








I. GENERAL
University record documents (record / as-built drawings, operations and maintenance manuals, and code reference books) are stored in the Facilities Service Center – Eppes #3 for the use of staff personnel.   

II. PURPOSE

This FSSP outlines the procedures to ensure accurate tracking and ready access for staff personnel.  

III. PROCEDURE

A. The University CAD / Document manager will make available record documents during regular work hours (8:15 am – 4:45 pm M-F) and during summer work schedule (7:45 am – 4:45 pm M-Th, 7:45 am – 11:15 am Friday).  

B. The record documents are to remain in the Eppes #3 building unless authorized to be removed by University CAD / Document Manager, Assistant Director, Maintenance Engineering, or Executive Director, Facilities Services.  Removal of stored documents from the Eppes #3 building is generally not approved, since sections, pages, and drawings can be copied in the Eppes #3 building.

C. Personnel wishing to remove the record documentation from its stored location will fill out an “OUT” pre-printed card with Last Name and First Initial, Name of Document/Drawing, and Date.  For manuals and books, place the “OUT” card in place of the manual and books.  For drawing and hanging files, place the card in the designated holder on the wall by the phone. This checkout process does not constitute authorization to remove the record documents from the Eppes #3 building.  
D. Return of the drawing and hanging files, books, and manuals to the correct location is important for the next user.  Remove the card and replace the record documentation back into its proper place.  Turn in the “OUT” card to University CAD / Document Manager. Drawing and hanging files should be returned to Eppes #3 when the review is complete.  Books and manuals should be returned to Eppes #3 within 5 business days.   An end of day check will be accomplished to ensure everything is in proper order. 
E. If personnel need to have copies made of the record documentation, see or leave the request for the University CAD / Document Manager. Personnel should not attempt to disassemble the record documentation because it may be difficult to reassemble for proper storage.
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