MEMORANDUM
STATE OF ALASKA

Department of Administration
Phone Number:
269-0300


Division of General Services
FAX Number:
278-2222


TDD Number:
375-7782
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	TO:
	Juneau State of Alaska Owned Facilities – Building Occupants


	DATE:
	December 22, 2004

	
	
	
	

	
	
	
	

	FROM:
	Tanci Mintz, Statewide Facilities Manager
	RE:
	Building Maintenance Calls


Effective November 1, 2000, the Department of Administration, Division of General Services assumed responsibility for the day-to-day maintenance and operations for the Juneau facilities listed below:

State Office Building & Parking Structure

Subport Building

Alaska Office Building




Glacier Avenue Building

Community Building




Capitol Building (3rd floor)

Court Plaza Building




Dimond Courthouse

Douglas Island Building




Alaska State Museum & Annex

Public Safety Building




Governor’s Mansion

Archives & Records Center



Goldstreet Parking Structure

This memorandum shall serve to review the procedure established for notification to our offices for maintenance related issues/problems.

Normal Business Hours (8:00 am – 5:00 pm M-F)

a. Contact the General Services Call Center - #465-5689.  If nobody is at the desk you may leave a message or call the cell phone #321-3666.

b. The Call Center will write up a workorder to be distributed to the maintenance 

                        staff.

c. Please do not contact the maintenance staff directly.

After Hours (5:00 pm – 8:00 am M-F) & 24 hours Saturday, Sunday and Holidays

a. Contact Building Security at #465-2100 (rolls over to cell phone), pager #789-8508.
b. Security will have available to them all after hours phone numbers for DGS Management staff. 

c. DGS Management will contact maintenance staff and dispatch them accordingly.

Please do not hesitate to contact myself if you encounter any problems or have suggestions on how we can improve our services to you. 

We appreciate your continued cooperation and look forward to providing you our services.
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