








GENERAL

A. Manual Holders are the official custodians of the COSP documents published by Campus Operations.  Each Manual Holder is responsible for posting and maintaining the COSP Manuals assigned to the individual department as a current and ready source of information for members of the department or work unit.

B. Where appropriate, Manual Holders may directly distribute copies of selected instructions to individuals who may require them in order to perform work assignments.  They may also include COSP extracts in separate desk manuals for particular positions.  Any further promulgation carries the responsibility of maintaining currency.

II. MANUAL HOLDERS

The following individuals in each department are designated as Manual Holders for the manuals indicated.

	CAMPUS OPERATIONS STANDARD PRACTICE
	
	 

	
	MANUAL NUMBER
	COSP
100-

	Campus Operations
	 
	 

	Sr. Assoc. Vice Chancellor for Campus Operations
	 
	 

	
	Executive Assistant
	102
	1

	
	Director, Resource Management
	105
	1

	
	 
	 

	Facilities Engineering and Architectural Services
	 
	 

	
	Director, Engineering and Architectural Services
	103
	1

	
	 
	 

	Facilities Maintenance, Main Campus
	 
	 

	
	Executive Director, Facilities Services
	301
	1

	
	Assistant Director, Facilities Service Center
	310
	1

	
	Staff Assistant, Building Services
	320
	1

	
	Staff Assistant, Grounds Services
	330
	1

	
	Assistant Director, Utilities Services
	340
	1

	
	 
	 

	Facilities Maintenance, Health Sciences Campus
	 
	 

	
	Director, Facilities Maintenance
	401
	1

	
	 
	 

	Housekeeping Services
	 
	 

	
	Director, Housekeeping Services
	501
	1

	
	Staff Assistant, Housekeeping Services
	510
	1

	
	 
	 

	 
	TOTAL
	11
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