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June 30, 2018 
 
 
 
 

The Department of Aviation (DOA) is focused on delivering the best customer service to our 
tenants, business partners, passengers and guests. Our mission of ñleading the evolution 
of the airport experienceò continues and tenant satisfaction is key to us being effective.  
 
We continue to find new and innovative ways to lead the aviation industry in providing the best 
airport experience.  And, we are committed to helping our Dallas Love Field tenants be 
successful. We accomplish this by working together; maintaining our facilities with the highest 
standards; and, following the guidelines & policies in this handbook.  
 
Please contact our talented staff  should you need any assistance.  
 

 
Thank you for choosing Dallas Love Field!  

 
 

 

Director of Aviation 
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INTRODUCTION 

Welcome to Dallas Love Field Airport.  We are pleased that you have selected our airport for 
your business operations.  Our priority is to ensure that we provide the highest quality of customer 
service to you.   

 
Vision Statement: 
Leading the evolution of the Airport experience. 
 
Mission Statement: 
It is the mission of the Department of Aviation to create innovative Airport experiences 
by promoting safety and comfort, valuing our employees, developing our facilities, 
recognizing our unique role in the Dallas community and contributing a positive 
economic impact. 

 
The information presented in this handbook is designed for quick reference and will provide 
valuable resources for you. Please take time to familiarize yourself with the information provided. 
It is possible that over time some items will change. We will notify you of any changes.  We want 
your experience at Dallas Love Field Airport to be pleasant, safe and successful. If you have 
any requests or suggestions about how we can better serve you. Please let us know.      
 
The Administration office addresses are as follows: 

 
City of Dallas, Department of Aviation 

 
Mailing Address 

8008 Herb Kelleher Way, LB16 
Dallas, Texas 75235 

214-670-6073 
 

Physical Address 
7555 Lemmon Avenue  
Dallas, Texas 75209 

214-670-6073 
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ADMINISTRATION OFFICE BUSINESS HOURS 

The City of Dallas, Department of Aviation Administration Office business hours are 8:00AM to 5:00PM, 
Monday through Friday. 

 

The City of Dallas Administration offices are closed on the following holidays:  

 

¶  New Yearôs Day 

¶  Martin Luther King Day 

¶  Presidents Day 

¶  Memorial Day 

¶  Independence Day 

¶  Labor Day 

¶  Thanksgiving Day 

¶  The Day following Thanksgiving Day 

¶  Christmas Day 

 

 

Please note that these holidays are subject to change. 

You have access to the Department of Aviation personnel through the Airport Communication Center 
24 hours a day, 7 days a week by calling 214-670-LOVE (5683) or emailing 

214670LOVE@dallascityhall.com.    

 

 
 
 
 
 
 
 
 
 
 
 

mailto:214670LOVE@dallascityhall.com
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DIRECTIONS TO AIRPORT/MAP TO AIRPORT 
 
Located in the heart of Dallas, Herb Kelleher Way (formerly Cedar Springs Road) at Mockingbird Lane, 
Dallas Love Field is just 20 minutes from the City's Central Business District and seven miles from the 
Dallas Convention Center, the Dallas West End, Infomart and the Dallas Market Center. 
 

From I-35E: 

 

Take the Mockingbird Lane exit and proceed East on Mockingbird Lane. Turn left onto Herb Kelleher 
Way and proceed to the Terminal Building.  

 

Dallas Love Field Airport 
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DIRECTIONS TO AIRPORT/MAP TO AIRPORT (cont.) 

From U.S. 75 or the Dallas North Tollway: 

Take the Mockingbird Lane exit and proceed West on Mockingbird Lane. Turn right onto Herb Kelleher 
Way and proceed to the Terminal Building. 
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WELCOME TO DALLAS LOVE FIELD  
 

 
 
Dallas Love Field (ñAirportò) is a medium hub airport, owned by the City of Dallas (ñCityò) that serves the 
Dallas metropolitan region and the Dallas-Fort Worth metroplex. In calendar year 2011, approximately 4 
million passengers were enplaned at the Airport. Approximately 65% of the enplaned passengers are 
originating passengers (passengers who begin or end their trips in Dallas) and 35% are connecting or 
through passengers.  
 
Prior to the opening of Dallas-Fort Worth International Airport (ñDFWò) in 1974, the Airport was the 
principal air carrier airport serving the Dallas metropolitan region.  Southwest began service at the Airport 
in 1971 and, because it was not a party to the agreements surrounding the development of DFW, chose 
to continue operating at the Airport after DFW opened.  In 1979, federal legislation (commonly referred 
to as the ñWright Amendmentò) was passed, which placed restrictions on nonstop commercial flights to 
and from the Airport. On October 13, 2014, the Wright Amendment repeal will end and airlines flying out 
of Dallas Love Field will began providing nonstop flights to a select group of cities. 
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DALLAS LOVE FIELD MODERNIZATION PROGRAM (ñLFMPò) 

 

 

Significant changes to the nature of operations, and the volume of passenger traffic at Dallas Love Field 
happened with the repeal of the commercial passenger flight restrictions imposed by the Wright 
Amendment by the year 2014, pursuant to a negotiated agreement among the cities of Dallas and Ft. 
Worth, the DFW Airport Board and American and Southwest Airlines.  In order to effectively and efficiently 
accommodate these changes, it was necessary to develop capital improvements to the Terminal Building. 
It is anticipated that the construction activity will impose burdens upon all Airport users, including 
concessionaires, airlines, other service providers, as well as the Department of Aviation.  As with most 
terminal construction projects, these burdens will involve changing passenger traffic flow patterns, 
relocating various functions, activities and tenants, and otherwise disrupting the conditions under which 
we all operate. These capital improvements were completed in October 2014. 

