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Audio Visual Assistance
Conference rooms 303, 311, and 319 are equipped with audio/visual equipment. Please call Kelly LaBrecque at 5-1375 if you need assistance using the equipment. Conference room 320 is not equipped with an overhead projector; however, a portable projector is available for use through Kelly LaBrecque at 5-1375 in Room 316.
Building Access Using Your Harvard ID
Your Harvard ID is your key to access spaces that are protected by a card reader – including the exterior doors.  Please fill out an access form with your department administrator to be given to the Building Operations Office for additions to the card access list. Deletions to the card access list should be submitted through the department administrators. If you lose your Harvard ID, you should go to the ID Card Office in Holyoke Center the next business day for replacement.  If your ID is stolen, you should contact Building Operations at 5-1375 as soon as possible to deactivate the card.

Building Hours
The building front doors will be programmed to be unlocked from 7AM – 10PM, Monday through Friday.  Doors can be automatically unlocked for evening or weekend classes or events by making special arrangement with the Building Operations Office at 5-0990 and Kelly LaBrecque at 5-1375.   

Bicycle Racks
There are bicycle racks on the front side of the LISE building on Oxford Street and near the Café entrance near the entrance to Cruft for your convenience.
Café Operations
The Buckminster’s café will be open from 8:00AM to 6:00PM.  The café is operated and managed by Bob McClenaghan.  If you have questions about the café or have catering needs please call the café manager at 617-496-9388.

Catering Services
If you are holding an event in the building and require catering, the Café located on the first floor offers a breakfast and lunch menu. Please call 617-496-9388. Crimson Catering also provides catering for events and can be reached at 617-496-6000.
Crimson Catering is also capable of providing table, chairs, and other items. Please visit their website for more information. www.dining.harvard.edu/crimson_catering/

Crimson Cash
Buckminster’s Café accepts Crimson Cash.
Custodial Service
FMO (Facilities Maintenance Operations) will provide the custodial service to LISE.  All cleaning will occur Monday through Friday from 6:00PM to 2:00AM unless otherwise noted.  

Daily Custodial Operations

Occupant Areas:

  
Empty and clean all waste receptacles.





Vacuum rugs and carpeted areas.

Restrooms:



Empty and clean all waste receptacles.
Sweep and disinfect floors.






Disinfect all plumbing fixtures.






Spot clean partitions.






Restock supplies as needed.

Public Areas:



Wipe down doors and walls as needed.






Empty and clean all waste receptacles.





Vacuum rugs and carpeted area.






Dust furniture as needed.

If you have questions or comments about custodial services, please contact Tom Tribble at 5-0990, Kelly LaBrecque at 5-1375, or Frank Morrissey at 5-4404. Custodial services can also arrange for tables and chairs and their set up and removal. 

Day Porter Services 

The day porter will be tasked with keeping the building clean throughout the day as well as assisting in event set-ups and minor maintenance tasks.  Special requests of the day porter should be made through the Building Operations Office at 5-0990, 5-1912, or 5-1375.

Disability Access
All LISE space is accessible by wheelchair.

Emergency Procedures  

You should familiarize yourself with the emergency evacuation plans located throughout the buildings.  There will be an annual emergency evacuation drill. 

Faculty Guest Office

There is a faculty guest office located on the third floor in room 318. Please coordinate scheduling of this room with Kelly LaBrecque at 5-1375.

Heating and Cooling
Between 8AM and 5PM each office temperature is set to be between 68 and 72 degrees.  If you come in during off hours and want heat or cooling, you need only press the sun/moon button on your thermostat and your office fan-coil unit will come on for two hours. Lab areas will be heated, cooled, and humidified to research needs.
IT Support
The Faculty of Arts and Science Computer Service Center provides user IT support to occupants. They can be reached at 617-495-9000 or found at

http://www.fas.harvard.edu/computing/
Key Information
If you require a key or card swipe access to a lab or office, please call or e-mail Kelly LaBrecque. If you are a temporary visitor you will be required to return the key upon departure. For card swipe access you will need to fill out a form and your access with expire the date your ID expires. To renew your access you must see Kelly and present the new ID and fill out a new request form.

