
TLI COVID-19 TERHIQMG WTVIEH UYMGOP] EGVSWW XLI URMXIH SXEXIW MR FIFVYEV] ERH MEVGL, JSVGMRK GMXMIW XS MQTSWI WXE]-EX-
LSQI ERH WLIPXIV-MR-TPEGI SVHIVW. BYMPHMRK STIVEXMSRW LEH XS EHNYWX EW RSR-IWWIRXMEP TIVWSRRIP [SVOIH JVSQ LSQI. WI
EVI RS[ TVITEVMRK JSV E TLEWIH VI-IRXV] SJ SJJMGI FYMPHMRKW SZIV XLI GSQMRK QSRXLW. TS TVSZMHI KYMHERGI SR FYMPHMRK
STIVEXMSRW ERH [SVOJSVGI MWWYIW, BOMA IRXIVREXMSREP EWWIQFPIH E XEWO KVSYT JVSQ EGVSWW NSVXL AQIVMGE XS LIPT S[RIVW
ERH QEREKIVW TPER JSV [LEX MW GSQMRK. TLMW HSGYQIRX TVSZMHIW KYMHERGI JSV TVITEVMRK GSQQIVGMEP FYMPHMRKW JSV XLI WEJI
VIXYVR SJ SJJMGI XIRERXW, FYMPHMRK TIVWSRRIP, ZMWMXSVW, ZIRHSVW, GSRXVEGXSVW, ERH SXLIVW, ERH MHIRXMJMIW SXLIV STIVEXMSREP ERH
WEJIX] TVSGIHYVIW ERH TVSXSGSPW XLEX WLSYPH FI MQTPIQIRXIH, YTHEXIH, SV IRLERGIH EW [I TVITEVI XS PMZI ERH [SVO MR E
TSWX-COVID-19 [SVPH. TLMW MW E JVEQI[SVO JSV HIZIPSTMRK ]SYV MRHMZMHYEP TVSTIVX] SV TSVXJSPMS TPERW. IRJSVQEXMSR
TVIWIRXIH VITVIWIRXW WYKKIWXIH FIWX TVEGXMGIW ERH TVSGIHYVIW ERH MHIRXMJMIW UYIWXMSRW ERH MWWYIW ]SY WLSYPH GSRWMHIV.

PPER ERH PVITEVI

Getting Back to Workɔ Preparing Buildings for

ReɫEntry Amid COVIDɫ1ɇ

SXEVX NS[. Develop a plan for building re-entr] [ell before sta]-at-home orders and other restrictions are lifted. Update
]our plan regularl] as situations change and ne[ information becomes available.
 
AWWIQFPI =SYV TIEQ. Your planning team should include representatives from o[ners/asset management, propert]
management, engineering, and ke] vendors and service providers. Consider involving tenant councils if ]ou have them
at an] of ]our properties.
 
CSQQYRMGEXI [MXL TIRERXW, VIRHSVW ERH CSRXVEGXSVW. Share ]our re-entr] plan [ith tenants, vendors, and contractors,
and ask them to share their plans, questions, and concerns [ith ]ou. Discuss potential changes to leases and
contracts. 
 
AWWIWW NI[ RMWOW. Meet [ith ]our o[nerƅs risk manager and insurance broker to update coverage and assess ne[
liabilit] risks as a result of COVID-19.
 
CSRWYPX [MXL LIKEP CSYRWIP. Revie[ all planned ne[ procedures and protocols, leases and contracts, staffing and
operational changes, and other potential legal e\posures. Be sure ]ou understand guidance from the Occupational
Safet] and Health Administration (OSHA), Equal Emplo]ment Opportunit] Commission (EEOC), National Labor
Relations Act (NLRA), Families First Coronavirus Response Act (FFCRA), Famil] and Medical Leave Act (FMLA), and
other emplo]ment-related la[s and orders.
 