 

For current updates please visit: http://www.lovefieldmodernizationprogram.com/ 

  

 

 

 

http://www.lovefieldmodernizationprogram.com/
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AIRPORT AND CITY SERVICES CONTACT LIST 

City Services: Phone Number 

   Dallas Police Department (Love Field Unit) 
 

 
214-670-6160/6162 

   Emergency (Police, Fire, Medical)  
9-1-1 

Department of Aviation: 
 

 

Accounting/Business Manager      
 

 
214-670-6140 

Airport Badging Office 
 

 
214-670-6155 

Airport Communication Center 
 

 
214-670-LOVE (5683) 

Airport Operations Manager  
 

 
214-670-6157 

Airport Security Manager 
 

 
214-670-6158 

Aviation Information Technology 
 

 
214-671-1900 

Building Services (Custodial) 
 

 
214-670-9576 

Facility Services 
 

 
214-670-6168 

Contract Compliance Manager 
 

 
214-670-6087 

Environmental Manager 
 

 
214-670-6654 

Environmental Manager 
 

 
214-670-6654 

Facility Services 
 

 
214-670-6168 

Ground Transportation Coordinator 
 

 
214-670-6147 

   Landside Operations  
214-670-9571 

Public Information Officer (PIO) 
  

 
214-670-3484 

Real Estate 
 

 
214-670-6153 

Other Contacts:  
 

Parking Company of America  
214-350-4881 
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DALLAS LOVE FIELD ADMINISTRATION ORGANIZATION CHART 
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DALLAS LOVE FIELD DIRECTORY 
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CONCESSIONSô CONTACT LIST 

Tenant Name Unit Number Phone Number 

Baskin-Robbins                     C2521               214-358-7631 

Billy Bobôs Texas                     C2151B               214-358-8519 

Brueggerôs Bagels L1045 972-629-9255 

Campisiôs Pizza C2077 214-654-0874 

Cantina Laredo C2596 214-654-0769 

Chiliôs Too C2396 214-353-2722 

Chick-Fil-A C2063 214-301-7514 

Cool River C2125 214-301-7515 

Creative KidStuff C2041A 214-353-0801 

Cru Wine Bar C2261 214-654-9949 

Desigual C2311 214-353-2638 

D Magazine News C2586 214-358-7663 

Dickeyôs Barbecue C2190 214-358-7277 

Dunkin Donuts C2174 214-358-8521 

Dunkin Donuts L2103 214-353-2720 

Fair Park Texas C2016 214-353-2996 

Fire CZ C2169 214-358-7564 

Hudson News C2101 214-366-0004 

Hudson News C2386 214-353-6936 

Hudson News C2151A 214-353-7663 
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CONCESSIONSô CONTACT LIST  

Tenant Name Unit Number Phone Number 

Jasonôs Deli C2346 214-654-0914 

La Madeleine C2546 214-301-7516 

Manchu Wok C2186 214-358-8692 

Moeôs SW Grill C2181 214-358-8635 

Paciugo Gelato C2321 214-301-7517 

Fly Bar L2001 214-351-1916 

Sky Canyon C2216 214-351-1881 

Soybu Bliss C2511 214-358-7564 

Spectacles C2001 214-353.2796 

Starbucks West C2653 214-301-7518 

Starbucks East C2452 214-301-7519 

Ink Bookstore  C2251A 214-353-2626 

Tech On The Go C2176 214-353-0008 

Texas Monthly News C1009 214-358-7680 

TexPress Gourmet C2215 214-358-7631 

The Cowboy Store ï Famous Texas Boots C2115              214-358-7281 

West End News C2206 214-353-2626 

Whataburger C2081 214-654-0914 
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ACCOUNTING/PAYMENT SERVICES 
 
Rent payments are due in accordance with the terms of your agreement with the City of Dallas and should 
be mailed to the address listed below. Please remember that late payment and payments returned for 
insufficient funds are subject to additional charges per your agreement or City Ordinance. 
 

Rental Payment Mailing Address 
City of Dallas Aviation Administration 

8008 Herb Kelleher Way, LB 16 
Dallas, TX 75235 

 
Hours of Operation 

Monday thru Friday, 8:00AM to 5:00PM 
 
The City of Dallas accepts payments by Cash, Credit Cards (American Express, Visa, Discover, and 
MasterCard), Check, Money Order, EFT/ACH, and Cashierôs Check. 
 

Online Payments are accepted at the City of Dallasô ePay site: 
https://epay.dallascityhall.com/bdisu/public/frameset_top_html.jsp 

 
Contact Information 

Accounting Section: 214-671-0487 or 214-670-6299  
Monday ï Friday, 8:00AM to 5:00PM 

 
Airport Communication Center:  214-670-LOVE (5683) 

 
 

https://epay.dallascityhall.com/bdisu/public/frameset_top_html.jsp
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TITLE VI PLAN  
 
A. Policy of Nondiscrimination. The Department of Aviation at Dallas Love Field (DAL) assures that no 
person shall on the grounds of race, color, national origin, sex, age, disability or income as provided by 
Title VI of the Civil Rights Act of 1964 and related authorities, be excluded from participation in, be denied 
the benefits of, or be otherwise subjected to discrimination under any Department of Aviation at Dallas 
Love Field (DAL) sponsored program or activity. The Department of Aviation at Dallas Love Field (DAL) 
further assures every effort will be made to ensure non-discrimination in all of its programs and activities, 
whether those programs and activities are federally funded or not.  

