








I. PURPOSE
The purpose of this FSSP is to outline Facilities Services responsibilities regarding exterior signs and interior signs. 

This instruction incorporates the East Carolina University Campus Exterior Sign Policy into Facilities Services Standard Practice.  Facilities Services shall be responsible for making and placing the campus signs in compliance with the policies and specifications set forth in this policy.

The campus sign system for Main Campus and West Research Campus consists of Campus Entrance Signs/Welcome Signs that help to convey the “look” of the University’s exterior sign system.  This aids in identifying the entire sign system.  The next layer in the system is the Directories; Directories provide a campus map and show locations and names of all buildings on campus and referenced map location.  The Building Signs/Major Zone Signs are the next layer in the system used to identify buildings by official name and areas and sites for student activity on campus property.  The next layer of the system is directional signage indicating ADA accessible entrances, non-accessible entrances.  The last layers in the system are the building interior signage and room numbers.  

II. GENERAL
Permanent signs required but not referenced here or in the East Carolina University Construction Standards, Section 10430 titled Exterior Signs shall be submitted to Senior Associate Vice Chancellor for Campus Operations or his/her designee for approval.  

The School of Medicine has provided signs on the Health Sciences Campus.  However, preliminary design following the University Construction Standards, Section 10430 shall be considered and reviewed for signage on the Health Sciences Campus.  

The University Construction Standards are available on the East Carolina University Facilities Services web page at www.ecu.edu/facility_serv/  .

III. EAST CAROLINA UNIVERSITY CAMPUS EXTERIOR SIGN POLICY
A. ORIGIN OF POLICY

The adoption of a sign system in 1997 led to the need for written guidelines.

B. APPLICABILITY
This policy shall be applicable to all East Carolina University departments, agencies, and tenants on the Main Campus and West Research Campus located in Greenville, North Carolina.  Exceptions may be made by the Senior Associate Vice Chancellor for Campus Operations.
C. STYLE OF SIGNS

1. GENERAL
This policy provides standards for the following types of exterior signs:

a. Campus Entrance Signs/Welcome Sign

b. Directories

c. Building Sign/Major Zone Signs

d. Small Buildings/Historic District Signs
e. Exterior ADA Directional Signs
The policy provides a general description, specifications, and pictorial view of each of the sign types.  Detailed specifications are available East Carolina University Construction Standards, Section 10430 titled Exterior Signs. 

2. SIGN DESCRIPTION
a. Campus entrance sign/Welcome sign:
This type of sign is used to welcome visitors upon arrival at the campus and to delineate boundaries.  The sign can be externally lighted. 

b. Directories:
This type of sign is used to provide a campus map and show locations and names of all buildings on campus and referenced map location.

c. Building sign/Major Zone signs:
Building signs identify campus buildings by official name.  Major zone signs define areas and sites for student activity on campus property.

d. Small Building/Historic District signs:
This type of sign is a smaller version of the welcome and building identification signs.  This type of sign is used on small campus buildings as determined by Assistant Director, Facilities Service Center.  Signs within the Historic District are installed after obtaining a Certificate of Appropriateness from the Historic Preservation Committee, City of Greenville Planning and Community Development Office, and the Division of Archives and History, State Historic Preservation Office in Raleigh.  
e. exterior ada Directional signs:
Directional signs indicate ADA accessible entrances, non-accessible entrances, and/or directions to an accessible entrance.  These signs shall conform with ADA Guidelines, ECU Facilities Services Standard Practice 34-0001, and Facilities Services.  Facilities Services, in consultation with appropriate parties, shall determine location of these signs.  The Project Architect/Design Consultant for new buildings shall be responsible for identifying accessible entrances and routes to the entrances.  In capital construction projects, the Contractor shall provide and install appropriate signs.  

3. GRAPHIC STANDARDS
East Carolina University Construction Standards, Section 10430 titled Exterior Signs outlines graphic standards, including color, lettering, and height; fabrication; placement; responsibilities; updates, etc. for the referenced types of signs.  

