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Minneapolis 4 Saint Paul

INTERNATIONAL AIRPORT

T™

Hello andNVelcome to MinneapoliSt. Paul International Airport!

Welcome to the MinneapoliSt. Pal International Airport (MSP). We are proud to operate one of the
busiest, most acclaimed airports in the works the B largest airport in the nation, MSP sen&k.2
million passengersvith non-stop service to 156 destinations

You likely have questions about how things work at MSP. Enclasadacket of information that we
hope you will find useful. Included in this packet important phone numbers, meeting dates,
information on how to establish postal delivery, emengy notification information, stranded
passengeprogram information, our customer service awartbgram and much more.

Our airport has won many awards for customer service, concessions, marketing,, desigafety as

gStt a 20KSNJ FSIGdzNBae a{tQa &adz00Saa Aa I RANBOI
such as yours.

Wef 221 F2NBIFINR (2 62NJAy3a gAGK @2dz 2 O2ydAydzS a{t
Again, welcoméo MSP Airport. Rase do not hesitate to call or stop in to see us if you have any

guestions or concerns.

Sincerely,

Your MSP Concessions Team

In theeverchangingenvironment that we work in; laws, rules, policies and regulations are in constantefypecially in this
OdzNNBy i Ot AYIFiSd LG A& AYLRNIIFIyG (G2 y230S GKFG O2YL}ekst yOS 44l
Never hesitate tweach out to your concessions manager for the most up to date information. Thank you
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IMPORTANT CONTACT INFORMATION TO KNOW

PhoneNumbers
. . : Police/FireEmergency 911 or nora_
Police/Fire/Emergency Dispatch oo emergency612-726-
Communications Center 5577
Facilitiesdsues MAC Facilities 612-726:5225
24-hour Facilities and @erations Airside Operations 6127265111
Airport Information and Rging Information and Paging Office 612-726-:5555x 6
BadgingAirport I.D.s MAC Badging 612-467-0623
Lost and Bund MSP Lost and Found 612-7265141
Heatingand Cooling MAC Energy Management Center  612-726-5505
- . : 612-970-7641 or

Mail Delivery United States Postal Service 612.970.7643
DeliveriegLoadingDock Bradford Airport Logistics 6127137457
ParkingBussing/Taxis MAC Landside Operations 6127265578
Health partment Hennepin County Health Department 612-543-5200
Al [ETRIEEA el oL Hennepin County Health Department 612-5435217
Emergency
Emergency Food & Beverageident = Hennepin County Health Inspector | 6125435213
Food& Beveragel ease @Gntact MAC Commercial Management 612-794-4510
Retail Tenant Leasetact MAC Commercial Management 612-467-0814
Concessions Operations Contact MAC Commercial Management 612-726-8197
Peg Control MACFacilitiesTechnician 612-726:5225
Travelers Assistang¢®0olunteers) Airport FoundatiorMSP 612-726-5500

For more informationvisit the MSRAiIrport website atwww.mspairport.com

Airport Addresse
Metropolitan Airports Commission Terminal 1 Terminal 2
General Offices 4300 Glumacbrive 7150 Humphrey Drive
6040 28th Avenue South [Suite Number, if applicable] [Suite Number, if applicable]
Minneapolis, MN 55450 St. Paul, MN 55111 Minneapolis, MN 55450
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IMPORTANT MEETINGS

Date & Time

Meeting

Location

Purpose

Who should attenc®

(monthly unless noted)
First Monday
10:3011 a.m.

MAC BoardPlanning,
Developmentand
Environment
Committee

MAC Board
Operations, Finance
and Administration

First Monday
1-3 p.m.

MSP Jobs Quarterlyon a Tuesday
Committee** 8:30a.m:9 a.m.

MSP Tenant Second Tuesday
Meeting** 9¢10 a.m.

MSP Tenant Quarterly on a Thursday
Operations 1-3 p.m.

Orientation Meeting

T2 User®* Second Wednesday

11 a.m¢Noon

Customer Service
Action Counci([CSAL

Second Thursday
10¢11 a.m.

Metropolitan Airports = Third Monday

Commission Board 1¢3 p.m.

Service Stardwards  FourthTuesday
Luncheon 12 p.m.¢1 p.m.
Security Date varies; email

Consortiun* Jake.Hoehn@mspmac.or
for the most updated

meeting invite.

Airport Partners
Luncheon**

March and September
11 a.mg12:30p.m.

** Moved to virtual meetings until further notice

Terminal 1
Airport Conference
Center,Commission
Chambers

Terminal 1
Airport Conference
Center,Commission
Chambers

Terminal 1

Airport Conference
Center,Commission
Chambers
Terminal 1

Airport Conference
Center,Commission
Chambers
Terminal 1

Airport Conference
Center, Commission
Chambers
Terminal 2
Conference Room,
3rd Floor, MAC
offices

Terminal 1

Airport Conference
Center,Commission
Chambers
Terminal 1

Airport Conference
Center,Commission
Chambers

Twins Grill,
Concourse C

Terminal 1
Airport Conference
Center,Commission
Chambers

Terminal 1
Airport Conference
Center,Commission
Chambers
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Makesrecommendations ofissues
related to capital expenditures and airpol
development, long term planning and
airport zoning, noise mitigation and
environmental stewardship and other
similar topics.

Discusses recommendations regarding
2LISNF GA2ya YR YIA
system of airportsConcessions business
proposals and lease actions are discusst
by this committee.

Identifiesemployment barriers for MSP
Employees and implemesprogramming
to support recruitment and retention
initiatives.

Important informational meeting for
tenants highlighting issues that may affe:
their operations.

Overview of the MSP Tenant Manual op
to new managers, or managers who
would like a refresher on MSP operation:

Discusssissues and projects at T2 that
may affect tenants in the terminal.

Discussions and presentations focused ¢
airport customer service best practices.

The 15member MAC Board of
Commissioners establishes organization
policies and budgets for the operation of
MSP and other system airports.
Concessions business proposatsl lease
actions areapproved by the full
commission.

Recognizes employees who have scaec
perfect scoreon the previous month's
secret shopper evaluation3reats and
beverages providedA raffle to win
another $100 gift card.

Discussions and presentations relating t
airport security and Airport Police
Department activities.

Lunch and discussions, peggations
and/or guest speakers; aommunity-
building meeting.

Senior leaders

Senior leaders

HRrepresentatives
and property
managers

Senior leaders
property managers,
and unit managers

Managers, unit
managers

Senior leaders,
property managers,
and unit managers

Seniorleaders
property managers,
and unit managers

Senior leaders

Senior leaders,
property managers,
unit managers, and
monthly award
winners

Senior leaderand
Authorized Company
Signers

Senior leaders
property managers,
and unit managers


mailto:Jake.Hoehn@mspmac.org

Commissioners of thigletropolitan Airports Commission

METROPOLITAN AIRPORTS COMMISSION
COMMISSIONERS

Commission Chair District A District B District C
Rick King Carl Crimmins Braj Agrawal James Lawrence

District D District E District F District G
Vacant James Deal Rodney Skoog Richard Ginsberg

District H City of Minneapolis City of St. Paul Outstate St. Cloud
Yodit Bizen Leili Fatehi Ikram Koliso Patti Gartland

Outstate Duluth Outstate Thief River Falls Outstate Rochester
Donald Monaco Dixie Hoard Randy Schubring
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GETTING TO AND FROM THE AIRPORT
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GETTING TO AND FROM THE AIRPORT

Tenant and Employeearking

¢tKS a!/ Qa [FYR&AARS hLISN}YGA2ya 5SLINIYSYyd YIyl3aSa
taxis, buses, limousines, shuttles, and both public and employee parking. Landside works with airport
tenants to provide parking for your employees.

As of this publicationhie MAC Landside Termirfaffice hours are:
1 Monday- Friday 8:00 a.nx, 4:30 p.m.
o Note: Service hours are only from 8:00 a44:00 p.m

,2dz FNB NBaLRyaAoftS FT2N) O2YYdzyAOlIGAy3 yR O22NRAY
the heavy demand of public parking in our facilities, employee parking options are limited. Terminal 1

(T1) employees are assigned to park at Terminal 2 (ifiizing the necost light rail train to reach T1.

Tenant managers may apply for parkingbut authorization is granted based upon available space in T1

ramps and demonstrated operational need.

Employee parkers will be issued a Transponder that uses a radio frequency signal.

Proper mounting ofransponder:*
i Atleast 3" down from windshield frame
1 Atleast 3" to the right of theear viewmirror post
9 Horizontally
1
} F!.aZz a{tQa LINJAYy3I OSYR2NE ogAff
( mountingprocess. Please call 6857-5039to make an
;._ le A appointment.

Proper mounting of Transponder

Transponders arenlyto be used when the employee is at work. Parking for personal purposes or
vacations is not alloweper the MAC Employee parking policy. Employees in violation of this policy will
incur parking charges commensurate with the corresponding public parking rate sch&duisponders
may not be used by anyone other than the assigned employee but may be transferred to another
vehicle. Transponders are not provided to vendors who service or deliver products to MSP tenants.

Landside will invoice tenants for employee parking. This invoice must be paid with a single payment
each month Landside will not invoice employees individuallgach Transponder is charged a monthly
fee (currently $44) and a oréme (currently $20) activation fee.

¢CSylyida LIe@Aay3ad F2NI GKSANI SYLIX 28SSaQ LI NJAYy3I Ydzad
include:

Requesting issuance/cancellation of transponders

wSGlFAYyAy3 SFEOK SYLX2eSsSQa O2YLX SGSR yR aiaiaySR
Managing monthly payments

Providing employee training on the use of his/her Transponder and location of assigned parking

area(s)

1 Keeping employees informed about current parking developments

T
1
1
T
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with any questions.
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Public Transportatioand Transportation Programs

City Bus Service
City bus service to/from Saint Paul (Route 54) is provided by Metro TrBasiipickup and dropoff is
located on Level 1 of the Silver Ramp.

There is no bus service at Terminal 2. Passengers arriving at Terminal 2 must take the light rail (or
another means of transportation) to Terminal 1 to access city buses. There is no charge for light rail
service between MSP's terminals.

For bus fare and route information, contact Metro Transit or visit www.metrotransit.org. To access 24
hour automated bus information, call 61341-4287.

Light Rail Transit

Light rail transit (LR Trains stop at both terminals and connect travelers to 17 other destinations,
including downtown Minneapolis and Mall of America. There is no cost to travel between airport
terminal stationsTrains between the airport terminal stations run 2dours per day.

The Terminal 1 light rail station is located below the Silver Ramp. From the Tram Level (one level below
bag claim), take the tram one stop. When you exit the tram, follow the signs to the light rail station,
located 70 feet underground. Elevators and dats are available.

The Terminal 2 light rail station is located on the north side of the Orange parking ramp. From Level 1
near Ticketing/Departures Leveiake the elevator or escalator up to the Orange Ramp skyway. Follow
the signs to the LRT station. Take the escalators or elevators down one level to the station platform.

