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Access Form Instructions       

Hearst Tower  
General Daily Access Standards

Every business day @ 2:00 P.M. the Lincoln Harris Hearst Tower building staff reviews access forms to determine whether fire system impairment is necessary to prevent false evacuation of the building during day-to-day operations associated with projects and maintenance efforts.  Secondly, the staff also determines whether or not certain work efforts require SMP (Standard Maintenance Procedures) documentation as required by the building owner.  The REV 2-2007 access form has several fields that must be completed prior to approval being granted during the 2:00 P.M. access meeting.  It is important that all access requestors carefully read and complete the access form as instructed, most of the fields within the form are self explanatory.  All of the required fields must be filled out and be legible in order to get the access request approved.  We will aid in any way we can to help facilitate this process, but continual errors from access requestors will not be tolerated.  All project managers, GC’s, Vendors, and Sub-Contractors are welcome to attend the daily staff access meeting, which is held daily @ 2:00 P.M. in the Lincoln Harris property management office located in suite 2370 of the Hearst Tower building.  Lincoln Harris reserves the right to “freeze” or stop work or requested maintenance efforts at anytime for any reason. 
Do’s:

· Do carefully read the instructions located on the header of the access form.  These instructions include times/dates/days of the week that forms must be submitted by for proper access approval.
· Do fill out the company name (i.e. GC or sub-contractor name), contact person, phone number, and emergency number (I.e. cell/pager).  If you are a GC and working on a project, be prepared to fill out (1) access form daily.  The requirement of (1) access form per vendor or sub-contractor has been replaced by use of an attached sub-contractor form (page 3), this form is self explanatory.   
· Do fill out the tenant/client name, their contact person, their phone number, and their emergency number associated with the tenant/client that you are performing work for.

· Do fill in the work window and date window fields.

· Do fill in the floors/areas that you will be working in.

· Do write a brief summary of the work effort being performed

· Do fill out the yes or no questionnaire.
· Do fill in a CEWA number if required.

· Do send the form via e-mail, fax, or deliver in person.  E-mailing the form is the best practice as we have received forms using this method with more certainty in the past.
· Do contact Lincoln Harris/Hearst Tower property management or engineering if you have any questions or concerns.

Do Not:

· Do not request multiple vendors, contractors, or sub-contractors on (1) access request form.  The Vendor/Sub-contractor participants form must be used when supervising Vendor/Sub-contractor participants and attached to Access Request form (page 3).
· Do not turn the forms in for approval after the instructed times as described in the header of the access form.

· Do not leave any fields on the access open or not filled out.

· Do not use unreadable or illegible writing.

· Do not fill in the gray field on the right of the form; this is for internal office use only. 

· Do not fill in the gray field on the very bottom of the form; this is for internal office use only. 

· Do not fill in the gray field on the upper right of the form; this is for internal office use only. 

· Do not request extended work dates beyond 24 hours unless special building staff approval has been granted. 
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Property Management Office Phone: 704~887~1200      Engineering Phone: 704~887~1208       Security Phone: 980~683~1005

                Fax Form To: 704~887~1202 or E-Mail Form To: httsc@lincolnharris.com      
	Hearst Tower Daily Access/Risk Screening Form


This form is to be filled out 24 hours in advance of any requested work efforts within the Hearst Tower facility.  All daily access forms must be submitted no later than 2:00 PM on the business day prior to the requested access date & time and 2:00 PM on Thursday prior to any weekend activity including building structured holidays.  All forms must be legible and filled out in their entirety before further form processing will be considered.  Any forms not meeting these standards will be discarded and access will be denied. If during the course of the work effort the scope changes or extends beyond what is reflected on the approved access form, engineering must be notified before work continues and non approved deviations may result in work being stopped.
	Contractors/Vendors Access Requestor Information
	Tenant/Client/Project Manager Information

	Work Date

Start

1-1-2000
End

1-2-200
Work Window

Start

0700
End

0500

	Floors/Areas Access Requested
	27-28

	
	
	

	Company Name
	Super Mario Brothers Construction
	Tenant/Client Name
	MBI Law Offices