Title VI of the 1964 Civil Rights Act provides that no person in the United States shall on the grounds of 
race, color, national origin, or sex be excluded from participation in, be denied the benefits of, or be 
otherwise subjected to discrimination under any program or activity receiving Federal financial 
assistance. The Civil Rights Restoration Act of 1987 broadened the scope of Title VI coverage by 
expanding the definition of terms ñprograms or activitiesò to include all programs or activities of Federal 
Aid recipients, sub-recipients, and contractors, whether such programs and activities are federally 
assisted or not (Public Law 100-259 [S. 557] March 22, 1988).  

All DAL employees and tenants, including Concessionaires, Contractors, Sub-contractors, consultants, 
sub-consultants and service providers are responsible for adherence to the policy of non-discrimination 
as mandated by Title VI of the Civil Rights Act of 1964, and for communicating and demonstrating same 
to the customers and patrons served of the traveling public.  

 

B. Complaint Procedures ï Allegations of Discrimination in Federally Assisted Programs or Activities. 
Any person who believes they have been aggrieved by an unlawful discriminatory practice under Title VI 
has a right to file a formal complaint with Department of Aviation at Dallas Love Field (DAL). Any such 
complaint must be in writing and filed with the Department of Aviation at Dallas Love Field (DAL) Title VI 
Coordinator within one hundred, eighty (180) days following the date of the alleged discriminatory 
occurrence. Title VI Discrimination Complaint Forms in English and in Spanish are available via the 
airportôs webpage http://www.dallas-lovefield.com/title-vi.html or may be obtained from the Department 
of Aviation at Dallas Love Field (DAL) at no cost to the complainant by contacting the Airport 
Communications Center at 214-670-LOVE (5683).  

 

C. Providing Meaningful Access to Limited English Proficiency (LEP) Individuals ï Airport Measures. 
Executive Order 13166 ñimproving Access to Services by Persons with Limited English Proficiencyò 
requires recipients of Federal (e.g., DOT) funds to take reasonable steps to ensure meaningful access 
to federally conducted programs and activities to persons who, due to limited English proficiency, cannot 
fully and equally participate in or benefit those programs and activities.  

Individuals who do not speak English as their primary language and who have a limited ability to read, 
write, speak, or understand English can be limited English proficient or ñLEPò and therefore entitled to 
language assistance under Title VI of the Civil Rights Act of 1964 with respect to a particular type of 
service, benefit, or encounter. Examples of populations likely to include LEP persons who are served or 
encountered by DOT recipients include public transportation passengers and persons living in areas 
affected by or potentially affected by transportation projects. 
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TITLE VI PLAN  
 
Public transportation services such as those provided by an Airport facility are considered an essential 
service to modern society. In an effort to ensure that our services are accessible to LEP individuals, the 
airport incorporates several measures to assist DAL employees, tenants and service providers in 
ensuring that LEP individuals have access to the benefits of Dallas Love Field.  
 
Measures 
 
Verbal Translation Services 
Two methods for delivery of Translation Services on-site exist free of charge to airport patrons via the 
Airport Communications Center: 
 
Å Telephonic Access (30+ Languages) 

We have contracted with AT&T to provide telephonic interpretation services accessible via a 1-800 
number. Via three-way call, telephonically we are able to provide language interpreting services to both 
the in-terminal and call-in airport patron. 

 Å In-Person 
Citywide as well as those employed by the airport, we have access to a number of City employees who 
are bi-lingual. Some receive Language Skills Pay as a part of their compensation plan to provide face 
to face interpreting services in the work environment. In addition, the City contracts via master 
agreement, on-site interpreting services for City-sponsored events and public meetings. 

 
Upon encountering an LEP individual, DAL employees and tenants, including Concessionaires, 
Contractors, Sub-contractors, consultants, sub-consultants and service providers should notify the 
Airport Communication Center (ACC) at 214-670-LOVE (5683). Similarly, patrons requiring LEP 
assistance should notify an airport customer service agent at one of the customer service booths or 
contact the Airport Communication Center (ACC) at 214-670-LOVE (5683). 
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CONTRACT COMPLIANCE AND RESPONSIBILITIES 

There are four parts to the following contractual compliance information and specific responsibilities: 
Concessionaire Responsibilities, City of Dallas Responsibilities, Fee Obligations and Communication 
Methodology. 

The purpose of this information is to familiarize concessionaires with responsibilities in the new terminal 
facility and within their assigned spaces. The areas of information are Concessionaire Responsibilities, 
City of Dallas Responsibilities, Concessionaire Fee Obligations, and City/Vendor Communication 
Methods.  

I.  Concessionaire Responsibilities ï Maintenance, Utilities, etc. 

 A. Janitorial Services ï Concessionaires are responsible for janitorial maintenance of their                                          
individual facilities. Concessionaire shall, without cost to City, provide all janitorial services for the 
Assigned Premises.  Concessionaire shall ensure that the Assigned Premises are kept free from all 
rubbish, filth, and refuse. 

B.  Facility Maintenance and Repair Generally - Concessionaire shall provide at its own expense such 
maintenance, custodial, and cleaning services and supplies as may be necessary or required to 
maintain the Assigned Premises in good appearance, repair, and safe condition.  Specifically, 
Concessionaire agrees to maintain and make necessary repairs to the interior of the Assigned 
Premises, the fixtures and equipment therein and appurtenances thereto including, without 
limitation, the interior windows, doors and entrances, storefronts, utility lines and connections, 
signs, floor coverings, interior walls and ceiling, the surfaces of interior columns exclusive of 
structural deficiencies, any columns or structural improvements erected by Concessionaire, 
partitions and lighting, including replacement of electric light bulbs and tubes, electrical equipment 
and plumbing fixtures, within the Assigned Premises. All work performed by Concessionaire 
shall be subject to inspection and approval of the Director or his or her representative. 