The light rail stations are fully accessible.

Frequency

Trains run every 12 minutes during peak hours and typically every 15 to 20 minutes at other times of the
day. From the airport, train trips to the Mall of America take about 12 minutes and to the Warehouse
District in downtown Minneapolis in about 25 mirmst

Fares
9 Tickets are sold at ticket machines at the rail stations.
9 Light rail fares and frequency can be found onlinétgis://www.metrotransit.org/fares
1 Reduced fares are available for seniors, children and persons with accessibility needs.

For more information, visit the Metro Transit website, www.metrotransit.org/liggit.

Metro Transitg Guaranteed Ride Home Program

The Guaranteed Ride Home (GRH) Progsaarfree reimbursement program for registered commuters
of Metro Transit lineshat will reimburse up to $100 per calendar year fmplanned events where you
cannot use your usual mode of transport

Eligible Trips include:
9 Personal illness or emergency medical issue
9 Sick child or dependent family emergency
1 Unplanned overtimelROPS airport events for exanjple
1 Regular car/vanpool unavailable

Trips not eligible for reimbursement:
1 Personal errands
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Trips to or from the airport, Amtrak, or Greyhound statipanless this is your place of work
Prescheduled trips, appointments, or work events

Non-commute related trips

Other trips that Metro Transit may deem ineligible

For more information, go tohttps://www.metrotransit.org/grh

MSP Airport Employee DilRide Program (formerfyransit Link Connéct

MSP employers may participatetime Airport Employee Digd-Ride progranwhich assists employees

with transportation to or from the airport during shift times in which public transportation is not
available. The service is a collaboration of employers, the Metropolitan Camddhe workforce

system. Interested in joining this program? Contact Gerri Sutton, contract manager at the Metropolitan
Council aterri.Sutton@metc.state.mn.us

Program @als:

9 Build a transportation solution for job seekers/employees who need transportation to or from
their employment at the airport at shift times during which public transit is inaccessible.

1 Provide a reliable worker transportation service for airport employers which allows for changes
to business operation hours. (Example: Stores may open earlier or later if employees have
transportation during those hours.)

1 Assist families with sefufficiency by addressing a significant barrier to employment.

9 Assist airport employers with filling their open positions by recruiting candidates from new
sources.

1 Assist airport employers with retaining employees who experience transportation barriers.

9 Build ridership for sustainability by reaching a productivity level of eight passengers per hour by
the end of the pilot.

OperatingModel:

9 This program is an extension of hours and days of existing Transit Link program, operated by the
Metropolitan Council.

f ¢KS LINRPIAINIYQA 2LISNIGA2Yy RSLISYyRa 2y aidlyRAyYy3
routes in neighborhoods where employees live.

i The enhanced service would not duplicate existing bus routes/schedules.

1 Users will pay a fare of approximately $2.25 a ride (subject to increase per Metro Transit fare
ratesy-.

1 Participating airport employers will provide a matching contribution of $2.25 a ride based on
employee ridership. Airport employers will be invoiced monthly by Metropolitan Council.

1 Employment service providers will assist with recruitment efforts that are tied to the

transportation solution.

Interested tenants must:

1.

Identify a primary and a baakp person to communicate employee ride information to
contracted transportation service company
Explain transit program and provide a pamphlet to employee describing their responsibilities
when using the system.
Submit ride request to the following email addreggin.harper@metc.state.mn.ufRide
request must include:

a. Employer
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Employee name

Residential address

Shift start/end time

e. Terminal location

4. Coordinate shift times by neighborhood to the extent possible to maximize efficiency.

5. Notify Met Council and contracted transportation service companwrriting when a program
LI NIHAOALI yiQa aKAFG KFa OKIFYy3aISR 2N SyLxX zey

6. Assist with communication frofflet Council and contracted transportation service compsmny
the employee as necessary to includestmw warnings, schedule changes, etc.

7. For overarching program questions/concerns, contact Gerri Sutton, Metropolitan Caatncil
651-602-1672.

aoo

Pickup and Dropoff locations:

Please be aware that the picip location has changed the taxi area of the Ground Transportation
Center in Terminal 1

Ground Transport Center

= App-Based Ride Services (Uber/Lyft)

~Limousines
« Van and Shuttle Services

- Hotel Shutties

- Regional Shutties

- Quick Ride Ramp Shutiies

,“6\ o’\s « Accessible Transportation Shumj/
<@ A
[) ,Q o Z
- O
Sy 2
e
W

Metro Vanpool Program
Metro Vanpool is a regional program, subsidized by the Metropolitar
Council, to help meet the commuting needs of commuters that resids
or work in the seveitounty metropolitan area who have difficulty

obtaining reliable transportation based on geograpieaa Vanpools

an average of three or more days a week. Each van has a volunteer
driver, backup drivers, recordkeeper and person responsible for
renting the van month to month from Camute with Enterprise.

Advantages:

1 Use of a newer model vehicle provided by Commute with Enterprise
1 Vehicle maintenance is included in the leasing agreement
1 Leasing fees are 586% subsidized by the Metropolitan Council

o Employers can offer to pay the remaining leasing fee, or the fee is split among the

vanpool group

Van may be used by the primary driver for personal use up to 250 miles per month
Primary drivers receive $100 after the first 6 months of driving and then annually thereafter
A backup driver receives $50 after the first 6 months of driving and $50 annually thereafter
Employees save wear and tear of their own vehicles

=A =4 =4 =4
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To be eligible as a primary driver, an employee must:
1 Be 25years old or older
T t2aaSaa || @GFrftAR RNAGSNRA tAO0SyasS Ay GKSANI adld
1 Have a5 year good driving record (reviewed after driving record check)

For more information how your employees can participate in this program, please contact (651) 602
VANS or emailanpool@metc.state.mn.us
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BADGING INFORMATION

Information below may be updated at any time. See website for the most up to date information and
policies. For the most tp-date information, please visilittp://www.mymspconnect.com/badging

All employees working in or around the airport must be badged. A Security Threat Assessmeah@STA)
fingerprintbased criminal history check are processed for all potential badge holders.

Badged Areas of MSP

Security checkpoints Point of entry for altravelers and for employees who
need to be screened prior to entering the sterile area g
the airpott; staffedby the TSA.

Sterile area The area beyond the TSA security checkpoints, includ
the Airport Mall and concourses.

AOA (Air Operations Area) All areas inside the fence line (paved and unpaved) us

SIDA(Security Identification Display Are{ for landing, takeoff or surface maneuvering of aircraft.

Secured area SIDA The most secured area within the A@4DA including

ramp areas around the terminals where baggage is be
loaded and unloaded from aircraft, cargo areastiiiye
and roof.

Badge Types
Security badges are to be used for job purposes only

Non AOANon SIDA badge Blue Issued to employees needing access through security
checkpoints. Provides access to additional areas suc
storage area, closet or elevator in the sterile area of tf
airport. No training required.

IAOASIDA badge Red Issued to employees working in the AGFOA, this badg
must be displayed at all times. SIDA training required
Secured SIDA badge Yellow |Issued to employees working in the SIDA, this badge

be displayed at all times. Provides access to addition
areas such as loading docks. SIDA training required.

New Company Procedure
Before the badging process can begin, all new and returning companies must:

1 Complete a company profile.

1 Select two employees to serve as authorized company signers.

1 Have each signer complete a company signer letter.

9 Ensure sponsoring company has completed a sparmmpany letter.

All forms are available at wvw.myMSPconnect.dosaging. Once all forms are received and approved,
both of your authorized company signers need to register for a signer session. These signer sessions are
offered twice a month on Tuesdays. Visitw.myMSPconnect.com/badging view a current signer

training schedule.

When both signers complete training, clear the fingerpgracess and receive their badges, they may
begin signing applications for their employees. Allow a minimum of three weeks from the time the
letters are received to when the signers may begin signing applications for their employees.
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Badging Proced$sr Employees

1. The employee completes an electronic badge application which will be sent to the applicant by

email or text message.
a. Use of the new Online Badging Application portal is highly recommended and can
expedite processing and reduce errors on applications.

2.1y dziK2NART SR O2YLIl ye &aA3AYySNI Ydzald NBGASs GKS |
complete the authorized company signaortion of the application form.

3. The employee reports to the Badgi@ifice after the online application has been submitted,
two credentials and $60 (check, credit card, or company billing) during Badging Office hours. A
badging appointment or joining the wallk queue is required to be processed.

Once the employee has been fingerprinted, the employee cannot obtain a concourse pass; he or
she must wait until their background check has cleared before beginning to work at the airport.

Badgingservices require an appointment or a spot in the wiallqueue. Instructions can be
found at: http://www.mymspconnect.com/badging/appointmentsjoiqueue

4. Clearance notifications are updated on the MSP Signer Portal in real tifhe. primary
company signer will be emailed a notice of clearance, typically withibdays (Foreign born
applicants may take longer).

5. If the employee is receivinghon AOANon SIDAvadge, they may piclp their badge Monday
Friday from 7:00 a.m. to 2:30 p.m. without an appointment at tifeFBor Badging Office front
desk. Only the employee canpidkl) G KSANJ 6 RaST ok R3ISa gAtft yz2i
representative.

6. Access throughout secure areas will be limited to wallated doors only. Access must be kept
to an operational minimum.

7. If the employee is receiving an AG4ADAor SIDAadge, they must attend a SIDAining class.

They cannot attend a class until their background check has cleared. To take the training class,

employees should report to the Learn Center (directly behind the Badffige) front desk, on

Level 3 of the Hub building, located between the Terminal 1 Blue and Red parking ramps,

between the hours of 7:00am and 1:30pm, Monday through Friday. The classpassdfand is

on a computer.

At the time of badge pickip, badging fees will be billed or collected.

9. Security badges are issued for varying lengths of time, not to exceed two years.

10. *If a badge holder is convicted of a disqualifying criminal offense, they must notify the airport
police at 612467-0623 within 24 hours.

c
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BadgingOfficeLocation Curbside Curbsias
The MSP Badgir@ffice is located on Level 3 of the s
Terminal 1 general parking Hub building, between the Re
and Blue parking ramps.

Directions

From the Terminal Inbound roadway:Enter public
parking. Stay in the right lane and follow the roadway to
the back set of up helixes. The Blue ramp is on the left ar
the Red ramp is on the right. Enter the Hub building and
proceed to Level 3 via the elevators.

From Terminal 2Take the light rail to Terminal 1 and

proceed to the Tram Level. Walk past the trams and take

the elevator to Level 3.

From Terminal 1Go to the Tram Level and take the tram to public parking. Exit the tram and take the
elevator to Level 3.