SXE] IRJSVQIH! Sta] abreast of federal, state, and local mandates and recommendations, as [ell as guidelines from
the Centers for Disease Control (CDC), Environmental Protection Agenc] (EPA), American Societ] of Heating,
Refrigerating, and Air-Conditioning Engineers (ASHRAE), and other regulator] and public health agencies.

HIEPXL ERH SEJIX] JSV BYMPHMRK PIVWSRRIP, TIRERXW & VMWMXSVW

SSGMEP DMWXERGMRK ERH PIVWSREP PVSXIGXMZI EUYMTQIRX

Follo[ CDC guidelines to maintain social distancing and follo[ federal, state and local mandates or
recommendations for [earing face masks or coverings. Face masks/coverings ma] be helpful [here social
distancing is a challenge.
Instruct building personnel, vendors, and contractors to [ear face masks/coverings provided b] their emplo]ers
(OSHA requires janitorial staff to [ear face masks). Amend e\isting service agreements, if necessar], to include
these ne[ requirements.
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Advise tenants to follo[ state and local guidelines and recommendations regarding social distancing and face
masks/coverings. Clearl] communicate an] building requirements and recommendations that ma] be in place for
tenants to [ear face masks/coverings in common areas. 
Maintain proper h]giene b] frequentl] [ashing hands ([ith hot [ater and soap for 20 seconds, as recommended).
Hand saniti^ers should be readil] available in public spaces and common areas.
Recommend tenants limit the number of guests/visitors as the building adjusts to re-entr].
Work [ith tenants on possible staggered [ork hours and/or [orkda]s to limit building occupanc] initiall] and for
some period of time after re-entr] (some cities are mandating that occupanc] be maintained at less than 50
percent initiall]).
Follo[ state and local guidelines regarding limits on meetings and gatherings; CDC currentl] recommends
meeting limitations of 10 people or less. Encourage virtual meetings [henever possible.
Schedule virtual rather than in-person propert] tours [henever possible, or schedule tours before or after normal
business hours.

CSQQSR AVIEW ERH AQIRMX] STEGIW

Consider elevator cab si^es, number of building floors, and dail] number of tenants and visitors [hen

Place queuing marks in elevator lobbies to reinforce social distancing; consider using stanchions, floor decals,
mats, etc. to control elevator traffic.
Designate elevators for ƈupƉ and ƈdo[nƉ use to avoid longer ride times. Consider programming elevators to return
to the ground floor for faster loading. 
To ease elevator traffic and [ait times, consider opening stair[ells and designate ƈupƉ and ƈdo[nƉ stair[ells. Plan
for more frequent and more thorough cleaning and disinfecting of stair[ells and handrails in response to
increased stair traffic.

establishing social distancing guidelines for elevator riders. If an elevator cab is not large enough to accommodate
6-foot spacing bet[een occupants, consider limiting riders to 4Ɓone in each cornerƁfor e\ample. 

SEJI UWI ERH OGGYTERG] SJ EPIZEXSVW

Increase space bet[een lobb] furniture and/or reduce seating to promote and support social distancing.
In cooperation [ith third-part] contractors [here applicable, consider closing amenit] spaces, such as fitness
areas, conference rooms, retail, and restaurants for at least 30 da]s follo[ing re-entr], as recommended b] BOMA,
or follo[ state and local guidelines and mandates.
After fitness centers have re-opened, increase space bet[een or restrict use of some equipment (e.g. ever] other
stationar] bike or treadmill) to maintain distance bet[een guests, and implement social distancing protocols for
fitness classes and personal training. Revie[ e\isting [aivers, revise as needed, and reissue for userƅs signature.
Provide hand saniti^er stations in lobbies, elevator lobbies, mailrooms, parking facilities and other common areas,
and near restrooms, fitness facilities, retail, and restaurants. Suppl] hand [ipes in fitness facilities for guests
before and after equipment use.
Provide trash containers for face masks near entrances/e\its, elevators, and other common areas; empt] and
disinfect containers at least dail] and more often if [arranted.
Allo[ bike rooms to remain open and prepare for an increase in bike riders as commuters seek alternatives to
mass transit. Identif] additional bike parking areas to support increased volume.

