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1. DESCRIPTION OF SERVICES.  The contractor shall provide all personnel, equipment, tools, materials, supervision, and other items and services necessary to perform maintenance of 1385 Military Family Housing units at Bolling Air Force Base, District of Columbia to present a safe, neat, clean, and aesthetically pleasing appearance.  Military family housing maintenance services apply to all houses, garages, carports, storage structures, summer houses, and associated grounds, housing maintenance support buildings, playgrounds, playground equipment, recreation areas, bus shelters and buildings provided for the contractor’s use.  The government expects quality workmanship in all services performed.  New components shall be exact factory replacement parts or third-party parts manufactured to the exact specifications of the original.  

All references to “days” in this Statement of Work are calendar days.

1.1 FACILITY MAINTENANCE RECORDS.  Existing records will be provided to the contractor at contract start.  All facility maintenance records shall be available to the government at any time during the term of the contract.

1.1.1. Contractor shall maintain a facility folder for each housing unit.  The contractor shall maintain a copy of each completed job order in the appropriate facility folder. Copies shall be maintained in chronological order for the duration of the contract.  As a minimum, these records shall include details of all work performed as well as warranty information for equipment, appliances, etc. for each unit.  All documents older than three years shall be removed from the facility folder, stored in a separate location, to be turned over to the government at contract completion.

1.1.2. The contractor shall furnish an automated management information system to manage inventory and maintenance functions, and produce and process all required reports and internal forms and schedules.  Contractor may utilize any program that is compatible and certified for use on government equipment. Electronic records shall be used from time to time to develop electronic data lists and put into electronic reports required in Appendix J.

1.1.2.1. General Officer Quarters (GOQ) Reports. The contractor shall maintain separate detailed records of all expenses incurred while maintaining and repairing General Officer Quarters.  The expenses shall be sorted by address, request date, work classification (emergency service call, routine 1, routine 2, additional support, major M&R), date complete, cost of materials, labor and total cost.  GOQ cost reports shall be provided to the Quality Assurance Evaluator (QAE) electronically no later than the fifth of each month.  Electronic copies of completed job order/work order and self-help tickets shall be provided to the QAE at this time.  If the automated data system is inoperative, contractor shall supply hard copies of the job orders, work orders and self-help tickets for that period. 

1.2.  Change of Occupancy Maintenance.  The contractor shall provide a comprehensive change of occupancy maintenance (COM) program in the Quality Control Plan (ref para. 4.1), to inspect, maintain, service, repair and/or replace all interior and exterior components and accessories in a manner to preserve continuous safe operational and structural integrity, in accordance with standard commercial practices, manufacturer's recommendations, and applicable federal and local rules and regulations.  Upon completion of COM, the unit shall be clean, safe, all systems in good operating condition, and ready for immediate occupancy.  Some examples of the type of work to be performed are listed in Appendix E.  This list is not intended to be all-inclusive.  Allowable COM downtime is identified as follows: 

2.0 calendar days 
Maintenance/repair

1.0 calendar day 
Cleaning

2.0 calendar days 
Clean abandoned units

1.0 calendar day 
Major painting

0.5 calendar day
Partial Painting

1.0 calendar day 
Removal of any flooring material over 200 SF

1.0 calendar day 
Major carpeting replacement over 200 SF

5.0 calendar days
Major hardwood/parquet floor refinishing

2.0 calendar days
Hardwood floor/parquet screening

1.0 calendar days
Carpet cleaning

2.0 calendar days
Pet stain removal with pad replacement

1.2.1. The housing inspector will perform a pre-termination inspection 15 to 45 days before the occupant vacates the quarters and a final termination inspection prior to departure with the departing housing occupant.  The contractor is highly encouraged to attend both of these inspections.  During these inspections the housing inspector shall record all known maintenance requirements on a Base Civil Engineer (BCE) Multi-Craft Job Order, Air Force Form 1219 (AFF 1219).  The contractor shall perform an inspection at the time of COM turnover and sign for the unit, acknowledging condition, time and date of acceptance, and submit an established turn-back time on the AFF 1219 to the QAE.  The contractor shall notify the QAE eight hours prior to any anticipated change to the completion schedule.

1.2.2.  COM downtime begins at the time the housing unit is turned over to the contractor.  The contractor shall sign for each unit on an AFF 1219. This acknowledges the date and time of acceptance, assigns a COM number, and provides an estimated date and time of completion to the QAE. Downtime and turn-back times are computed in half-day intervals.  For example, a unit received by either party before 12:00 noon counts as one half-day and a unit turned over between 12:01 and 17:00 hours counts for the following normal duty day.  

1.2.3. If a unit has deficiencies, the deficiencies shall be identified to the contractor for immediate correction.  The contractor shall correct the deficiencies within 2 hours of notification; otherwise it shall be considered unacceptable.  The contractor shall contact the QAE for inspection of corrected services.  At acceptance, both the contractor and the QAE shall sign and date the AFF 1219.

1.3.  Service Calls.  Defined as the emergency and routine type repair and maintenance work to keep the facilities, appliances, and installed equipment in such a condition that they may be utilized at their original design capacity, appearance, and efficiency.  Service includes maintenance, repair, and replacement of parts and equipment.  The contractor shall establish, implement, and operate a service call program that shall receive occupant service calls, be responsive and correct emergency and routine work requests. 

1.3.1. Receipt of Service Calls.  The contractor shall have a central point of contact, on base, for receiving all requests for service, by telephone, e-mail, Internet and/or in person during the hours of 0730 to 1700.   The contractor shall have a central point of contact for receiving all requests for service, by telephone, e-mail, or Internet 24 hours per day, 7 days per week.  The use of an answering machine is not permitted.  The contractor shall retain the capability to categorize work and dispatch certified stand-by technicians during non-duty hours.  The contractor shall document each service call received in the service call log, assign it a sequential job order number starting with the first two digits of the current fiscal year (contractor shall create a unique series of job order and work order numbers for each category of work including self-help so that these job orders can be easily recognized as GOQ, SOQ, Emergency or Routine-1), and provide that number to the caller upon receipt of the call. The contractor shall develop a multi-craft work order tracking system. When a service call requires more than one work category, the work order system shall be capable of tracking the different categories of service calls. The contractor shall provide housing residents with an individual job order number.  The contractor shall make customer evaluation forms available to all occupants placing a service call in person and upon completion of every service call.  The contractor shall obtain occupant signature on all service call tickets to show the customer accepted the work at the time it was finished.

1.3.1.1. A copy of all service call job orders shall be given to the QAE on a weekly basis for base housing, and daily for General Officer Housing.

	Category
	Definition
	Response Time

	
	
	

	Emergency
	Any requirement for health, safety, environmental, or property risk.
	Respond within 1 hour and repair within 24 hours or until complete.

	
	
	

	Routine 1
	Work requirements other than emergency work (i.e. cosmetic repairs & maintenance)

(i.e. cosmetic repairs & maintenance))  C
	Complete work within 5 calendar days after receipt of call.



	Routine 2
	GOQ, SOQ and Command Chief Master Sergeant
	All work accomplished by appointment


1.3.1.2. Response and completion times shall not be waived because parts or materials are not on hand or not delivered on time.  

1.3.1.3. All GOQ, SOQ and Command Chief Master Sergeant (Routine-2) service calls shall be scheduled with the occupant within one hour and work shall be completed within one day, unless otherwise directed.  All emergency service calls for these quarters shall be accomplished as specified above.  

1.3.1.4. The QAE has the ultimate decision authority in determining work classification.

1.3.1.5. In the event of an occupant no-show, the contractor shall reschedule the appointment.  After two no-shows by an occupant, the contractor shall notify the QAE by providing the errant addresses.  The contractor shall not tag a GOQ, SOQ or the Command Master Chief’s house with a note stating there was a missed appointment.  Instead, the contractor shall contact the QAE immediately so that other arrangements can be made.  In most cases, the housing inspector will contact the resident reschedule, and make arrangements to escort the contractor if the resident is not available.

1.4.  Recurring Inspections And Maintenance.  Recurring inspections and maintenance shall be accomplished as recommended by, and at the frequencies recommended by the manufacturer or as specified herein, whichever is more frequent.  Recurring maintenance includes the repair or replacement of filters, parts and components plus cleaning to ensure the integrity, life expectancy, and safety of the housing unit and be completed within 5 days of work start.   The contractor shall provide a weekly log to the QAE listing all units completed in the prior week.  The contractor is responsible for scheduling appointments for access to the individual housing units.  In the event of an occupant no-show, the contractor shall reschedule the appointment.  After two no-shows by an occupant, the contractor shall notify the QAE by providing the errant addresses.  All interior maintenance shall be completed on every unit between the months of April and September.

1.4.1. Annually: fireplace and chimneys, water heaters, gutters, downspouts, smoke and carbon monoxide detectors (replace detector back-up batteries during the fall Heating, Ventilation and Air Conditioning (HVAC) inspection and maintenance).  Sump pumps shall be inspected, and maintained.   

1.4.2. Semi-annually: air conditioning and heating systems shall be serviced before the respective season starts.  Change filters during the inspection.  Flush condensate lines apply environmentally safe anti-mildew and fungicide solution to prevent clogging of lines.  In houses where occupants have access to the air-handling units and can change filters themselves, furnish 5 filters as a self-help item and store near the HVAC air handler.  Provide training to the resident if requested so that the occupant shall be able to change filters in subsequent months.  If the occupant has a safety concern, then this does not preclude the contractor from responding to a request for assistance in changing filters.  The contractor shall replace the filters monthly in all units built since 1997 where occupants do not have access to the air handler.  Units with GeoSource heat pumps shall be maintained in accordance with the recommendations in Appendix E.  

1.4.3. Playground equipment: Impact areas, benches, tables, and basketball courts and equipment within the common areas as required to keep items in a safe condition.  The contractor shall inspect all equipment and fall zones weekly during the period of May through September, and quarterly during the rest of the year.  See Appendix F for the location of equipment.  

1.4.3.1. Damaged, missing, or deteriorated components of playground equipment shall be maintained, repaired, or replaced to a safe and useable condition and match original appearance.  The contractor shall replenish playground impact areas with appropriate surfacing material as needed to comply with the U.S. Consumer Product Safety Commission (USCPSC) Handbook for Public Playground Safety.  Remove litter, weeds, grass and other detrimental material and rake smooth sand and mulch impact areas.  Maintenance and repair of equipment shall be paid under CLIN X001.

1.4.4. The exterior inspection and maintenance plan and schedule shall be submitted to the QAE on 15 October each year of the contract.  Exteriors of all units shall be inspected and repaired on a 2-year cycle.  

1.4.5. The interior and exterior recurring maintenance plans and schedules shall be submitted to the QAE on 15 October each year of the contract.  The contractor shall be responsible for contacting the occupants and arranging a convenient time for scheduled maintenance to be performed.  Record all deficiencies, along with the corrective action in the facility folders.

1.4.6. Repairs and improvements in excess of $2,500.00 (ref: AFI 32-6002, Definitions) are considered major M&R for any work and shall be submitted on a separate work order.

1.5. Appliance Maintenance and Service. Government-owned appliances shall be maintained in accordance with manufacturer's recommendations and standard commercial practices.  Appliance repairs shall be recorded on a separate job order ticket.  The contractor shall not be responsible for maintenance, repair or disposal (recycling Freon) of occupant-owned appliances.

	Typical Base Housing Appliances
	Typical GOQ Appliances & Equipment

	Ranges, 30 - 40 inch, self cleaning
	Glass cook top freestanding range with self-cleaning oven (38 units)

	Refrigerator with icemaker (top freezer)
	Glass top freestanding range with dual convection self-cleaning oven (2 units)

	Refrigerator with icemaker, side by side
	Microwave oven with or without ducted exhaust fan (various makes) (38 units)

	Dishwasher/w multiple cycle & pot scrubber
	Micro-convection wave oven  (36 Units)

	
	Kitchen Aid 50lb ice maker (4 units)

	
	Sears Trash compactor (2 units)

	
	Sub-Zero refrigerator and freezer (2 units)

	
	Dishwasher with multiple wash cycle and pot scrubber (39 units)

	
	Jenn-Air Cook top down-draft exhaust vent (63 Westover)

	
	Refrigerator, side-by side w/ through the door ice and water with water filter (39 units)

	
	Reverse osmosis water conditioning systems (39 units) Nelson Corp. Aqua Elite II, Water-Right Eclipse systems. Ionics, and Clack Systems distributed by Culligan

	
	Water conditioning systems (36 units) Culligan Fleck 5600, Water-Right, & Nelson Corp. AquAmerica

	
	Clothes Washer and Dryer (1 unit)


1.5.1. Annual repair costs shall not exceed those prescribed in AFI 32-6004, Furnishing Management.  Calculations shall be completed in accordance with Appendix G.  The contractor shall install new appliances upon approval by the QAE.

1.5.2. Replacement appliances shall be like or equal to the appliances listed within this paragraph.  Refrigerators shall be frost free with an icemaker and ranges shall be self-cleaning.  Appliances shall fit in the location that the old appliance is being removed from without making renovations except for the connection of the icemaker.  The contractor shall be required to run the water line to the closest water connection at no additional cost to the government. For GOQs, separate installation and appliance cost if modifications are made to the unit to install the appliance (anything beyond simple plug in).  Icemaker lines must be connected to the existing water line using a T- connection with a shut-off valve.  

1.5.3. Appliance purchase, parts, and all other associated costs shall be reimbursed under CLIN X005.  Labor/repair costs will be paid under CLIN X001 (refer to paragraph 1.7).
1.5.4. New appliances purchased and installed by the contractor shall become the property of the government.  Non-repairable appliances shall be recycled according to paragraph 1.24 of this Statement of Work.

1.5.5. Occupants are allowed to use their own appliances if they so choose provided the appliance fits without making modifications to the unit.  At the request of the government, the contractor shall remove the government owned appliance and replace at COM.  Under no circumstances is the contractor permitted to handle the occupant personal appliance.  The contractor shall use the removed appliance as back up for service calls.  These types of change outs shall be documented in the facility folder.

1.5.6. The contractor shall maintain a master appliance list to include as a minimum the make, model, serial number, address, and date of installation.  The contractor shall furnish an updated electronic listing quarterly to the QAE personnel.  The original inventory is maintained in the Housing Management Office.  A copy shall be provided to the contractor at contract start-up. 

1.6. Bolling Home Center.  The contractor shall establish written procedures and policies to operate the Bolling Home Center that shall allow occupants to make self-help repairs and improvements.  Written procedures and policies shall be submitted to the contracting officer no later than 5 days after contract award for review and approval.  The contractor shall operate the Bolling Home Center in accordance with the written procedures. 

1.6.1. The Bolling Home Center hours of operation shall be Tuesday through Friday 0900 to 1800, Saturday 0900 to 1600.  The Bolling Home Center shall be closed Sunday and Monday and all Federal Holidays.  These hours shall not be changed without prior approval.

1.6.2. The contractor shall issue materials, parts, and supplies to authorized family housing occupants for minor maintenance of their quarters.  Each month, the QAE shall provide the contractor with a list of authorized customers residing in the housing areas.  The contractor shall establish controls as necessary to preclude waste and abuse.  The Government reserves the right to limit quantities of materials issued to each address.  The Bolling Home Center shall be maintained in a clean and presentable condition.  

1.6.3. The contractor shall provide storage and issue any materials furnished by the Government to MFH occupants. If live landscaping materials are provided, the contractor shall be responsible for maintenance of these materials until issued to MFH occupants.

1.6.4. Self-Help Pest Control. The contractor shall issue insect/rodent control measures.  The contractor shall have the occupant requesting insect/rodent control products sign the acknowledgment of understanding located in Appendix I and distribute to the occupant the instructions for control of cockroaches and related pests also located in Appendix I.  
1.6.4.1. Civil Engineer pest management personnel shall control pests which are significant health hazards such as rats, bees (including possible Africanized honey bees), yellow jackets and other ground-nesting wasps and large aerial nests of wasps and relatively hard-to-reach nests that still pose a threat to occupants and are best not left alone, major fire ant infestations (ten or more mounds per unit per year), fleas (except on animals), and ticks (except on animals). 

1.6.4.2. Pest management personnel shall control minor venomous insect/arachnid infestations such as spiders/scorpions/red ants, etc. if military housing occupants elect not to use appropriate commercially available general use insecticides or appropriate self-help materials to voluntarily control small infestations.

1.6.4.3. Cockroaches are not considered a significant health hazard except under exceptionally filthy conditions.  Civil Engineer pest management personnel shall also control all pests that destroy Air Force property, such as termites, carpenter ants, wood-boring beetles, and insects that attack lawns and ornamental trees planted by the installation. 
1.6.5. The contractor shall maintain automated records of all items issued by occupant name, address, cost, description and quantity.  A copy of the automated data report showing same shall be submitted to the Government monthly for base housing and weekly for GOQs.  A list of Bolling Home Center supplies is in Appendix H. The contractor shall be reimbursed 100% of all parts and material required to stock the Bolling Home Center.  The cost for items issued shall be reimbursed under CLIN X004AA.

1.6.6. The government shall transfer existing inventory to the contractor after contract award.  
1.7. Reimbursable Supplies, Equipment, Materials, and Parts (CLINS X004, X005, X023 and X024). The labor cost associated with all job orders is included in line item X001.  All overhead associated with reimbursable CLINS is included in line item X001.  Reimbursable supplies, equipment, materials and parts are not authorized any profit or fee. For reimbursable items, the Contractor shall procure the items on a competitive basis or provide justification if there is lack of competition.  All purchase documents shall be made available for Government’s review and audit.  The Government reserves the right to specify quality, size, efficiency, and aesthetic requirements of all Contractor-acquired items.  In all cases, the contractor will use high-quality materials, equivalent to or better than the materials specified by this contract.

1.7.1. Basic CLIN and COM (CLINS X001 and X002).  The contractor shall bear the cost of all materials, parts, and supplies up to $75.00 per job order and $250.00 per COM.  The Government shall reimburse the contractor exclusive of profit or fees, for materials, parts, and supplies in excess of $75.00 per job order and $250.00 per COM.  Contractor-furnished items shall be subject to testing and/or approval by the Government.  Materials such as nails, screws, washers, bolts, electrical wire nuts, cleaning supplies, trade tools or equipment needed to investigate the problem or to effect the repairs shall be the contractor’s responsibility and shall not be reimbursed by the Government.  For example, cameras used to investigate blockage in sewer lines are considered to be trade equipment needed to investigate the problem and thus, not reimbursable.  

1.7.1.1. The contractor shall submit an itemized list each month to the QAE for reimbursable parts for each completed job order in which reimbursable items were used.  The itemized list of all reimbursable materials used shall include job order number, item used, quantity, unit cost, address, date installed, and total cost.  The itemized list shall also be submitted with the invoice.  The contractor shall maintain original delivery tickets, sales slips, or other documents that identify items purchased in the cost reimbursement portion of this contract.  Discounts and rebates on reimbursable items shall be credited to the Government.  Materials, parts, and supplies shall be reimbursed from CLIN X004AA.

1.7.2. Appliance Cost (CLIN X005).  Appliance purchase, repairs and parts shall be reimbursed under CLIN X005.  (Reference paragraph 1.5). 
1.7.3. Major Repair and Additional Support (CLINS X023 and X024). The bid schedule includes a burdened fixed hourly rate including all indirect costs, general and administrative costs, and profit, but not including direct parts and materials. For accomplishment of this work, the contractor and the Contracting Officer will negotiate the number of hours and material costs on a case-by-case basis.  The price shall be the product of the fixed hourly rate multiplied by the negotiated labor hours plus the cost of all parts and materials.

1.8. Routine COM Cleaning Standards. As a minimum the contractor shall clean the areas identified below during normal COM cleaning. All items/surfaces must be free of dirt, dust, cobwebs, stains, marks, mildew, grease, or any debris, to provide a clean and sanitary appearance. These areas should be cleaned to a “move-in” standard in which the new tenant can take occupancy.  Personal property left by previous tenants shall be disposed of at the direction of the QAE.

1.8.1. Stove/Range and Vent Hood.  Clean oven door hinges and all areas that are not accessible to wipe down when door is attached; all surfaces and glass between the inner and outer shell; all areas of the burners that are not accessible due to mounting screws; exhaust hood, filter, grill, fan and all duct areas that are not accessible when they are in place; all surfaces of cabinets, walls, floors and stove that are not accessible when stove is in place.

1.8.2. Refrigerator.  Clean the bottom of the appliance as well as the compressor and heat transfer coils.  Change refrigerator water filter, ensure proper operation of ice and water dispenser.

1.8.3. Dishwasher. Clean all surfaces of the cabinets and floors not accessible when dishwasher is in place.  Clean the interior of dishwashers including seals, trays and moving parts.  All parts shall be free of soil. 

1.8.4. Floors.  Clean vinyl tile floors are stripped and waxed  (plastic based acrylic wax is not acceptable); basement floor is clean. Ceramic floors are cleaned and grout joints sealed.

1.8.4.3. Clean sheet vinyl flooring; remove all marks, repair damaged floors.  Use acceptable commercial repair practices that leave the damage virtually invisible.  Use a sheet vinyl surface sealer on dull surfaces as recommended by the flooring manufacturer to restore surface luster when directed by the QAE.

1.8.4.4. QAE and contractor QC shall thoroughly inspect all flooring prior to turnover for COM.  Inspection shall note all pre-existing floor damage.  Contractor shall be responsible for the repair or replacement of all flooring where damage is caused by contractor negligence through improper movement of appliances, movement of equipment or otherwise.

1.8.5. Carpet.  Government owned carpet shall be professionally cleaned using the Chem-Dry method or equal approved by QAE, in accordance with manufacturer’s recommendations, and a soil/stain retardant applied.  The contractor shall not clean occupant-owned carpet, but shall be responsible for covering and protecting the carpet during the COM.

1.8.6. Pet Stain/Odors.  Pet stains shall be cleaned, sanitized and deodorized or the carpet/pad replaced as recommended by commercial practice for Chem-Dry cleaning method.

1.8.7. Windows.  All windows inside and outside to include screens, tracks, and sills.

1.8.7.1. Drapery (includes sheers, cornices and valances, GOQs ONLY) Draperies shall be cleaned and or repaired (to include replacement when necessary) at the direction of the QAE using CLIN X014.  Drapery removal and hanging shall be the responsibility of the contractor.  Replacement draperies shall be selected by the QAE.
1.8.8. Basements.  Basement floor drain shall be cleaned and sanitized.  Exterior basement window well covers shall be cleaned/replaced at the direction of the QAE.  Painted floors shall be repainted at the direction of the QAE. 
1.8.9. Lights. All fixtures shall have working, proper wattage and style lamp in each socket as directed by QAE.

1.8.10. Grounds Maintenance 

1.8.10.1. Typical COM Grounds Maintenance includes all exterior landscaping halfway to each neighbor or fifty feet (50’), (which ever is less) on the sides, to the curb in front and fifty feet (50’) to the rear of the house to ensure that the exterior of the house is complete and useable and includes the following

1.8.10.1.1. Snow removal. Required on sidewalks, patios and driveways before completion of COM

1.8.10.1.2. Grass.  Cut grass to show a uniform height that does not exceed 4 inches or is less than 3 inches in height.  All grass shall be removed from cracks in sidewalks, crevices, driveways, parking spaces, walkways and curbs.

1.8.10.1.3. Edging.  Edges of lawn at walks, carports, drives, patios and any other hard surfaced feature in the lawn trimmed so that no grass protrudes beyond that edge.  Trim all grass around house foundation, doorsteps, garbage can racks, fences shrubbery, trees, and flowerbeds to provide the same even neat appearance as the lawn.

1.8.10.1.4. Hedges and Shrubs.  Trim hedges, shrubs to present a neat uniform appearance and not touching the exterior wall of the unit.

1.8.10.1.5. Debris. The lawn must be free of debris (litter, tree limbs, leaves etc.) at time of turnover to the government

1.8.10.1.6. Borders. The contractor shall repair/replace all existing borders, edging, or retaining walls in the Housing areas that consist of brick, wood, castle rock, stone, etc.  This work shall be included in CLIN X001.  Any combination of labor/material over $500.00 shall be considered a major repair and covered under CLIN X023.

1.8.10.1.7. Concrete Slabs, Sidewalks, Wood Decks: The contractor shall replace or repair damaged, missing, defective, or badly deteriorated portions of exterior steps, landing, railings, posts, concrete patio slabs, wood decking and structure, driveways, walkways, and exterior storage facilities to a safe usable condition.  The contractor shall apply a tinted sealer to all wood surfaces including edges according to the manufacturer’s recommended rate. Frequency of application shall be according to commercial practice but not more than 3 years between applications. Any combination of labor & material over $500.00 shall be considered major repair and covered under CLIN X023.

1.8.10.2. Emergency Repair and Restoration.  The contractor shall repair and restore all landscape areas disturbed during the course of repairs to underground utilities regardless of weather the contractor, sub-contractor or non-affiliated contractor accomplished the work.  Excavation in grass areas shall be repaired using sod.  The sod and other planting by the contractor shall be nourished and watered at the recommended rates and quantity in order to obtain healthy, thriving plants and sod.  If any planting or sod dies, contractor shall replace under the warranty paragraph of this statement of work.  All areas shall be restored to original condition at the direction of the QAE and paid under CLIN X024.

1.9. Previously cleaned vacant units shall require, but not be limited to, the following tasks prior to occupancy.  This service shall be directed by the QAE and paid under CLIN X003AD.

	- Sweep/Vacuum floors

- Damp mop floors

- Clean windows/screens

- Wipe down appliances

- Surface clean bathroom fixtures, mirrors, tile

- Clean light fixtures—remove debris from inside globe or cover


	- Clean blinds/Vertical Blinds

- Wipe down water heater, heat unit, utility pipes, vents, ducting

- Wipe all pantries, stairwells, closets, cabinets, and shelves

- Remove cobwebs, debris, and trash from premises




1.9.1. Abandoned Unit Cleaning Requirements.  For units determined as “abandoned” by the QAE (occupant leaves housing without properly clearing quarters through the housing office), the contractor shall perform cleaning in accordance with Quarters Condition Inspection Report (AF Form 227).  Anything left in the house, storage areas, yards, carports and or garages that is not identified as government property shall become the property of the contractor and removed from the base.  Cleaning of abandoned units shall be negotiated and paid under CLIN X024.

1.10. Air Duct Cleaning.  The contractor shall clean and sanitize the existing air supply and return ductwork during COM, and at other times, as directed by the QAE.  This service shall be performed in accordance with the National Air Duct Cleaners Association (NADCA) standards and paid under CLIN X022.

1.11. Termite Damage Repair.   The contractor shall notify the QAE when termite damage is detected.  The quantity shall be verified by the QAE.  The contractor shall be authorized by the QAE to proceed with termite damage repairs.  This work is covered under CLIN X001.
1.12. Kitchen and Bath.

1.12.1. Countertops, Kitchen and Vanity:  Countertop replacement shall be directed by the QAE.  Quantity to be replaced shall be agreed upon by the contractor and QAE and paid under CLIN X015.

1.12.2. Refinishing/restoring cabinets and doors shall include the interior and exterior of cabinet doors, walls and fixed shelves.  All surfaces shall appear uniform in color and sheen and free of blemishes.  If hardware exists it shall be cleaned of pre-existing and freshly applied paint over-spray and soil.

1.13. Door Hardware.  During COM the locks on each housing unit shall be checked for proper operation, lubricated and cleaned.  The contractor shall also check the operation of the hinges, latches, and general operation of all doors & hardware so they close and latch properly.  Excessive paint may cause a door to bind.  Contractor shall plane, sand and refinish or otherwise adjust the door so that it operates in a smooth, effortless manner.

1.14. Wall Finishes

1.14.1. Paint.  Preparation and painting may be accomplished as a result of COM, recurring maintenance or service calls.  Contractor shall take necessary precautions to ensure no damage occurs to other areas.  Ceilings shall be ceiling white, millwork shall be semi-gloss white and walls shall be of a color selected by the QAE.  Contractor shall provide a paint chart of a minimum of 10 color choices for base housing and 4 color choices for GOQs that can be covered in one coat by BAFB standard color Sherwin Williams Rice Paper.  These colors shall be available for self-help.  

1.14.1.2. Minor interior and exterior painting is considered up to and including 200 square feet and is included in the basic monthly charge. Major interior and exterior painting is considered to painting over 200 square feet and is paid in accordance with pricing schedule.  Remove new and old paint from items such as, but not limited to, doorknobs, window frames, receptacles, receptacle covers, switches, switch covers, cable connector covers, floor coverings, cabinets and cabinet trim, doors, both swing and bi-fold.  The contractor may replace the item with a new like item, if he chooses at no additional cost to the government.

1.14.1.3. Occupied unit painting.  The contractor shall perform major painting of occupied units at the request of the QAE.  The contractor shall be responsible for disconnecting, and protecting all appliances and furniture, including occupant owned furniture.  The occupant is responsible for moving items off the walls.  This work shall be paid on line item CLIN X006.

1.14.2. Wall Covering Repairs. Replacement of wall covering of 50 square feet or less shall be included in the price of CLIN X001.  Wall covering in excess of 50 square feet shall be accomplished under CLIN X010 for installation and CLIN X04AC for materials.  Partial repairs to wall covering shall match existing color, texture, and pattern.   Damaged areas of wall covering shall be repaired, or removed and then the entire surface shall be painted.  When wall covering is removed and not replaced the surface shall be prepared in accordance with industry standards and painted.

1.14.2.1. New Wall Covering.  The Government will approve new patterns, textures and colors of wall covering from samples provided by the contractor.   The contractor shall remove old wall covering, repair wall and prepare for new wall covering according to commercial standards and paid under CLIN X010.  

1.15. Floors.  Damaged, deteriorated, or stained flooring shall be repaired or replaced.  The contractor shall inspect all exposed portions of the sub floor and substructure for possible repair or replacement. All flooring materials and mastics shall be asbestos free.


Floor maintenance includes: 

- Replacing vinyl composition tile/sheet vinyl

- Refinishing/repairing hardwood/parquet floors/plastic laminate or like surfaces

- Repair/Replace ceramic/porcelain tile floors

- Replace bathroom sub floor

- Screen finishing of finished floors

NOTE: Work in excess of 20 SF is considered major maintenance and shall be accomplished under CLIN X011.

1.15.1. Resilient floors 

1.15.1.1. Maintenance: Includes stripping, waxing and buffing according to commercial practice for residential vinyl tile floors.  Floors shall be free of all marks and wax buildup especially in corners.

1.15.1.2. Replacement includes demolition of existing vinyl tile or sheet vinyl, cove base, and molding.  Basic resilient floor replacement includes up to 100 square feet and is paid as part of the basic monthly charge line item on the pricing schedule.  Resilient floor replacement greater than 100 square feet per unit is major floor replacement and paid under CLIN X011AD.

1.15.2. Wood floors, stairs, treads, and handrails. Repair, refinishing, and replacement of wood floors shall be accomplished in accordance with the procedures and recommendations listed in the publications of the National Oak Floor Manufacturers Association. All wood floor finishes shall be lead free. 

1.15.2.1. Maintenance: Screening Refinishing shall be buff sanded with 2 finish coats. Minor wood floor refinishing under 20 square foot shall be paid in accordance with CLIN X001.

1.15.2.2. Refinishing: Complete sanding, 1 sealer coat and 3 finish coats, as a minimum.  Some floors may need more than 3 finish coats.  Major wood floor refinishing shall be paid under CLIN X011AC

1.16. Carpet. Carpet shall be repaired (tears, split seams, re-stretched, etc) and cleaned in order to remove all stains, dirt and pet odors.  If carpet cannot be repaired or cleaned to a satisfactory condition, the QAE will direct the contractor to replace the carpet under CLIN X012.

