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Introduction

Thanks for being a part of the Cowork Tahoe, and by extension, the Untethered community of
coworking spaces!

These instructions are our attempt to explain in long form how the space and its community best
function. In this document, ‘management’ refers to the owners of Cowork Tahoe : David Orr & Jamie
Orr, as well as Trevor & Chet Pipkin. Thanks to all of you who already do so many of these things to
make this a smoothly-functioning community.

In the ‘Community Norms’ document that’s a companion to this users’ manual, we outline the
underlying values we hope will unite the Cowork Tahoe community: respect, professionalism,
responsibility for one’s actions. We intend that this straightforward and practical guide will answer
questions with regard to how, when, when not to, and what if in and around “the Lab”, because we
realize that those qualities are subjective and at times need to be more specifically quantified.
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General

Cowork Tahoe is a friendly & professional workplace. A cool-looking, well-designed, award-winning
space, but one intended as a place for working. Not for sleeping, having your friends for a party, or
living in. If you have any question whether your behavior or activities are appropriate under these
guidelines, it’s probably not. Just kidding. Let us know if you have questions. Happy coworking!

By phone: (530) 600-3447

By email:
David david@coworktahoe.com
Jamie jamie@coworktahoe.com
Team team@coworktahoe.com

Building Access

Not your guest, not your responsibility. Your guest, most definitely your responsibility.

Our building is unique in South Lake Tahoe in that it’s a locked building. This challenges the public’s
perception in two ways: first, because it was formerly the office of the Tahoe Daily Tribune & was
more accessible to the public, and second, because many people don’t know what Cowork Tahoe is,
they assume incorrectly that it may be a public space. These understandable yet inaccurately-held
ideas about access result in one of the most confusing situations faced by members: to open the
door or not to open the door when someone is banging on it/peering through it from the outside.

It’s counterintuitive to ignore people when they are doing these things, but that is exactly what we
recommend that you do. The signage on the lobby door reads ‘Your phone is the doorbell. Please
contact your party.’ The signage on the doors that face Harrison Avenue reads ‘Not an entrance’, as
does the wording on the north door. Despite this clear, eye-level information, people grab and shake
the door handles, cup their hands to peer inside, or stand outside and shout ‘Let me in!’ It’s awesome.

You are under no obligation to let anyone in, no matter how awkward the moment is. We also ask that
members try not to allow “tailgaters” follow them into the building. If no Cowork Tahoe management
is on-site and this situation occurs, members should do one or both of the following:

1.) Notify us using the “Need help?” feature on the Cowork Tahoe app home screen.
Management will receive a push notification of your note and will respond quickly.

2.) Walk out of the room because it’s not your responsibility to provide access and it’s
uncomfortable to remain sitting there.

Many kind-hearted Cowork Tahoe members do open the door to help people looking for a blood lab at
which to drop their tests, the door to the Tribune, a black-mold testing facility, or ‘Pete.’ And this is our
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policy on that: you may choose to open the door for someone, but once you do, you are in charge of
that person. You need to answer their question, get them to the right person with whom they are
meeting, or shoo them away. You may not ever open the door for someone and let them wander
around. As one member pointed out, members are not trained receptionists and often don’t know
everyone who works in the building. More importantly, it’s simply not part of why members are here.

Access control is an important part of the security of the building. Management can monitor who is in
the building by reviewing the access control system records in conjunction with the security cameras.

People who are supposed to have access to the building, do. If you are expecting someone, please
either meet them in the lobby or ask them to call you when they arrive. Please don’t share your key
pad code or account login with anyone.

Kitchen, Food and Common Areas

Please clean up after yourself and don’t eat other people’s food.

The whole building is cleaned twice a week, almost always Tuesday and Friday evenings; this cleaning
includes common areas and the open desk area but not the private offices. Management cleans up
daily, removing trash, doing dishes, and keeping yummy snacks stocked.

Having said that, it is our expectation that members will clean up after themselves in both their
private area and their use of common areas.

● Dishwasher: The dishwasher is available when the sign above it says ‘Dirty’ and the little red
light from it is not pointing at the ground below; that means it is actively running. It can be
difficult to tell otherwise because it’s a very quiet machine.

● Vacuum: A vacuum cleaner is kept in the closet in the large bathroom. Thanks to everyone who
already participates in using this space and keeping it tidy.

● Cleaning Supplies: Multi-purpose cleaner, paper towels, carpet cleaner, a dust pan, and extra
trash bags are typically kept underneath the sink in the kitchen. Please help yourself if these
are needed to clean up the occasional spill, pet accident, broken glass, etc. If more is needed,
just let us know.

Please don’t cook or heat up odorous food in the microwave. It can infuse the lobby with its smell for
hours. This includes but is not necessarily limited to fish, popcorn, durian (look it up), or curries.