Loading Dock / Deliveries/Shipping
Activity in the loading dock and curb cuts at the front of the building will be coordinated by the LISE Receiving Manager Alyson Galipeau. LISE occupants are expected to prepare ordinary USPS, FedEx, DHL, and UPS packages for shipping. If your package needs special preparations such as crating or requires a pallet, Shipping and Receiving will be happy to assist you with the preparation. You can coordinate your special needs or the delivery of a large package with Alyson at 617-496-4489, 617-680-0350 or agalipeau@cgr.harvard.edu. Shipping and Receiving is located on the Ground Level between the LISE and McKay buildings.
Lock Out Policy
During regular business hours, contact the Building Operations Office at 617-384-7230. After hours, contact the security guard.

Lost and Found
Please bring found objects to Kelly LaBrecque in Room 316.
Mail 
Mail will be delivered to the main mail room in G28 twice per day at approximately 10:00AM and 2:00PM, and will be distributed to the department mail centers as soon as possible afterwards.  Outgoing mail will be picked up from each department mail center at the time of delivery and can also dropped off at the mail room in G28.
The mail person will also perform a daily courier route to places like Holyoke Center, 1414 Mass Ave, 61 Kirkland, etc.  The destinations will be tailored to meet the building needs.  For mail purposes, residents should use the street address of the building they are in:

11 Oxford Street; LISE, Room _ _ _; Cambridge, MA 02138
Maintenance Requests
In Case of Emergency

If something requires IMMEDIATE attention, such as “water pouring from the ceiling;” please pick up the nearest phone and dial 495- 5560. Please identify yourself, and specify that you are in the LISE building, room # and/or the location of the problem, as well as the nature of the problem requiring immediate attention.


Non-Emergency Situations

If it is not an emergency (i.e. it is something that can wait 24 hours to a week for completion), then please go to the website listed below (and save in your browser’s favorites): 

http://www.netcasters.com/cgi-bin/fas/dms/request.pl?

You will need your HarvardKey access the site. This website can be used to enter all of your ordinary requests.  Requests are forwarded to the LISE building management team, reviewed daily, and assigned to the proper person(s) for completion.  If for any reason either of these systems are not working for you, then contact Tom Tribble at 5-0990 or Frank Morrissey at 5-4404. If you are unable to reach Tom or Frank, call Kelly at 5-1375.
Meeting Rooms: Scheduling
To schedule a conference room please call Kelly LaBrecque at 5-1375, or e-mail her at klabrecq@fas.harvard.edu.
If you send an email please specify the date(s), time(s), and duration you are interested in along with the number of people and if this will be a recurring meeting. If it is a recurring meeting, also indicate the ending date. (Room accommodation: 303: 40, 311: about 20, Room 319: 10, and 320 about 25). 

Meeting Rooms: Use
After your event, please make sure you leave the room in good condition for the next group.  If you bring anything into the room (food, beverages, catering supplies, papers, extra tables, folding chairs, etc.), you must remove them from the room at the end of your meeting. If you serve food at your event, please wipe down the tables. Please wipe the chalkboard down as needed. And while you are welcome to move the tables and chairs around to suit your group, please return them to their original positions at the end of your event. 
Notices/Posters
Bulletin boards are available in common spaces to post your materials. Bulletin boards in common spaces will cleared of old materials every Monday afternoon.  New materials can be posted after 5PM on Monday for the duration of the following week.  Please do not tape notices or posters anywhere but bulletin boards.