RIWXVMGX UWI SJ SLEVIH EUYMTQIRX, SYTTPMIW ERH STEGI

Follo[ing CDC guidance, discourage [orkers from sharing office equipment, such as phones and computers. In
the event equipment is shared, provide cleaning and disinfection bet[een uses and advise staff on the use of
masks, gloves, and other protection [hile using equipment.
Instruct building engineers and contractors to maintain their o[n toolbo\es and to clean or disinfect their tools and
other materials bet[een uses.
Consider installing ph]sical setups, such as snee^e and cough guards, to protect ]our staff, and partitioned
[orkstations if possible.
Ensure cleaning supplies and materials utili^ed b] vendors are not shared among buildings and clients and that 



Utili^e or phase-in touch-free technolog] [herever possible. Equip restrooms [ith touch-free toilets, sinks, fi\tures
and dispensers; utili^e touch-free hand saniti^ing stations; and provide touch-free trash cans [here possible.

tenants provide their o[n supplies and cleaning protocols for their spaces.

SMKREKI

Limit access points to the buildingƁone entrance and one e\it if possible. Create visitor areas at lobb] desk [ith
separate paths for ƈinƉ and ƈout.Ɖ
If possible, position securit] personnel at entr] points and clearl] define their duties and roles. For e\ample, if
building polic] requires tenants and visitors to [ear face masks/coverings in lobbies and other common areas,
securit] personnel ma] be asked to enforce these requirements.
Implement social distancing protocols at securit] and lobb] desks to protect personnel.
Use clear, subscribed and consistent floor markings and signage.
If possible, require tenants to meet and escort visitors or report them in advance to securit] personnel. Use a
visitor management s]stem through pre-registration and check-in to minimi^e interaction [ith the securit] team.
Develop deliver] protocols in cooperation [ith tenants to accommodate different deliver] securit] preferences.
For buildings not open to the public, encourage emplo]ees receiving packages to retrieve them from the lobb].

SIGYVMX] ERH BYMPHMRK AGGIWW

Provide signage in parking facilities, building entrances and e\its, lobbies, common areas, and tenant and
occupant spaces outlining ne[ rules and procedures. Displa] posters about social distancing, hand[ashing, steps
to take if ill, etc.
Provide signs near elevators e\plaining an] ne[ procedures for queuing, occupanc] limitations in elevator cabs,
etc. Donƅt forget signage near freight elevators [ith requirements for face masks/coverings and other personal
protective equipment for contractors and building personnel.
Signage near fitness centers and restaurants should include information on ne[ or limited operating hours,
guidance for social distancing, and information about regular cleaning and disinfecting routines.

BYMPHMRK PIVWSRRIP ERH CSRXVEGXSVW

Follo[ CDC guidelines and provide ]our staff [ith the equipment and training necessar] to perform their jobs
safel], including the use of personal protective equipment (PPEs).
Conduct emplo]ee a[areness training to help prevent initial or further e\posure to the virus and keep detailed
records of [hen trainings [ere provided. Training should include ho[ to interact [ith tenants and visitors in this
ne[ environment, such as [hen to get on an elevator, engaging tenants in their space, social distancing, face
mask/covering usage, proper h]giene, etc.
Absenteeism ma] have an impact on staffing. Discuss [ith ]our staff the policies regarding fle\ hours and leave as
emplo]ees ma] feel uncomfortable returning to [ork and risk becoming ill. Best practices include cross training all
staff to fill in [hen other staff members are out sick or caring for another individual [ho is sick.
If a staff member tests positive for COVID-19, practice non-discriminator] and CDC-based criteria to determine
[hen it is safe for the staff member to return to [ork.
Consider additional staffing that ma] be necessar] for traffic direction in lobbies and elevator lobbies and manage

Consider CDC and OSHA recommendations for offering fle\ hours and staggering staff shifts. As ]ou adjust [ork
schedules, make sure to modif] or eliminate an] overlapping shifts.
Reduce face-to-face interactions bet[een building staff, tenants, and vendors. Are there an] services ]ou can
provide remotel] to reduce face-to-face interactions? Consider performing certain maintenance and other services
before or after normal business hours [hen the building is relativel] empt].

