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Asset Management, LP

 
 
 

 
DATE: May 29, 2009 
 
TO:  All LAUSD Administrative Headquarters Staff and Occupants 
 
FROM: Morlin Asset Management, Central Facilities Services 
 
RE:  FREIGHT ELEVATOR POLICIES AND PROCEDURES 

LAUSD Administrative Headquarters   
 
 
The freight elevator provides access within LAUSD Administrative Headquarters from 
Level “D” of the parking garage to the Roof.  Access via the freight elevator is restricted 
for security reasons.   
 

The freight elevator is not to be used as a passenger elevator.   
In emergencies, the elevator may also be  used to transport emergency personnel and for 

medical evacuations.   
 
The freight elevator only (not including the loading dock) is available for non-scheduled 
deliveries Monday through Friday, 7:00 am to 3:30 pm, on a first-come, first-serve basis.  
An elevator operator is stationed in the elevator from 7:00 AM to 12:00 PM and from 
12:30 PM to 3:30 PM to log in deliveries and to facilitate service.  When the operator is 
not in attendance, use of the elevator must be coordinated through Security.  The elevator 
is out of service from 12:00 noon to 12:30 PM, Monday through Friday.  
 
After hour freight elevator service is available with advance coordination and the proper 
after hours access approvals.  Please contact the Office of the Building at (213) 241-1320 
to arrange for such service. 
 
LOADING DOCK.  All deliveries should only be made via the loading dock on Third 
Street between Beaudry Avenue and Boylston Street.  Due to high demand, reservations 
are required at least 48 hours in advance.  All delivery companies using the loading dock 
must meet the District’s minimum insurance requirements.  Please see the attached 
Contractor & Vendor Insurance Requirements for further information.  No access to the 
loading dock will be granted without a current and valid certificate on file naming all 
additionally insured parties.  Contact Morlin Asset Management at (213) 241-1320 
loading dock reservations. 
 
FOURTH STREET LOADING.  If the loading dock is unavailable and your delivery is 
critical, deliveries may be made through the Fourth Street garage exit gate with Security’s 
coordination.  Access to the freight elevator is then available.  Delivery companies should 
park only in a legal loading zone but NEVER on the north side of 4th Street immediately 
west of the parking exit.  Parking in this location creates a blind spot for exiting vehicles. 
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Delivery companies may contact the Security Command Center to request access from 
the sidewalk using the intercom installed on the wall just to the east of the exit or by 
calling (213) 241-1692.  Companies must present the following information when 
delivering to LAUSD Administrative Headquarters: the delivery company name, the 
District contact name, phone number and the floor expecting the delivery. 
 

NOTE:  Attempting to hold up the gate arms or otherwise tampering 
with the sensors or any part of the Fourth Street exit system is a 
security violation and will cause damage to the equipment.  Anyone 
doing so will lose access privileges and may be subject to other 
discipline.  Security will open the gates as needed.  The exterior gate 
is to remain closed when not in use. 

 
Reminder: the removal of equipment, furniture and bulk materials from the building 
requires a pre-authorized “Property Removal Form” (copy attached.)  Otherwise Security 
is directed to prohibit such removals. 
 
CCTV cameras viewed through the Security Command Center and taped in a remote 
location monitor freight elevator lobbies 24/7. 
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