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Welcome

The staff of Portman Management Company would like to
extend a warm welcome and present you with

this Tenant Handbook, which is designed to provide you
with valuable information regarding SunTrust Plaza. It

is our goal to provide you with a useful guide that will
keep you informed with respect to building operations and
procedures and will assist you in making your tenancy at
SunTrust Plaza comfortable and productive.

Information contained in the Tenant Handbook
does not modify or amend the provisions of your
lease in any way. In the event of any conflict, the
provisions of your lease shall prevail.

Should you need additional information that is not
in our Handbook, please do not hesitate to contact
us at 404-614-5000.

Sincerely,

Portman Management Company







Policy & Procedures

Building Rules

*Passenger elevators are not to be used for deliveries. Metal handcarts and dollies are prohibited on
passenger elevators.

*All entrances, exits, halls, service elevator lobbies, stairwells and public areas must remain clear for
passage at all times, as noncompliance is also a violation of fire code.

*Only building standard window treatments are allowed. Any other requests may be submitted in
writing to the Management Office for approval.

*Signs are not to be placed on suite doors, rotunda tables, wall coverings or in any other common
area unless pre-approved by the Management Office.

*Plumbing fixtures are not intended to be used for the disposal of coffee grounds, sweepings,
rubbish, rags, or any other substances that could potentially block or cause damage. Please be
respectful. Tenant is accountable and responsible for the cost of any such repairs.

*Flammable liquids and other combustible materials are subject to applicable Fire Department
regulations and must be properly stored and secured at all times.

*Use the locks provided. If you need any additional locks, keys or equipment, or if you need to
change any that you currently have, please notify the Management Office for assistance.

*Bicycles, other vehicles and all animals are strictly prohibited from the building. Exceptions may
be made for those who require canine assistance or conveyances.

*Use of outside vendors for alterations or additions to your space is allowed only with written
consent of the Management Office.

*Canvassing, soliciting and peddling within the building is prohibited. Please notify the
Management Office if you witness any of these activities.

*Non-Fire-Proofed wreathes, trees and garland violate City of Atlanta Fire Codes and are forbidden.
*Smoking in the building is strictly prohibited. Smoking outside is restricted to designated areas.

*Please be considerate of others and keep working environments audibly tolerable.



Policy & Procedures

Smoking Policy

SunTrust Plaza is a no smoking facility. Smoking is not permitted within 50 feet of the entrances
to the building. Smoking is not permitted in the parking garage, except in the designated area on
BL level located approximately 50 feet away from the entry to the Food Court and SunTrust Plaza
Garden Offices. Ashtrays are provided for all designated smoking areas. Please use the ashtrays
provided, rather then putting cigarettes out in planters or on the floor.

Employees who violate our smoking policy will be reported to their employers. Each tenant has an
obligation under its lease to abide by Rules and Regulations applicable to the building.

Thank you, in advance, for being considerate of the other non-smoking occupants of the SunTrust
Plaza complex.

Please see the Forms/Maps Section for a Designated Smoking Area map.

Walking Exercise Policy

Walking for physical exercise is only permitted in designated areas inside the SunTrust Plaza building
and at times established by Property Management. Walking for physical exercise inside the Garden
Offices building is prohibited. Running or repeatedly climbing the stairs for exercise is prohibited
in both buildings.

Portman Management Company has designated the Lower Lobby of the SunTrust Plaza as the area in
which walking exercise is permitted. Although the hours are subject to change without notice, walkers
may exercise between 7am and 6pm, Monday through Friday. If an individual walks around the Lower
Lobby on the route closest to the exterior of the building, it will take 10.8 laps to equal one mile.

We hope this information is helpful for those wishing to exercise on their breaks and appreciate

your cooperation. As with any physical activity, please consult your physician prior to beginning
any exercise program.

Please see the Forms/Maps Section for a Walking for Exercise map
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Policy & Procedures

SunTrust Plaza & Garden Offices Map
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Building Services
Recycling Made Easy

SunTrust Plaza and Waste Pro offer an innovative recycling program called “Recycling
Made Easy”. With this program everything going into your desk-side receptacle is taken to Waste
Pro's recycle sorting facility, American Recycling, and all break room wet waste is taken to the landfill.