BYMPHMRK PIVWSRRIP

an] ne[ visitor or deliver] procedures.

 

HIEPXL] ERH SEJI BYMPHMRK OTIVEXMSRW, S]WXIQW, ERH MEREKIQIRX PVEGXMGIW



Ask ]our vendors to share their health and safet] plans and ne[ protocols [ith ]ou in advance of opening, and
proactivel] [ork [ith ]our vendors to have a plan in place before sta]-at-home orders are lifted.
Establish procedures to protect the safet] of ]our vendors and contractors, such as check in/check out, use of
PPEs and other protective gear, limiting access to assigned [ork areas, and managing no-touch ke] drop-off. 
Amend building rules and regulations for construction contractors to incorporate specific COVID-19 requirements,
including questionnaires, use of appropriate PPE, etc.
Do not permit vendors to send staff to ]our propert] [ho ma] be sho[ing signs of illness or have been in contact
[ith a confirmed case of COVID-19.
Identif] back-up vendors [here possible in case of personnel shortages or suppl] chain interruptions. 
Re-negotiate or re-bid service contracts to include ne[ requirements for staffing or services; be sure to consider
union requirements and restrictions.

VIRHSVW ERH CSRXVEGXSVW

JERMXSVMEP

Prior to building re-entr], consult [ith ]our janitorial contractor about the level of cleaning that ma] be needed in
]our building and revie[ site inventor] to ensure adequate cleaning supplies and products. If the building has been
empt], normal cleaning and saniti^ing ma] be all that is needed. If the building has been occupied or partiall]
occupied, more thorough cleaning and disinfection ma] be desirable. 
Depending on building class and occupanc], consider using hand-held UVC [ands for quick, high-volume
disinfecting; flash restrooms [ith UVC disinfection [hen empt].
Increase frequenc] of cleaning and disinfection in high densit] and high-touch areas, such as building and elevator
lobbies; elevator interiors, buttons and surfaces; restrooms; furniture; fi\tures; door knobs; s[itch plates; shared
conference spaces; building and suite entrances; mats; handrails; turnstiles; counters; trash containers; and other
frequentl] touched surfaces. 
Fitness facilities, cafes, restaurants, and retail located in the building ma] require more frequent and deeper
cleaning and disinfecting. 
Suspend use of cloth [ipes or other reusable cleaning materials and follo[ EPA and CDC recommendations for
disposing cleaning supplies.
If a building emplo]ee, tenant, or visitor becomes ill or tests positive for COVID-19, schedule deep cleaning and
disinfection in the affected and all building common areas. Follo[ a defined COVID-19 cleaning program provided
b] a qualified service provider.
Cleaning staff ma] benefit from ne[ and refresher training on cleaning protocols and proper use of disinfectants.
Follo[ EPA, CDC and other government-approved guidelines, recommendations, and directions for cleaning
products, procedures, d[ell times, and protocols; confirm [ith ]our service provider or consult a third part] if
practical.

MIGLERMGEP S]WXIQW (HVAC, PPYQFMRK, WEXIV, EPIZEXSV)

During lo[- or no-occupanc] and prior to building re-entr], run HVAC equipment in building and tenant spaces on at
least a reducedƁif not regularƁschedule.
Continue normal and regular HVAC maintenance, including filter changes. Check [ith ]our building engineers and
HVAC contractor for an] other recommended maintenance, changes in maintenance schedules, or filter or s]stem
upgrades or changes.
If possible, consider increasing e\haust and infusion of outside air for re-entr] and perhaps for several [eeks
follo[ing re-entr].
Consult ASHRAE guidelines for operating heating, ventilating, and air conditioning s]stems to reduce COVID-19
transmission and follo[ CDC guidance [here applicable.

