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April 1, 2015
Facility Maintenance
Administrator:  Facility Management Officer
	General:
	The Post buildings and grounds (“Facilities”) are property of Hays County.  As such, the Post bears a special responsibility to the county’s citizens to maintain them in a serviceable condition.  Facilities upkeep, including cleaning, grounds care, service, repair, and improvements, are managed by the Facility Officer utilizing Cost Center (CC) 0720.

	Cleaning:
	The Facility Officer is authorized to spend $50 weekly for cleaning of the Post Home. Cleaning supplies are funded under P&P/CC0735.

	Grounds:
	The Facility Officer should schedule periodic grass mowing, soliciting volunteers to assist.  Ground care supplies, including fuel, are funded under P&P/CC0735.

	Service:
	The Facility Officer should conduct periodic inspections of the facilities and perform/schedule preventative service actions as necessary, including the HVAC system filter and condensation pump and restroom fixtures.  Necessary filters and supplies are funded under P&P/CC0735.

	Repair:
	The Facility Officer should assess any problem and perform necessary repairs or contact at least two commercial repair companies for estimates.  Commercial repair will be coordinated with the Commander and authorized per “Procedure” below.

	Procedure:
	The Facility Officer is authorized to spend up to $50 monthly on facility upkeep and the Commander may approve amounts up to $100, in addition to the cleaning expenditure authorized above.  Amounts greater than $100 must be approved by the Executive Committee.  The total of all CC0720 expenditures must not to exceed the fiscal year budgeted amount.  Any expenditure above the budgeted amount must be approved as a budget amendment, per the procedure in P&P0031.

	Records:
	The Facility Officer should document all service, repair, and upgrade activities in the facilities log, including dates completed, materials or parts used, and any needed follow-up such as further work or monitoring.

	Notification:
	The Facility Officer should detail facilities upkeep activities at every Post general meeting, including all expenditures.

	Certification:
	Approved by the Post membership on 04/01/2015
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