We have two refrigerators available for members’ use: the white one in the lobby kitchen and a
stainless one in the printer/copier area. While there have been few instances of people eating food
that is clearly the property of another member, labeling your own things is a safe way to attempt to
prevent that occurrence, particularly drinks, which are less obviously owned than, say, a homemade
tuna sandwich.



Cowork Tahoe provides milk and cream for coffee, usually in the white refrigerator, and snacks in the
white glossy cabinet above the sink. If we purchase beer or fizzy water or other drinks, it’s in the
stainless refrigerator in the drawer with the Cowork Tahoe logo, and in that case have at it. We also
generally have lots of different teas, spices, condiments, etc. If you have suggestions for additional
shared items to include, please let us know. Sort of off-topic, there is a first-aid kit in the large
bathroom with Ibuprofen and bandages.

We try to clean out both refrigerators bi-weekly on Friday afternoons. Please plan to take home or
forfeit food storage containers, which are not guaranteed to be returned if they are left behind as
science fair projects.

Meeting Room Usage

Please don’t monopolize the shared meeting rooms.

The building has several rooms designated as conference or break-out rooms: the Fishbowl, the
Publisher’s Office, the Phone Booth, the Small Meeting Room, and the Camera Obscura. Additionally,
we have our new ROOM phone booths in the main desk area. All rooms must be reserved in advance
through the Cowork Tahoe mobile app. We ask that members not monopolize the rooms for more
than two hours at a time. When a room is unoccupied, after checking the schedule on the app, anyone
may pop in to take a call. Please be sure to check, however, to avoid the awkward situation of taking
someone’s reserved spot. When leaving the space, please turn the lights off, leave the door open and
the room clean.

The Publisher’s Office is available for longer reservations & full day meetings, and is frequently used
by non-profit groups that are affiliated with Cowork Tahoe for that purpose. If you are reading this and
thinking, I didn’t know that, please let us know if you’d like more information. As with the smaller
break-out rooms, if this conference room is unoccupied, it’s a great place to take a phone call or
set-up for a short period.

Meetings and Events

Events are great for the community.

We strive to create opportunities for members to connect with one another, and with the broader
Tahoe community. Events are a great way to support these connections, and Cowork Tahoe is a great
venue for many things including member lunches, evening networking, game nights, fundraisers, and
art shows.



Members may host meetings and events at Cowork Tahoe. However, these must always be with
express and advance permission of management. We reserve the right to say no for any reason,
though we do try to be reasonable and supportive of cool things happening in the community..

If a member plans an event that will be attended by people from outside the building, it’s the
member’s responsibility to handle all the details with regard to the event, including access to the
building, set up and clean-up following the event of both the space and any dishes, trash, etc. Access
to the building may not be accomplished by propping the door open unless management specifically
allows it; it’s just not safe. Means of allowing access that have been successfully used by members,
especially if the meeting is not in the lobby, are:

● Asking someone from your group to remain in the lobby to open the door for people;
● Putting a sign on the lobby door with your cell phone number for people to call or text when

they arrive so you can let them in;
● Talk with management about helping with letting people in if we are in the lobby or providing

access via the Cowork Tahoe app.

Once again, it’s not appropriate to prop the doors open if you or a member of your group is not in the
lobby, nor is it appropriate to do nothing and expect the people in the offices off the lobby to open the
doors for your attendees. Any violation of this provision is considered a serious breach under the
Cowork Tahoe Member Agreement in that it potentially endangers the safety of everyone in the
building, and membership may be canceled as a result.

Members may also use the lobby for meetings and events. This use is exclusively after business
hours. As with holding meetings in the Publisher’s Office, members are responsible for all the details
with regard to the event, including access to the building, set up of the room, and clean-up following
the event of both the conference room and any dishes, trash, etc.

Management is happy to assist with promoting events by posting it to the Events calendar in the
Cowork Tahoe app, sharing through our monthly newsletter, and resharing social media posts through
our pages.

Phone Calls, Conversations, & Noise

BE RESPECTFUL OF OTHERS IN THE SPACE.

The above merits being written in capital letters because so many members bring it up as an issue.
The open desk area is a “Focus Zone” and is to remain as distraction-free as possible for the
productivity of everyone working there. In short and in particular, please

● Don't use a phone on speaker mode;
● Don't be on conference calls on speaker mode (laptop or phone);



● Don't have your laptop on speaker mode to listen to the news, or any other type of streaming;
● Refrain from speaking on the phone for extended periods (e.g. longer than a minute or two);
● Try not to hold extended face-to-face conversations, and keep chit chat at a reasonable

volume;
● Try not to use equipment which makes a noise (e.g. desktops with loud cooling fans).