 

1. City Sole Judge of Maintenance - City shall be the sole judge of the quality of maintenance.  
City, or its designee, may at any time, without notice, enter upon the Assigned Premises to 
determine if maintenance satisfactory to City is being performed.  Performance by 
Concessionaire of maintenance pursuant to a written maintenance plan previously approved 
by the Director shall be conclusive evidence of satisfactory maintenance, unless the Director 
determines that there is a present and substantial danger of serious injury to users of the 
Assigned Premises.  If it is determined that said maintenance is not satisfactory, the Director 
shall so notify Concessionaire in writing. 

 

2. Preventive and Routine Maintenance Programs.  Upon the execution of this Contract, 
Concessionaire shall establish a preventive and routine maintenance program, the 
provisions of which shall be subject to the initial written approval of and periodic review 
by the Director.  Concessionaire shall from time to time, upon request, provide the 
Director a written schedule of Concessionaireôs cleaning and maintenance program. 
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CONTRACT COMPLIANCE AND RESPONSIBILITIES (cont.) 

 

3.  Routine Refurbishment.  On or about the commencement of each year, the Director and 
Concessionaire shall tour the Assigned Premises and jointly agree upon what, if any, 
routine refurbishment is required to maintain the Assigned Premises in first-class 
condition, and Concessionaire shall promptly undertake such refurbishment at its sole 
cost and expense.  For purposes of this Section 9.C(4), refurbishment shall mean the 
routine repainting or redecoration of public areas within the Assigned Premises, including 
the replacement or repair of worn carpet, tile, furniture, furnishings, fixtures, or finishes.  

 
C.   Identifying, Reporting, Preventing Hazardous or Potentially Hazardous Conditions: 

Concessionaire shall promptly observe, comply with, and execute the provisions of any and all 
present and future rules, regulations, requirements, orders, and directions of the Director which 
may pertain to the operations on the Assigned Premises.  Upon discovery, Concessionaire shall 
immediately give oral notice to the City of any hazardous or potentially hazardous conditions in 
its Assigned Premises, the Terminal, or the Airport.  Any hazardous or potentially hazardous 
condition in the Assigned Premises shall be corrected immediately upon receipt of oral notice 
from the City.    

D.   Meeting Customer Service, Financial & Operating Performance Standards to include Health and 
Safety Standards, Compliance with All Applicable Federal and State Laws. 

1. Operational Standards: Concessionaire acknowledges Cityôs desire to provide the public and 
air traveler with the level and quality of service as described herein and Concessionaire 
acknowledges that a violation the requirements of this Section 9 may cause City to suffer 
substantial damages, including loss of goodwill, that might be difficult to ascertain or prove. 
Accordingly, City may, in its sole discretion, assess a fee of $100 per occurrence for a violation 
of this Contract as liquidated damages for such violation. 

2. Concessionaireôs Standards:  Concessionaire shall submit to City a copy of any of its own 
customer service, operations, etc. standards, plans, and manuals, and shall ensure 
continuous adherence to Concessionaireôs own standards in addition to Cityôs standards as 
set forth herein. 

3. Health and Safety Standards: Concessionaire shall ensure that all requirements of City, 
county, and state boards of health, and health and sanitary regulations adopted by the City, 
county, state, or any governmental legal authority, are fully complied with in all facilities.  
Concessionaire shall give access for inspection purposes to any duly authorized 
representatives of such governing bodies and to City.  Concessionaire shall provide the 
Director with copies of all inspection reports within forty-eight (48) hours of receipt. 

4. Performance Standards: Within ninety (90) days of the end of each year of the Term, the 
Director and Concessionaire shall meet to review the financial, customer service, and 
operational performance of each of the Assigned Food and Beverage Locations during the 
prior year.  During the course of said review, the Director may determine, in his or her sole 
discretion, that the performance of any of the Assigned Food and Beverage Locations is 
unsatisfactory 
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CONTRACT COMPLIANCE AND RESPONSIBILITIES (cont.) 

E.  Trash Removal & Dock Area Maintenance; Recycling Program Participation: In transporting trash 
and refuse from the Assigned Premises, Concessionaire shall use only carts, vehicles, or 
conveyances that are covered, leak proof, and equipped with wheels suitable for operating on 
carpets or tile or terrazzo flooring without damage thereto. Such disposal shall take place during 
hours as may be directed by City.  Piling of boxes, cartons, barrels, or other similar items in an 
unsightly, unsafe, or unsanitary manner on or about the Assigned Premises is forbidden.  
Concessionaire further agrees to keep the dock area and refuse removal area clean and neat 
and free from any unsightly, unsafe, or unsanitary conditions. Concessionaire shall fully 
comply with the provisions of any City recycling program in effect at the Airport, whether 
currently existing, re-designed, or newly implemented any time during the Term of this 
Contract at Concessionaireôs own cost.  If City provides suitable containers for the collection 
of recyclable materials, Concessionaire agrees to pay its share of the costs of such 
containers.     