Terminal 1 ShorTerm ParkingEnter the terminal and proceed to the Tram Level. Take tram to the
public parking ramp and take the elevator to LeXel

Office Hours and Class Times
The below times are subject to change. For the most updated hours, or holiday hours, visit
www.myMSPconnect.cofbadging

Office hours

Day Open Close
Monday Zam. |3pm.
Tuesday 7am. | 3p.m.
‘Wednesday 6am. | 3p.m.
Thursday 7am. | 3pm.
_Friday 7am. | 3pm.
_Saturday & Sunday closed
‘MAGobserved closed

holidays

SIDAClassroom Hours
Classroom hours are MondagyFriday 700 a.m. to 1:30 p.m. No admittance after 1:30 p.m.

SIDAnNterpreter Class

SIDAclass for norEnglish speaking badge holders and interpreters will liker8rd Floor Learn Center.
Preregistration with the Badgin@ffice is required; emaflPDLearnCenter@mspmac.dogegister.

Authorized SigneBessions
The class is offered twice a month on Tuesdays. Glieek myMSPconnect.cofbadgingfor upcoming
classes. To registegmailreqgistration@mspmac.org
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Fees and Payment Options
The below fees are subject to change. Misitw.myMSPconnect.cofbadgingfor the most updated
fees.

Badgindgees

| Badge [ $30 |

Fingerprint fees

| Fingerprint processing | $60 |

Once a person has beéingerprinted, he/she cannot obtain a concourse pass.

Lost or Stolen Replacement Fees
First time $100
Second time| $150
Third time | 30¢day suspension
If a lost badge is recovered and returned withindzg's of badge expiration, a refund for the
replacement fee, minus the $30 badge fee, will be issued by mail.

Payment Methods
1 Contact Brandy CowaBi(andy.Cowan@mspmac.)ngith direct billing questions or to obtain a
direct billing application.
1 Companies with contracts that are less than three months will be required to pay with check or
with credit card at the time of service.
1 Check, payable to the MAC (Metropolitan Airports Commission)
1 Credit/Debit cards (Visa, MasterCard, American Express, Discover)

BadgingRestrictions
1 Employees must be performing official job duties when using their badges.

Badge holders can only be in authorized areas.

Badge swapping/loaning is not allowed.

9YLX 28S8Sa YlIe 2yteée dzaS GKS oFR3IS G(KS2Q@S o

Never knowingly use an expired badge.

Notify the Badgingffice within 10 days of namaddress changeghone, or email changes

Never use a badge to gain access to a sterile concourse in order to board a flight. In other words,

do not use it when going on a vacation.

1 Never seek entry to or exit from a sterile area except through designated entrances or exits.
Use the proper doors.

1 Always enter sterile areas by going through a checkpoint or card reader that has been installed
to inspect or approve your access.

1 Never falsify, forge, counterfeit, alter, or tamper with any badge.

1 Never tamper with or hamper the operation of any security device.

=A =4 =8 =4 -4 =4

Access Change

If an employee does not have access to a door or area that is necessary for the completion of his/her
work duties, an access change form can be completed. This form can be found at
www.myMSPconnect.cofbadgeforms Completed Access Change Request forms and emails with
guestions regarding access must be emaitedccess@mspmac.arfor immediate assistance with
access, please call the Airport Police Department Communications Center-a265377.
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Piggybacking
1 Piggybacking is strictly prohibited. Piggybacking is the practice of allowing someone to follow
you through a security door without badging in themselves.
9 Each badged person entering a secured area is required to gain access by use of their own valid
security identification badge. Never assume someone has access rights.
9 Badge holders are responsible for the security of each door they use until the door is shut and
secured behind them. Signage has been installed as a reminder. Violators will be cited.

Badge Return
9 Badges must be returned immediately to the Badddifice or the Airport Police Department if:
0 An employee quits.
o0 An employee transfers or reassigns.
o An employee is terminated.
0 A badge expires.
0 The Airport Police request a badge be returned.

1 All MSP security badges are airport property. A $200-Returned badge fee will be invoiced to
GKS SYLX 28SNJ AT GKS o0l ROfBe within/l@daler® daygdd/ SR (2 G K
deactivation; deactivation includes terminations, retirements, and expired badges. There is a
badge dropoff safe on theight side of the Badging Office (around the corner). Employees are
encouraged to request a receipt when asked to surrender their badge to their employer.

Lost or Stolen Badges

Employees are to notify the Badgi@dgfice immediately if their badges are lost or stolen. If they locate
their badges after reporting it missing, they must return it to the Badging Office. If a badge is returned
within 30 days of the expiration date, a refund will be mailed to the addvadde (minus a $30 fee).
Employees are held personally accountable for badge replacement costs (see badging fees).

Sterile Area Access Rules

If a standard card reader (contains a scanner kgypad) is installed at an access point, hold the badge

G2 0KS NBFRSNE g AG T 2-8dit PIN quiniSes I JBefreadekisShjomedriyf, ididNJ & 2 dzN.
your badge to the reader and place either your index finger or your thumb on the readeafurisg.

The reader will indicate when access has been granted.

Anyone who accidentally sets off an alarm must stand by until a police officer arrives.

If a problem is detected or a door is not working properly, go to the nearest phone anddiaf&
police response.

Badge Cover Policy

The MSP Airport security identification badge must be kept in its-M#&@&d plastic protector at all

times. One will be provided with each badge at no cost. Extras may be purchased for $1. If a badge stops
working, return it to the Badgin@ffice. There will be no charge to replace defective badges if they are
undamaged and remain secured in the plastic badge protector. However, there will be a $30 fee to
replace badges that are no longer in the plastic badge protector.

Employees of Multiple Companies

If an employee works for multiple companies at MSP and has been terminated by one of those
companies, the employee must immediately report to the Bad@ffgce with an online badge

application submitted by each company with whom they remain employed. Continuing to work with a
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badge that displays multiple companies after leaving employment with any of them may result in a fine
and/or having your badge revoked.

Best Practices for Successful Badgfifgew Employees

PreScreening
1 Complete the online badge application form with your applicant. This ensures the current
application is being used and eliminates most reasons for an application to be denied.
1 Review with applicant the TSA and MAC Security Ordinance DISQUALIFYING CRIMES
Questionnaire and Applicant Certification.
1 Request a minimum of three emergency contacts as part of the application to ensure future
outreach is feasible.

 Contact612-877-6439 opt. #A T UG KSNBE I NBE [jdzSadA2ya NBEIFNRAYy3I |

DISQUALIFYING CRIMES Questionnaire.

9 Assist in scheduling badging appointments and physically accompany bagglitgint to the
badging appointment.

1 Provide Badge Responsibility Training during orientation and ask each employee to sign
acknowledgement of training. Topics should include, but not be limited to: badging restrictions,
piggybacking, badge return and lost/stolen badge procedures.

T / 2y FANY | LILX A O y ( Qsicurlerk ahdidatéhas the gddreskhdtth&idb. G A 2 v
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Authorized Signefsr Applicants
9 Authorized Signemnust attend training. Checkww.myMSPconnect.cofbadgingfor class
offerings.
1 Only allow Managers or HR staff to become Authorized Sigriensit the number of Authorized
Signerger company in order to control the process and maintain accountability. Some
companies only allow up to two (2) Authorized Signers

PostEmployment Badge Collection
T b2GAFe o6FRIAAYIA AYYSRAIFGSt & dzZlry SYLX 28SSQa
9 Call and send email to employee and tell them to return badge. Provide a deadline for response

and state a welfare checakay ke performed by local law enforcement in the event of no

response by the deadline.

Contact emergency contacts for the employee if necessary.

Contact police for welfare check if necessary.

Keep badging office updated on status of badge collection.

Have the Badgingffice send a demand letter to the former employee if badge is not returned.

=A =4 =4 =4
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badge to protect the employee, manager, and/or HR. Note: *Some companies tuhe off

SYLX 285880a RANBOG RSLI &A (-cldinybRdgetzéant feds] Gonsalty | £ f
with your legal department regarding what steps your company is allowed to perform when
collecting badges.

Common MistakeApplicants Make
1 Below are common reasons why applicants are rejected at the badging office. Please make sure
the applicants are fully prepared with all proper documentation prior to their appointment.
o NosecondD provided.
0 Social Security Number entered incorrectly.
o ! RRAYy3I O2YLIlye& G2 o0FR3IS 0dzi RARYQU KI @S
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No badge application.

No proof of citizenship document.

¢tKS yIYSa 2y L5Qa& R2y Qi YIFGOK SIFOK 2GKSNJ o6°¢
t K2G202LIASa 2F L5Qad®

PLILX AOIFGAZ2Y KFayQl o6SSy adoYAGGSR o6& {A3IySNH
Attempting to pick up badge more than 30 days after their background check clears.

l RRNB&aa 2y o6FR3IS FLILX AOFGA2YKRNAGSNDA f AOSy
Expired IDs.
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Penalties for Airport Security Ordinance Violations

Metropolitan Airports Commission Security Ordinance 117 outlines the rules of conduct for the public,
badge holders and airport tenants while at the airport and the penalty for violations thereof. Visit
www.metroairports.orcto review security ordinance 117 and others.

Administrative Sanction
I Possible sanctions include:
1 Warning letter
1 Mandatory security class
1 Security badge suspension
1 Security badge revoked permanently

Criminal Citation
All security ordinance violations are misdemeanors. These may result in a Hennepin County citation and
penalties that could include a fine of $1,000 and/or up to 90 days in jail.

TSA Civil Penalty
The Transportation Security Administration can issue a civil penalty of uBteIRlagainst individuals
for security violations.

BadgingContact Information

1 Badge Swipe/Data Requestsidgingdatarequests@mspmac.org
Access Requestsccess@mspmac.org
Badgingincluding deactivations/Terminationsadging@mspmac.org
Company/Signerelated Issuessecurity@mspmac.org
Usewww.myMSPconnect.com/badgirigr other information
Authorized Signer Portahspsignerportal@mspmac.org
MSP Backgrounds Emailspbackgrounds@mspmac.dfgr Criminal History questions)
BadgingOffice: 612467-0623
AviationSecurity Division phone tree: 6:B77-6439 (for public use)
If you have an immediate concern not listed here, please call Police Administration-a26-12
5115.
9 After Hours Badgingoncerns: 6127265577
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TSA SECURITY SCREENING
AND CHECKPOINT INFORMATION
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TSAECURITY SCREEMING CHECKPOINT INFORMATION

Security Checkpoint Locations and Hours
The TSA provides 2%ur checkpoint access at Terminal 1 via the North Checkp®im. North
Checkpoint provides a dedicated screening lanesfoployees from 3:30arg 2:30pm daily.

NOTEThe Skyway Security Checkpoint is closed until further notice. Updates to this checkpoint will be
announced by email to tenants

The Skyway Security Checkpoint is also available for employees Monday through Friday, 5:30
a.m-1:15 p.m. See directions below:
I By Car: Park in the Red or Blue Parking Ramp and take the elevator to Level 2.
1 By Bus: Take the escalators up one level from the Transit Center to Level 2.
9 By Light Rail: Take the elevator up to Level 2 or follow the escalators up three floors to
Level 2.

