








PURPOSE:
The purpose of this standard practice is to clarify the general fiscal responsibilities for facilities related support for legislative funded E&G activities.  This should not be confused with auxiliary or self-liquidating activities that are addressed elsewhere.

PROCEDURES:
· Facilities Services has responsibility for working with academic departments to identify facilities' needs, develop solutions, provide estimates, and to work with Academic Affairs and the Chancellor's staff to determine overall needs and priorities.

· All real property is the responsibility of Facilities Services.  No construction, changes, or modifications shall be made (independent of funding source) without the expressed written permission of Facilities Services.

· The Office of the Vice Chancellor for Academic Affairs has responsibility for providing priorities for improvements within the Academic Affairs Division.  The chief administrators of the other divisions have a similar responsibility for their divisions.

· Furnishings (with the exception of classroom desks) are the responsibility of departments.  Fixed seating in classrooms are considered real property and are the  responsibility of Facilities Services.

· Laboratory equipment and audio visual equipment are departmental responsibility.

· Decorating in offices is departmental responsibilities.

· Comprehensive upgrades of space are Facilities Services responsibility.

· Non maintenance lock replacement (re-keying) and keys are department responsibility as are other non maintenance items such as name plates.

· Minor renovations and alterations within department - departmental expense.

· Code required maintenance or renovations - Facilities Services.

· Common Area renovations and small renovation projects under $25,000 (possible funding from Alteration Committee fund of $100,000) - Otherwise wait for inclusion in Repairs and Renovations project or funding by the department.

SPECIAL NOTES:

Supplying your departmental account number for a work order is considered a commitment of funds on the part of the department.  We empower our craftsmen to charge the account number indicated, they do not question the intent of the requester.  We do not question any legitimate request -- it may be maintenance or repair but may not be sufficiently critical to warrant expenditure of currently available O&M funds.  Departmental funds are sometimes committed to supplement O&M to obtain immediate action on items with a lower priority for O&M funds.

If you are accidentally charged for a regular maintenance item - Facilities Services will gladly refund the charge.  We do request that you call the error to our attention in a timely manner and avoid end of fiscal year processing problems.
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