ZONI=3

Guidelines, Rules & Responsibilities For Zone 3 Program
Partners Operating at 267 Western Ave, Alilston

Welcome and thank you for partnering with Zone 3. The following information is
meant to bring all the key info you need as a Zone 3 Program Partner into one
easy to reference document. From important phone numbers and the WiFi
password to insurance requirements and the checklist of responsibilities when
closing up the building, it’s all here.

We hope this makes being a Zone 3 partner simple and easy. Of course, if you
have any questions you can always contact a member of the Zone 3
management team, including:

- Liz Woodward
(978) 473-2540 // liz@isenbergprojects.com

- Jenny Nguyen from Isenberg Projects
(857) 225-3485 jenny@isenbergprojects.com
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What is Zone 3 and who is involved?

Zone 3 is a Harvard-sparked initiative to further energize and activate Western
Ave with creative programs, events, retail experiments, and public art. Since
2015, the Zone 3 initiative has transformed a cluster of formerly under-utilized
spaces along Western Ave in Allston into a vibrant hub of creativity and active space
for community engagement. These efforts continue through a range of on-going
programs, events, retail pop-ups, and impactful public art installations.

While Zone 3 programs and activities take place all along the Western Ave
corridor, the hub of Zone 3 is 267 Western Ave in Allston. Here, three unique
buildings and a large parking lot serve as dynamic canvasses for Zone 3
programs and partners.

Harvard University is the landlord of 267 Western Ave, Allston. Graffito, a retail
real estate advisory firm, was hired by Harvard to help develop ideas, curate
programs and partners, and execute the Zone 3 initiative. Isenberg Projects is a
creative consulting agency that serves as a partner and consultant to Graffito and
is an integral part of the Zone 3 management team.

Graffito is the primary representative of Harvard in managing Zone 3 activities,
including serving as the “Licensor’s Representative” in your License Agreement
with Harvard Real Estate. Isenberg Projects leads project management of many
Zone 3 programs and marketing & communications efforts.

The space at 267 Western Ave

267 Western Ave is an address that refers to a cluster of three buildings and a
parking lot in Allston. Those spaces are described here and shown in the site
plan shown below and attached in the Exhibits section of this document:
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267 Western Ave
Allston, MA 02134

Property Owner.
Harvard Real Estate-Aliston, Inc.

Building A: 3,571 sf
Building B: 1,735 sf
1 Building C: 1,313 sf
Parking Lat: ~10,000 sf
YO Side Yard: ~ 9,300 sf
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Bldg. A: The building directly on Western Ave and the primary space used for
Zone 3 activities. It is often referred to as “the front building” and is an open,
blank space suitable for a variety of events and programs. Bldg. A is 3,571 sq ft
and has two single-occupancy bathrooms.

Bldg. B: Referred to as the “middle building” or “garage”. This is a 1,735 sq ft
garage that is used by Harvard, Graffito, and other Program Partners for storage
and staging for programs. Bldg. B is not a public space; program attendees and
the public are not permitted to enter this space.

Bldg. C: The building in the rear of the parking lot is leased and occupied by our
friends at PRX for the PRX Podcast Garage, an innovative public-facing audio
recording studio and community space. Bldg. C is the only space that has a
long-term lease and it is 100% run and occupied by PRX. They are amazing
friends and partners of Zone 3 and you should stop in to say hello!

“Side Yard”: The beautifully landscaped outdoor program space on the backside
of Bldgs. A-C is known to us as the “Side Yard.” A variety of outdoor programs
take place here, including the Aeronaut Allston beer garden series.

Parking Lot: The parking lot at 267 Western Ave is owned and managed by
Harvard University, however, the public parks in the lot very often when using the
adjacent fields and playground.

Please Note: Program Partners are not permitted to use the parking lot for actual
program activities unless it has been previously discussed with Graffito and
written into your License Agreement.

License Agreement, Certificate of Insurance, “Permission
Letter,” and Permits

Harvard University requires two things from Program Partners, without exception:
1) A signed License Agreement, and
2) A certificate of insurance (“COI”).

