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Angelo State University
Operating Policy and Procedure 

OP 40.06

Interior Signs on Buildings and Facilities
DATE:


March 27, 2012
PURPOSE:
The purpose of this Operating Policy/Procedure (OP) is to establish a standard procedure for the replacement or addition of interior signs.  This OP is necessary to ensure compliance with the Texas Architectural Barriers Act (TABA) and to maintain university construction standards as required by the state Legislature and the Board of Regents.
REVIEW: 

This Operating Policy (OP) will be reviewed in March of even-numbered years by the director of facilities planning & construction (FP&C) with recommended revisions forwarded through the vice president of finance and administration to the president by April 15.
POLICY/PROCEDURE

1.
General
a.
Angelo State University has established campus standards for interior signs as shown below.
b.
Replacement and/or addition of interior signs are the responsibility of the requesting department.  The FP&C realizes that these signs are expensive and establishes a small annual account for assisting requesting departments to purchase some types of these signs when replacements are required.
2.
Sign Types
The following is a list of university approved interior sign types.  

Type
Function





Features


A1

General Use 




Card Slot


A2

Departments Only




Card Slot


A3

Rest Room





Accessibility Symbols


A4

Custodial, Mechanical


B1

Directions


B2

Information





Letter Size Window


B3

Stair Level

B3A

Life Safety Signs Stairwell Identification


B4

Emergency/Warning


B5

Elevator


B6

No Smoking


B7

Blank Plate


C1

Aluminum Wall Directory

V

Vinyl Letters

3.
Samples of Interior Signs
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	SIGN TYPE A1

GENERAL USE

Size:  6” X 6”

Color:  Consistent w/Building Signage

Window:  2” X 6”

Used for classrooms, labs, offices

lecture halls, centers
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	SIGN TYPE B1

DIRECTIONS

Size:  8” X 8”

Color:  Consistent w/Building Signage

Used for directions.
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	SIGN TYPE A2

DEPARTMENTS ONLY

Size:  8” X 8”

Color:  Consistent w/Building Signage

Window:  3” X 8”

Used for departmental offices
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	SIGN TYPE B2

INFORMATION

Size:  9 3/8” X 12 7/8”

Color:  Consistent w/Building Signage

with clear window.

Used to hold locator 

maps & miscellaneous 

information.
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	SIGN TYPE A3

REST ROOMS

Size:  8” X 8”

Color:  Consistent w/Building Signage

Used for rest rooms.

The accessibility symbol is 

dropped from non-accessible rest rooms.
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	SIGN TYPE B3

STAIR LEVEL

Size:  6” X 6”

Color:  Consistent w/Building Signage

Used to indicate stair number and floor level.
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	SIGN TYPE B3A

LIFE SAFETY SIGNS

STAIRWELL IDENTIFICATION

Size:  6” X 6”

Color:  Consistent w/Building Signage

Used to advise building occupants and fire/rescue personnel about vital egress information.

SIGN TYPE B4

EMERGENCY/WARNING

Size:  6” X 6”

Color:  Consistent w/Building Signage

SIGN TYPE B5

ELEVATORS

Size:  8” X 5”

Color:  White/black/red.

Used to warn against using elevators during a fire.

Subsurface letters and graphics.
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	SIGN TYPE B6

NO SMOKING

Size:  6” X 6”

Color:  Consistent w/Building Signage

Used to inform that smoking

is not allowed in Angelo State buildings.

SIGN TYPE B7

BLANK PLATE

Size:  Same as sign to be backed.

Color:  Consistent w/Building Signage

Used to back signs mounted on glass.

SIGN TYPE V 

VINYL LETTERS

Used on glass.

Color:  All available colors.




4.
Sign Ordering and Replacement
a.
Work Order (WO) - Replacement or an addition of 10 or fewer signs may be accomplished by the requesting department completing a Facilities Management Work Order (Attachment A).  An account number must be provided and the account will be billed after completion of the sign installation.

b.
Building Modification Request (BMR) - Replacement or addition of 11 or more signs will be accomplished by the requesting department submitting a Building Modification Request (BMR)(Attachment B), which must include an account number.  The BMR will be processed in accordance with OP 40.03, with the exception that FP&C will request that the FM fund half the cost for sign types A1 through A4.

5.
Sign Installation 

FP&C will review the sign request with FM for code compliance and for correct room numbers.

6.
Other related Policies
a.
OP 40.07 refers to exterior signs on buildings.

b.
OP 40.09 refers to room renumbering

Attachment A:  Work Order
Attachment B:  Building Modification Request (BMR)
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