








I. GENERAL
FOAPA Fund 111180 Org 250409 Program 0000 (formerly FRS account number 2-57120-2000) has been established with $41,000 to fund purchases of classroom furniture including, but not limited to, student chairdesks, student chairs, student tables, teacher tables, teacher podiums, teacher chairs, handicapped accessible tables, and trashcans; and to repair fixed seating in classrooms. 
Generally, installation of new classroom will occur during the summer months to allow enough time to coordinate the removal of existing classroom furniture and the delivery and installation of new classroom furniture by the vendor.  

II. PURPOSE
The purpose of this FSSP is to outline Facilities Services role in the purchase and installation of movable classroom furniture for the University.
III. RESPONSIBILITY

A. Associate Director, Facilities Service Center:  

1. Associate Director, Facilities Service Center will establish and maintain a classroom furniture replacement program
2. Associate Director, Facilities Service Center will determine specific needs for movable classroom furniture with input from Academic Affairs, Materials Management, and Moving Services. 
3. Associate Director, Facilities Service Center will also seek input from Moving Services regarding additional chairdesks to restock replacement supply.     

4. Based on identified need, Associate Director, Facilities Service Center will determine the item and quantity under State contract that can be purchased, received, and invoiced with identified funds.  

5. Associate Director, Facilities Service Center will issue requisition to create purchase order specifying delivery terms.  

6. Associate Director, Facilities Service Center shall coordinate with Housekeeping Services for floor cleaning if warranted.

7. Associate Director, Facilities Service Center shall provide administrative assistance to Moving Services. 

B. Moving Services:

1. Moving Services stores replacement supply of chairdesks to meet emergency shortages and replace damaged chairdesks. 

2. Moving Services shall notify Associate Director, Facilities Service Center when the University needs to re-stock the supply of replacement chairdesks.   

3. As buildings are renovated, Moving Services will inspect movable classroom furniture to determine if any pieces are of the quality to store for replacement use rather than surplus. 

4. Moving Services determines available storage space for new movable classroom furniture and replacement supply.  Moving Services is responsible for removing existing classroom furniture to make room for new movable classroom furniture.  Moving Services works with Materials Management to determine available storage space for existing classroom furniture to be surplused.   

Campus Operations including Facilities Services and Moving Services does not have funds to support the cost of storage of surplused classroom furniture or transportation of surplused classroom furniture from the University.  

5. Moving Services coordinates installation of movable classroom furniture with vendor.  If at all possible, Moving Services will coordinate on-site delivery by vendor during an academic break.  Receiving furniture for installation by Moving Services at a later date is not recommended due to the limited amount of storage space on campus.  

6. Moving Services will prepare and affix labels on the underside of new movable classroom furniture indicating warranty expiration and purchase order information.

7. If damage to movable classroom furniture appears to be covered under warranty, Moving Services will coordinate with Associate Director, Facilities Service Center to seek replacement from vendor.

C. Requests for purchase
Academic Affairs, Materials Management, and Moving Services will submit requests for student chairdesks, student chairs, student tables, teacher tables, teacher podiums, teacher chairs, handicapped accessible tables, and trashcans to the Associate Director, Facilities Service Center by February 15th to be included in the order for installation during the summer months. 
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