The following is a list of items that can be recycled and commingled:

Office paper all colors
Envelopes windowed/labeled
Cardboard boxes

Junk mail
Magazines/newspapers

Phone books

Soft and hard back books

File folders

Brochures, reams

Wrapping paper

Greeting cards

Aluminum cans

Plastic bottles

Glass bottles

Food waste containers FREE of food waste

*Please note that staples and paperclips do NOT have to be removed to be recycled.

The following is a list of items that cannot be recycled:

Wet waste
Empty toner cartridges
Styrofoam

*We would greatly appreciate your cooperation in taking non-recyclable food waste containers
to your breakroom.

Electronic Recycling

Atlanta Recycling Solutions, LLC complies with State and Federal Regulations affecting the recycling
of electronic equipment. ARS provides a comprehensive range of services such as asset tag removal
and data/hard disk destruction. ARS assures clients that over 95% of material received is recycled.

Any of the items below are accepted:

Personal Computers, Laptops, Servers, Network Equipment, AS/400, Monitors, LCD Monitors, Printers,
Faxes, RISC/6000, Scanners, Business Telephones, Cell Phones, VCR/CD-Players/Stereos, Mainframe
Equipment, Copiers, Rechargeable Batteries (No flash light batteries) and Wiring.

*If there are questions or if you have a large quantity of Electronic Waste you would like to have
picked up, please contact the Management Office.






Amenities
Food Court

The SunTrust Plaza Food Court features a delightful variety of eateries on the BL, Bridge Level, of the
Garden Offices building. You may choose from American to International cuisine at the Food Court
eateries listed below.

Burgers & Friends 404-422-6201
Canyon Grill 404-422-6201 *
Caribou Coffee 404-681-0208 *
Dunkin’ Donuts 404-589-1122
Garden Deli 404-223-3354 *
Papino’s 404-614-0130 *
Paris Bistro 404-688-0008*
Taste of Asia 404-577-9707
*Catering Available

Restaurants

We have three (3) full service restaurants located on Peachtree Center Avenue.

Morton’s The Steakhouse 404-577-4366 *
Pacific Rim Bistro 404-893-0018 *
World Trade Center Atlanta 404-813-6670 *

*Catering Available

Retail Shops and Services

At SunTrust Plaza, we know your work day is long and time is at a premium. Therefore, we are pleased
to offer the convenience of having your errands taken care of while you work! You’ll find the majority
of the services below in the Food Court on the Bridge Level (BL) of the Garden Offices building.

Executive Auto Salon 404-586-9274 *
Rejuvenate Spa 404-577-4877 *
Dr. Bertrand Scannell, DDS  404-525-2741 *
Sun Dry Cleaners 404-658-9973
SunTrust Branch Bank 404-335-2682
Tower Lobby Shops 404-223-6060

Willie’s Shoe Shine Parlor Food Court
*Executive Auto Salon is located on “J” level of the SunTrust Plaza Parking Garage.
*Dr. Bertrand Scannell’s Dental office is located on “LL” level of the SunTrust Plaza.

*Rejuvenate Spa is located on the “AL” level of the SunTrust Plaza Garden Offices.
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Amenities

Spa and Relaxation Services

Rejuvenate Spas is a leading innovator among relaxation spas and is headquartered in Atlanta,
Georgia. As the first of its kind in the country, their philosophy is simple: To maintain a balance for
the office worker, business traveler, and those just looking to unwind and rejuvenate from the hectic
and sometimes stressful work week.

In this spa, you’ll be greeted with a multitude of possibilities for finding instant relaxation and
rejuvenation. Their exclusive services include private power napplng rooms, office-specific massages,
yoga and meditation classes, amongst a full high-end line of women’s and men’s skin care products.

As a cruelty free and eco-friendly company, they take pride in giving back to local animal shelters
and using recycled products where possible; saving humanity, animals and the environment all at the
same time.

Services include:

Massage, Nap Stations, Yoga, Pilates, Chiropractic Care, Facials, Waxing, Nail Services, Wellness
Seminars and Acupuncture.

