 
 

Telephone No.: 
 
 
 

Facsimile No.: 
 
 
 

Address: 
 
 
 
Exhibit the following details (when applicable) on the plans: use of adjacent spaces, Key Plan or Overall Floor Plan 
with work clearly identified, outside seating for restaurants, etc., fire exit accesses and stair locations, fire ratings on 
existing demising, ceiling, corridor and fire walls, scale, dimensions and North arrow.  *A separate permit is required 
for driveways and signs.* 
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BUILDING INFORMATION FOR CERTIFICATE OF OCCUPANCY 
PERMIT APPLICATIONS 

 
 
 
 
Total Height of Building: 

 
 

 
Total Number of Stories: 

 
 

 
Total Number of Basement Levels: 

 
 

 
Is Existing Building Totally Sprinkled: 

 
 

 
Partially Sprinkled: 

 
 

 
If yes, explain: 

 
 

 
Approximate Dates of Former Permits (if known): 

 
 

 
Previous Use of Space: 

 
 

 
Expected Completion Date: 

 
 

 
Expected Date of Occupancy: 

 
 

 
Existing Construction Materials 

Exterior Walls: [  ] CMU Veneer  [  ] Brick Veneer  [  ] Stone Veneer  [  ] Wood Siding  [  ] Plastic Siding 

    [  ] Glass with: [  ] Metal Studs  [  ] Wood Studs 

Interior Walls: [  ] CMU  [  ] Brick  [  ] Stone  [  ] Gyp/Metal Studs  [  ] Gyp/Wood Studs   

[  ] De-mountable Metal Partitions 

Ceiling Type: [  ] Acoustical Tile  [  ] Plaster  [  ] Gypsum  [  ] Exposed Structure/Construction  [  ] Wood Soffit 

Roof Covering: [  ] Bur Membrane  [  ] Sheet Metal  [  ] Wood  [  ] Composition  [  ] Other:_____________________ 

Roof Decking: [  ] Metal Wood  [  ] Concrete  [  ] Other:________________________________________________ 

 

Existing Structural System 

Frame System: [  ] Rigid Steel  [  ] Reinforced Concrete  [  ] Wood  [  ] Other:_______________________________ 

Bearing Walls: [  ] CMU  [  ] Brick  [  ] Stone  [  ] Reinforced Concrete  [  ] Metal Studs  [  ] Wood Studs 

Roof Framing: [  ] Conc. Slab/Beam/Tee  [  ] Bar Joist  [  ] Wood Trust  [  ] Wood Joist  [  ] Tension/Membrane 

Floor Framing: [  ] Concrete Slab/Beam/Tee   [  ] Bar Joist  [  ] Wood Joist 

Floor Decking: [  ] Concrete Slab  [  ] Metal Deck  [  ] Wood Deck 
 
PLEASE LIST ALL SUBCONTRACTORS ON THIS PROJECT BELOW: 
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DATE:  
 
APPLICATION NO.:  
 
PERMIT NO.:  

 CITY OF TULSA 
CERTIFICATE OF USE AND 
OCCUPANCY AND ZONING 

CLEARANCE PERMIT APPLICATION 

 

 
Note: Please print or type all data  

 

Occupancy Address:  

Account No. (if applicable):  No. of Plans:  No. of Pages of One Set of Plans & Specifications:  

Applicant:  Address:  

 
 City State Zip Telephone  

Type of Work:  [  ] New Building  [  ] Accessory  [  ] Interior Remodel  [  ] Exterior Remodel  [  ] Enlargement   
                          [  ] Tent  [  ] Repair No Expansion  [  ] Storage Tanks  [  ] Other:______________________________ 

Area or Location of Occupancy Facility:  

Nature of Use:  [  ] Assembly  [  ] Education  [  ] Institutional  [  ] Business  [  ] Industrial  [  ] Mercantile  [  ] Utility 
                          [  ] Residential  [  ] Storage  [  ] Food or Beverage Related  [  ] Other:__________________________ 

Describe Proposed Use in Detail:  

Previous Uses:  

Floor Area to be Occupied:                         sq. ft. Width:           ft.               in. Length:           ft.             in. 

Height:           ft.               in. Number of Floors:  Building Area: sq. ft. 

Owner:  Address:  

 

 
City State Zip Telephone  

Legal Description of Construction Property:  

Has there been any special zoning action in relation to this property?  [  ] yes  [  ] no 

If yes, please explain in detail:  

Board of Adjustment No.:  Lot Split Reference No.:  Variance  [  ] yes  [  ] no 

Please check if one of the following applies:  [  ] Mixed Beverage Establishment  [  ] Sexually Oriented Business 

Are you planning new construction or enlargement of existing construction (including parking)?  [  ] yes  [  ] no 
 
 
Day Time Contact Person(s) for Plan Consultation: 
 

Telephone No. 
 

Facsimile No. 
 

Address: 
 
Exhibit the following details (when applicable) on the plans: use of adjacent spaces, key plan or overall floor plan with work 
clearly identified, outside seating for restaurants, etc., fire exit accesses and stairs locations, fire ratings on existing demising, 
ceiling, corridor and fire walls, scale, dimensions and North arrow.  A separate permit is required for driveways and signs.  All 
electrical, plumbing and mechanical work must be done by a licensed contractor in each trade.  Please apply for Certificate of 
Occupancy at least two (2) weeks prior to Final Inspection. 
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