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2004 Summer Intern Housing

Student Internship Programs

Sandia National Laboratories

Sandia has an arrangement with U.S. Suites and Manzano Ridge Apartments (701 Stephen Moody SE, Albuquerque, NM) to provide intern housing for the 2004 Summer Internship Program. Students will be housed four tenants per apartment. Co-educational apartment occupancy is not available through this arrangement. Students who require accommodations for extended family members are encouraged to select housing from the SIP General Housing List or the Albuquerque Apartment Guide.

Standard Amenities

The fully furnished, two-bedroom/two bath apartments include the following amenities:

· Sofa and loveseat

· Coffee table and end table with lamp

· Dining room table and 4 chairs

· 4 twin beds (2 per bedroom)

· 2 Dressers (1 per bedroom)

· 2 Nightstands and lamp (1 per bedroom)

· Clock radio in each bedroom

· 19” Television/VCR set with basic cable (27 channels)

· Full size washer/dryer

· Phone with free local service

· Electricity, gas and water services 

· Fully furnished kitchen (microwave, coffee pot, toaster, dishes, classes, silverware, pots and pans, all utensils)

· All twin bed linens and pillows

· Complete towel sets, shower curtain, initial paper products, and toiletry items

Optional Extra Amenities

The following optional amenities are available at additional cost and are subject to availability and sales tax:

	· Housekeeping
	· Vacuum Cleaner

	· Voice Mail
	· Call Waiting

	· Movie Channels
	· Expanded Cable

	· Stereo
	· Extra TV

	· Desk & Chair
	· Covered Parking


Rental Rate & Payment Schedule

The rental rate for the two-bedroom/two bath apartment is $1450.00 per occupant for the summer.  The rental rate will be prorated to reflect the number of days the intern occupies the unit.  The apartments are available for occupancy beginning Friday, May 7 and will close on Sunday, August 15.  Students living in intern housing and working past the August 15 exit date should plan early to make other housing arrangements for the remainder of their tenure at Sandia.

By registering to participate, students agree to make payments according to the following schedule:

	Date
	Amount

	May 13
	$362.50

	June 3
	$362.50

	July 1
	$362.50

	August 5
	$362.50


Registration Process

Students may begin registering for intern housing when they receive their application packet from the Staffing Specialist. It is mandatory that students register for housing on or before Friday, May 7, 2004.  Housing registration forms postmarked and received after the deadline will be considered for placement if space is available.

Students may register by completing the attached housing registration form and mailing or faxing it to the intern housing provider:

U.S. Suites

Brenda Lucero

9500 Osuna Rd NE

Albuquerque, NM 87111-2287

Ph. 505.292.1896

Fax 505.294.2588

Apartment Assignments

Apartment assignments are made on a first come, first served basis, according to the number of apartments leased, by gender, and based upon the students’ arrival dates.  Assignments are made as registration requests are received; sometimes, it is necessary to reassign the first student if a subsequent intern’s arrival date comes before the first student’s arrival date.  The goal is to minimize cost to the students and the Labs.

Apartment assignment notifications are emailed one week after the registration deadline date to all students with a paper copy sent to the address on their registration form.  The notification includes the apartment name and address, the unit to which the student is assigned, an apartment complex site map, directions to the corporate provider’s office, and if available, the local telephone number to the apartment unit.

Payment Process

All payments are made by credit card.  The following credit card information must be provided at the time of registration: the credit card number, type, and expiration date. Students who will be using their parents or guardian’s credit card, must have them sign the credit card authorization portion of the registration form. 

The intern housing provider is authorized to bill students according to the established payment amount and on the scheduled dates.  In addition to the rental fees, the housing provider will also bill students (not Sandia) for any optional extra amenities requested by the student. 

There are no fees for gas, electricity, water or local phone calls.  Students are responsible for long distance phone calls incurred and are encouraged to use a calling card.

Check-In Procedures

· Student’s driving to Albuquerque and arriving during office hours (M-F, 8:00am to 5:00pm) will pick up their keys at the housing provider’s office.  Students must inform the housing provider staff of the date and time they will arrive.  If the student’s travel arrangement changes, and the student will arrive after working hours, a 24-hour notice must be given to the housing provider.  The housing provider will give the student a lockbox combination, and place a lockbox on the apartment unit.  The students then may go directly to the apartment complex and retrieve the key from the lockbox.

· Students driving to Albuquerque and arriving after office hours or on weekends will be provided a combination to the protected lockbox, which will be located on the apartment unit and contain the keys to the apartment.  In the event the student misplaces or forgets the combination to the lockbox, the student should contact the SIP Housing Coordinator for assistance.

· Students flying into Albuquerque at any time will be provided a combination to the protected lockbox which will be placed on the apartment unit and contain the keys to the apartment.  Students are eligible to take a taxicab (not a rental vehicle) from the airport directly to the apartment complex.  Students will be reimbursed for incurred taxi fees.  