F. Maintenance of Plumbing Facilities. The plumbing facilities, within the Assigned Premises and 
elsewhere in the Airport, shall not be used for any purpose other than that for which they are 
constructed, and no foreign substance of any kind shall be thrown therein.  If installed in 
connection with the Assigned Premises, Concessionaire shall, at its own expense, check and 
clean at least monthly all grease traps and grease receptors.  The expense of any breakage, 
stoppage, or damage resulting from a violation of this provision, wherever such occurs, shall be 
borne by Concessionaire who may, or whose employees, agents, or invitees may, have caused 
it. 

G.   Maintenance of Required Insurance for Assigned Premises; Indemnification. Concessionaire 
shall procure, pay for, and maintain from the Effective Date until expiration or termination of this 
Contract, with a company authorized to do business in the State of Texas and acceptable to City, 
the minimum insurance coverage contained in Exhibit D.  City reserves the right to review the 
insurance requirements and to adjust insurance coverage or limits when deemed necessary 
and prudent by Cityôs Office of Risk Management, based upon changes in statutory law, 
court decisions, or the claims history of the industry as well as the Concessionaire and its 
Sub-operators. 

H.  Utilities. All charges, including, but not limited to, deposits, installation costs, connection charges, 
usage, and all service charges for utility services metered directly to the Assigned Premises or 
pro-rated by usage shall be paid by Concessionaire, regardless of whether such utility services 
are furnished by City or other utility service entities. 

 

II.  City of Dallas Responsibilities 

A.  Utilities. City will provide certain utility connections for the Assigned Premises as specified in the 
ñTenant Design Criteriaò.  

B.    Janitorial Services. City shall provide janitorial services for the two (2) food court  common seating 
areas.    
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CONTRACT COMPLIANCE AND RESPONSIBILITIES (cont.) 

III. Fee Obligations 

A.   Concessionaires are responsible for payment of Concession Fees which consist of the MAG or 
Percentage fees that are assessed per the contract. Concessionaires are assessed late payment 
fees. 

B. Utilities for Assigned Premises: Concessionaire shall pay for all utilities necessary in the operation 
of its businesses.  All charges, including, but not limited to, deposits, installation costs, connection 
charges, usage, and all service charges for utility services metered directly to the Assigned 
Premises or pro-rated by usage shall be paid by Concessionaire, regardless of whether such 
utility services are furnished by City or other utility service entities. 

C. Rent for Assigned Support Space: Section III, D.2. of the specifications state that ñConcessionaire 
will be assessed a fee, not to exceed $40.00 per square foot, for any Assigned Support Space in 
the Terminal.ò  

D.   Utilities for Assigned Support Space: The use of refrigeration units or coolers within the allocated 
storage space on the first level of the new terminal building under the following conditions: 1) you 
must submit the specifications of the unit(s) you intend to utilize within the storage space for 
approval prior to installation and 2) based on the specifications, electrical usage will be estimated 
and you will be charged for electric consumption, based on that estimate.ò 

E.   Joint Marketing Fund Fees: Section III.D.4. of the Specifications state: ñConcessionaire shall pay 
a fee to City, not to exceed one-half of one percent (0.5%) of Concessionaireôs Gross Revenues, 
to fund a joint marketing account, to be controlled by Cityéò 

F.   Security Check/Badging: Concessionaire shall pay all costs associated with obtaining the required 
identification and/or security clearances for its Personnel necessary for its operations at the 
Airport, including, but not limited to the costs of training and badging.  Any fines assessed against 
City for security violations by Concessionaire shall be reimbursed to City by Concessionaire. 

 

 

  

 

 

 

 

 

 

Contact Information 

Airport Communication Center:  214-670-LOVE (670-5683) 
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AIRPORT OPERATIONS 
 

The Airport Operations Division is divided into three primary functional areas:  Airside Operations, Airport 

Badging Office, and Airport Security.  Each segment is responsible for monitoring compliance with 

Federal Aviation Administration (FAA) or Transportation Security Administration (TSA) regulations.  Each 

functional area has separate offices: Airside Operations is located at the Airfield Maintenance/Snow 

Removal Equipment facility (3387 Hawes) and the Airport Badging and Security divisions are located in 

the Dallas Airport System building at 7555 Lemmon Avenue. 

 

.  
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AIRSIDE OPERATIONS 
 

Airside Operations is a segment of the Airport Operations division at Dallas Love Field.  The Airside 
Operations division is responsible for coordinating airside events including, but not limited to: aircraft and 
airfield emergencies, vehicle and aircraft incidents and/or accidents, aircraft escorts, taxiway and runway 
closures, airfield and tenant inspections, and construction projects. 

Airside Operationôs rules and regulations are primarily governed by the Federal Aviation Administration 
(FAA) under the Federal Aviation Regulations (FARs); specifically, 14 CFR Part 139, Certification of 
Airports.  FAR Part 139 outlines the certification and operations of an airport supporting FAR Part 121 
scheduled air carriers.  

The Airfield Operations Coordination Center (AOCC) is within the Airport Field Maintenance Facility 
located at, 3387 Hawes Avenue, Dallas, TX 75235. 

Hours of Operation: 
24-hours a day/365 days a year 

 
Contact Information: 

Airport Communication Center: 214-670-LOVE (5683) 
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AIRPORT BADGING OFFICE 
 
The Badging Office is a segment of the Airport Security Office within the Airport Operations Division at 
Dallas Love Field. This office is responsible for the issuance, control, and auditing of all airport 
identification badges as well as vehicle identification media stickers. The Badging Office works closely 
with the Transportation Security Administration (TSA) and other Federal agencies to ensure compliance 
with required background checks to permit unescorted access into the Secured/SIDA, AOA, and Sterile 
areas of the airport. 
 
