
TITLE 7 - DEPARTMENT OF ADMINISTRATIVE SERVICES - BUILDING
DIVISION

CHAPTER 6 - RULES AND REGULATIONS GOVERNING USE STATE OFFICE
BUILDING 301 CENTENNIAL MALL SOUTH, LINCOLN, NEBRASKA

001 Authority

The responsibility of the State Office Building is vested in the State Building
Division of the Department of Administrative Services. (See Section 81-
1108.15 R.R.S. 1943 Cumulative Supplement 1976) "The division shall have
the primary functions and responsibilities of statewide facilities planning,
facilities construction, and facilities administration and shall promulgate
rules and regulations to carry out the provisions of this section." Section
81.1108.17 further states, "....shall at all times have charge of and
supervision over the police, janitors, and other employees in and about the
capitol and capitol grounds, state laboratory and laboratory grounds, and all
other buildings and lands adjacent to the capitol grounds owned or leased
by the State of Nebraska."

002 Events Requiring Prior Clearance

002.01 Commission and/or Board meetings in the State Office Building
which are open to the public.

002.02 Fund Raising Activities - Solicitation - Any fund raising canvassing or
direct solicitation in individual offices is prohibited. Charitable fund raising
activities, in the public interest, may be permitted upon written request but
only after written approval from the Building Administrator.

002.03 Recruitment - Recruitment for the United States Armed Forces or for
any civil group or organization must have prior written approval of the State
Building Division Administrator.

002.04 Entertainment - Any entertainment program to merit approval will
normally be limited to state employees during non-office hours within
canteen service areas.

002.05 Demonstrations - All demonstrations must be peaceful and
nonviolent in nature. All such activities will be restricted to the outside of
the building. The Building Administrator shall request aid from the State
Patrol or other enforcement agency when necessary. Demonstrators shall
not block any entry or exit to the building. Any such group wishing to be
heard by a specific agency or official shall select one person to speak on
behalf of the group and, if entry to the building is recommended by the
agency or official to whom an appeal is being made, all aisles shall be kept
open and no activity which may disrupt the normal order of the State
business will be tolderated.

002.06 Information Booths and Displays - Information booths and/or displays
which are in the public interest may be authorized for a limited length of
time in the mall level gallery or the canteen area of the lower level. Written



requests for the approval must include the proposed location, dates,
purpose, type of display, organization represented, etc., and be submitted
to the Building Administrator at least ten days in advance of the proposed
dates.

003 General Procedures

003.01 The Department of Administrative Services, State Building Division,
shall be notified of all activities that are to take place in the State Office
Building during the normal nonbusiness hours, i.e. public hearings, Board of
Commission meetings, and all other general or specific meetings likely to
attract visitors other than regular State employees. No unauthorized activity
shall take place in the State Office Building or on any related State property.

003.02 All requests for use of areas within the State Office Building, not
specifically controlled by constitutional executive officers or the Legislature
or Judicial branches of government, shall be made in writing and addressed
to the Administrator, State Building Division, at least ten days in advance of
the proposed function so that the required approval can be obtained.
Requests should be specific as to the type of function, approximate number
of people to be involved, area of the building to be used, responsible party
involved, time, date, duration, and any other specific information relative to
the request. (Refer to Form SBD1:2-77 attached.) A written response shall
be made to each request within five days indicating the reason for the
disapproval if such action is warranted.

004 General Guidelines

004.01 Except as may be necessary for the effective conduct of interagency
governmental business, employees will limit their activities to the section of
the building assigned to their respective agency and to the public use areas.
The organization and/or persons requesting special use of the building shall
be held responsible for the actions of all parties involved with the particular
function or activity. Those persons who will be responsible for control of
persons granted access to specified areas are to be identified in the request
for approval.

004.02 Keys shall be issued only to State employees, food service
contractors and/or utility service personnel for those areas of the State
Office Building where they may have assigned responsibilities.

004.03 All approved special activities shall be confined to those areas
designated in the letter of request. Specific restrooms in the same area of
each activity will be designated as accessible.

004.04 No installation shall be made which may deface or damage the floor
or walls. This shall include but is not limited to paint, tape, glue, paste or
any other substance deemed to be harmful to any part of the structure by
the Facility Manager. Approval may be granted to use nails for hanging
pictures on "permanent" drywall partitions while only special magnetized
hooks may be used on the movable Hauserman walls. The only hangers
permitted on the Westinghouse partitions are those which are specifically



designed for that purpose by the manufacturer. No movable walls or
partitions are to be realigned, removed, or installed without the specific
authorization of the Facility Manager.

004.05 No pets or animals of any kind shall be allowed in the State Office
Building except for those animals necessary to assist movement of
handicapped individuals.

004.06 Drinking of alcoholic beverages within the State Office Building
and/or adjacent state owned property is prohibited.

004.07 To the degree practical, the State Building Division may upon prior
request, furnish tables, chairs, lights, trash receptacles, extension cords, or
other necessary equipment for special meetings, seminars or workshops in
any of the conference rooms. At no time is any state owned furniture or
office equipment controlled by the Facilities Manager to be removed from its
assigned location, appropriated for use in another area, disassembled or
repaired without the specific approval of the Facilities Administrator or his
representative.

004.08 All persons entering and leaving the State Office Building during
non-business hours shall, unless entry is by employee key card, sign the
building register located at the security guards' station. Other visitors or
employees shall provide satisfactory evidence of employment and
authorization for "after hours" entry by an administrator of the agency to
which access is requested.

004.09 Any destruction of shrubbery or other plantings is prohibited.

004.10 No flags, except those approved by the State Building Division will
be displayed on any flagpole associated with the State Office Building.

004.11 Access to the dock area administered by the Materiel Division,
Department of Administrative Services, shall be limited to persons and their
vehicles necessary for effective support of state government functions.
Unattended vehicles, as well as private vehciles occupying public use space,
may be ordered towed away at the owner's expense.

004.12 All rules and regulations shall be enforced by the State Building
Administrator, Facility Manager, Building Division Security personnel, the
State Patrol, and/or any enforcement agency called upon to assist in
keeping with the magnitude of the situation.




