








I. PURPOSE
The purpose of this FSSP is to document purchasing procedures and specific spending limits for housekeeping products and appropriate charges to Housekeeping Services accounts.

II. PURCHASING PROCEDURES
Authorized Warehouse purchases
The Director of Housekeeping Services shall prepare a list of Housekeeping Services Managers authorized to sign warehouse tickets.  Director shall forward an updated copy to the Central Supply Warehouse Managers on Main Campus and the Health Sciences Campus and the Director, Resource Management as often as necessary but at least annually.  The Director of Housekeeping Services shall be responsible for maintaining the purchasing authorization list, revising the purchasing authorization list as necessary to maintain accuracy, and forwarding the revised purchasing authorization list to the Warehouse Managers on both campuses.  Each list shall include a copy of this FSSP. The Director of Housekeeping Services shall notify the Warehouse Managers of short-term changes i.e. when the authorized Manager is out and is replaced for a few days, etc.  

A. PAPER PRODUCTS

The account number list indicates account numbers other than Housekeeping Services account numbers 2-57710 and 2-57711 to be charged.  The account number list also indicates the Manager(s) authorized to sign warehouse forms/tickets authorizing the purchase of paper products by Housekeeping Services charged to account numbers other than 2-57710 and 2-57711.  

1. Academics:  Purchase of paper products for locations under the control of the Academics Manager requires one signature to authorize purchase by either the Academics Manager or the Director.   

Purchase of paper products for locations under the control of the Academics Manager shall be charged to account number 2-57710 unless another account number is indicated on the account number list. 

Refer to FSSP 51-0156 Minges/PE Account 3-14200 for more information about charging for paper products for Minges/PE Building and Williams Arena.  

Refer to FSSP 40-0004 Facilities Support of Harris Building for more information about charging for paper products for Harris Building.    

2. Housing: Purchase of paper products for residence halls requires one signature to authorize purchase by either Housing Manager or the Director.

The account number list indicates the appropriate account number to be used for purchases for each residence hall. 

3. Health Sciences Campus:  Purchase of paper products for locations under the control of the School of Medicine Manager charged to account number 2-57711 requires one signature to authorize purchase by either the School of Medicine Manager or the Director.

4. Student Recreation Center:  Purchase of paper products for the Student Recreation Center charged to account number 3-14102 requires one signature to authorize purchase by either the Student Recreation Center Manager or the Director. 

5. Emergency Paper Purchases:  Emergency need for paper products may be filled by use of a warehouse counter ticket, signed by the appropriate Manager or the Director, and presented to the Warehouse for immediate issue.

B. ANY OTHER SUPPLIES
Purchase of any supplies other than paper products requires the signature of the Director of Housekeeping Services to authorize the purchase by Housekeeping Services.  

Other Facilities Services Departments that require the use of housekeeping supplies such as glass cleaner, gloves, etc. should contact Housekeeping Services for available stock before purchasing such items.  

C. REVIEW OF WAREHOUSE TICKETS

Housekeeping Services Managers are responsible for monitoring, reviewing, and approving all warehouse ticket charges to their area’s respective account(s) to determine if the charges are appropriate.  If a Housekeeping Services Manager determines charges are not appropriate, the Housekeeping Services Manager is responsible for contacting the appropriate Warehouse Manager, requesting a correcting transaction, notifying the appropriate Housekeeping Services Manager, if necessary, and verifying the correcting transaction.  
III. PURCHASING GUIDELINES

A. Funded by Housekeeping Services

The following expenses are funded by Housekeeping Services: 

1. Advertising - required advertising of new positions in newspapers, etc.  

2. Copying expenses - expense associated with copies made by printing and graphics 

3. Furniture, shelves, closet organizers – Furniture used by Housekeeping Services personnel and shelves, closet organizers, etc. used in Housekeeping Services storage closets are funded through Housekeeping Services.  New construction and renovation projects should include appropriate shelving in Housekeeping Services storage closets.   New shelving in existing Housekeeping Services storage closets will be funded through Housekeeping Services.  Housekeeping Services should initiate a work order for the Carpentry Shop on the appropriate campus to repair or replace damaged shelving in Housekeeping Services storage closets.  The Carpentry Shop on the appropriate campus is responsible for repairing or replacing damaged shelving in Housekeeping Services storage closets.  With approval by the Senior Associate Vice Chancellor for Campus Operations prior to initiating purchase or work order, expense for new shelving may be deemed an extraordinary expense, i.e. an expense outside projected budget needs. 

