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EQUIPMENT STORAGE (SOP #10.05)
ROUTINE MAINTENANCE and SERVICE CALLS

Standard Operating Procedures (SOPs) have been instituted at the RCL to insure uniform control, protection and preservation of the rare collections housed in the Rare Collections Library.  All SOPs must be followed, only two exceptions are allowed:
· By counter instructions which are written, dated, signed by the Bureau of State Library Director, Office of Commonwealth Libraries and co-signed by the Deputy Secretary of Commonwealth Libraries.
· Because of a catastrophic emergency situation
· A full report must be submitted post emergency documenting reasons and conditions, signed and dated by the contractor and the Bureau of State Library Director, Office of Commonwealth Libraries (OCL) or designated personnel.
ROUTINE MAINTENANCE, SERVICE AND EMERGENCY CALLS

ON-SITE EQUIPMENT STORAGE:
  
For the convenience of the contractor, the Library has limited space in which some of the contractor tools and/or equipment, most commonly used in the RCL, may be stored.
· Due to its limited capacity this space is available on first come first serve basis
· Contractor(s) will be allowed to store equipment and/or tools on-site under lock and key in the AHU-2 mechanical room, located on the Basement Level in the southeast corner of the Basement Lobby adjacent to the emergency exit opposite of the double doors to the Loading Dock.
· Contractor is solely responsible for his equipment.  
· Neither the Library nor DGS assumes any responsibility for contractor equipment.
· A list of equipment/tools that are kept on-site will be provided to the Administrative Offices of the OCL.  
· Only the tools identified on the contractor supplied list will be available for the contractor’s use.
· Any arrangements with other on-site contractors must be communicated to the Administrative Offices.
· All materials/equipment must be stored in a responsible manner.
·  Allow for other contractors to be able to access their tools
· Allow for access to service the electrical and environment equipment residing in the space.
· Contractor will be allowed access to his tools only through the Administrative Offices of the OCL. 
· Refer to SOP #10.02 Facility Access
· At the termination of the contract, contractor has three (3) days to remove anything equipment/tools stored on-site, unless prior written arrangements are made via the EO.




 
Always follow protocol, when in doubt ask the Bureau of State Library Director or OCL’s Administrative Officer for clarification.
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