1.16.1. Carpet Installation. Replacement of existing carpet or installation of new carpet and pad of 45 square feet or less shall be included in the price of CLIN X001.  Carpet and pad in excess of 45 square feet shall be accomplished under CLIN X004AD.  The contractor shall replace or install carpeting and padding in all housing units when directed by the QAE.  Carpet must meet the standards established in the Air Force Carpet Standard and in accordance with Bolling Air Force Base approved carpet policy. When only replacing a room(s) area, the contractor shall match existing carpet in color, style, pile and density.  The QAE will determine the color of carpet to be installed from samples provided by the contractor.

1.17. Roofing. Minor roofing repairs are covered under CLIN X001.  Repairs in excess of 100 square feet (100 SF) shall be accomplished under CLIN X018.  It is not the intent of this contract to replace the entire roof but the repairs do include slate, rolled and composite roofing, flashing, copper standing seam roofs, vents, drip edges, snow guards and key roofing system accessories. 

1.18. Additional Support This work shall include but is not limited to small incidental work not specifically identified but within the scope of the work.  The QAE will initiate all such work requests.  The contractor shall provide a cost estimate for the work to be accomplished.  All estimates above $2,500 shall require approval by the Contracting Officer prior to the start of work.  The contractor shall be reimbursed for labor and materials under CLIN X024.  Materials shall be reimbursed to the contractor at cost (Reference Paragraph 1.7).

Additional Support Work Orders Completed During 2001

	Description
	Number
	Cost

	Maintenance and Repair
	150
	$ 85,000

	Minor Alteration
	70
	$ 45,000


1.19. Utility Repairs.  

1.19.1. Sewer Lines. The contractor shall clear/repair sewer lines within the housing unit and to the main, including the connections. 

1.19.2. Water Lines. The contractor shall repair water lines within the house and to the connection on the main water line, including the connections.  

1.19.3. Undetermined location for water/sewer line break. When a water/sewer break appears near the junction where the lateral line connects to the main and there is a question who is responsible for repairing the break, the contracting officer will direct the contractor to excavate.  The Contracting Officer will make the final determination on who will do the repair.  If it is determined after excavation that the break is at the main, the government shall complete the repair. If the break is in a lateral, it shall be the responsibility of the contractor to repair the break. The contractor shall be responsible for interior and exterior cleanup of sewage or water during and after repairs have been made to a safe, clean, sanitary and odorless condition.  If it is determined the repair is government responsibility the excavation expense shall be billed under CLIN X024, however if the problem is in the lateral, the excavation expense is included in CLIN X023. If the line is relocated more than one foot, the QAE must be provided an as-built drawing.

1.19.4 Sump Pump Drain Line. The contractor shall clear/repair sump pump lines from the interior of the housing unit to the discharge point.

1.19.5. Natural Gas. The contractor shall repair gas lines from the street side of the pressure regulator into the house.  The Contractor shall have 24-hour emergency access to a certified welder for emergency steel gas line repairs.

1.19.6. Electricity. The contractor shall be responsible for electrical circuitry and all electrical components including the weather head and throughout the house as well as exterior circuits for power and lighting to carports, storage structures and GOQ summerhouses.  
1.19.7. Scheduled Outages. The contractor shall notify the QAE and the occupants of any scheduled utility outages at least 3 workdays prior to the outage.  Regardless of the cause, when utility service is reinstated, the contractor shall relight all pilot lights within 4 hours.

1.20. Warranty. The contractor shall respond to all calls based on call classification (emergency or routine), whether under warranty or not.  The contractor shall be responsible for the exercise of all manufacturer warranties whether obtained by the current contractor or already existing at contract award.  Existing manufacturers’ warranty information shall be provided to the contractor after contract award.  If, after a site visit, the contractor believes the work is covered by a warranty of construction he shall fill out a warranty form, provided by the government and refer it to the QAE for validation.  If the QAE determines the work is covered by the warranty, the contractor takes no further action.  If the QAE determines the work is not covered by warranty, the contractor shall be responsible for the completion of the job order.  Disagreements between the QAE and the contractor that concern the applicability of the warranty for construction shall be forwarded to the contracting officer for resolution.  The contractor shall maintain a log of all referred warranty work to include, as a minimum, the manufacturer’s or contractor’s name, individual contacted, dates of contact(s), problem, and name of individual(s) who contacted the manufacturer or contractor, and status of warranty work.

1.21. Transition Plan. The new and existing contractors shall be responsible for coordinating the phase-in of the new contract and at the end of the contract period, phase-out of the existing contract with no noticeable effect on the quality or frequency of service to the occupants.

1.21.1. The contractor shall provide a transition plan for work under this statement of work.  The plan shall address the seamless transfer of responsibilities from the existing contractor in these three critical areas—Service call job orders, executed, but not completed routine work orders, and change of occupancy work.  This plan shall include separate tasks for phase-in and phase-out.

1.21.2. Service Calls.  Response to service calls shall not be interrupted.  The proposer under this statement of work shall respond to all emergency service calls during phase-in and phase-out periods.  Routine 1 and Routine 2 work requests shall be taken and recorded and immediately given to the QAE for disposition.  The QAE will direct the contractor to commence work if work can be completed within 30 days of contract end.  If not, the job orders will constitute the initial work order backlog to be completed under this statement of work.

1.21.3.  Work Orders.  Work orders shall be completed prior to contract transition.   The QAE will direct the contractor to commence work if work can be completed within 30 days of contract end.  Otherwise, this too, shall become the initial work order backlog to be completed under this statement of work.

1.22. Environmental Compliance:

1.22.1. Hazardous Materials Management. The contractor shall be knowledgeable of and shall comply with all applicable federal, District of Columbia, and local laws, permits, DoD, Air Force Instruction and base environmental requirements.  The contractor shall meet all certification, licensing and training requirements and copies are to be maintained at the contractor’s work center. The contractor shall ensure that all subcontractors comply with the same.  The contractor shall ensure policies and procedures are established that protect the safety and health of employees and the community to minimize or eliminate the risk of environmental pollution.  If the contractor spill or release any substance listed in 40 CFR 302 into the environment, the contractor shall report the incident to the Environmental Coordinator (202-767-8600), immediately.  The contractor shall be liable for containment and environmental clean up of the spill or release of such substance.  If spillage creates contaminated soil, the contractor shall at his own expense, remove the contaminated soil, properly dispose of the soil and replace it with uncontaminated topsoil and restore the grounds to their original condition.  The contractor shall not dispose of contaminated soil or other hazardous materials on Bolling Air Force Base.  

1.22.2. Contractor shall provide the Hazardous Materials Pharmacy (located in building 41, telephone number 202-767-8295) with a list of all hazardous materials and related Materials Safety Data Sheets (MSDS) used to accomplished the work associated with this statement of work.  The list shall include the manufacture’s name, the estimated quantities to be used, and disposal methods.  The contractor shall ensure that contractor personnel have completed hazardous communication training. All hazardous materials shall be processed through the HAZMAT Pharmacy.  The contractor’s purchase and use of materials are contingent upon approval by the Hazardous Material Management Pharmacy Team (HMMP).  The contractor must comply with the following:

- All hazardous materials shall be bar-coded by contractor, employees, suppliers and subcontractors unless otherwise specified.

- All consumed bar-coded hazardous materials shall be turned into the HAZMAT Pharmacy for tracking.

- Attend the monthly HMMP committee meeting.

- All hazardous waste shall be disposed of in accordance with Base Hazardous Waste Plan.

- Contractor shall comply with all HAZCOM standard 161-21 and BAFBI 48-2 Environmental flight personnel shall evaluate EPA-17 containing materials for use through a Technical Order, Military Specification and User’s Manual.  

- HMMP team shall assist contractor in finding suitable substitute hazardous materials for disapproved hazardous materials. 

- Contractor shall complete HAZMAT Pharmacy Authorization Worksheet prior to request for purchase of material. 

- In the event, the Contractor elects to purchase approved hazardous materials from another manufacture, the new MSDS must be reviewed by the HMMP team prior to product substitution.

1.22.3. Contractor shall dispose of hazardous materials such as batteries, fluorescent tubes, and refrigerant at the HAZMAT Pharmacy hazardous materials collection point.

1.22.4. Contractor shall operate the Bolling Home Center (Self-Help Store) and contact the HAZMAT Pharmacy for technical assistance.

1.22.5. The contractor shall be responsible for all costs associated with obtaining all environmental permits, notices, licenses, and certifications required by regulatory agencies or Bolling AFB. The contractor shall prepare all necessary documentation related to the environmental permit, notice, license, or certification.  The contractor shall sign the documents and submit them to the government for review and approval.  Once approved by the government, the documents shall be co-signed by the appropriate Bolling Representative and submitted to the regulatory agency.

1.22.6. The contractor shall include a hazardous material list as a submittal (AF Form 3000).  The submittal shall be submitted by the contractor to the Contracting Officer for processing.  No hazardous materials shall be brought on Bolling AFB and used in performance of this contract without prior written approval. An approved Chemical/Hazardous Material Request Authorization (AF Form 3952) is required for each material.

1.22.7. The contractor shall test for lead and asbestos according to commercial practices before starting work.

1.22.7.1. Asbestos and Lead-Based Paint.  If the contractor detects materials containing asbestos or lead-based paint, the contractor shall promptly notify the QAE before starting work.  The QAE will validate the find either by searching existing environmental testing records or by ordering another confirmatory test of the work site.

1.23. Utility Conservation The contractor shall be responsible for operating under conditions that preclude the waste of utilities.  The contractor shall comply with the Bolling Air Force Base Energy Conservation Plan.

1.23.1. Electricity, gas and water shall only be used in areas where and when work is actually being performed.  When the housing unit is in the custody of the contractor for COM or extended repairs or maintenance, the power shall be turned off at the end of each workday.

1.23.2. Mechanical equipment controls for heating shall be set at 60 degrees F and attic doors shall be opened after completion of COM. Ventilation and air conditioning systems shall be turned off after completion of COM.
1.24. Recycling and Reuse 

1.24.1. The contractor shall repair items determined by the QAE personnel to be repairable as a routine service call.  Repaired items shall be reused before newly purchased items are used.

1.24.2. All salvaged appliances and materials, including but not limited to, ranges, dishwashers, furnaces, refrigerators, air handlers and compressors shall be recycled as directed by the QAE.  Bolling AFB has an extensive recycling program administered by the Civil Engineer Squadron.  There shall be no cost to the government for recycling.

1.24.3. The QAE personnel may designate items to be removed from salvaged appliances to be used as repair parts on other appliances.  The contractor shall maintain a bench stock of removed items.  Examples of items to be removed from appliances, but not limited to are: refrigerator compressors, range burners, clocks, thermostats, and oven elements.
1.24.4. Parts or salvageable materials removed from equipment or facilities with a replacement value of more than $100 shall be inspected by the QAE personnel prior to final disposition.

1.24.5. The contractor is required to recycle Freon.  Remove all Freon from appliances and other equipment that contains the gas.  The sealed vessel with the recycled Freon gas shall be provided to the 11th CES/CEO Freon recycling contractor (see section 1.22.2.)

2. SERVICE DELIVERY SUMMARY.  The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success. 

	Performance Objective
	SOW Para
	Performance Threshold

	Provide a COM program that will ensure quality housing is available to meet the needs of   the government in a timely manner in accordance with this SOW, standard commercial practices, manufacturer’s recommendations, plus applicable federal, District, and local rules and regulations.
	1.2
	Approved program is available and up to date 100% of the time.



	Perform change of occupancy maintenance (COM) within allowable downtime.  Accomplish work in accordance with commercial practice and the SOW
	1.8 thru 1.19
	95% of the time

	Correctly categorizes, responds to and completes emergency and routine service calls within the required times. The work is performed in accordance with this SOW, standard commercial practices, manufacturer's recommendations, and applicable federal, District and local rules and regulations.  
	1.3
	100% of emergency service calls, 95% of routine service calls completed within the required times

	Maintain appliances in accordance with commercial practice and industry standards
	1.5
	90% of the appliances are in safe and in proper working order 100% of the time.  Non-working appliances are replaced within 2 calendar days 100% of the time

	Performs scheduled recurring inspection & maintenance in accordance with this SOW, standard commercial practices, manufacturer’s recommendations, and applicable federal, District, and local rules and regulations.
	1.4.
	98% of recurring inspection and maintenance completed during the month.

	Operate Bolling Home Center, maintain automated records of all items issued, and maintain bench stock. 
	1.6
	No more than 3 valid customer complaints per month.

	Prepare and submit accurate reports on time with all required information
	1.1.2 & Appendix J
	90% of the time


3. GOVERNMENT FURNISHED PROPERTY AND SERVICES.  The government shall furnish the following:

3.1. Utilities:  Electricity, water, and sewage are available at no cost to the contractor.

3.2. Facilities.  

	Facility Number
	Description
	Approximate Area (SF)

	902
	Office, Shop, Storage
	4,980

	934
	Bolling Home Center
	2,560

	2010
	5 each, Paint Storage Sheds
	240 each

	123
	Paint Storage
	200


3.2.1. The contractor shall provide the contracting officer details of any facility modifications for approval prior to work start.   The contractor shall return the facilities to the government in the same condition as received, fair wear and tear and approved modifications excepted.  These facilities shall be used for performance of this contract only.  

3.3. Equipment.  The government will provide all equipment listed in Appendix D.

3.3.1. Equipment Inventory.  An inventory of government-furnished equipment shall be completed not later than five calendar days after start of the contract, and within ten calendar days of the exercising of any options and not later than ten calendar days before contract completion.  The contractor and QAE shall conduct a joint inventory of all government-furnished equipment and the contractor shall sign a receipt for all equipment provided by the government.  Items of equipment missing or not in working order shall be recorded and the Contracting Officer notified in writing.  The contractor and the QAE shall jointly determine the working order and condition of all equipment and document their findings on the inventory.  

3.4. Replacement/Repair of Government-Furnished Equipment. Should any item of government-furnished equipment require repair/replacement, the contractor shall be responsible for such repair/replacement at no cost to the government.  The contractor shall comply with the provisions of AFMAN 23-220; Reports of Survey for Air Force Property and Federal Acquisition Regulations that govern accounting for government property lost, damaged, or destroyed while in the contractor’s possession. 

3.5. Refuse Collection.  The contractor shall furnish refuse containers and refuse collection at the contractor's facility and worksites.  The contractor shall abide by all federal, District of Columbia and local recycling laws and regulations.  The contractor is encouraged to utilize the on-base recycling center for cardboard, paper and aluminum.  The contractor shall not place trash or debris in the roll out refuse or recycling containers in the housing area.  
4. GENERAL INFORMATION.
4.1. Quality Control.  The contractor shall develop and maintain a quality program to ensure maintenance of MFH services are performed in accordance with commonly accepted commercial practices, manufacturer's recommendations, and all federal, state, and local rules and procedures.  The contractor shall develop and implement procedures to identify, prevent, and ensure non-recurrence of defective services.  As a minimum the contractor shall develop quality control procedures addressing the areas identified in section 2, Service Delivery Summary of this SOW.  The contractor shall submit the plan no later than 5 days after contract award for review and approval.

4.2. Quality Assurance.  The government shall periodically evaluate the contractor’s performance by appointing representatives to monitor performance to ensure services are received.  The government representatives shall evaluate the contractor’s performance through intermittent on-site inspections, (100% inspection Routine 2 work requests) of the contractor's quality control program and receipt of complaints from base personnel.  The government may inspect each task as completed or increase the number of quality control inspections if deemed appropriate because of repeated failures discovered during quality control inspections or because of repeated customer complaints.  Likewise, the government may decrease the number of quality control inspections if performance dictates.  The government shall also receive and investigate complaints from various customers located on the installation.  The contractor shall be responsible for initially validating customer complaints.  However, the government representative shall make final determination of the validity of customer complaint(s) in cases of disagreement with customer(s). 

4.2.1. Quality Performance Measures (QPM) Program.  Contractor shall develop a QPM program that tracks data in the following areas

	- Total completed COM houses

- Total days used for COM

- Number of COM units completed on time

- Number of COM units not completed on time

- Total days allowed for COM

- Total number of early turn-back days

- Averaged number of days used per COM

- Total service calls completed by category: Routine and Emergency

- Total service calls overdue by category:  Routine and Emergency
	- Historical report of each unit, as required.

- Appliance Update listing:  Provide a computer-generated listing on disk or CD (or on a File Transfer Protocol (FTP) site operated by the contractor) of all appliances, replaced during the month.  It shall show the age of the appliance, type, reason for replacement, serial #, model #, service call #, and address where the appliance was installed.


4.3. Partnering Agreement:  A partnering agreement between the Government and the contractor is to ensure joint cooperation and a sound partnership of all parties involved in the execution of this contract.  The agreement shall contain, as a minimum, specific goals to be reached and a list of all objectives to reach the goals, a frequency for meetings to review performance, and a statement of cooperation to execute the terms of the agreement.
4.4. Performance Evaluation Meetings.  The project manager shall meet at least weekly with the Contracting Officer and QAE during the first month of the contract.  Meetings shall be quarterly or as deemed necessary thereafter as determined by the contracting officer.  The contractor may request a meeting with the contracting officer at any time.  Written minutes shall be taken and signed by the QAE and the contracting officer or contract administrator and stored in the contract file.  If the contractor does not concur with the minutes, a letter stating the objections shall be given to the contracting officer no later than 10 days after the contractor receives a copy of the meeting minutes.

4.5. National Codes. Adhere to the most current editions of National and District of Columbia Codes and Regulations pertaining to work place safety, environmental protection and building and remodeling which include, but are not limited to, the following:

- International Code Council (ICC)

- National Electric Code (NEC)

- Uniform Plumbing Code (UPC)

- National Fire Prevention Association (NFPA) 101 Life Safety Code

- Occupational Safety & Health Administration (OSHA)

- Environmental Protection Agency (EPA)

- U. S. Consumer Product Safety Commission’s Handbook for Public Playground Safety

- Certified Playground Safety Inspector

- International Playground Equipment Manufactures Association

- National Playground Safety Institute

4.6. Hours Of Operation.  The contractor shall accept calls and perform emergency repairs 24 hours a day, seven days a week in accordance with Section 1, paragraph 1.3.  The contractor shall perform the normal services required under this contract 0700 to 1700, Monday through Friday, except for federal holidays.  The contractor can schedule work with occupants on an individual basis.  Appointments and COMs may be accomplished on weekends or after normal hours of operation at the contractor’s discretion. 

4.7. Contractor Employees.  The contractor shall identify an employee who has the authority to act on all contractual matters. This employee shall be present and available during normal hours of operation, within 30 minutes to respond to problem areas.  After normal duty hours, Saturday/Sunday this employee or designated alternate shall be available within 60 minutes.

4.7.1. The contractor is cautioned that off duty active military personnel hired under this contract may be subject to permanent change of station, change in duty hours, or deployment.  Military Reservists and National Guard members may be subject to recall to active duty.  The abrupt absence of these personnel could adversely affect the contractor's ability to perform.  Their absence at any time shall not constitute an excuse for nonperformance under this contract.

4.7.2. Project Manager: The contractor shall provide a contract manager who shall be responsible for the performance of the work.   The name of this person and the alternate (s) who shall act for the contractor when the manager is absent shall de designated in writing to the Contracting Officer.  The contract manager or alternate shall have full authority to act for the contractor on all contract matters relating to daily operation of this contract.  The project manager and alternate shall be able to read, understand, write, speak fluently, and understand English and shall exhibit professionalism at all times and be customer service proactive/responsive.

4.7.2.1. Key Personnel:  Project Manager shall possess at least five years experience as a project manager for a housing complex of 1000 units or more.  The project manager shall have a combination of at least three years as a project manager and two years experience as an assistant project manager for a total of five years experience.  The assistant project manager shall possess at least three years experience as a project manager or assistant project manager for a housing complex of 1000 units or more.  The full time quality control manager shall be employed solely as the quality control manager and shall posses at least three years experience as a quality control manager, and have at least ten years experience as a craftsman (residential carpenter, electrician, plumber, maintenance mechanic).  Contractor shall have at least one journeyman craftsman in each trade on the resident staff.  For all personnel mentioned above, a resume with experience, schools/training and appropriate certificates and point of contact shall be provided to the QAE in order to verify personnel qualifications.

4.7.3. The contractor shall ensure that employees meet minimum federal, and District of Columbia licensing requirements for gas, electrical, plumbing, appliance, air conditioning and heating trades. Before starting work under this contract, the contractor shall verify that all employees have current and valid professional certification to accomplish the services of this SOW.  Plumbers, electricians, carpenters, and HVAC and locksmith technicians shall be trained to the journeyman level to meet industry standards for the work required.  Training must be in compliance with all federal, District of Columbia, and local environmental requirements or laws.  
The locksmith shall be bonded and insured by a third party not involved with the prime contractor

4.7.4. Contractor personnel shall present a clean, neat appearance and be easily recognized.  The contractor shall furnish each employee with an identification badge.  The badge shall contain a picture of the person, the person’s name, the name of the contractor, and the words Housing Maintenance.  All badges shall be uniform, worn on the outer clothing, and be visible at all times.  All contractor employees shall be able to understand, read, speak and write English.  For security purposes, all contractor employees shall have a current National Agency Check (NAC) on file for Security Forces law enforcement personnel identity verification. It is recommended that all potential employees process the request for NAC as soon as possible because only temporary pass shall be issued until the law enforcement receives the NAC information.

4.7.4.1. The maintenance contractor shall escort all sub-contractors to the point of service, introduce the worker to the occupant and explain what is to be done in order to make sure that the sub-contractor knows the required tasks.

4.7.5. No Smoking Policy:  The contractor and/or his employees shall comply with Air Force Instruction (AFI) 40-102, par.2.2, stating, smoking is prohibited within any facility and must only take place in designated smoking areas. 

4.7.6. Vehicles: each contractor vehicle shall have the name of the contractor and the words Housing Maintenance neatly exhibited on each side of the vehicle and visible from a distance of 30 feet.  The contractor shall be responsible for cleanup of any fluids leaked from their vehicles in accordance with EPA and Bolling AFB standards.  The contractor shall not use privately owned vehicles to perform any tasks in this contract.

4.8. Documentation And Records.  All documentation, records, schedules, etc., as described in this SOW that are the responsibility of the contractor are property of the government and shall remain so even upon termination of this contract.  This includes all computer-generated documentation, records, logs, schedules, etc.  The contractor shall be responsible for maintaining these items.  Documentation and records shall be turned over to the government upon completion of the contract.  All documentation shall be readily available upon request from the QAE.

4.9. Coordination With Other Contractors.  The government may undertake or award other contracts for additional work, and the contractor shall fully cooperate with those other contractors and government employees.  The contractor must carefully fit his own work to such additional work as may be directed by the contracting officer.  The contractor shall not commit or permit any act that shall interfere with the performance of work by any other contractor or by any government employee.  The contracting officer shall resolve problems that do result between the two contractors or between the government and the contractor.  Before another contractor does additional work in the housing area, the housing maintenance contractor and the contractor doing the additional work shall jointly survey the area where the additional work is to be performed.  They shall note the condition of the area and itemize any pre-existing condition/damage.  After the additional work has been performed, both contractors shall again survey the same area and shall determine if any damage was done or if the contractor left any work incomplete.  The contracting officer shall resolve any contract disputes that occur.

4.10. Contractor Cleanup.  The contractor shall keep the work areas in and around MFH residences and storage areas free from accumulation of waste material and rubbish.  Upon completion of work the contractor shall leave the work area in a neat and clean condition.  The contractor shall keep the areas in and around buildings 902 and 934 neat and clean at all times this includes the storage area behind building 934.   

4.11. Occupant Damage.  When the contractor suspects occupant-caused damage, the contractor shall notify the QAE and provide a written cost estimate of repairs within two working days. This shall include labor and materials and be accomplished under CLIN X001 (Job Order).

4.12. Performance of Services During Crisis.  IAW DoDI 3020.37 Para 4.2 “Contractors providing services designated as essential by a DoD Component are expected to use all means at their disposal to continue to provide such services, in accordance with the terms and conditions of the contract during periods of crisis, until appropriately released or evacuated by military authority.”  Upon initial notification by the Contracting Officer, the contractor shall continue to perform all Change of Occupancy and Emergency Service Call tasks.  As the situation is further assessed, along with the needs of the government under crisis, the contracting officer shall notify the contractor to continue with normal operations, curtail all operations except Emergency Service Calls and force protection tasks, or vacate the base.
4.13. Excavation Permit (AF Form 103).  Excavation permits shall be requested and processed in accordance with 11 CES/CE Operating Instruction 85-62 prior to excavation. 

4.14. Security Requirements:

4.14.1. Physical Security.  The contractor shall be responsible for safeguarding all government property provided for contractor use.  At the close of each work period, government facilities, equipment, and materials shall be secured, lights, and water turned off, and all doors and windows locked to prevent unauthorized entry.

4.14.2. Base Pass And Identification.  The contractor shall obtain base passes and identification cards for all employees and vehicles.  Application shall be coordinated through the contracting officer or designated representative.  At contract termination, the contractor shall return all passes to the appropriate government offices.  

4.14.3. Key Control.  The contractor is responsible for furnishing all equipment, parts and labor required to repair, re-key key cores and cutting keys. The contractor shall establish and implement methods of ensuring that all keys issued to the contractor by the Government are not lost or misplaced and are not used by unauthorized persons.  The contractor shall furnish a secure, lockable key cabinet.  In the event that an occupant becomes locked out of their home, the contractor shall provide the appropriate key to the housing resident upon showing a valid military identification card.  The identification of the individual shall be cross-referenced with the occupant listing provided by the Housing Office.  The contractor shall retrieve the key after issue.  The Government may, at its option, require the contractor to replace keys, or reimburse the Government for replacement of locks or re-key as a result of contractor losing keys.  The contractor shall not duplicate any keys unless directed by the government.  The contractor shall furnish the Housing Director, each QAE and each element chief a grand master key that shall open all military family housing area locks including storerooms and garages.

4.14.3.1. Contractor Key Cores: Upon receiving a house for COM, the contractor shall install a construction core to the existing door lock to secure the unit while it is in the contractor’s possession.  Contractor shall remove construction core upon COM completion and reinstall core for that unit.  The contractor shall provide the government 8 construction core keys for use by QAEs and inspectors.  In no case, is the contractor permitted to issue a construction key to any other person or agency unless instructed to do so by the Housing Flight Chief.

4.14.3.2. Replacement Keys/Locks: The contractor shall provide replacement keys for broken and inoperative keys during normal duty hours.  If lock replacement or re-keying is required the contractor shall provide one key per bedroom (3 bedroom house gets 3 keys) to the occupant.  The contractor shall supply keys at the time of changing door locks or re-keying.  The contractor shall process and provide the QAE a copy of the job order showing number of keys provided to occupants and identify which locks were replaced.  The contractor shall replace broken and inoperative locks for MFH units with “Best” locks and insure that one key shall operate all locks to that unit.  Contractor shall modify the facility to include a lockable, secure key shop so that only the licensed, bonded and insured key smith has access.  All equipment, supplies, and tools shall be kept in this room and all work shall be done in this room.

4.14.4. Contractor employees given access to Government Intra Net (LAN) require E.B.I. (expanded background check) before log on I.D. shall be issued.  Contractors shall comply with the 11th Wing Network Security Policy (NSP) for LAN Access.  The NSP covers security clearances, training and Rules of Engagement for the use of government information systems.  To avoid much of the inherent problems with government network access, the contractor is encouraged to develop an Internet based system accessible by the government and occupants to distribute information, reports, and take service calls.

4.14.5. Radio Communication.  The contractor is permitted to use radios to communicate with his workforce.  The contractor shall comply with all base and Federal Communications Commission regulations concerning broadcast radio.  In addition, the contractor shall make available to the 11th Communications Squadron frequency manager (11CS/SCBR 202-767-6322) make, model, serial number and broadcast frequencies of all mobile devices and base stations.  The 11th Communications Squadron will review the frequencies and either approve or assign broadcast frequencies prior to use on Bolling AFB.

4.14.6. Computer equipment and peripherals.  The contractor shall be required to update certain data records in the Civil Engineer automated record system.  The contractor will be supplied with the local area network cable connection.  The electronic hub and all other computer equipment necessary to access the Bolling LAN system shall be the responsibility of the contractor.  The government will provide Civil Engineer shared server service to the contractor’s facility.  The contractor shall make all system hardware and software available for inspection by the 11th Communications Squadron on demand for security and anti-virus updates.  The only approved operating system shall be Microsoft Windows 2000 with the most current service release with 128-bit cipher strength Microsoft Windows Internet Explorer.  Only certified software will be allowed on the computer used to access the Bolling AFB LAN.  Only certified operators will be allowed to access the system.  The 11th Communications Squadron provides certification training without charge to the contractor.  The contractor shall comply with the 11th Wing Network Policy and use only approved software.  Both of these references are provided in Appendix B.

4.15. Serviceable and Unserviceable Items: Functional fixtures failing to exhibit a like new appearance or exhibiting deterioration, promoting unsanitary conditions, requiring upgrading, or aesthetically unpleasing characteristics, shall be replaced when directed by the QAE personnel.  Items may include, but are not limited to:

	- Corroded range vent hoods

- Light fixtures

- Blinds

- Cracked/chipped sinks and bathtubs

- Corroded faucets, drains

- Countertops (CLIN X015)

- Interior privacy door locks

- Toilet seats

- Broken window glass
	- Wooden soap dishes, towel bars, and tooth paste holders

- Vanities

- Switch plate covers

- Fogged-up windows (broken seal causes dual pane windows to fog and must be replaced)

- Wall covering (CLIN X010)


4.16. Variations In Work Load If the quantity of housing units to be maintained changes (either increase or decrease) from the quantity shown in Section B “Supplies or Services and Pricing/Costs” or the SOW, an adjustment shall be made to the monthly contract price.  This adjustment shall be applied when the number of units available for maintenance changes due to a housing modernization contract where another contractor takes full responsibility for the housing unit(s) for 31 days or more.

4.16.1. The government shall provide the contractor 30 days notice prior to adding or deleting units for maintenance and the adjustment shall be effective on the day the unit(s) are added or deleted from service.

4.16.2. Dividing the number of units cited in the schedule or SOW into the monthly price, then multiplying that figure by the number of units to be added or removed from service determines the amount of adjustment.  Where units are added or deleted during a given month, the price is adjusted by the number of calendar service days applicable.

4.16.3. Example
On May 15 2000, we identify 50 units to be removed from the maintenance service contract for 35 days, starting 20 June 2000.

$50,000/1,549 units = $32.28 per month

$32.28 X 50 units removed = $1614 per month for 50 units

$1614/30 (average number of days per month) = $54.00 per day for 50 units

$54.00 X 35 days = $1890.00 deducted from the contract price

4.17. Fire Prevention: The contractor shall be responsible for following fire prevention practices and procedures as set forth in Air Force Instruction (AFI) 32-2001, and all Bolling Air Force Base Fire and Safety Regulations.  All new employees shall receive Fire Prevention and Safety Training within five working days.

APPENDIX A

DEFINITIONS

Defective Service.  A service output that does not meet the standard of performance associated with it in the Service Delivery Summary.

Emergency Work.  Work that must be accomplished immediately.
Facility.  As used in this performance work statement, a facility is a separate building, structure, or other real property improvement including fences and utility systems.  A single-family dwelling is called a "unit."  Included with the unit are all of its components to include carports and storage rooms that belong to the structure. Also included are exterior clotheslines, privacy fences, other storage structures, walkways, driveways, sanitary sewer, water lines, and gas lines.  The facility includes all interior and exterior utilities.  

