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

BUILDING COORDINATOR REQUEST FORM
North Carolina Department of Administration
Division of Facility Management-Security Systems
919-733-1800
(Call if there are any quesfions pertaining to this document)

1. WGENCY INFORMATI Rev. 2 - 03/04/2019
I,
PRIMARY COORDINAT#R: | Joe Building Coordinator “REQUEST DA 3/4/2019
DEPARTMENT - DIVISIQN: | Facilities JUILDING NA Facility Memt
MSCH, CITY, STATE, 1IP: \] MSC 3113 _A/ TELEPHONE # 9109-733-1800

2. COMPLETE THIS PORTION TO ADD A NEW BUILDING COORDINATOR.

COORDINATOR 1 REQUEST: Check 2 box anly | ExPLANATION] 0ro0-Down Menu D

Oprimary Badges Only Oefrimary Keys & Cores Only [« mlmaw Keys, Cores and Badges
OBackup Badges Only [O8ackup Keys & Cores Only [ Backup Keys, Cores and Badges

FIRST: Joe MIDDLE INITIAL: CV—LAST NAME: Building Coordinator ~
ﬂousz 919-733-1800 xzoy \ wlt joe.buildingcoordinator@doa.nc.gov/>

COORDINATOR 2 REQUEST: Check I box only I EXPLANATION Click or tap here to enter text

OPrimary Badges Only Ofrimary Keys & Cores Only Oerimary Keys, Cores and Badges

OBackup Badges Only Oeackup Keys & Cores Only [ Backup Keys, Cores and Badges

FIRST: Enter first name MIDDLE INITIAL: Click | LAST NAME: Click to enter [ast name

PHONE: Click or tap here to enter number EMAIL cClick or tap here to enter email

3. COMPLETE THIS PORTION TO REMOVE AN EXISTING BUILDING COORDINATOR.

COORDINATOR REMOVAL REQUEST: Check 2 box only | EXPLANATION Cfick or tap here to enter text

OPrimary Badges Only Ofrimary Keys & Cores Only Oerimary Keys, Cores and Badges
OBackup Badges Only [O8ackup Keys & Cores Only [ Backup Keys, Cores and Badges
FIRST: Enter first name MIDDLE INITIAL: Chck LAST NAME: Click to enter |ast name

FIRST: Enter first name MIDDLE INITIAL: Chick LAST NAME: Click to enter last name

FIRST: Enter first name MIDDLE INITIAL: Chick LAST NAME: Click to enter |ast name

4. ONLY APPROVED BUILDING COORDINATORS ARE AUTHOR!ZED TO SUBMIT A COMPLETED REQUEST FORM TO:

wbory 250 30

5. SECURITY SYSTEMS WILL CONTACT EACH PER SON VIA E-MAIL TO CONFIRM THEY ARE ACTIVE COORDINATORS

for additional quidelines and Information.

Your electronic permission below from 3 valid Building Coordinator provides the power for z2n individuzl to
process keys, cores and/ or badge requests on their behzlf. There can only be (1) Primary Building
Coordinator and under them only (2) Backup Coordinators. All forms must come from an zpproved Building
Coordinator’s emazil or they will not be processed. Thank you, Security Systems Management

N

Type name here: Voo Bulldiog DATE: 3/4/2019




How to fill out your BCF (Building Coordinator Form)

This is for a Backup Building Coordinator(s) only

BUILDING COORDINATOR REQUEST FORM
North Carolina Department of Administration
Division of Facilifty Management-Security Systems
919-733-1800
(Call if there are any guestions pertaining to this document)

1. AGENCY INFORMATION: Rev. 2 - 03/04/2019
PRIMARY COORDINATOR: /A Joe Building Coordinato™\ REQUEST D

DEPARTMENT - DIVISION, | Facilities ) | BunDiNG N

MSCH, CITY, STATE, ZIP:  Y\MSC 3113 o TELEPHONE 919-733-1800

S —

2. COMPLETE THIS PORTION TO ADD A NEW BUILDING COORDINATOR.
= T e i
COORDINATOR 1 REQUEST: Check I bax only @ANA‘NON New Position >

OPrimary Badges Only DPrimary Keys & Cores Only Oerim Badpes
OBackup Badges Only [O8ackup Keys & Cores Only Backup Keys, Cores and Bad, D>

- E:ST NAME: Doe ~\
EMAIL jane.doe@doa.nc.gov
S — } y

FIRST: Jane

MIDDLE INITIAL: D.