At Terminal 2, checkpoint hours are 3:30 agii0:00 p.m.

Prohibited Items
Onthe top of theTSA.Goy S0 A A G S GKSNB Aa | lvdwechnuselthistol®ask2 KI (|
about an item and if you can bring through a checkpoint.

If youhavefurther questions about whaa prohibited itemis, the full list is available at
www.tsa.gov/travel/securityscreening/prohibitedtems. Weapons, sharp objects, liquids larger than 3
ounces, tools, explosives, and flammable objects are all included in this list.

Bringing in Contractors or Others with Tools

In general, if a contractor does not have SIDA badge adtdéSy a¢22f a 2F (GKS ¢ NI RS¢
through a checkpoint under the care of an MSP badged employee and the badged employee must

maintain controlof/be responsible at all timef®or the tools in the sterile area.

The contractor must have a concourse access pass or a boarding pass to enter through the checkpoint.
The TSA checkpoint supervisor has the righuestionand approve/deny access of tools based on
their security situational awareness.

a{t SyYLfz2888a YI& ONARYy3I Ay G(GKSANI 246y aiG22ta 2F (K

TSAConta¢ Information

TSA Customer Servicg-866-289-9673
TSA MSP Customer Serviéd 2-486-5460
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Concourse Access P&scedures and Guidelines
Concourse access is permissible for visitors through the Concourse Pass Prd@atjukathorized
CompanyBadgeSignesfor the tenant may authorize a concourse pass.

The requestor should send all pass requests using apdéided gate pass template. This Excel file can
be obtained by emailinGoncoursePass@mspmac.org

Requests for passes via telephone will not be accepted.
The request must include:

The reason for the visit.

The date and time of the visit.

Which terminal the pass will be picked up at.

Expected time of arrival to the airport.

Cdzf f FANRGE YARRESS | yR tlad yIl YSissSBdphotat & I &
identification (incomplete or nomatching names may be turned away).
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Please make every attempt to request a pass at leastd#s before it is needed to guarantee timely
processing.

Upon arrival, visitors must present a valid, governmisstied photo identification, such as a State

RNAGSNDRaE fA0SyaSsy G2 GKS 5SLI NIdzNB [ S@St LYyF2N)I

the car rental facilities at T2, to receive theirsga
NOTE CHANGES FASS PICK BB®OUR$OR TERMINAL 1

Access to Terminal Effective Dec 19, 2024, new hours will be 5:00 a.m. to 7:00gsaven days a
week.Concourse passes wibt be available after 7:00 p.m. at Terminaldoncourse passes may be
picked up at the Information Booth on the Departures Level of Terminal 1.

Access to Terminal Zoncourse passes may be picked up at the Information Booth located near the
car rental counters on the Ground Level of Terminal 2 between the hours of 7:00 a.m. to 11:45pm,
sevendays a week. An accurate time of pass pick up must be indicated on the request.

The CEStaffworking the information desk break for one hour between 7:00 a.m. and 3:30gt.m.
both terminals,and 3:30 p.m¢ 11:45 p.mat Terminal 2.

If there are any concerns, please contact Paul Fudenbesigalyerof Customer Experience
Paul.Fudenberg@mspmac.org

Pass Guidelines
1 Passes must not be used to circumvent the badging process.
1 A pass will not be issued to any current badge holder that has forgotten or lost their MAC badge.
1 Passes cannot be obtained for the purpose of employees working in the airport, such as for

coverage from another streetide location with people who do not have a badge.

9 A pass cannot legally be provided to any person in the process of obtaining a badge.

Concourse Pass requests should be emailed to ConcoursePass@mspmac.org.

1 Minors (under 18 years old) are not required to have identification but will be issued a pass as
long as they are chaperoned by an adult.

=
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1 If you sublease space through another tenant, you must contact their designated pass
requestor.

1 Anissued pass is valid for-Bdurs and may be used several times throughout the day.

9 If a visitor requires passes for multiple days, a separate request must be sent for each day.

1 Passes will only be issued without prior request if an individual wishes to attend a MAC
Commission Meeting or any MAC public meeting.

1 Seven (7) concourse passes in total are allowed per person in a lifetime. Exceptions apply if
attending public meetings.

Contractors Accessing the Airport Secure Area

A Concourse Pass will need to be isstmdhe Contractorand a badged employaseedsto bring
Contractortools through a TSA security checkpoint. That badged employee must shatheitoolsat
all times and ensure they have exited the secure area.

ContractorgConcourse Pass Procedui@dntractor Tools and Prohibited ltems

| St D266ES
ancol”.'s eP_ :
Involving Prohibited ltems

1) Unbadged contractors who need to enter the Sterile
Area to perform equipment repairs with ‘tools of the
trade’ must obtain a Concourse Pass.

2) Contractor and an Airport badged employee from the
sponsor tenant must meet on the Public side of the
Checkpoint. No escort authority is required.

3) Badged employee will conduct a visual inspection of
the tools to ensure that are all necessary for the job and that there are no addi-
tional prohibited items.

4) Badged employee will present the tools to the Checkpoint employee and go
through the TSA screening process.

5) Contractor will present Concourse Pass and be screened into the Sterile Area.

6) Badged employee must maintain control of the tools by monitoring the work the
entire time.

7) After completion of the job, badged employee must ensure that all tools brought
into the Sterile Area leave with the contractor.

These procedures put the responsibility for the tools on the Airport badged employee. It also re-
moves the complication of requiring an ‘Escort’ authority. However, any company that utilizes the
same contractor on a regular basis should request they go through the badging process. This will
minimize the impact on the Sterile Area company for these operations.

MSP Airport Police - Aviation Security Division
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Operations Flow ChattWho to Contact

It can be difficult to know who to call for what when it comes to facilities and operational issues.
This flow chart is meant to help you determine the best point of contact in a myriad of situations.

LOLELRLLEERLEERLE LR LR R R R R R AR

Is this an emergency (ex. burning smell)
or security threat (ex. unknown bag)? IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII!.EH

YES
Call 911

wmmmn Pest control?
Contact MAC Facilities .......coovvemiiiiiieeiiieee e 612-726-5225

T Heating and cooling?
Contact MAC Energy Management Center............. 612-726-5505

wmmmn |n a tenant-leased space?
Contact tenant maintenance or contractor

wmm [n 2 MAC-managed, common use, or public space?
- Issues within the walls of the airport
(lights, bathrooms, etc.)
Terminal 1, contact MAC Facilities ...........c.cccoevveennn. 612-726-5225
Terminal 2, contact Terminal Operations................... 612-726-5742

- Keys, doors, locks
Gontact MAG FaGililiosSiusmnsmmsmumsnponessd 612-726-5225

- Outside the jetway door

Jet bridges
Gates E1, E3, H1 - H14, contact
MAC Terminal Operations at ..........cccceeeveiiireennn. 612-726-5742

All other jet bridges are contracted by airlines.
Airfield
Contact Airside Operations.............c.ccoceevieeennn. 612-726-5111

- Parking, ramps, roadways, commercial vehicles
Contact MAC Landside ..........ccoovvviiiiiiicns 612-726-5578

- Federal Inspection Services (Customs) area
Contact Terminal Operations.............cccceoviiiiiiennenn. 612-726-5742




OPERATIONS INFORMATION

Receiving & Sending Matithe Airport

Starting MaiDelivery Service

For United States Postal Service (USPS) mail delivery to your business, please contact Janet Lasso, USPS
manager of customer service of the Twin Cities AMC/Elway Station, €&9%84762.

An example of a businessailing address is:

Parent Company Store Namgif applicable)

4300 Glumack Drive, Suite *

St. Paul, MN 55111

* IMPORTANT! Dpot omit the Unit ID# / Suite # Incorrectlyaddressed maifioes not always maketo the Tenant
or the MAC Administrative Offices (in T1) to be rerouted. Incorrectly addressed mail may be lost/returned.

Include the name of your parent company in the first line of the address. For exdbgayare Norths
the parent companyJwins Grills the affiliated store with them. The address should reedaware
North - Twins Grill Another example would b8SP Republiclf to an office, just use the Suite #.

Each of your business locaticare identified by Unit IDhumbers found on a plague above your unit

door. ExampleL 3100

If you are receiving personal mail at your work location, please make sure the sendeesnitiad

company name, address, and Unit ID#.

Shipping and Receiving Parcels

All packages delivered by parcel service carriers (UPS, FedBERQespdabound/outbound) for MSP

tenants and concessionaires at T1 and T2 will be managed by Bradford Airport Logistics (BAL) at the new
wWSOSAGAY 3 3 5A&0NRO6 dzi -bo2nformatiSn/mus iNdludewemantngmepmipandd S £ a Q
name, dfice space number and be addressed to either Terminal 1 or Terminal 2 to ensure delivery

(Please see addresses below).

Note: Any parcels from companies like FedEx, UPS, andlD®gePelivery will be processed by BAL and

routed. Parcels via USB6AmMazonwill not be routed.

Parcel Hours of Operation
Monday through Friday 3:00 ag2:00 pm
Saturdays 3:00 am1:00 pm

Airport Addresseg For Your Reference

Terminal 1

Terminal 2

[COMPANY NAME]
[Attn: Contact Name]
4300Glumack Drive

[add applicable Suite #]

St. Paul, MN55111

[COMPANY NAME]
[Attn: Contact Name]
7150 Humphrey Drive
[add applicable Suite #]

Minneapolis, MN 55450
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Metropolitan Airports Commission Addresses
General Offices [Attn: Applicable MAC Deptr Contact Namk
[Attn: Applicable MAC Dept] 4300 Glumack Drive
6040 28" Avenue South Suite 3000
Minneapolis, MN 55450 St. Paul, MN 55111

Tenant Mailboxes

Please noteBradford Airport Logistics does not handle USPS maikhddition, Amazon deliveries are
not aceptedat the CRDC due to security guidelines. When ordering from Amazon please select either
UPS or FedEx as your preferred carrier.

Tenant mailboxes are locatedtime West Mezzanine area. If you are interested in mail service at
Terminal 1, call the number below and request a New Tenant Mailbox at MSP.

United States Post Officeelway Station

Supervisob51-698-6061

Telephoneg Regulations on the use Bfulti-Line Telephones

What is the issue?

When first responders receive al9l call, their computer system automatically generates an address
oFaSR 2y GKS LK2yS ydzyoSNX» 2KA{S GKAA | LILINRI OK OF
work as well for businesses with several locations tis modern, multiine telephone systems. For

example, the technology behind these mditie systems may provide the main address of the

organization rather than the specific location from which a call is placed. There are also several other
technologichissues associated with muliine telephone systems that can slow emergency responders

if the telephone system is not properly programmed.

