








I. GENERAL

University departments must sometimes make moves that are too heavy or massive for the department to handle.  Moving Services provides assistance for those cases. Materials moved will be handled diligently, but the requester will assume liability.

II.
REQUEST PROCEDURE

A. 
Advance Notice and Availability.  Moving Services requires 10 days advance notice for scheduling moves and table and chair requests. The Moving Services Supervisor will use the following guidelines for scheduling:

1. 10 or more days in advance: Schedule the move and thank the customer for giving enough notice to easily schedule the move. If there is a conflict in providing the service, contact the requester to make alternative arrangements.

2. Less than 10 days in advance but can be scheduled: Schedule the move and politely remind the customer of the 10-day advance notice policy. If there is a conflict in providing the service, contact the requester to make alternative arrangements.

3. During the busiest periods for moving requests: During Registration, Commencement, Open House, Homecoming, and Purple/Gold Pirate Pigskin Pig-Out Weekend- help the requester select a better date.

B.
Cost of Moving Services.  
Academic departments are not charged for moving services.

1. Non-Academic departments, i.e. Athletics, Housing, SGA, etc. must pay for moving services.

2. Charges are incurred on an hourly rate basis at a pre-determined labor rate determined by Facilities Services.  (See FSSP 40-0003, Reimbursement for Facilities Services.) 

3. Moving Services will not be responsible for supplying cost estimates.

C.
Charging for Services
1. Upon completion of the request, Moving Services will forward the Work Order information to the Facilities Service Center.

2. Billing and reimbursements are handled by Facilities Services.

3. Delivery, set-up, and pick-up of equipment are provided free of charge for Academic funded activities. For non-Academic activities, delivery, set-up, and pick-up of equipment will be made only when labor is available and on the basis of flat hourly rate reimbursement.

4. Services are not normally provided after normal working hours (Mon-Fri 8-5). If services must be provided after working hours, labor hours will be charged for non-Academic events.  Academic Departments will be charged for services supporting non-academic events.

D.
Work Order
1. Facilities Services strongly recommends the use of the Work Order system for all requests. Requests can be submitted through the Facilities Services Work Center. Any item to be moved from its physical location should include the following:

Item description; ECU ID #(if any); From (BLDG) (ROOM) (DEPT); To (BLDG) (ROOM) (DEPT)

An Equipment/Furniture removal request form, available via the Web at wwwapps.ecu.edu/moveforms/, must accompany any work requests for furniture and/or equipment to be relocated.  This form should be completed even if the equipment/furniture is relocated within the same building/department.  This form is required even if the items are not moved by Moving Services. The purpose of this form is to provide written documentation of the actual location of items for the Fixed Assets office.

2. The Moving Services Supervisor will then review the work order and schedule the move or request.

3. When scheduling a move, the Moving Services Supervisor will provide any special preparation instructions to the requester.  As a minimum, the following preparations will be accomplished by the requesting departments:

a. Packing, to include the furnishing of required materials such as boxes wrapping etc.

b. Empty all file cabinets, desk drawers, bookcases, storage cabinets, etc.

4. The work order is submitted to the Facilities Service Center upon completion. The Service Center is responsible for closing the work order.

E.
Limitations
1. Moving Services is not responsible for moving items delivered by vendors.  Materials Management handles this for new items.  

2. Moving Services is not responsible for picking up items purchased from vendors.  Delivery to the University should be addressed when the item is purchased.

3. Materials Management should address the removal of boxes and shipping materials in vendor contracts. 

4. Moves in conjunction with new construction or major renovations are not handled by Moving Services.

5. Moving Services is not responsible for moving personal items.

6. Many items cannot be moved by Moving Services because of unique lifting or care required. Examples are:




Special laboratory equipment;




Abnormally large equipment;




Certain computer equipment.

7. Departments are to provide their own moving containers (File storage boxes are available from Central Supply).

8. Moving Services does not provide storage.  Movement of surplus items is contingent on available storage space.  Surplus of computer workstations requires disk sanitizing by primary user outlined in Section V titled Required Disk Sanitizing by Primary User Prior to Move.

9. Moving Services does not move property not owned by the University.

10. Moving Services does not move items to or from private property.

11. Moving Services will assist departments in obtaining contract services for moving jobs beyond the scope or capabilities of Moving Services.  Contract moves will be at the requesting department’s expense.  Moving jobs beyond the scope or capabilities of Moving Services include, but are not limited to, moving jobs at locations not owned by the University including leased locations.    
12. Moving Services is not responsible for dismantling permanent fixtures for movement (i.e. fixed counters, cabinets, chalkboards, etc.).  A work request should be submitted for the applicable maintenance shop through the Facilities Service Center.