PHONE: 915-733-1800 xzy

R ————

COORDINATOR 2 REQUEST: Check I box only <| EXPLANATION Agency Change >

OPrimary Badges Only OPrimary Keys & Cores Only OPrimary Keys, Cores and Badges
< gsadmp Badges Only > [O8ackup Keys & Cores Only [ Backup Keys, Cores and Badges

FFiRST: Billy ~ WioDLE INmIAL: B._DITAST NAME: Barty, “\
PHONE: 9198-733-1800 xzcy N _EMAIL billy.barty@doa.nc.gov i’

3. COMPLETE THIS PORTION TO REMOVE AN EXISTING BUILDING COORDINATOR.

COORDINATOR REMOVAL REQUEST: Check 2 box oaly I EXPLANATION Clicx or tap here to enter text

OPrimary Badges Only OPrimary Keys & Cores Only OPrimary Keys, Cores and Badges
OBackup Badges Only [O8ackup Keys & Cores Only [ Backup Keys, Cores and Badges
FIRST: Enter first name MIDDLE INITIAL: Clhick LAST NAME: Click to enter |ast name

FIRST: Enter first name MIDDLE INITIAL: Chck LAST NAME: Click to enter [ast name

FIRST: Enter first name MIDDLE INITIAL: Chck LAST NAME: Click to enter |ast name

for additional guidelines and Information.

Your electronic permission below from a valid Building Coordinator provides the power for an individual to
process keys, cores and/ or badge requests on their behzlf. There can only be (1) Primary Building
Coordinator and under them only (2) Backup Coordinators. All forms must come from an approved Building

Coordinator’ i ill not be processad. Thank you, Security Systems Management

<\Type name here:  Jeot Bulldiog Comdiosdon JOATE: 3/4/2019
\ _/ |




How to fill out your BCF (Building Coordinator Form)

This is for Deleting Building Coordinator(s) only

BUILDING COORDINATOR REQUEST FORM
North Carolina Department of Administration
Division of Facility Management-Security Systems
919-733-1800
(Call if there are any guestions pertaining to this document)

1. AGENCY INFORMATION: Rev. 2 - 03/04/2019
PRIMARY COORDINATOR: A" Joe Building Coordinator, | REQUEST DATE C 3/4/2019
DEPARTMENT - DIVISIOM | Facilities ) | BuDING NaMEC] Facility Mgmt
MSCH, CITY, STATE, 2IP:  INMSC 3113 /| TELEPHONE # 19-733-1800
S ——m e

2. COMPLETE THIS PORTION TO ADD A NEW BUILDING COORDINATOR.

COORDINATOR 1 REQUEST: Check I box only | EXPLANATION] Orec-Down Menu

OPrimary Badges Only Ofrimary Keys & Cores Only OPrimary Keys, Cores and Badges
OBackup Badges Only O8ackup Keys & Cores Only [ Backup Keys, Cores and Badges
FIRST: Enter first name MIDDLE INITIAL: Click | LAST NAME: Click to enter last name
PHONE: Click or tap here to enter number EMAIL cClick or tap here to enter email
COORDINATOR 2 REQUEST:  Check I box only | EXPLANATION | 0rce-town ten J}

OPrimary Badges Only OPrimary Keys & Cores Only OPrimary Keys, Cores and Badges
OBackup Badges Only Osackup Keys & Cores Only [ Backup Keys, Cores and Badges
FIRST: Enter first name MIDDLE INITIAL: Click | LAST NAME: Click to enter last name
PHONE: Click or tap here to enter number EMAIL Click or tap here to enter email

3. COMPLETE THIS PORTION TO REMOVE AN EXISTING BUILDING COORDINATOR.

COORDINATOR REMOVAL REQUEST: Check 2 box only | EXPLANATION FT cc-Down Menu |
OPrimary Badges Only Oerimary Keys & Cores gn:v : [Frima Cores and Badges

Ke:
OBackup Badges Only [O8ackup Keys & Cores Only < g Backup Keys, Cores and Badges )
<E EIRST: Tanya b Cﬂ' NAME: BHetorT

FIRST: Enter first nam MIDDLE INITIAL: Chck LAST NAME: Click to enter last nam

m
m

FIRST: Enter first name MIDDLE INITIAL: Chck LAST NAME: Click to enter last nam

m

4. ONLY APPROVED BUILDING COORDINATORS ARE AUTHORIZED TO SUBMIT A COMPLETED REQUEST FORM TO:

5. SECURITY SYSTEMS WILL CONTACT EACH PERSON VIA E-MAIL T0 CONFIRM THEY ARE ACTIVE COORDINATORS

5.GOTO

1t for additional quidelines and Information.

