








I. GENERAL

Facilities Services has significant responsibilities for Commencement.  This FSSP provides a punchlist delineating activities performed by Facilities Services.

II. RESPONSIBILITIES

A. Grounds Services, Utilities Services, Housekeeping Services, and Building Services have responsibilities for Commencement activities.

B. The Assistant Director, Grounds Services is the event manager.

III. PROCEDURE

A. Refer to FSSP 30-3100.1 for a Commencement Punchlist.  The Punchlist includes activities that are to be performed by or coordinated with Facilities Services.  Supervisors and managers are to use this Punchlist to ensure all necessary activities are completed.

B. Utilities Services

1. Utilities Services shall provide one HVAC technician, one Plumber, and one Electrician with Life Safety experience to provide on campus coverage for the Commencement activities from 5 PM to 9 PM on the day prior to Commencement.  The elevator technician will be provided only if Commencement activities are occurring in building(s) with an elevator during this time.  
2. Utilities Services shall provide one HVAC technician, one Plumber, and one Electrician with Life Safety experience, and an elevator technician to provide on campus coverage for the Commencement activities on the day of Commencement.  The elevator technician will be provided only if Commencement activities are occurring in building(s) with an elevator during this time.  

3. Assistant Director, Utilities Services shall advise the ECU Police of the availability of these personnel to provide coverage to Commencement activities.  These personnel will be available through the ECU Police via radio.  The Event Manager shall get a listing of all Commencement activities on the day before Commencement at least two weeks in advance and distribute to Utilities so personnel can be assigned.
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