Without this paperwork submitted, you cannot host programs as part of Zone 3 or
use any space at 267 Western Ave. Here’s what each of these items is all about:

License Agreement

This document essentially gives you “permission” from Harvard (the landlord) to
operate your program on their property. A few key components to understand, in
brief:

o “Permitted Use” refers to the set of activities and uses that are allowed to
take place in the space under your License Agreement with Harvard. This
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section also indicates the date and time of the specific program or event
you are running.

e “License Term” refers to the full scope of time that the License Agreement
is valid. This is inclusive of the time when the event takes place, but it may
also start before the event to allow for set up and prep and end well after
the event to allow for break down and clean up after the event.

Requirements for the Certificate of Insurance

A Certificate of Insurance is required to demonstrate that Program Partners have
complete insurance coverage, per Harvard Real Estate’s requirements. Those
requirements are listed below:

e Certificate of liability insurance policy of public liability and property
damage insurance covering the Space and Time of Use (use the same
dates and location to be listed in the agreement: August 5, 2016; 267
Western Ave, Allston MA 02134)

e Policy for aggregate coverage of $2 million —
o $1million liability per occurrence for injury or death
o $1million per occurrence for property damage

e Harvard listed as an additionally insured.
o Name to be listed: "President and Fellows of Harvard College
and Harvard Real Estate — Allston, Inc.”

If you have specific questions about insurance, feel free to reach out to anyone
on the Zone 3 team. Getting a copy of a COI from your insurance agent is
actually very simple, if you already have insurance. If you don’t have insurance
we can assist you in getting low-cost coverage specifically for events through
services like theeventhelper.com.

Once you confirm program details with the Zone 3 team you will receive a
License Agreement to review and sign.

Please submit the signed agreement and a copy of your COI all of this paperwork
to Gustavo Quiroga from GraffitoSP who will process it with Harvard Real Estate.

“Permission Letter”

After Program Partners submit a signed License Agreement and COI to Harvard
Real Estate (via Graffito), the Harvard Real Estate office will produce a letter on
their letterhead stating that you have the right and “permission” to use and
occupy the space at 267 Western Ave for the purpose stated in the License
Agreement on the specific date and time indicated.
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This letter is a very helpful tool for you. It may be needed during your permitting
process. You should also keep it on hand during your program or event. If there
is ever an issue where Harvard officials or the police are needed at the space,
you can show this letter as a quick way to demonstrate you are using the space
appropriately and that you have full right to be there. It is easier for third parties
to recognize than reading the License Agreement.

Permits

All Program Partners are responsible for obtaining required permits, and must
have copies of permits on hand and available at all times during licensed
programs. Graffito and Isenberg Projects will talk with you about potential permits
you may need (or not) for your program when discussing any potential
partnership, however be prepared to discuss and share any needed permits with
the team before your program/event date.

Accessing The Space

After you have submitted a signed License Agreement and Certificate of
Insurance and discussed any relevant permitting issues with the Zone 3 team,
you will receive access to 267 Western Ave. Keys for the space are keptin a
lockbox on the property. A representative from Graffito or Isenberg Projects will
provide you with the code to the lockbox.

NOTE: The code to the lockbox and the key to the property are not to be shared
with anyone other than Program Partner staff who are helping to manage the
program or event. After closing and locking the buildings, the key must be
returned to the lockbox and the box properly secured at the end of the License
Term. Also, remember that your License Agreement grants you access to the
space on a specific date and time for a specific use. You are never allowed to
access the space outside of those restrictions.

If there are any issues gaining access to the space, please call a representative

from Graffito or Isenberg Projects, or Harvard Real Estate’s property security
service, Securitas (numbers listed below under Key Contacts).

Opening Responsibilities

There are a few key things to keep in mind when opening up the space for the
first time.

e When you get the key to the building from the lockbox, put it in your

pocket or a safe and secure place.
o There is only one key on-site so don't lose it!
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e Take a look around the space to make sure everything looks right and
nothing is broken or clearly out of place. If you do notice something amiss,
make note and take a photo of it so you can let the Zone 3 team and
Harvard know.

o This is like taking control of a rental car before a trip — you always
check for existing damage before you set off so you’re not held
responsible for it later.

e Do not adjust the thermostat in the space unless you previously have
discussed it with GraffitoSP.

Closing Responsibilities

Program Partners are responsible for leaving the space clean, locked, and ready
to be used by the next partner. This means you must:

1. Clean and return all shared furniture (described below).
a. Wipe down surfaces
b. Fold up tables, benches, and chairs, and return them to the storage
area you found them in (either the rack in Bldg. A or the space in
Bldg. B)
c. Be careful with the furniture and stack items gently.

