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I. GENERAL BUILDING INFORMATION  

 

A. Building Address 

 

Bank of America Center 

700 Louisiana 

Houston, Texas 77002 

 

B. Property Management Office 

 

The Bank of America Center Property Management Office is open from 7:30 a.m. to 5:30 

p.m., Monday through Friday and is located on the South side of Level 2, in Suite 225.  

Access to the Management Office is provided by a shuttle elevator just inside the Rusk 

Street entrance.  The telephone number is 713-224-0181.  

 

If you find it necessary to contact the Property Management Office after 5:30 p.m. 

Monday through Friday, or on weekends and holidays, regarding an emergency or 

building operations, please call Security at the lobby desk.  They can be reached 24 hours 

a day at 713-224-4044, or call 713-224-0181. 

 

C. Office Tower ï Pedestrian Access and Egress 

 

Ground Level ï The four (4) entrances on Level 1 (Exhibit ñAò) will be open from 6:00 

a.m. to 6:00 p.m., Monday through Friday.  For easier identification, the entrances are 

labeled by both street and direction below: 

 

 Capital Street ï North 

 Louisiana Street ï East 

 Rusk Street ï South 

 Smith Street ï West 

 

Tunnel/Mall/Lower Level 1 ï Building access is via Pennzoil Place tunnel (mall level) or 

the Bank of America Center Garage entrance (Exhibit ñBò).  These entrances will be open 

from 6:00 a.m. to 6:00 p.m., Monday through Friday.  An escalator provides access to the 

lobby, bank hall and tower elevators from the mall level. 

 

Lower Level 2 ï Access is provided by Capital Street tunnel (Exhibit ñCò).  This tunnel 

connects the Building with the Civic Center Garage, the Alley Theatre and the Alley 

Theatre Garage.  An escalator provides access from the tunnel to the mall level, and from 

there to the lobby, bank hall and tower elevators. 
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After Hours ï All entrances are locked on weekends and from 6:00 p.m. to 6:00 a.m., 

Monday through Friday.  An electronic card reader located at the Louisiana Street 

entrance, Pennzoil Place and Capitol Street tunnels, and the garage entrance will control 

access to the Building. 

 

Authorized visitor access is accomplished at the Louisiana Street door only. 

 

D. Parking Garage - Access and Egress 

 

Bank of America Center Contract Parking ï Both the entrance and exit ramps are located 

on the Smith Street (west) side of the building (Exhibit ñAò).  

 

From 6:00 a.m. to 6:00 p.m., Monday through Friday, contract parkers will enter the 

garage by use of an authorized proximity parking card, which will activate entrance and 

exit control gates. 

 

After these hours, access is gained with a Kastle security card.  This card raises the roll 

down grille only when a car is present at the entrance.  Pedestrians must use the Louisiana 

Street entrance. 

 

Bank of America Center Public Parking ï The hours of operation for public parking in the 

garage are from 6:00 a.m. to 6:00 p.m., Monday through Friday. 

 

Alley Theatre Garage ï Entry and exit are provided on both Smith Street and Louisiana 

Street sides during business hours (Exhibit ñCò). 

 

The Alley Theatre Garage will also be available most nights for public event parking from 

approximately 4:00 p.m. to 8:30 p.m., and Saturday and Sunday during the days as events 

are scheduled. 

 

At 11:00 p.m., Sunday through Thursday (and 1:00 a.m. on Friday and Saturday nights), 

the grille gates will be lowered, and the gates re-open each day at 6:00 a.m.  An authorized 

Kastle security card will be needed to enter the garage from Louisiana Street or Smith 

Street at any time the garage is closed.  Once the grille is lowered, pedestrians can gain 

access from the elevators only. The elevator lobby is closed at 2:00 a.m. 