Hazardous substance.  This term includes petroleum, petroleum products, oil, lubricants, pesticides, herbicides and household products containing chemicals such as bleach and ammonia.
Inspector, or Housing Inspector.  Representatives of the Family Housing Office, who inspect the condition of housing facilities and grounds.  They identify work and follow up on completion.  This government representative may also be a Quality Assurance Evaluator

Job Order.  Direct scheduled--emergency or essential work generally not requiring detailed planning.
Quality Assurance.  A planned and systematic pattern of all actions necessary to provide confidence that adequate technical requirements are established.  Products and services shall conform to established technical requirements and satisfactory performance is achieved.  For purposes of this manual, quality assurance refers to actions by the government.

Quality Assurance Evaluator (QAE).  The technical representative of the contracting officer responsible for surveillance of the contract and contract quality control plan.

Service Call Completion Time.  Completion time is the amount of time the contractor has to complete a service call after it is received.

Service Call Response Time.  Response time is the amount of time the contractor has to arrive on the job site after the service call is received.  Note:  While the contractor may respond by telephoning the resident to ascertain the nature of the problem, a telephone contact shall not be considered a “Response” for Emergency service calls.

Service Delivery Summary.  Identifies the key service outputs of the contract that shall be evaluated by the government to ensure contract performance standards are met.

Work Order.  Work requiring detailed planning or capitalization of real property records.
APPENDIX B

REFERENCES

	REFERENCE
	DESCRIPTION
	DOCUMENT OR LINK

	AFI 32-2001
	Fire Protection Operations and Fire Protection Program
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	AFI 32-6004
	 Furnishings Management
	
[image: image2.wmf]afi32-6004.pdf



	AFMan 23-220
	Reports of Survey for Air Force Property
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	AFOSH Standard 161-21
	Occupational Health Hazard Communication
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 EMBED Package  [image: image5.wmf]161_21_b.pdf



	40 CFR 302
	Protection of the Environment
	http://www.access.gpo.gov/nara/cfr/cfrhtml_00/Title_40/40cfr302_00.html


	BAFBI 48-2
	HAZCOM And Hazardous Materials Management Process
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Revision_2.doc"



	Bolling AFB Hazardous Waste Management Plan
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	NADCA
	National Air Duct Cleaners Association
	www.nadca.com/


	AF Form 227
	Quarters Condition Inspection Report
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227.doc"



	AF Form 714
	Customer Complaint Form
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714.doc"



	AF Form 1219
	BCE Multi-Craft work order
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1219.doc"



	AF Form 3000
	Material Approval Submittal
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3000.doc"



	AF Form 3952
	Chemical/Hazardous Material Request Authorization
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REFERENCES (Continued)

	REFERENCE
	DESCRIPTION
	DOCUMENT OR LINK

	DoDI 3020.37
	Continuation of Essential DoD Contractor Services During Crises
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	11 CES OI 85-62
	Base Civil Engineer Work Clearance Request
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85-62.doc"



	11th Wing Network Security Policy (NSP)
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	Quality Assurance Surveillance Plan
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APPENDIX C

WORKLOAD DATA

	CHANGE OF OCCUPANCY MAINTENANCE

(3-Year COM by Month GOQs)

	YR
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	99
	0
	0
	1
	2
	0
	3
	1
	2
	1
	0
	1
	0

	00
	3
	2
	0
	2
	2
	2
	3
	2
	2
	0
	2
	1

	01
	1
	0
	0
	0
	0
	0
	1
	0
	1
	2
	3
	0


	CHANGE OF OCCUPANCY MAINTENANCE

(3-Year COM by Month)

	YR
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	99
	37
	38
	31
	33
	41
	43
	54
	61
	37
	37
	23
	26

	00
	24
	32
	39
	29
	32
	68
	58
	56
	35
	40
	24
	23

	01
	38
	28
	34
	31
	34
	46
	66
	38
	29
	29
	28
	24


	SERVICE CALLS

(1999)

	Type
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Emergency (Includes GOQs)
	221
	127
	146
	136
	114
	219
	273
	163
	143
	135
	195
	227

	Routine
	873
	809
	107
	807
	816
	954
	965
	972
	1030
	993
	924
	1078

	SERVICE CALLS

(2000)

	Type
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Emergency (Includes GOQs)
	279
	259
	189
	180
	174
	169
	159
	162
	182
	137
	142
	167

	Routine
	941
	757
	825
	757
	941
	922
	843
	983
	877
	826
	827
	802

	SERVICE CALLS

(2001)

	Type
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Emergency (Includes GOQs)
	193
	167
	156
	151
	149
	188
	184
	153
	128
	182
	248
	207

	Routine
	840
	686
	736
	880
	791
	891
	850
	810
	584
	838
	802
	844


APPENDIX D

GOVERNMENT FURNISHED EQUIPMENT

Description
Quantity

Electronic Sign Machine


1 

Radial Arm Saw



1 

Table Saw (10”)



1 

Band Saw




1 

Shaper





1 

Drill Press




1 

Exhaust System (Central System)

1 

Bench Grinder




1 

Disc Sander




1 

Jointer





1 

Exhaust System (For Disc Sander)

1 

Paint Shaker




1 

Freon Recovery Machine


1 

Trailer Mounted Gutter Machine

& Assoc. Equipment



1

The contractor shall maintain and repair all equipment so that is in good operating condition at all times.  Should the equipment become unserviceable, the contractor shall replace it with like kind at no cost to the government.  

Completion of service calls and work orders depends on well-maintained tools and equipment.  Damaged or ill-maintained tools and equipment shall not be held responsible for the successful on-time completion of the contractor’s work regardless of how they were obtained. 

APPENDIX E

CHANGE OF OCCUPANCY, SERVICE CALL

AND RECURRING MAINTENANCE TASKS
Interior:  maintain, repair, replace, clean, adjust:

	- Bathroom fixtures, tubs, vanities, showers, toilets, sinks, lights, vent fans, ceramic tile, vinyl and wood

- Carbon monoxide detectors, smoke detectors, fire extinguishers

- Ceiling fans

- Curtain rods

- Door bells

- Duct cleaning

- Exhaust fans

- Fireplace hearth, flue, liners, inserts, gas logs & controls

- Furnace

- Heat pumps

- Geo-source heat pump systems

- Handicap accessories

- Locks

- Paint interior & exterior

- Kitchen appliances

- Stair treads and risers (stained and painted)

- Thermostats

- Ventilation hoods

- Walls, drywall, plaster, concrete, CMU

- Cabinetry, kitchen, bathrooms, pantries

- Flooring: carpet, vinyl, ceramic tile, glazed porcelain tile, hardwood, high pressure laminate, wood veneer, granite tile
	- Doors: wood, steel, composite, sliding, hinged

- Electric switches, outlets, government owned cable TV and telephone wiring

- Filters, electronic electrostatic, common filter cartridge

- Handrails

- Light fixtures

- Mini-blinds, pleated shades, drapery hardware

- Sump pumps

- Appliances: stoves, cook tops, heating drawers, refrigerators, freezers, Sub-Zero combination (2ea), Garbage disposals, microwaves, convection ovens, ice maker, trash compactor, dishwasher, water softeners, reverse osmosis water purifiers

- Plumbing fixtures

- Remove existing paint from hardware, natural wood surfaces

- Water heaters, gas and electric

- Window glass, trim, screens, hardware

- Cornice boards


APPENDIX E

CHANGE OF OCCUPANCY, SERVICE CALL

AND RECURRING MAINTENANCE TASKS

Exterior:  maintain, repair, replace, clean, adjust:

	- Air conditioning system components

- Bus shelters

- Chimneys

- Driveways

- Electrical accessories, outlets, switches, lighting, remote control garage door openers, motion sensor lighting, electric eye sensors and timers

- Fences, gates and hardware (treated limber, PVC, wire fabric)

- Gutters & downspouts, scuppers and diverters (copper, aluminum, rubber)

- Hose bibs

- Sewer laterals from the house to the main

- Water laterals from the house to the main

- Mailboxes, curbside, cluster boxes and door side delivery

- Concrete patios, treated wood decks (ground level and elevated)

- Roofing (slate, composite shingle, rolled roofing, modified bitumen, EPDM

- Soffits (wood, vinyl, steel & aluminum)

- Storage structures

- Sump pump discharge lines

- Tuck pointing brick work

- Remove aging caulk and replace with new around windows and doors

- Vent stacks
	- Walls (steel, vinyl, redwood, composition, brick, wood)

- Window screens

- Basement egress windows

- Carports, garages, garage doors, breezeways

- Flashing (aluminum, copper, fabric)

- Fascia (wood, steel, aluminum, vinyl)

- Handicap ramps, handrails

- House numbers and name signs

- Siding (vinyl, steel, wood, brick)

- Prepare and paint wood trim as directed by - QAE (separate line item)

- Playground equipment

- Splash blocks

- Storm doors, windows & hardware

- Trim

- Windows and hardware

- Window wells and covers

- Maintain/repair landscape borders

- Plant beds: fluff/add mulch as directed by QAE (materials 100% reimbursable) 

- Remove or replace dead plants as directed by QAE (materials 100% reimbursable) 

- Remove all yard debris such as litter and fallen tree branches

- Cut grass, edge walkways

- Trim shrubs


APPENDIX E

CHANGE OF OCCUPANCY, SERVICE CALL

AND RECURRING MAINTENANCE TASKS

GEOTHERMAL HEAT PUMP MAINTENANCE TASKS
With proper maintenance, GeoSource heat pumps can have a long and trouble free life.

Basic maintenance is much like all mechanical equipment; they perform best when they are faithfully maintained.  Basic maintenance tasks include equipment inspections and routine cleaning.  95B Duncan, 1521B Eglin, and 198 units in Hickam Village have GeoSource heat pumps.

Filter Inspection

Throwaway fiberglass filters that are commonly used with heat pumps should be inspected every three months and changed as follows:

1. Turn the heat-cool thermostat switch to OFF and the fans switch to AUTO.

2. If the fan continues to run, wait until it turns off.

3. Change or clean filter, depending on type.

Pre-Season Inspection

Before each season, the cooling coil, drain pan and condensate drain should be inspected and cleaned as follows:

1. Turn off circuit breakers.

2. Remove the coil access panel.

3. Clean coil by vacuuming it with a soft-brush attachment.

4. Remove any foreign matter from the drain pan.

5. Flush pan and drain tube with clear water.

Fan Motor Lubrication

Fan motors should be lubricated every three years or in accordance with manufacturer instructions as follows:

1. Locate oiling holes at each end of the fan motor.

2. Lubricate with 16 drops per hole of SAE 10 non-detergent oil.

Return Air Grille Inspection

Return air grilles should be examined periodically to ensure that no furniture, rugs, etc. are blocking airflow into the home.

APPENDIX F

FACILITY LIST

	Category
	# Units
	# Bed Rm
	Net Area 
	Exterior
	Yr Built
	Paint Area (SF)
	Notes

	GOQ
	9
	4
	2421
	Brick
	1933
	15100
	

	GOQ
	2
	4
	3038
	Brick
	1933 2002*
	16800
	

	GOQ
	13
	4
	2436
	Brick
	1933
	13500
	

	GOQ
	1
	4
	3054
	Brick
	1933
	16800
	

	GOQ
	1
	4
	3069
	Brick
	1933
	16800
	

	GOQ
	15
	4
	2128
	Wd/Brick
	1975
	8950
	

	SOQ
	6
	4
	1955
	Brick
	1947
	7300 
	

	SOQ
	10
	4
	2358
	Wd Siding
	1975
	7000
	

	Steel Siding
	3
	5
	1653
	Siding
	1975
	6000
	

	Steel Siding
	179
	4
	1541
	Siding
	1975
	5800
	

	Steel Siding
	50
	4
	1711
	Siding
	1975
	6100
	

	Steel Siding
	30
	4
	1686
	Siding
	1975
	6000
	

	Steel Siding
	162
	3
	1350
	Siding
	1975
	3800
	

	Steel Siding
	40
	3
	1675
	Siding
	1975
	5000
	

	Steel Siding
	40
	3
	1530
	Siding
	1975
	4900
	

	Brick
	60
	4
	1489
	Brick
	1967
	6400
	

	Brick
	120
	3
	1347
	Brick
	1967
	6000
	

	Brick
	120
	2
	988
	Brick
	1967
	4300
	

	New Jr Enl
	32
	4
	1359
	Vinyl/brick
	1997
	7000
	

	New Sr Enl
	19
	4
	1438
	Vinyl/brick
	1997
	7000
	

	New Jr Enl
	53
	3
	1251
	Vinyl/brick
	1997
	6800
	

	New Sr Enl
	22
	3
	1369
	Vinyl/brick
	1997
	6810
	

	New Jr Enl (ADA)
	2
	4
	1359
	Vinyl/brick
	1997
	6400
	

	New Sr Enl (ADA)
	1
	4
	1438
	Vinyl/brick
	1997
	6400
	

	New Jr Enl (ADA)
	1
	3
	1251
	Vinyl/brick
	1997
	5800
	

	New Sr Enl (ADA)
	2
	3
	1369
	Vinyl/brick
	1997
	5800
	

	New Jr Enl
	21
	4
	1359
	Vinyl/brick
	2000
	7000
	Garage Interior paint area 796SF

	New Sr Enl
	12
	4
	1438
	Vinyl/brick
	2000
	7000
	Garage Interior paint area 796SF

	New Jr Enl
	37
	3
	1251
	Vinyl/brick
	2000
	6800
	Garage Interior paint area 796SF

	New Sr Enl
	11
	3
	1369
	Vinyl/brick
	2000
	6810
	Garage Interior paint area 796SF

	New Jr Enl (ADA)
	1
	4
	1359
	Vinyl/brick
	2000
	6400
	Garage Interior paint area 796SF

	New Sr Enl (ADA)
	2
	4
	1438
	Vinyl/brick
	2000
	6400
	Garage Interior paint area 796SF

	New Jr Enl (ADA)
	1
	1
	1251
	Vinyl/brick
	2000
	5800
	Garage Interior paint area 796SF

	New Jr Enl
	1
	5
	2194
	Vinyl/brick
	2000
	7000
	Garage Interior paint area 796SF

	New Jr Enl
	44
	3
	1251
	Vinyl/brick
	2002
	6800
	Garage Interior paint area 796SF

	New Sr Enl
	8
	3
	1369
	Vinyl/brick
	2002
	6810
	Garage Interior paint area 796SF

	New Jr Enl
	24
	4
	1359
	Vinyl/brick
	2002
	7000
	Garage Interior paint area 796SF

	New Sr Enl
	6
	4
	1428
	Vinyl/brick
	2002
	7000
	Garage Interior paint area 796SF

	New Jr Enl
	1
	5
	2194
	Vinyl/brick
	2002
	7000
	Garage Interior paint area 796SF

	Command CMS
	1
	4
	1560
	Vinyl/brick
	2002
	7200
	Garage Interior paint area 796SF


*Whole house renovation complete May 2002

APPENDIX F

FACILITY LIST

NOTE:  This is a list of the larger installed equipment to be serviced and maintained.  It is provided as a guide to the contractor in estimating workload.  This list is not intended to be all-inclusive.

Installed equipment to be maintained and serviced during COM, Recurring Maintenance, and Service Calls:  

	# UNITS
	UNIT TYPE/

LOCATION
	INSTALLED EQUIPMENT

	28
	Colonial GOQ & Brick SOQ
	Gas Boiler Furnace

	2
	Colonial GOQ & Brick GOQ
	Dual system, heat pump forced air in attic and gas furnace forced air in basement installed Apr 2002

	25
	Contemporary GOQ & Contemporary SOQ
	Electric Forced Air Furnace

	1030
	Steel Siding

1997 Units
	Electric Heat Pump

	1030
	Steel Siding

1997 Units
	Gas Forced Air Back-up

	86
	Brick/Hickam Village
	Gas Forced Air Furnace

	214
	Brick/Hickam Village
	Geothermal Heat Pump Units

	1385
	All
	Gas Water Heater

	324
	Some Contemporary GOQ, Colonial GOQ Brick/Hickam Village
	Electric Air Conditioning

	1061
	Some Contemporary, GOQ, Contemporary SOQ, Brick SOQ, Steel Siding. 1997 Units
	Heat Pump Air Conditioning

	24
	Colonial GOQ
	Humidifier

	1385
	All
	Sump Pumps

	1385
	All
	Garbage Disposal


Appliances serviced and maintained during COM and Service Calls:

	# UNITS
	UNIT TYPE/

LOCATION
	APPLIANCES

	1346
	Brick SOQ, Contemporary SOQ, Steel Siding, 1997 Units, Brick/Hickam
	Free-Standing Stove, 30”  (approximately 340 are gas)

	39
	Contemporary GOQ, Colonial GOQ
	Electric, Convection, Microwave-Convection Oven

	1385
	All
	Refrigerators (16 CU, 17 CU, & 21 CU)

	1385
	All
	Dishwashers


APPENDIX F

FACILITY LIST

PLAYGROUND EQUIPMENT 

	PLAY GROUND
	AREA

(SF)
	IMPACT AREA
	EQUIPMENT

	3
	1307
	Picnic Area, Mulch 6” x 6” Wood Border
	No Equipment

	4
	1215
	Mulch, 6” x 6” Wood Border
	All Metal Play Equipment

	5
	1516
	Mulch, 6” x 6” Wood Border
	1 Metal Swing, 1 Metal Merry-Go-Round

	6
	2013
	Mulch, 6” x 6” Wood Border 
	1 Metal Monkey Bar, 1 Metal Slide

	7
	1742
	Mulch, 6” x 6” Wood Border 
	1 Plastic Slide, 2 Metal Horses, 1 Metal Monkey Bar

	8
	1590
	Mulch, 6” x 6” Wood Border 
	6 Metal Swings, Mini Space Shuttle Ride

Mickey Mouse See-Saw

	9
	2066
	Sand, 6” x 6” Wood Border 
	4 Metal Swings, 4 Plastic Slides, 1 Metal Monkey Bar, 1 Metal Bee Statue

	10
	857
	Mulch, 6” x 6” Wood Border 
	2 Wire Frame Handle Bars

	11
	3087
	Sand, 6” x 6” Wood Border
	1 Wood Slide, 1 Plastic Slide, 1 Wood, Monkey Bar, 2 Wood Swings

	12
	1780
	Sand, 6” x 6” Wood Border 
	3 Plastic Slides, 1 Plastic Monkey Bar

	13
	4165
	Sand, 6” x 6” Wood Border
	10 Metal Swings

	14
	4227
	Cork, 6” x 6” Concrete Border 
	5 Plastic Slides, 1 Metal Monkey Bar, 4 Metal Swings

	15
	1030
	Cork, 6” x 6” Concrete Border 
	1 Plastic Slide, 1 Metal Monkey Bar

	16
	1487
	Sand, 6” x 6” Wood Border
	2 Plastic Slides, 1 Metal Monkey Bar

	17
	1791
	Sand, 6” x 6” Wood Border 
	6 Metal Swings

	18
	514
	Sand, 6” x 6” Wood Border
	1 Tiny Plastic Slide

	19
	1330
	Sand, 6” x 6” Wood Border 
	3 Plastic Slides, 1 Metal Monkey Bar

	20
	N/A
	Sod, No Borders 
	6 Metal Swings

	21
	1447
	Sand, 6” x 6” Wood Border 
	3 Plastic Slides, 1 Merry-Go-Round

	22
	4235
	Cork, 6” x 6” Concrete Border 
	5 Plastic Slides, 4 Metal Swings, 1 Metal Monkey Bar

	23
	2356
	Sand, 6” x 6” Wood Border
	4 Plastic Slides, 2 Metal Monkey Bars

	24
	2628
	Sand, 6” x 6” Wood Border
	2 Metal Slides, 4 Metal Swings

	26
	1601
	Sand, 6” x 6” Wood Border 
	2 Plastic Slides, 1 Metal Monkey Bar

	27
	3530
	Sand, 6” x 6” Wood Border
	2 Plastic Slides, 1 Tire Swing, 2 Wood Swings, 2 wd Exercise Posts, 2 wd Exercise Steps, 1 Metal Slide, 2 Plastic Horse Rockers

	28
	N/A
	Grass, No Borders 
	4 Metal Swings

	29
	N/A
	Grass, No Borders 
	16’x16’ Metal Rocket Structure

	30
	4500
	Sand, 6” x 6” Wood Border 
	1 Metal Slide, 4 Plastic Slides, 1 Metal Monkey Bar, 1 Wood Monkey Bar, 2 Wood Swings, 2 Plastic See-Saws, 2 Plastic Horse Rockers

	31
	1608
	Sand, 6” x 6” Wood Border 
	3 Metal Slides, 1 Metal Play Bridge, 1 Metal Monkey Bar

	32
	N/A
	Grass, No Borders 
	6 Metal Swings

	33
	5271
	Cork, 6” x 6” Concrete Border 
	4 Metal Swings, 6 Plastic Slides, 2 Metal Monkey Bars


NOTE:  Various equipment exists in small quantities, in and around the playgrounds and recreational areas including bicycle racks and trash receptacles.  The contractor shall inspect and maintain this equipment to the same standard and during the regular maintenance cycle for the adjacent playgrounds and recreational areas.  The refuse containers are emptied by separate contract. 

APPENDIX F

FACILITY LIST

PLAYGROUND EQUIPMENT
	Recreation Area Type
	Location

	Picnic Area
	Moten Court


	Playground Location
	Area (SF)
	Equipment Manufacturer

	3 Moten Ct. 
	1300
	Rubberized Deck

	4 Behind Loring, Langley, Southall
	1200
	Rubberized Deck

	5 Behind Southall
	1500
	Rubberized Deck (And Basketball Ct.)

	6 Between Southall And Langley
	2015
	Rubberized Deck (And Basketball Ct.)

	7 Corner Patrick And Southall
	1750
	Rubberized Deck

	8 Patrick Circle
	1600
	Mulch

	10 Arnold Ave
	3100
	Sand

	11 Arnold Ave
	4100
	Sand

	12 Between March, Scott, Andrews
	4220
	Rubberized Deck

	13 Arnold Ave
	4165
	Sand

	14 Arnold Ave
	1800
	Sand

	15 Between March And Lackland
	1030
	Sand

	16 Between Lackland And Travis
	1500
	Sand

	17 Giovanti And Edwards
	1800
	Rubberized Deck And Grass

	18 Between Wright Circle And Edward
	500
	Rubberized Deck

	19 Behind Eglin And Chappie James
	1350
	Rubberized Deck (And Basketball Ct.)

	20 Behind Eglin And Chappie James
	2400
	Rubberized Deck

	21 Angel Street
	4235
	Sand

	22 Between Clagett And Burwell
	2356
	Grass

	23 Behind White Street
	2600
	Grass

	24 Reinburg Circle
	2628
	Rubberized Deck

	25 Between Burwell And Vandenberg
	N/A
	Rubberized Deck 

	26 Between Yount And Chappie James
	5200
	Rubberized Deck

	27 Between Vandenberg &Chappie James
	5200
	Rubberized Deck

	28 Angel Street
	1600
	Sand

	29 Between Rice And Westover
	
	Rubberized Deck


	Bus Shelter Locations

	  1   Reinburg Circle And Martin Street
	12   Arnold Ave And Travis Circle

	  2   Hartz And Clagett St.
	13   Arnold Ave

	  8   McGuire And Carswell St
	14   Arnold Ave

	  9   McGuire And Wright Circle
	16   Arnold Ave

	10   McGuire And Edwards St.
	18   Arnold Ave

	11   McGuire And Chappie James
	19   Arnold Ave


APPENDIX G

APPLIANCE REPLACEMENT

AND REPAIR NOMOGRAPH
	REPLACED EQUIPMENT AND APPLIANCES

1999

	Number of Units
	Installed Equipment

	25
	Refrigerator

	9
	Ranges

	42
	Dishwasher

	REPLACED EQUIPMENT AND APPLIANCES

2000

	Number of Units
	Installed Equipment

	25
	Refrigerator

	43
	Ranges

	15
	Dishwasher

	REPLACED EQUIPMENT AND APPLIANCES

2001

	Number of Units
	Installed Equipment

	19
	Refrigerator

	8
	Ranges

	19
	Dishwasher
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APPENDIX H

BOLLING HOME CENTER (SELF-HELP)

The following is a minimum list of typical items that must be stocked.  The descriptions are general.  A more detailed description of Items shall be given at contract award.  The contractor shall ensure he maintains a sufficient stock to meet the needs of walk-in customers and shall re-supply required items within 24 hours.  The government reserves the right to add or subtract items from this list.

	General Description

	Refrigerator Rack

	Oven Rack

	Stove Knob

	Refrigerator Handle

	Stove Drip Pan (Various Sizes)

	2”X4” Wood/Metal Spring Type Mouse Trap

	1-1/2”X3” Cardboard Glue Roach Trap

	9”X4” Cardboard Glue Rodent Trap

	9”X4” Cardboard Glue Rodent Trap

	22”X26”X1” Fiberglass A/C Filter

	16”X22-1/4”X1” Fiberglass A/C Filter

	16”X25”X1” Fiberglass A/C Filter

	22”X22”X1” Fiberglass A/C Filter

	10-1/2”, 1/8” Aluminum Range Hood Filter

	59-1/2”X72-1/2” Closet Shelf

	36”L X 14” To 24” Adjustable Metal Shelf

	Toilet Tank Ball Flapper

	Anti-Siphon Silent Ballcock

	Garbage Disposal Splash Guard

	Decorator Faucet Handle

	Toilet Flush Handle

	Toilet Paper Holder

	Tumbler Toothbrush Holder

	Standard Toilet Seat

	Brass Ball Joint Shower Head

	Garbage Disposal Stopper

	Lavatory Pop-Up Stopper

	Flush Mount Chrome Soap Holder

	Chrome Paper Holder Roller

	24”L, ¾”Sq Towel Bar

	18”L, ¾”Sq Towel Bar

	12”W, 84” To 96” Metal Closet Shelf

	Rubber Toilet Flush Flapper

	Rubber Diaphram Flush Flapper

	Flex Dryer Exhaust Vent Kit

	White Screen Insert Clip

	General Description

	White Screen Insert Clip

	Aluminum Window Screen Insert

	21”X42-3/8” Aluminum Window Screen Insert

	36”W Aluminum Insect Screen

	48”W Aluminum Insect Screen

	48”W Fiberglass Fine Insect Screen

	47-3/4”X30” Aluminum Window Screen Insert

	29”X38-1/” Aluminum Window Screen Insert

	32-3/4”x38-1/” Aluminum Window Screen Insert

	20-3/4”x38-1/” Aluminum Window Screen Insert

	29”X31-1/8” Aluminum Window Screen Insert

	3” Door Bumper, Solid Type

	36”L, 1-1/2”W Bar Binder

	Hydraulic Door Closer

	Metal Security Pin

	Door Stop Insert

	Bi-Pass Door Guide

	Sliding Door Handle

	Bi-Pass Floor Guide

	Sliding Door Latch

	Cabinet Drawer Guide

	Cabinet Drawer Guide

	2-3/4” Passage Lockset

	1-3/8” Bi-Fold Door Knob

	1”X1-1/4” Aluminum Pushbutton Door Latch Set

	¾”X1/2” Plastic Door Pull

	Aluminum Storm Door Latch Set

	2-3/4” Aluminum Passage Lockset

	2-3/4” Aluminum Tulip Privacy Lockset

	2-3/8” Us3 Bathroom Lockset

	Patio Glass Door Lockset

	Brass Handrail Bracket

	Plastic Closet Pole Bracket

	Chrome Double Hook Robe Hook

	Plastic 1” Wheel Screen Door Roller

	1”X5/16” Aluminum Window Sweep Lock

	General Description

	Aluminum Patio Glass Door Lockset

	Chrome-Plated Sliding Door Latch

	6-1/2” Metal Sliding Door Handle

	2-1/4” Brass Door Pull

	2-1/4”X3-1/4” Brass Passage Pocket Door Lock

	2-3/4”X1/2” Chrome-Plated Sliding Door Latch

	9”X11” Extra (120 grit) Fine Sandpaper

	9”X11” Coarse (60 grit) Sandpaper

	9”X11” Fine (100 grit) Sandpaper

	1”X12”X12’ Particle Board Shelving

	8’, 1-1/4” Round Wood Pole

	Metal One-Piece Closet Shelf Bracket

	30-3/4”X37” Acrylic Removable Door Insert

	30-3/4”X37” Aluminum Screen Door Insert

	One-Piece Shelf Bracket

	4’x77” Aluminum Sliding Screen Door

	Electrical Doorbell Push-Button

	Ivory 2-Gang Standard Receptacle Plate

	Plastic Safety Cap

	1 Gang Hinged Outlet Cover

	4” Square Raised 60 Amp Receptacle Cover

	White 1 Gang Plate Cover

	Ivory Jumbo 1-Gang Receptacle Plate

	Ivory 1-Gang Duplex Receptacle Plate

	24”X4-1/2” Acrylic Light Diffuser

	“B” Acrylic Light Diffuser

	“A” Acrylic Light Diffuser

	White Exhaust Hood Light Lens

	White Ceiling Light Lens

	White Patio Light Lens

	8-1/4” Diameter Drum-Type Glass Globe

	4-7/8” Diameter, 6-7/8” Screw-Type Glass Globe

	“C” Acrylic Light Diffuser

	“D” Acrylic Light Diffuser

	2-1/2” Clear Glass Globe

	White 11” Diameter Drum Type Acrylic Globe

	White 10” Diameter Round Acrylic Globe

	White 4-1/2”X12” Compact Acrylic Globe

	White 19” Diameter Round Acrylic Globe

	White 10-1/2” Diameter Drum Type Glass Globe

	T-12, 40w Med. 2-Pin Fluorescent Lamp

	T-9, 22, 4-Pin Fluorescent Lamp

	T-9, 32, 4-Pin Fluorescent Lamp

	General Description

	120v, 13, Medium Fluorescent Lamp

	13, Twin Tube 2-Pin Fluorescent Lamp

	7w 5-5/16l G23 Single Lens Fluorescent Lamp

	22w Twin Tube Push In Fluorescent Lamp

	T-12, 20w Med. 2-Pin Fluorescent Lamp

	T-12, 14w Med. 2-Pin Fluorescent Lamp

	36”L, 30w 2-Pin Fluorescent Lamp

	15-20 Watt, 120v Fluorescent Starter

	50lb Bag Nontoxic Inorganic Icemelter

	11 Oz Can Resmetheri. Insecticide

	2”X2” Roach Bait Tray Insecticide

	Box Combat Insecticide

	24 Oz Bottle Liquid Herbicide

	24 Oz Bottle Glyposate Herbicide

	Box Hydrameth Insecticide

	Nontoxic Safe Step Icemelter

	12”X12” Sh026-11 Duravinyl Floor Tile

	48” To 84” Traverse Rod

	66” To 120” Aluminum Traverse Rod

	White Latex Interior Semi-Gloss Paint

	Off-White Latex Interior Flat Paint

	White Latex Semi-Gloss Paint

	White Enamel Interior Flat Paint

	Bone White Latex Acrylic Semi-Gloss Paint

	Rice Paper Latex - Satin

	7/8” X 9” Paint Roller Cover

	Metal Paint Frame Roller Kit

	2” China Paint Brush

	¼”X7” Roller Cover

	White Tub &Tile Caulking/Sealer

	1pt Ready Mix Spackling Compound

	Champagne Tub &Tile Seal Caulking

	9’x12’ Plastic Drop Cloth

	50lb High Calcium Agricultural Lime

	Tan Shredded Bark Mulch

	Granule Lawn Fertilizer

	30dry/33l Weed Free Top Soil

	50lb Granule Turf Fertilizer

	50lb Bag Rebel Ii Fescue Seed

	22”X16” Glass Door Mirror

	18”X12” Glass Door Mirror

	16”X12” Glass Door Mirror


APPENDIX I

SELF-HELP PEST CONTROL

ACKNOWLEDGMENT OF UNDERSTANDING

1.  I have read and understand the instructions for performing self-help pest control and the pesticide label(s). I shall follow the label instructions and all other instructions given me.   If I do not understand the instructions, I shall have a qualified person explain them to me before continuing. 