Parking
If you have a guest visiting and need parking, the building has 2 temporary parking permits for 52 Oxford Street. See Kelly LaBrecque in Room 316. These are signed out on a first come, first served basis. If you have advanced notice of a guest, we can try to arrange to have a pass available for that day. The passes are signed out to personnel in a department only not directly to a guest. Any charges associated with replacement are the responsibility of the department. You may make arrangements with Alyson in shipping and receiving to deliver and pick up a parking pass from your guest.
Recycling
All offices, reception areas, classrooms, and meeting rooms will have a recycling bin for paper as well as a trashcan.  There will be can/bottle recycling bins in the café and all lounge areas.  The bins will be emptied as needed. Items such as batteries and old keys may be dropped off in the Building Operations Office for recycling.  If you have a computer or monitor to be recycled, please contact the Building Operations Office and we will arrange for pick-up.

Security
There will be a security guard stationed at the Café entry Monday through Friday from 4:00 PM to 8:00AM and 24/7 on Saturdays and Sundays. There will be a roving guard for the entire complex Monday through Friday from12:30AM to 7:30AM.  

Shipping/Receiving
For your convenience, shipping arrangements can be made through shipping and receiving with Alyson Galipeau. She will help you coordinate packaging your item and the appropriate paperwork with the shipping company you choose. You will need to provide her with a 33 digit billing code to bill the cost of the shipment to. You must give final packaging approval before the box is sealed for shipment. Please be advised to declare the appropriate value of the item you are shipping in the insurance section of the shipping paperwork. If you do not declare the actual value of the item, neither building management nor GCA will be responsible for the cost of replacement or the difference between the cost of replacement and the value declared.

It is Harvard policy that it takes no responsibility for deliveries made outside the University purchasing system.  If you place a personal order and have it shipped to your office we will accept it for delivery when it arrives.  It will be scanned when it is received and scanned again when it is delivered – usually to the mail drop point.  If between receipt and the addressee’s office the package becomes ‘lost’, the University is not responsible.  For this reason, we discourage personal deliveries, but we do not prohibit them. 

Please see the Appendix for addition forms and instructions.

Signage 

There is space beside each door to advertise who occupies each office. Placards to place into the holder should conform with your departments standards.
Smoking
There is no smoking allowed in any Harvard buildings.  Please smoke (if you must) outside at designated smoking areas. 

Telephones
If you need a phone, fax, or data-line installed, there is a request form available through Kelly LaBrecque. Please call 5-1375 or e-mail her at klabrecq@fas.harvard.edu and she will forward the form and help you with any questions you may have.

Telephone problems should be reported to the University Telecommunications Office: 495-4900.  You will need to provide a detailed description of the problem, the type of equipment being used, the telephone number, and a contact name and number.

Utilities 

Please turn off all lights, fans, radios, desk lights, and task lights when leaving private offices and conference rooms.  We need your assistance in keeping utility costs down.
Quick Phone Reference
LISE Building Operations Office


5-0990







5-1375








5-1912







5-4404
LISE Classroom/Space Scheduling

5-1375
Harvard Control Center (24-hour response)
5-5560

Harvard Police




5-1212

LISE Security Desk

Harvard Telephone Office



5-4900

Loading Dock Manager



6-4489 or 617-680-0350
LISE Mailroom




5-8179
LISE Café





617-496-9388
Audio/Visual Support



5-9460
IT Support





5-9000
Your Harvard Address

Your receiving address for all shipments is shown below. If you are not using the full address, we ask that you please start doing so. By including your Lab/Office Name and Room number in you address, delivery personnel will be able to easily determine your location and make expeditious deliveries.

Your Name

Harvard University

Your Lab/Office Name and Room #

11 Oxford Street

Cambridge, MA 02138
APPENDIX
Harvard Export Control Compliance Policy Statement 
Harvard University investigators engage in a broad range of innovative and important research both in the United States and overseas. These activities include the sharing and development of products, goods, hardware, software, or materials (collectively, “items”), as well as research involving technology that may be subject to U.S. export control laws and regulations. The purpose of this document is to restate for the Harvard community the essential aspects of the laws and regulations concerning exports, confirm our policy for compliance, and explain how the University will provide our researchers with the assistance they may need to ensure compliance with these complicated laws.