In order for an individual to have unescorted access to the sensitive security areas of the airport, an 
Authorized Signatory must first complete an airport application and schedule an appointment through the 
online appointment scheduler. Prior to receiving an airport badge, the individual must first clear and 
complete all required background checks and security training. The computer based training must be 
scheduled through the online scheduler, which is also located in the Badging Office.  
After Hours Emergency Badge Issues and Emergency Deactivations 
All after hours badge emergencies, including emergency badge access deactivations, should be directed 
to the Airport Communication Center (ACC) at 214-670-LOVE (5683). 
 
All other transactions, such as initial issuance or renewal of badges, or computer based training, must 
be scheduled by an Authorized Signatory. The online appointment scheduling system can be accessed 
at http://uburst.com/cgi-bin/ureserve/hosted/DLF.pl. For information regarding badging processing fees 
and forms visit our website, www.dallas-lovefield.com or visit our office at the times above. 
 

Location: 
7555 Lemmon Avenue 
Dallas, Texas, 75209 

Email: lovefieldbadging@dallascityhall.com 
 

Hours of Operation: 
Monday: 6:45AM ï 4:00PM 

Tuesday-Thursday: 6:45AM ï 5:00PM 
Friday: 6:45AM ï 3:00PM 

Saturday: 7:15AM ï 10 30AM 
Sunday: Closed 

**All services are conducted by appointment ONLY. ** 
 

Walk-in hours: 
Damaged Badges, Lost/Stolen Badges, Access Rights Changes, Badge Returns, and Vehicle Stickers. 

Mondays: 6:45AM ï 7:30AM and 12:00PM ï 1:00PM 
Tuesday-Thursday: 6:45AM ï 7:30AM, 12:00PM ï 1:00PM & 4:00PM ï 5:00PM 

Friday: 6:45AM ï 7:30AM & 12:00PM ï 1:00PM 
Saturday: 7:15AM ï 7:45AM & 10:00AM ï 10:30AM 

 

**Closed on all City of Dallas observed holidays** 

http://uburst.com/cgi-bin/ureserve/hosted/DLF.pl
http://www.dallas-lovefield.com/
mailto:lovefieldbadging@dallascityhall.com


           Terminal Tenant Handbook 

Page 29 of 137 

AVI-POL-185 Terminal Tenant Handbook, Rev. 5 (03/31/17)  

 

 

 AIRPORT SECURITY OFFICE 

The Airport Security Office is a segment of the Airport Operations Division at Dallas Love Field, which is 
responsible for the Airport Security Program (ASP) and compliance with Transportation Security 
Administration (TSA) regulations and security directives. The Airport Security Office is tasked with the 
oversight of security in compliance with 49 CFR Part 1542, security training, access control, and video 
surveillance. The office works in conjunction with local, state, and federal partners to provide for the 
safety and security of the airport customers and employees. 

All tenant employees are subject to inspection by TSA, DOA, or DOA contracted personnel, prior to entry 
into the sterile, secured area or AOA. Employees must properly control any items that are taken into the 
sterile area.  All Airport badged personnel who do not have credential access to enter the sterile area 
through a screening bypass door may use their badge credential to access the sterile area through the 
TSA screening checkpoint. There are lanes at the screening checkpoint designated for Airport badged 
employees. Please contact the Airport Security Manager for exceptions. 

 

Location: 
7555 Lemmon Avenue 

Dallas, TX 75209 

 

Hours of Operation: 

7:30AM to 4:30PM, Monday ï Friday 

 

Contact Information: 

Airport Communication Center:  214-670-LOVE (5683) 

 

After Hours: 

Airport Security Office personnel are available 24 hours a day, 7 days a week. In the event of an after-
hours security related emergency, the on-call Security Coordinator can be reached through the Airport 

Communication Center. 
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AOA VEHICLE OPERATING REQUIREMENTS 

Please refer to the Airport Rules and Regulations at, http://www.dallas-
lovefield.com/pdf/rules_regulations.pdf. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.dallas-lovefield.com/pdf/rules_regulations.pdf
http://www.dallas-lovefield.com/pdf/rules_regulations.pdf
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AIRPORT COMMUNICATION CENTER 
 

The Airport Communication Center is the Department of Aviationôs centralized call center, which offers 
quality customer service to airport tenants, travelers, the general public and our internal customers who 
transit through Dallas Love Field.  The Airport Communication Center is staffed by knowledgeable and 
highly trained personnel to assist callers 24 hours a day/7 days per week.  

The Airport Communication Center provides the following services: 

Å Single point of contact to provide answers to frequently asked questions and the main source of 
information for airport personnel and tenants; submits work orders for maintenance issues that 
need to be addressed by the Department of Aviation 

Å Monitors alarm/elevator phone and dispatches personnel 24 hours/7 days a week 

Å Generates a consolidated daily report for operations and airport activities 

Å Coordinates Custom & Borders trash pickups with Airport Operations & Environmental               

Å Performs visual terminal pages and emergency public announcements 

Å Manages monthly updates to the Department Contact List 

Å Updates radio assignment list and emergency communicator with tenants & airport personnel 

Å Sends emergency/non-emergency notifications 

Å Responsible for updates (additions/deletions) to emergency communicator with tenants and 
personnel of the airport 

Location: 

The Airport Communication Center is located in the terminal building; however, the Center is not publicly 
accessible. 