2.  I shall make sure that infants and individuals who may be sensitive or allergic to the pesticides shall not be present during any application

3.  I shall perform the control procedures myself, at my quarters area only.

4.  I have received the following self-help pest control items.  I shall not return any of these items nor shall I use any of these products in a manner inconsistent with the label.


A.  Set of instructions and pesticide labels.


B.  Combat cockroach bait stations, large size.


c.  Allethrin / Resmethrin insecticide.


d.  Sticky cockroach traps.


e.  Mouse trap, spring type.


f.  Hydramethylnon (ant bait). 


g.  Combat ant bait.

h. Roundup (ready to use)

NAME: (Print)

SIGNATURE: 

ADDRESS:

DATE: 

APPENDIX I

SELF-HELP PEST CONTROL

Before you leave with self-help materials, read these instructions and the pesticide labels given to you, and be absolutely sure you understand what they say.  There is no better source of information about a pesticide than its label.

The insecticides provided to you are d-trans allethrin (aerosol can) and Combat bait stations.  These insecticides are effective against cockroaches.  D-Trans Allethrin is one of the safest insecticides available, and is also effective against most small flying insects.  Combat bait stations contain a small amount of slow-acting insecticide that is deadly to insects but has very low toxicity to humans and other warm-blooded animals.  A combination of d-trans allethrin and Combat when used correctly can control almost all crawling and flying household pests.

If personnel who have any type of allergies live in the quarters being treated, they should stay out of treated areas for at least one hour after treatment is finished.  This shall allow airborne aerosol particles to settle so they shall not bother people with allergies.

Use the following specific procedures in applying self-help pesticides in family quarters:

a.  All items of food, beverage, cooking utensils, dishes, silverware, cleaning materials, and similar items must be removed from the kitchen area.   The kitchen must be clean and free of all items, except permanently installed items such as stoves, washers, dryers, and refrigerator.

b.  Remove all personal hygiene items from bathrooms.  Medicine cabinets must be free of all items, and the area must be cleaned.

c.  Remove all pets, potted plants, small children, and birds from area to be treated.  Keep them out of the room for one hour after application.  Aquariums must be thoroughly covered with non-porous materials with the air pumps/filters stopped or removed from the area.  Keep them out of the area or covered for one hour after application.

d.  It is very important that quarters are thoroughly cleaned.  Special care should be put into cleaning the kitchen and bathroom areas.

e.  Use the d-trans allethrin first and spray the places in your quarters shown by the heavy lines on the attached illustration.

(1) Treat the kitchen, bath, utility room, and all other rooms where you have seen cockroaches.

(2) Spray cracks around the emptied kitchen cabinets' edges and in corners.

APPENDIX I

SELF-HELP PEST CONTROL (Continued)

(3) Under the kitchen sink, spray cracks around the platform and spray the space under the platform if able to do so.  Spray around pipes leading into the wall and into the wall void.

f.  Spray into any holes that might be in walls throughout the residence (one or two short bursts are sufficient).  Check around pipes leading into walls for holes that extend into the walls, and spray each hole thoroughly.

g.  If cockroaches have been seen in all parts of the house, spray cracks around baseboard moldings, wall heaters, window frames, and doorframes in all rooms.  Remove all dresser drawers and empty them, and spray the underside and the inside dresser panels exposed when the drawers are removed.

NOTE.  The success of your roach control operations depends on being thorough.  For outstanding results, all potential roach hiding places must be treated.

h.  When you have finished using the d-trans allethrin aerosol, put Combat bait stations in all areas where you have seen cockroaches or where they might hide.  For example, place two stations under kitchen sinks, one or two in kitchen cabinets, one under bathroom lavatories, and one in closets.  Place the stations as closely as possible to cracks and other areas that might provide cockroach harborage.

i.  The bait stations come with adhesive strips that may be used to stick them to vertical surfaces if desired.

j.  Never remove the bait from the black plastic bait stations.

k.  Combat bait stations are effective for about 90 days.  After 90 days, collect the bait stations, wrap them in paper, and place them in the trash.  You may then get more bait stations from the self-help store.  

l.  You may still see live cockroaches and other pests for a few days after treatment, but in a week, if you have done a good job, they should be gone.

APPENDIX J

REPORTS

	Reference
	Description
	Frequency
	Date Due

	1.1.1.
	Maintain and store existing Facility Maintenance Files.
	Daily
	On Request

	1.1.2.
	Maintain and update existing appliance inventory.  Provide an electronic listing, with type, make, model, serial number and date installed.
	Daily
	On Request

	1.1.2.
	Establish internal control procedures to track all maintenance, repair and service call costs by unit to ensure the annual limitations are not exceeded.
	Daily
	5 days after Award

	1.1.2.1.
	General Officer Quarters (GOQ) Reports
	Monthly
	5th Day

	1.3.
	Service Call Program
	One Time
	5 days after Award

	1.3.1.
	Customer Evaluation Form
	Each Service Call
	5 days after Award

	1.3.1.1.
	Completed service call job order sheets for Base Housing
	Weekly
	Tuesday

	1.3.1.1.
	Completed service call job order sheets for GOQs
	Daily
	Daily

	1.4.4.
	Exterior Inspection Plan & Schedule
	Annual
	Day 15

	1.4.5.
	Recurring Maintenance Plan & Schedule
	Annual
	Day 15

	1.6.
	Bolling Home Center Policy and Procedures
	One Time
	5 days after Award

	1.6.5.
	Automated Record of items issued to base housing residents from Bolling Home Center 
	Monthly
	5th Day

	1.6.5.
	Automated Record of items issued to GOQ residents from Bolling Home Center
	Weekly
	Tuesday

	1.7.1.1.
	Itemized List Of All Reimbursable Materials Used On Job Orders
	Monthly
	5th Day

	1.21.1
	Transition Plan
	One Time
	5 days after Award

	4.1
	Quality Control Plan
	One Time
	5 days after Award

	4.2.1.
	Quality Performance Measures (QPM) Reports
	Monthly
	5th Day

	4.3.
	Partnering Agreement
	One Time
	Day 45

	4.14.5.
	Radio Equipment Information
	One Time
	Day 15

	4.14.6.
	Computer Hardware and Software
	One Time
	Day 15

	NOTES:

a.  “Day 15” refers to the 15th day after contract award or the anniversary date of each option year.

b.  “5th Day” refers to the 5th day of each month.

c.  All work tracking reports shall be sorted by address, request date, work classification (emergency service call, routine 1, routine 2, additional support, major M&R), date complete, cost of materials, labor and total cost.


APPENDIX K

FLOOR PLANS AND SITE PLANS
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NOTICE: This publication is available digitally on the AFDPO WWW site at: http://afpubs.hq.af.mil. If
you lack access, contact your Publishing Distribution Office (PDO).


COMPLIANCE WITH THIS PUBLICATION IS MANDATORY


BY ORDER OF THE 
SECRETARY OF THE AIR FORCE


AIR FORCE INSTRUCTION 32-2001


1 APRIL 1999


Civil Engineering


THE FIRE PROTECTION OPERATIONS AND
FIRE PREVENTION PROGRAM


OPR: HQ AFCESA/CEXF  (Mr. James Hotell) Certified by: HQ AFCESA/CC
(Col H. Dean Bartel)


Supersedes AFI 32-2001, 1 September 1997 Pages: 23
Distribution: F


This instruction implements Air Force Policy Directive (AFPD) 32-20, Fire Protection, and DoD Instruc-
tion (DoDI) 6055.6, DoD Fire and Emergency Services Program, Department of Labor – Occupationa
Safety and Health Administration (OSHA), Code of Federal Regulations (CFR), and National Fir
tection Association (NFPA) standards as Air Force policy unless otherwise directed in DoD or Air 
instructions.  It applies to personnel who develop and implement fire protection and fire prevention p
grams at Air Force installations, facilities, and contractor-operated facilities.  This instruction do
apply to Reserve or Air National Guard firefighters in training status.  Refer to AFI 10-210, Prime Base
Engineer Emergency Force (BEEF) Program, and applicable Air Force Reserve and Air National Gua
supplements.  Users should  send comments and suggested improvements on AF Form 847, Recommen-
dation for Change of Publication, through major commands (MAJCOM), Air National Guard, and
HQ AFCESA, 139 Barnes Drive, Suite 1, Tyndall AFB FL 32403-5319 to HQ USAF/ILEO, 1260
Force Pentagon, Washington DC 20330-1260.


SUMMARY OF REVISIONS


This document is substantially revised and must be completely reviewed.


This revision redefines voting and non-voting members on the Fire Protection Council (1.3.); clarifies
base fire marshal responsibilities (paragraph 1.5.); broadens scope of fire chief duties (paragraph 1.6.);
defines responsibilities and levels of authority having jurisdiction (paragraph 1.7.); provides fire protec-
tion program mission statement (paragraph 2.1.); adopts as Air Force policy OSHA regulations and NFP
standards, with some Air Force modifications (paragraph 2.2.); formalizes Operational Risk Manageme
(ORM) plan process (paragraph 2.3.2.); requires installation fire protection and prevention services (pa
graph 3.1.); clarifies procedures for obtaining deviations and submission of Operational Risk Ma
ment (ORM) plans (paragraph 3.1.1.); identifies minimum staffing requirements (paragraph 3.1.2.);
provides installation commander authority to reduce capability levels (paragraph 3.1.2.1.); limits addi-
tional duties of fire protection personnel (paragraph 3.1.2.3.); redefines firefighter duty badge wear crite
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ria (paragraph 3.1.4.); adds a requirement for the installation commander to approve mutual aid
agreements (paragraph 3.1.7.); clarifies certification, education, and training references and documenta-
tion requirements (paragraph 3.2.); requires development of pre-incident plans (paragraph 3.3.); specifies
requirements for pre-incident plans (paragraph 3.3.2.); establishes rescue team criteria (paragraph 3.3.3.;
requires emergency medical response protocols (paragraph 3.3.4.);  establishes annual reporting of OSHA
and NFPA standard compliance (paragraph 3.3.5.); incorporates NFPA aircraft emergency response time
criteria (paragraph 3.3.7.); requires assignment of a fire department safety officer at off-base responses
(paragraph 3.3.9.); adds a requirement to maintain a reserve quantity of fire fighting agents (paragraph
3.3.11.); requires a minimum of two radio frequencies for fire department use (paragraph 3.3.12.);
requires the fire chief to follow specific Air Force publications (paragraph 3.4.); further defines types of
systems to be maintained (paragraph 3.6.); clarifies the role of the fire chief in performing design plan
reviews (paragraph 3.7.).


1. Functional Area Responsibilities: .............................................................................. 2


2. Installation Fire Protection and Prevention Program: ................................................ 4


3. Program Elements: ..................................................................................................... 5


4. Forms Prescribed ....................................................................................................... 10


Attachment 1—GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION  11


Attachment 2—TRAINING PROGRAM  14


Attachment 3—FIRE DEPARTMENT RESPONSES  16


Attachment 4—AGREEMENT FOR MUTUAL AID IN FIRE PROTECTIONAND HAZARDOUS 
MATERIALS INCIDENT RESPONSE (US)  18


Attachment 5—SAMPLE FORMAT FOR AGREEMENT FOR MUTUAL AID IN FIRE 
PROTECTION (FOREIGN)  20


Attachment 6—RELEASE OF CLAIMS AND INDEMNIFICATION CLAUSE FOR CIVIL 
AIRPORT JOINT-USE AGREEMENTS 


 22


Attachment 7—SAMPLE CONSOLIDATED MAJCOM METRIC  23


1. Functional Area Responsibilities:


1.1. HQ USAF:


1.1.1. HQ USAF/ILE.  The Office of The Civil Engineer provides fire protection and prevention
program policy and functional oversight.
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1.1.2. HQ USAF/ILEO.  The Operations and Maintenance Division in the Office of The Civil
Engineer is the Office of Primary Responsibility (OPR) for fire protection and prevention program
policy development.


1.2. HQ AFCESA/CEXF.  The Air Force Civil Engineer Support Agency’s Fire Protection Divis
is the Office of the Chief, Air Force Fire Protection.  HQ AFCESA/CEXF provides technical ser
to the major commands, assists The Civil Engineer with oversight of fire protection program
implements standards to support fire protection and prevention programs.


1.3. Air Force Fire Protection Council.  The Fire Protection Council is responsible to The Civil En
neer for formulating proposed standards, technical policy, and program goals. All proposed init
and programs are coordinated with AFCESA/CC and presented to the Readiness Working Gr
approval. Voting membership consists of the Chief, Air Force Fire Protection (Chairperson),
mand fire chiefs or designated representatives, and Chief of Air National Guard Fire Protection o
designated representative.  Advisors to the council include representatives from Louis F. Garla
Academy, Air Force Institute of Technology (AFIT), Air Force Research Laboratory (AFRL/MLQ
and Air Force Materiel Command (ASC/WMO and WR-ALC/LES). 


1.4. Major Commands and Field Operating Agencies.  Commanders execute fire protection polic
within their commands.


1.5. Base Fire Marshal. The Base Civil Engineer is designated as the base fire marshal and is
sible to the installation commander for the effective and efficient execution of the installation
protection program.  Additionally, the fire marshal provides the fire chief with the necessary su
to ensure the highest possible priority and funding of fire protection and prevention initiatives to
accomplish mission support.  For bases where the Base Operating Support is outsourced/pri
the Support Group Commander is the base fire marshal.


1.6. Fire Chief.  The fire chief is directly responsible to the Base Civil Engineer for determinin
resources required for the installation’s overall fire protection program.  The fire chief will esta
and implement an effective fire protection and prevention program, including hazardous mat
mutual aid, initial emergency medical care, confined space rescue, and emergency response p


1.7. Authority Having Jurisdiction (AHJ):


1.7.1. HQ USAF/ILE is the overall AHJ for Air Force fire protection policy and approval of p
manent deviations to NFPA standards.


1.7.2. The Major Command Civil Engineer (MAJCOM/CE) is responsible for execution, o
sight, and compliance with DoD, Air Force, and OSHA regulations and NFPA standards as 
mented by the Air Force.  The MAJCOM/CE is the AHJ for approval of long-term (more 
18-month) deviations to NFPA standards.  MAJCOM/CEs forward all requests for perm
deviations to NFPA standards to HQ USAF/ILE for approval.  They ensure that installation
grams are provided with high priority and funding to maintain compliance with this prog
They are also responsible for validation and coordination of permanent deviations that a
warded to HQ USAF/ILE.


1.7.3. The installation commander is the AHJ to approve the processes, procedures, and p
developed locally for compliance with this instruction.  The installation commander is the AHJ fo
approval of short-term (less than 18-month) deviations.  The AHJ must ensure program
assigned an appropriate priority for the associated risk and adequate funding for correcti
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compliance.  They also approve Operational Risk Management (ORM) plans for deviations and
forward to the MAJCOM/CE/SE.  ORM plans must:  (1) identify functional areas where the
installation fails to comply with Air Force fire protection policies; and (2) quantify the operational
restrictions or other appropriate mitigating actions that fully offset the installation’s failur
explicitly comply with those Air Force standards.


2. Installation Fire Protection and Prevention Program:


2.1. Mission Statement.  By authority of DoDI 6055.6, the Air Force Fire Protection progra
established.  The mission of Air Force Fire Protection is to provide fire and emergency services
vent and minimize losses to Air Force lives, property, and the environment occurring in perio
peace, war, military operations other-than-war, and humanitarian support operations.  These 
both man-made and natural incidents requiring fire protection, rescue, hazardous material, an
gency medical responses.


2.2. Installation Commanders.  Installation commanders will establish and execute comprehen
installation fire protection and fire prevention programs.  These programs execute DoDI 6
DoDI 6055.6-M, DoD Fire and Emergency Services Certification Program, AFPD 32-20, OSHA reg-
ulations, and NFPA standards as implemented by the Air Force.  The installation comman
responsible for allocating manpower and resources for the fire department as required by this 
tion and other applicable Air Force standards.


2.3. Fire Chiefs develop and implement management plans for the following areas and functio


2.3.1. Fire risk management plans and operational policies when resources and staffing lev
below Air Force standards.


2.3.2. ORM plans when the fire department fails to comply with DoD and Air Force instruct
OSHA regulations, and NFPA standards (see paragraph 1.7.3.).  This includes ORM plans which
ensure firefighter safety by either (1) appropriately restricting emergency activities when O
regulations preclude normal emergency operations; or (2) establishing alternative procedu
safe operations.


2.3.3. Firefighter occupational safety and health program.


2.3.4. Procedures to ensure environmental pollution control during all fire protection activit


2.3.5. Hazardous materials emergency response.  The fire department’s role during haz
materials emergency response is to respond to the incident to provide command and cont
cue, extinguishment, and containment actions based on the conditions present.  Once thes
have been accomplished, the fire department’s involvement reverts to a support role.  Neu
tion, recovery, cleanup, and disposition of hazardous waste are accomplished by trained ex
related fields and are not hazardous materials (HAZMAT) emergency response team functi


2.3.6. Response to incidents occurring in rough and difficult-to-reach terrain and off-instal
Airfield Installation Compatibility Use Zone (AICUZ) areas.


2.3.7. Selective response procedures to reduce the number of aircraft rescue and fire f
vehicles responding to an emergency when appropriate.


2.3.8. Confined space rescue.


2.3.9. Emergency medical response.
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2.3.10. Off-installation responses.


3. Program Elements:


3.1. Management.  Each installation will provide fire protection and prevention services.


3.1.1. Fire Protection Deviations.  Installation commanders submit proposed deviations to DoDI
6055.6, AFPD 32-20, AFMAN 32-2003, Air Force Fire Fighter Certification Program, OSHA
regulations, NFPA standards, and this instruction through their major command civil engineer. If
approved by the MAJCOM/CE, forward to HQ USAF/ILE, 1260 Air Force Pentagon, Washington
DC 20330-1260. Provide an information copy to HQ AFCESA/CC, 139 Barnes Drive Suite l,
Tyndall AFB FL 32403-5319.  Deviations will be submitted in the form of an ORM plan that fully
addresses the proposed non-compliance and alternative measures at the installation, in accordance
with paragraph 1.7. of this instruction.


3.1.2. Fire Protection Staffing and Vehicles.  DoDI 6055.6; Air Force Manpower Standard 44EF,
Fire Protection (AFRC and ANG MAJCOM utilize individual manpower standards); Allowance
Standard 019, Vehicle Fleet (Registered) All MAJCOM Common; OSHA regulations; and NFPA
standards outline minimum acceptable staffing and equipage requirements.  Air Force fire depart-
ments are staffed and equipped to respond to one major aircraft, structural, or hazardous material
incident at a time.  The fire chief and Base Civil Engineer will ensure the installation commander
is informed of the fire department’s capabilities.  The fire chief will establish standard operating
procedures on incident response priorities for approval by the installation commander.


3.1.2.1. Staffing Reduction.  Installation commanders have the authority to reduce levels of
aircraft rescue and fire fighting capabilities during periods when the flight control tower is not
operational due to non-flying, and combined with no aircraft ground servicing or maintenance.
Staffing will not be reduced below the level required to meet regulatory requirements for
structural fire fighting and hazardous material incidents. This includes ensuring sufficient
staffing is on hand to respond the minimum required aircraft rescue and fire fighting (ARFF)
vehicles to initiate fire suppression actions and provide fire fighting agent and water resupply. 


3.1.2.2. Memorandum of Agreement.  Commanders may establish a Memorandum of Agree-
ment (MOA) with civilian communities or other government agencies to offset internal levels
of fire protection staffing and equipage.  MOAs of this type must be coordinated with the
major command civil engineer and comply with AFI 10-802, Military Support to Civil Author-
ities.


3.1.2.3. Additional Duties or Details. Fire protection personnel will not be assigned additional
duties or details outside of the fire department when it compromises mission support and Air
Force acceptable levels of risk for safe fire fighting operations.  The fire chief determines
when additional duties or details impact mission support or acceptable levels of risk and
advises the base civil engineer and installation commander.


3.1.3. Fire Fighting Support Equipment.  Fire chiefs will maintain sufficient stock levels of fire
fighting support equipment.  Allowance Standard 490, Civil Engineer Fire Protection Support and
Aircraft Crash Rescue Equipment, provides the primary basis of issue.  The fire chief determines
the reserve levels of specialized equipment.  Fire departments will record inspections of equip-
ment not maintained on vehicles on AF Form 1071, Inspection and Maintenance Record, or
automated product.
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3.1.4. Fire Protection Badge.  AFI 36-2903, Dress and Personal Appearance of Personnel, and
AFI 36-801, Uniforms for Civilian Employees, prescribe the wear of the fire protection badge.
There are four fire protection duty-level badges:


3.1.4.1. Firefighter (one bugle).


3.1.4.2. Assistant chief (operations, prevention, and training) (gold shield with three bugles).


3.1.4.3. Assistant chief for operations, readiness and logistics (gold shield with four bugles).


3.1.4.4. Fire chief and fire marshal (gold shield with five bugles).


NOTE:
Instructors at the Louis F. Garland Fire Academy may wear the firefighter duty badge.  Air Staff, major
command, and Inspector General Team fire protection representatives may wear the fire chief
badge.


3.1.5. Investigations of Fire Incidents.  Wing commanders ensure investigations are perfor
accordance with AFI 91-204, Safety Investigations and Reports.


3.1.6. Fire Department Emergency Responses.  Fire chiefs report emergency responses i
dance with the automated DoD Fire Incident Reporting System (DFIRS), and Attachment 3.


3.1.7. Mutual Aid Agreements.  The fire chief manages Mutual Aid Agreements in accord
with Attachment 4 (US) and Attachment 5 (Foreign) of this AFI.  If the Air Force provides fire
fighting services at joint-use civilian airports, include a release and indemnification clau
accordance with Attachment 6 of this AFI.  Mutual aid agreements, and emergency response
local communities not covered by mutual aid agreements, must be approved by the insta
commander.


3.1.7.1. Fire chiefs and their assistants must coordinate with local agencies to familiariz
other with the incident management system used by each emergency response agency
level at which these agencies comply with NFPA 1500, Fire Department Occupational Safety
and Health Program, operational safety requirements.  It is critical that off-base agencies b
aware of NFPA 1500 requirements and the Air Force requirement to appoint a fire g
safety officer at any incident if one has not been appointed. 


3.1.7.2. Off-Base Surveys.  Installation fire departments annually survey those area
rounding the base where they may be called upon to provide mutual aid or assistance to
a full understanding of potential hazards.  The installation fire department will obtain cop
civilian fire department emergency response plans for high hazard areas where they m
requested to provide assistance.


3.2. Certification, Education, and Training.  The fire chief will establish a certification and p
ciency training program.  All military AFSC 3E7XX, civilian GS-081, local national, and cont
tor-operated fire department members will be certified by the DoD Fire and Emergency Se
Certification Program in accordance with DoDI 6055.6-M, AFMAN 32-2003, AFI 32-4002, Hazard-
ous Material Emergency Planning and Response Compliance, and the CerTest Computer-Based Te
ing Procedural Guide.  Civilian employees must be certified at the next higher level to be eligib
promotion to that level.  Military members must be certified in accordance with the Career Field E
cation and Training Plan (CFETP).  Minimum proficiency training requirements are listed at Attach-







AFI32-2001   1 APRIL 1999 7

ment 2.   Trainers will record all training on AF Form 1085, Fire Protection Training Report, and
the appropriate certification  program documentation, or automated products.


3.2.1. Training Facilities.  HQ AFCESA/CEXF is responsible for investigating effective,
cost-efficient methods to provide proficiency and certification training.  HQ AFCESA/CESM
maintains environmentally acceptable design plans and drawings for aircraft live fire training
facilities.  Aircraft live fire training facilities will be maintained and operated in accordance with
Technical Order (TO) 35E1-2-13-1, Operation and Maintenance Instructions Crash Fire Rescue
Training Facility.  Structural fire training facility designs and commercially procured products
must satisfy the performance test elements of Firefighter II, as specified in NFPA 1001, Standard
for Firefighter Professional Qualifications.  Structural fire training facilities using liquid petro-
leum gas for fire training will meet national safety standards.


3.2.2. Firefighter Fitness/Wellness Program.  All military AFSC 3E7XX, civilian GS-081, local
national, and contract firefighters whose position descriptions require participation in fire fighting
operations (to include fire chiefs, assistant chiefs, and fire inspectors) will participate in the HQ
USAF Surgeon General approved DoD fitness/wellness program.  This program is designed to
insure that firefighters sustain a minimum degree of physical fitness and well being.  Firefighter
physical  fitness will also be observed during emergency responses and training sessions.  Individ-
uals not physically capable of performing essential job functions, or who otherwise represent a
direct threat to the public safety or the safety of coworkers will be referred to the appropriate med-
ical authority for a fitness-for-duty evaluation in accordance with Title 5, Code of Federal Regula-
tions, Part 339, Medical Qualification Determination, current edition.


3.2.3. Emergency Medical Training.  Personnel designated by the fire chief will be trained to at
least the Emergency Medical Technician-Basic (EMT-B) level to support installation response and
patient stabilization during medical emergencies.  The fire chief will determine the number of
EMT-Bs required for each shift and at outlying stations.  The fire department will meet the mini-
mum requirements outlined in DoDI 6055.6-M-1, DoD Standardized Emergency Medical Services
Program (Draft).


3.2.4. On-Scene Commander Training.  The Fire Chief, Assistant Chief for Operations, Readiness
and Logistics, Assistant Chief for Operations, Assistant Chief for Training, and other designated
senior fire officials will attend the On-Scene Commanders Course as specified in AFI 32-4002.


3.3. Operations.  The fire department and other disaster response organizations must coordinate
emergency response actions by developing pre-incident plans.


3.3.1. Fire Protection Incident Management System.  The Air Force uses NFPA 1561, Fire
Department Incident Management System, and the National Fire Academy’s incident command
system, as modified by AFMAN 32-4004, Contingency Response Operations, as the standard for
emergency responses.


3.3.2. Pre-Incident Plans.  Fire chiefs will determine the need and develop pre-incident plans for
potential high fire- and life-risk facilities, hazardous operations, and assigned/transient aircraft.
Facility pre-incident plans are recorded on an AF Form 1028, Facility Pre-Fire Plan, or auto-
mated product.  Aircraft pre-incident plans are recorded on an AFTO Form 88, Aircraft Pre-Fire
Plan (TO 00-105E-9, Aircraft Emergency Rescue Information), or automated product.  HQ AFC-
ESA/CEX is responsible for the development and maintenance of TO 00-105E-9.  The technical
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order provides aircraft emergency rescue, fire fighting, and hazardous materials information and
procedures.


3.3.3. Rescue Teams.  The fire chief will establish a dedicated rescue team(s) for each shift.  Fire-
fighters perform first-aid emergency medical care within the legal limits of their training.  Rescue
team members must be: (1) DoD-certified at the Fire Fighter II and Airport Fire Fighter levels (for
installations without a flying mission only Fire Fighter II certification is required), and (2) a grad-
uate of, or scheduled to attend, the AETC or USAFE Fire Fighter Rescue Course.


3.3.4. Emergency Medical Responses.  With the approval of the installation and medical care
facility  (MCF) commanders, the fire department may provide installation initial response and
patient stabilization during medical emergencies.  Emergency care protocols for the fire depart-
ment must be developed and approved by the MCF commander.  MCF commanders are responsi-
ble to fund emergency medical logistics, provide EMT training, and certification to meet locally
established protocols and DoD requirements.


3.3.5. Occupational Safety and Health.  NFPA 1500 contains policy for firefighter safety and
health in all Air Force fire departments.  This program will be fully integrated into the installa-
tion’s Air Force Occupational Safety and Health (AFOSH) and MAJCOM Environmental, O
pational Safety and Health (EOSH) programs. The fire chief will complete and forward the N
1500 Fire Department Occupational Safety and Health Program Worksheet provided in 
1500, Appendix B, to their MAJCOM fire chief each year by 1 September.  This workshee
mission will include an approved ORM plan for all non-compliance areas and will be maint
on file at the MAJCOM.  MAJCOMs will consolidate base level inputs using the same works
MAJCOMs will forward the consolidated worksheet and consolidated MAJCOM metric (Attach-
ment 7) to HQ AFCESA/CEX each year by 1 October.  ORM plans will be developed by the
chief and approved by the installation commander for non-compliance with OSHA and N
1500 requirements.


3.3.6. Fire Department Safety Officer.  During an emergency, the senior fire official on-sce
responsible for incident safety.  When the situation dictates, the senior fire official will assi
incident safety officer.  Once assigned, the safety officer has the authority to alter, suspend
minate those activities deemed unsafe.


3.3.7. Aircraft Emergency Response Requirements.  Aircraft fire fighting, rescue and suppor
vehicles must be capable of responding to any incident on the runways or overruns with
minute after pre-positioning for a pre-announced emergency.  For unannounced emergen
least one primary aircraft fire fighting vehicle must reach the end of the furthest runway w
three minutes from the time of dispatch from the airfield fire station.  The remaining primar
craft fire fighting and rescue vehicles must arrive at the incident (for both announced or 
nounced emergencies) at intervals not exceeding 30 seconds.


3.3.8. Facility Emergency Response Requirements.  Facility emergency response times a
lined in DoDI 6055.6.


3.3.9. Safety During Off-Base Responses.  When responding to off-base emergencies, includ
mutual aid emergencies, where local agencies routinely do not assign a safety officer, the
Force senior fire official will dispatch an Air Force firefighter to act as the safety officer to obs
Air Force portions of the operation.  If unsafe conditions are observed or encountered by Air
firefighters, the Air Force fire department safety officer will mitigate the condition and inform
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incident commander.  The Air Force fire department safety officer is responsible for ensuring that
Air Force firefighters are withdrawn from unsafe fireground operations or operations violating
OSHA or NFPA 1500 safety standards.  The Air Force fire department safety officer may act as
the safety officer for the entire incident, if requested by the incident commander.


3.3.10. Fire Vehicle Maintenance.  Force Activity Designator (FAD) codes for fire protection
vehicles, equipment, and supplies will be equal to the mission being supported.  Record all fire
pump testing, maintenance, and annual certifications on AF Form 1078, Fire Truck and Equip-
ment Test and Inspection Record, or automated product.


3.3.11. Stock Levels of Fire Fighting Agents.  Fire chiefs maintain a reserve quantity of aqueous
film forming foam (AFFF) and dry chemical agent equal to the total capacity of assigned fire
fighting vehicles at the fire station.  Local procedures will be established to provide for the imme-
diate transportation of AFFF agent for emergency operations.  The fire chief will maintain a sec-
ondary reserve of AFFF agent when the Base Logistics Center does not maintain an adjusted stock
level.  This secondary reserve of AFFF will be equal to the total capacity of assigned fire fighting
vehicles.  A secondary reserve of dry chemical agent is not required.


3.3.12. Communication.  The installation commander, with advice from the fire chief, will deter-
mine which agencies are authorized transceiver access to the fire crash net.  A minimum of two
frequencies are required for use by the fire department.  One frequency will be limited to fire
department access only.  This frequency is reserved for tactical fire ground operations and emer-
gency use.  Other emergency responders may be allowed transceiver access on the secondary fre-
quency only, when approved by the installation commander.  All fire stations must have automatic
start/transfer emergency generator backup power.


3.3.13. The fire chief or assistant fire chief on duty must receive at least a 30-minute prior notifi-
cation when exercises involve fire fighting vehicles, equipment, or personnel.


3.4. Fire Prevention.  In accordance with AFI 91-301, Air Force Occupational Environmental Safety,
Fire Protection, and Health Program and AFOSH STD 91-56, Fire Protection and Prevention (out-
lines the fire prevention program), fire chiefs must:


3.4.1. Implement installation fire prevention programs.


3.4.2. Conduct annual facility fire prevention assessments, unless required more often by public
law or other statutory requirement.