To avoid confusion and delay in an emergency, business owners/operators have a responsibility to take
specific steps to comply with governmentl9l telecommunications requirements. Taking compliance
actions now will help ensure that first responders knatvere to go when receiving an emergency call

from a specific phone number in a mditie telephone system.

What exactly do businesses need to do?
To comply withState of Minnesotand Federal requirements, business owner/operators using multi
line telephone systems must ensure that:

1 Each number is linked to the proper physical/assigned location from which the line would be
used
1 Alllines can dial-9-1 services directly without first dialing an extra digit such as 9
1 The multiine telephone system generates a central notification for the business so it is aware
that a 91-1 call has been placed from a business location
T 9 OK GStSLK2YyS tAyS A& F1aaz20AFrdSR gAGK Fy | OO
to use
1 Employees and other end users receive training on how to make emergency calls using the
multi-line telephone system

Where can | go for more information?

The MSP Airport Emergency Communications Center @8/} as the Public Safety Answering Point
(PSAP) for the MSP Campus. The ECC is staffed 24x7 by Emergency Communications Specialists who
answer both 91-1 and noremergency requests for services, dispatch Airport Police and Fire, and
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coordinate medical responses with Allina Healttips://metroairports.org/emergency
communicationscenterprovidescriticalservicesmsp-247

The Metropolitan Emergency Services Board coordinated with State partners to create a repdrtlon 9
Requirements for MultLine Telephone Systerts provide additional information and answers for
those responsible for the management of MLA®as://mn-mesb.org/multHine-telephonesystems

mlts/

In addition, MAC has a team of staff resources who can help answer questions on this issue. Please
contact one of the following to be connected with the MAC MLTS support:team

NAME TITLE CONTACT
Sara Bouchejackson Manager, Emergency Communications Cen Sara.bouchefackson@mspmac.org
Lauren Petersen Communications System Administrator Lauren.petersen@mspmac.org

Bradford Airport LogistiecsGroundFreight and Parcel Receiving and Distributing

All concessionaires are required to use Bradford Airport Logistics (BAL) for deliveries and distribution of
322Ra Fd a{t® .!'[ Q& &aSNBAOSA I NS AyOftdzRSR Ay (KS
your concessions agreement.

BAL provides:
1 Centralized turnkey receiving and distribution operation for all ground freight entering and
being used/consumed within both Terminal 1 and Terminal 2.
1 Deterrence, detection, and threat control faraterial containment/security.
f hLISNI GA2Yy Y2RSt GKI G NBRdzOS&a G2ilf 02aGax AYL
concessions revenue, and streamlines deliveries into the airport.

As a new tenant, BAL will arrange a @reone training session with you to teach you how to use its
Web-based extranet portal system. This extranet portal will allow you to view recent inbound deliveries,
view upcoming deliveries, access your bills ofrgdrom any date, verify product delivery with

signature and badge capture views, and create and monitor product returns.

t NA2NJ 62 NBOSAGAY3 LINRBRAzOGI @&2dz gAff ySSR (2 LNRO
points of contact and their contact information. You will also need to provide BAL Wstthod vendors

@2dz FNB ldziK2NARTAy3 G2 YI1S RStAGSNARSa (2 .![Qa a
Minneapolis, MN 55450A copy of the vendor/carrier/delivery service orientation package can be

obtained by emailingnsp@bradfordcorp.com Please have your known camsecontact Bradford to

have them complete the vetting process prior to scheduling a dock appointment.

Hours and Contact Information

Hours ofOperation

Monday through Friday, 3:00 am t4:00 pm
Saturday, 3:00 a.m. to 1:00 p.m.

Receiving Hours

Monday through Friday, 3 a.m. to 10:00 am
Saturday, 3:00 a.m. to 8:00 a.m.
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Mailing Address

2631 Cargo Road
Minneapolis MN 55450
Pleasenotél KI i GKA& | RRNB&aa Aa y2i0 (2 -alg «
material deliveriesParcels arriving for your group or office are requested to have the ¢
ydzYo SN AyOf dzZRSR Ay G(KS &GakKaALl G42¢ A

BALContact

Phone: 6127137457
Fax: 6127137486
msp@bradfordcorp.com

Vendor Delivery Expectations

1 All deliveries must be scheduled in 24 hours in advance with BAL by the vendor.

1 Barcode labels with customer coding, storage location number, storage/handling/product
class, and container type must accompany all deliveries. BAL provides vendors with a label
generating tool on its websitéittp://amis.airportlogistics.org/barcodes

1 All materials must be in containers/cases, clear shwn&pped, free from defects and
within compliant Hazard Analysis and Critical Control Point (HACCP) range. All materials
arriving in repurposed containers and porous containers are subject to invassgection.

1 A bill of lading or invoice with descriptions and quantities must accompany all
deliveries.

Emergencyeliveries
If you need to bring in additional product into the secure area due to supply chain issues or other
reasons, please take the steps outlined below:

Via Bradford Airport Logistics (BAL)
a) BALwill take deliveries from you directly and will bring them into the termingden screening.
b) You must arrange a delivery to the distribution certtgrcalling 612713-7457.
c) Call as early as possible (special arrangements can be made if there is enough notice provided)
d) BAL is available Mondayriday until 4:00 p.m. to assist you
e) TRANSFERGontact BAL for any intéerminal transfers
f) The BAL Team is willing to assist, possibly on weekend with notice (note there is limited
availability; advance notice is required)

Rare Exception Option: Via TSA Security Checkpoint:

a) If getting product is an absolute need and all attempts to schedule through Bradford do not
work, coordination with TSA to screen product can be made by calling the TSA Coordination
Center:612-486-5450

b) You may be denied entry if the checkpoint is busy and will need to wait until they have the
ability to screen your items

c) Passengers are the priority

Please remember that communication is key and that our goal is to ensure a holistic positive travel

experience for our travelers, allowing you to provide necessary goods and services without interrupting
the flow of passengers.
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Terminal Operations and Facilities

T1 Facilities Office

The Facilities office is located on the Terminal 1 Mezzanine Level at Reith3. T

Contact the T1 office at 632265225 orFacilities@mspmac.ord heoffice is open Monday, Friday,
8:00a.m. to 4:30 p.m. (NotefheOffice is closed betweet2 p.m-1 p.m.). This office can assist with
Terminal related issues. If after hours, contact the MAC Terminal Operations office.

MAC Terminal Operations Office

The MAC Terminal Operations Department is located in Terminal 2-3212Tand can assist with issues
at Terminal 2 or issues that occur outside of Facilities hd@@watact the T2 office at 612265742 or

The office is open 24/7/365.

Please note that maintenance within your unit is a tenant responsibility. Call MAC Facilities only if there
is an issue that involves MAC property (burst pipes, legtkg, Any issues with HVYAC should be directed
to MAC Energy Management Center at &25-5505.

Roof Access

LG Aa GKS GSylydGQa NBalLRyaraoAftAte (G2 KI @GS GKSAN 2
have roof keys already in their possession. Refer tdis and Lock Policesction below to request

keys from MAC FacilitieNote that it can take up to & 10 business days to receive keys once

ordered.

Your staff should be trained in the location of the equipment, how to access the roof, and where keys
are kept in the unitFacilities cannot provide access to the ro@ontractors without access or those

who are unbadged, who need to perform maintenance on equipment located on the roof must be
escorted by the tenant. It is recommended that contractors doing work on these units are properly
badged and have access to theits. Please have yoapntractorsemailaccess@mspmac.otg assist

with setting up the proper access to your equipment.

Review theConcourse Access Pass Procedures and Guidadttas on page 31 of this manual for more
information about escorting contractors with tools.

YSeéa FyR [201 t2fA0ASaA

MAC Facilitiesoordinates the issuance and tracking of MSP keys. The MAC employsheusan
locksmithswho issue keys, install locks, and repair broken locksets. For key and lock requests, contact

the MAC Facilities Department, 6¥26-5225 orMACkeyreguests@mspmac.griylonday through
Friday,8 a.m. to 4:30 p.m.

There is no charge for first installation of the lockset or first issue of keys to an employee. Each
organization is responsible for all keys issued to their employees and will be responsible for any lost key
fees.

Requesting a Key
To request a key or lock you must first fully complete a key request form, which can be found online at
www.myMSPconnect/key$dmportant things to remember while completing a key request form:

1 Name and badge information for the requested key holder is entered at the top of the page.

1 The contact phone and/or email should be the phone/email the Facilities Department will
contact when keys are ready to be picked up. This is your preference: the key holder, you as the
a02NB YIylF3aSNE 2NJ GKS adGd2NB LK2yS ydzyo SN

1 Provide the key number that is needed OR the door number that the requested key accesses.
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1 The authorized company signer must sign the form on the appropriate line before it can be
processed. This is the same authorized signer who can sign for badges through the
.FR3IAYT hFFAOSD® 9f SOGNRYAO &aA3yl Gdz2NBa | NS | 00S
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The Facilities Department will call or email the contact when the keys are ready to be pickeeys
are issued as soon as possible by the locksmiths, generally betwB@bisiness days from the date of
request.

¢tKS 1S@ Aa LAOISR dzlJ 6é& GKS 1Seé K2fRSNJ2NJGKS 1Se
the keys, he/she will be provided with paperwork that must be returned to the Facilities Department
gAGK GKS 188 K2f RSNR& aA3dyl Gdz2NB o

The key holder is responsible for his/her key. Issued keys are marked with a primus number (individual
identification number), unique to the key holder. Individuals are not to switch keys. ElectronicCAGSA
keys may not be transferred to an employee other than the key holder at any time. The Airport Police
Department can issue citations when employees violate this rule for an electronicOAgksay.

wSGdzZNyAY3 I YSe@

When a key holder is no longer in need of his/her key, or is no longer employed at the airport, it must be
NEGdzNYySR (G2 GKS a!/ CFOAftAGASE 5SLINIYSYyGd 2KSy |
issue a return receipt for the return of the k@and mark the key as returned in its master key database.

Typically, a manager returns the key after receiving it from their employee. If an employee returns a key
directly to Facilities, he/she can be issued a manual return receipt. The receipt records the key that was
returned, the date the key was returned,ghrFacilities personnel who received the key, and the person

to whom the key was issued by the locksmiths. A sysgemerated receipt will be emailed once the key
2NJ 1S4 IINB NBUGAdNYSR Ay al!/ Qa YSeé 51ilolasSo

Inactive Badge Holders with Outstanding Keys

t SNJ ¢{! NB3IdzA I GA2y> (GKS a!/ Qa YlIadSNI {1Se RraGarolas
produced. The report lists individuals with inactive badges and any outstanding keys they may possess.

'y SYFAf Aa GKSyYy 3ISYSNIGSR FyR aSyid G2 0GKS LINAYL

Responses from authorized signers are expected within 24 hours via email, indicating when the key will
bereturned, if it is in the process of being recovered, or if it is lost/unrecoverable. i skacilities

does not receive a return respomg the fees described below are enforced. Keys are expected to be

returned in a timely manner, generally immediately before or after the badge is returned to the Airport

Police Department.

