AMVETS Post TX115
Policy & Procedure 0730
April 1, 2015
Facility Fixtures, Furnishings and Equipment
Administrator:  Facility Officer
	General:
	Post fixtures, furnishings, and equipment (FF&E) are managed by the Facility Officer, utilizing Cost Center (CC) 0730.

	Protecting:
	The presiding officer or coordinator of each activity is responsible for safeguarding Post FF&E from soiling, misuse or damage.  Post Home FF&E should not be used or moved outside.  Outside equipment and furnishings should be returned to the storage building.  No post FF&E shall be loaned to any entity without Executive Committee (ExComm) approval.

	Upkeep:
	The Facility Officer should conduct periodic inspections of the FF&E and perform/schedule preventative service actions as necessary.  The Facility Officer assesses any problem and performs necessary repairs or contacts at least two commercial repair companies for estimates.  

	Purchasing:
	FF&E replacement or new purchases must be endorsed by the ExComm and approved by the Post membership.

	Procedure:
	The Facility Officer is authorized to spend up to $50 monthly on FF&E upkeep and the Commander may approve amounts up to $100.  Amounts greater than $100 must be approved by the Executive Committee.  The total of all CC0730 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 FF&E service and repair 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 FF&E issues or expenditures at the next Post general meeting.

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