 

Changes in Operation Policy ï The methods of operation, hours of operation and the 

garageôs rules and regulations may change from time to time at ownerôs and operatorôs 

discretion.  Please call 713-224-6025 for more information. 
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E. Loading Dock Access 

 

The Bank of America Center loading dock is located at street level off Rusk Street 

(Exhibit ñAò).  The loading dock has direct access to the office tower via two freight 

elevators.  The elevators are operational from 6:00 a.m. to 6:00 p.m., Monday through 

Friday.  All other times are by appointment only.  Grille gates at the loading dock are 

lowered at 6:00 p.m., Monday through Friday and are closed 24 hours on the weekend 

(subject to scheduled appointments). 

 

F. Freight Elevator and Tenant Deliveries 

 

Bank of America Center has two freight elevators located off the loading dock.  Service 

Elevator #1 serves floors 1 ï 52; Service Elevator #2 serves floors Lower Level 3 ï 45. 

 

A security guard will monitor freight activity at these elevators; however, the elevators are 

on automatic service during normal business hours.  They are available after normal 

business hours by appointment only.  All delivery vehicles are limited to 30 minutes at the 

loading dock.  Violators will be promptly towed.  No passenger cars are allowed in the 

loading dock area.  Scheduling for after hours use of the freight elevators is handled 

through the Property Management Office. 

 

All deliveries, except hand carried packages, must be transported on the freight elevators.  

No mail carts or two and four wheeled dollies are allowed in passenger elevators.  Large 

deliveries should be scheduled after hours by contacting the Property Management Office 

at least two days prior to the delivery.  Freight elevators will be reserved (non-exclusive) 

only on an afterhours basis. 

Scheduling for the use of an elevator is also required for move-ins and move-outs. 

 

G. Passenger Elevators (Exhibit ñDò) 

 

Low Rise  8 Elevators Lobby ï Floor 14 

Mid-Low Rise  6 Elevators Lobby & Floors 15 ï 25 

Mid-High Rise 6 Elevators Lobby & Floors 26 ï 36 

High Rise  6 Elevators Lobby & Floors 37 ï 47 

Shuttles  2 Elevators Floors 47 ï 53 

Garage   2 Elevators Lobby ï Parking Level 4 

 

Other ï There are two (2) elevators that provide service up to Floor 2.  On the south, an 

elevator shuttles between the Lobby level and the Property Management Office.  On the 

north, an elevator serves Floor 2, the lobby, and Lower Levels 1 and 2. 

 

Elevator Malfunctions ï In the event that an elevator stops with passengers in it, 

remember to remain calm.  There is no danger. 

 

Each elevator is equipped with an intercom system, which is monitored 24 hours.  During 

business hours, an elevator mechanic working in the building will restore the elevator to 

service as quickly as possible. 
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In the event of a power outage, the elevators will stop, but then continue to operate one by 

one via the buildingôs emergency generator.  Should a power outage occur, the elevators 

will automatically return to the Lobby and the doors will automatically open. 

 

H. Escalators 

 

Bank of America Center has three pairs of escalators. 

 

One provides access between the Lobby and Banking mezzanine.  

 

One provides access between the Mall level and the Lobby. 

 

One provides access between Lower Level 2 (near Capital Street tunnel) and the Mall 

level. 

 

I. Emergency Stairwell Exits (Exhibit ñAò) 

 

There are four (4) emergency exit stairwells in the Bank of America Center. 

 

Two (2) stairwells descend the entire height of the building.  They are located at the 

northwest and southeast corners of the buildingôs core.  The northwest stairwell descends 

from the 52
nd

 floor to exit on the Lobby just inside to Capitol Street doors.  The southeast 

stairwell descends from the 53
rd

 floor to exit near the Post Office in the Lobby. 

 

Two (2) minor stairwells serve from Level 4 down to the Lobby as well as from Parking 

Level 4 up to the Lobby.  One stairwell is located at the north end of the building and exits 

at the Lobby level just outside the Capitol Street doors.  Another is located at the south 

end of the building and exits into a vestibule off the Lobby inside the Rusk Street doors. 

