
How to fill out your BCF (Building Coordinator Form) 
Here are some examples of a completely filled out BCF: 

This is for a Primary Building Coordinator only 

Drop-Down Menu 
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This is for a Backup Building Coordinator(s) only 

Drop-Down Menu 
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This is for Deleting Building Coordinator(s) only 



How to fill out your BCF (Building Coordinator Form) 
Let’s break this down into sections: 

The Top Section 1 – Agency Information 

When we begin to populate our BCF we want to create a template first. This is where you put in your 

(Primary Building Coordinator) information.  See Below:  

 

 

 

 

 

 

 

 

Save as a template 

 

 Let’s move on to the next step. 

 

Populate the fillable line items shown here     

and here. 

Now use the drop-down menu to add your 

building. 

Leave the Request Date drop-down blank 

until you wish to fill out a form and submit 

it. 
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Section 2 – Adding a new Building Coordinator 

Shown below is an example of how to add a coordinator to the form. 

 

 

 

 

 

 

 

 

Let’s move on to another process that will be needed in order to maintain a current listing of 

Coordinators  

 

 

 

 

 

Here you need only check (1) box that applies. One of these boxes will meet 

all your needs, do not select more than (1) or the form will be sent back. 

In a word, explain why this person was selected 

to become your backup coordinator. Select a 

choice from the drop-down menu in this block. 

Populate the Coordinator fillable blocks completely. The form allows for 

adding 2 back-ups for your agency. 

Drop-Down Menu 

Drop-Down Menu 
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Section 3 – Removing an existing Building Coordinator 

Below is the section to remove an existing Coordinator.  

 

 

 

 

Below is the last requirement for this form to be complete. Electronically Sign the document. 

 

  

Populate the name block(s) accordingly 

Select drop-down choice for 

explanation 

Electronically sign the document here.  Add Date here with the drop-down menu  

Drop-Down Menu 

Check only (1) box that applies 