Your electronic permission below from a valid Building Coordinator provides the power for 2n individual to
process keys, cores and/ or badge requests on their behzlf. There can only be (1) Primary Building
Coordinator and under them only {(2) Backup Coordinators. All forms must come from an approved Building
Coordinator’s emazil or they will not be processed. Thank you, Security Systems Management

|
Qe name here: _ou Belding Codio TRIURTE: 31672015 >




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:

BUILDING COORDINATOR REQUEST FORM

North Carolina Department of A¢minictrating
Division of Facility Management-5¢ | eave the Request Date drop-down blank

919-733-1800
{(:3![ if there are any QU':’S“C‘”S pertainii] untll VOU WISh tO fl" Out a fOI'm and SmeIt

1. hGENCY monmm;/_\ \ Rev. 2 - 03/04/2019

PRIMARY COORDINATZ: | Joe Building Coordinator ~ “\REQUEST DATE | 3/4/2019}
DEPARTMENT - DIVIJON: | Facilities UILDING NAME | Facility Mgmt
MSCH, CITY, STATE, 2IPN\_| MSC 3113 A TeLepHONEYC | 919-733-1800 )

Populate the fillable line items shown here
and here.

BUILDING COORDINATOR REQUEST FORM
North Carolina Department of Administration
Division of Facility Management-Security Systems
919-733-1800
(Call if there are any guestions pertaining to this document)

1. WGENCY INFORMATION: Rev. 2 - 03/04/2019

PRIMARY COORDINATOR: | Joe Building Coordinator REQUEST DATE | 3/4
DEPARTMENT - DIVISION: | Facilities BUILDING NAM Facility Mgmt
MSCR, CITY, STATE, Z2IP: MSC 3113 TELEPHONE # 919-733-1800

e

Now use the drop-down menu to add your
building.

Save as a template

Let’s move on to the next step.



How to fill out your BCF (Building Coordinator Form)

Section 2 — Adding a new Building Coordinator

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

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.

2. COMPLETE THIS PORTION T&@ A NEW BUILDING COORDINATOR. \

COORDINATOR 1 REQUEST: Check I bax anly | EXPLANATION | Drop-Down Menu |1

OPrimary Badges Only [Oerimary Keys & Cores Only BMPrimary Keys, Cores and Badges
OBackup Badges Only [O8ackup Keys & Cores Only Backup Keys, Cores and Badges
FIRST: Joe MIDDLE INITIAL: C LAST NAME: Building Coordinator

PHONE: 919-733-1800 x200

e —
e —

EMAIL joe.buildingcoordinator@doa.nc.gov

COORDINATOR 2 REQUEST: Check 1 boxonvy\ | EXPLANATION | brop-Down Menu L)

OPrimary Badges Only rimary Keys & Cores Only Oerimary Keys, Cores and Badges

[OBackup Badges Only [Oe\ckup Keys & Cores Only [ Backup Keys, Cores and Badges
\

FIRST: Enter first name MIB{LE INITIAL: Click | LAST NAME: Click to enter [ast name

PHONE: Click or tap here to enter number \ EMAIL Click or tap here to enter emai

\
Populate the Coordinator fillable blocks completely. The form allows for
adding 2 back-ups for your agency.

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



How to fill out your BCF (Building Coordinator Form)

Section 3 — Removing an existing

Building Coordinator

Below is the section to remove an existing Coordinator.

Check only (1) box that applies

Select drop-down choice for
explanation

3. COMPLETE THIS PORTION TO REMOVE AN EXISTING BUILDING COORDINATOR. \

COORDINATOR REMOVAL REQUEST: Check 1 box ONVJ EXPLANATION Drop-Down Menu G

OPrimary Badges Only < Qprimary Keys & Cores Only OPrimary Keys, Cores and Badges
[Backup Badges Only [J8ackup Keys & Cores Only [ Backup Keys, Cores and Badges
FIRST: Enter first name MIDDLE INITIAL: Clhck LAST NAME: Click to enter last name

X Yl el
FIRST: Enter first name \ MIDDLE INITIQC Chick WME: Click to enter [ast name
]
FIRST: Enter first name MIDDUANITIAL, =~ LAST NAME: Click to enter last name
Populate the name block(s) accordingly

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

6- GO TO N s e

4. ONLY APPROVED BUILDING COORDINATORS ARE AUTHORIZED TO SUBMIT A COMPLETED REQUEST FORM TO:

5. SECURITY SYSTEMS WILL CONTACT EACH PER SON VIA E-MAII. TO CONFIRM THEY ARE ACTIVE COORDINATORS

aqemenl for additional quidelings and Information.

Your electronic permission below from a valid Building Coordinator provides the power for zn individual to
process keys, cores and/ or badge requests on their behzlf. There can only be (1) Primary Building
Coordinator and under them only (2) Backup Coordinators. All forms must come from an zpproved Building
Coordinzator’s email or they will not be processad. Thank you, Security Systems Mzanagement

Type name here:  voe Beldiag
. 2

DATE: 3/4/2019

/

Electronically sign the document here.

Add Date here with the drop-down menu