13. FSSP 35-0004 titled Summer Building Improvement (SBI) Team Program describes responsibility for moving items by Housekeeping Services personnel participating in the SBI Team Program.     

14. Moving Services does not move hazardous materials.   
III.
MOVING SERVICES PRIORITY

The Moving Services Department’s capabilities are limited by available manpower. This procedure establishes scheduling priorities for Moving Services.

A.
Priority List.  The following priority list will be used to schedule for equipment loan pickup and delivery, furniture and equipment moving, and miscellaneous activities that may be requested. Priorities are in descending order with “1” being highest.

1. Main Registration

2. Graduation

3. Chancellor Functions (Office of the Chancellor, Official Residence)

4. Official Academic Functions, University-wide involvement (Homecoming, Open House, Family Weekend)

5. Departmental activities (associated with classes)

6. Other Academic activities

7. Auxiliary operations associated with University operations (Housing, Student Health, Facilities Services)

8. Other Auxiliaries (Student Government, Mendenhall Student Center, Athletics)

9. Other requests

B. Departments with scheduled Moving Services work orders may be “bumped” from the schedule if a request with a higher priority (as listed above) is received that meets the 10 days advance notice criteria.  Moving Services will work with those being “bumped” to meet their needs as soon as the schedule permits.

IV. LOAN OF MOVING SERVICES EQUIPMENT

The Moving Services Department maintains a stock of equipment for short-term loan. Loans are limited to seven (7) days, unless special permission is obtained prior to the loan of the equipment.  The priority of service will be based on section III of this FSSP.  A minimum of ten (10) days notice is required for equipment loan requests.  Moving Services cannot guarantee availability with short notice regardless of priority.

A.
Equipment.  The following equipment is available for loan:

8’ Banquet tables

8’ Conference tables

Folding chairs

B.
Other Equipment.  Other equipment used for special events is the property of Mendenhall Student Center, such as staging, risers, and coat racks. Requests for this equipment must be made through the Reservations office at Mendenhall Student Center.

C.
Procedures
1.
Equipment may be requested by telephoning the Facilities Services Work Center or by submitting a Work Request to the Work Center.

2.
Delivery, set-up, and pick-up of equipment are provided free of charge for Academic funded activities. For non-Academic activities, delivery, set-up, and pick-up of equipment will be made only when labor is available and on the basis of flat hourly rate reimbursement.

3. Delivery will not normally be made after working hours (Mon-Fri 8-5). If delivery must be made after working hours, then labor hours will be charged for non-Academic funded events.  Academic departments will be charged for services supporting non-academic events.

4. A Department or Organization may elect to pick up or deliver equipment. This must be coordinated through the Moving Services Supervisor.

D.
Responsibility for Loaned Equipment
1.
The borrower will be charged for missing and damaged equipment at replacement or standard repair cost. Damaged folding chairs will be charged at replacement cost only.

2. Each Department or Organization must designate a person to be responsible when equipment is delivered or picked up.

E. Equipment Loan Limitations
1. Equipment loans to Fraternity or Sorority organizations will be for on campus events only and will be coordinated with Student Life.

2. Equipment will not be loaned for use off campus on private property

3. Departments with scheduled equipment requirements may be “bumped” from the schedule if a request with a higher priority (as listed in section III) is received that meets the 10 days advance notice criteria.

V. Required Disk Sanitizing of computers  
A. Moving computer workstation to surplus.

Upon receipt of a Furniture/Equipment Removal Request Form or work order to Moving Services to move a computer workstation to surplus, Moving Services shall deliver the computer workstation to ITCS staging location for disk sanitizing procedures completed by ITCS.  This procedure is in effect although ITCS policy number 7.303 titled Disk Sanitizing Policy for Workstations effective date July 23, 2002 does not reflect it.  ITCS policy number 7.303 titled Disk Sanitizing Policy for Workstations is available on the ITCS web page under policies at

http://www.ecu.edu/itcs/policies/diskclean.cfm.   

B. Moving computer workstation to or from one primary user to another.

Before a Furniture/Equipment Removal Request Form or work order to Moving Services is initiated to move a computer workstation to or from one primary user to another, the primary user is responsible for having disk sanitizing procedures completed as required by ITCS.  This procedure is in effect although ITCS policy number 7.303 titled Disk Sanitizing Policy for Workstations effective date July 23, 2002 does not reflect it.  ITCS policy number 7.303 titled Disk Sanitizing Policy for Workstations is available on the ITCS web page under policies at

http://www.ecu.edu/itcs/policies/diskclean.cfm.   

	PREPARED BY: KJS/HRB

APPROVED BY: GWH
	DATE OF ISSUE: 04/19/06
SUPERSEDES: 05/15/04
	PAGE  1 of 7



_917420359.doc
��



�
