	Contact Person
	Mario Doe
	Contact Person
	Paul Doe

	Phone Number
	704-555-1812
	Phone Number
	704-555-1860

	Emergency Number
	704-555-1941
	Emergency Number
	704-555-1776

	Detailed Description of Work or Reason for Requested Access
	

	Mario Doe to Supervise shift (1) signing into the building and Vincent Doe to Supervise (2) and signing out of 

the building upon completion of the work window.
	Is a CEWA Required?    Yes  FORMCHECKBOX 
             No  FORMCHECKBOX 


	We have more than one vendor or Sub-Contractor performing work and have filled out the attached vendor/sub-contractor participants list. 
	CEWA #
	

	
	Project Name
	MBI Up-Fit

	 Contractors/Vendors Access Requestors MUST Answer YES or NO to the following Questions


	Shaded section below is to be check off by Lincoln Harris personnel only.

	Will any “Hot-Work” be performed (i.e. welding, soldering, pipe sweating, use of heat guns, etc…)?
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	

	Will any “Sprinkler System” relocation, testing, modifications, or sprinkler system construction work efforts take place? 
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	FACP Deactivation Required?

Yes  FORMCHECKBOX 
                                                                No  FORMCHECKBOX 


	Will any “Fire Alarm Control System” device relocations, testing, modifications, or general system work efforts take place?  
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	Fire Watch  Required?

Yes  FORMCHECKBOX 

                                                           No  FORMCHECKBOX 


	Will any core drilling, hammer drilling, sanding, spray applications (i.e. painting, Zolatone, insulate on etc…) work efforts take place?
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	FACP (Red) Log Sheet  Required?

Yes  FORMCHECKBOX 

                                                           No  FORMCHECKBOX 


	Will any power sweeping, pressure washing, hard surface grinding, blowing, shop vacuuming, steam cleaning, heavy common area dusting, construction cleaning including heavy dusting and sweeping be performed?  
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	Pre/Post Risk Inspection  Required?

Yes  FORMCHECKBOX 

                                                           No  FORMCHECKBOX 



	Will any mechanical work efforts take place that include, the removal or handling of pressurized gases (i.e. refrigerant recovery), filter replacements, fluid draining, pneumatic work, restaurant hood maintenance, etc…? 
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	Hot Work Permit  Required?

Yes  FORMCHECKBOX 

                                                           No  FORMCHECKBOX 


	Will any work take place that includes the additions of walls, doors, ceiling tile, installation of floor coverings, relocation of moveable walls, or relocation of office cubes in close proximity to any fixed fire alarm system notification devices?
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	MSDS Sheets  Required?

Yes  FORMCHECKBOX 

                                                           No  FORMCHECKBOX 


	Will any electrical work including energizing of new circuits or equipment, breakers/panels, rough ins, tie ins, under raised floors, above ceiling, generator maintenance (i.e. load banking, maintenance runs), battery or battery string maintenance, shuffling of high energy electrical loads (i.e. UPS, PDU, Power Wrap, Power Tie Operations) take place?
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	SMP REQUIRED?

 Yes  FORMCHECKBOX 

                                                        No     FORMCHECKBOX 
      

	
	
	SMP  -



	Is there any engineered drawings stamped, approved, and permitted?  No electrical work including demolition, and/or installations shall take place without building approval of drawings/load studies/updated panel schedules, etc…
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	FACP W/O Tracking Number


	Will any chemicals be used? (i.e.) solvents, glues, cleaners, lubricants, fuels, paints, stains, refrigerants, compounds, etc… Contractor/Vendor must provide MSDS sheets if requested prior to access form approval. 
	Yes  FORMCHECKBOX 
                 No  FORMCHECKBOX 

	HST-
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If you are a General Contractor or Supervising Contractor that will utilize more than one individual for project supervision over an extended period of time or shift changes, their information must be added in the spaces below. 
	
