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Vendor Access and Service Request 

	Tenant Name :
	
	Date Start/End :
	

	Tenant Contact Person :
	
	Time Start/End :
	

	Tenant Contact Phone:
	
	Access To (Floors):
	

	Alternate Tenant Phone:
	
	
	



The following individuals will be allowed into the building at the Date(s) and Time(s) shown above:

	Company Name
	Contact / Phone
	Company Name
	Contact / Phone

	
	
	
	

	
	
	
	

	
	
	
	



Description of work being performed
	
	

	
	

	
	



Support Services Required (Please indicate time and dates)
	Sprinkler Valve Shutdown*:
	  
	Mech/Elec Room Access:
	

	Fire Alarm Control*:
	
	Telephone Closet Access:
	

	Bldg Engineer/Mechanic*:
	
	Roof Access:
	

	Building Security*:
	
	[bookmark: _GoBack]Special Cleaning*:
	

	Freight Elevator Use*:
	
	Loading Dock:
	



Note: Any open flame or noise generating work will be completed off hours (6:00pm- 8:00 am).
*Service is billable to tenant

For Oxford  Use Only
	
Fire alarm services scheduled:  ___Hot Work Permit Issued:  ____Valid BFD Permit:  ____Cleaning Scheduled ____
Freight scheduled: ____    Loading Dock ____  Security Detail Scheduled: ____         Engineer Scheduled: ____  
		

	
Oxford  Comments: _________________________________________________________________________________________________________

	

	Insurance on file: ______Yes    _______ No

Approved By: ________________________      ____________________________      ________________________    
	

	                                  Property Manager                         Lead Engineer                                       Security Supervisor            
	

	
	
	
	
	

	Tenant or Approved  Signature:
	
	Date:
	


	                                    Print:  _________________________________  


Valid COI must be on file with management office, requirements available upon request
Remit to Oxford Properties Management 72 hours in advance by email to the following:
· 222_500propertyinfo@oxfordproperties.com
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MANAGED WITH PRIDE