LT GKS 1S58 K2t RSND& o6FR3IS KIFa SELANBR YR A& Ay i
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approximate return date can be indicated in the authorized 3y SND&a NBalLlR2yasS SYIAf o
at the discretion of the Facilities Department, a notation may be made in the master key database and
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Lost Key Fees

[2a0 1Seé&a Ydzad 0S NBLR2NISR AYYSRAILFLGSte & GKS a!/
f Schlage key, $25/key.

1 Electronic ASS8ligkey and blocking labor 260key minimum
0 Feeis NONREFUNDABLE and is subject to change based on keys access level
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Key fees must be paid by check. Checks are written to the Metropolitan Airports Commi$gon
organization may complete a new kemyquest form to request a new key. A replacement key cannot be
issued to the key holder until the lost key fee has been paid.

Lock and Code Changes

The key request form, found amww.myMSPconnect/keyss also used to request a change to a cipher
code, a new lock installed, or the locks to be rekeyed. In all cases, complete the form and return it to the
al'/ ClLOAfAGASAE 5SLINIYSYyGo

Be sure to include:
f Contact name and phone number in the fields at the top of the form.
1 The door number where the lock is or will be located.
9 ¢KS | dziK2NAT SR aA3ySNRa aAradyl GddzNBo

For cipher code locks:
71 Include the desired foudigit code next to the door number.
9 . 2dz YIed OK22a$8 (2 AyOfdzRS afrpé¢ 2NJal é G GKS
1 There is no charge to change a cipher code.

For installation of a new cylinder or rekeying of an existing cylinder:
71 Include the key number to which you want the lock keyed or request a new key to be made
dzy RSNJ @2dzNJ 2NBFYAT FGA2yQa YI &G SN®
1 Unless the work is requested by the MAC, the organization will be charged for materials and
installation. Upon request, the Facilities Department can obtain an estimate from the locksmiths
in advance of the work. An invoice will be emailed to the orgaitiratfter the work has been
completed.

Lock and Key Fees (pricing subject to change):

91 Deposits (Outside Contractors/Vendors/Companies):
0 Keys:
A ASSA CLIQ Key: $ 500ka
A Schlage/MEDECO Ke$: 200ka
o Cylindrical CO100 Cipher Locks:
A No Installation $415.00ea
A Incl Installation (+2rs) $535.00ea
0 Mortise CO100 Cipher Locks

A No installation $500.00ea
A Incl Installation (+2rs) $620.00ea
o Padlocks:

A Schlage Padlock $ 150ka
A ASSACLIPadlock  $ 250ka
o Door Rekeying (Tenants and Airlines)
A $ 50 lock/door (keys included)
0 Lock Shop Rates
A $51.23hr
o Cipher Code Change
A NO FEE

Annual Key Audit
The TSA mandates that the MAC audit keys on an annual basis, and it tyyagallyin September.

9 OK 2NBIFIYATFGIA2Yy Q&8 LINARYFNE | dziK2NART SR aA3IYySNI oAt

audit. The email includes an information letter about the audit process and due dates, as well as
instructions to complete the auddnline.
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The primary authorized signer is responsible for completing the audit or ensuring the appropriate

person within the organization completes the key audit within the stated timeframe. To complete the

audit, the organization will respond with the names andidpa numbers of all key holders within the

O2YLIl yed C2NJ SIOK {1S@& K2f RSNE (GKS 2NBFYAT I GA2Y 64
All audits must beompletedby the end date.Failure to complete the audit (or any unaccounted

keys) will result in deactivation of the keyBhe company will be invoiced for these services.

*Cipher locks are not required to be part of the key audit

Flagship Airport Services

Airport Contact Information
Office LocationTerminal 1Suite F2315

Manager On Duty Line

The MOD phons areanswered 24x7/365.
T1- Manager on Duty (MODg 612-704-2327
The MOD numbers are the airport general contact
numbers anyone can use for service in common/publi
T2- Manager on Duty (MOD)612-523-2328 Sspaces (i.e. liquid spifpickup, overflowing public trash
containers, etc.).

Maintenance, Cleaning anBistribution (MCD) janitorial services currently provided

to the Concessions tenants:

f Trash removal
1 Recycling removal (excluding newspapers)
1 Grease removal in MAC approved caddmsachased througlhe Janitorial

Contracto)

o Cost and maintenance of grease caddies are tenant responsibility (estimated
$3800/caddy)Mark each caddy with the location name permanently, to ensure that
it is returned to the correct location.

1 Composting/Organics removal
1 Food court cleaning afommon use food courts
o Terminal 1 locations: Main
o Terminal 2; night food court cleaning only

The janitorial contractowill follow a regularschedule for removal of trash, recycling, grease, and
composting/organics for altenant locations.

For tenants operating food courts, different rules may apply. Please contact your lease manager for
more information pertaining to services for your leased space(s).

Contracting Directly witthe Janitorial Contractor

If you would like to contract directly witthe Janitorial Contractdior services within your unit or are
obligated to contract with a cleaning company per a variance receiVée encourage seeking services
from other companies who are not currently doing business at MSP.

MAC Janitorial Contract Oversight

The MAC janitorial contract is overseen by MAC Facilities{B&5225). If you ever have any questions
or concerns regarding this contract, please contact Shannon Gale, Assistant Manage+726-6526

or Shannon.Gale@mspmac.org
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TenantRecommended Cleaning Specifications

Service Daily Weekly | Monthly | Quarterly | Annually
Sweep and mop floor or vacuum carpet. Change 1 X
g1 GSNI F2NJ SGSNE wnQ E H
Spotclean all horizontal and vertical surfaces, remov
fingerprints, smudges and stainkhis includes the wal X
surfaces and/or glass on the exterior of the store (
fingerprints on stainless, etc.).
Remove gum on floor surfaces X
Dust low/high areas throughout store (all decoratiy X
items 9 feet and below)
Detail corners and ledges X
Remove dust from ceiling and wall vents X
Remove dust from decorative store fronts (inclusive
ledges which are incorporated into store fronts), bla X
signs and any other lighted structures.
Strip wash window, interior and exterior X
Hot water extract carpeting, high traffic areas may X
need more frequent cleaning
Scrub and recoat tiled areas X
Strip and wax floor areas X
Recommended Cleaning Specifications for Food and Beverage Units
Service Daily | Weekly | Monthly | Quarterly | Annually
Mop floor inrestaurant seating area, patio, and/or b
area. / KFy3S Y2L) 6l G§SNJ F2N| X
cleaned.
Machine auto scrub floor in restaurant seating area X
patio, and/or bar area.
Vacuum carpet X
Spotclean all horizontal and vertical surfaces, X

removing fingerprints, smudges and stains, includin
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Recommended Cleaning Specifications for Food and Beverage Units

Service Daily | Weekly | Monthly | Quarterly | Annually

menu boards. This includes the wall surfaces and/o
glass on the exterior of the store (i.e. fingerprints or
stainless, etc.).

Wipe walls irkitchen areas X

Remove gum on floor surfaces and from beneath X

tabletops

Clean spillage and food debris on floors under X

equipment.

a2l TAUOKSY Ff22NBR® / K N

HNnQ | NBIF O02YLX SGSR®

Machine auto scrub kitchen floor X

Dust low/high areas through restaurant (all decorati X
items 9 feet and below)

Kitchen Floor draing wipe inside ring area, remove

visible debris. Ensure grease is not poured into any X

floor drains.

Detail kitchen wall areas X
Detail corners and ledges X
Remove dust from ceiling and wall vents X

Remove dusfrom decorative store fronts (inclusive ¢
ledges which are incorporated into store fronts), bla X
signs and any other lighted structures

Strip wash window, interior and exterior X

Hot water extract carpeting high traffic areas X

Scrub and reoat tiled areas X

Pest Control

Pest control services are included in the Maintenance, Cleaning, and Distribution (MCD) fee that is
included in your MAC concessions agreement. Questions about pest control can be directed to the MAC
FacilitiesDepartment as outlined below, or to the concessions manager responsible for your agreement.
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The MAC is dedicated to working with each individual tenant to ensure that our facilities are clean, well
maintained, and pest free. The Minnesota Health Code Web address noted below outlines best practices
for effective pest abatement in restaurant anda# establishments. Please refer to the following

guidelines, should you need assistance from MAC Faciltigsding pest control issues in your units.

NO outside PCO will be allowedgerform pest control servicas the terminals at MSP.

1. Requests for pest control must be called into the MAC Facitiffee at 612726-5225 for entry
into the service log. Please be prepared to include:
a. Your name.
b. Your contact information.
c. The door number and location to be serviced.
d. A description of the issue.

2. The MAC will provide pest control services for all locations in both terminals, including storage
and office areas.

a. Outside pest control vendors are not permitted in these areas.

b. Monthly inspections will be performed at all locations and will include rodent and insect
monitoring, trapping, and additional control measures to ensure tenant compliance with
federal, state, and local health codes.

c. Sanitation and other health code related issues such as monitoring food temperatures,
proper food handling guidelines and maintenance issues within the leased premises will
be the sole responsibility of the tenant operating the concessions space.

3. Tenants of MAC shall adhere to and provide for all necessary repairs as outlined by:
a. State of MN Health Code Statutes, www.health.state.mn.us/divs/eh/food/code.
b. MAC design and construction standards, specifically section 10810.
c. Hennepin County Health Departmemtdinancesyww.hennepin.us/your
government/ordinances/ordinanc8.

Utility Service Disruption Notices

Any notices of disruption to electrical or water sengagill be provided byhe MAC concessions team.
MAC is not responsible for alamages, loss of revenue or othangibles associated with disruption in
utility senices to youmoperations.

Sustainability Goals
Tenants are expected to collaboratgth the MAC to meeboard-adopted2030 sustainability goals:

9 Emissions: Reduce MSP total emissions 80% from a 2014/2015 baseline.
1 Water: Reduce MSP water use per passenger by 15% from a 2015 baseline.
1 Waste: Reduce, reuse, recycle or compost 75% of MSP solid waste.

The MAC annually reports progress on its 2030 sustainability goals. This information is publicly available
onthea ! /| Q& ¢Pfeasa reviedthe wastemanagement guidelines in the next section of this
manualto understandhow you carhelp the MAC achieve itsaste diversion goals.

ContactUs
Megan Leclerc, Sustainability Engagement Coordinatoneatan.leclerc@mspmac.ooy 612467-0933
for sustainability ideas and questions.

Waste Management at MSP
Per lease obligation, all units must participate in and comply avithand allvaste management program
requirements to reduce waste, and to promote recycling and composting of organic materials to meet
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waste management goals established by the MR&ticipation is not optional Failure to comply shall
subject operators to liquidated damages as outlined in the lease agreement

Note: Participation applies to altenants, not just food and beveragenants.