3.4.3. Ensure AF Form 218, Facility Fire Prevention and Protection Record, or automated
product is used as a checklist and to record the results of facility assessments.


3.4.4. Use AF Form 1487, Fire Prevention Visit Report, or automated product, to identify the
condition of the fire prevention program to commanders.


3.5. Facility Fire Protection Systems.  The appropriate civil engineer shop or contractor equivalent
must inspect, test, repair, and maintain fire detection, water distribution, and  suppression systems.


3.6. Fire Protection System Impairments.   Fire protection system impairments and systems
out-of-service, to include water distribution systems, must be reported immediately to the Fire Alarm
Communication Center (FACC).  The appropriate civil engineer shop or contractor equivalent repairs
and maintains fire suppression, fire alarm, fire detection and water distribution systems.  The desig-
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nated civil engineer shop records all water distribution tests on AF Form 1027, Water Flow Test
Record, or automated product, and provides copies of all water distribution tests to the fire chief.


3.7. Fire Protection Engineering.  The engineering flight or maintenance engineering element man-
ages fire protection engineering requirements as prescribed by the current edition of
MIL-HDBK-1008, Fire Protection for Facilities Engineering, Design, and Construction.  The fire
chief provides consultation and design recommendations regarding fire fighting operational require-
ments.  The fire chief is not responsible for system design. The fire chief coordinates on design draw-
ings to signify review and that fire fighting operational recommendations are incorporated.  This
coordination does not indicate fire protection engineering design acceptance.


4. Forms Prescribed .  AF Forms 218, Facility Fire Prevention and Protection Record; 1027, Water
Flow Test Record; 1028, Facility Pre-Fire Plan; 1071, Inspection Maintenance Record; 1078, Fire
Truck and Equipment Test and Inspection Record; 1085, Fire Protection Training Report; and
1487, Fire Prevention Visit Report.


JOHN W. HANDY,   Lt General, USAF
DCS/Installations & Logistics
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Attachment 1 


GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION


References


Public Law


32.CFR Part 339, Medical Qualification Determination


29 CFR Part 1910.146, Permit-Required Confined Spaces


29 CFR Part 1910.120, Hazardous Waste Operations and Emergency Response


44 CFR Part 151, Reimbursement for Costs of Firefighting on Federal Property


DoD Publications


DoDI 6055.6, DoD Fire and Emergency Services Program


DoDI 6055.6-M, DoD Fire and Emergency Services Certification Program


DoDI 6055.6-M-1, DoD Standardized Emergency Medical Services Program


MIL-HDBK-1008, Fire Protection for Facilities Engineering, Design, and Construction


Air Force Publications


AFPD 32-20, Fire Protection


AFI 10-210, Prime Base Engineer Emergency Force (BEEF) Program


AFI 10-802, Military Support to Civil Authorities


AFI 21-112, Aircraft Egress and Escape Systems


AFI 32-4002, Hazardous Material Emergency Planning and Response Compliance


AFI 36-801, Uniforms for Civilian Employees


AFI 36-2903, Dress and Personal Appearance of Personnel


AFI 91-204, Safety Investigations and Reports


AFI 91-301, Air Force Occupational Environmental Safety, Fire Protection, and Health Program


AFMAN 32-2003, Air Force Fire Fighter Certification Program


AFMAN 32-4004, Contingency Response Operations


AFMAN 91-201, Explosive Safety Standards


AFOSH 91-25, Confined Spaces


AFOSH 91-56, Fire Protection and Prevention


T.O. 35E1-2-13-1, Operation and Maintenance Instructions Crash Fire Rescue Training Facility


T.O. 00-105E-9, Aircraft Emergency Rescue Information


Manpower Standard 44EF, Fire Protection


Allowance Standard 019, Vehicle Fleet (Registered) All MAJCOM Common
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Allowance Standard 490, Civil Engineer Fire Protection Support and Aircraft Crash Rescue Equipment


Other


NFPA 472, Professional Competence of Responders to Hazardous Materials Incidents


NFPA 1001, Standard for Firefighter Professional Qualifications 


NFPA 1002, Fire Apparatus Driver/Operator Professional Qualifications


NFPA 1404, Fire Department Self-Contained Breathing Apparatus Program.


NFPA 1500, Fire Department Occupational Safety and Health Program


NFPA 1561, Fire Department Incident Management System


NFPA 1581, Fire Department Infection Control Program


Abbreviations and Acronyms


AETC—Air Education and Training Command


AFCESA—Air Force Civil Engineer Support Agency


AFFF—Aqueous Film Forming Foam


AFI— Air Force Instruction


AFIT— Air Force Institute of Technology


AFOSH—Air Force Occupational Safety and Health


AFPD—Air Force Policy Directive


AFSC—Air Force Specialty Code


AHJ—Authority Having Jurisdiction


AICUZ— Airfield Installation Compatibility Use Zone


ANG—Air National Guard


ARFF—Aircraft Rescue and Fire Fighting


CFETP—Career Field Education and Training Plan


CFR—Code of Federal Regulations


CPR—Cardiopulmonary Resuscitation


DFIRS—Department of Defense Fire Incident Reporting System


DoD—Department of Defense


DoDI—Department of Defense Instruction


EMT-B— Emergency Medical Technician - Basic


EOSH—Environmental, Occupational Safety and Health


FACC—Fire Alarm Communication Center


FAD—Force Activity Designator
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FOA—Field Operating Agency


FPO—Fire Protection Office


GS-081—ire Protection and Prevention Series


HAZMAT— hazardous materials


HQ AFCESA/CEXF—Office of the Chief, Air Force Fire Protection


HQ USAF/ILE— The Civil Engineer


HQ USAF/ILEO— Chief, DCS/Installations & Logistics Operations and Maintenance Division


MAJCOM— Major Command (includes representative of the ANG)


MCF—Medical Care Facility


MOA— Memorandum of Agreement


OPR—Office of Primary Responsibility


ORM—Operational Risk Management


OSHA—Occupational Safety and Health Administration


TO—Technical Order


USAFE—US Air Forces in Europe


Terms


CerTest—CerTest is an interactive computer-based testing program designed to test, evaluate and certify
a student’s knowledge of principles and procedures on job-related subjects.


DoD Component—USAF, USA, USN, USMC, and the Defense Logistics Agency


NFPA—National Fire Protection Association.  A national organization that publishes national consensus
standards known as National Fire Codes.


Primary Aircraft Fire Fighting Vehicle— P-2, P-4, P-15, P-19, P-23, P-XX


Senior Fire Official—Fire Chief; Assistant Chief for Operations, Readiness and Logistics; Assistant
Chief for Operations; and Assistant Chief for Training.
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Attachment 2 


TRAINING PROGRAM


A2.1. Background. The DoD Firefighter Certification System is designed to improve individual knowl-
edge, confidence, and performance reliability.  It certifies a person’s competence performing s
tasks and does not certify an individual's competence working as an integral part of a team.  Th
ciency training program enhances a firefighter’s ability to work as a team member.


A2.2. Responsibilities. Fire chiefs are responsible for developing a proficiency training program
each of the following requirements:


A2.2.1. Firefighter certification program performance testing (see the applicable fire fighter c
development courses to determine specific performance test requirements).


A2.2.2. Fire department occupational safety and health program, in accordance with NFPA
Chapter 3.


A2.2.3. Structural fire fighting training evolutions (hands-on training, monthly).


A2.2.4. Structural fire fighting tactics (classroom training, bimonthly).


A2.2.5. Infectious disease control (NFPA 1581, Fire Department Infection Control Program).


A2.2.6. Cardiopulmonary resuscitation (CPR) and emergency medical training.  Train and cer
firefighters involved in fire ground operations to the first aid first responder level and in Ame
Red Cross or American Heart Association CPR.  Additionally, firefighters designated by the fire chief
must be trained to the Emergency Medical Technician-Basic (EMT-B) level as defined in the
Department of Transportation National Standard Curriculum.


A2.2.7. Self-contained breathing apparatus (NFPA 1404, Fire Department Self-Contained Breathing
Apparatus Program).  Additionally, every firefighter that performs fire fighting operations mu
watch the Spirolite 9030 Familiarization Videotape (Video # 612530) and take the correspo
CerTest computer-based exam (Test # 351) annually.


A2.2.8. Incident management system (NFPA Standard 1561, the National Fire Academy’s Inciden
Command System, and AFMAN 32-4004).


A2.2.9. Installation-specific explosive safety (AFMAN 91-201, Explosive Safety Standards).


A2.2.10. Confined-space rescue tailored to the installation’s mission requirements. (AFOSH 
Confined Spaces and 29 CFR 1910.146, Permit-Required Confined Spaces).


A2.2.11. Initial certification and annual hazardous materials emergency response refresher t
(29 CFR 1910.120, Hazardous Waste Operations and Emergency Response, NFPA Standard 472, Pro-
fessional Competence of Responders to Hazardous Materials Incidents, AFI 32-4002, and the CerTes
Computer-Based Testing Procedural Guide).


A2.2.12. Aircraft familiarization and hands-on egress training for transient and mission assign
craft:


A2.2.12.1. Transient aircraft familiarization (frequency and aircraft requiring this training
determined by the fire chief).
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A2.2.12.2. Hands-on egress training for all mission assigned aircraft shall be conducted as often
as necessary to maintain proficiency, but not less than twice each year.


A2.2.13. Wildland fire fighting (fire chief establishes frequency).


A2.2.14. Fire Alarm Communication Center operator training program (fire chief establishes fre-
quency).


A2.2.15. Aircraft live fire training  (Aircraft live fire training shall be provided to all members as
often as necessary to meet this requirement, but not less than twice each year).  The fire chief will
determine specific scenarios based on the following:


A2.2.15.1. Engine fires (inboard, outboard, high tail, or running fuel).


A2.2.15.2. Exterior  (pool fires involving fuselage, right or left wing).


A2.2.15.3. Interior (flight deck, cargo, or passenger compartments).


A2.2.15.4. Miscellaneous fires  (wheel well, battery compartment, or auxiliary power unit).


A2.2.16. Apparatus driver operator training.  Implement a continuous apparatus driver operator train-
ing program to license all firefighters on assigned fire fighting apparatus.  All driver operators must be
licensed and DoD-certified (NFPA Standard 1002, Fire Apparatus Driver/Operator Professional
Qualifications).


A2.2.17. Petroleum, oil, and lubricant (POL) storage tank fire fighting.  Include crude oil fire fighting
tactics if there’s potential to respond to this type of incident both on and off base.  (Freque
annual.)


A2.2.18. Aircraft egress and escape system familiarity (AFI 21-112, Aircraft Egress and Escape Sys-
tems).
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Attachment 3 


FIRE DEPARTMENT RESPONSES


A3.1. The fire chief will complete a report on all responses in accordance with the automated DoD Fire
Incident Reporting System requirements.


A3.1.1. The MAJCOM or FOA Fire Protection Office up-channels information to HQ AFCESA/
CEXF, DSN 523-6151/6152/6159/6214, using priority precedence, or commercial (850) 283-6151/
6152/6159/6214, (after normal duty hours, 1600-0700 Central Standard Time  (2200-1300 Zulu)), to
call the 325th Fighter Wing command post, Tyndall AFB FL 32403-5000, DSN 523-2155/2023, or
commercial (850) 283-2155/2023 for fires or other emergency responses resulting in:


A3.1.1.1. A loss of $25,000 or more to military family housing.


A3.1.1.2. A loss of $100,000 or more.


A3.1.1.3. Loss of life or disabling injury.


A3.1.1.4. Adverse public reaction.


A3.1.1.5. Mutual aid responses that are major.


A3.1.2. HQ AFCESA/CEXF notifies HQ USAF/ILEO, DSN 664-3632 or 664-4747, for fire inci-
dents of major impact.  In turn, HQ USAF/ILEO will inform The Civil Engineer of significant fire
incidents.


A3.2. Fire Incident Message Notification, RCS: HAF-ILE(AR)8102.  This report is designated emer-
gency status code C-1.  Continue reporting during emergency conditions, priority precedence.  Submit
data requirements assigned this category as prescribed or by any means to ensure their arrival on the
established due date.  Continue reporting during MINIMIZE.


A3.2.1. Priority Message.  The fire chief will send a priority message to HQ AFCESA/CEXF and the
MAJCOM FPO within 12 hours after a fire or other emergency responses resulting in:


A3.2.1.1. A loss of $25,000 or more to military family housing.


A3.2.1.2. A loss of $100,000 or more.


A3.2.1.3. An incident otherwise considered major.


A3.2.1.4. Loss of life or disabling injury.


A3.2.1.5. Adverse public reaction.


A3.2.2. When an incident requires reporting by priority message, use the format in Figure A3.1.


Figure A3.1.  Format for Fire Department Emergency Response Message Notification.


FROM:  Installation or Activity


TO:  HQ AFCESA TYNDALL AFB FL//CEXF//


        MAJCOM//FOA//FPO//
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UNCLAS


SUBJECT: FIRE DEPARTMENT EMERGENCY RESPONSE MESSAGE NOTIFICATION,


RCS: HAF-ILE (AR) 8102.


A.  DATE, TIME, AND INCIDENT NUMBER.


B.  BUILDING NUMBER OR AEROSPACE VEHICLE, TYPE, AND MODEL.


C.  LOCATION OF INCIDENT (ON BASE, OFF BASE, DISTANCE).


D.  OCCUPANCY OR USE.


E.  PROPERTY DAMAGED.


F.  NUMBER OF FATALITIES.


G.  NUMBER AND EXTENT OF INJURIES (SPECIFY IF FIREFIGHTER OR OTHER


PERSONNEL).


H.  PRELIMINARY AIR FORCE LOSS ESTIMATE.


I.  PRELIMINARY NON-AIR FORCE LOSS ESTIMATE.


J.  CAUSE OR MOST PROBABLE CAUSE.


K.  SHORT SUMMARY OF INCIDENT.


L.  MISSION IMPACT.


M.  COGNIZANT OFFICIAL AND TELEPHONE NUMBER.
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Attachment 4 


AGREEMENT FOR MUTUAL AID IN FIRE PROTECTIONAND HAZARDOUS MATERIALS 
INCIDENT RESPONSE (US)


This agreement, entered into this XX day of XXX 19XX, between the Secretary of the (insert name of 
DoD Component) acting pursuant to the authority of 42 U.S.C. 1856(a) and (insert name of fire organiza-
tion) is securing to each the benefits of mutual aid in fire prevention and hazardous materials incident 
response, in the protection of life and property from fire, hazardous materials incident and in fire fighting.  
It is agreed that:


     a.  On request to a representative of the (insert name of installation) fire department by a representative 
of the (insert name of fire organization), fire fighting equipment and personnel of the (insert name of 
installation) fire department will be dispatched to any point within the area for which the (insert name of 
fire organization) normally provides fire protection or hazardous materials incident response as desig-
nated by the representatives of the (insert name of fire organization).


     b.  On request to a representative of the (insert name of fire organization) by a representative of the 
(insert name of installation) fire department, fire fighting equipment or hazardous materials incident 
response and personnel of the (insert name of fire organization) will be dispatched to any point within the 
fire fighting or hazardous materials incident response jurisdiction of the (insert name of installation) fire 
department as designated by the representative of the (insert name of installation) fire department.


     c.  Any dispatch of equipment and personnel pursuant to this agreement is subject to the following con-
ditions:


          (1)  Any request for aid hereunder shall include a statement of the amount and type of equipment 
and personnel requested and shall specify the location to which the equipment and personnel are to be dis-
patched, but the amount and type of equipment and the number of personnel to be furnished shall be deter-
mined by a representative of the responding organization.


          (2)  The responding organization shall report to the officer in charge of the requesting organization 
at the location to which the equipment is dispatched, and shall be subject to the orders of that official.


          (3)  A responding organization shall be released by the requesting organization when the services of 
the responding organization are no longer required or when the responding organization is needed within 
the area for which it normally provides fire protection.


          (4)  In the event of a crash of an aircraft owned or operated by the United States or military aircraft 
of any foreign nation within the area for which the (insert name of fire organization) normally provides 
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fire protection, the chief of the (insert name of installation) fire department or his or her representative 
may assume full command on arrival at the scene of the crash.


     d.  (Insert name of  fire service) may claim reimbursement for the direct expenses and losses that are 
additional fire fighting or hazardous materials incident costs above the normal operating costs incurred 
while fighting a fire or hazardous materials incident response under this agreement as provided in 44 CFR 
Part 151, Reimbursement for Costs of Firefighting on Federal Property.


     e.  Each party waives all claims against every other party for compensation for any loss, damage, per-
sonal injury, or death occurring as a consequence of the performance of this agreement.  This provision 
does not waive any right of reimbursement pursuant to paragraph d above.


     f.  All equipment used by (insert name of fire organization) in carrying out this agreement will, at the 
time of action hereunder, be owned by it; and all personnel acting for (insert name of fire organization) 
under this agreement will, at the time of such action, be an employee or volunteer member of (insert name 
of fire organization).


For (insert name of fire organization);                   For the Secretary of the (insert name of DoD Component)


                 (TITLE)                                                                  (COMMANDER)                              
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Attachment 5 


SAMPLE FORMAT FOR AGREEMENT FOR MUTUAL AID IN FIRE PROTECTION 
(FOREIGN)


NOTE:  In some overseas locations, the requirements listed in this mutual aid agreement may need to be 
incorporated in a Memorandum of Understanding in lieu of using this format.


This agreement, entered into this XX day of XXX 19XX, between the Secretary of the (insert name of 
DoD component) acting pursuant to the authority of 42 U.S.C. 1856(a) and (insert name of fire organiza-
tion) is for securing to each the benefits of mutual aid in fire prevention, in the protection of life and prop-
erty from fire, and in fire fighting.  It is agreed that:


     a.  On request to a representative of the (insert name of installation) fire department by a representative 
of the (insert name of fire organization), fire fighting equipment and personnel of the (insert name of 
installation) fire department will be dispatched to any point within the area for which the (insert name of 
fire organization) normally provides fire protection as designated by the representative of the (insert name 
of fire organization).


     b.  On request to a representative of the (insert name of fire organization) by a representative of the 
(insert name of installation) fire department, fire fighting equipment and personnel of the (insert name of 
fire organization) will be dispatched to any point within the fire fighting jurisdiction of the (insert name of 
installation) fire department as designated by the representative of the (insert name of installation) fire 
department.


     c.  Any dispatch of equipment and personnel pursuant to this agreement is subject to the following con-
ditions:


          (1)  Any request for aid hereunder shall include a statement of the amount and type of equipment 
and personnel requested, and shall specify the location to which the equipment and personnel are to be 
dispatched, but the amount and type of equipment and number of personnel to be furnished shall be deter-
mined by a representative of the responding organization.


          (2)  The responding organization shall report to the officer in charge of the requesting organization 
at the location to which the equipment is dispatched and shall be subject to the orders of that official.


          (3)  A responding organization shall be released by the requesting organization when the services of 
the responding organization are no longer required, or when the responding organization is needed within 
the area for which it normally provides fire protection.


          (4)  In the event of a crash of an aircraft owned or operated by the United States or military aircraft 
of any foreign nation within the area for which the (insert name of fire organization) normally provides 
fire protection, the chief of the (insert name of installation) fire department or his or her representative 
may assume full command on arrival at the scene of the crash.


     d.  Each party waives all claims against every other party for compensation for any loss, damage, per-
sonal injury, or death occurring as a consequence of the performance of this agreement.


     e.  No party shall be reimbursed by any other party for any costs incurred pursuant to this agreement.


     f.  All equipment used by (insert name of fire organization) in carrying out this agreement will, at the 
time of action hereunder, be owned by it; and all personnel acting for (insert name of fire organization) 
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under this agreement will, at the time of such action, be an employee or volunteer member of (insert name 
of fire organization).


For (insert name of fire organization);             For the Secretary of the (insert name of DoD Component)


                 (TITLE)                                                                       (COMMANDER)                          
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Attachment 6 


RELEASE OF CLAIMS AND INDEMNIFICATION CLAUSE FOR CIVIL AIRPORT 
JOINT-USE AGREEMENTS


(Insert Name of Airport Operator) agrees to release, acquit, and forever discharge the United States, its 
officers, agents, and employees, for all liability arising out of or connected with the use of United States 
equipment or personnel for fire control, crash, and rescue activities at or in the vicinity of (insert name of 
airport), and (insert name of airport operator) further agrees to indemnify, defend, and hold harmless the 
United States, its officers, agents, and employees against any and all claims, of whatever description, aris-
ing out of or connected with such use of United States equipment or personnel.  The agreements contained 
in the preceding sentence do not extend to claims arising out of or connected with services rendered solely 
for the protection of United States property or personnel, or to claims for damages caused solely by the 
negligence or willful misconduct of its officers, agents, or employees of the United States, without con-
tributory fault on the part of any person, firm, or corporation; provided, however, that insofar as this para-
graph may be inconsistent with the waiver or claims provisions contained in any reciprocal agreement for 
mutual aid in furnishing fire protection heretofore or hereafter entered into by the lessor with any agency 
of the United States pursuant to Public Law 84-46 (42 U.S.C. 1856, et seq.), the rights and obligations of 
the parties shall be governed by said waiver of claims provision and not by this paragraph.
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Attachment 7 


SAMPLE CONSOLIDATED MAJCOM METRIC


MAJCOM NFPA 1500 COMPLIANCE SUMMARY BY CHAPTER





		AIR FORCE INSTRUCTION 32-2001

		1.� Functional Area Responsibilities:

		1.1.� HQ USAF:

		1.1.1.� HQ USAF/ILE. The Office of The Civil Engineer provides fire protection and prevention pro...

		1.1.2.� HQ USAF/ILEO. The Operations and Maintenance Division in the Office of The Civil Engineer...



		1.2.� HQ AFCESA/CEXF. The Air Force Civil Engineer Support Agency’s Fire Protection Division is t...

		1.3.� Air Force Fire Protection Council.

		1.4.� Major Commands and Field Operating Agencies.

		1.5.� Base Fire Marshal. The Base Civil Engineer is designated as the base fire marshal and is re...

		1.6.� Fire Chief. The fire chief is directly responsible to the Base Civil Engineer for determini...

		1.7.� Authority Having Jurisdiction (AHJ):

		1.7.1.� HQ USAF/ILE is the overall AHJ for Air Force fire protection policy and approval of perma...

		1.7.2.� The Major Command Civil Engineer (MAJCOM/CE) is responsible for execution, oversight, and...

		1.7.3.� The installation commander is the AHJ to approve the processes, procedures, and programs ...





		2.� Installation Fire Protection and Prevention Program:

		2.1.� Mission Statement. By authority of DoDI 6055.6, the Air Force Fire Protection program is es...

		2.2.� Installation Commanders.

		2.3.� Fire Chiefs develop and implement management plans for the following areas and functions:

		2.3.1.� Fire risk management plans and operational policies when resources and staffing levels fa...

		2.3.2.� ORM plans when the fire department fails to comply with DoD and Air Force instructions, O...

		2.3.3.� Firefighter occupational safety and health program.

		2.3.4.� Procedures to ensure environmental pollution control during all fire protection activities.

		2.3.5.� Hazardous materials emergency response. The fire department’s role during hazardous mater...

		2.3.6.� Response to incidents occurring in rough and difficult-to-reach terrain and off-installat...

		2.3.7.� Selective response procedures to reduce the number of aircraft rescue and fire fighting v...

		2.3.8.� Confined space rescue.

		2.3.9.� Emergency medical response.

		2.3.10.� Off-installation responses.





		3.� Program Elements:

		3.1.� Management. Each installation will provide fire protection and prevention services.

		3.1.1.� Fire Protection Deviations. Installation commanders submit proposed deviations to DoDI 60...

		3.1.2.� Fire Protection Staffing and Vehicles. DoDI 6055.6; Air Force Manpower Standard 44EF,

		3.1.2.1.� Staffing Reduction. Installation commanders have the authority to reduce levels of airc...

		3.1.2.2.� Memorandum of Agreement. Commanders may establish a Memorandum of Agreement (MOA) with ...

		3.1.2.3.� Additional Duties or Details. Fire protection personnel will not be assigned additional...



		3.1.3.� Fire Fighting Support Equipment. Fire chiefs will maintain sufficient stock levels of fir...

		3.1.4.� Fire Protection Badge. AFI 36-2903,

		3.1.4.1.� Firefighter (one bugle).

		3.1.4.2.� Assistant chief (operations, prevention, and training)

		3.1.4.3.� Assistant chief for operations, readiness and logistics (gold shield with four bugles).

		3.1.4.4.� Fire chief and fire marshal (gold shield with five bugles).



		3.1.5.� Investigations of Fire Incidents. Wing commanders ensure investigations are performed in ...

		3.1.6.� Fire Department Emergency Responses. Fire chiefs report emergency responses in accordance...

		3.1.7.� Mutual Aid Agreements. The fire chief manages Mutual Aid Agreements in accordance with

		3.1.7.1.� Fire chiefs and their assistants must coordinate with local agencies to familiarize eac...

		3.1.7.2.� Off-Base Surveys. Installation fire departments annually survey those areas surrounding...





		3.2.� Certification, Education, and Training. The fire chief will establish a certification and p...

		3.2.1.� Training Facilities. HQ AFCESA/CEXF is responsible for investigating effective, cost-effi...

		3.2.2.� Firefighter Fitness/Wellness Program. All military AFSC 3E7XX, civilian GS-081, local nat...

		3.2.3.� Emergency Medical Training. Personnel designated by the fire chief will be trained to at ...

		3.2.4.� On-Scene Commander Training. The Fire Chief, Assistant Chief for Operations, Readiness an...



		3.3.� Operations. The fire department and other disaster response organizations must coordinate e...

		3.3.1.� Fire Protection Incident Management System.

		3.3.2.� Pre-Incident Plans. Fire chiefs will determine the need and develop pre-incident plans fo...

		3.3.3.� Rescue Teams. The fire chief will

		3.3.4.� Emergency Medical Responses. With the approval of the installation and medical care facil...

		3.3.5.� Occupational Safety and Health. NFPA 1500 contains policy for firefighter safety and heal...

		3.3.6.� Fire Department Safety Officer. During an emergency, the senior fire official on-scene is...

		3.3.7.� Aircraft Emergency Response Requirements.

		3.3.8.� Facility Emergency Response Requirements. Facility emergency response times are outlined ...

		3.3.9.� Safety During Off-Base Responses

		3.3.10.� Fire Vehicle Maintenance. Force Activity Designator (FAD) codes for fire protection vehi...

		3.3.11.� Stock Levels of Fire Fighting Agents. Fire chiefs maintain a reserve quantity of aqueous...

		3.3.12.� Communication. The installation commander, with advice from the fire chief, will determi...

		3.3.13.� The fire chief or assistant fire chief on duty must receive at least a 30-minute prior n...



		3.4.� Fire Prevention. In accordance with AFI 91-301,

		3.4.1.� Implement installation fire prevention programs.

		3.4.2.� Conduct annual facility fire prevention assessments, unless required more often by public...

		3.4.3.� Ensure AF Form 218,

		3.4.4.� Use AF Form 1487,



		3.5.� Facility Fire Protection Systems. The appropriate civil engineer shop or contractor equival...

		3.6.� Fire Protection System Impairments. Fire protection system impairments and systems out-of-s...

		3.7.� Fire Protection Engineering. The engineering flight or maintenance engineering element mana...



		4.� Forms Prescribed

		Attachment 1

		Attachment 2

		A2.1.� Background.

		A2.2.� Responsibilities.

		A2.2.1.� Firefighter certification program performance testing (see the applicable fire fighter c...

		A2.2.2.� Fire department occupational safety and health program, in accordance with NFPA 1500, Ch...

		A2.2.3.� Structural fire fighting training evolutions (hands-on training, monthly).

		A2.2.4.� Structural fire fighting tactics (classroom training, bimonthly).

		A2.2.5.� Infectious disease control (NFPA 1581,

		A2.2.6.� Cardiopulmonary resuscitation (CPR) and emergency medical training. Train and certify al...

		A2.2.7.� Self-contained breathing apparatus (NFPA 1404,

		A2.2.8.� Incident management system (NFPA Standard 1561

		A2.2.9.� Installation-specific explosive safety (AFMAN 91-201

		A2.2.10.� Confined-space rescue tailored to the installation’s mission requirements. (AFOSH 91-25,

		A2.2.11.� Initial certification and annual hazardous materials emergency response refresher train...

		A2.2.12.� Aircraft familiarization and hands-on egress training for transient and mission assigne...

		A2.2.12.1.� Transient aircraft familiarization (frequency and aircraft requiring this training ar...

		A2.2.12.2.� Hands-on egress training for all mission assigned aircraft shall be conducted as ofte...



		A2.2.13.� Wildland fire fighting (fire chief establishes frequency).

		A2.2.14.� Fire Alarm Communication Center operator training program (fire chief establishes frequ...

		A2.2.15.� Aircraft live fire training (Aircraft live fire training shall be provided to all membe...

		A2.2.15.1.� Engine fires (inboard, outboard, high tail, or running fuel).

		A2.2.15.2.� Exterior (pool fires involving fuselage, right or left wing).

		A2.2.15.3.� Interior (flight deck, cargo, or passenger compartments).

		A2.2.15.4.� Miscellaneous fires (wheel well, battery compartment, or auxiliary power unit).



		A2.2.16.� Apparatus driver operator training. Implement a continuous apparatus driver operator tr...

		A2.2.17.� Petroleum, oil, and lubricant (POL) storage tank fire fighting. Include crude oil fire ...

		A2.2.18.� Aircraft egress and escape system familiarity (AFI 21-112,





		Attachment 3

		A3.1.� The fire chief will complete a report on all responses in accordance with the automated Do...

		A3.1.1.� The MAJCOM or FOA Fire Protection Office up-channels information to HQ�AFCESA/ CEXF, DSN...

		A3.1.1.1.� A

		A3.1.1.2.� A loss of $100,000

		A3.1.1.3.� Loss of

		A3.1.1.4.� Adverse

		A3.1.1.5.� Mutual aid



		A3.1.2.� HQ AFCESA/CEXF



		A3.2.� Fire Incident Message Notification, RCS: HAF-ILE(AR)8102.

		A3.2.1.� Priority Message. The

		A3.2.1.1.� A loss of $25,000

		A3.2.1.2.� A

		A3.2.1.3.� An incident otherwise considered major.

		A3.2.1.4.� Loss of

		A3.2.1.5.� Adverse public



		A3.2.2.� When an incident requires reporting by priority message, use the format in Figure A3.1.





		Attachment 4

		Attachment 5

		Attachment 6

		Attachment 7
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MEMORANDUM FOR  11 CS/SCBN


FROM:  11 WG DAA


SUBJECT:  Approved Software List


1.  In accordance 11th Wing Network Security Policy, only approved software will be loaded on 11 WG LAN.  


2.  Attached is the approved list of the only software authorized to be on 11th Wing information systems.


3.  Contact Lt Young at 767-2054 with questions.


   GREGORY B. EDWARDS, Lt Col, USAF


   Designated Approval Authority


Attach:  Approved Software List


11th Wing Approved Software Listing


Wing Standard Software


Software


Version Number

Windows NT


4.0


Windows 2000


Professional


MS Office 



97/2000


Internet Explorer


5.5 11th CS Build


Outlook 



98/DMS


Norton Anti-Virus


Corporate Edition


Jet FormFlow


2.15


Adobe Acrobat Reader

4.0


Netscape 



4.7


WinZip



8.0


Air Force Software Approved for use within the 11th Wing


Software


Version Number

DMS




2.1 MR3


FAST




7.1A


PC-III




1.45


WinBas



2.1


Inforconnect



2.3.1, 2.4 (16-bit), and 2.4 (32-bit)


ABSS


DCPS


TNVT


Commercial Software Approved for use within the 11th Wing


Software


Version Number

Palm OS



3.1


Visio




2000


DreamWeaver/Fireworks

3.0


HP Openview (Comm only)


Remedy (Comm only)

4.5

� EMBED Word.Picture.8  ���











WORLD CLASS PEOPLE … WORLD CLASS SUPPORT
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QUALITY ASSURANCE


 SURVEILLANCE PLAN (QASP)


MAINTENANCE


OF


MILITARY FAMILY HOUSING 
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11TH WING


BOLLING AIR FORCE BASE


DISTRICT OF COLUMBIA


1 May 2002


QUALITY ASSURANCE SURVEILLANCE PLAN


FOR


MAINTENANCE OF MILITARY FAMILY HOUSING (MFH) 


INTRODUCTION


This Quality Assurance Surveillance Plan (QASP) has been developed to evaluate contractor actions while implementing this SOW.  It is designed to provide an effective surveillance method of monitoring contractor performance for each listed objective on the Service Delivery Summary (SDS) in the maintenance contract.