4. Soap dispenser valve replacements and “peep holes” - Soap dispenser valve replacements and “peep holes” are funded through Housekeeping Services. Items should be purchased directly from vendor not through warehouse. Housekeeping Services is responsible for replacing damaged soap dispenser valves and “peep holes.”     

5. Office supplies - office supplies including printer cartridges, paper, etc. 

6. Paper products - Toilet paper and paper towels are funded through Housekeeping Services.   Such paper products are not considered appropriate cleaning materials.  If used for cleaning, the Housekeeping Services Management Contractor is responsible for the expense.

7. Plungers – plungers maintained in Housekeeping Services closets  

8. Sand in cigarette urns 

9. Trashcans in classrooms, hallways, common areas/lobbies.   Trashcans in offices, conference rooms, etc. are considered departmental furniture and purchased by the user department (see C.1.c. below).  

10. Walk-off mats 
Housekeeping Services does not support Mendenhall or the Dining Services facilities.   

B. Funded by Housekeeping Services Management Contractor
The following expenses are funded by the Housekeeping Services Management Contractor (Contractor):

1. Equipment:  The Contractor shall provide the minimum amount of operational equipment listed on Attachment E Minimum Equipment List in the Housekeeping Management Services RFP/contract including, but not limited to, vacuums, sweepers, backpacks, burnishers, buffers, floor scrubbers, extractors, washers, grout hog, pile lifter, steam cleaner, foamatic, and fans.  The Contractor is responsible for maintenance, service, repair, replacement, etc. of equipment.  The Contractor must provide a sufficient amount of spare equipment in order to maintain the minimum level of operational equipment in service (excludes spares).  On a weekly basis, the Contractor shall deliver to the Director, Resource Management – Campus Operations a list of the out-of-service equipment.  The Contractor shall provide associated equipment accessories and attachments including, but not limited to, hoses, extension cords, electrical cords, equipment plugs, adapters, vacuum bags.  Contractor shall obtain prior approval of the Senior Associate Vice Chancellor for Campus Operations prior to changing the minimum amount of equipment.  Equipment of equal or greater utility may be substituted with Senior Associate Vice Chancellor for Campus Operations approval.  Having insufficient operational equipment (less than the minimum specified level) shall be considered a breach of contract.   

The Contractor shall be responsible for maintenance, service, repair, replacement, etc. of equipment purchased by Recreational Services for use at the Student Recreation Center.  If replacement of the equipment is necessary, the equipment purchased by Recreational Services shall be surplus according to University policy and the Contractor shall provide at the Contractor’s expense equipment of equal or greater utility with Senior Associate Vice Chancellor for Campus Operations approval.  The replacement equipment shall be the property of the Contractor.     

Contractor is responsible for managing operation, including placement and emptying, of University owned portable dehumidifiers.  The Contractor is not responsible for maintenance, service, repair, replacement, etc. of University owned portable dehumidifiers.