	
	
	

	Mario Doe
	704-555-6000
	0000
	704-555-7000

	Supervising GC/Contractor [Shift 1]
	Office Phone Number
	Pager/Nextel 
	Cell Phone Number

	Vincent Doe
	704-555-8000
	00000
	704-555-9000

	Supervising GC/Contractor [Shift 2]
	Office Phone Number
	Pager/Nextel 
	Cell Phone Number


	                                                                Vendor/Sub-Contractor Participants List


Add names, numbers, emergency contact numbers (i.e.) Nextel/Pager numbers to the list below as a replacement for generating (1) access document per vendor or sub-contractor.  This will pertain to projects and construction that involves more than (1) participant.  It is of the absolute importance that the access form document be filled out in full to include work scope and description per Vendor/Sub-Contractor.   

	
	
	
	

	JSI Mechanical
	704-555-1100
	00000
	704-555-2100

	Vendor/Sub-Contractor Name
	Office Phone Number
	Pager/Nextel
	Cell Phone Number

	WORK SCOPE

	JSI will be installing pipe hangers and performing pipe layouts.  There will be no “hot work” performed during this work window.


	SSS Contractors
	000-000-0000
	00000
	000-000-0000

	Vendor/Sub-Contractor Name
	Office Phone Number
	Pager/Nextel
	Cell Phone Number

	WORK SCOPE

	SSS will be loading sheetrock during the dayshift and performing the noisier fastening during the nightshift.


	JJJ Electric
	000-000-0000
	00000
	000-000-0000

	Vendor/Sub-Contractor Name
	Office Phone Number
	Pager/Nextel
	Cell Phone Number

	WORK SCOPE

	JJJ will be pulling wire and installing conduit, lighting fixture.  No switching activity will be performed during this work window.


	MMM Millwork
	000-000-0000
	00000
	000-000-0000

	Vendor/Sub-Contractor Name
	Office Phone Number
	Pager/Nextel
	Cell Phone Number

	WORK SCOPE

	MMM will be installing cabinets and trim.


	TTT Plumbing
	000-000-0000
	00000
	000-000-0000

	Vendor/Sub-Contractor Name
	Office Phone Number
	Pager/Nextel
	Cell Phone Number

	WORK SCOPE

	Core drilling and pipe layouts.


	
	000-000-0000
	00000
	000-000-0000

	Vendor/Sub-Contractor Name
	Office Phone Number
	Pager/Nextel
	Cell Phone Number

	WORK SCOPE

	


Access Requestor Instructions:
Projects

All projects are subject to the use of this access form.  The attached (page 3) Vendor/Sub-Contractors form shall be filled out in full for projects involving more than one participating vendor or sub-contractors.  The Vendor/Sub-Contractors form has been developed in effort to reduce the amount of paperwork for the access requesters and to quantify the process.   The supervisor or foreman’s name that appears on the master form as the access requester, shall be the only person approved to sign out keys, and gain access into the project. This person will be required to physically stay at the location of the project until completion or the end of the approved work window.  The Vendor/Sub-Contractor form has an information box at the top of the form that provides a provision if the original access requesting supervisor is to leave the project site prior to work completion, shift changes, etc…  This practice is completely acceptable on (3) conditions: 
1. The original requesting supervisor documents the shift change on the Vendor/Sub-Contractor form attachment.  Note:  The original access requester or shift (1) supervisor’s name should appear in (2) places, once on the master access form, and once on the Vendor /Sub-Contractor form as “Supervising GC/Contractor [Shift 1]”.

2. The keys and access card must change custody at the loading dock, at this time the second shift supervisor shall surrender his or her driver’s license in replacement of the first shift supervisor.

3. The transition of the keys/access card and drivers license is witnessed and approved by the on-site engineer.

The check in time established on the master access request form shall be the times that all requested trades are to sign into the building.  The building has (2) general project start times:

