ATTACHMENT G

WORK AND SECURITY REQUIREMENTS

Indiana Government Center (IGC)
A. Normal Working Hours:  The Contractor shall have two (2) full-time skilled elevator maintenance and repair persons with mechanic statues at the Government Center Complex, dedicated to onsite work, between the hours of 6:00 AM and 6:00 PM, Monday through Friday, five days per week, as regular working hours.  One repair person shall be onsite starting at 6:00 AM for an 8 hour shift.  A second repair person shall be onsite for a second 8 hour shift ending at 6:00 PM.  Routine maintenance and callback service performed during these hours shall not be subject to overtime changes.

B. All onsite elevator maintenance and repair persons employed by the Contractor shall be equipped with a communication device supplied by the Contractor made to communicate directly with the Owner’s representatives while within the complex and the specified facilities.  The Contractor’s primary IGC contact person will be Betsy Beckett, building supervisor.  Her phone number is 317-233-3954. 

C. The Contractor shall assign an “Account Manager” who will be directly responsible for all lines of communication between the Owner and the Contractor.  The Account Manager and Owner’s representative(s), to be determined, shall meet on a monthly basis to discuss any callbacks, pending repairs and/or testing procedures, operational issues, procedural issues, or any other information that may develop during the course of the previous month.  At the Owner’s discretion, the frequency of meetings may be shortened or lengthened depending on existing circumstances.  The Contractor shall bring documentation of the previous month’s activities upon request.

D. The Contractor shall agree to all terms and conditions under the Indiana Government Center Credential and Access Request Policy.  See Attachment I.

E. Facilities included in the Indiana Government Center complex:
· Government Center North and South buildings
· Senate Avenue parking garage
· Washington Street parking garage
· Indiana Historical Society
· Indiana State Library
· Indiana Statehouse

F. Additional personnel shall be provided by the Contractor as may be required to facilitate the successful performance of the terms and conditions of the Contract. 

G. The Owner shall not pay more than one half (½) hour of travel time, nor more than ten (10) miles in mileage for any single response to emergency service requires not covered by the Contract. 

Department of Natural Resources (DNR)
A. DNR requires all work to be performed between 8:00 AM to 7:00 PM, Monday through Friday.  All facilities require 48 hour notice of a visit.  The technician will check in (sign-in) with the property manager or any facility personnel before beginning work, and at the conclusion of any routine service examination, callback, repair, or test, provide written documentation detailing work performed.

B. DNR requires all units at all facilities to be serviced on a monthly basis.  Callbacks do not constitute a routine service examination.  No exceptions.

Department of Corrections (DOC)
A. The awarded contractor will obtain a gate release for each technician who will be performing work at a DOC facility.  The gate release will facilitate entry into the facility when a visit is scheduled.  To obtain a gate release, the contractor will supply the names of each technician who will perform work at the facilities, the technicians’ tool inventories, and whether or not that technician will be carrying a phone when visiting.  DOC will perform a background check on each technician, which will take approximately 3 days to complete.  This must be completed upon award of the contract.

B. DOC requires work to be performed between 7:00 AM-3:00 PM Monday through Friday, excluding state holidays.   All visits must be scheduled with the facility manager at least 48 hours in advance.  Upon arrival, the technician will need to supply a picture ID to match the gate release.  The technician will be given a visitors badge, which will be returned upon departure.  A spot check on tools may be performed at the discretion of DOC personnel.  If a correctional facility is in lockdown, entry will not be granted.


INDOT District Offices
Crawfordsville
Work must be performed Monday through Friday, between 7:30AM to 5:30PM.  No advance notice is required.  Upon arrival, the technician will need to be buzzed in at the front door.  Inside, the technician will check in at the front desk.  As long as the technician is in uniform, no ID is needed.
Fort Wayne
Work must be performed Monday through Friday, between 8:00AM-3:00PM.  Please give 24 hours advance notice by contacting Brian Hill at 260-692-6324 or Tom Dull at 260-969-8283.  The technician must have company ID for entry into the facility.  Upon arrival, please check in at the front desk where a visitors badge will be issued.  
Greenfield
Work must be performed Monday through Friday, between 7:30AM-3:30PM.  24 hour advance notice is required. Please contact Joann Wooldridge at 317-439-6846.  The technician will check in at the receptionist’s desk upon arrival.  
INDOT Traffic Management Center/State Police District 52
Work must be performed Monday through Friday, between 8:00AM to 4:40PM.  The facility asks for 48 hour advance notice by contacting Tom Rambo (primary contact) at 317-694-7096 or Major Gary Murphy at 317-694-7661.  The technician must sign in at the receiving area.  Facility Maintenance personnel will be present to escort him/her.
LaPorte
Work must be performed Monday through Friday, between 6:00AM-2300PM CST.  No advance notice is needed.  Technician must sign in at the front desk switchboard and present identification.
Seymour
Work must be performed Monday through Friday, between 7:30AM-4:00PM.  The facility requires 24 hour notice.  Please call Tim Butler at 812-569-2364.  The technician will sign in at the front desk upon arrival.



Vincennes
Work must be performed Monday through Friday, between 8:00AM-2:00PM.  Please give 24 hour notice by calling Howard Geck at 812-895-7328 or Carolyn Woodruff at 812-895-7038.  The technician will check in at the administration building and will be given a temporary badge.

Individual Facility Requirements 
Culbertson Mansion

Work must be performed between 8:00AM-4:00PM, Tuesday through Friday.  The facility does not require advance notice.  The technician must sign in at the basement office.