The QASP provides a systematic method to evaluate the services the contractor is required to furnish.  


This QASP is based on the premise the government desires to maintain a quality standard in operating, maintaining, and repairing facilities and that a service contract to provide the service is the best means of achieving that objective.  


The contractor, and not the government, is responsible for management and quality control actions to meet the terms of the contract.  The role of the government is quality assurance to ensure contract standards are achieved. 


In this contract the quality control program is the driver for product quality.  The contractor is required to develop a comprehensive program of inspections and monitoring actions.  The first major step to ensuring a “self-correcting” contract is to ensure that the quality control program approved at the beginning of the contract provides the measures needed to lead the contractor to success.


Once the quality control program is approved, careful application of the process and standards presented in the remainder of this document will ensure a robust quality assurance program.


		Performance Objective

		SOW Para

		Performance Threshold



		Provide a COM program that will ensure quality housing is available to meet the needs of   the government in a timely manner in accordance with this SOW, standard commercial practices, manufacturer’s recommendations, plus applicable federal, District, and local rules and regulations.

		1.2

		Approved program is available and up to date 100% of the time.








STANDARD:  Defects are not permitted in any of the programs and/or procedures, including the updates.


SURVEILLANCE:  The government evaluator will review the program documents, including updates as they are submitted. 


PROCEDURES:  The government evaluator will review each of the above documents, including any updates as they are submitted to ensure programs, policies, and/or procedures follow generally accepted commercial practices, manufacturer's recommendations, and federal, state, and local rules and procedures.  The documents will not be considered acceptable until all defects are corrected.


		Performance Objective

		SOW Para

		Performance Threshold



		Perform change of occupancy maintenance (COM) within allowable downtime.  Accomplish work in accordance with commercial practice and the SOW

		1.8 thru 1.19

		95% of the time





STANDARD:  Recurring defects are not permitted.  


SURVEILLANCE:  100% inspection


PROCEDURES:  Upon completion of the COM, the government QAE will inspect each housing unit to ensure compliance commercial practice, manufacturer’s recommendations, the SOW and the Contractor’s COM Program Plan.  Two or more write-ups per unit or late turn-back will constitute a defect.  The contractor will be notified of any discrepancies in order to re-perform.


		Performance Objective

		SOW Para

		Performance Threshold



		Correctly categorizes, responds to and completes emergency and routine service calls within the required times. Work is performed in accordance with this SOW, standard commercial practices, manufacturer's recommendations, and applicable federal, District and local rules and regulations.  

		1.3

		100% emergency and Routine–2 service calls and 95% of Routine-1 service calls, completed within the required times





STANDARD: Recurring defects are not permitted for this service item.  


SURVEILLANCE: 


Emergency and Routine-2 Service Calls: 100% Inspection 


Routine-1 service calls: Random Sampling


PROCEDURES: Any housing occupant or QAE that receives or observes unacceptable or incomplete service call work should complete and AF Form 714, Customer Complaint. The QAE will validate customer complaints and provide them to the contractor’s Quality Control Inspector (QCI) for review and correction.  The QCI will process the AF Form 714 in accordance with the procedures provided in their Quality Control (QC) Plan.  An appointment shall be scheduled with the occupant to correct the discrepancy within three calendar days after the contractor has been verbally notified of a valid discrepancy.  The QAE will request the occupant to notify the QAE if the defect is not corrected at the scheduled appointment.  The QAE will consider customer complaints resolved unless otherwise notified by the customer.  If the QAE agrees with the contractor’s response, distribution of the AF Form 714 will be made to the appropriate parties.  If the QCI challenges the validity of the complaint and the QAE and the contractor cannot come to an agreement, the customer complaint will be forwarded to the Contracting Officer for resolution.  One valid customer complaint constitutes a defect.


The QAE will inspect the Routine-1 job orders on the contractor’s completed service call log.  Each job order on the service call log shall be numbered sequentially; the first two digits shall be the last two digits of the current fiscal year (i.e., FY 2002 would be “02”). Utilizing a computer generated random number program the QAE will select 100 numbers per quarter (1/3 per month) and match them to the sequential numbers on the service call log.  Job orders that are listed as vacant units will not be used.  The QAE will then inspect the corresponding service calls, utilizing established checklists to verify all work was performed in accordance with the SOW.  Two or more write-ups on a job order form, improper categorization, failure to meet response time or completion times, or if the job order is missing will constitute a defect.  Inspections will be performed the second week of the month.


		Performance Objective

		SOW


 Para

		Performance Threshold



		Maintain appliances in accordance with commercial practices and industry standards

		1.5

		90% of the appliances are in safe and in proper working order 100% of the time. Non-working appliances are replaced within 3 calendar days 100% of the time.



		Operate Bolling Home Center, maintain automated records of all items issued, and maintain bench stock. 

		1.6

		No more than 3 valid customer complaints per month.



		Prepare and submit accurate reports on time with all required information

		1.1.2 & Appendix J

		90% of the time





STANDARD:  Recurring defects are not permitted for any of the above service items.  For example, if customer X at building Y complains that air conditioning stopped working after contractor representative had just fixed it; the contractor is required to correct the defect through re-performance.  However, if this same situation occurs again during the contract period, a defect will be recorded and reported to the contracting officer for appropriate action.


SURVEILLANCE:  The government evaluator will receive complaints from base personnel and pass them to the contractor's quality control inspector (QCI) for correction.


PROCEDURES:  Any housing occupant, Housing Inspector, Crew Chief or housing manager that observes unacceptable services, either incomplete or not performed, for any of the above service items should immediately contact the QAE, who will complete appropriate documentation to record the complaint.


1. The QAE will consider the customer complaint valid upon receipt from the customer.  The QAE should inform the customer of the approximate time the defect(s) will be corrected and advise the customer to contact the evaluator if not corrected.


· The QAE will verbally notify the Contractor’s Quality Control Inspector (QCI) to pick up the written customer complaint.


· The QCI will be given two hours after verbal notification to correct the unacceptable performance.


· The QAE will consider customer complaints as resolved unless notified otherwise by the customer.


2. If the QCI disagrees with complaint after investigation of site and challenges the validity of the complaint, the QCI will notify the QAE.  The QAE will conduct an investigation to determine the validity of the challenge.  


· If the QAE determines the complaint as invalid, he will document the findings of the written complaint and notify the customer.


· The QAE will retain the annotated copy of the written complaint for his/her files.  


· If after investigation the QAE determines the complaint as valid, the QAE will inform the QCI and the QCI will be given an additional hour to correct the defect.  


· A defect will not be recorded if proper and timely correction of the unacceptable condition(s) is accomplished.  However, a defect in Contractor’s Quality Control program will be recorded for QCI’s failure to recognize a valid customer complaint.  


3. The QCI shall return the written customer complaint document, properly completed with actions taken, to the evaluator, who will file the complaint for future recurring performance.
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Department of Defense


INSTRUCTION


NUMBER 3020.37
November 6, 1990


Administrative Reissuance Incorporating Change 1, January 26, 1996


ASD(FM&P)


SUBJECT:  Continuation of Essential DoD Contractor Services During Crises 


References:  (a)  DoD Directive 1100.18, "Wartime Manpower Mobilization 
Planning," January 31, 1986


(b)  Executive Order 12656, "Assignment of Emergency Preparedness 
Responsibilities," November 18, 1988


(c)  DoD Instruction 1000.1, "Identity Cards Required by the Geneva 
Conventions," January 30, 1974


(d)  DoD Directive 1404.10, "Retention of Emergency-Essential (E-E) 
DoD U.S. Civilian Employees Overseas," April 6, 1990


(e)  through (j), see enclosure 1


1.  PURPOSE 


This Instruction implements DoD policy, assigns responsibilities, and prescribes 
procedures, in accordance with references (a) and (b), to provide reasonable assurance 
of the continuation of essential services provided by DoD contractors, including 
services provided to Foreign Military Sales (FMS) customers, during crisis situations.


2.  APPLICABILITY 


This Instruction applies to the Office of the Secretary of Defense (OSD); the Military 
Departments, including the Coast Guard when operating as a Service in the Navy; the 
Chairman, Joint Chiefs of Staff and the Joint Staff; the Combatant Commands; the 
Inspector General of the Department of Defense (IG, DoD); and the Defense Agencies 
(hereafter referred to collectively as the "DoD Components").
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3.  DEFINITIONS 


Terms used in this Instruction are defined in enclosure 2.


4.  POLICY 


It is DoD policy that:


4.1.  The DoD Components shall rely on the most effective mix of the Total 
Force, cost and other factors considered, including Active, Reserve, civilian, 
host-nation, and contract resources necessary to fulfill assigned peacetime and wartime 
missions.


4.2.  Contractors providing services designated as essential by a DoD Component 
are expected to use all means at their disposal to continue to provide such services, in 
accordance with the terms and conditions of the contract during periods of crisis, until 
appropriately released or evacuated by military authority.


4.3.  DoD Components working with contractors performing essential services 
shall develop and implement plans and procedures which are intended to provide 
reasonable assurance of the continuation of essential services during crisis situations 
using contractor employees or other resources as necessary.


4.4.  For situations where the cognizant DoD Component Commander has a 
reasonable doubt about the continuation of essential services during crisis situations by 
the incumbent contractor, the Commander shall prepare a contingency plan for 
obtaining the essential service from alternate sources (military, DoD civilian, 
host-nation, other contractor(s)).


5.  RESPONSIBILITIES 


5.1.  The Assistant Secretary of Defense (Force Management and Personnel) 
(ASD(FM&P)) shall periodically monitor implementation of this Instruction.


5.2.  The Heads of DoD Components shall:


5.2.1.  Ensure that the policy and procedures in this Instruction are 
implemented by relevant subordinate organizations.
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5.2.2.  Ensure that all contractor services are reviewed annually, to include 
new and existing contracts, to determine which services will be essential during crisis 
situations.


5.2.3.  Conduct an annual assessment of the unanticipated and/or premature 
loss of essential contractor services on the effectiveness of support to mobilizing and 
deployed forces.   Include the results of these assessments into relevant portions of the 
affected contingency and/or operations plans, consistent with JCS planning guidance.


5.2.4.  Establish procedures to ensure that these standard support 
requirements and any additional ones established by the Combatant Commander are 
met.   They shall specifically authorize appropriate uniforms, if any, and the 
theater-specific equipment determined by the Combatant Commander to be necessary, 
in accordance with joint Staff procedures, to be issued for use by civilian contractors.


5.2.5.  Provide assistance to FMS customers in prioritizing security 
assistance requirements, planning for the retention of essential contractor personnel in 
a crisis, and recommending required actions relative to continuation or termination of 
security assistance programs.


5.2.6.  Advise the ASD(FM&P) of any significant problems in implementing 
this Instruction.


5.3.  The Chairman, Joint Chiefs of Staff (CJCS), shall:


5.3.1.  Establish procedures for the preparation and review of contingency 
plans by the Combatant Commanders that conform to policy guidance from the 
President and the Secretary of Defense.   Planning guidance shall include the review 
and assessment of alternatives to continue contractor services identified as critical to 
the execution of the plan.


5.3.2.  Review for adequacy and feasibility, operations and/or contingency 
plans developed by the Combatant Commanders as part of the established deliberate 
planning process of the Joint Strategic Planning System.


5.3.3.  Monitor the execution of contingency plans following activation by 
the applicable trigger mechanism (identified in paragraph E2.1.5. of enclosure 2).


5.3.4.  Establish procedures for Combatant Commanders to declare theater 
and/or scenario-specific civilian contractor support requirements as including 
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equipment that is in addition to the standard support requirement described in 
enclosure 3.


6.  PROCEDURES 


The following essential services planning procedures apply to DoD Component 
activities using contractor services in peacetime:


6.1.  Identify services designated as mission essential in the contract statement of 
work (SOW).


6.2.  Maintain, in a current status, the following information:


6.2.1.  The generic description of the essential contractor service.


6.2.2.  The name, address, and telephone number of the contractor 
performing the essential service.


6.2.3.  The name, address, and telephone number of the in-country contact for 
the DoD activity using the essential service, if overseas.


6.2.4.  The number of contractor employees and equivalent man-years 
required to perform the essential service.


6.2.5.  The number of dependents of designated-essential contractor 
employees to be included in noncombatant evacuation planning, if overseas.


6.3.  Issue Geneva Convention identity cards in accordance with DoD Instruction 
1000.1 (reference (c)), to essential contractor personnel overseas.


6.4.  For situations where a reasonable assurance of continuation of essential 
services by a contractor cannot be attained, the cognizant DoD Component Activity 
Commander shall do one of the following:


6.4.1.  Obtain military, DoD civilian, or host-nation personnel to perform the 
services concerned and, in consultation with appropriate legal and contracting 
personnel, determine the proper course of actions to transition from the contractor 
provided services.


6.4.2.  Prepare a contingency plan for obtaining the essential services from 
other sources if the contractor does not perform in a crisis.
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6.4.3.  Accept the risk attendant with a disruption of the service during a 
crisis situation.


6.5.  Determine prior to contract award, or prior to modification to extend the 
performance period, whether an interruption of service would result in an 
unacceptable risk.   If an unacceptable risk would result, develop a contingency plan 
to ensure continued service.


6.6.  Include provisions in operations or contingency plans to assume or 
supplement contractor-supplied essential services during crisis situations at the 
earliest opportunity, when members of the U.S. Armed Forces, DoD civilians (DoD 
Directive 1404.10) (reference (d)), or host-nation resources can be identified to 
perform the essential DoD-contracted services.   The contractor providing the service 
should be made aware of such replacement and transitioning plans.


6.7.  Ensure the contract SOW requires the development of contractor 
contingency palns for those tasks that have been identified as essential to provide 
reasonable assurance of continuation during crisis conditions.


6.8.  Establish administrative controls to ensure that all information on essential 
contractor employees overseas is handled as sensitive data and released only to 
authorized personel.


6.9.  Ensure that contractors providing essential services identify their employees 
having military mobilization recall commitments and have adequate plans for 
replacing those employees in the event of mobilization, in accordance with the 
guidelines in DoD Directives 1200.7 and 1352.1 (references (e) and (f)).


6.10.  Ensure that information on contractor-employee benefits due to war 
exigencies, under 33 U.S.C. 901 and 42 U.S.C. 1651 and 1701 (references (g) and 
(h)), is fully developed and provided in writing to all affected contractor employees.
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7.  EFFECTIVE DATE AND IMPLEMENTATION 


This Instruction is effective immediately.   Forward two copies of implementing 
documents to the Assistant Secretary of Defense (Force Management and Personnel) 
within 120 days.


Enclosures - 3 
E1.  References, continued
E2.  Definitions
E3.  Guidelines for Theater Admission Procedures
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E1.  ENCLOSURE 1


REFERENCES, continued


(e)  DoD Directive 1200.7, "Screening the Ready Reserve," April 6, 1984
(f)  DoD Directive 1352.1, "Management and Mobilization of Regular and Reserve 


Retired Military Members," March 2, 1990
(g)  Section 901 et seq. of title 33, United States Code (Public Law 69-803, 


"Longshoremen's and Harbor Workers' Compensation Act," March 4, 1927)
(h)  Sections 1651 and 1701 et seq. of title 42, United States Code (Public Law 


77-208, "Defense Base Act," August 16, 1941, and Public Law 77-784, "War 
Hazards Compensation Act," December 2, 1942)


(i)  JCS Pub. 1-02, "Department of Defense Dictionary of Military and Associated 
Terms," December 1989


(j)  Public Law 94-329, "International Security Assistance and Arms Export Control 
Act of 1976," June 30, 1976
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E2.  ENCLOSURE 2


DEFINITIONS


E2.1.1.  Crisis Situation.   Any emergency so declared by the National Command 
Authority (NCA) or the overseas Combatant Commander, whether or not U.S. Armed 
Forces are involved, minimally encompassing civil unrest or insurrection, civil war, 
civil disorder, terrorism, hostilities buildup, wartime conditions, disasters, or 
international conflict presenting a serious threat to DoD interests.


E2.1.2.  Defense Readiness Condition (DEFCON).   A number or code word 
indicating the readiness posture of a unit for actual operations or exercises, as defined 
in JCS Pub 1-02 (reference (i)) .   Also, called "state of readiness."


E2.1.3.  Essential Contractor Service.   A service provided by a firm or an 
individual under contract to the Department of Defense to support vital systems 
including ship's owned, leased, or operated in support of military missions or roles at 
sea and associated support activities including installation, garrison, and base support 
serviced considered of utmost importance to the U.S. mobilization and wartime 
mission.   That includes services provided to FMS customers under the Security 
Assistance Program.   Those services are essential because of the following:


E2.1.3.1.  DoD Components may not have military or DoD civilian 
employees to perform these services immediately.


E2.1.3.2.  The effectiveness of defense systems or operations may be 
seriously impaired, and interruption is unacceptable when those services are not 
available immediately.


E2.1.4.  Foreign Military Sales (FMS).   That portion of U.S. security assistance 
authorized by Public Law 94-329 as amended (reference (j).


E2.1.5.  Trigger Mechanism.   Subject to CJCS oversight, and with 
recommendations by Defense Agencies, the cognizant Combatant Commander assesses 
the crisis situation in the specific area of operational responsibility in which contractor 
employees are located, and the Combatant Commander or senior U.S. authority makes 
a decision to activate applicable plans, or when DEFCON 3 is declared for that area.


E2.1.6.  Vital Defense Systems and Associated Support Activities 
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E2.1.6.1.  Command, control, communications, and intelligence (C3I) 
systems, including tactical and strategic information, intelligence collection, and 
computer subsystems.


E2.1.6.2.  Selected operational weapons systems, including those being 
brought into the DoD inventory, international customer inventory, or fielded systems 
undergoing major modifications.


E2.1.6.3.  Operational logistics support of the systems described in 
paragraphs E2.1.6.1. and E2.1.6.2., above, medical services, noncombatant evacuation 
activities, and other wartime services if determined vital to mission continuance by the 
Component Commander.
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E3.  ENCLOSURE 3


GUIDELINES FOR THEATER ADMISSION PROCEDURES


E3.1.1.  In issuing and implementing theater admission requirements to a possible 
theater of operations for civilian contractors, the Chairman of the Joint Chiefs of Staff, 
the Combatant and Supporting Commanders, and the other DoD Components should 
include the following:


E3.1.1.1.  Training for civilians on their responsibilities; e.g., standards of 
conduct, as well as coping skills if they become Prisoners of Wars;


E3.1.1.2.  Issuing to civilian contractors, and training personnel in the use 
of, the same defensive personal protective gear as is issued to military personnel in 
theater, to include lens inserts, if required;


E3.1.1.3.  Immunizing civilians with the same immunizations as given to 
military in theater.   (Refer to United States Air Force Foreign Area Clearance Guide 
for specific immunizations required for a particular country.);


E3.1.1.4.  Providing to civilian contractors appropriate cultural awareness 
training for the theater if it is being provided to military personnel;


E3.1.1.5.  Ensuring civilian contractors obtain or are issued DD Form 489 
(Geneva Convention Identification Cards), passports, visas, and country clearances in 
accordance with the United States Air Force Foreign Area Clearance Guide.   When 
theater conditions necessitate further clearances, the Combatant Commander will 
notify the Heads of the DoD Components expeditiously;


E3.1.1.6.  Ensuring that civilian contractors are issued any required security 
clearances expeditiously.   Security clearances are to be issued on a "need-to-know" 
basis;


E3.1.1.7.  Ensuring that civilian contractors fill out DD Form 93, "Record of 
Emergency Data."   Components shall set up procedures to store and access civilian 
DD 935 that are the same as or parallel to those for the military;


E3.1.1.8.  Ensuring that Components set up procedures for civilian 
contractor casualty notification and assistance that parallel those for military 
personnel as far as is legally permissible;


DODI 3020.37, November 6, 1990


10 ENCLOSURE 3







E3.1.1.9.  Ensuring civilian contractors in a theater of operations are entitled 
to the same medical care as military personnel.   They will be human 
immunodeficiency virus tested before deployment if the country of deployment requires 
it.   They also shall ensure that all DoD-sponsored non-military personnel permanent 
change of station or temporary duty outside the United States of America and its 
Territories shall have panarexs or deoxyribo nucleic acid samples taken for 
identification purposes.   Dental x-rays may be substituted when the ability to take 
panarex or deoxyribo nucleic acid samples is not available.   Civilian contractors may 
also be issued "dog tags" for identification purposes.   Components shall establish 
procedures to store and access such identification data that are the same as or parallel 
to those for the military;


E3.1.1.10.  Ensuring that deploying civilian contractor personnel receive 
medical and dental examinations and, if warranted, psychological evaluations, to 
ensure fitness for duty in the theater of operations to support the military mission.   
During a contingency or emergency, civilian contractors returning to the United 
States and its Territories from a theater of operations may receive cost-free military 
physical examinations;


E3.1.1.11.  Ensuring that deploying civilian contractor personnel shall carry 
with them a minimum of a 90-day supply of any medication they require;


E3.1.1.12.  Ensuring that deploying civilian contractor personnel are 
encouraged to make family care plans for any dependents;


E3.1.1.13.  Ensuring that civilian contractor personnel killed in a theater of 
operations are processed by Graves Registration with procedures parallel to those 
utilized for the military; and


E3.1.1.14.  Ensuring that civilian contractor personnel deploying to or in a 
theater of operations are furnished the opportunity and assisted with making wills as 
well as with any necessary powers of attorney; as permissible under Military 
Department regulations.
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NOTICE: This publication is available digitally on the AFDPO WWW site at:
http://afpubs.hq.af.mil.


COMPLIANCE WITH THIS PUBLICATION IS MANDATORY


BY ORDER OF THE
SECRETARY OF THE AIR FORCE 


AIR FORCE INSTRUCTION 32-6004


  18 APRIL 2002


Civil Engineering


FURNISHINGS MANAGEMENT


OPR: HQ USAF/ILEH  (Ms Kathryn Halvorson) Certified by: HQ USAF/ILEH
(Col Steven W. Zander)


Supersedes AFI 32-6004, 5 May 1994 Pages: 66
Distribution: F


This instruction implements AFPD 32-60, Housing. It implements within the Air Force Department of
Defense (DoD) philosophy pertaining to housing management (see DoD 4165.63-M, DoD Housing Man-
agement, September 1993; and DoD Instruction 1015.12, Lodging Program Resource Management,
October 30, 1996); and provides guidance and rules for managing an installation furnishings and appli-
ances program. Maintain and dispose of records created as a result of prescribed processes in accordance
with AFMAN 37-139, Records Disposition Schedule. If there is any conflict between statements in this
AFI and AFMAN 37-139 regarding retention of records, AFMAN 37-139 applies. This instruction
requires collecting and maintaining information protected by the Privacy Act of 1974 authorized by 10
U.S.C. 9775. Privacy Act system of record F032 AF CE D, On/Off-Base Housing applies. 


SUMMARY OF REVISIONS


This document is substantially revised and must be completely reviewed. This instruction updates
AFI 32-6004, dated May 5, 1994. It changes all references from AF/CE to AF/ILE; changes all references
from Table of Allowance (TA) to Furnishings Allowance; recognizes Consolidated Dormitory Manage-
ment (CDM) as a dorm management method (paragraph 1.7.); more clearly defines the role of the Fur-
nishings Management Office (FMO) in appliance purchasing and maintenance and in support of the
installation lodging function (paragraph 2.7.); defines when furniture should be replaced or repaired
(paragraph 3.8.); deletes Chapter 7, “Facility and Furnishings Standards”, and replaces it with a descrip-
tion of the Quarters Improvement Committee (QIC) and Quarters Improvement Plan (QIP); adds Chap-
ter 8, “Furnishings Allowance Standards”; adds Attachment 4, which provides an outline for a QIC and
a generic QIP, Attachment 6, “Furnishings Allowances for Unaccompanied Housing,” and Attachment
7, “Furnishings Allowances for Overseas Housing.”, and prescribes use of a new AF Form 4302, Appli-
ance Warranty. 
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Chapter 1 


FURNISHINGS PROGRAM RESPONSIBILITIES 


1.1.  Furnishings Management Program. This program provides furniture and appliances for: 


1.1.1.  Family housing (overseas and supplemental furnishings for general officer quarters [GOQ] and
for O-6 installation commanders). 


1.1.2.  Lodging facilities. 


1.1.3.  Dormitories. 


1.1.4.  Unaccompanied officer and NCO quarters. 


1.1.5.  Fire department sleeping and entertainment areas. 


1.1.6.  Airman Leadership School (ALS) sleeping areas and lounges. 


1.1.7.  Missile launch control facilities sleeping areas and lounges. 


1.1.8.  Supplemental and special command position (SCP) furnishings. Supplemental furnishings may
be provided to general officers, civilian equivalents, brigadier general selectees, and colonels serving
as the installation commander and residing in government housing. Additional furnishings and table-
ware may be provided to SCPs. For further guidance, see AFI 32-6003, General Officer Quarters. 


1.2.  HQ USAF Responsibilities : 


1.2.1.  HQ USAF/ILE. The Office of the Civil Engineer oversees the furnishings management pro-
gram. 


1.2.2.  HQ USAF/ILEH. The Chief of Housing is the office of primary responsibility (OPR) for the
furnishings management program and serves as functional point of contact for furnishings standards. 


1.3.  Major Command (MAJCOM) Responsibilities . The MAJCOM Civil Engineer housing staff: 


1.3.1.  Manages the furnishings and appliance programs for their command. 


1.3.2.  Sets up supplemental guidance to implement the policies of this program. 


1.3.3.  Budgets/monitors funds requirements and recommends distribution of funds for furnishings
and appliance support for new dormitory and lodging facility construction and for dormitory and
lodging major renovation projects using MILCON, Quality of Life, and Host Nation funds. 


1.3.4.  Develops an excess furnishings program. 


1.3.5.  Submits an Overseas Furnishings and Quarters Availability Report (RCS: HAF-ILE
[SA]7803) on overseas stations under its control (Attachment 2). 


1.3.6.  Approves, on a case-by-case basis, transfers of furnishings assets between family housing (FH)
and operations and maintenance (O&M) accounts only on an emergency basis. 


1.4.  Installation Commander Responsibilities . The senior installation (wing) commander (hereafter
called the installation commander, or commander): 


1.4.1.  Provides resources for all aspects of the furnishings management program. 
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1.4.2.  Provides facilities meeting the standards DoD 4145.19-R, Storage and Warehousing Facilities
and Services, June 1978, for the operation of furnishings management warehouses and administrative
support. 


1.4.3.  Assigns qualified personnel to furnishings management. 


1.4.4.  Makes furnishings information available for all furnishings management office (FMO) custom-
ers. 


1.4.5.  Develops and maintains an installation furnishings management program and local furnishings
standards which meet or exceed MAJCOM and Air Force standards. 


1.4.6.  Ensures that unit commanders or designated representatives, consolidated dormitory manage-
ment office (CDMO), housing flight chief and lodging general manager sign for dormitory furnish-
ings, performs an annual assessment, and forwards assessments to the FMO. 


1.4.7.  Provides data automation support. 


1.4.8.  Ensures the Military Personnel Flight (MPF) briefs members traveling to overseas areas about
furnishings and quarters availability. 


1.4.9.  Ensures family housing and O&M furnishings funds are spent on authorized family housing
and O&M requirements, respectively. 


1.5.  Installation or Base Civil Engineer (BCE) Responsibilities . The BCE ensures: 


1.5.1.  Furnishings budget requirements are identified for unaccompanied housing (UH), lodging, and
family housing, to include GOQs and supplemental appropriated fund furnishings. 


1.5.2.  Appropriated fund furnishings are properly inventoried and accounted for. 


1.5.3.  Training is available for furnishings management personnel. 


1.5.4.  GOQ furnishings expenditures are tracked and reported. 


1.5.5.  The housing flight chief reviews annual furnishings assessments. 


1.5.6.  Furnishings repair, either in-house or through a contract service, is provided. 


1.5.7.  Basewide appliance program is managed. 


1.5.8.  CE/CC or Deputy participation on the Quarters Improvement Committee (QIC). 


1.6.  Housing Flight/Furnishings Management Responsibilities . The furnishings management func-
tion, in the Housing Flight, is the base focal point for all transactions (to include being primary equipment
custodian) involving quarters furnishings purchased with appropriated funding. They provide services for
family housing, general officer quarters, unaccompanied housing and lodging. FMOs have limited
responsibilities associated with nonappropriated fund items. 


1.6.1.  For appropriated fund purchases: 


1.6.1.1.  Prepares inputs to the BCE budget. 


1.6.1.2.  Receives and issues furnishings. 


1.6.1.3.  Maintains a furnishings backup stock. 
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1.6.1.4.  Warehouses, redistributes, repairs, and turns in furnishings. 


1.6.1.5.  Prepares purchase requests for authorized items. 


1.6.1.6.  Provides customer pickup and delivery services. 


1.6.1.7.  Performs an annual inventory and assessment of FMO warehouse stocks 


1.6.1.8.  Identifies items that are excess to the installation and reports them to their MAJCOM. 


1.6.1.9.  Serves as the focal point for the Quarters Improvement Committee (QIC) and Quarters
Improvement Plan (QIP). 


1.6.1.10.  Identifies and reports suspected abuse or loss of property. For items damaged, destroyed,
or lost through possible fault or neglect, starts report of survey when cost is $500.00 or greater,
unless the occupant volunteers to pay (see AFMAN 23-220, Reports of Survey for Air Force Prop-
erty). Occupants’ financial liability will be determined in accordance with Title 10, United States
Code, Section 2775, and Chapter 7 of DoD 7200.11, Liability for Government Property Lost,
Damaged or Destroyed. Funds collected for loss or damage to UH are credited to the local O&M
appropriation (AFMAN 23-220). 


1.6.1.11.  Ensures the latest supply and customer service procedures are followed. 


1.6.2.  For nonappropriated fund purchases: 


1.6.2.1.  Coordinates on purchase requests for NAF items. 


1.6.2.2.  Provides warehouse space, materials handling equipment support and manpower support
for NAF items. 


1.6.2.3.  Provides customer pickup and delivery service for NAF items. 


1.7.  Unit Commander, CDMO, Housing Flight Chief, and Lodging Manager Responsibilities:  


1.7.1.  Dual Responsibilities. Unit commanders, CDMO, lodging managers and housing flight chief: 


1.7.1.1.  Maintain control of furnishings in their respective facilities. 


1.7.1.2.  Conduct annual quarters appropriated fund furnishings inventory and assessment on an
AF Form 228, Furnishings Custody Receipt and Condition Report, and forward a completed
copy to the FMO. 