Phone calls and meetings that are long, loud, confidential, face-to-face ormulti-party should always
be taken in a break-out room or outside. Contentious conversations should always be outside (or
elsewhere). Additionally, if you pace while on the phone, outside is a good choice; up and down the
hallways near offices is not. Every person in the building is working and deserves the opportunity to
work without distraction.

Those members with private offices also need to be respectful of the noise they generate and project
outside of their offices, easily managed by closing the office door. If someone in an office is speaking
loudly and distractingly, please feel free to close their doors for them, gently, or reach out to us via the
mobile app and we’ll give them a polite reminder.

Temperature and Fans

They are all automated.

The building has several heating/air units on the roof, with units that run with 95% efficiency.
Reflective of this set up, there are four different zones in the building: the lobby/offices around it, the
middle, the Harrison Avenue-facing front third of the building, and the West Wing. Each zone is
controlled by a Nest thermostat that is programmed by management to ensure appropriate
temperatures while maintaining energy efficiency. We always try to respond to temperature issues
when they’re raised with this caveat: there are as many as 100 people in the building at times and
accommodating each individual temperature needs is simply not possible. The fans throughout the
building are smart fans that are controlled by sensors attuned to the room’s temperature. We
appreciate your understanding and your fashionable sweaters.

Printing and Office Supplies

You can print for free, but think of the trees. Also, printers are a pain.

Cowork Tahoe aims to have two functioning printers available to everyone. These are accessible on
the “Mountain Lab” network for the printing of a reasonable number of pages: fewer than 25. We
often joke that humans can land a spacecraft on a comet, but can’t develop a reliable printer. A huge
number of help requests are due to printing issues - the printer jumped off the wifi, the printer ink is
out, computers can’t find the printer, etc. We do our best, but know that printers are pretty lame in
general.



Paper, pens, tape, staples, etc. are in the cabinets above and beneath the printers for members’ use. If
you are ever in need of something and are not sure if it's available or where it is, please let us know.
We are happy to stock additional supplies that are useful.

Seating in the Open Desk areas

Sit anywhere that’s not obviously someone else’s desk.

Full time members have the opportunity to claim a specific desk in the open desk & decorate them
with office-type things. We do ask that they remain neat, free of trash & dishes, and that belongings
do not spill over beyond the desk space provided. Flex members may utilize any other open desk or
seating.

It can sometimes be difficult to distinguish if a desk is permanently occupied, as certain members are
minimalist in their design, so please ask management if there are questions. Available desks should
have a little “I’m available!” sign on them, but if there are questions, let us know.

Lighting in the Focus Zone is on motion sensors and may be turned on and off manually as well, so
please adjust them for your preference. There is task lighting in addition to the ceiling lights. Switches
can be found along the South Wall where offices 8 - 10 & the Publisher’s Office are.

Parking

There’s plenty of parking in the three differently-owned lots around the building.

The big parking lot to the south of the building (between the building and Modesto Avenue) is owned
by the City of South Lake Tahoe. As such, the city is responsible for its maintenance and snow
removal, and anyone may park in it.

The parking lots connected with our building that are owned and maintained by Cowork Tahoe are the
west lot at the back of the building and the north lot, facing San Francisco Avenue. These can be
directly accessed via the West Wing & North Doors, respectively.

Trash

Please take it out. Don’t leave messes NEAR the trash bin and think that’s good
enough.



The dumpster on the north side of the building is available for your office trash and cardboard. Please
break down boxes by breaking the seams so the box shape is lost and it’s basically flat and doesn’t
take up all the room in the dumpster. Items that are put next to the dumpster don’t get picked up, so
they just remain there making the building look junky.

Please don’t use the main trash cans in the kitchen and print area to dump your office trash, as they
then fill up too fast. We appreciate it if you take it directly to the dumpster. The code on the
combination lock is 3079, the same as the building address. Please always replace the lock and, as a
bonus, please replace it facing the right way, NOT upside-down.

Mail and Deliveries

Both are available, but with a few caveats.

Office members may have a mailbox as a part of their membership. However, these numbers do not
always correspond to your private office number, so please speak with management about getting
one setup. Physical USPS Mailboxes are located on the exterior of the north side of the building,
including an outgoing mail slot that gets checked daily.

Please do not use Mailbox #12 for any purpose other than to send mail to Management, as that is our
administrative mailbox. The address of Cowork Tahoe is 3079 Harrison Ave, not 3079 Harrison Ave
#12.

Members may add on a “Virtual Office” membership and be assigned a PMB number for use with
USPS mail. Ask us for more info on that, as it requires additional paperwork.

All members may have UPS and FedEx deliveries made to the building. Management will direct
deliveries to you when they arrive or packages will be placed on the walnut table near the printing
station.

Payment of Rent/Membership

There are multiple ways in which to pay.

