[image: image1.png]A 5T
cARGLIFA






FACILITIES SERVICES STANDARD PRACTICE



TITLE:

TOOLS AND EQUIPMENT
INSTRUCTION NUMBER:

51-0023


I.
GENERAL
Facilities Services is responsible for providing all tools and equipment for all Facilities Services department craft shops.  Facilities Services does not loan tools or equipment.  

II.
PROCEDURE
The following policies and procedures apply to the authorized purchasing, issuance, accountability, usage, and replacement of tools provided for their use.

1.
Only shop supervisors will procure tools for their respective craft shops.

2.
Individual hand tools will be assigned to craft personnel by shop supervisors.

3.
All craft personnel will be accountable for the tools assigned to them.  Assigned hand tools will be inventoried annually and when a craft person resigns his/her position at East Carolina University.  The dollar amount for equipment, tools, etc. which are not returned to East Carolina University will be withheld from the employee's final salary check.

4.
Worn out, damaged, and/or broken tools should be turned in to the shop supervisor for replacement along with a copy of the tool report form.  Lost and/or stolen tools should be immediately reported to the shop supervisor and security should be notified.

5.
All replacement tools will be procured by shop supervisors on a purchase requisition form.  A par stock of tools will be stocked at the maintenance warehouse to expedite the replacement of high usage items.

6.
All shop supervisors' tool requisitions must be submitted to the Manager of Facilities Services for review and approval, prior to tool requests being sent to the Warehouse or Materials Management for procurement.

7.
All tools are the property of the State of North Carolina.  They must remain at East Carolina University, and should be utilized solely for official University business.
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