2. Cleaning Supplies:  The Contractor shall provide all cleaning supplies to perform complete housekeeping services including, but not limited to, the following: 

a. Carpet cleaner and spot cleaner 
b. Floor finishes, waxes, and cleaners 
c. Furniture polish 
d. Germicidal solution to clean and disinfect washrooms/bathrooms/restrooms.  Contractor shall make additional germicidal solution available to occupants in Irons/DEC and Rivers Building child development lab.

e. Glass or window cleaner 
3. Cleaning Materials:  The Contractor shall provide all cleaning materials used to perform complete housekeeping services including, but not limited to, the following:  
a. Brooms, toy brooms, dry mops, wet mops, dust mops, drag mops, wet floor signs, buckets, containers, brushes, scrapers, pumice bars, cleaning carts, hand trucks, mobile trashcans for collecting trash, ladders, ground operable extension devices, 

b. Rags, cleaning cloths, dusting cloths, dustpans, feather dusters, high-dusting poles and covers   

c. Gloves, face shields, goggles, and non-prescriptive safety glasses

d. Window squeegees and extensions

e. Dollies, aprons, and caddies

Toilet paper and paper towels funded by the University are NOT considered appropriate cleaning materials.  If used for cleaning, the Contractor is responsible for the expense.     

4. Liquid Dispenser Soap:  The Contractor shall provide liquid dispenser soap used in all restrooms.   The Contractor shall be responsible for servicing the liquid dispenser soap.  In addition, Contractor shall be responsible for providing or not providing liquid dispenser soap and corresponding servicing as specified in the following buildings and operational areas.  

a. Residence Halls.  Contractor shall provide liquid dispenser soap in the public restrooms and student common restrooms (not student suite restrooms) in Residence Halls.  Contractor shall be responsible for servicing the liquid dispenser soap.   
b. Health Sciences Campus (HSC).  Using department shall provide antibacterial/germicidal soap product in treatment rooms in all clinic operations at Health Sciences Campus.  Contractor shall be responsible for servicing the antibacterial/germicidal soap product used in the treatment rooms in clinic operations at HSC. Contractor shall provide liquid dispenser soap in all restrooms at School of Medicine and clinic areas. Contractor shall be responsible for servicing the liquid dispenser soap.   

c. Student Health Services. Student Health Services shall provide antibacterial/ germicidal soap.  Contractor shall be responsible for servicing this soap product.  

d. Student Recreation Center.  Recreational Services shall provide the soap product used in sink and shower dispensers in Student Recreation Center.  If Recreational Services does not provide soap product, Contractor shall provide liquid dispenser soap in sink and shower dispensers.  Contractor shall be responsible for servicing the soap product regardless who provides.    

e. Rivers Building child development lab.  Contractor shall provide liquid dispenser soap.  Contractor shall be responsible for servicing the liquid dispenser soap.   

f. Irons/DEC.  Contractor shall provide liquid dispenser soap.  Contractor shall be responsible for servicing the liquid dispenser soap.   

g. Ward Sports Medicine/Minges/Scales/Murphy Center.  Contractor shall provide liquid dispenser soap in restrooms and showers.  Contractor shall be responsible for servicing the liquid dispenser soap in restrooms and showers. If Athletics provides soap product, Contractor shall be responsible for servicing this soap product also.      
5. Trash receptacle/recycling containers replacement liners: Contractor shall provide plastic liners for trash receptacles.  Contractor shall provide replacement liners for recycling containers in Residence Halls.   

Residence Halls:  Trash receptacles in Residence Halls require double liners.  Contractor shall stock replacement liners for student room wastepaper baskets in trash collection areas for students to pick up and use in their student room wastepaper baskets.  

Contractor shall provide replacement liners for recycling containers in Residence Halls.   Each Residence Hall contains an estimated 5 64-gallon recycling containers for a total of 75 recycling containers.   Recycling containers in Residence Halls require double liners.  

C. Purchases not charged to HOusekeeping SErvices  

This section identifies various products, such as antibacterial/germicidal soap, toilet paper dispensers, trashcans, cigarette urns, and light bulbs, that have been incorrectly charged to Housekeeping Services accounts.  The purpose of this FSSP is NOT to identify funding sources for every product purchased or used by FS or identify every product that is purchased or used by FS.  The purpose of this FSSP is to clarify what charges are appropriate for Housekeeping Services accounts.   