0700 AM

1900 PM

We require that the project supervisor and the accompanying project trades check into the building loading dock 15 minutes prior to the above check-in times.  The project supervisor will have to surrender his or her driver’s license to check out keys and access cards.  If the building engineer requires that an SMP or SMP’S be performed during the project, the project supervisor shall then delegate who or what trade will be involved in that process, SMP documents require double custody signatures.   It is important that all trades for the prospective project physically sign into the building at the same time with the project supervisor (the documented person requesting access), engineering, and building security, if any of the trades documented on the access form fail to show up at the requested time, access into the building shall be denied for that particular trade without reluctance.   Varying work window times for different trades on the same project, make it extremely difficult for the building staff to manage fire system disabling activities effectively, SMP management, and the Charlotte Fire Department strongly discourages this practice as well.   We stress that it is of the highest importance that we know who is in the building and what they are doing while in the building at all times.  We have many SMP (Standard Maintenance Procedures) that must be provided and conducted during projects.  Use of SMP’S is a strict prerequisite of our client.  Finally, we need to reiterate the need for the project supervisor for the requested days work, performs his or her due diligence related to knowing what work “in detail” each trade plans to perform during the requested work window.  This requirement is the sole responsibility of the access requester.     
Note:  We fully expect that certain projects will require the use of several keys and access cards to perform certain phases of the project efficiently.  We will be more than happy to work out a strategy to accomplish the goals set forth by issuing keys and access cards to all necessary personnel during these types of activities.  We will ask that a meeting be put together by the GC or project manager at least 48 hours prior to this special request in effort to facilitate a smooth key and access card transaction.  In most instances we will require that the GC representative or project manager provide a list of names and phone numbers of all personnel that will be responsible for keys and access cards and that these personnel fully understand that a valid driver’s license will be required to check out and check in keys and access cards associated with the list provided.   

CEWA Activity/Projects 
All CEWA projects requiring the use of general contractors will follow the instructions as discussed in project information above.   We realize that not all CEWA work efforts and projects require the use of general contractors; in these cases we will require that the sub-contractor assign a foreman, project manager, supervisor, etc… to represent the sub-contractor for the duration of the work effort.  Keys will be issued to, and must be turned back in by the assigned sub-contractor representative only.  The Vendor/Sub-Contractor form previously discussed above may be used in this case as well.   A valid driver’s license will be required to check out keys, the driver’s license will be “traded” for the keys and returned when the keys are returned and the “disabling” and “enabling” process form has been completed in its entirety.  If a sub-contractor representative is to leave the project prior to the end of the requested work window for any reason, he shall sign in his keys and have the keys re-signed back out to his substitute representative to assume responsibility for the project until the work window has concluded.  The shift policy previously described above shall apply to CEWA Activity/Project as well.
Tenant Related Access Requests 

All tenant projects requiring the use of general contractors will follow the instructions as discussed in project information above.   We realize that not all work efforts and projects require the use of general contractors; in these cases we will require that the sub-contractor or vendor assign a foreman, project manager, supervisor, etc… to represent the sub-contractor or vendor for the duration of the work effort.  Keys will be issued to, and must be returned by the assigned sub-contractor or vendor representative only.  The Vendor/Sub-Contractor form previously discussed above may be used in this case as well.  A valid driver’s license will be required to check out keys, the driver’s license will be “traded” for the keys and returned when the keys are returned and the “disabling” and “enabling” process form has been completed in its entirety.  If a sub-contractor or vendor representative is to leave the project prior to the end of the requested work window for any reason, he shall sign in his keys and have the keys re-signed back out to his substitute representative to assume responsibility for the project until the work window has concluded. The shift policy previously described above shall apply to tenant related projects or maintenance efforts as well.
We fully expect all GC’S or authorized service personnel to be on-site at least 15 minutes prior to the start times on the approved access form in effort to begin the fire impairment/key check out process.  (i.e. if the work window starts @ 0700 AM, be on-site and ready to perform the fire impairment/key check-out process @ 0645 AM)  This regulation is not negotiable and failure to comply could result in work stoppage for that scheduled day.
Lincoln Harris Critical Facilities Access Requests 
The critical facilities team is considered to be an extension or part of the Hearst Tower engineering department. With this being said, we only require (1) access form be submitted for review and approval for LHCF work efforts.  Work efforts performed by LHCF are preventive maintenance by nature and a member of the LHCF team is always on-site overseeing such work efforts.  Such work efforts are always documented through the CEWA or SMP process and all pertinent information regarding vendor activity is readily available in the CEWA/SMP documents provided by LHCF prior to the work effort activity.  One access form will typically do for this type of work activity.   
	Work Schedules Requiring Fire Impairment Activity