(p): (404) 577.4877

(e): info@rejuvenatespas.com
(W): www.rejuvenatespas.com

SunTrust Plaza Fitness Center

SunTrust Plaza tenants may enjoy the convenience of working out in the SunTrust Plaza Fitness Center.
The Fitness Center is located on the Atrium Level of the SunTrust Plaza Garden Offices adjacent to
Rejuvenate Spa. The hours of operation are:

Monday — Thursday 6:00 am — 9:00 pm

Friday 6:00 am — 8:00 pm

Saturday 8:00 am — 2:00 pm

Sunday Closed

Tenants of SunTrust Plaza and SunTrust Plaza Garden Offices can enjoy the use of treadmills, ellipticals,

upright and recumbent bikes as well as a large selection of weight machines. There are also mats and
stability balls for Tenant use in the stretching area. There are men’s and women'’s locker rooms available
for your convenience while using the Fitness Center.

In order to access the Fitness Center, building occupants must complete a Fitness Center License
Agreement. An original License Agreement must be turned into Property Management, located on the
Lower Lobby of SunTrust Plaza. Once the license is received, Property Management will activate your
building access card for the Fitness Center within 48 hours. A full listing of all rules and regulations
is attached to the agreement.

Please see the forms/maps section for a Fitness Center License Agreement.
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Amenities

Corporate Concierge Services

The Corporate Concierge is an amenity provided by the Management Company and is available
Monday - Friday from 9am to Spm for your convenience.

The Concierge office is located on the Lower Lobby of the SunTrust Plaza inside the World Trade
Center Conference Center. The Concierge also has a desk on the Lobby Level of the SunTrust Plaza
near the 16-28 elevator bank Monday - Friday from 11:30am-1pm.

Concierge Services:

Gifts, flowers, cakes, travel arrangements, sporting event tickets, transportation arrangements, discounted
movie & attraction tickets, personal shopping services, catering, theatre/concerts tickets and errand
services.

Tickets & Special Services:

Ever wonder how you can get premium seats to a hot concert at Phillips Arena, a Broadway show at
the Fox Theatre, or a table at Chastain? Just call your concierge to get information on premium seats
for nearly any sold out event in the country. In addition to selling tickets to concerts and the theater,
your concierge also has access to discounted movie tickets as well as local attraction tickets.

Special Events

The building sponsors book fairs, jewelry shows, musical entertainment and tenant social events for all
employees to enjoy. All building-sponsored events will be listed on signs located on the Atrium Level
of the Garden Office Building, as well as, on the Lobby of the SunTrust Plaza Building.

Notary Service

Should your company need to have a document notarized, we have individuals in the Property
Management Office who are notaries. Please call 404-614-5000 in advance, to schedule a mutually
beneficial time to notarize the document.

Ladders

For your use, we also have building ladders that can be borrowed on occasion. We require you to sign a
Liability Waiver first, so please visit us in the Management Office. As time and other variables permit,
we will deliver a ladder to you.

Tool Box

In the Management Office, we keep a tool box which we allow our Tenants to borrow. Please visit us
in the Lower Lobby, Suite 120, to sign out the tool box for your use.

Tenant Storage Areas

A limited amount of additional storage is available for lease on a space-available basis, to reserve
space, or for more information, please contact the Assistant Property Manager.
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Amenities

Conference Facilities

Founded in 1982, The World Trade Center Atlanta is a member of the World Trade Center Association,
anetwork organization of nearly 300 World Trade Centers in almost 100 countries around the world. The
World Trade Center Atlanta brings together business with government agencies involved in international
trade to provide essential trade services and stimulate the economy of the region it serves. The center
puts all the services associated with global commerce under one roof.

The World Trade Center Atlanta features a 7,600 sq. ft. dining facility and 7,500 sq. ft. conference
center. The perfect setting for unforgettable events, the conference center has five finely appointed
meeting rooms along with one executive board room. The conference center features an impressive
round table board room designed to accommodate 16 guests and an equally stylish multipurpose room
for up to 104 guests. Additionally, the conference center combines a flexible selection of meeting space
options with skilled, full-service audio/visual, catering and convention service professionals to meet
your needs for both business and social events. Internet access is available upon request.