Unit Disposal of General Iltems
1 Recyclablemust be placed in designatddue recycling bins usindearbags
1 Compostable Organianust be placed in designategieenbins usinggreencompostable bags
1 Trashmust be placed in designatdaflack, brown, or dark graybins usingdlackor graybags
1 Grease must be disposed of ilMBGapproved caddy

Cardboard Boxes, and other Large, Noaditional, or Hazardous Item Disposal

Cardboard Boxes should be flattened and set aside. Large volumes of flattened boxes may go directly in
the recycling tip carts.

Large andchon-traditional items such as pallets, cartons, barrels, broken furniture, equipment, displays,

etc. R2 y20 32 Ayd2 (GKS a!/ Qa ¢! hyliheJadtdrinEoniagtorltig R & A f f
your responsibility to coordinate the proper removal of these ite@© NOTsimply abandon items

expecting someone else will take care of their removal.

ContactUs

Lewis Segl, MAC Recycling & Solid Waste Specialist, at (612970 ®rLewis.Segl@mspmac.ofor
information on proper disposal.

Contractors

If you have contractors on site to do work for you, it is suggested you partner with them to assist with
removal of any items that do not go into the traditional waste streams.

Grease Management and Disposal
Grease is not allowed in trash, recyclingcompostable organics bins.
1 Grease must be put into a MA@pproved caddyand placed on a solid surfafte collectionNo
other containers shall be used in place of a caddy.
1 Improper disposal of grease could result in a fine of $10,000 per gallon.
1 Grease collection takes place only between the hours of 9:00 p.m. and 12:00 a.m.

hLISNI 02NRA wSalLRyaAirAoAftAldASa FT2NJI DNBFaS 5AaLkl2al f

1 Determine how many caddies will be needed for your unit. Contact MAC Facilities (612) 726
5225) to purchase a cadd¥eachcaddy will take approximately 6 weeks to manufacture.

1 Each caddy has a buiit removable screenThis screen must be in place when you dump your
pre-filtered grease into the caddy.

1 Caddies should be placed in their gtetermined pickup location by 9:00 p.m. or as close to
close of business as possiblghis timing is critical in order to prevent grease from solidifying.

! Maintenance, cleanliness, upkeep and repairs of caddies are the responsibility of the

Operator.

WI Yy A (2 NR I RespogsipilitidslfoOGreadeIDBposal:
1 Manufacture requested grease caddy once MAC Facilities forwards the regjhesianitorial
Contractorwill invoice Operator upon receipt of the caddy.
1 Deliver caddies to the Operator.
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1 Pick up caddies frompre-determined location and dispose of grease. The caddies will be
returned to the same pickup locatioRlease ensure that each caddie is marked permanently
with the unit it is associated with

MAC AND/ORanitorial ContractaILL PROVIDE CARTSGONVEYANCE OF WASTE*:

1 Trash Cart Blackor Dark Gray

1 Recycling Carf90-gallon sizey, TypicallyBlue, butmay be another color depending on
availability Has a recycling label on the top of the container.

1 Compostable Organics Cqi@perators to select 3060, or 93gallon)¢ Green

1 GreenCompostable Organics Waste Bags

1 To reorder compostable organic waste bags, contactldmitorial Contractor &12-704-2327
(available 24/7, 365 days/yeaflo avoid being without bags, contattie Janitorial Contractor
when on your last ROLL (not the last bag). Please allow up to 6 hours for bag delivery.

*Cart availability is based upon needs, use, and configuration of unit. Needs determined during initial
walk-through with MAC Concessions and MAC Facilitieslanitorial Contractor

Recommended Participation

Eliminate SingiJse Plastics Pledge

As part of our 2030 MAC Sustainability Goal, we encourage our concessiamtsto participate in a
voluntary pledge to eliminate all singlese plastic bags, plastic stravesdplastic sticks from their
operations.Thesetemsdo not hawe a recycling opportunity in our waste and recycling systehme

removal of these products will help us achieve our sustainability goal of reducing, reusing, recycling or
composting 75% of material from MSP airport. A similar voluntary pledge relating to styrofoam was
presented totenantsand resulted in voluntary elimination of this product throwgh the terminal.

To participate in this pledge, concessionaires should:

1 Eliminate the use of singleise plastic bags
o0 Go bag free
0 Replace plastic with paper or a compostable alternative
9 Eliminate plastic straws:
o Go straw free
0 Moveto UponRequest Only and provide compostable plastic or paper straws
o Offer compostable plastic or paper straws
9 Eliminate plastic stir and splash sticks:
0 Replace with compostable wooden or bamboo alternatives
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Voluntary Single-Use Plastic
Reduction Pledge

In early 2020 the MAC adopted 2030 sustainability goals and pledged to reduce its emissions
and water use, divert more of its waste stream by either consuming less or reusing, recycling or
composting what is used, and increase employee engagement and understanding of sustainability.

As part of these efforts, the MAC is looking to our concessionaire partners to participate in a voluntary
pledge to eliminate all single use plastic bags, plastic straws and plastic stir sticks by America
Recycles Day, November 15, 2024.

The focus on single use plastic bags, straws and stir sticks is due to these items not having a
recycling opportunity in our waste and recycling system. The removal of these products will help us
achieve our goal of reducing, reusing, recycling or composting 75% of material from MSP airport.

To participate in the Voluntary Single-Use Plastic Reduction Pledge,

concessionaires should:

[
\ S\
\»_.—2\;,\,_

Eliminate the use of Eliminate plastic straws Eliminate plastic stir
single-use plastic bags sticks and splash sticks

- Go straw free

- Go bag free - Move to compostable - Replace with

- Replace plastic plastic or paper straws — gom;t))ostatI)le wooden or
bags with paper upon request only amboo alternatives
or compostable - Offer compostable
alternatives plastic or paper straws

Concessionaires have six months’ notice to voluntarily transition these products.
When complete, please send an email to MAC-RBDLeases @mspmac.org.

Thank you for your contributions advancing our waste reduction and diversion efforts!
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Unit Transitions, Upgrades, and Refurbishments
Better Futures MN

FUTURES:

-
n -
MINNESOTA | ¢
SUCCESS WORKS HERE.
L Y REES

Please consider
deconstruction over demolition.

Better Futures works with contractors and architects to provide deconstruction services to recover
usable building materials, tools and home improvement items in clean and working conditions.

Better Futures is a social enterprise that provideglosjob training in deconstruction, warehouse
safety, appliance recycling, janitorial services, and snow and lawn. Their appliance recycling,
deconstruction services and ReUse Warehouse divert appat&liynl,500 tons of construction and
demolition waste and 1,000 tons of metal from landfills annually.

Refer totheir website for more information and acceptable materials
https://betterfuturesminnesota.com/

Bridging

serving Twin Cities metro, empowers people to thriv

in their homes by providing quallty furnlture and HELP US

FURNISH HOMES WITH HOPE.

DONATE YOUR STUFF, TIME, & DOLLARS.

households and reduces landfill space by 14 million X
pounds each year(www.bridging.org/aboutus)

g V’

BRIDGING.ORG 95_1 gNG

With locations in Roseville and Bloomington, Bridging
is driven by volunteers and donations of basic home essential items from the community. Help Bridging
provide the basic home essentials to more than 15,000 people this year. Bridging needs at least 15 semi
loads of donated itemsoming ineach week. View the complete list and our quality standard online:
bridging.org/givestuff. Drop off items for free, no appointment necessary. Plus, check outthbased

pick-up program

Unsold FooflFood Donation

Loaves & FisheFood Rescue Donation Program

Loaves and Fishes, a Minneapblased nonprofit that serves free

I 101\!} CT meals across 12 Minnesota counties, has partnered with MSP
& Iishe

9_-5 Airport to pick up surplus ready-eat foods from participating
Concessionaires and redistribute the food to those in need. To

participate in the program, please contract Bradfordap-713-7457to schedule

donation pickup at your unit Mondalyriday. Donations will be picked up the same day.
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New Food Establishment$etting Started
Waste Program Overview and Reference GuatheailLewis.Segl@mspmac.day a PDF version

METROPOLITAN AIRPORTS COMMISSION
WASTE MANAGEMENT PROGRAM

oL!IS 8,4
»’ ‘ny

Py

BACKGROUND

The Metropolitan Airports Commission (MAC) has an . y -
enterprise-wide goal to reach 75% waste diversion by Minnesota’s waste h |eraChv
2030. Diversion is accomplished through waste reduction, Fig. 1

food rescue, recycling and composting. The goal was
developed by MAC staff and approved by the MAC Board of

Commissioners in 2020. To achieve its waste diversion goal, Most preferred .

the MAC needs the partnership of all MAG/MSP vendors, environmental | A AT
tenants, airlines and travelers. options

The MAC Waste Management Program (WMP) includes A

identifying waste streams by type and volume, working with
all stakeholders to find solutions for volume reduction or
diversion and identifying opportunities to support the MAC’s
waste diversion goal. The WMP focuses on the hierarchy of
waste management (See Figure 1)

Recycling

All MSP waste, not diverted to recycling or composting,
is sent to a waste to energy facility. No material is sent to
the landfill. .
Composting
The WMP is expected to grow and change as new areas of
opportunity and technologies arise. This could include, but is
not limited to:

* Expanding collection of compostable material to all MSP Waste to energy

food courts and airline lounges

* Expanding collection of compostable materials to
anywhere with food service

Least preferred QPPN

* Developing policies to require all items from food and environmental
beverage concessionaires be 100% certified compostable options
or recyclable

* Collecting restroom paper towels as compostable items

With the help of vendors and staff, MSP/MAC has diverted, on average,
more than 200 tons of organic waste from the landfill each year!

Find current waste diversion metrics on the
MAC’s Sustainahility Dashboard - Waste

WE NEED YOUR HELP TO ACHIEVE THESE GOALS! Per lease obligation, all MSP/MAC tenants are required to adhere to
the requirements of this Waste Management Program. Participation is not optional. Failure to comply shall subject operators to

liquidated damages as outlined in the lease agreement. 1
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REQUIRED WASTE DIVERSION PARTICIPATION:
Every operator is required to train all employees on the
proper waste management protocols to avoid cross-
contamination of waste streams. Tenants should conduct an
assessment of all products and materials that will enter their
waste streams to determine what is trash, what is recyclable
and what is compostable. Repeatedly contaminating

the waste streams is a violation of waste management
requirements and shall result in liquidated damages. For
waste diversion staff training or other assistance, please
contact Lewis Segl, MAC Recycling & Solid Waste Specialist,
at 612.713.8970, Lewis.Segl@mspmac.org

* Recycling: must be placed in designated blue recycling bins
using clear bags

» Compostables: must be placed in designated green bins
using green, compostable bags

» Trash: must be placed in designated black, brown, or dark
gray bins using black or gray bags

Please reference the MAC’s tenant training video on YouTube.
Learn what's expected of you and your staff, how we can
accomplish our goals and see a step-by-step guide on waste
sorting. Multi-Language Waste Management Instructional
Posters and Bin Labels are available to help all employees
properly manage waste. Contact Lewis Seal, MAC Recycling
& Solid Waste Specialist, to request these items.