 

J. Emergency Fire Protection Equipment 

 

The building is equipped with a sophisticated life safety system composed of a complete 

sprinkler system for fire protection, a fire alarm and detection system, and an emergency 

control station which provides the utmost in office safety.  A voice communication station 

provides one-way communication between the emergency control system and all floors.  

The fire safety control system will automatically shut off the air-handling unit on the 

alarm floor and activate the toilet exhaust fans and stairwell pressurization fans. 

K. Janitorial Services 

 

Office, restroom, and public area cleaning are provided five days per week, Monday 

through Friday.  This includes dusting, emptying wastebaskets, and vacuuming the carpet 

nightly.  If additional services are required, or a problem should arise with cleaning, 

please contact the Property Management Office. 

 

L. Maintenance Services 

 

The following examples are services provided for building standard items at no cost to 

each tenant: 
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1. Temperature adjustments. 

2. Building standard equipment mechanical maintenance. 

3. Elevator or escalator repairs or adjustments. 

4. Light bulb changes. 

 

The following examples are services provided at a reasonable cost: 

 

1. After hours air conditioning. (request form ï Exhibit ñGò) 

2. Changes to directory board listing. 

3. Installation of door closures. 

4. Installation of electrical outlets. 

5. Installation of additional lock sets. 

6. Duplicate keys. 

7. Alterations or remodeling work. 

8. Since there is a large variety of non-building standard light bulbs, it is necessary 

for the tenant to order and stock their own bulbs. 

 

Non-building standard light change - When the tenant notices a light out, they should 

contact the Property Management Office and inform them that a non-building standard 

light bulb is out.  They should give their name, the location of the light that is out, and the 

person controlling the light bulb stock.  A work order ticket will then be issued to an 

engineer (light man).  The engineer (light man) will contact the person with the bulbs and 

proceed to the location of the burned out light.  He will have his work order ticket signed 

by the person originating the call. 

 

Please contact the Property Management Office for any of the above services or 

information about other services that may be provided and/or required. 

 

 

M. Parking Facilities 

 

1. Garage Operator 

Parking for the Bank of America Center and Alley Theatre garages is operated by 

Winpark.  This responsibility includes both public and contract parking.  The 

parking garage office is located on Parking Level 1 (same as Mall level) of the 

Bank of America Center, adjacent to the garage elevators.  The parking officeôs 

phone number is 713-224-6025. 

 

2. Contract Parking ï Bank of America Center and Alley Theatre Garages 

See Exhibits ñAò and ñCò of this section for appropriate garage entrances.  Parking 

within the garage is available to the Tenants per the individual lease agreement; 

each Tenant will receive the number of spaces specified in the lease.  Additional 

spaces are available (if available) on first come, first serve basis.  The garage is 

open 24 hours per day, 7 days per week, to contract parkers.  Entry and exit is 

accomplished by means of a proximity card that opens the gates automatically.  

There will be a $10.00 replacement charge if the card is lost or damaged.  

Possession allows you to park one vehicle within the garage. 
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3. Public Parking 

Public parking is available for visitors on a short-term basis in the Bank of 

America Center Garage during the day and the Alley Theatre Garage day and night 

(event parking). 

 

N. Special Keys for Access to Locked Building Core Areas, Rooms and Offices 

 

Occasionally, it will be necessary for various persons to have access to locked areas of the 

building, i.e., telephone installers, repairmen, contractors, etc.  In order to maintain the 

integrity of the building, keys for this purpose may be acquired in the Property 

Management Office on a temporary basis (See Exhibit ñEò). 

 

O. Alterations and Remodeling 

 

M-M Properties must approve all alterations and remodeling work prior to starting 

construction.  All alterations and remodeling work must be made in accordance with each 

Tenantôs lease and the Buildingôs Construction Rules and Regulations. Please contact the 

Property Management Office for further information, or a copy of the Construction Rules 

and Regulations. 

