
AN OMERS WORLDWIDE COMPANY 

222 Berkeley|500 Boylston Street 
Boston, MA 02116 

Tenant Guidelines for Vendor Access Requests & Deliveries 

Our guidelines related to using the loading dock/freight elevator are consistent with 
regular building policies. Please review guidelines below when scheduling any 
deliveries, vendors or contractors. 

Delivery Guidelines: 

• We require a Vendor Access Request Form and Certificate of Insurance for any 
vendors or one- off deliveries. These documents must be submitted to our 
property email: 222_500propertyinfo@oxfordproperties.com at least 72 hours in 
advance. building (moving companies, IT, etc.) When applicable, union labor must 
be used.

• All vendors that deliver to your office on a weekly basis do not require a VARF but 
are required to provide a valid COI to use our dock/freight services. As a tenant, 
you will be responsible for getting these updated and sending to our property 
email: 222_500propertyinfo@oxfordproperties.com.

• All food deliveries during regular business hours will need to go through the dock. 
After-hours deliveries should come through the main lobby and can either be 
granted access to your floor via the freight elevator or, they can come down to the 
main lobby to retrieve their delivery.

• Loading dock hours of operation are 6am-6pm M-F. Building hours of operation 
are 8am-6pm M-F.

• Loading dock restrictions for deliveries during building hours of operations are one 
trip up/down the freight and a 20-minute time limit in the loading dock. Deliveries 
that require more than one trip up/down the freight and more than 20 minutes in 
the loading dock must be scheduled after hours.

• Deliveries scheduled between 6pm-6am M-F and 24/7 on Sat/Sun are subject to a 
security detail charge of $47/hour with a 4-hour minimum. Deliveries scheduled 
between 6am-8am M-F are not subject to a security detail charge but the delivery 
must be complete by 8am.

• All deliveries on a pallet must be met in the dock by a representative of your 
company.

• Deliveries on pallets are not allowed to be left in the dock and are at the 
responsibility of the tenant / vendor to remove from the dock.

• We cannot sign for or accept packages/deliveries on behalf of the tenant.
Tenant Space & Construction Access: 

• If you require a contractor to work within your space, they will need to have all
personnel check in at the loading dock to verify they are on the schedule, have a
valid COI on file.

• Any investigative work or actual work that requires access to another tenant’s space
must be performed after hours, subject to a security detail charge of ($47/hour with a
4-hour minimum). Access forms for these types of requests must be submitted at
least 72 hours in advance. These types of access requests will be required to clean
and disinfect all affected areas upon completion of work, no later than 8 am.
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Visitor Guidelines  

• All building visitors must be entered into the Visitor Management portal in Building Engines in advance. 
o Please note that for vendors, which includes people performing work in your space or making a 

delivery, a Vendor Access Form must be submitted and should not be entered as a visitor. Refer to 
Vendor Access/Delivery Guidelines for further details. 

• Upon arrival, visitors must check in at the security desk and present a valid Government Issued ID. 
Once verified against Security’s expected visitors list, visitors will be given a visitor badge that grants them 
access to the elevator lobby turnstiles where they can proceed to their destination. 

o Please note: if you are a full floor tenant and your elevator floor is secured during regular business 
hours, a representative from your firm must come down to the lobby to retrieve your visitor(s). 

• Visitor badges expire at the end of the day. Multi-day visitors must be entered each day they are expected. 
 

Vendor Access Guidelines  
 
Our process for Vendor Access to the building is different than regular visitors; we will need you to fill out the Vendor 
Access Form below and return it to the Property email (222_500propertyinfo@oxfordproperties.com). Along with a valid 
Certificate of Insurance that must be a union company.  
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SE-1 
H:120” 
W: 74” 
D: 75” 

Door clearance: 46” 
Floor Served: P2-25 

SE-2 
H:120” 
W: 92” 
D: 64 

Door Clearance: 48” 
Floors Served: Loading dock, P2 2nd floor 

SE-3 
H: 114” 
W: 76” 
D: 76” 

Door Clearance: 58.5” 
Floor served: Loading dock - 7 

SE-4: 
H: 96” 
W: 93” 
D: 54” 

Door Clearance: 48” 
Floor served: 1, Loading Dock, 2 

Passenger Elevators 
H: 106" 
W: 78" 
D: 62.5" 

Door Clearance: 46" 

Floors Served: 
Low-Rise, # 1-4: 1-6 

Mid-Rise, # 5-9: 1 & 6-18 

High-Rise, #10-13: 1 & 19- 25 

 
Freight Elevator Measurements 

500 Boylston Elevators 
 

222 Berkeley Elevators 
SE-A 
H: 142” 
W: 62” 
D: 92” 
Door Clearance: 48” 
Floors Served: P2-22 

SE-B 
H: 122’” 
W: 62” 
D: 76” 

Door Clearance: 48” 
Floors Served: P2-2 

Passenger Elevators 
H: 107" 

W: 78.5" 
D: 62.5" 

Door Clearance: 42" 

Floors Served: 
Low Rise: Car A: 1-7 
Cars B & C: 1, 3-7 

 
High-Rise, Car D-H: 1,7-22 
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Loading Dock Restrictions 
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Loading Dock: 
Middle bay height 13.6” 
Side Bays height 13.2” 

Maximum truck size accommodates (in middle bay): 
53’ semi with the cab unhitched 
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