Overview of Export Controls 
The Departments of Commerce, State, and Treasury administer the primary controls on exports of goods or commodities. The Department of Commerce regulates the export of items and information that have civil applications, the Department of State regulates the export of items that have military applications or that relate to space, and the Department of the Treasury enforces country-specific embargoes. In certain circumstances, these agencies may require the University to secure a license before the item or information is exported to another country or shared with a foreign national. 

Department of Commerce Controls 
The Bureau of Industry and Security (“BIS”) of the U.S. Department of Commerce implements and enforces U.S. export control regulations relating to the export of “dual-use” goods and technologies (having both civil and military applications) as well as exclusively civil items. Items subject to the jurisdiction of BIS are listed on the Commerce Control List (“CCL”) found in the Export Administration Regulations.1 Whether a license is required to export or reexport an item on the CCL is determined by examining the precise classification of the item, the destination of the item, and the end-user. BIS also maintains the Denied Persons List and the Entities List, which identify specific persons and entities to which exports are not permitted without the prior approval of BIS. 

Department of State Controls

The Directorate of Defense Trade Controls (“DDTC”) of the U.S. Department of State regulates the export of defense goods, technical data, and defense services. DDTC administers the International Traffic in Arms Regulations (“ITAR”).

1 
Generally, a defense article is an item developed for a military application that does not have a predominant civilian application.2 Unless an exemption applies, a license must be obtained before any defense article is exported to a foreign country or foreign national. Authorization by DDTC is also required for any agreement under which a U.S. person will furnish assistance to foreign persons in the development, design, production or use of a defense article or under which a U.S. person will license to a foreign party the right to manufacture U.S.-origin defense articles abroad. DDTC maintains a list of “debarred” persons and entities whose exporting privileges have been revoked as a consequence of violations of the ITAR. 

Department of Treasury Controls

The Office of Foreign Assets Control (“OFAC”) of the U.S. Department of Treasury administers and enforces certain country-specific controls that take the form of economic embargoes against countries, currently including Burma (Myanmar), Cuba, Iran, Iraq, Libya, North Korea, Liberia, Sudan, Syria, and Zimbabwe. The scope of these economic and trade embargoes varies from country to country. OFAC has adopted regulations that detail the scope of the embargo against each country. New sanctions were recently imposed against Syria, and restrictions on trade with Iraq and Libya have been significantly reduced. 

OFAC also maintains lists of Specially Designated Terrorists and Specially Designated Nationals and Blocked Persons, with whom U.S. persons are prohibited from engaging in any transactions due to U.S. foreign policy and national security concerns. Transfers of items and information to individuals or entities on these lists are prohibited without the prior approval of OFAC. 

Deemed Exports 
In addition to regulating the export of actual goods or commodities, U.S. export controls cover the export or release of “technical data” or technology (which includes information, whether printed, inscribed on media, or communicated orally). The release of such information is called a “deemed export.” Under the deemed export rule, the transfer or release of technical data or information subject to U.S. export controls to a “foreign national,” whether it occurs in the United States or abroad, is “deemed” an export from the United States to the home country of the foreign national. At universities, this issue arises most frequently in connection with the participation of international researchers or collaborators in projects involving controlled technology. 

Much of the controlled technology that our international students and scholars have access to on campus at Harvard will not require licensing because of the exceptions contained in the regulations for “fundamental research” or “educational information” under the relevant regulations. If the on-campus teaching of “basic and applied research” is free from restrictions on publication and involves information that is not subject to any access or dissemination controls, it generally qualifies for the “fundamental research” exemption. The information is deemed to be in the public domain, and no license is necessary for access to this information by foreign nationals. 

Similarly, there is an exception for educational information that is released by instruction in catalog courses and associated teaching laboratories of U.S. academic institutions. Thus, we do not need to secure a license from the government to share information with our international community on campus if the information is provided through instruction in the classroom or in our laboratories on campus in the United States. Some distance learning courses may also fall within this exception. 