During lo[- or no-occupanc] and prior to building re-entr], operate [ater s]stems, toilets, faucets, etc. on a regular
basis to avoid the accumulation of biofilm and other bacteria [hich can accumulate in as little as 3-5 da]s.

HVAC

 
WEXIV

 



Consider flushing and cleaning s]stems before opening. Refer to ICCƅs 2018 International Plumbing Code for
flushing and disinfecting guidelines and/or consult [ith a third part] if necessar] and practical.
Check P-traps to confirm [ater seals have not dried out due to lack of [ater flo[.
Continue to monitor and service all [ater s]stems, including hot [ater heaters, ice machines, filtration s]stems, etc.

Continue normal and regular elevator maintenance and implement ne[ cleaning protocols as described above
under ƈJanitorial.Ɖ
Conduct an overall maintenance and s]stems check [ith ]our engineer before re-opening.

 
EPIZEXSV ERH OXLIV

EQIVKIRG] PVITEVIHRIWW, EZEGYEXMSR, ERH RIWTSRWI

Have a plan in place should there be a resurgence of the virus later in the ]ear. Medical e\perts e\pect the 

Utili^e ]our e\isting emergenc] preparedness team (or separate pandemic team, if [arranted) to communicate
[ith tenants and document ho[ the building [ill respond to pandemic emergencies. Be a[are that tenant
e\pectations are likel] to change and increase. Also monitor federal, state and local changes or mandates and
adjust ]our pandemic plan [here necessar].
Work [ith ]our local fire department to determine best practices for holding fire drills [hile social distancing
measures are in place. Social distancing ma] not be practical [hen moving people rapidl] to safet], and ne[
relocation protocols and after-drill cleaning ma] be needed.
Monitor federal, state, and local changes or mandates and adjust ]our pandemic plan [here necessar]. Regularl]
check [ith CDC and World Health Organi^ation (WHO) for the most up to date COVID-19 guidelines.

COVID-19 situation to continue to evolve throughout the ]ear, and ]ou ma] need to adjust ]our emergenc]
preparedness plan to incorporate the appropriate pandemic response.

CSQQYRMGEXMSR [MXL TIRERXW

Provide frequent and timel] communications [ith ]our tenants and ensure their senior leadershipƅs bu]-in to
reduce confusion, help prevent further spread of the infection, and provide a safe building environment.
Be prepared for re-entr] [ell before an official date is set. Ensure ]ou are constantl] communicating [ith tenants
about building updates and changes and tenants are communicating [ith ]ou about their plans prior to re-entr].
Hold a virtual pre-opening meeting [ith tenants. Conve] an] ne[ policies or procedures the building [ill be
implementing, ho[ ]ou [ill communicate [ith tenants about an] changes in building procedures, and proper
protocol for reporting a positive COVID-19 case. Communicate an] ne[ policies for entr]/e\it, common areas,

Clearl] communicate tenantsƅ responsibilities and obligations [ithin their suites/[orkspaces for decisions about
social distancing, use of PPEs, [ork hours, illness monitoring/temperature taking, and other health and safet]
procedures in the [orkplace. Emplo]ers are responsible for their emplo]ees.
Communicate [hat notification and cleaning procedures and steps [ill be taken if a positive COVID-19 case is
detected. Talk [ith tenants about their financial responsibilit] for cleaning and disinfecting procedures in their
space that ma] be outside normal or t]pical cleaning requirements.
Ask tenants about an] challenges the] ma] be facing. Do their emplo]ees have an] concerns? What are their
priorities as the] return to [ork? Ho[ can propert] management continue to be an effective partner?
Refer to BOMA Internationalƅs COVID-19 Tenant FAQ for sample responses to tough tenant questions.

elevator usage, amenit] spaces, parking, and deliveries. Ask tenants to share their re-entr] plans so that building
staff ma] help make the process as smooth and safe as possible.

RMWO MEREKIQIRX ERH IRWYVERGI

Meet [ith ]our o[nerƅs risk manager and insurance broker to revie[ policies and coverage and assess ne[ liabilit]
risks as a result of COVID-19. Revie[ all preventative steps ]ou have taken and plan to take to keep ]our staff,
tenants, and buildings safe.
Verif] all procedures for making and filing claims, including required forms, deadlines, and backup materials.