Construction Projects

Due to multiple issues related to fire impairment activity, we have set forth a required start schedule for construction project activity within the building.  This means access requiring fire system impairment will only be coordinated at the following start times:

Note: There are (2) allocated start times for fire impairment construction activity during the normal business week, or Monday –Friday.  Once for morning start times and once for after hours start times.  Weekends (Saturday/Sunday) will only be impaired at 0800 AM unless otherwise approved by the Property Manager or Chief Engineer.
	Monday-Friday
	0700 AM

	Monday-Friday
	1900 PM

	Saturday-Sunday
	0800 AM (Only)


General contractors overseeing construction projects shall be the only authorized personnel to sign out keys for construction or project activity requiring fire impairment.  We fully expect all GC’S or authorized personnel to be on-site at least 15 minutes prior to the start times on the approved access form in effort to begin the fire impairment/key check out process.  (i.e. if the work window starts @ 0700 AM, be on-site and ready to perform the fire impairment/key check-out process @ 0645 AM)  This regulation is not negotiable and failure to comply could result in work stoppage for that scheduled day.
Maintenance Work Efforts Requiring Fire Impairment

Most of the building tenants in the building have above standard equipment that requires regularly scheduled preventative maintenance work efforts.   For these types of work efforts that require fire system impairment we have set forth the following schedule:  

	Monday-Friday
	0800 AM

	Monday-Friday
	1900 PM

	Saturday-Sunday
	0800 AM (Only)


We fully expect all service providing personnel to be on-site at least 15 minutes prior to the start times on the approved access form in effort to begin the fire impairment/key check out process.  (i.e. if the work window starts @ 0800 AM, be on-site and ready to perform the fire impairment/key check-out process @ 0745 AM)  This regulation is not negotiable and failure to comply could result in work stoppage for that scheduled day.
 “Break-Fix” Access Standards
From time-to-time it becomes necessary for building tenants to service equipment as a result of unforeseen failure, breakdown, etc…  We understand that failure scenarios such as these can be emergencies and that immediate access for service providers must be approved to reduce the risk of delays in business for all of the tenants within the building.  We refer to this type of access as “break-fix” access.  Even though we share in the heightened need for timely remediation for the repair of downed or failed equipment, it is necessary to insure that the repairs by the servicing vendors or contractors do not further disrupt business or put the building at risk during any “break-fix” work efforts.  

Tenants Responsibilities
During a “break-fix” scenario we ask that the tenant requesting “break-fix” access simply place a call  describing the nature of the “break-fix”, the company name of the servicing contractor or vendor that will be performing the “break-fix”, and the floor or location of the “break-fix” equipment.  During the “break-fix” scenario, tenants are not required to fill out any access request forms, the necessary paperwork for access will be filled out and approved by building engineering, building security, and the ‘break-fix” technician upon his or her arrival.
Numbers to call for “break-fix” access requests:

From 0800-1700 – Call 704/887/1208 or 704/887/1204 (business hours)
From 1700-0800- Call 704/683/1005 (after business hours)
“Break-Fix” Work Flow
1. Tenant/Requestor calls the phone numbers posted above prior to the arrival of the break fix service technician or service provider.  Tenant communicates the following information: 

· Where, locations, or what floor the failed or downed equipment for service is located.

· The name of the company performing the break-fix work effort (needed for loading dock access)

· A contact name for the tenant/requestor, sometimes the contact name for the break-fix is not the same as the person calling in the break-fix.  We need the name of the actual tenant/requestor representative that will be handling the break-fix.

· Tenant/Requestor must communicate with the break-fix service provider and have their “dispatched” technician provide information upon arrival to the Hearst Tower loading dock--they are in the building to provide a break-fix service to the relevant tenant/requestor. 

2. The break-fix vendor or service provider arrives at the Hearst Tower loading dock and provides the relevant tenant/requester information as described in the bullet points above.