1. The following expenses are the responsibility of user departments and shall not be charged to Housekeeping Services accounts:
a. Antibacterial/Germicidal soap.

i. Using departments shall provide antibacterial/germicidal soap product in treatment rooms in all clinic operations at Health Sciences Campus.  

ii. Student Health Services shall provide antibacterial/ germicidal soap.  
iii. Recreational Services shall provide the soap product used in sink and shower dispensers in Student Recreation Center.  If Recreational Services does not provide soap product, Contractor shall provide liquid dispenser soap in sink and shower dispensers.  

Housekeeping Services purchases the antibacterial/ germicidal soap on behalf of the using department and charges the purchase to the appropriate account number of the using department.   Servicing responsibilities are outlined in Liquid Dispenser Soap section above.
b. Paper toilet seat dispenser and paper toilet seat covers - Using departments shall purchase paper toilet seat dispensers and paper toilet seat covers.  The using department should coordinate the purchase of the paper toilet seat dispensers and paper toilet seat covers with Housekeeping Services.   Housekeeping Services shall coordinate purchase of the paper toilet seat dispenser with the Carpentry Shop on the appropriate campus. Carpentry Shop on the appropriate campus is responsible for installing paper toilet seat dispensers and charging for installation as appropriate.  Housekeeping Services shall purchase the paper toilet seat covers on behalf of the using department and charge the purchase to the appropriate account number of the using department.  

c. Trashcans in office, conference rooms, etc. - Trashcans in offices, conference rooms, etc. are considered departmental furniture and purchased by the user department.  

2. The following purchases are coordinated with the Carpentry Shop on the appropriate campus:
Paper towel dispensers 
Soap dispensers 
Toilet paper dispensers 

Housekeeping Services accounts shall not be charged for the purchase or installation of paper towel dispensers, soap dispensers, or toilet paper dispensers (dispensers).  

Housekeeping Services should initiate a work order for the Carpentry Shop on the appropriate campus to replace damaged, missing, etc. dispensers.  Purchases of dispensers are handled through the Carpentry Shop unless new construction.  The Carpentry Shop is responsible for charging the appropriate account for the purchases.  The Carpentry Shop is also responsible for installing replacement dispensers and charging for installation as appropriate.  The Carpentry Shop should charge the Carpentry account for purchases and installation in E&G buildings, otherwise an auxiliary account should be charged. 

Housekeeping Services’ recommendation to replace toilet paper dispensers with different sized dispensers should be forwarded to Director, Resource Management – Campus Operations. With the approval of the Senior Associate Vice Chancellor for Campus Operations, the Director, Resource Management – Campus Operations shall coordinate Housekeeping Services’ recommendation with the Carpentry Shop on the appropriate campus.

3. The following purchases are coordinated with the Electrical Shop on the appropriate campus:
Light bulbs – Housekeeping Services accounts shall not be charged for any light bulbs. Housekeeping Services should initiate a work order for the Electrical Shop on the appropriate campus to replace damaged, missing, etc. light bulbs. Purchases of light bulbs are handled through the Electrical Shop unless new construction.   The Electrical Shop is responsible for charging the appropriate account for such purchases.  The Electrical Shop is responsible for installing light bulbs and charging the appropriate account for installation.  The Electrical Shop should charge the Electrical account for purchases and installation in E&G buildings, otherwise an auxiliary account should be charged.

Housekeeping Services is responsible for changing light bulbs in Housekeeping Services storage closets. Housekeeping Services is not responsible for changing of fluorescent tubular lighting fixtures that may be in Housekeeping Services storage closets.  Housekeeping Services is not responsible for replacing any other light bulbs, including personal lamps and lamps furnished by East Carolina University.  

