








I. PURPOSE
This COSP outlines Campus Operations responsibilities in regard to the inspection, maintenance, and repair of the 14,882 net square feet of office space located in Self Help Building at 301 S. Evans Street per the Lease Agreement dated February 15, 2005 between Lessor, Proctor Hotel, LLC by SHVF Properties, LLC, and Lessee, the State of North Carolina.    
II. GENERAL
The Lease Agreement includes the following pertinent information:
“3.
The Lessor shall furnish to the Lessee, during the lease term at Lessor’s sole cost and to the satisfaction of the Lessee the following: 

A. 
Heating facilities, air conditioning facilities, hot and cold water facilities, adequate lighting fixtures, electrical sockets, adequate toilet facilities and proper ventilation.  

B.
Lessor to provide required fire extinguishers and servicing, pest control, and outside trash disposal including provision for the handling of recyclable items such as aluminum cans, cardboard and paper.

C.
All utilities except telephone and data.

D.
Daily janitorial and cleaning services and supplies.  Maintenance shall include common area.  Maintenance and cleaning of lawns, shrubbery, sidewalks and parking areas are required.

F.
Nine (9) parking spaces. 

G.
Elevator Services, if applicable
The Lease Agreement states that “4.
During the lease term, the Lessor shall keep the leased premises in good repair and tenantable condition, to the end that all facilities are kept in an operative condition.  Maintenance shall include, but is not limited to, furnishing and replacing electrical flight fixture ballasts, air conditioning and ventilating equipment filter pads, if applicable, and broken glass.”  

The Lease Agreement continues that “6.    The Lessee shall have the right during the existence of this lease, with the Lessor’s prior consent, to make alterations, attach fixtures and erect additions, structures or signs in or upon the leased premises. Such fixtures, additions, structures, or signs so placed in or upon or attached to the leased premises under this lease or any prior lease of which the lease is an extension or renewal shall be and remain the property of the Lessee and may be removed therefrom by the lessee prior to the termination of the this lease or any renewal or extension thereof, or within a reasonable time thereafter.” 

The Lease Agreement indicates that “16.     As a condition of this lease prior to the inception date, the Lessor will upfit the subject premises according to the attached Floor Plan Exhibit – A, and in accordance with the advertised specifications (PO27) of East Carolina University-as approved by the Department of Administration.”
III. PROCEDURES
A. Based on the responsibilities of the Lessor outlined in the Lease Agreement, Campus Operations is NOT responsible for providing any type of inspection, maintenance, or repair to the office space located at 301 S. Evans Street including, but not limited to, the following:  
1. Facilities Services is NOT responsible for providing housekeeping service. 

2. Pest control service is NOT provided under the University’s pest control contract.

3. Facilities Services is NOT responsible for providing routine grounds maintenance including, but not limited to, planting and lawn care.
4. Facilities Services – Grounds Services is NOT responsible for distributing ice melt product or removing snow or ice from the entrance ways, parking lots, etc. 
5. Facilities Services is NOT responsible for routine maintenance or repair associated with any HVAC, mechanical, electrical, plumbing systems.

6. Parking & Transportation Services is NOT responsible for signage, inspection, maintenance, or repair to the leased parking spaces. 

7. Campus Operations is NOT responsible for charges associated with utility consumption; the University will not absorb the cost associated with utility consumption by University occupants. 

8. Facilities Service Center is NOT responsible for maintaining or issuing keys, including re-keying, issuing duplicate keys, etc., to the building or offices.  

B. Exceptions are limited to the following:

1. Moving Services shall respond to requests for assistance with moving. 

2. Building Services – Carpentry Shop shall respond to requests for minor assistance with University-owned property, for example repairing University-owned furniture. Building Services – Carpentry Shop may mount/hang (minor) university furnishings, bulletin/tack/white boards, etc. on walls of the space that ECU leases. 

3. Any alteration, attachment of fixture, or erection of addition, structure or sign in or upon the leased premises shall be coordinated through the Facilities Service Center.  The work shall be performed by an independent licensed contractor required to meet state, city, and local specifications.  Facilities Service Center is responsible for contracting any renovation/alteration work to include floor, wall, door, ceiling, mechanical, electrical, etc. type work form improvements to the space ECU leases.  Funding must be provided by requestor.
4. Risk Management will coordinate contents coverage on University-owned property. 

5. Campus Operations will coordinate Greenville Utilities Commission (GUC) charges associated with fiber connection associated with telephone and data; the University will absorb the fiber charges associated with telephone and data connection of E&G occupants.    
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