 

Hours of Operation: 
24 hours a day/365 days a year 

 

Contact Information: 
Airport Communication Center:  214-670-LOVE (5683) 
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LOST AND FOUND 
 
Dallas Love Field tenants and staff may provide patrons the following information to assist them in 
locating lost items. 
Our Central Lost & Found Office reunites passengers who lost items in the terminal area bathrooms and 
holding rooms or left at the Transportation Security Administration (TSA)ôs Security Checkpoint.  Four 
pickups at TSA are done daily for items left behind.  Our Lost and Found Office will only hold lost or left 
behind items for 30 days before donating them to the United Way, a charitable organization.   
 
If you lost your item(s) at Dallas Love Field terminal or at the TSA Security Checkpoint, please contact 
our Central Lost and Found Office at our Central Lost and Found Office at 214-670-4227.  We are here 
to serve you Monday ï Thursday, 7:30AM ï 7:00PM and Friday ï Sunday from 8:00AM ï 5:00PM.  AAfter 
hours, please email us at AVILost&Found@dallascityhall.com. 
 
Lost & Found Drop Boxes can be found at terminal Information Desks. 
For items left on an aircraft, skybridge, in an aircraft boarding area, or at a ticket counter, please contact 
the airline traveled: 
 

Alaska Airlines 469-221-4822 

Delta Airlines 214-366-3679 

Southwest Airlines 214-904-5550 

 
For items left in Parking Garage A or B, please contact the PCA Parking garage office at 214-350-4881. 
For items left in airport ground transportation areas (shuttle buses, taxicabs, car rental areas or the actual 
bus, cab, or shuttle), please contact: 
 
Parking Shuttles:  see page 41 for phone numbers 
Taxicabs: see page 46 for phone numbers 
Shared Ride Shuttles:  see page 48 for phone numbers 
Car Rental Agencies: see page 52 for phone numbers 
Love Connection: 214-366-0789 
 
If the item was lost on a hotel shuttle bus, commercial charter bus, or limousine, please have the patron 
contact the provider of that service directly.  
 

 
For any other assisted please contact 

 Airport Communication Center:  214-670-LOVE (5683) 

 

 

mailto:AVILost&Found@dallascityhall.com
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LOVE HELPERS 

The Love Helpers Program is a volunteer group at Dallas Love Field whose sole purpose is to assist all 
customers by providing information and locations to the many amenities offered at the airport and to 
make the customer experience a memorable one. Love Helpers are primarily located at the three 
Information Booths throughout the airport ï Main Lobby, Baggage Claim, and Post-Security Concessions 
Village. They also walk around the terminal seeking to help passengers find their way to where they need 
or wish to be. Anyone interested in becoming a volunteer can contact Dustin Kinsey at, 
dustin.kinsey@dallascityhall.com or 214-671-9416. Volunteer opportunities are available every day 
between 5:00 am and 12:00 am.  

 

 

 

Contact Information 

 Airport Communication Center:  214-670-LOVE (5683) 

mailto:dustin.kinsey@dallascityhall.com
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COMMUNITY OUTREACH 

The Community Outreach Program allows Department of Aviation employees to build relationships with 
the citizens of Dallas. Employees are encouraged to visit schools for Career Day and attend volunteer 
recruiting opportunities, among other community events. The Department of Aviation has created a 
unique bond with our neighboring community and annually assists surrounding schools by donating 
supplies at the beginning of the school year and adopting families during the holiday season. For 
upcoming Community Outreach opportunities, please contact Dustin Kinsey at, 
dustin.kinsey@dallascityhall.com or 214-671-9416. 

 

 

 

SOCIAL MEDIA 

Dallas Love Field uses several social media platforms to keep our followers in the know of what is going 
on in and around the airport. We share photos and information about events and activities with our 
passengers, employees and the City of Dallas. We also use our social media pages to share information 
about weather changes in our area or anything that could affect regular airport operations. Please follow 
us on Facebook, Twitter, Instagram, Snapchat, Pinterest, Yelp, YouTube and Google + for the latest on 
everything Dallas Love Field. 

 

 

 

 

 

 

 

 

 

 

mailto:dustin.kinsey@dallascityhall.com
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DELIVERY VEHICLE POLICY 
 
This policy explains parking procedures for delivery vehicle drivers operating at Dallas Love Field. The 
policy includes vehicles that are operated by the United States Postal service, FedEx, UPS and other 
mail/courier delivery companies as well as commercial operators delivering small packages to the 
Terminal. All trucks operating on airport property are subject to search. 
   
The Department of Aviation has designated parking spaces for delivery vehicles based on vehicle type. 
Please contact the ACC for the current delivery space locations. In the event that the designated parking 
spaces are full, drivers shall remain with the vehicle until a space becomes available.  Violators will be 
ticketed and towed. All delivery vehicles must have a company name and logo displayed on the vehicle. 
The designated parking spaces for delivery vehicles are for loading and unloading only within a 30-minute 
time limit. 
 
The Dallas Police Department Love Field Unit may issue parking citations for delivery vehicle drivers who 
violate the 30 minutes parking rule. Deliver vehicles left unattended may be towed and impounded at the 
owners or company expense. 
 
The designated parking spaces may be relocated based on airport security threat level. If the security 
threat level dictates relocating the parking spaces, delivery companies will be notified by the 
Transportation Coordinator of an alternate location for parking. 
 
The designated loading and unloading locations for commercial delivery operators shall be behind the 
ticket wing, garden area, and checkpoint.  Loading or unloading in front of the terminal is strictly 
prohibited. (See Map on p. 38) 
 

 

 

 

 
 
 
 
 
 
 
 
 
 

Contact Information 

 Airport Communication Center:  214 670-LOVE (5683) 
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ARMORED VEHICLES 
 
The designated loading and unloading locations for commercial delivery operators shall be behind the 
ticket wing, garden area, and checkpoint.  Armored Vehicle drivers may access the designated area by 
entering onto Aviation Place next to the valet parking lot.  Loading or unloading in front of the terminal is 
strictly prohibited.  (See Map on page 38) Money carriers must enter through the garden In the event that 
this area is occupied, the drivers shall park in the Delivery Vehicle parking area. Violators may be ticketed 
or towed. Armored Vehicle drivers may access the designated area from Aviation Place. Armored Vehicle 
shall only remain in the designated parking area for 30 minutes or less. 
 
