Physical Facilities Services During Winter Break
 
Buildings
 
All buildings on campus will be locked effective at 5 p.m. Friday, December 23.  In general, the ambient temperatures will be maintained at approximately 55° degrees Fahrenheit. Please contact Physical Facilities Customer Service Center at 777-2226 if you have heating needs during the week of December 26.
 
For staff that intend to work and do not have a key to unlock their building, they should either work with their building administrator for access or go to University Police for assistance in accessing the building.
 

Research Labs
 
All research labs including the Biotechnology Building and Science III and Science IV will maintain normal temperatures. In the Engineering and Science Building, normal temperatures will be maintained in the laboratory spaces. Offices may be cooler than normal.
 
Custodial Services
 
Regular custodial/trash pickup services will end at 7 a.m. Friday, December 23. Please be sure to dispose of perishables/food prior to that pickup. Regular services will resume on Tuesday, January 3.
 
Customer Service Center
 
The Physical Facilities Customer Service Center will be open during regular hours, 7 a.m. to 3:30 p.m. the week of December 26.
 
Central Receiving
 
Central Receiving will cease operations at the end of business day on Friday, December 23 and will resume normal operations on Tuesday, January 3. Employees are advised to plan purchases and subsequent deliveries accordingly.  Special consideration should be made for any items that may be damaged by freezing.
 
Campus Mail Services
 
Campus Mail Services will provide regular deliveries and hours on Friday, December 23.  Metering of outgoing mail will end at 2:30 p.m. and will not resume until Tuesday, January 3. 
 

Campus Mail Services staff will maintain hours of operation from 7 a.m. to 11 a.m. during the curtailment dates of December 27, 28, 29, & 30.  The following services will be suspended from December 26 through January 2:  mail deliveries and pickup at all locations (including ITC and UDC), package and postage window services, and metering of outgoing mail.  Regular hours and services will resume on January 3.  The stamp vending machine will be available in our main lobby.
 

Individual faculty/staff wanting to pick up their mail may do so from 9 a.m. to 11 a.m. on December 27, 28, 29, & 30.  Please call Ext. 7-2372 first and bring your BU ID.  Mail will be sorted by department so individuals should expect to search through all of the department mail to find personally addressed mail. 
 

Campus Mail Services will receive express and overnight items (not regular parcels) for all departments during the curtailment dates.  This includes Federal Express, DHL, and UPS.   The U.S. Postal Service will service their campus postal mailboxes (blue boxes) all days except December 26 and January 2. 
 

Unplug Appliances Before the Break
 
“Phantom” loads, or the power consumed by any device while it is switched off, occur in most appliances that use electricity, such as VCRs, televisions, stereos, computers and kitchen appliances. In the average home, 75 percent of the electricity used to power electronics is consumed while the products are turned off. This can be avoided by unplugging the appliance or using a power strip and using the switch on the power strip to cut all power to the appliance. Remember to unplug all unnecessary appliances before you leave for winter break.
 
This information is also posted on our website http://www2.binghamton.edu/physical-facilities/holidaybreakinfo.html .
Paychecks

This year, there is no faculty/staff/grad payday during the period between Christmas and New Year’s Day

Research Foundation Paycheck Distribution
Research Foundation employees normally paid on Friday December 30, 2011 may collect paychecks in the PAYROLL DISTRIBUTION CENTER located in AD-240 on FRIDAY 12/30/2011 between the hours of 9:00AM and 10:30AM only.  Photo ID is required to collect your paycheck.  Questions regarding payroll distribution should be directed to Shawn Miller at smiller@binghamton.edu or  x7-6284

Student Assistant(28021) & College Work Study (28023) Payroll Distribution
Student Assistant and Federal College Work Study paydays fall on both 12/15/2011 and 12/29/2011.  Paychecks for those employees who have not made alternate arrangements with the Payroll Distribution Center will be mailed to the address on the front of the check(s) during the week of 
January 3rd.

· SAP/FCWS payments on 1/12/2012 will be distributed normally at the Payroll Distribution Center at AD-240.
· Direct Deposit advices will be HELD in the Payroll Distribution Center located in AD-240. Student Assistant and Federal College Work Study employees who normally do so should pick up advices upon return to campus after break. 
·  The Payroll Distribution Center will be open during semester break beginning Tuesday January 3, 2012 between the hours of 10:00 am – 3:00 pm Monday - Friday.
Questions regarding paycheck or direct deposit advice distribution should be directed to Shawn at smiller@binghamton.edu, or 777-6284.
Information Technology Services
The Help Desk will close at 5:00 PM on Friday, December 23rd and will not re-open until 8:00 AM on Tuesday, January 3rd. Voice mail and email messages received while the Help Desk is closed will be monitored throughout the week. The Help Desk will log all calls and will contact second-level support to resolve major concerns.
