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Tenant Contact Information Sheet

Last Name

Emergency Contacts:  Person(s) to be contacted in case of an emergency after building hours 
(HVAC, Server Rooms, Ringclear system, fire, flood, building closing)

Last Name Title
Billing: Person(s) to contact regarding rent payment & emailing rent statements

First Name

First Name

Email AddressTitle

Email Address

First Name

Main Phone #:

Title

Daily Contact:  Persons to be contacted for daily business operations
(Property Removal Passes, Tenant Notices, Building Engines, etc.)

Last Name

Company:



One South Wacker Drive, Suite 2285 Chicago, IL. 60606
TEL 312-578-0804   FAX 312-578-8586

1southwacker@jhancock.com

Page 2

Suite #: Date:

Fax#:

Tenant Contact Information Sheet

Main Phone #:

Company:

Work Phone
1

2

3

4

5

Work Phone Cell Phone
1
2
3
4
5

Work Phone Cell Phone
1

2

3

4

5

First Name Last Name Title Email Address

First Name Last Name Title Email Address

Tenant Executives:  Persons responsible for company-wide, executive-level decision making at this location
Last Name TitleFirst Name Email Address

Easy Lobby Users:  Person(s) authorized to allow guests to enter the building via Easy Lobby

Work Order Users:  Person(s) authorized to enter work orders via Building Engines 
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