4. The following purchases are the responsibility of Grounds Services:
Outside trashcan receptacles 

Cigarette urns 

Housekeeping Services accounts shall not be charged for outside trashcan receptacles or cigarette urns.  Purchases of outside trashcan receptacles and cigarette urns are handled through Grounds Services.  Grounds Services is responsible for charging the appropriate account for such purchases.   Grounds Services should charge the Grounds account for purchases and installation at E&G buildings, otherwise an auxiliary account should be charged.  

With prior approval by the Senior Associate Vice Chancellor for Campus Operations, expense for cigarette urns may be deemed an extraordinary expense, i.e. an expense outside projected budget needs of Grounds account.    

Sand in cigarette urns is funded by Housekeeping Services.
Recycling bins - Housekeeping Services accounts shall not be charged for recycling bins.  Purchases of recycling bins are handled through Grounds Services-Recycling.  Grounds Services-Recycling is responsible for charging the appropriate account for such purchases.   Grounds Services-Recycling should charge the Grounds-Recycling account for purchases and installation at E&G buildings, otherwise an auxiliary account should be charged.

IV. SPENDING LIMITS

The chart below summarizes general annual budget limits of indicated expenses funded through Housekeeping Services, Main Campus account 2-57710 and Health Sciences Campus account 2-57711.  Expense in excess of these annual budget limits requires prior approval of the Senior Associate Vice Chancellor for Campus Operations.

	 Description of Expense
	Annual Budget Limits 

	 
	2-57710
	 2-57711

	Copying expense
	$2,500
	$600

	Office supplies
	$13,000
	$4,000

	Paper products
	$45,200
	$32,000

	Sand in cigarette urns
	$125
	$75

	Soap dispenser valves
	$2,000
	na

	Trashcans in classrooms
	$2,500
	$500

	Trashcans in hallways
	$1,500
	

	Walk-off mats
	$9,000
	$3,000


Furniture, shelves, closet organizers – Purchases of furniture used by 

Housekeeping Services personnel and shelves, closet organizers, etc. used in Housekeeping Services storage closets are handled through Housekeeping Services.  Purchases of furniture, shelves, closet organizers, etc. by Housekeeping Services require the approval of the Senior Associate Vice Chancellor for Campus Operations prior to initiating purchase.  

Account Number List

	Paper products used for event/by department and/or in building
	Account
	Required Signature

	Student Health Services
	310810-2110
	Academics Manager

	Harris Bldg (University Printing & Graphics)
	311010-2110
	Academics Manager

	Dowdy-Ficklen - Football Games 
	312027-2110
	Academics Manager

	Club Level - Football Games
	312027-2110
	Academics Manager

	Minges-Williams Arena - Men's Basketball 
	312028-2110
	Academics Manager

	Minges-Williams Arena - Women's Basketball 
	312029-2110
	Academics Manager

	Club Level - Other events
	312070-2110
	Academics Manager

	Murphy (Strength & Conditioning) Ctr
	312072-2110
	Academics Manager

	Minges/PE Building - Academics 
	314200-2110
	Academics Manager

	Minges-Williams Arena - Other events
	315500-2110
	Academics Manager

	Pirates' Club
	991000-2110
	Academics Manager

	Student Stores
	split /b/ 312410-2110 & 
312510-2110
	Academics Manager

	Aycock
	310971-2110
	Housing Manager

	Belk
	310972-2110
	Housing Manager

	Clement
	310973-2110
	Housing Manager

	Cotten
	310974-2110
	Housing Manager

	Fleming
	310975-2110
	Housing Manager

	Jarvis
	310979-2110
	Housing Manager

	Fletcher
	310976-2110
	Housing Manager

	Garrett
	310977-2110
	Housing Manager

	Greene
	310978-2110
	Housing Manager

	Jones
	310980-2110
	Housing Manager

	Scott
	310981-2110
	Housing Manager

	Slay
	310982-2110
	Housing Manager

	Umstead
	310985-2110
	Housing Manager

	Tyler
	310983-2110
	Housing Manager

	White
	310984-2110
	Housing Manager

	Student Recreation Center
	314102-2110
	SRC Manager
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