3. The loading dock-master will then have the break-fix technician fill out a “Break-Fix” access form; the loading dock-master will also dispatch a member of the Hearst Tower Engineering department while the break-fix technician is filling out the paper work.  These two items will be completed by the dock-master at the same time in effort to expedite the process.  Note: Hearst Tower has a 24/7 engineering operation.
4. After the initial break-fix paper work has been completed by the vendor, a member of the engineering department will brief the vendor on his or her general accountabilities, and then approve access into the area or space in which the break-fix is to take place. At this time, the vendor will only perform a forensic assessment as to what needs to be accomplished to get the failed or downed equipment operational.  The engineer’s have been instructed to let the break-fix technician enter the building with a minimal amount of hand tools only, or just enough tools to perform a high level forensic assessment.

5. Once the high level forensic assessment has been completed by the service provider and the service provider knows what tools, materials, etc… are needed to make the necessary repairs; he or she will contact the engineer and meet the engineer on the loading dock to partially complete the general building access form.  Partial meaning the brief description of work field and the questionnaire fields only.   The engineer can be contacted by calling 704/683/1005 or by simply visiting the security station located in the main lobby of the building.  
6. After the brief description and questionnaire fields in the general building access form have been properly filled out, the vendor and engineer shall engage in a discussion on whether or not there will be a need for fire system disablement, hot work permitting, etc… to complete the break-fix work effort without incident.  If it is agreed upon that fire impairment is to take place to complete the work effort, a fire alarm disablement/enablement form must be filled out pre-work and post-work.  At this time the vendor will be required to leave his or her driver’s license in “trade” for the duration of the work effort.  In many instances, keys will not be needed for access into certain tenant spaces such as restaurants or retail businesses, if there is no need for keys for access, the engineers have been instructed with the aid of building security not to let any work efforts continue until a driver’s license has been surrendered to fulfill the fire alarm disablement/enablement form commitments.   The trade for the driver’s license must be established in order to prevent vendors from completing work efforts and leaving the property without notifying engineering that the fire system can be re-enabled and to insure that the post work portion of the fire alarm disablement/enablement form has been completed. 

7. After the initial break-fix repair has been implemented and parts or return service needs to be performed at a later date to complete repairs, a general access form will then need to be submitted as business as instructed in the General Building Access Standards section (at the top of the instruction form).  This activity will not be considered “break-fix” 
Property Management Office Phone: 704~887~1200      Engineering Phone: 704~887~1208       Security Phone: 980~683~1005

                Fax Form To: 704~887~1202 or E-Mail Form To: httsc@lincolnharris.com 
	Hearst Tower “Break-Fix” Request Form


This form must be filled out by any contractor/vendor requesting “break-fix” access to any space within the Hearst Tower facility.  This form is to be filled out in full prior to any keys or access cards being issued to the requestor.  This form is to be filled out by any vendor supporting client approved work as well as any client/tenant  “Break Fix” or “Emergency” repairs within the facility.  All telephone, data, communication infrastructure, cable, (i.e. Bellsouth, TTM, Nortell, EDS, NCS etc…) contractors supporting BOA client work requests will be required to fill this form out prior to gaining access into any space or area within the facility.  Any and all requesters not meeting aforementioned criteria will be denied access and instructed on how to use the standard 24 hour access notification process.  This form is for emergency “Break Fix” and/or client driven emergency work efforts.  All requestors will be required to have the client/tenant names and numbers available for contact and below documentation purposes. 

Process:  Upon arrival to the loading dock the access requestor must communicate to the Dock- Master the need to perform one of the aforementioned activities stated above.  The Dock-Master will then contact the Engineering department requesting that an engineer be present to review the access form and to make the decision on whether fire system impairment or notification to other parties within the Lincoln Harris management structure is necessary before providing access.  We ask that all parties involved make this process seamless and that no time is wasted during this process as we would like to get the emergency services as requested expedited without risk of incident. 

Security Instructions: Issue the “Break Fix” form to the access requestor upon arrival to the loading dock and ask that the requester start filling out the form while engineering is contacted and their presence is requested at the loading dock for a break-fix access authorization.

