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I.

GENERAL

This standard practice outlines the responsibilities of various University departments including Facilities Services concerning damage to University-owned property through the actions of a contractor.  For the purpose of this FSSP, the term “contractor” includes an organization, firm, company, or individual contracted to provide services to the University.  For the purpose of this FSSP, Facilities Engineering and Architectural Services will assume the “coordinator role” as described below for any damage to University-owned property through the actions of a contractor on a project that Facilities Engineering and Architectural Services originated and/or manages.  Any other damage to University-owned property through the actions of a contractor is the responsibility of Facilities Maintenance - Main Campus and/or Facilities Maintenance – Health Sciences Campus.  For example, if a Pepsi vendor does damage to University-owned property on the Main Campus, Facilities Maintenance-Main Campus would assume the “coordinator role” as described below.  This FSSP does not apply to an individual not contracted to provide services to the University who does damage to University-owned property.

II. RESPONSIBILITIES

A. Facilities Engineering and Architectural Services

If the contractor’s project and/or service was originated and/or managed by Facilities Engineering and Architectural Services (Facilities E&A), Facilities E&A will assume the “coordinator role” and will coordinate with Facilities Maintenance - Main Campus and/or Facilities Maintenance – Health Sciences Campus (Facilities Maintenance), Environmental Health & Safety, and Risk Management to determine if a contractor is responsible for damage to University-owned property.  Likewise, Facilities E&A will thoroughly document the cause and damage to University-owned facilities and contents. Facilities E&A will coordinate clean-up efforts with Housekeeping Services, as appropriate.  Facilities E&A will coordinate repair efforts with Facilities Maintenance.  Facilities E&A will coordinate and authorize appropriate repairs to the University-owned building with the contractor and/or another contractor, as necessary.  Facilities E&A will forward copies of the documentation of the contractor actions and damage to University-owned facilities and contents to Risk Management.  Facilities E&A will refer to the guidelines established by the State Construction Office regarding final payment if appropriate reimbursement is not received.

B. Facilities Maintenance-Main Campus and/or Facilities Maintenance-Health Sciences Campus
1.
If the contractor’s project was originated and/or managed by Facilities Engineering and Architectural Services (Facilities E&A), Facilities Maintenance-Main Campus and/or Facilities Maintenance-Health Sciences Campus (Facilities Maintenance) will document the labor and materials necessary to repair and/or maintain the University-owned property due to damage caused by the contractor.  Facilities Maintenance will forward a detailed account of the labor hours and material costs to Risk Management upon completion.

2.
If a contractor’s project or service was not originated and/or managed by Facilities E&A, Facilities Maintenance will assume the “coordinator role” and will coordinate with Facilities E&A, Environmental Health & Safety, and Risk Management to determine if a contractor is responsible for damage to University-owned property.  Likewise, Facilities Maintenance will thoroughly document the cause and damage to University-owned facilities and contents.  Facilities Maintenance will coordinate clean-up efforts with Housekeeping Services, as appropriate.  Facilities Maintenance will coordinate and authorize appropriate repairs to the University-owned building with the contractor and/or another contractor, as necessary.  Facilities Maintenance will forward copies of the documentation of the contractor actions and damage to University-owned facilities and contents to Risk Management.  Facilities Maintenance will document the labor and materials necessary to repair and/or maintain the University-owned property due to damage caused by the contractor.  Facilities Maintenance will forward a detailed account of the labor hours and material costs to Risk Management upon completion.

C. Housekeeping Services will document the labor and materials necessary to clean up and/or maintain the University-owned property due to damage caused by the contractor.  Housekeeping Services will forward a detailed account of the labor hours and material costs to Risk Management upon completion.

D. Environmental Health and Safety will coordinate with Facilities E&A, Facilities Maintenance-Main Campus and/or Facilities Maintenance-Health Sciences Campus, and Risk Management, as appropriate.  If an employee is injured due to contractor actions, Environmental Health and Safety will compile a detailed account or invoice of the applicable charges and will coordinate with the department that has assumed the “coordinator role” to forward the invoice to the contractor. Environmental Health and Safety will provide a copy of the invoice to Risk Management.  Environmental Health & Safety and the department that has assumed the “coordinator role” will decide who will forward the invoice to the contractor.  Environmental Health and Safety and the department that has assumed the “coordinator role” will work together to follow-up on payment if necessary.  Environmental Health & Safety and the department that has assumed the “coordinator role” will have contact regarding the contractor’s payment before the department makes final payment to the contractor.  If University-owned property is damaged in addition to the employee injury, the invoice prepared by Environmental Health and Safety may be included with the invoice prepared by Risk Management and processed as described below.