IV. BUILDING NAMES

A. The Senior Associate Vice Chancellor for Campus Operations is responsible for recommending “working names” of buildings for review and approval by the Chancellor’s Cabinet.  The Chancellor’s Cabinet may approve the “working name” as presented, revise, or change the “working name,” and/or forward to Board of Trustees for review and approval. 

B. Changing the “working name” to a permanent name honoring a benefactor of the University requires the approval of the Board of Trustees.

C. Building names on exterior signs shall be the accepted “short form” name of the building.  (i.e. the exterior sign for the Harold H. Bate General Classroom Building reads “Bate Building”). The Senior Associate Vice Chancellor for Campus Operations or his/her designee shall approve the “short form” name of the building to be used on the exterior signs.
D. In some cases, the exterior sign may include more information such as the school, college, service or function located in the building but should be limited to the following to assist visitors to the campus.
1. Location of an administrative office of a school or college.
2. Location of a function for “first time” visitors or other campus visitors.
School or college:  The exterior sign may indicate the school or college located in the building.  If the school or college has an official title (for example Thomas Harriot College of Arts and Sciences), the exterior sign may indicate the official title of the school or college.  If needed, the Senior Associate Vice Chancellor for Campus Operations or his/her designee shall approve a “short form” name of the official title of the school or college to be used on the exterior signs.  The exterior sign will not distinguish any other academic levels without approval of the Senior Associate Vice Chancellor for Campus Operations or his/her designee.  
Service or function:  The following are services and functions that may be included on exterior signs: 
Admissions




Athletic Arenas




Bookstore
Cashiers
Central Stores & Receiving
Credit Union
Dining Areas
Financial Aid
Galleries

Human Resources
Housing Services (Campus Living / Neighborhood Services Office)
Mail Services





Materials Management
Police Department




Registrar
Other services or functions to be used on the exterior signs require the approval of the Senior Associate Vice Chancellor for Campus Operations or his/her designee.  
V. PLACEMENT
The Senior Associate Vice Chancellor for Campus Operations or his/her designee shall approve placement and location of all exterior signs.
VI. RESPONSIBILITIES
A. In capital construction projects, the General Contractor shall be responsible for contracting manufacture and placement of the signs on campus in compliance with the policies and specifications outlined in this document and University Construction Standards.  
B. The Contractor shall be responsible for full replacement for defects in materials or workmanship for five years. 

C. Capital construction projects shall provide funding to pay for the signs associated with each project.  

D. Facilities Services shall be responsible for procuring and placement of other signs on campus in compliance with this FSSP, University Construction Standards, and COSP 100-0050 Streets and Parking Lots.

E. Non E&G budget entities and auxiliaries shall be responsible for paying for the costs of signs for those buildings.

VII. MAINTENANCE  
A. Grounds Services is responsible for cleaning the Campus Entrance Signs/Welcome Signs, Directories, and Building Signs/Major Zone Signs on Main Campus, Health Sciences Campus, and West Research Campus.  Grounds Services is responsible for relocation of existing signs.   

B. Damage to a Campus Entrance Signs/Welcome Signs, Directories, Building Signs/Major Zone Signs on Main Campus should be reported via a work order to Facilities Service Center.  The Assistant Director, Facilities Service Center or his/her designee will determine the course of action depending on type and extent of damage, warranty, and funding responsibility.   

C. Damage to a Building Signs/Major Zone Signs on Health Sciences Campus or West Research Campus should be reported via a work order to Building Trades – Health Sciences Campus.     
VIII. INTERIOR SIGNS

ECU Vice Chancellor for Academic Affairs/Provost assigned responsibility for creating signage on any classroom and teaching labs within Academic Affairs Division (i.e. classrooms and teaching labs on Main Campus and West Research Campus) to the Senior Associate Vice Chancellor for Campus Operations per May 23, 2005 email.  
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