Whether driving or flying, all students are asked to contact the SIP Housing Coordinator within 24-hours of their arrival to confirm their safe and successful entry into the apartments.

The Housing Coordinator will be on 24-hour standby to assist students in getting into their respective apartment each weekend from mid-May through mid-June (after mid-June, on an as-needed basis).

Check-out Procedures

All students are required to complete a SNL Separation Package.  Upon completing this package, students should contact the intern housing provider to report the date they expect to vacate the apartment.  All students must vacate the apartments on or before the date published by the Housing Coordinator.  Students should return all keys to either the SIP Housing Coordinator or intern housing provider.

Opening & Closing the Apartments

The intern housing provider will open the apartment units on the date identified by the housing coordinator.  All standard amenities and any optional extra amenities requested by the students will be supplied as agreed upon.  The housing coordinator (or designee) will conduct a walkthrough of each apartment unit prior to the students’ arrival.  Likewise, the housing provider will close the apartment units and any contract on the date identified by the housing coordinator.

Orientation

Students living in intern housing are required to attend a housing orientation sponsored by the SIP Administrative Office and the housing provider.  The orientation will include the following topics: Security, use of apartment complex amenities, rental payment schedule, etc.

Local Transportation – City Bus Passes

Students who require a city SunTran bus pass must indicate so on their registration form. SIP will issue bus passes to students as requested by the student. Lost or misplaced passes will not be replaced by SIP.

Housekeeping

All students are expected to help upkeep their assigned apartment.  Students may secure housekeeping services from the housing provider at additional cost, including sales tax.

Costs incurred due to damages (broken window, hole in wall or doors, etc.) within an apartment are the students’ responsibility.  If the student(s) responsible for the damage is not identified, all students living in the apartment will be liable and will be billed in equal amounts.  

Reporting Problems

Apartment Facilities Maintenance—All maintenance concerns must be reported directly to the housing provider at 505.292.1896.  The housing provider’s office hours are M-F 8:00am – 5:00pm, their message center is available 24-hours a day, 7-days a week, and a staff member is always on-call for emergencies.  The housing provider is required to respond to the student within 24-hours of receiving a maintenance concern and will also inform the Housing Coordinator of the call for maintenance.  If the housing provider does not respond to their requests within 24-hours, students should contact the SIP Housing Coordinator.

Roommate Concerns—Students should contact the SIP Housing Coordinator with issues/concerns with roommates.

Contacts:

SIP Housing Coordinator:

Vickie Brown






MS-1351






505.844.1374 (office) / 505.980.0211 (cell)






505.844.1228 (fax)






vbrown@sandia.gov (email)

Intern Housing Provider:


U.S. Suites






Brenda Lucero






9500 Osuna Rd NE






Albuquerque, NM 87111-2287






505.292.1896 (office) / 505.294.2588 (fax)

2004 Summer Intern Housing

Student Internship Programs

Intern Housing Registration Form

By registering to participate in the summer intern housing, you agree to abide by all rules and regulations outlined by the apartment complex, sign a housing agreement form with U.S. Suites, attend the housing orientation, and make monthly payments according to the following schedule. Payments will be prorated to reflect the actual number of days you occupy the unit, and will begin after (not before) you’ve taken possession of the unit.

	Date
	Amount

	May 13
	$362.50

	June 3
	$362.50

	July 1
	$362.50

	August 5
	$362.50


Please complete and submit this form by Friday, May 7, 2004 to:

U.S. Suites

9500 Osuna Rd. NE


OR 

FAX 505.294.2588

Suite 613

Albuquerque, NM 87111-2287

	PERSONAL INFORMATION

	Last Name: ___________________________ First Name: _______________ MI: _______

Phone: (       )_______________ Email: __________________________________________

Mailing Address: ___________________________________________________________
                                   Street Address                          City                    State             Zip

	TRAVEL INFORMATION

	Please indicate your mode of transportation:

( Personal Vehicle
( Airline
Arrival Date:_______________ Time: _____________ 

( Taxi Cab (check here if you’ll be baking a taxi cab from the airport to the apartment complex)

( Bus Pass (check here if you’ll need a SunTran bus pass for summer transportation)



	PAYMENT AUTHORIZATION

	I, (print name) _________________________ authorize U.S. Suites, (9500 Osuna Rd., NE, 

Suite 613, Albuquerque, NM 87111) to charge the following credit card (select one):


( Visa

( MasterCard

( American Express

 ( Discover

#_____________________________ with expiration date of Month ________ Year________ for room charges associated with Sandia National Laboratories Student Internship Program. 

Signed: _________________________________ Date: _____________________________




 U.S. Suites will prorate monthly rental fees to reflect actual days occupied by each individual student. 