The Dallas Police Department Love Field Unit may issue parking citations for drivers who violate the 30 
minutes parking rule. Unattended vehicles may be towed and impound at the owners or company 
expense. 
 
The designated area may be relocated based on airport security threat level. If the security threat level 
dictates relocating the parking area, Armored Companies will be notified by the Transportation 
Coordinator of an alternate location for parking. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Contact Information 

Airport Communication Center:  214-670-LOVE (5683) 
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CHARTER BUS POLICY 
 
This policy explains the Charter Buses operating procedures for Dallas Love Field. The policy includes 
all commercial and private buses that are unloading passengers and baggage on landside.  
 
Charter buses desiring to unload passengers the Dallas Love Field terminal should unload passengers 
along the Ticket Hall curb. Drivers may access the designated bus parking area on the curb (See map 
on page 34). Notice of arrival should be communicated to Love Field in advance. Dallas Police 
Department may be required. 
 
In the event that the bus unloading area is occupied, the drivers shall remain with the vehicle until the 
area become, available, staging along the curb lane of traffic on Herb Kelleher Way.  Charter buses shall 
remain in the designated parking area, only, for the time needed to unload passengers and baggage. 
Violators may be ticketed or towed.  
 
Charter buses desiring to load passengers at the airport should park in the striped off area, at the end of 
Baggage Claim. The area can accommodate two (2) buses at a time, if not previously occupied by other 
vehicles. Other buses needing to pick up passenger should stage along the curb lane of traffic on Herb 
Kelleher Way. 
  
The Dallas Police Department Love Field Unit may issue parking citations for bus drivers who violate the 
30 minutes parking rule. Buses left unattended maybe towed and impound at the owners or company 
expense. 
 
The designated parking area may be relocated based on airport security threat level. If the security threat 
level dictates relocating the parking area, Charter Bus Companies will be notified by the Transportation 
Coordinator of an alternate location for parking. 
 

 

 

 

 

 

 

 

 
 
 
 

Contact Information 

Airport Communication Center:  214-670-LOVE (5683) 



           Terminal Tenant Handbook 

Page 38 of 137 

AVI-POL-185 Terminal Tenant Handbook, Rev. 5 (03/31/17)  

 

 

MAP FOR DELIVERY VEHICLES & CHARTER BUS  

 

 

 
 
 
 
 

 

 

Contact Information 

Airport Communication Center:  214-670-LOVE (5683) 
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TENANT EMPLOYEE PARKING 
 
Tenant employeesô parking is in one of three (3) areas:  Garage B ï 3rd floor, the Love Connection and 
the Love Connection II.  An airport proximity card to access this lot is required.  
 
Access to the Tenant Employee parking lots is by application only. Parking Company of America (PCA) 
collects payment and issues proximity cards for Love Connection and Love Connection II. 
 
The Airport Ground Transportation Office issues the parking permits for assigned surface parking. 
Commuting employees should contact PCA with any employee parking questions.  
 
Tenant Employee Parking Policy: 

¶ You may not park more than one car in employee parking at a time. 

¶ Dallas Love Field will not validate parking tickets for Tenant employees that use the parking 
garage. 

¶ Employees that pull a ticket from the dispensing machine will be charged the full public parking 
rate. 

¶ Motorcycle operators shall park in the designated area. 

¶ It is imperative that you park in employee designated areas only. Violation of this may result in 
forfeiture of your parking privileges. Violators may be ticketed or towed. 

 
Love Connection I & II are located at 6814 Harry Hines (at the intersection of Harry Hines Blvd. and W. 
Mockingbird Lane).  Employees will: 

¶ Have surface parking for airport employees only; 

¶ Have parking located on airport property; 

¶ Pay a monthly rate of $30; 

¶ Have a designated shuttle to and from the airport (drop-off/pickup on the lower level near the 
hotel shuttle area have 24-hour monitored security at Love Connection I & II. 

 
Employees parking in the Parking Garage B will be charged the regular daily fee by the Parking Garage 
Management Company, Parking Company of America (PCA), unless authorized by the Director.   

¶ Assigned Garage B Parking is on the 2nd floor and above; and, is based on approval by the 
Director or his designee.  

 
The Love Connection is accessible on Harry Hines Boulevard, north of Mockingbird Lane. Employee 
Parking at this facility is limited and based on approval.  

  
 

Contact Information 
Airport Communication Center:  214-670-LOVE (5683) 

For parking questions contact, Parking Company of America (PCA) 214-350-4881 
For emergencies, call 911. 
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PASSENGER DROP-OFF  
All departing passengers may be dropped off on the upper level at the Terminal Ticketing Hall curbside. 
Patrons may park long enough to unload passengers and luggage.  
 
Unattended vehicles or other illegally parked vehicles parked at the terminals curbsides will be ticketed 
and/or towed.  
 
If customers would like to escort a passenger(s) into the terminal up to security, parking is available in 
the parking garage for thirty minutes or less at no charge. 
 

 
 
 
 
 
 
 
 

Contact Information 

Airport Communication Center:  214-670-LOVE (5683) 

 