Although the fundamental research exemption (coupled with the educational information exemption) may be broad, it generally does not authorize the transfer of physical items outside of the U.S. In addition, the fundamental research exemption does not generally apply to work conducted abroad by Harvard researchers, even if such research and informational exchanges are being conducted at an institution that is affiliated with Harvard. To be eligible for the fundamental research exemption, the research must take place at an accredited institution in the United States. 
Penalties for Violations 

In the event of a violation of U.S. export control law, both the university and the individuals involved in the violation may be liable. The exporter and the individual employees involved may be subject to severe administrative and civil sanctions as well as criminal penalties. For example, “knowing” violations of the EAR are punishable by a fine of up to five times the value of the exports involved, or $50,000, whichever is greater. “Willful” violations can result in penalties of up to $1 million per violation. Exports are subject to a strict liability standard, so even negligent exports can trigger fines of $10,000 to $120,000 per violation. In addition to fines, individuals may be imprisoned for intentional violations. Penalties can also include the denial of export privileges and debarment from contracting with the federal government. Almost all enforcement actions are public. 

Harvard’s Policy 
It is Harvard’s policy that all personnel, including employees, visiting scientists, postdoctoral fellows, students, and other persons retained by or working at or for Harvard conduct their affairs in accordance with U.S. laws and regulations, including compliance with U.S. export control laws and regulations applicable to its operations. The laws and regulations governing exports are detailed and complex. Employees with responsibility for Harvard’s export-control compliance program or whose duties include a significant amount of work with foreign nationals will be offered formal training sessions on the U.S. export-control laws and regulations and their applicability to their jobs. All Harvard employees with managerial or supervisory authority over foreign nationals or projects involving materials or technology subject to export controls should view export-control compliance as an important part of their day-to-day responsibilities. It is particularly important in an institution like Harvard that frequently works in tandem with researchers and collaborators from abroad to determine early in the process of any international collaboration the potential requirement for export-control authorization. 

To ensure compliance with these regulations, Harvard has developed a manual, Harvard University Export Control Policies and Procedures, a copy of which is available on the Harvard University intranet at www.provost.harvard.edu. No Harvard personnel may transfer any items or technology contrary to U.S. export control laws and regulations or Harvard University Export Control Policies and Procedures. The policies and procedures include a number of screening steps required prior to exporting. In addition, the policies and procedures identify people to contact to answer questions about whether specific research activities raise any export issues. Failure to comply with these laws and regulations, or failure to comply with the Harvard University Export Control Policies and Procedures, may result in disciplinary action. 
Contact Information 
Harvard is establishing an “Export Council” to assist with ensuring compliance with export-control obligations. If you are planning to export materials abroad, to engage in international collaborations that will involve the transfer of materials or equipment, or have any questions about the application of export controls to activities in which you are involved, please contact the Vice Provost for Research or a member of the Export Council. 

SHIPPING PROCEDURES
FOR LISE, McKAY, NW LABS, AND PHYSICS BUILDINGS

· This document describes procedures for building occupants to ship materials from Harvard University.  A comprehensive Request for Shipping form is available (see attached) that contains all required shipping information, if assistance is required by building S/R personnel.

· Each Lab group must set up and use their own shipping account with their preferred small package delivery carriers. Building occupants should prepare ordinary outgoing UPS, FedEx, DHL, and USPS packages for shipping and use carrier website-generated  labels to ensure proper documentation.
· Ordinary packaging materials are available on request from your building S/R personnel, or by visiting S/R on the ground level Loading Dock.
· Pre-labeled outbound packages can either be given to S/R personnel on their rounds or brought to the building receiving dock and left with S/R personnel for pickup by carriers.  

· FYI: Outbound UPS, FedEx, DHL, and USPS packages are picked up each workday from the building receiving dock (pickup times vary by building – contact your S/R personnel for further information).  

