MEMO TO:
Building Managers and Coordinators
DATE:

December 03, 2012
FROM:

Michael Jang x6782


Facilities Division
SUBJECT:
2012 HOLIDAY SHUTDOWN - Dec. 21, 2012 to Jan. 1, 2013


Operations & Maintenance Work   “SPECIAL NEEDS”
Bldg No.______   Bldg. Mgr. /Coordinator__________________________ 
Operations and maintenance work for 2012 Holiday Shutdown is scheduled to start on Friday, December 21st at 6pm.  During this period Facilities maintenance personnel will be available to undertake critical jobs including those requested by researchers, and to provide necessary support to ongoing projects.  Please provide the following information to assist us in helping you. 

1.  Buildings and equipment that will require Facilities Maintenance attention: 
Bldg. & Rm:             Contact Person: 
           
         Emp. ID #:                   Ph/Cell/Pgr #’s: 
Nature of Work needed:

_____________________________________________________________________________

_____________________________________________________________________________

2.  Heat and Liquid Nitrogen Services required:
Date/s when needed for:

Bldg. & Rm:
        Contact Person:
  
         Emp. ID #:
       Ph/Cell/Pgr #’s:

Heat: ________________________________________________________________________

LN: __________________________________________________________________________

3.  Custodial Services (including trash pickup and bathroom maintenance): We need this information ASAP, no later than 12/10/12.

Bldg & Rm(s): 

______________________________________________________________________

4. * Special needs/or concerns not covered in 1 & 2:

__________________________________________________________________________

Please return this form, whether or not you have “Special Needs” to: Desiree Elvira at dlelvira@lbl.gov or mail to Bldg. 76- 211D by Dec 10th.  If you need further information, please call Desiree at x 6938.

Thank you,
Michael Jang
Facilities Division
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