 

P. Postal Service 

 

A central postal service center is located on the Lobby level, in the southwest corner of the 

building (Exhibit ñAò).  Mail should be addressed to: 

  Tenantôs Name 

700 Louisiana 

Suite #### 

Houston, Texas 77002 

 

This location offers: 

1. Individual tenant mailboxes or bulk mail pick up from the parcel boxes.  The mail 

is delivered to the boxes according to posted times.  

2. Mail drop service 

3. Overnight drop boxes are located on Lower Level 2. 

 

Q. Rental Payments 

 

Under the terms of each lease, rental payments are due on or before the first of each 

month.  You will not receive a rental invoice or statement.  It is the tenantôs responsibility 

to forward the rental payment to the address provided in accordance with the lease 

agreement.  Any questions concerning rental payment should be referred to the Property 

Management Office.   

 

R. Site Sustainability 

 

The Bank of America Center has attained Energy Star status 5 times in the last six years, 

and we are currently undergoing the LEED certification process. In an effort to become 

more sustainable, and continue to reduce our impact on the environment we offer the 

following resources: 
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1. Recycling Service- Paper, Cardboard, Aluminum, and Plastic numbers 1 and 2 

are all accepted as part of our recycling program. Collection is performed 

nightly M-F along with the janitorial service.  

2.  Electronic Waste Recycling- The building offers an E-Waste collection 

quarterly; items may be placed in the freight elevator lobby and will then be 

collected by building personnel. 

3. Battery Recycling- A drop box for used batteries is located on level 2 in the 

management office. 

4. Light Bulb Recycling- All building standard light fixtures are recycled with 

our supplier as they are removed from the building. 

5. Green Cleaning- The cleaning products used by our janitorial staff on a daily 

basis are ñGreen Sealò products, and meet the requirements of the USGBC.  

6. Cleaning equipment in the building is being replaced with more efficient 

models that reduce energy usage, operate at quieter levels, and reduce air 

contaminants through high level filtration.  

7. Paper Products- The paper products used in the restrooms come from 

renewable resources. 

8. Water Efficiency- The buildings restrooms are equipped with water saving 

devices that reduce the amount of water used in the toilets and sinks. 

9. Motion sensors are located in the common area restrooms which help reduce 

our electricity usage when not in use. 

 

 

S. Security 

 

1. Guard Service 

Security guards are on duty 24 hours a day in the building.  In the event of an 

emergency situation, they may be contacted by calling 713-224-0181 during 

business hours or after hours, 713-224-4044 (Lobby security desk). 

 

Cooperation in advising the Property Management Office of any unusual 

circumstances, such as suspicious persons on your floor or reporting stolen 

property will be appreciated. 

 

2. Twenty-Four Hour Access 

Twenty-four hour access to the building is provided at the Louisiana Street 

entrance, Pennzoil Place tunnel, Capitol Street tunnel and Bank of America Center 

garage entrance.  Authorized personnel may enter the building by using a magnetic 

card that is issued by the Property Management Office upon request of the 

authorized Tenant contact. 

 

To unlock the door, slide the magnetic card into the card reader. This will activate 

the door release and the door can be opened.  Please note that the guard on duty 

will not unlock any tenant doors.  Tenants entering the building after hours must 

have their own keys.  
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3. Property Pass 

As part of our security program, it is required that a property pass accompanies 

any furniture or office equipment being removed from the building at any time.   

This pass will require the signature of an authorized tenant representative (See 

Exhibit ñFò). 

 

4. Security is Everyoneôs Responsibility 

Valuables should be stored in a safe place and doors locked after hours.  The 

Property Management Office and the Security Office should be contacted if any 

strangers behaving in a suspicious manner are noticed in office or building areas. 

The cooperation of all Tenants can greatly improve building security. 
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EXHIBIT A  

GROUND FLOOR PLAN 
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EXHIBIT B 

P1 PARKING PLAN  

 

A. GARAGE MANAGEMENT OFFICE 

 

B. GARAGE ELEVATORS 

 

C. GARAGE ENTRANCE TO THE MALL LEVEL OF THE BUILDING 
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EXHIBIT C 

TUNNEL SYSTEM 