· For your convenience, building S/R personnel can assist with packaging of outbound shipments, and can help generate the appropriate paperwork with the shipping company you choose.  You must provide your carrier account number (or a 33 digit billing code) to bill the cost of the shipment with the Harvard FAS/SEAS Finance Dept.  
· A completed Request For Shipping form must accompany any items to be packaged by S/R personnel.  You must give final packaging approval using this form before the box is sealed for shipment.  
· Please be aware that it is IMPORTANT that you declare the appropriate value of the item you are shipping in the insurance section of the shipping paperwork.  If you do not declare the actual value of the item, neither building management nor GCA Services Group will be responsible for the cost of replacement or the difference between the cost of replacement and the value declared.  
· For further information please contact your building S/R personnel Alyson Galipeau at 617-496-4489 or 617-680-0350 or Larry Paige at 617-496-9993 or 617-599-9026.
Request for Shipping

Requester:   ___________________________________________________________
Phone#:   ___________________     Email:   ____________________________

Lab Group:   ________________
     Lab Room#:   _______________________

Carrier:   ___________________
     Carrier Account#:   ___________________

Internal Billing Reference/PO#:   ___________________________________________
Shipment Speed:   ____  Overnight (next morning)           ____  Overnight (next afternoon)



         ____  Second Day


      ____  Third Day

Value of Item (Insurance Requested   $_________US      Approx Wt:  _________lbs
                         Through Carrier)
Shipment Address:

I have inspected the package, approve of the packing, and authorize the shipment of this package as is.

Signature:   ___________________________________    Date:   _________________

                       (Authorized Department/Lab Shipper)

“Request for Shipping” Form Instructions
Please use the Request For Shipping form to communicate shipping instructions to your building Materials Handling personnel.
Line 1. Requester  Enter the name of the person requesting shipment of a package.  This person should possess the information to thoroughly complete “Request for Shipping” form and be available should any follow up issues need to be attended to.

Line 2.
Phone#  Enter the Requester’s phone number or numbers (office and cell if deemed appropriate).

Line 3.
Email  Enter the Requester’s email contact information.

Line 4.
Lab Group  Enter the lab group from which the person or persons listed in line 1 are affiliated.

Line 5.
Lab Room#  Enter the building and lab room number for the Requester’s lab group.

Line 6.
Carrier Enter the carrier name who will be transporting the package (ie: UPS, Yellow Freight et al).

Line 7.
Carrier Account #  Enter the appropriate carrier account number (if available) for the carrier who will be transporting this shipment.
Line 8.
Internal Billing Reference/PO#  List any Harvard issued account numbers or Purchase Order information related to this shipment.
Line 9.
Shipment Speed  Note the desired speed with which the shipment will be travelling.  Please note that this will have an impact on the price of the shipment (ie: UPS ground service is less expensive that UPS Overnight).

Line 10.
Value of Item  Note here the value of the item being shipped, and if insurance will be purchased for this shipment, the insured amount.  Please note: insurance will affect the cost of the shipment. 

Line 11.
Shipment Address  List the full and complete address to which your package will travel.

Line 12.
Signature  The Requester’s signature is required to confirm final inspection and shipment authorization of the package.
Line 13.
Date  Enter the date of this request. 
� The CCL covers such things as materials, chemicals, microorganisms, and toxins; materials processing; electronics; computers; telecommunications and information security; lasers and sensors; navigation and avionics materials; marine-related materials; and propulsion systems, certain space vehicles, and related equipment. (The index to the CCL is located at http://www.gpo.gov/bis/ear/ear_data.html.)


� The ITAR cover such things as guns and armaments, ammunition, launch vehicles and missiles, explosives and other incendiary agents, vessels of war, tanks and military vehicles, aircraft, military training equipment, protective personnel equipment, fire control equipment, auxiliary military equipment (including cameras and cryptographic devices, software, and components), toxicological agents, spacecraft systems, nuclear weapons, and classified articles as well as technical data and services that relate to the enumerated categories. (The index to the Munitions List can be found at http://www.fas.org/spp/starwars/offdocs/itar/p121.htm#ITAR.) 
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