For information, scheduling or questions, please call 404-813-6670 or visit www.wtcatlanta.com

After-Hours Corporate Events

ALL events held in the common areas may be booked through these caterers
only:
World Trade Center Atlanta, 404-813-6670

Morton’s The Steakhouse, 404-577-4366
Pacific Rim Bistro, 404-376-6037

Event Venues:
SunTrust Plaza Lower Lobby, PCA Courtyard (Daytime/Tenant functions only) and the Garden Offices
Atrium Lobby.

*All Tenants are entitled to 1 FREE venue fee per year. Please note this does not include cleaning,
security or air conditioning.

Rules:

-All events must be coordinated through WTC Atlanta, Morton’s, Pacific Rim or The Avenue. Outside
vendors are not allowed.

-All events are considered “Tentative” until a signed agreement, deposit and venue fee are received.
-Events taking place Monday-Friday must not begin before 5:30pm.
-All events must conclude by 12 midnight.

-Events in the Lower Lobby and Atrium Lobby must not exceed 500 persons.
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Amenities
Parking

The SunTrust Plaza Parking Garage and adjacent surface lot are managed by Lanier Parking
Solutions. The parking manager’s office is located on C Level near the Peachtree Center Avenue
entrance of the garage. Office hours are Monday - Friday from 7:00am-7:00pm. Monthly parking
arrangements are available, per your lease agreement. Building access cards may be programmed by
Lanier Parking Solutions to provide garage access. For issues with card access to the garage, please
contact Lanier Parking Solutions at 404-223-3215.

Covered parking is available on ten (10) levels in the SunTrust Plaza Parking Garage located on
the block bordered by Courtland St., Baker St. and Peachtree Center Avenue with entrances on both
Peachtree Center Avenue and Baker St. Reserved Parking, contingent upon your Lease agreement,
is located on both BL and A Levels. Pedestrians may access the Parking Garage via the Food Court
located on the BL level or via Peachtree Center Avenue on C level directly under the Pedestrian Bridge.
Elevators are located in the western portion of the garage.

Surface Lot Parking MUST prepay for parking through the automated pay station at the entrance on
Ralph McGill Blvd. Stairs leading to and from the surface lot are located near the Garage’s north exit
ramp on Peachtree Center Avenue. Designated Handicap Parking is available on the upper section
of the lot adjacent to Peachtree Center Avenue.

Monthly Parkers must scan at the card reader each time they enter the facility. Please be sure to scan
your badge even if the gate is open. This ensures your badge will work when you exit the facility. If
there are issues with your badge not working, please pull a ticket to enter the garage and contact the
parking office to identify the issue and have it resolved. Your cooperation in these items will keep
traffic moving smoothly for everyone.

GarageVisitors may gain access to the Garage by taking a ticket from the machines located at any
entrance. Visitor Parking is located on C Level. Designated Handicap Parking is available on levels
G, H and J of the parking garage near the elevator lobby. Automatic doors are located on the north
side of each elevator vestibule.

Validations are sold in books of 25 and 100 are available in increments of:
-15 min, 1 hour, All Day and After Hours
For Validation books, please contact Lanier Parking Solutions.

Billing Inquiries may be directed to the Parking Garage Manager, Lanier Parking Solutions.

Monthly payments MUST be mailed to the address shown on your invoice or paid via recurring payments
set up through www.lanierparking.com. Please DO NOT mail parking payments to the building’s rental
address. Cashiers are NOT able to accept monthly payments.

Traffic Regulations must be followed at ALL times. Please observe the speed limit of 5 miles per hour,

observe all stop signs and approach pedestrian crossing areas with caution. Smoking is not allowed in
the garage and no liquids are to be poured out onto parking garage floors.

Parking Garage Hours

The SunTrust Plaza Parking Garage and adjacent surface lot are open to contract parkers and
visitors 24 hours a day, 7 days a week.