2. Empty the trash and recycling: Program Partners are responsible for
emptying trash and recycling bins used during programs.
a. Dumpsters are outside in the rear of the parking lot
b. Black is trash; blue is recycling

3. Remove any decorations that were hung or installed in the space as well
as all equipment, furnishings, supplies, and personal belongings of yours.
Program Partners cannot leave things in the space after an event.

4. Clean up! Program Partners are responsible for leaving Bldg. A
broom-swept so that it is free of debris.

a. Brooms are located in the janitors closet next to the bathrooms and
inside Bldg. B

b. Give the full space in Bldg. A a quick sweep to pick up large debris
(you don’t need to be able to eat off the floor)

c. Sweep up the bathroom

* You do not need to fully clean the bathrooms but help pick
up any items off the floor, please

5. Lock up the buildings! Are all the doors locked?
a. The main door to Bldg. A from the parking lot?
= Locks from the outside with the key.
b. The front doors to Bldg. A along Western Ave?
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= They shouldn’t be opened to begin with.
c. The rear door to Bldg. A?
= It locks behind you from the outside so just make sure it's
shut.
d. The main door to Bldg. B?
= The same key to Bldg. A is used on the deadbolt here.
e. The garage doors to Bld. B?
= Make sure they are all the way down and the latch clicks into
the rail.

6. Return the key to the lockbox and make sure it is securely locked inside.

Key Contacts

Fire, medical, or police emergency? Call 911

Zone 3 is an open and inclusive community. Public events are open to the public
and attract a range of people and personalities. However, if you feel as though
there is someone who is attending your program or event that is making you or
anyone else uncomfortable or feel unsafe in any way — and you do not feel
comfortable approaching them yourself — call 911 immediately.

Harvard Facilities, After Hours Office: 617-495-7753
e Call if there any issues related to the physical building come up
(ie, leaks, heating/cooling problems, etc)

Securitas: 617-894-4831
e (Call if there are any non-emergency issues related to accessing the
building (locked out, doors broke, or won’t close/lock when you'’re
leaving)

Zone 3 Team:
e Liz Woodward
o 617-515-8895 // gustavo@graffito.com
e Jenny Nguyen from Isenberg Projects
o (857)225-3485 jenny@isenbergprojects.com

We’'re here to help. Call with any general questions about the space, program, or
general trouble-shooting issues that you feel may not require getting Harvard
involved
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Access to Bldg. B:

As described in your License Agreement, access to Bldg. B (the middle “garage”
building) is limited to Program Partners and their staff only. This access is “for
storage of materials and to access furniture and equipment necessary for the
production and management of the Permitted Uses.”

Guests and attendees of programs and events — i.e. the “public” — are not
allowed in Bldg. B.

Shared Furniture

Zone 3 owns a range of furniture that all Program Partners are allowed to use for
programs and events inside the 267 Western Ave space.

Inside Bldg. A, on the rack:
e Eight 8ft-long plastic folding tables
e Fifty metal folding chairs

Inside Bldg. B, in the rear corner:
e Eight wooden folding beer garden tables
e 16 wooden folding beer garden benches

Feel free to use these pieces of furniture. However, please wipe them clean and
return them to where you found them when you're finished. Keeping them clean
and in good working order ensures that everyone using the space has quality
equipment to work with!

WiFi

267 Western Ave is wired for wireless internet. Feel free to use the internet freely
while you are working out of the space and you can share the password with any
of your colleagues or guests. You can connect to either of the networks below.
The password is the same for both.

Network Names: Password:

zone3wifi-2.4GHZ 267western!
zone3wifi-5GHZ
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Parking Lot

The parking lot at 267 Western Ave is owned and managed by Harvard
University. Harvard allows the public to park in the lot unless prior arrangements
have been made to block off the lot for a Zone 3 program or event. Guests of
your program are welcome to park in the lot but there is no exclusive use for your
program. The PRX Podcast Garage is the only entity that has dedicated parking
spaces reserved for them — the spaces located directly in front of the Podcast
Garage.

If you need to reserve parking spaces for any program-related use, please work
with GraffitoSP in advance of your program date to coordinate this.
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