








I. PURPOSE
The purpose of this FSSP is to establish a procedure to determine if Facilities Services Standard Practice Manuals are being appropriately maintained.  This procedure does not apply to Facilities Services Standard Practice Manuals issued to other Departments.

II. GENERAL
The Associate Vice Chancellor’s Administrative Assistant is responsible for the operation of the Facilities Services Standard Practice (FSSP).  Each issued FSSP Manual should be an exact copy of the Master FSSP Manual maintained by the Associate Vice Chancellor’s Administrative Assistant.  

III. PROCEDURES
At least once a year, the Director of Resource Management or his/her designee shall audit the issued FSSP Manuals to determine if each issued Manual is an exact copy of the Master FSSP Manual. 

The audit shall consist of the following: 

· Determine if the appropriate number of changes are indicated on the Record of Changes. 

· Determine if the Manual contains the most recent version of specific FSSPs.  A minimum of 5 FSSPs shall be checked.  

The Director of Resource Management shall notify the Manual Holder if an issued Manual does not pass the audit.  If the Manual does not pass the audit, the Manual Holder is responsible for updating the Manual within 30 days.  The Manual Holder or his/her designee should schedule an appointment with the Associate Vice Chancellor’s Administrative Assistant to compare the Master FSSP Manual with the Manual Holder’s copy.  The Master FSSP Manual may not be removed from Facilities Administration-4th Street.  Upon completion of the update, the Manual Holder shall notify the Director of Resource Management that the issued Manual has been updated.  
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