Upper Baker St. Entrance: Monday-Friday from Sam-8pm

Lower Baker St. Entrance: 24 hours per day, 7 days a week

Peachtree Center Ave Entrance: Monday-Friday from 7am-10pm

The North Ramp exit to Peachtree Center Avenue: Monday-Friday from 3pm-7pm
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Amenities
Transportation Options

Transit

SunTrust Plaza and SunTrust Plaza Garden Offices are conveniently located in downtown Atlanta in
close proximity to the Peachtree Center MARTA station (Station N1). For more information about
MARTA rail and bus service visit www.itsmarta.com. In addition, three suburban transit agencies
provide express bus service to Downtown.
* The Georgia Regional Transportation Authority (GRTA) operates GRTA Xpress motorcoach
buses from 11 Georgia counties to Downtown Atlanta.
*  Cobb Community Transit and Gwinnett County Transit also provide express bus service to
Downtown from Cobb County and Gwinnett County, respectively. Many of these buses stop
at Peachtree Center and directly in front of the SunTrust Plaza building at Peachtree and Baker
Streets. For more information on these services please visit:

GRTA Xpress: WWW.eXpressga.com
Cobb Community Transit: ~ www.cobbdot.org/cct.htm
Gwinnett County Transit: www.gwinnettcounty.com/

(Click on ‘Services,’ then ‘Gwinnett County Transit’)

Guaranteed Ride Home & Commuter Incentives

Central Atlanta Progress promotes numerous incentives for Downtown Commuters who “green”
their commute by using alternative transportation including, carpools, vanpools, biking, walking,
alternative work schedules and transit options.

For more information on commuting options, transportation incentives for Downtown employees,
sustainable resources and much more, please go to www.atlantadowntown.com.

Downtown commuters who take an alternative commute are also able to register for the Guaranteed
Ride Home program through www.MyRideSmart.com. go to their website or call 1-877-433-3463
for more information about signing up for this free service.

Bicycle & Motorcyle Parking

SunTrust Plaza and Garden Offices tenants who ride their bikes to work, may park them on C Level
of the parking garage. Parking customers who choose to ride a motorcycle or scooter to work, should
enter the garage from Peachtree Center Avenue at C Level and use the designated parking area.

Visitor Parking

The SunTrust Plaza Parking Garage has designated 16 spaces on the North lane of C level for Vistor
Parking. Visitors are defined as clients and guests doing business with companies leasing space in
SunTrust Plaza and SunTrust Plaza Garden Offices.

You may now direct your guests to the Peachtree Center Avenue entrance of the parking facility to the
Visitor Parking area on C Level. After entering the parking garage, they simply drive straight ahead
to locate the Visitor Parking spaces. Spaces are available on a first come, first serve basis and are
identified with Blue signage marked “Visitor Parking”. Regular parking rates apply to anyone using
the Visitor Parking spaces.

Monthly parkers are not permitted to park in Visitor Parking. Violations will result in vehicles being
booted or towed, so please do not park in these reserved areas.

18



Security

Property Removal

A Property Removal Form must be filled out for any and all company property being removed from
the SunTrust Plaza & Garden Offices.

Solicitation

Solicitation is not permitted. If someone is soliciting in your suite, please contact the Management
Office and we will send appropriate personnel to have them escorted off the property.

Lost and Found

Please contact the Lobby Security Desk for items that have been lost or found in the building.

Flat Tires

If you happen to suffer the misfortune of a flat tire while parked at the SunTrust Plaza Garage, please
contact the Lobby Security Desk, or ring the intercom inside the parking elevator vestibules or by
the blue security lights. A security officer will contact an outside vendor to assist you.

Jump Start

Did you leave your lights on? Or has your battery just stopped working? Please contact the Lobby
Security Desk, or ring the intercom inside the parking elevator vestibules or by the blue security
lights. Once you have signed a liability waiver. Security will provide assistance in giving your vehicle
a jump start.

Escort To Your Vehicle

When you are working late or if you desire an escort to your vehicle, please contact the Lobby Security
Desk 10-15 minutes before you are planning to leave.

Escort Off Property

The Ambassador Force of the Atlanta Downtown Improvement District (ADID) will provide an escort
for employees and residents in the District to a parking lot, MARTA station or any location in the ADID
during the following hours:

Monday - Friday: 7am-11:30pm
Saturday: 8am-11:30pm
Sunday: 10am-8pm

You may contact the ADID Field Office at 404-215-9600 for an escort. Please allow a 15-20 minute
notification time for best service.
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