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- SUBJECT

ADMINISTRATIVE BUI LDI NG MAI NTENANCE AND OPERATI ONS
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

REPAI R CF FURNI TURE AND FURNI SHI NGS

Institutional furniture and furnishings will be repaired, refinished, and otherw se
mai nt ai ned by the Physical Plant as funding permts. This includes any furniture and
furni shi ngs not assigned to individual departnents which are intended for the comon
use by all personnel, such as classroom desks and chairs, and hallway | ounges.

Departmental furniture and furnishings include any such itens assigned to space within
an allotted departnmental area which are used exclusively by a departnment. This

i ncludes, but is not Iimted to, desks, chairs, bookcases and file cabinets. Repair,
refini shing and ot her mai ntenance of such furniture and furnishings will be at the
appropriate departnment’s expense.

Al'l requests for the repair of furniture and furnishings, whether institutional or
departmental, should be directed to the Wrk Control Supervisor via the Wrk Request
form (see Exhibit &) using the proper procedure as outlined in “Request for

Services,” this section




