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ADHINISTRATIVE CODE
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___BCMG%) OF COUNTY COHHISSION§§§_ o

CATEGORY: ICODE NUMBER:
Facilities/Properties/Equi pment/Vehicles| AC-5-2
ADOPTED:
LLLLE: 3/3/82

gl nlg of Furnlture Files, Equipment
ecord
AHFNDED:
11/9/94

DRIGINATING DEPARTMENT:

Planning and Construction/Facilities
Managenent

T Py R —

PURPOSE/SCOPE:

To establish guidelines for moving of furniture,

files, equipment and records.

POLICYYPBOCEDURE-
n effort elinminate the upnecessary moving of fu |tur files ui prent
%gdﬁrecoro( forFI oW ng gui oP [T nes hayve beeng adfopt by t%e Boar d o?q do%nty
i SSI oners:
1. Each departnment and/or offjce should make . ever te t tolimt movin
requestspthrough the use o# therr lﬁlc a? i g
2. For small nov bs s ch as chairs, files cabinets or boxes that 'can
done by one gﬂg (P ease calT1 Fsa]&l|ltles a}\?Emagemantfor assi stance. PPease
try to give as’ mch notice as possible
. Ves thgt cannot . be acco 'lshed b |||zat|on own offlfe staff or
X e custo lal uti nB ease ca aC|||t|e na enent e uests
r nce as tot e c rrect roced (a preparation
depar nen w T Tssue and handle purc asé or er, schedumg trmes, ere.
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