Evansville State Hospital

Hospital policy requires the technician to be accompanied by facility staff for the entire visit.  The facility manager requires the technician to arrive at the visitor entrance off Lincoln Ave.  No advance notice is needed, but work must be performed between 7:00 AM and 3:00 PM, Monday through Friday.  Picture ID is required for entry.

Gene Stratton Porter Cabin and Carriage House Visitor Center

Work must be performed between 9:00AM-5:00PM, Monday through Friday.  Monday is the preferred time, if possible.  The facility requires 24 hour notice.  Call Dave Fox at (260) 242-1585 for advance notice.  Upon arrival, the technician must sign in at the Carriage House Visitor Center.

Governor’s Mansion

The Contractor must call Candace Hopkins at (317) 701-3965 at least 24 hours in advance to schedule a visit.  Work must be performed between 10:00AM-4:00PM, Monday through Friday.  Upon arrival, the technician will check in at the guard house and must present identification.  

Indiana Law Enforcement Academy
Work must be performed from 8:00AM-5:00PM, Monday through Friday.  Contractor must give 24 hour notice by calling Chris Carrigan, maintenance supervisor, at 317-837-3257.  Upon arrival, the technician will check in at the main entrance and obtain a visitors badge at the front desk.  
Indiana School for the Blind
Work must be performed between 7:00 AM-2:00 PM, Monday through Friday.  Upon arrival, the technician will check in at the business office and present company ID.  The technician is required to turn in a form of ID other than company ID to receive a visitor badge.  ISB requires technicians be escorted by facility personnel, so the Contractor must give 24 hours’ notice of a service visit by calling Carl Brown at 317-253-1481 ext. 739.  The technician must sign out before departing.

Indiana School for the Deaf  
Work must be performed between 7:00 AM-2:00 PM, Monday through Friday.  Upon arrival, the technician will check in at the security building to gain access to the campus.  Company ID is required.  After the initial security clearance, the technician must report to the Physical Plant office and sign in.  ISD requires technicians be escorted by facility personnel, so the contractor must give 24 hours’ notice of a service visit by calling Carl Brown at 317-253-1481 ext. 739.  The technician must sign out before departing.

Indiana Veterans Home
Work must be performed 7:00AM- 5:00PM, Monday through Friday.  Advance notice is not required, but the technician must sign in with the Maintenance Buyer upon arrival.
Indiana War Memorial/ Soldier & Sailors Monument/American Legion State Headquarters- downtown Indianapolis
Work must be performed between 7:00AM-3:00PM, seven days a week.  Advance notice is required.  Please call Steve Stiegelmeyer at 317-716-8376 or Nate Morris at 317-716-8389.  At the Indiana War Memorial, please check in at the front desk.  The technician must have identification for access to the facility.
Lanier Mansion

Work must be performed between 8:30AM-4:30PM, Monday through Friday.  The contractor must give 24 hour notice by contacting Phyllis Stephens at 812-265-3526.  Upon arrival, the technician will check in at the maintenance office.  If no maintenance personnel are on-site, then the technician will check in at the administrative office in the visitor center across Vine Street.  To access power for work on the ADA lift, a key holder must be present.  

Larue D. Carter Memorial Hospital
[bookmark: _GoBack]Work must be performed between 7:00 AM-5:00 PM, Monday through Friday.  The technician shall check in at the Physical Plant office in Building 18 upon arrival.  Each new technician must sign an orientation form.  The technician will be given a contractor badge and keys giving him full access to the facility. The badge and keys must be returned before departure.  Because Larue Carter is a psychiatric facility, the technician must agree not to leave any tools unattended.  Larue Carter is a large, complex facility, so a new technician can expect to be accompanied by facility staff until he/she has learned how to navigate the facility. 
Logansport State Hospital
Work must be performed between 7:00 AM-3:00 PM, Monday through Friday.  Technicians will be escorted by a facility employee, so 48 hours advance notice is required before each visit.  Technicians will sign in with the Safety Department, where they will be issued a contractors badge.  Picture ID is required to obtain entry.  The Contractor shall be required to sign a form provided by the facility, titled “CONTRACTOR REQUIREMENTS AT LOGANSPORT STATE HOSPITAL”.  Only one signature from the Contractor is required.
Logistics Support Center Warehouse

Work must be performed between 8:30AM-3:30PM, Monday through Friday.  No advance notice is needed.  The technician must sign in at the facility office located on the northwest corner by the dock area.  No identification is needed unless the technician’s uniform does not have a name tag.

Madison State Hospital
Work must be performed between 8:00 AM-4:00 PM, Monday through Friday.  The technician will be escorted for the full visit, so Madison requires the contractor to give 48 hour advance notice of a visit.  Contractor will call the main hospital line at 812-265-2611 and ask for George True to make arrangements.  Picture ID is required to enter the facility. 
New Harmony Community House

Work must be performed between 8:00AM-4:40PM, Monday through Friday.  The facility has limited staff and keys are needed to access the building and elevator equipment rooms, so the contractor must give 48 hour notice to Amanda Bryden at 812-781-0337.  Upon arrival, the technician must sign in at the building’s administrative office.

Richmond State Hospital

The technician must sign in with the Maintenance office, located in Building 307, to receive a key to the facility.  The technician must sign out and return the key upon departure.  Maintenance must be performed Monday through Friday, between 7:00-4:30.
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