Membership payments are set up on a recurring subscription basis through your account in the
Cowork Tahoe mobile app. These memberships start on the day you purchase them, and continue
until you cancel, at which point they are good through the most recent billing cycle. You may pause by
canceling at any time, and restart your membership at a later date.



Office payments are due on the first of every month, and may be paid automatically through the
mobile app or in Stripe, by check and mailed to 3079 Harrison Avenue #12, SLT, CA 96150 or by bank
ACH.

Communication & Staffing

We’re here to help, even if you don’t see us in the building!

We strive to make Cowork Tahoe as user friendly and self-service as possible to enable our member
community to get their work done efficiently and without friction. As such, we do not have full time
staff on site 40 hours a week. But, just because you don’t see management around, doesn’t mean we
aren’t available to help if the need arises.

Someone from the management team typically comes through the building a few times a day on
workdays, typically in the morning, and then late afternoon, to ensure that everything is set for the
workday - snacks are refilled, coffee is ready, dishes are done, printers have paper and ink, etc.
Weekends and holidays, including local school holidays, are usually taken completely off to allow us
to spend time with our families. However, the space is still available for 24/7 use by members.

Members may contact management through the “Need help?” feature on the app home screen as
well as via email, phone, or in person, depending on the situation or if you need to speak with us. You
can also submit feedback anonymously in the app if you prefer not to be identified.

Management can send out announcements through the Cowork Tahoe mobile app, which will also be
sent to the email on file in your account. We will also send out monthly newsletters about upcoming
events via email.

Music

Music as a vibe.

Please feel free to recommend music for the lobby; we’re open to suggestions and like variety, so long
as it’s not explicit.

The best way to get the music you want or tune out the music you don’t is, obviously, by using
headphones.

The Focus Zone is music free, so please use your headphones if you are working from that part of the
building.



Doing Business with Other Members

Upfront professionalism is a must.

Cowork Tahoe encourages collaboration and members supporting members. If you choose to enact
contracts and create a business relationship with another member, Cowork Tahoe is not a party to
those arrangements. We do however, expect complete professionalism and have a general non
solicitation policy. We do not support people using the space purely to gain more contracts from our
members.

Dogs & Children

We are family & dog friendly - dogs & children must be as well behaved as their grown
ups.

Part of the benefit to working from a coworking space is flexibility, and with that comes an
understanding that we all have families and beloved pets that sometimes will be part of our work day.
As such, Cowork Tahoe is a pet- & child-friendly workspace.

For our furry friends, we expect owners to maintain control & supervise their dogs at all times, with
dogs on leash in the common area. Dogs must be well-behaved, dog-friendly to other dogs, and be
kept from barking as much as possible. Please also keep games of fetch & rough housing at the dog
park. Snuggles are welcome and required. Accidents do happen, but it is expected that a dog owner
will clean up any mess caused by their pet quickly and thoroughly. Dog treats and waste bags are kept
on the kitchen counter to the right of the sink. Please reward your furry friend accordingly.

For children, similar guidelines apply - children must be supervised at all times, understand that the
space is not a playground, and be rewarded for good behavior with snacks from the kitchen
accordingly. We also keep a supply of crayons & markers in the office supply cupboard for coloring
and a giant Jenga set in the conference room.

If you are in need of a private lactation space, please book the Camera Obscura in the main lobby. It is
furnished with a comfortable chair and privacy film in the window for this purpose. The bench in the
shower restroom can also double as a changing table.

Lastly: Suggestions

We love feedback and do our best to help create a productive workspace for all of our members. A
huge part of coworking is working around others, but we all have different preferences, needs, and
personalities. We think that’s a good thing.

*Management reserves the right to alter, revise, delete or otherwise amend this document without prejudice
and at any time. Nothing in this document creates any enforceable right by any party.



COMMUNITY NORMS
A Living Document

General Conduct
● We are an inclusive coworking community and respect every and all type of people regardless of gender

identity, race, ethnicity, nationality, appearance, style, or industry sector
● We treat all members in a collaborative fashion
● We respect the privacy of our members, both in their personal lives and in business matters
● We value the professional relationships within our community and with our community and strive to

keep them positive and strong
● We strive for the success of our members, both personally and professionally, by providing one another

with support, advice, or an excuse to go outside.
● We do not come into the office when ill, those are work from home days
● We enjoy our community and getting to know one another.

Use of Common Areas
● We keep our shared space clean - leave no trace applies inside and out.
● We take responsibility for our own belongings, and respect those of our coworkers.
● We respect the shared use of common spaces, and the variety of activities and meetings that go on in

them.
● We respect the productivity of our colleagues, and help to ensure a productive work environment

through professional behavior
● We value sharing our expertise and experience with our colleagues
● We are all free to use the common areas and feel comfortable in doing so, on a first-come, first-served,

but shared basis.