Engineering Instructions: Greet the access requester at the loading dock location and request that the access requestor fill out all of the fields below (on this form) if they have not done so already.  After you feel that all of the information provided is in order on the initial “Break Fix” request form, instruct the access requestor to fill out the bottom portion of the standard 24 hour access form starting at the “Detailed Description of Work or Reason for Requested Access” section and continue to fill out the “yes or no” questions on the standard form.  After review of the information provided check “yes or no” in the shaded section to be filled out by Lincoln Harris personnel only, ascertain from all of the information gathered what steps need to be taken to reduce risk in support of the access request (i.e. fire system disable, fire watch, hot work permit etc…) and staple the (2) forms together and process them as any other standard access form.  If the processing engineer fails to understand the scope of work or is unable to make a determination on what steps need to be taken to reduce risk, he is to call the Chief Engineer, Assistant Chief Engineer, or the Property Manager immediately for further instructions.  

If fire impairment is necessary the Chief Engineer or Property Manager must be notified prior for approvals.  

	Important Note to the Engineer:  It must be communicated to the vendor or service provider that any changes in his/her scope of work must be communicated back to engineering.  Example: If a refrigeration vendor is called to look at a walk-in cooler for a retail space and they find that soldering (hot work) is needed to facilitate repairs this must be communicated back to engineering to get the proper fire system procedures established.  Vendor/Service provider should contact security if a change in work activity is to take place.



	Contractors/Vendors Access Requestor Information
	Tenant/Client/Project Manager Information

	Work Date

Start

/       /
End

/       /
Work Window

Start

:

End

:

	Floors/Areas Access Requested
	

	
	
	

	Company Name
	
	Tenant/Client Name
	

	Contact Person
	
	Contact Person
	

	Phone Number
	
	Phone Number
	

	Emergency Number
	
	Emergency Number
	


DISABLED / ENABLE FIRE ALARM DEVICE LOG

Below is an example of the Hearst Tower fire alarm disable/enable device log.  This is the form engineering fills out for access requestors requiring fire system disablement and or re-enablement.  This form also requires you to sign out and/or sign in keys while fire system activity is taking place during any requested access, project, etc…  No keys will be issued until this form has been completed in its entirety.  In contrast, no keys will be returned until the form has been filled out in its entirety.  This is the form that accompanies the “trade” for the requestor’s valid driver’s license.

DISABLED / ENABLE FIRE ALARM DEVICE LOG

Impairment Information

	Building Name / Address:  Hearst Tower 214 North Tryon Street, Charlotte, North Carolina

	Floor / Area Affected:              

	Reason for Impairment:              

	Fire Watch preformed by:    Wackenhut       


Disabled Device Description
(Please fill in all applicable sections below)
	Zone / Devices
	Description
	Disable
	Enable

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



IMPAIRMENT AUTHORIZATIONS
	Note:    Keys shall not be checked out/in to any vendor/contractor until this sheet has been properly filled out and signed in its entirety.  Upon signing out of keys vendor/contractor must leave a valid drivers license in the possession of Building Engineering until said vendor/contractor has completed all obligations detailed in this form.  There will be no exceptions to this policy! 

Disable Process

Building Engineering/Vendor/ Disable Signature

By signing below, you indicate that you have physically walked the work area, utilized the Daily Fire Disable/Enable SMP for the disabling of the above listed points.  If zones or points are to be disabled for engineering purposes only, please identify the vendor/contractor as N/A. 

                                                                                                                                       Access Card Delivered »   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
Engineer: _____________________ Vendor/Contractor: ___________________ Keys Delivered    » » » »    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


Date: ___________   Disable Time: _________ Keys Delivered Time: _________ Key Set Number: ___________




Enable Process

Contractor Enable Signature Below

	By signing below, you agree that the work reflected has been completed per the scope and that the quality of workmanship is acceptable and that you have visually inspected the work.

Name: ______________________________
Date: ___________   Enable Time: _________

                       (Vendor/Contractor)

       Building Engineering, Vendor Enable Signature below. By signing below, you indicate that you have physically walked the work area, utilized the Daily Fire Disable/Enable SMP for the enabling of the above listed points and that keys have been returned back into the possession of Building Engineering.                                                

                                                                                                                                        Access Card Returned »   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Engineer: ______________________Vendor/Contractor: ___________________ Keys Returned    » » » »    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
Date: ___________   Enable Time: _________ Keys Returned Time: _________ Key Set Number: ___________
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