1.7.1.3.  Participate in the base QIC to represent unit dormitory, CDMO, and lodging furnishings
needs. 


1.7.2.  Unit Responsibilities. Unit commanders or CDMOs (for UH) ensure inventories of room fur-
nishings by dormitory residents at change of occupancy. The new occupant signs an AF Form 228,
acknowledging quantity and condition of furnishings and equipment present in his or her room. The
unit then ensures updated information is placed in the unit's master AF Form 228 file. A unit’s master
AF Form 228 file is one that compiles all the individual room data. The Housing Flight Chief accom-
plishes these requirements for unaccompanied officer quarters (UOQ) and unaccompanied noncomis-
sioned officer quarters (UNCOQ). (Lodging managers do not have to inventory room furnishings
between changes in temporary duty [TDY] or transient customers, since these individuals do not sign
an AF Form 228.) 
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1.8.  Services Commander/Director Responsibilities . The Services Commander or civilian Director
ensures: 


1.8.1.  Authorized appropriated fund furnishings budget requirements are identified for lodging and
requirements are coordinated with the FMO for logistical support of receipt, handling and issue. 


1.8.2.  Coordinates with FMO on purchases of any NAF property that will require logistical support. 


1.8.3.  Coordinates with FMO on the disposal of any appropriated fund property and any NAF prop-
erty that will not be sold and the proceeds returned to the NAF fund. 


1.8.4.  Participates on the Quarters Improvement Committee (QIC). 


1.9.  General Officer Quarters (GOQ) Furnishings Costs . Congress requires that the Office of the
Secretary of Defense (OSD) annually review GOQ costs in the budget cycle and during the project
approval process. GOQ supplemental furnishings costs are included in these operations cost reviews and
must be monitored. General officers, their spouses, or adult household members will sign an AF Form 228
for all furnishings in their GOQ (AFI 32-6003). 
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Chapter 2 


FINANCIAL RESPONSIBILITIES 


2.1.  Furnishings and Appliances Budgets . The BCE, through the housing flight or operations flight,
budgets for the management, maintenance, procurement, and repair of all government-owned APF fur-
nishings and domestic appliances for dormitories, lodging, and family housing. The FMO, through the
housing flight chief and lodging general manager, obtains APF budget inputs or estimates and provides
them to the civil engineer resource advisor. These estimates include requirements for furnishings initial
issue, upgrade, repair, and replacement programs for both O&M and family housing funds. Lodging bud-
gets through the services commander for items to be procured with NAF funds (see AFI 34-209, Nonap-
propriated Fund Financial Management and Accounting, and AFI 34-214, Procedures for
Nonappropriated Fund Financial Management and Accounting). AFI 65-106, Appropriated Fund Sup-
port of Morale, Welfare, and Recreation and Nonappropriated Fund Instrumentalities, specifies when
APF funds may be used for lodging furnishings and appliances. 


2.1.1.  When estimating furniture requirements: 


2.1.1.1.  Derive the basic furnishings requirements from furnishings allowance (see Chapter 8)
for unaccompanied and family housing and AFI 34-246, Air Force Lodging Program, for lodging. 


2.1.1.2.  Use the installation QIP to further define the type and style of furnishings. 


2.1.1.3.  Include furnishings administrative support requirements in budget estimates. 


2.1.2.  Use O&M funds to provide furnishings for UH and for unaccompanied personnel authorized to
reside in rented quarters overseas. Refer to AFI 65-106 for authorizations for lodging furnishings, fix-
tures, and equipment using O&M funds. 


2.1.3.  Use family housing funds to provide furnishings for family housing and accompanied person-
nel authorized to live in rented quarters overseas. 


2.2.  Budget Requirements Justifications . Furnishings budget justifications include complete informa-
tion and thoroughly supported data. Note: 


2.2.1.  Age and condition of inventory and equipment. 


2.2.2.  Furnishings requirements for scheduled military construction program renovation, new con-
struction, and acquisition housing projects. 


2.2.3.  Any mission changes. 


2.2.4.  Loaner kit requirements (full Joint Federal Travel Regulation [JFTR] locations) and furniture
(limited JFTR locations) for overseas housing. Unaccompanied personnel are authorized loaner kits,
which are purchased with base O&M funds. 


2.3.  Budgeting for Appliances . The BCE, through the housing flight, budgets for the maintenance and
repair (M&R) of all government-owned appliances for dormitories, lodging, and family housing. M&R
includes replacement and backup stock. 


2.3.1.  For FH authorized free-standing appliances, all costs associated with initial issue, replacement
and maintenance & repair of are funded with P-721.4. 
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2.3.2.  For FH authorized built-in appliances, replacement and maintenance & repair are funded with
P-722.62. Refer to Attachment 8 for authorized appliances. 


2.3.3.  For unaccompanied housing authorized appliances, see Table 2.1. See Attachment 6 for
authorized appliances. 


2.3.4.  For authorized lodging appliances, see Table 2.1. See Attachment 6 for authorized appliances. 


2.4.  Furnishings Backup Stock . Backup stock provides items to replace broken or worn-out furnish-
ings. Compute the installation backup stock quantity or level by considering: 


2.4.1.  Past usage. (As an example, if only three particular items were exchanged in the past year, then
only three of that item should be required for backup.) 


2.4.2.  Projected customer needs. 


2.4.3.  Transportation or resupply lead times. 


2.4.4.  Available storage space. 


2.4.5.  Furnishings repair time. 


2.5.  Furnishings Repair . Evaluate appropriated fund furnishings and appliance requirements for both
contract and in-house repair, including renovation programs. Estimate funds requirements for contract
and in-house repair from budgetary data provided by lodging, dormitory management, and military fam-
ily housing (MFH). Determine required items, quantities, and repair costs. Provide the collective informa-
tion to the civil engineering resource advisor for inclusion in the base O&M and MFH financial (FIN)
plans. Describe each item needed and justify estimates for quantities and repair costs. Refer to AFI 65-106
for the authorized source of funds for Lodging furnishings and appliance repairs. 


2.6.  Transportation of Furnishings . Estimate the: 


2.6.1.  Number of units to be supported. 


2.6.2.  Number of trips. 


2.6.3.  Approximate weight per trip. 


2.6.4.  Costs for pickup and delivery services for contracted furnishings moves. 


2.6.5.  Mileage for fuel costs and associated equipment and supplies for in-house furnishings moves. 


2.7.  Acquisition . Furnishings and appliance acquisition is complicated and requires close coordination
and aggressive follow-up on orders (See Table 2.1.). Special attention to details is necessary so that the
correct items arrive on time. 


2.7.1.  Appliances. Use locally established procurement procedures. Appliances may be cost
accounted for using housing 721XX or 722XX funds, depending upon the type. Built-in appliances
such as dishwashers, will be purchased with 722XX funds. Normally, 721XX funds will be used to
purchase all appliances that are placed (not built-in) in Family Housing, to include plug-ins (RPIE).
For appropriated fund purchases for dormitories and lodging O&M (3400) funds will be used. All
requirements may be initially procured with O&M funds, with family housing reimbursing for those
used in housing. For new dormitory construction, visiting officer quarters (VOQ) construction, visit-
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ing airman quarters (VAQ) construction, visiting quarters (VQ) construction, or major renovation,
FMO coordinates with appropriate managers to ensure the requested appliances are compatible with
the utility connection (gas or electric) and space availability. 


2.7.1.1.  Provide commercial-size washers and dryers in accordance with Attachment 6 in gov-
ernment-owned or leased UH and lodging at no cost to occupants. These appliances may be con-
tractor-owned, leased, or government-owned. 


2.7.1.2.  Conduct a comparative cost analysis before procuring government-owned appliance
equipment for replacement purposes (see paragraph 8.5.1.). 


2.7.2.  FMO Responsibilities: 


2.7.2.1.  Orders furnishings and appliances by completing the required documentation. 


2.7.2.2.  Ensures funds are obligated by monitoring funds availability documents until the order is
delivered. 


2.7.2.3.  Coordinates requirements for funding (CE funds manager) and purchasing (supply/con-
tracting) with appropriate office. 


2.7.2.4.  Ensures the installation QIC approves all UH furnishings/appliances purchases included
in the QIP. 


2.7.2.5.  Follows up on all outstanding furnishings/appliances orders until the items arrive. 


2.7.3.  Ordering. Use AF Form 2005, Issue/Turn-In Request, DD Form 1348-6, DoD Private Line
Item Requisition System Document, AF Form 9, Request for Purchase, and IMPAC card to order
furnishings and obtain services. 


2.7.4.  Special Procedures. Use contracting or General Services Administration (GSA) special project
furnishings procedures to minimize storage and handling, to ensure that items arrive by the estimated
delivery date (EDD), and to obtain the best possible price. Special project procedures accommodate
installation needs for: 


2.7.4.1.  Facility beneficial occupancy date. 


2.7.4.2.  Incremental shipments. 


2.7.4.3.  Quantity discounts. 


2.7.4.4.  Containerized shipments at manufacturer plants. 
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Table 2.1.  Fund Source For Furnishings and Appliances In Other Than Family Housing. 


NOTE 1: Regardless of the fund source used for construction, the same fund source will be used
for furnishings. 


NOTE 2: Furnishings Management funds appliance purchases, repairs, and replacements except
for appliance purchases when part of a nonappropriated fund construction project. 


FURNISHINGS 
(see note 1.) 


Appropriated Funds 
BOS RPS 


PEXXX96F PEXXX79F 


Non-
appropriated 
Funds  


Maintenance/repair/
replacement not in 
conjunction with facility 
project 


Unaccompanied X 


VQ X 


TLF X 


Maintenance/repair/
replacement in conjunction 
with facility project (Repair) 


Unaccompanied X 


VQ X 


TLF X 


Purchase in conjunction with 
facility project 
(Construction) 


Unaccompanied X 


VQ X 


TLF X 


APPLIANCES 
(see note 2.)


Appropriated  Funds  
BOS                        RPS  


PEXXX96F           PEXXX79F 


Non-
appropr ia t ed
Funds  


Maintenance/repair/
replacement not in 
conjunction with facility 
project 


Unaccompanied X 


VQ X 


TLF X 


Maintenance/repair/
replacement in conjunction 
with facility project (Repair) 


Unaccompanied X 


VQ X 


TLF X 


Purchase in conjunction with 
facility project 
(Construction) 


Unaccompanied X 


VQ X 


TLF X 


Leased items (washers & 
dryers) includes items and 
maintenance 


Unaccompanied X 


VQ X 


TLF X 
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2.8.  Supplies . Do not include expendable supplies and grounds maintenance equipment for UH and
lodging facility day-to-day operations (non-furnishings allowance) items in FMO budgets. The using
units (squadrons under unit dormitory management concept or CDMO) budget for and purchase these
items using budget code PE XXX79F. 


2.9.  Contingency Lodging. Services (SV), as the manager of contingency lodging facilities, identifies
furnishings requirements to the base civil engineer (CE). CE should provide minimal furnishings to meet
contingency requirements, such as excess FMO furniture from either the support base or within the
region. If surplus stocks are not available, FMO should purchase required furnishings from appropriated
funds as necessary, using funds earmarked for specific contingency operations when appropriate. SV pro-
vides accountability for furnishings assets while they are in use in contingency lodging facilities, and CE
provides FMO purchasing, delivery, warehousing, and if required, pickup for final disposition when fur-
nishings are no longer required. 


2.10.  Appliance Backup Stock . The backup stock provides replacement appliances, as required, using
the same criteria as furnishings backup stock. Only minimum back-up stock will be maintained. Consider
the availability of local purchase sources when computing the installation backup stock quantity or level
based on: 


2.10.1.  Past usage. (Example: If only three particular items were exchanged in the past year, then only
three of that item should be required for backup.) 


2.10.2.  Projected customer needs. 


2.10.3.  Transportation or resupply lead times. 


2.10.4.  Available storage space. 


2.10.5.  Appliance repair time. 
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Chapter 3 


WAREHOUSE MANAGEMENT 


3.1.  Storage and Materiel Handling . To protect and safeguard the furnishings inventory, furnishings
warehouses must meet or exceed standards set in DoD 4145.19-R-I. In addition to these standards, equip
furnishings warehouses with: 


3.1.1.  Climatic control to preserve wood and fabrics. 


3.1.2.  Loading ramp and dock. 


3.1.3.  Sufficient lighting. 


3.1.4.  Appropriate shelving. 


3.1.5.  Administrative area. 


3.1.6.  Security area for pilferables (such as microwaves, VCRs, and TVs). 


3.1.7.  Workshop areas for minor maintenance. 


3.1.8.  Flammable materials storage space. 


3.1.9.  Space and electrical outlet service for materials handling equipment. 


3.1.10.  Staging area for receiving assets and processing turn-ins. 


3.2.  Housekeeping and Safety : 


3.2.1.  General Requirements. Keep areas clean, safe, and orderly. 


3.2.1.1.  Establish a warehouse location system to illustrate item locations and assist in planning
and management of space. Segregate O&M, NAF and FH appliances and furnishings in the ware-
house. 


3.2.1.2.  Block refrigerator doors open. 


3.2.1.3.  Use material handling equipment to load and unload crated, boxed, or palletized items
and to move assets within the warehouse. Pad hand trucks and dollies to avoid damaging items.
Place pads between wood and item surfaces. 


3.2.1.4.  Cover items that are not in boxes or containers. 


3.2.1.5.  Mark aisles with safety stripes, and post exit markings, load bearing limits, and other
safety information. 


3.2.2.  Stacking Requirements. When stacking items, do not exceed the load capacity of the bottom
item. Mattresses and box springs are a special concern. Stack these in a manner that prevent safety
hazards or damage to the assets. Observe the manufacturer’s recommended stacking limitations. 


3.2.3.  Other Requirements: 


3.2.3.1.  Obtain entomology services to exterminate insects in storage areas. 
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3.2.3.2.  Request the technical assistance of the installation safety office in all matters relating to
accident prevention. Make sure that workers wear protective clothing, such as gloves and safety
shoes. 


3.2.3.3.  Use signs or aisle markers to identify the warehouse locations of serviceable items. 


3.3.  Pickup and Delivery Service . Coordinate pickup and delivery service with customers. Customers
may provide transportation, if desired. A furnishings representative or quality assurance evaluator (QAE)
in contract operations (surveillance method to measure contractor performance will be left to each base): 


3.3.1.  Accompanies commercial contractors for pickup and delivery service. 


3.3.2.  Checks issues and turn-ins for proper identification, quantity, condition, and cleanliness. 


3.4.  Receiving Furnishings . Base supply, transportation, and FMO must coordinate on the receipt of
APF-purchased furnishings shipments. Lodging must coordinate on the receipt of items purchased with
NAF funds. On incoming shipments: 


3.4.1.  Verify the identification, quantity, and condition of furnishings. Immediately report any new
furnishings that are damaged or of poor quality to base supply or base contracting. These agencies
explain how to report deficiencies according to AFI 23-101, Centrally Managed Equipment. Send
information copies of deficiency reports through MAJCOM to HQ USAF/ILEH. 


3.4.2.  Maintain records on the date of delivery for furnishings items. 


3.4.3.  Use the date of receipt to determine depreciation allowances on statements of charges, cash col-
lection vouchers, deficiency reports, and reports of survey. Use the date of receipt to determine the age
of the inventory for future furnishings replacement. 


3.4.4.  Maintain appliance warranty data by inserting information onto AF Form 4302, Appliance
Warranty, listing make/model, warranty expiration date, serial number, and date of purchase. Affix it
to the back of each appliance. The purpose is to have a record that determines if the appliance can be
repaired under warranty provisions by the manufacturer. Use the date of receipt to determine depreci-
ation allowances on statements of charges, cash collection vouchers, deficiency reports, and reports of
survey. 


Table 3.1.  Life Expectancy Chart. 


NOTE: Asterisk (*) denotes the commercial standard currently available. 


LIFE EXPECTANCY
(YEARS) 


Item Non-Tropical Tropical 


Refrigerators 15 12 


Ranges 10 8 


Clothes Washers 7 7 


Clothes Dryers 7 7 


Dishwashers 9 9 


Freezers 15 12 


Microwave Ovens * 8 * 8 
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3.5.  Storage, Operation, and Movement of Property . Follow established safety practices. Request the
technical assistance of the installation safety office in all matters relating to accident prevention. Make
sure that workers wear protective clothing such as gloves and safety shoes. 


3.6.  Moving . Industry standards will be used for this process. Use materials-handling equipment to load
and unload crated, boxed, or palletized items, and to move assets within the warehouse. Pad hand trucks
and dollies to avoid damaging items. Furniture pads or paper wrapping materials will be used to protect
individual items of furnishings when being transported, unless they are already in corrugated or plastic
shipping containers. 


3.7.  Inspection and Tagging . Furnishings personnel (assisted by lodging personnel for lodging APF
and NAF property) will: 


3.7.1.  Identify property and mark/label it in places not easily visible by the user. 


3.7.2.  Check property condition. 


3.7.3.  Determine property’s final disposition. 


3.7.4.  Sign appropriate documentation for turn-ins. 


3.7.5.  Segregate and mark all repairable and condemned property in storage. 


3.8.  Repair and Replacement . The FMO determines whether to repair, replace, or dispose of APF-pur-
chased furnishings and appliances. The lodging manager makes these determinations for lodging items
that are in-use and procured with either APF or NAF funds (see Table 2.1.). 


3.8.1.  Furniture will not be replaced unless the estimated cost of repair or rehabilitation, including any
transportation expense, exceeds at least 75 percent of the cost of a new item of the same type and
class. An exception is authorized in those unusual situations when rehabilitation of the furniture at 75
percent of the cost of a new item would not extend its useful life for a period compatible with the cost
of rehabilitation (Attachment 5). NOTE: Prescribed repair allowances are in addition to any effective
manufacturer’s warranty. Warranty service will be used to the fullest extent. 


3.8.2.  Establish a repair and preventive maintenance program for items purchased with appropriated
funds. This program includes minor touch-up of surfaces, tightening and adjusting hardware, and
minor re-gluing. 


3.8.3.  Limit furnishings repair to items authorized by the furnishings allowance. Use O&M funds to
repair furnishings procured with O&M funds. 


3.8.4.  Use contract repair services when furniture repair requirements exceed installation FMO pre-
ventive maintenance capabilities. Consider contractor pickup and delivery of items. 


3.8.5.  Customers who have furnishings items for repair may take the items in themselves or request
FMO transportation assistance. The FMO inspects the item to determine whether it needs replacement
because of fair wear and tear or negligence, and informs the customer. 


3.8.6.  If a replacement is necessary and available, issue it to the customer immediately. Process the
damaged item for repair or turn it in to the Defense Reutilization and Marketing Office (DRMO).
When replacement items aren't available, adjust the records and requisition the items needed. As an
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exception, when possible, items should be processed into the installation recycling center for direct
sales in lieu of transfer to DRMO. The lodging manager makes these decisions for NAF property. 


3.8.7.  Accomplish a written cost benefit analysis for appliances. This analysis should include items
such as date purchased, date installed, previous repairs performed, and cost incurred. If the one-time
cost for repair of the appliance is greater than 55 percent of replacement value, the appliance should
be replaced. 


3.8.8.  The repair authority or QAE must maintain the appliance cost benefit analysis documentation
for one year, or as directed by local record management personnel. 


3.8.9.  Limit appliance repair to only those government items authorized by the allowance standards
outlined in Attachment 6. Use O&M funds to repair appliances procured with O&M funds and FH
funds to repair appliances for family housing. NAF funds can be used to reimburse for repair of items
purchased with NAF funds (see AFI 65-106). 


3.8.10.  Use contracted repair services when appliance repair requirements exceed installation preven-
tive maintenance (PM) capabilities. Immediately issue a replacement appliance when required and
available. Process the damaged item for repair or turn it in to the DRMO. When replacement items
aren’t available, requisition or purchase the needed items in accordance with local procedures. 


3.8.11.  Appliances in FH in CONUS are Real Property Installed Equipment (RPIE) and normally
consist of stoves, refrigerators, installed microwave ovens and dishwashers. 
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Chapter 4 


ACCOUNTABILITY 


4.1.  Philosophy . The Air Force has a large investment in quality quarters furnishings and issues these
assets to numerous units. Accountability for quarters furnishings on an installation is therefore extremely
important, and is not the sole responsibility of the FMO. Unit commanders, dormitory managers, lodging
managers, housing flight chiefs, and all personnel who use and benefit from quarters furnishings must
take an active and responsible part in the accountability process. Lodging managers account for NAF
items. 


4.2.  Types of Furnishings Accountability . There are three supply accountability codes that pertain to
furnishings. These are: 


4.2.1.  XB3 – Expendable items (low cost items for which no base level repairs are performed i.e. bed-
spreads, trash cans, smoke detectors, small fire extinguishers, small portable transformers, etc.). 


4.2.2.  NF1 – Non-equipment authorization inventory data accountable (EAID) items (for example:
desks, wardrobes, chairs, beds, etc.). 


4.2.3.  NF3 – EAID accountable items with a line item value of $2,500.00 or greater (for example:
large screen television, etc). 


4.3.  Transaction Records . Maintain a clear and defined audit trail of all furnishings transactions. 


4.3.1.  Establish accounts for NF3 items with base supply in accordance with AFI 23-101. 


4.3.2.  Use automated systems for accountability when available. 


4.3.3.  Document all furnishings transactions on internal furnishings accounting control records.
These records show the status of all furnishings and appliances physically in the warehouses and those
issued to customers and in in-house or contract maintenance. 


4.3.4.  Use AF Form 228, Furnishings Custody Receipt and Condition Report to issue furnishings
to authorized customers, and make sure that all records are properly adjusted (custodian authorization/
custody receipt listing [CA/CRL], automated, and manual system). FMO keeps a jacket file on all cus-
tomers, with pertinent documents (such as AF Forms 228, orders, and appointment letters). 


4.3.5.  Use AF Form 227, Quarters Condition Inspection Report, for FH, and AF Form 228 for
other users, to issue appliances to authorized customers. Use AF Form 228 to account for appliances
maintained in the warehouse (includes serviceable, repairable, and condemned). The housing flight or
FMO maintains a jacket file on all customers, with pertinent documents (such as AF Forms 227 or AF
Forms 228, orders, and appointment letters). Installations will develop local procedures to account for
appliances returned to storage for the convenience of the customer. Ensure the make, model, and serial
numbers of appliances turned in to DRMO are recorded and items are removed from the inventory
records. Documents showing transfer to DRMO should be maintained for a minimum of one year. 


4.4.  Customer Accounts . Customers (unit commanders or designated representatives, dormitory man-
agers, lodging managers, housing flight chief, and housing residents, where appropriate) establish an
account with FMO. FMO maintains a master AF Form 228, which reflects all furnishings issued to each
customer. Customers sign AF Form 228 at FMO for total items used by their unit or quarters. Units and
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CDMO establish internal control measures to make sure individuals sign AF Form 228 for room furnish-
ings (does not apply to lodging). They also appoint representatives from their units to act as points of con-
tact with FMO. 


4.4.1.  Furnishings in jointly occupied UH using the unit dormitory management concept must be
accounted for by the unit that manages the facility which is normally the largest assigned unit. Where
CDMO is used, that office will sign for furnishings. Individual occupants, other than lodging guests,
sign the AF Form 228 acknowledging the quantity and condition of furnishings. 


4.4.2.  Turn-ins. Individual room occupants turn in items as required to designated representatives.
FMO accepts turn-ins from the custodian only. Do not use unit UH sleeping rooms and storage rooms
to store quarters furnishings. 


4.5.  Excess Furnishings . See paragraph 8.4.9. FMO will document any transfers on DD Form 1149,
Requisition and Invoice/Shipping Document, or DD Form 1348-1, Issue Release/Receipt Document.
Bases may report excess furnishings to MAJCOM via electronic means or by memorandum. MAJCOM
may facilitate transfers of property between bases to meet furnishings needs. The transportation costs
related to the transfer of excess property is the responsibility of the gaining installation. 


4.6.  Inventory/Assessment . An inventory and assessment of the condition of all furnishings and appli-
ances other than in FH is required at least annually. Inventory and assessments are accomplished by the
responsible customer and findings forwarded to the FMO. FH inventories and condition assessments are
accomplished upon change of occupancy. The FMO inventories and assesses warehouse assets and appli-
ances in repair. Results of all inventory and assessment finding must be forwarded from FMO to the hous-
ing flight chief. 


4.6.1.  FMO will perform a physical count of warehouse assets and items in repair. Sensitive or pilfer-
able items (televisions, VCRs, microwave ovens) will be inventoried semiannually. Records on items
in maintenance (contract or in-house) or pending transfer to DRMO will be reconciled at the time of
the inventory of serviceable assets. 


4.6.2.  FMO will conduct a review of at least 10 percent of jacket files for all GOQ and FH accounts
annually. This reconciliation will consist of comparing the AF Form 228 of assets issued against man-
ual or computer records of the transaction. A record of the reconciliation will be kept in the jacket file. 


4.6.3.  Customers (unit commanders, dormitory managers, lodging managers, and housing flight
chief, for UOQ/UNCOQ facilities) annually (each base should establish a specific month) inventory
and assess the condition of appropriated fund furnishings in their respective facilities to ensure they
match the quantity originally received from FMO. The customer will conduct a physical inventory of
furnishings. The assessment consists of a visual inspection of the issued assets made at the time of
inventory. Findings of the inventory and assessment will be reported to FMO. 


4.6.3.1.  Document the assessment on a unit master AF Form 228, sending one copy to the FMO
and keeping one at the unit or in lodging. 


4.6.3.2.  Units report APF furnishings and appliances identified as damaged, lost, or destroyed
through suspected occupant abuse or neglect to the FMO. 
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4.7.  Account Adjustment . Correct discrepancies to customer accounts as they are discovered and adjust
the master AF Form 228 for that unit as required until the next annual assessment. The FMO will ensure
the appropriate action is taken. 


4.8.  Review . The housing flight chief annually reviews assessments and supporting documentation and
certifies this review in writing. The services military support flight chief accomplishes these tasks for
lodging and sends a results/findings to the housing flight chief certifying accomplishment. 
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Chapter 5 


OVERSEAS OPERATIONS 


5.1.  Requirements . Overseas furnishings operations differ from continental United States (CONUS)
operations in that greater inventories, staff, and resources to support on-base and off-base customers in
full and limited JFTR conditions are needed. 


5.1.1.  Installation Furnishings and Appliances. The installation furnishings program is an important
part of the sponsorship program. Advertise and promote the local furnishings program in base spon-
sorship and welcome package information; people use this information to make decisions about per-
sonal household goods shipments before they depart for an overseas area. 


5.1.2.  Definition. The Air Force authorizes overseas furnishings and appliances support to: 


5.1.2.1.  Personnel assigned to government-controlled housing. 


5.1.2.2.  Personnel who qualify for government housing but elect to live off base and receive a
housing allowance (basic allowance for quarters [BAQ] or living quarters allowance [LQA]).
Government civilian employees must be entitled to LQA to receive government provided furnish-
ings/appliance support. 


5.1.2.3.  Foreign military members or personnel authorized assistance by host tenant support. 


5.1.3.  Contractor and technical representative personnel are not authorized FMO support. 


5.2.  Customer Support . Designate a customer service function within each FMO. This function pro-
vides authorized personnel with furnishings entitlements and support. 


5.2.1.  Provide a local procedure information brochure to customers. 


5.2.2.  Schedule pickup and delivery service. Customers who miss appointments for pickup and or
delivery without prior approval will be rescheduled at the convenience of the FMO. Include this pol-
icy in the FMO brochure. 


5.2.3.  Follow procedures for customer property receipt. An authorized member or spouse will sign
the AF Form 228 to receive furnishings. A member may, in extraordinary circumstances, give power
of attorney to another person to perform all furnishings transactions (for example, if a member must
depart early from the overseas area). 


5.2.4.  Coordinate appliance connection and disconnection service (hookup of stoves, dryers) with
civil engineering if required. 


5.2.5.  Make sure that employees who have contact with customers adequately speak and write
English. 


5.2.6.  Issue replacements only when a furnishings inspector deems it necessary. Do not exchange
items to satisfy a member’s personal preference at government expense. 


5.2.7.  Keep a back-order list for items that are not available. Keep this list by item and date of request,
so that the oldest back-order request may be satisfied first when items come in. Give initial-issue
shortages priority over replacement shortages. Remove customers who no longer require requested
items from the back-order list or who refuse to accept a serviceable, used item. 
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5.2.8.  To minimize transportation expenses and unnecessary wear on furnishings, leave assets in
quarters and make account transfers between authorized customers when possible. Account for fur-
nishings at all times. The new and former customers jointly inventory assets, and the new customer
signs the AF Form 228 after any discrepancies are corrected. 


5.2.9.  Customers should make every attempt to identify their furnishings requirements to FMO as
soon as possible after arriving (ideally within 60 days). Limit subsequent requests for additional fur-
nishings to extenuating circumstances, such as changed quarters or an increase in family size. 


5.2.10.  Do not transport government-issued items solely for a customer’s personal convenience. Pro-
vide transportation only for government-directed moves or for extenuating circumstances such as
medical condemnation of quarters for health or sanitation problems. 


5.2.11.  FMO and the transportation management office (TMO) work together to coordinate delivery
and pickup of government and personal household goods. Maintain a back-order list for appliances
that are not available. To minimize transportation expenses and unnecessary wear on appliances, leave
assets in quarters and make account transfers between authorized customers when possible. Account
for appliances at all times. The new and former customers jointly inventory assets, and the new cus-
tomer signs the AF Form 228 after discrepancies are corrected. Customers should make every attempt
to identify their appliances requirements to FMO as soon as possible after arrival (ideally within 60
days). 


5.3.  Furnishings Support . Set up basic furnishings support programs overseas to minimize government
temporary lodging allowance (TLA) expenses and to alleviate personal inconvenience or hardships to
customers. These hardships normally result from overseas construction practices and electrical services
that cause members to purchase items they do not need in CONUS housing. 


5.3.1.  Give customers basic support items (excludes loaner kits) for the duration of the tour, regard-
less of their JFTR entitlement. Basic support items may include (but are not limited to) appliances,
wardrobes, electrical transformers, and kitchen cabinets. Appliances are normally provided due to
weight limitations and the utility differences from those used in CONUS. The list of appliances autho-
rized includes ranges, microwave ovens, refrigerators, clothes washers and dryers, and portable dish-
washers. The size of the refrigerator issued will be determined by facility constraints and or family
size as determined by the local BCE. Items normally are issued only when not provided by the land-
lord. 


5.3.2.  For full JFTR, limit furnishings support to items in the furnishings allowance preface. In gen-
eral, do not allow customers to keep loaner kits for more than 90 days. Installation commanders may
authorize exceptions when circumstances warrant (for example, when the customer experiences hard-
ships, natural disasters, or other unforeseen difficulties). Document exceptions in the customer jacket
file. 


5.3.3.  For limited JFTR, limit furnishings support to items in the furnishings allowance preface. Issue
furnishings for the duration of the tour. Authorize additional weight for customers to ship personal
household goods when government items are not available. 


5.3.4.  Include FMO on the military personnel flight (MPF) out-processing checklist. 
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5.4.  Overseas Furnishings and Quarters Availability Report, RCS: HAF-ILE(SA) 7803 .  Housing
flight chiefs at overseas locations must submit this report to their MAJCOM by 1 January and 1 July each
year. See Attachment 3 for specific reporting requirements. This report: 


5.4.1.  Projects government quarters and furniture availability over a six-month period for unaccom-
panied members. 


5.4.2.  Identifies excess weight entitlements for both unaccompanied and accompanied members at
restricted JFTR locations when government furniture is not available. 
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Chapter 6 


APPLIANCE MANAGEMENT 


6.1.  Definition . Appliances are defined as domestic refrigerators, stoves, clothes dryers, clothes wash-
ers, freezers, portable dishwashers, microwave ovens, and ice machines. Government-owned appliances
provided in UH and lodging are non-EAID and the unit commander or designated representative, dormi-
tory manager, housing flight chief, or lodging manager accounts for them. 