Keep an accurate record of an] potential income losses that ma] be covered and an] e\penses related to
mitigating potential claims for an insured loss.
Identif] the appropriate contact in the insurance brokerƅs or carrierƅs office [ho handles an] claims against the
building made b] contractors or tenants on losses resulting from force majeure or business interruption.
Talk to ]our risk manager and insurance broker about liabilit] e\posure in the event a tenant does not follo[ safet]
protocols; understand tenant vs. landlord responsibilities.

RIWSYVGIW

FIHIVEP EQIVKIRG] MEREKIQIRX AKIRG]
[[[.fema.gov/coronavirus

IRXIVREXMSREP CSHIW CSYRGMP

OGGYTEXMSREP SEJIX] & HIEPXL AHQMRMWXVEXMSR
[[[.osha.gov/coronavirus

WLMXI HSYWI

WSVPH HIEPXL OVKERM^EXMSR

 

[[[.iccsafe.org
 

 

[[[.[hitehouse.gov/openingamerica
 

[[[.[ho.int/coronavirus
 

AQIVMGER SSGMIX] SJ HIEXMRK, RIJVMKIVEXMRK, ERH AMV-
CSRHMXMSRMRK ERKMRIIVW 

BOMA IRXIVREXMSREP

CIRXIVW JSV DMWIEWI CSRXVSP
[[[.cdc.gov/coronavirus

CSVSREZMVYW (COVID-19) RIWSYVGI CIRXIV

EUYEP EQTPS]QIRX OTTSVXYRMX] CSQQMWWMSR

[[[.ashrae.org/technical-resources/resources
 

[[[.boma.org/coronavirus
 

 

[[[.coronavirus.gov
 

[[[.eeoc.gov

FSV QSVI MRJSVQEXMSR EFSYX BOMA IRXIVREXMSREP'W IQIVKIRG] TVITEVIHRIWW VIWSYVGIW, TPIEWI ZMWMX:

[[[.FSQE.SVK

LIKEP CSRWMHIVEXMSRW: LMEFMPMX], RIWTSRWMFMPMXMIW, CSRXVEGXW, LIEWIW ERH SXEJJ

If the building manager or propert] o[ner becomes a[are an individual [ho tested positive for COVID-19 [as at
the premises ([hether its o[n emplo]ees, tenants, or visitors), there ma] be a dut] to [arn other tenants and
emplo]ees and/or prevent access to certain areas in the building. Ho[ever, be sure to protect the identit] of the
infected person and his/her emplo]er; [e suggest ]ou announce onl] the floor or area of the building [here that
person [orked or visited.
Identif] all contracts for construction or other services that [ere in effect or in final negotiations prior to sta]-at-
home mandates. Determine [hich contracts should be amended, canceled or dela]ed and discuss force majeure
and other legal e\posures and remedies [ith legal counsel.
Revie[ and consider revising leases to include ne[ and additional tenant insurance requirements, protection of
landlord from rent abatement and loss-of-use claims, and hold harmless protection. 
O[ners, managers, and legal counsel should [ork together to develop criteria for responding to tenant requests
for rent or lease term adjustments. The same team should advise regarding the o[nerƅs obligations to its lenders
and their requirements for late pa]ments or adjustments.
Ensure ]ou understand and follo[ emplo]ment-related la[s and regulations before implementing ne[ staffing-
related rules, procedures, [ork requirements, hours/shifts, and other ne[ requirements and protocols. These
include: OSHA; EEOC; NLRA; state and local orders about essential businesses; return-to-[ork; mask/face
coverings/PPE; ADA and state and local anti-discrimination la[s; state and local sick leave and COVID-specific
leave and protection la[s; obligations under CARES Act/PPE; national origin discrimination la[s; and federal and
state la[s regarding potential harassment or discrimination of emplo]ees [ith Asian ancestr].


