	
	Design and Construction
AN ISO 9001:2015 CERTIFIED ORGANIZATION

	
	Division of Design, 35th Floor, Corning Tower
The Governor Nelson A. Rockefeller Empire State Plaza
Albany, New York 12242
Phone: (518) 402-5506	




	REQUEST FOR BUILDING NUMBER
	Project No.:
	     

	
	Date:
	     


Instructions:	Complete all information (except Assigned Building No.) below. Forward completed form and a sketch, site plan or marked-up Key Plot Plan indicating the location of the building on the Facility property to: ogs.dl.OGSBuildingNumberRequest@ogs.ny.gov

The Building No. will be as recorded on this form and returned to the requester. The requester should then file a copy of the completed form in the electronic project folder. A copy will be forwarded to OGS Statewide Capital Assets and the Agency Contact.  The requester shall update the Key Plot Plan.
	Project Title:
(if applicable)
	     
	Assigned Building No.

	Agency:
	     
	     

	Agency Contact:
	     
	

	Email:
	     
	

	Facility Name:
	[bookmark: Text6]     
	

	Facility Address:
	     
	

	City / State / Zip:
	     
	


Building Information (for Fixed Assets Inventory):
	Building Name:
	     
	Stories:
	     
	Sq. Ft.:
	     

	Construction Type:
(masonry, steel, etc.)
	     



	Requested by:
	     
	Business Unit:
	     

	Telephone:
	     
	E-Mail:
	     


Distribution:	Agency Contact
			OGS Statewide Capital Assets
			BUL
			Team Leader
	BDC 38 Rev02
	E-File: V:\DesignAndConstr\Project Folder\30_DesignPhase|31_Correspondence
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