








I. GENERAL

The Ward Guest House located at 1201 E 5th Street is owned by the University Foundation and leased to the University.  

The University Foundation owns the Ward Guest House Apartment, formerly the garage, also located at 1201 E 5th Street.  Although owned by the University Foundation, the Ward family retains personal use of the Ward Guest House Apartment through a Life Estate.  The personal use of this University owned property requires a unique stewardship relationship between the University Foundation and the Wards.  
II. PURPOSE

This FSSP outlines Facilities Services responsibilities in regard to the inspection, maintenance, and repair of the Ward Guest House and the Ward Guest House Apartment as described in the following emails:  
December 17, 2001 email from Don Leggett (Administrator, University Advancement):

“In conversation with Jim Lanier (President of ECU Foundation) a few minutes ago, he informed me that due to the fact that Bob Ward is ultimately responsible for major repairs on the garage apartment, he should be included in decisions about making those repairs, including who is to make them, etc.”

December 17, 2001 email from Richard Brown (former Vice Chancellor for Administration and Finance):

“. . . I thought it would be a good idea to document how we should address work required at this facility in the future.  The best I can determine, the apartment is technically owned by the Foundation but the Wards retain a life estate to it.  As such, the University has an interest in it but no immediate use.  We can not provide any service to it with out recovering our costs.  Outsourcing those things that are beyond our normal activities is generally best, assuming we are obtaining competitive residential prices.  Using our own personnel and charging for those services is also acceptable if (1) we can not obtain a reasonable price or timely service from an outside contractor and (2) we have the capacity and expertise to do the work that needs to be done.  In those cases, it would probably be best if we charged the foundation directly and then let the foundation recover from the Wards rather than us billing them directly.  Please continue to serve this facility as you have in the past . . .”
III. RESPONSIBILITIES
A. Ward Guest House
1. The Ward Guest House is an E&G leased building.  As such, Facilities Services is responsible for the inspection, maintenance, and repair of the Ward Guest House similar to any other E&G building per the conditions of the lease.  

2. All dates and times for access to the Ward Guest House must be coordinated with Lydia “K” Woolard, Chancellor’s Staff Representative.
B. Routine grounds maintenance
Grounds Services is responsible for routine grounds maintenance including, but not limited to, planting and lawn care.

C. Ward Guest House Apartment:
Facilities Services is responsible for performing minimal EXTERIOR work to maintain the Ward Guest House Apartment according to University standards.  To accomplish this, Facilities Services shall perform the following work at the Ward Guest House Apartment.  All work performed by Facilities Services or contracted through Facilities Services at the Ward Guest House Apartment shall be charged to the Foundation. 
1. Preventive Maintenance

Quarterly preventive maintenance (PM) inspections are performed on the Apartment EXTERIOR in accordance with the Facilities Services PM program.

2. Routine Repairs

a. A list of required routine repairs discovered during PM inspections will be compiled into a repair project to be conducted after the Spring PM is performed in May/June.

b. All routine repairs shall be coordinated through the Executive Director, Facilities Services.  Mr. Ward will be contacted directly with cost estimates as appropriate.

3. Immediate/Emergency Repairs
Repairs requiring immediate or emergency attention shall also be coordinated through the Executive Director, Facilities Services.  Mr. Ward will be contacted directly with details and cost estimates as appropriate.

4. Access to the Apartment
a. All dates and times for access to the Ward Guest House Apartment must be coordinated with Lydia “K” Woolard, Chancellor’s Staff Representative.  

b. Facilities Services access to the Apartment is restricted to the following reasons:

i. Access requested by the Ward family, 

ii. Access requested by the Chancellor’s Office, 

iii. Access is needed to accomplish EXTERIOR work, 

iv. Access is needed to investigate suspected INTERIOR damage/problems or emergencies
5. All work at the Ward Guest House Apartment shall be completed by contract except for required emergency response to protect the property.
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