Reciclaje Organico
Dib-U Warshadaynta Qashinka Dabiicigaa
e $aa

ORGANICS | RECYCLING

Reciclaje
Waxyaabaha Dib Loo Isticmaalo
L£oo (L5

Oversight:

Since 2019, food and beverage vendors have been part

of the Waste Audit Program, in which MAC staff oversee
periodic site visits to evaluate Waste Management Program
compliance and performance. This audit program will
continue until further noted, and may include other vendors
and tenants, including airline lounges, as the MAC sees fit.

In order to track the successful performance of the WMP, and
track progress on its 2030 waste diversion goal, the MAC will
continue to evaluate the waste stream and the opportunities
for further reductions. The MAC will continue to evaluate the
waste generated and diverted throughout MSP, including
vendor waste streams. The WMP metrics will include:

« volume and weight of diverted material

* amount and type of contamination

* number and nature of complaints/concerns from vendors
 and tenants costs and savings impacts

TRASH

Basura Qashin

¢aq
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OTHER REQUIRED MANAGEMENT ITEMS:
* Grease: must be disposed of in a MAC-approved caddy
(see page 5 for more details on grease management)

» Cardboard: boxes should be flattened and set aside.
Large volumes of flattened boxes may go directly in the
recycling tip carts.

* Non-Traditional or Hazardous ltems: In the course of
daily activities at an airport it's not uncommon to come
across materials that aren’t accepted by traditional
recycling programs. The MAC actively seeks out reuse
opportunities for such materials. Iltems such as pallets,
cartons, barrels, broken furniture, equipment, displays,
etc. cannot go into the MAC’s waste streams and will
not be handled by the Janitorial Contractor. |t is your
responsibility to coordinate the proper removal of
these items.

RECOMMENDED
LO? Shs g PARTICIPATION:
e._._c Loaves & Fishes Food Rescue
Donation Program:
Loaves and Fishes, a Minneapolis-based nonprofit that serves
free meals across 12 Minnesota counties, has partnered
with MSP Airport to pick up surplus ready-to-eat foods from
participating Concessionaires and redistribute the food to those
in need.
To participate in the program, please contract Bradford at

612-713-7457 to schedule donation pickup at your unit
Monday-Friday. Donations will be picked up the same day.

Since inception,
MSP airport
vendors have
donated, on
average, 20 tons

of food through
Loaves & Fishes,
to help support
Minnesotans

in need.

See attached for the Waste Management Reference guide on
how to properly sort your materials.
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Non Traditional
Reuse Highlight:

MSP Tram Cables now Move
River Barges

Nearly five miles of discarded inch-thick cable that was
used in the Concourse C tram found a new life as 30-foot
barge harnesses -- used to lash barges together as they
ply the U.S. river transportation system.

The MAC worked with Repurposed Materials, which finds
new uses for discarded industrial items. This effort saved
more than 17 tons of material from the landfill, at no cost
to the MAC.

Do you have an idea for a product to
be repurposed? Please contact
Lewis.Segl@mspmac.org




Waste Management Reference Guide

Note: Carts pictured below are only examples. Style and color may vary.

RECYCLABLES COMPOSTABLE ORGANICS TRASH
Blue Carts Clear Bags Green Carts Green Black or Gray Tip Black or Gray
e Compostable Carts Bags
Bags

Blue Bins

(Bags not provided
by MAC)

Green Bins

{Compost Bags
provided by MAC)

Black or Gray Bins

J (Bags not
provided by MAC)

Recycling must be empty of food
and liquid

® Paper P
I A

e Cans (soda,

food cans *
rinsed
clean)

S
-
g
£
3

e Clean
Plastics #1,2,4,5,7 labels. Yogurt,
margarine
tubs, milk
cartons

e Glass
bottles N 7
and jars :
(rinse
clean) €4

TSR
W

Cardboard o
(flattened
and set
aside; do not

put in bins; large volumes go directly

into tip cart)

e All food scraps
e \egetables
e Fruits

o Meat, fish, and
bones

e Grains (rice,
pasta, breads)

e Dairy
products (cheese, butter)

T

o Coffee filters
and grounds

e Teabags
e Eggshells

Non-recyclable paper including paper
towels and napkins

<

Anything else that cannot be
recycled or composted

NOT RECYCLABLE — Must go in trash:

Face Masks
Latex, Nitrile
Gloves
Plastic Film Wrap
Plastic Bags

Coffee Cups

Wax Paper

Plastic Bags
Food-Soiled Cardboard
Waxy Cardboard (e.g., Produce
Boxes)

=
N =

Ji,
w

Did you know it costs the MAC...?

* $77/ton to dispose of solid waste?

* $33/ton to dispose of organic
waste?

* $0/ton to dispose of recyclables

Doing your part to make MSP a
green airport ensures that your
Maintenance, Cleaning, and
Distribution (MCD) fees

remain low!
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HENNEPIN COUNTY PUBLIC
HEALTH DEPARTMENT STANDARDS
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HENNEPIN COUNTY PUBLIC HEALTH DEPARTMENT STANDARDS

All MSP Airport tenants must adhere to polices atahdards set by the Hennepin County Public Health
Department The department conducts annual inspections of all food and beverage operatiwhs
subjects must obtain a score of 70 percent or higher. Establishments ntidalcor nrultiple violations

may requireafollow-up inspectionPoolly performing facilities may receive multiplellow-up

inspections.

A food safety and security selfidit checklistan be used to help ensure your dslishments stay in
compliance wittHennepin County Public Health Department standards. This checklist can be found at
https://www.health.state.mn.us/communities/environment/food/index.htrhttp://www.health.state.
mn.us/divs/eh/apc/managers/ssselfaudit/ssseng.pdf

+AaAl GKS RSLINIYSYyidQa ¢ S0 aAa-pesnits/fododteveragiddgitliok y ® dza k 6
more information.

Important health department information:

9 Based on the Minnesota Rule 4626
(https://www.health.state.mn.us/communities/environment/food/rules/foodcode/index. htinl
as adopted by the Hennepin County Ordinance N@w8w.hennepin.us/your
government/ordinances/ordinanc8), aHazard Analysis and Critical Control Point (HACCP)
plaapplicationis required if the following operations are performed:

A When a variance has been issued to the required cookingperatures of raw
animal foods

Curing or ging additives to preserve food

Operating molluscan shellfish tanks

Removing the tags from shell stoc

Using reduced oxygen packaging

1 Apublic health control application and approval is required if time is being used as a control
instead of mechanical refrigeration and mechanical heat.

1 A sort-term food event license is required for any food served outside of the licensed
establishment anywhere on airport property.

1 Retail and convenience/news locations must be licensed if they sell food products.

1 Aending machine license is required for all vending machines, except pop and water only
machines.

1 A dange of ownership application is required when ownership of thebdistament is
transferred. Bod licenss arenot transferrable from one owner to another. New owners are
required to apply for aew license

1 A dan review application and $100 depoaierequired for new or remodeled facilities.
Construction cannot stauntil the plan is approved. Adh Review Guide Bodkavailable upon
request.

1 Each tenant will be given an Emergency Readiness Handbook that needs to be available to the
management team at all times.

> > > D>
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FoodWorkerllinessProcedures

Becausell food workers present a severe food safety risk, the Minnesota Food Code (4626.0040)
requires foodworkers to report information about their health as it relates to illnesses that can be
passed through food.

The person itharge (manager, shift supervisor, etc.) is required to notify the Hennepin County Health
Departmentor the Minnesota Department of Health (MDH), if any food employees are known to be
infected with Salmonella, Shigella, E. coli, the hepatitis A virus, or other pathogen that can be
transmitted through food.

Food workers must never work if they are experiencing vomiting or diaydrehcannot return to work
for at least 24 hours after their symptoms are gone. Call the Minnesota Foodhless tdtline at 1-
877-FOODBILL (3877-366-3455) for more information.

There is a laminated copy ofiamployee illness Hennepin County Health Departnprgter included
in this orientation packet that should be hung in your kitchen or batkouse areas. Contact your
concessions manager or tiennepin County Health Departméiatr additional copies.

tfSraS NBFSNI G2 GKS awSLERNIAy3 LfftySaa Ay C22R 22
County Health Departmenfor guidance on how to address illness in the workplace and for clarification
on when it is necessary to report them to the health department.

Service Animalsnd NonService Animaia Food Establishments

Service animalare allowed in dining rooms and areas where there is no potential to contaminate food,
utensils, or stored equipment. Neservice animals and pets anet permitted in dining roomsFor

more information, please see the pages that follow this section.
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U.S. Department of Justice
Civil Rights Division
Disability Rights Section

ADA

Requirements

Service Animals

The Department of Justice published revised final regulations implementing the Americans with Disabilities Act (ADA) for title |
{State and local government services) and title Il {public accommodations and commercial facilities) on September 15, 2010,
in the Federal Register. These requirements, or rules, clarify and refine issues that have arisen over the past 20 years and
contain new, and updated, requirements, including the 2010 Standards for Accessible Design (2010 Standards).

This publication provides guidance on the term "service animal” and the service animal provisions in the Department's new
regulations.

W Beginning on March 15, 2011, only dogs are recognized as service animals under titles |1 and |1l of the ADA.
m A service animal is a dog that is individually trained to do work or perform tasks for a person with a disability.

| Generally, title |1 and title |II entities must permit service animals to accompany people with disabilities in all areas where
members of the public are allowed to go.

Service animals are defined as dogs that are individually trained to do work or perform tasks for people with
disabilities. Examples of such work or tasks include guiding people who are blind, alerting people who are deaf, pulling a
wheelchair, alerting and protecting a person who is having a seizure, reminding a person with mental illness to take prescribed
medications, calming a person with Post Traumatic Stress Disorder (PTSD) during an anxiety attack, or performing other
duties. Service animals are working animals, not pets. The work or task a dog has been trained to provide must be directly
related to the person’s disability. Dogs whose sole function is to provide comfort or emotional support do not qualify as service
animals under the ADA.

This definition does not affect or limit the broader definition of "assistance animal” under the Fair Housing Act or the broader
definition of "service animal” under the Air Carrier Access Act.

Some State and local laws also define service animal more broadly than the ADA does. Information about such laws can be
obtained from the State attorney general's office.

Under the ADA, State and local governments, businesses, and nonprofit organizations that serve the public generally
must allow service animals to accompany people with disabilities in all areas of the facility where the public is
normally allowed to go. For example, in a hospital it would be inappropriate to exclude a service animal from areas such as
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