E. Risk Management
1. Coordinate with Facilities E&A, Facilities Maintenance-Main Campus and/or Facilities Maintenance-Health Sciences Campus, and Environmental Health and Safety, as appropriate.  Risk Management will compile a detailed account or invoice of the labor and materials expensed to repair, clean up, and maintain the University-owned property.  The labor will be charged to the contractor based on the standard labor rate charged by Facilities Services plus 18% general administrative expense.  (See FSSP 40-0003, Reimbursement for Facilities Services and FSSP 35-0009, Reimbursement for Housekeeping Services.)  The material charges will be passed onto the contractor plus 18%.  Risk Management will coordinate with the department that has assumed the “coordinator role” to forward the invoice to the contractor.  Risk Management and the department that has assumed the “coordinator role” will decide who will forward the invoice to the contractor.  Likewise, Risk Management and the department that has assumed the “coordinator role” will work together to follow-up on payment if necessary.  Risk Management and the department that has assumed the “coordinator role” will have contact regarding the contractor’s payment before the department makes final payment to the contractor.  Risk Management will coordinate reimbursement to the account number that incurred the expense.

2. Coordinate with any affected departments to determine if contractor actions are responsible for the damage to University-owned contents and evaluate damage to University-owned contents.  The appropriate department will forward a detailed account of the labor hours and material costs to repair and/or replace any damaged University-owned contents.  The appropriate department will also forward the account number that incurred the expense.  Risk Management will compile a detailed account or invoice of the labor and materials expensed to clean up, repair, and replace University-owned property.  The labor will be charged to the contractor based on the individuals’ salary.  The material charges will be passed onto the contractor.  Risk Management and the department that has assumed the “coordinator role” will decide who will forward the invoice to the contractor.  Likewise, Risk Management and the department that has assumed the “coordinator role” will work together to follow-up on payment if necessary.  Risk Management and the department that has assumed the “coordinator role” will have contact regarding the contractor’s payment before the department makes final payment to the contractor.  If the State Property Fire Insurance Fund maintains any applicable coverage on the University-owned contents, Risk Management will coordinate appropriate reimbursement with the Department of Insurance.  Risk Management will coordinate reimbursement to the department’s account number that incurred the cost.

3. If an individual’s personal property is damaged due to contractor actions, the individual is responsible for documenting the cause and damages, preparing a detailed account or invoice of cost to repair or replace, and forwarding the invoice to the contractor.  The contractor will be instructed to reimburse the individual directly.  Facilities E&A, Facilities Maintenance-Main Campus and/or Facilities Maintenance-Health Sciences Campus, Risk Management, and Environmental Health and Safety will provide the appropriate information to assist the individual with requesting reimbursement from the contractor.

4. If an individual, other than an employee, is injured due to contractor actions, Risk Management will coordinate with the University Attorney’s Office.

III. QUESTIONS

A.
Direct questions as follows:

1. Questions regarding damage, repairs, maintenance, and clean up of a University-owned building due to contractor actions during a project and/or service originated and/or managed by Facilities Engineering and Architectural Services should be directed to Facilities Engineering and Architectural Services.

2. Questions regarding damage, repairs, maintenance, and clean-up of a University-owned building due to contractor actions during a project and/or service originated and/or managed by Facilities Maintenance-Main Campus and/or Facilities Maintenance-Health Sciences Campus should be directed to Facilities Maintenance-Main Campus and/or Facilities Maintenance-Health Sciences Campus.

3. Questions regarding employee’s injury due to contractor actions should be directed to Environmental Health & Safety.

4. Questions regarding damage, repairs, maintenance, and clean up of University-owned contents due to contractor actions should be directed to Risk Management.

5. Questions regarding injury to an individual, other than an employee, due to contractor actions should be directed to Risk Management.
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