








I. GENERAL
The use of Slay Residence Hall is being changed temporarily to office use.  E&G occupants will occupy Slay.  Housing is “leasing” the building to E&G.
II. PURPOSE

This FSSP provides guidelines for Facilities Services work at Slay while it is being leased.
III. RESPONSIBILITIES
Housing is responsible for funding real property maintenance and repair activities as they do for Housing buildings.

Facilities Services and occupying departments are responsible for funding other activities as in other E&G buildings.

The Assistant Director, Facilities Services – Residence is responsible for approving any upgrades or renovations affecting real property and reviewing labor charges prior to monthly billing.
Shop supervisors are responsible for having account numbers of work orders not for real property maintenance and repair changed in the work order system.

IV. PROCEDURES
A. Real property assets in the work order system will retain their Housing account number.  Work orders will therefore direct billing to Housing accounts.
B. Facilities Services shop supervisors are responsible for having the account numbers for work orders for work that is not for real property maintenance and repair changed to an appropriate account number.  The Facilities Service Center will make the account number change as specified by the shop supervisor.
1. Changing account numbers is required so that Housing is not billed for labor and materials.
2. Changing the account number will direct billing of materials to Facilities Services or a department as appropriate.
3. Examples of work where the account number should be changed: moving, making keys, furniture repair, hanging bulletin boards.
C. Requests to make upgrades or renovation to the real property must be approved by the Assistant Director, Facilities Services – Residence.
D. Prior to labor billing each month, the Assistant Director, Facilities Services – Residence will review the labor charges to Housing for Slay.  Any erroneous charges will be corrected.
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