6.2.  Appliance Authorizations . Assign appliance quantity allowances in accordance with the furnish-
ings allowance. The FMO provides initial issue and replacement, of appliances for UH and lodging (AFI
65-106, Chapter 6). Provide at least one washer per 12 individuals and one dryer for 8 individuals
assigned to UH and lodging; this ratio can be adjusted to accommodate installation needs (for example,
providing more dryers than washers). The standard for Temporary Lodging Facilities (TLF) is 1 Set
(washer & dryer) per each TLF unit (new construction). 


6.3.  Unaccompanied Housing (UH) and Lodging Appliances . The size and type of appliance needed
for UH and transient lodging will be the size and type of appliance "as required," depending on the room
and facility configuration (Chapter 8). 


6.3.1.  Provide commercial-size washers and dryers in government-owned or -leased UH and in lodg-
ing quarters at no cost to occupants. The appliance may be contractor-owned, -leased, or govern-
ment-owned. 


6.3.2.  Do not provide government purchased/owned ice machine, washers and dryers vice leased
items unless such provision clearly serves the best interest of the government. In CONUS, obtain
MAJCOM Civil Engineer approval prior to purchasing washers and dryers for use in UH and lodging. 


6.3.3.  Conduct a comparative cost analysis before procuring government-owned equipment for either
initial installation or replacement purposes. 


6.4.  Management. Management of government-owned appliances in dormitories and lodging is the
responsibility of the housing flight. Management is defined as budgeting for new and replacement appli-
ances and accountability for those items currently in use. 


6.5.  Appliance Maintenance:  


6.5.1.  In CONUS, the operations flight is responsible for contract maintenance of appliances in FH,
dormitories and lodging unless good business practices determine the responsibility should be else-
where. The BCE must try to competitively source the appliance M&R program. This may be accom-
plished by separate contract, incorporating into an existing furnishings management contract, or as an
addendum to the housing maintenance contract. When using this method, the base must provide sepa-
rate contract line item numbers (CLINs) for O&M (3400) and MFH (721XX) funds to capture appro-
priate costs. Appliances in FH in CONUS are RPIE. The HQ AFCESA Web site 
(http://www.afcesa.af.mil) has statement of work (SOW) templates and marketing analyses for out-
sourcing of appliance management and maintenance. 


6.5.2.  The operations flight is responsible for providing the QAE and technical assistance. Overseas,
the operations flight is responsible for the maintenance, repair, and replacement of FH, dormitory and
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lodging appliances. Installations with contract housing maintenance may include the maintenance,
repair, and replacement of dormitory and lodging appliances in the housing maintenance contract.
When this occurs, a separate fund cite, using base O&M (3400) funds, must be used (housing funds
cannot be used for this purpose). When dormitory and lodging appliances are included in the housing
maintenance contract, the housing flight will be responsible for QAE duties. When you use this
option, develop local procedures to control appliance management while they are within the contrac-
tor’s control. 


6.6.  Compatibility . For new dormitory construction and or major renovation, the FMO coordinates with
the customer (unit that will occupy the facility) and CE to make sure that the requested appliances are
compatible with the utility connection (gas or electric) and space available in the quarters. 
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Chapter 7 


QUARTERS IMPROVEMENT COMMITTEE (QIC)/QUARTERS IMPROVEMENT PLAN 
(QIP) 


7.1.  Philosophy . The QIC is the key element at each base to ensure furnishings are replaced on a system-
atic basis and an ongoing plan to upgrade and maintain the facilities used as UH. 


7.2.  Quarters Improvement Committee (QIC) . The FMO is responsible for all actions associated with
assembling data for and managing the QIC meetings (paragraphs A3.4. and A3.6.) and maintaining and
updating the QIP. The FMO is responsible for acting as recorder and prepares and distributes minutes of
QIC meetings. Attachment 3 is a sample guide for establishing and conducting a QIC meeting. 


7.3.  Quarters Improvement Plan (QIP). The QIP implements the decision of the QIC. Attachment 4
is a sample guide for preparing and maintaining a QIP. 
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Chapter 8 


FURNISHINGS ALLOWANCE STANDARDS 


8.1.  Philosophy. The Air Force Equipment Management System (AFEMS) has changed dramatically the
way furnishings allowances are maintained. Allowances for all quarters furnishings must be controlled.
Next to accountability, establishing a standard for maintaining furnishings allowances is imperative. That
is the purpose of this chapter. 


8.2.  Policy. DoD 4165.63-M states that government-owned furnishings will not be provided in CONUS
except for a few specific authorizations. The authorizations applicable to this instruction are not for the
quarters occupied by personnel assigned to SCPs as specified in DoD Directive 1100.12, Authority for
Establishing Special Command Positions, September 3, 1991, and AFI 32-6003, and quarters occupied by
foreign exchange officers. 


8.3.  Types of Allowances . With all furnishings allowance standards, there is general information appli-
cable to all, while there is specific guidance unique to each. General information is provided in paragraph
8.4. Guidance unique to a specific allowance standard is provided in subsequent paragraphs. The allow-
ance standards in this chapter supersede those under Allowance Standards 106 and 414, which are being
deleted from AFEMS. The categories of quarters furnishings allowance standards covering different types
of facilities or applications are: 


8.3.1.  Unaccompanied housing (UH) allowance standards. 


8.3.1.1.  Furnishings for enlisted dormitories. 


8.3.1.2.  Furnishings for UNCOQ. 


8.3.1.3.  Furnishings for UOQ. 


8.3.2.  Overseas housing allowance standards. 


8.3.2.1.  Furnishings for housekeeping quarters in overseas areas with JFTR weight limitations. 


8.3.2.2.  Furnishings for loaner kits for housekeeping quarters in overseas areas with full JFTR
weight allowances. 


8.3.2.3.  Furnishings for housekeeping quarters in overseas areas for unaccompanied military and
authorized civilian personnel required to reside off-base. 


8.3.3.  Special allowance standards. 


8.3.3.1.  Furnishings for ALS dormitories. 


8.3.3.2.  Furnishings for intercontinental ballistic missile (ICBM) launch control facility (LCF)
sleeping and entertainment areas. 


8.3.3.3.  Furnishings for quarters of allied exchange officers. 


8.3.3.4.  Furnishings for fire department sleeping and entertainment areas. 


8.3.3.5.  Furnishings for lodging facilities. 


8.3.3.6.  General officer and installation commander quarters. NOTE: These allowances are con-
tained in AFI 32-6003. 
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8.3.3.7.  Furnishings for quarters of incumbents of SCPs. 


8.3.4.  Changes to Allowance Standards. HQ USAF/ILE is the approval authority for changes to and
deviations from allowance standards other than lodging. HQ USAF/ILV is the approval authority for
deviations from allowance standards for lodging. Requests for changes and items not listed will be in
writing and processed by the installation FMO through the MAJCOM/CE to HQ USAF/ILEHO.
Requests should cite the particular circumstances involved and be fully justified. The estimated cost
will be provided. When they will add clarity and provide a better understanding of the request, photo-
graphs, sketches, drawings, or floor plans should be included. 


8.3.5.  Accountability. All furnishings will be accounted for in accordance with Chapter 4 of this
instruction. All recipients of government furnishings will sign for those on AF Form 228 or other
automated form. Also, items exceeding a unit price of $2,500.00 may require the FMO to establish
equipment accounts with the installation base supply. Further guidance can be found in AFI 23-111,
Management of Government Property in Possession of the Air Force. 


8.4.  General Allowance Information. The information in this paragraph applies to all allowance stan-
dards in this chapter. 


8.4.1.  Appliances. All requests for major appliances (washers, dryers, refrigerators, freezers, ranges,
dishwashers, and ovens) will be coordinated with the installation civil engineer operations and or
engineering flights to assure proper and adequate electrical and gas service or fuel availability. All
appliances authorized in this chapter will be repaired by contract if in CONUS, or by the installation
CE if overseas, in accordance with AFI 32-1001, Operations Management. It is recommended, as a
minimum, refrigerators in FH should be at least 0.5947 cubic meter (21 cubic feet) in size and an ice-
maker should be provided. The size of refrigerators in UH will be as locally determined. This applies
to all new construction, modernization, and replacement projects. Existing refrigerators will not be
replaced with larger sizes if facility modifications are required to accommodate the larger size refrig-
erator. Freezers may be authorized for personnel living more than 100 miles from a commissary in
CONUS, and 50 miles overseas. Government-owned washers and dryers are not authorized in
CONUS family housing quarters except in Special Command Positions (see AFI 32-6003).
Self-cleaning ovens are authorized. Replacement of existing units, including back-up stocks, should
be through attrition. See paragraph 2.7.1. for funding guidance. 


8.4.2.  Carpet. Wall-to-wall carpeting is not considered a furnishings item but rather an integral part of
the quarters. For policy on carpets in GOQs, see AFI 32-6003. Carpeting in high traffic areas of lodg-
ing and unaccompanied housing may be replaced more frequently than seven years as determined by
the lodging manager and approved by the services commander/director for lodging and by the housing
manager or Housing Flight Chief and base civil engineer for UH. 


8.4.3.  Window Treatments. Window treatments in UH are furnishings items and specifically defined
as drapes, curtains, or sheers. Draperies will normally not be replaced at intervals of less than seven
years. They will be replaced only when no longer serviceable and not solely due to age. MAJCOM
commander may approve exceptions to the seven-year minimum life-cycle drapery replacement pol-
icy. NOTE: Blinds, shades, and shutters are not considered furnishings items but rather an integral
part of the facility. They will be accounted for under the M&R account. Vertical blinds and drapery are
the standard window treatment in lodging; horizontal blinds are not used. 
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8.4.4.  Fireplace Accessories. A fireplace tool set is authorized for each functional open-type built-in
wood-burning fireplace in government-owned or -leased FH, distinguished visitor (DV) lodging
accommodations, and UH when used by the occupant for open fires. These items are not authorized
for decorative purposes only and will not be issued for gas fireplaces with artificial logs. 


8.4.5.  Furniture. The installation focal point for quarters furniture purchase, repair, cleaning, refinish-
ing, and reupholstery is the FMO within the installation CE unit. New furniture can be provided from
base furnishings stocks and GSA contract or local purchase sources. Repair and maintenance may be
performed in-house or through local service contracts. 


8.4.6.  Audio and Video Equipment. Strict adherence to DoD Directive 5535.4, Copyrighted Sound
and Video Recordings, August 31, 1984, is mandatory. 


8.4.6.1.  Audio and video duplicating and playback equipment is not authorized for reproduction
of copyrighted sound or video recordings unless a copyright license for such reproduction is
obtained. 


8.4.6.2.  Public performances of copyrighted sound or video recordings with permission or
licenses from copyright owners are not authorized unless a performance is in an isolated area or
for a deployed unit where English language programming is limited or nonexistent. 


8.4.6.2.1.  A public performance is “one transmitted to or performed at a place open to the
public or at a place where a substantial number of persons outside a normal family circle and
its social acquaintances are gathered.” A performance in a residential facility (an airman’s dor-
mitory room) or a physical extension thereof (a dormitory day room) is not a public perfor-
mance. 


8.4.6.2.2.  An isolated area is defined as an area or location that is manned on a short or unac-
companied tour basis, or an area which, because of language, geographic, and/or climatic con-
ditions, normal access to public performances or civilian community sources is unavailable. 


8.4.6.2.3.  A deployed unit is defined as a DoD unit deployed from its normal home installa-
tion. 


8.4.6.2.4.  The isolated area or deployed unit commander is responsible for maintaining a log
to verify that each copyrighted sound or video recording is erased after a maximum of 60 days. 


8.4.7.  Funding. Family housing (FH) funds, program element P721, will be used to procure FH fur-
nishings. O&M funds, program element 3400, will be used to procure UH furnishings, including fur-
nishings for unaccompanied personnel and authorized civilians stationed overseas and required to
reside off-base. Lodging funding guidelines are outlined in AFI 65-106. 


8.4.8.  Procurement of Furnishings. The installation commander will ensure that all furnishings are
procured in accordance with the Defense Federal Acquisition Regulation. While use of GSA Federal
Supply Schedules are not mandatory, their use is highly recommended since the procurement process
may be expedited. 


8.4.9.  Use of Excess Furnishings. Transfers of excess furnishings will be made to the maximum
extent possible between family and unaccompanied housing furnishings accounts. Excess furnishings
may also be transferred to other DoD components. The first priority should be transfers within the
same funds appropriation (e.g., FH or O&M), followed by transfers between appropriations accounts
(e.g., FH to UH or vice versa), then to other DoD components. Prior to transfer to DRMO or release
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to another DoD component, all excesses must be reported to the MAJCOM in accordance with Chap-
ter 4. These transactions are not reimbursable and are subject to all costs associated with transfer.
Excess furnishings can not and will not be transferred directly to activities not authorized DRMO sup-
port (i.e., Airman’s Attic, Thrift Shop, Family Support Centers). Lodging general managers will com-
ply with AFI 34-204, Services Logistics Support Program. 


8.4.10.  Game Equipment. Government-owned game equipment provided in UH will be at no cost to
the residents. Coin-operated equipment provided by the Army Air Force Exchange Service (AAFES)
or private contractor is not authorized unless a benefit to the residents is clearly demonstrated and
approved in writing by the installation commander. 


8.4.11.  Bed Linen. Bed linen is defined as sheets (fitted and flat), blankets, pillows, pillowcases, and
mattress pads, and is authorized for UH. These are considered unit items. The using unit is responsible
for the initial procurement and replacement. 


8.4.12.  Utilities. Any item listed herein that requires electricity, gas, or other type utility or fuel for its
operation is not authorized unless the type of utility or fuel is available and certified by the BCE. 


8.4.13.  Use and Storage of Government Furnishings. No personal items will be stored in the FMO
warehouse. Personal items for unaccompanied personnel that were shipped at government expense
that will not fit in the dormitory room or secured dormitory storage area may be stored at government
expense. For storage of personal items for Priority 1, 2, and 3 occupants at government expense see
AFI 32-6005, Unaccompanied Housing Management. Visit the Housing Office for orders. In CONUS
FH, a range and refrigerator will be provided and accounted for as real property installed equipment
(RPIE). These can be replaced with personally owned equipment if the installation commander has
not established a local policy prohibiting such replacement. 


8.5.  Unaccompanied Housing Allowances. The allowances for enlisted dormitories, UNCOQ, and
UOQ, as defined on real property records, are provided in Attachment 6. 


8.5.1.  Washers and Dryers. Washers and dryers in government-owned or leased unaccompanied quar-
ters will be provided at no cost to the individual occupant. These may be contractor-owned or leased
or government-owned. However, government-owned washers and dryers will be provided in these
quarters unless it is clearly demonstrated in each instance to be in the best interest of the government.
Instances may occur where contractual services are not available or these services are not as econom-
ical as providing government equipment. Procurement of government-owned washers and dryers for
either initial installation or replacement purposes is not permitted unless a comparative cost analysis
is accomplished. Once the analysis is completed, the BCE will determine the most economical means
of providing support and obtain installation commander approval. The cost analysis will not be lim-
ited to a few appliances but will compare the relative advantages of operating a complete facility with
contractor-owned or -leased equipment versus government-owned equipment. Space permitting, as a
minimum one washer will be provided for every 12 occupants or fraction thereof and one dryer per 8
occupants. Where military family units have been approved and converted to unaccompanied person-
nel quarters, washers and dryers will be provided as required. NOTE: Government-owned equipment
presently installed may be used until no longer economically feasible. 


8.6.  Overseas Housing Allowances. The allowances for housekeeping quarters in areas with JFTR
weight limitations, loaner kits, and housekeeping quarters for unaccompanied military and authorized
civilian personnel required to reside off-base are provided in Attachment 7. 
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8.6.1.  Loaner Kits. Military and civilian personnel are authorized loaner kits of housekeeping furnish-
ings for temporary use. These items are required to equip quarters with only essential items on a loan
basis in lieu of providing TLA. Loaner kits are for use when personnel are awaiting their personally
owned furniture in full JFTR weight allowance areas or when departing personnel desire to ship their
personally owned furniture prior to departure in order to meet a preferred arrival date at the next duty
station. The length of time for which a loaner kit may be issued will be determined locally unless oth-
erwise set by the MAJCOM. 


8.6.2.  Support Authorization for Unaccompanied Military or Civilian Personnel Assigned in a JFTR
Weight-Limited Area. Unaccompanied military or civilian personnel assigned in a JFTR weight-lim-
ited area overseas may be authorized government-owned furnishings. The installation commander or
designee must determine that adequate government-owned quarters are not available on base and the
individual is authorized to reside off base. This policy is applicable to personnel of all grades when
authorized to reside off base. Furnishings will not be issued to any military member in the grades of
E-4 or below who choose to reside off base for personal reasons or convenience. 


8.6.3.  Items Issued for the Duration of Tour. This authorization applies to personnel authorized to
reside off base in private rental or government-leased quarters. The items listed may be retained for
the duration of the sponsor’s tour of duty in lieu of being issued as part of a loaner kit, provided they
are not furnished by the landlord in private rental quarters or by the government in leased quarters. 


8.6.3.1.  Appliances. Appliances are normally provided due to the utility differences from that of
CONUS. The list of appliances authorized include ranges, microwave ovens, refrigerators, clothes
washers and dryers, and portable dishwashers. The size of the refrigerator issued will be deter-
mined by facility constraints and or family size as determined by BCE. 


8.6.3.2.  Storage Units. Due to the varied construction practices for private rental quarters, ward-
robes, kitchen cabinets, and storage units are authorized when they are not built in or provided by
the landlord. 


8.6.3.3.  Area Rugs and Pad. Area rugs and pads are authorized if wall-to-wall carpeting is not
installed in the quarters. 


8.6.3.4.  Miscellaneous Items. Electrical transformers, space heaters, smoke detectors, carbon
monoxide detectors, and fire extinguishers are authorized when approved by MAJCOM. Electri-
cal transformers may be issued due to differences in local electrical currents. Space heaters may be
issued to supplement the primary heating source of the quarters when it is determined to be inade-
quate. Smoke detectors, carbon monoxide detectors, and fire extinguishers may be issued for the
personal safety of any member residing off base. All items may be issued only when not provided
by the landlord. 


8.6.3.5.  Backup Stocks. Overseas FMOs will establish a backup stock of FH and unaccompanied
personnel on- and off-base housing furnishings. 


8.7.  Special Allowances. The facilities listed in this paragraph are supported by and will receive furnish-
ings from the furnishings management element of the civil engineer housing flight. 


8.7.1.  Airman Leadership School (ALS) Dormitories. Installations with in-residence ALS programs
and student dormitories are authorized to use the dormitories section of Attachment 6. 
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8.7.2.  ICBM LCF Sleeping and Entertainment Areas. See AS 462, Furnishings for Alert Facilities,
Pilot Lounges, Strategic Missile Lounges, and Visitation Centers, Parts C and D. 


8.7.3.  Quarters of Allied Exchange Officers. Installations housing allied exchange officers in FH are
authorized to use Attachment 7. This applies also to CONUS FH supporting foreign nation allied
exchange officers. Furnishings may be provided from available assets in the FMO warehouse. 


8.7.4.  Fire Department Sleeping and Entertainment Areas. See AS 490, Civil Engineering Fire Pro-
tection Support and Aircraft Rescue Equipment, Part C. 


8.7.5.  Lodging Facilities. The standards in Attachment 3 of AFI 34-246, Air Force Lodging Pro-
gram, will be used as the furnishing allowance for lodging facilities. Only furnishing items such as
case goods (beds, chests, dressers), seating, appliances, and lighting will be procured by the FMO.
The procurement of amenities is the responsibility of lodging. 


8.7.6.  Supplemental furnishings for general officer quarters. 
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Chapter 9 


FORMS 


9.1.  Forms Prescribed:  


AF Form 228, Furnishings Custody Receipt and Condition Report 


AF Form 4302, Appliance Warranty 


9.2.  Forms Adopted:  


AF Form 9, Request for Purchase 


AF Form 227, Quarters Condition Inspection Report 


AF Form 2005, Issue/Turn-In Request 


DD Form 1149, Requisition And Invoice/Shipping Document 


DD Form 1348-1, Issue Release/Receipt Document 


DD Form 1348-6, Single Line Item Requisition System Document 


MICHAEL E. ZETTLER,   Lt. General, USAF 
DCS/Installations & Logistics 
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Attachment 1 


GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 


References 


Title 10, United States Code, Section 2775 


Title 18, United States Code, Sections 4121-4128 


DoD Directive 1100.12, Authority for Establishing Special Command Positions, September 3, 1991 


DoD Directive 5535.4, Copyrighted Sound and Video Recordings, August 31, 1984 


DoD Instruction 1015.12, Lodging Program Resource Management, October 30, 1996 


DoD 4145.19-R-I, Storage and Warehousing Facilities and Services, June 1978 


DoD 4165.63-M, DoD Housing Management, September 1993 


DoD 7200.11, Liability for Government Property Lost, Damaged or Destroyed. 


Federal Acquisition Regulation, Subpart 8.602, current edition 


AFI 23-101, Centrally Managed Equipment 


AFI 23-111, Management of Government Property in Possession of the Air Force 


AFI 32-1001, Operations Management 


AFI 32-6003, General Officer Quarters 


AFI 32-6005, Unaccompanied Housing Management 


AFI 34-209, Nonappropriated Fund Financial Management and Accounting 


AFI 34-246, Air Force Lodging Program 


AFI 34-204, Services Logistics Support Program 


AFI 65-106, Appropriated Fund Support of Morale, Welfare, and Recreation and Nonappropriated Fund
Instrumentalities 


AFMAN 23-220, Reports of Survey for Air Force Property 


AFMAN 34-214, Procedures for Nonappropriated Funds Financial Management and Accounting 


AFPAM 63-503, Quality Assurance of Training Systems Contracts 


AS 462, Furnishings for Alert Facilities, Pilot Lounges, Strategic Missile Lounges, and Visitation Cen-
ters, Parts C and D 


AS 490, Civil Engineering Fire Protection Support and Aircraft Rescue Equipment, Part C 


RCS: HAF-ILE (SA)7803, Overseas Furnishings and Quarters Availability Report 


Additional References 


AFI 32-6001, Family Housing Management 


AFPAM 63-503, Quality Assurance of Training Systems Contracts 
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AF Supplement to DoD Regulation 5400.7, Air Force Freedom of Information Act Program 


Abbreviations and Acronyms 


AAFES—Army Air Force Exchange Service 


AFEMS—Air Force Equipment Management System 


ALS—Airman Leadership School 


APF—Appropriated funds 


AS—Allowance standard 


BAQ—Basic allowance for quarters 


BCE—Base civil engineer 


BOS—Base operating support 


CA/CRL—Custodian authorization/Custody receipt listing 


CDMO—Consolidated Dormitory Management Office 


CLIN—Contract line item number 


CONUS—Continental United States 


DRMO—Defense Reutilization and Marketing Office 


DV—Distinguished visitor 


EAID—Equipment authorization inventory data 


EDD—Estimated delivery date 


FH—Family housing 


FIN—Finance 


FMO—Furnishings Management Office 


FOIA/PA—Freedom of Information Act/Privacy Act 


FY—Fiscal year 


GOQ—General officer quarters 


GSA—General Services Administration 


ICBM—Intercontinental ballistic missile 


IMPAC—International Merchant Purchase Authority Card 


JFTR—Joint Federal Travel Regulations 


LCF—Launch control facility 


LQA—Living quarters allowance 


M&R—Maintenance and repair 


MAJCOM—Major command 
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MFH—Military family housing 


MILCON—Military construction 


MPF—Military Personnel Flight 


NAF—Nonappropriated funds 


NSN—National stock number 


O&M—Operations and maintenance 


OPR—Office of primary responsibility 


OSD—Office of the Secretary of Defense 


PM—Preventive maintenance 


QAE—Quality Assurance Evaluator 


QIC—Quarters Improvement Committee 


QIP—Quarters Improvement Plan 


RPIE—Real property installed equipment 


RPS—Real property services 


SCP—Special command position 


SOW—Statement of work 


TA—Table of Allowances 


TDY—Temporary duty 


TLA—Temporary lodging allowance 


TLF—Temporary Living Facility 


TMO—Transportation management office 


UH—Unaccompanied housing 


UNCOQ—Unaccompanied noncomissioned officer quarters 


UOQ—Unaccompanied Officer Quarters 


VAQ—Visiting Airmen’s Quarters 


VOQ—Visiting officer quarters 


VQ—Visiting quarters 


Terms 


Assessment—Determining condition of furnishings. 


Backup Stock—Furnishings stored in the FMO warehouse to replace items being repaired or that are
condemned. 
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Contingency Lodging —This type of lodging usually exists under two scenarios: 


- At main operating bases, aerial en-route ports or fixed locations where contingency lodging normally
consists of pickled, vacant or inactive quarters or community facilities (such as fitness centers, commu-
nity centers, unused hangars, etc.). These facilities are temporarily opened to accommodate large influxes
of en-route TDY personnel who cannot be housed in regular base lodging accommodations. 


- At forward operating locations or deployed sites (such as SW Asia, Bosnia) where Prime RIBS person-
nel operate either "tent city" or leased facilities that are considered to be under "field conditions". Nor-
mally field conditions call for cots and sleeping bags; however, if an installation commander desires to
enhance living conditions for deployed extended TDY personnel by providing furnishings such as beds,
wardrobes, etc. use the procedures listed above for fixed locations. When rotations of personnel start (e.g.
AEF personnel), and there is no end in sight to the deployment, then commanders should consider con-
verting contingency lodging to contingency dormitories which are managed/operated by units in conjunc-
tion with civil engineering similar to permanent dormitories at permanent installations. 


Equipment Authorization Inventory Data (EAID)—Items listed on a CA/CRL. 


Excess Furnishings—Furnishings excess to installation requirements. 


Furnishings —Furniture, equipment and amenities (such as drapes and bedspreads) authorized in
allowance standards. 


Full JFTR —Member receives total household shipping weight entitlement. 


Initial Issue —First issue or new requirement. 


Jacket File —Customer file or folder containing authorization documents, personnel, and unit data, and
accountability receipts. 


Limited JFTR —Entitlement to partial (usually 25 percent) household shipping weight. Also referred to
as "restricted" JFTR. 


Loaner Kit —A set of temporary furnishings provided to members awaiting arrival of personally owned
household goods (overseas only). 


Lodging —VOQ, VQ, VAQ, and TLF. 


MILCON—Funds appropriated by Congress for new construction or major renovations. 


NF1—Furnishings items not listed on a CA/CRL. 


NF3—Furnishings accountable to base supply and listed on a CA/CRL. 


P721—Operational funds for family housing. 


P722—Maintenance funds for family housing. 


Real Property Installed Equipment (RPIE)—Government owned appliances installed in Family
Housing and are accounted for on the BCE real property records. 


Replacement Issue —Replacement of existing or previously issued items. 


Unaccompanied Housing—UOQ, UNCOQ, and dormitories. 
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Attachment 2 


OVERSEAS FURNISHINGS AND QUARTERS AVAILABILITY REPORT 


(RCS: HAF-ILE [SA]7803) 


A2.1.  Description. This report: 


A2.1.1.  Identifies each overseas base that provides government quarters and furnishings for unac-
companied personnel, regardless of full or restricted JFTR status. 


A2.1.2.  Identifies furniture shortages at limited JFTR overseas locations for both accompanied and
unaccompanied members. 


A2.2.  Submission Requirements. Accomplish this report on all overseas installations. MAJCOM/
Housing Staff submits this report to MAJCOM/DPX by 1 January and 1 July each year. MAJCOM/DPX
compiles the data for final submission to HQ AFMPC/DPMYCOZ. HQ AFMPC/DPMYCOZ includes
the information in the Automated Personnel Data System. 


A2.2.1.  Send changes to the report as soon as they occur to MAJCOM/DPX, who will forward it to
HQ AFMPC. 


A2.2.2.  Provide informational copies of all reports to HQ USAF/ILEH. 


A2.3.  Preparation. Prepare the report as follows: 


A2.3.1.  Use a six-month projected availability for data in this report. 


A2.3.2.  Compile report information according to the format in Table A2.1. and use Table A2.2. for
furnishing weights. 
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Table A2.1.  Format for Overseas Furnishings and Quarters Availability Report. 


Table A2.2.  Standard Furnishings Weights. 


BASE/COUNTRY/COMMAND 


Unaccompanied Accompanied* 


E1-4 E5-6 E7-9 Officer E1-4 E5-6 E7-9 Officer Remarks 


1.  Government Quarters 
Available?
(Yes/No) 


    a.  Current 


    b.  180 days 


2.  Full JFTR?
(Yes/No) 


3.  Restricted JFTR?
(Yes/No) 


    a.  Full Government 
Furnishings Available 
Now?  (Yes/No) 


    b.  Total Pounds of 
Government Furniture 
Not Available
(indicate nomencla-ture 
in "Remarks";
see the following chart 
for standard weights) 


       (1)  Current 


       (2)  180 days 


*Applies to availability of furniture for members serving the accompanied tour at all restricted 
JFTR locations. 


REFERENCE
NUMBER NOMENCLATURE 


UNIT
WEIGHT 


Living Room 


1 Light, floor 25 


2 Light, desk 15 


3 Lamp, table 15 


4 Table, occasional 30 


5 Table, coffee 60 


6 Desk 180 


7 Bookcase 60 







40 AFI32-6004   18 APRIL 2002


8 Desk 180 


9 Chair, occasional 55 


10 Chair, easy 100 


11 Settee 200 


12 Chair, desk, without arms 40 


13 Carpet ,12’ x 15’ 90 


14 Pad, carpet, 12’x 15’ 50 


15 Draperies 20 


16 Fireplace set 35 


Dining Room 


17 Chair, dining, straight, without arms 40 


18 Cart, tea server 105 


19 Table, dining 150 


20 Cabinet, china 140 


21 Buffet 170 


22 Chair, dining, with arms 45 


23 Carpet, 9’ x 12’ 80 


24 Pad, carpet, 9’ x 12’ 40 


25 Draperies 20 


Kitchen 


26 Refrigerator 240 


27 Table, kitchen 70 


28 Chair, straight, with arms 45 


29 Stool, step 21 


30 Cabinet, storage, kitchen 70 


31 Counter, cabinet, kitchen 210 


32 Range, electric 210 


33 Range, gas 210 


34 Dishwashing machine 140 


35 Drying tumbler 143 


36 Washing machine 226 


Bedroom 


37 Lamp, table 10 


38 Table, occasional 40 


REFERENCE
NUMBER NOMENCLATURE 


UNIT
WEIGHT 
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39 Wardrobe 225 


40 Chest of drawers 135 


41 Bedstead, double 190 


42 Bedstead, single 170 


43 Vanity-dresser 115 


44 Dresser, 3-drawer 180 


45 Stool, vanity 25 


46 Chair, straight, with arms 45 


47 Mirror 35 


48 Mattress, single 40 


49 Mattress, double 80 


50 Bedspring, box, single 70 


51 Bedspring, box, double 150 


52 Carpet, 9’ x 12’ 80 


53 Pad, carpet, 9’ x 12’ 40 


Porch 


54 Glider, porch 150 


55 Table, porch 30 


56 Chair, porch 45 


57 Mat, floor 5 


REFERENCE
NUMBER NOMENCLATURE 


UNIT
WEIGHT 
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Attachment 3 


QUARTERS IMPROVEMENT COMMITTEE (QIC) 


A3.1.  Quarters Improvement Committee (QIC). The QIC is intended to be the base’s primary forum
to identify facilities and furnishings requirements for unaccompanied and transient personnel. The QIC
ensures these requirements are maintained, renovated, and replaced on a timely basis by following a
Quarters Improvement Plan (QIP). 


A3.1.1.  The installation commander will establish the QIC, which is charged with reviewing the
annual base UH inventory, use, requirements, and standards. The most important function of the QIC
is developing and supporting the QIP. (See Attachment 4 for a sample of a QIP.) 


A3.1.1.1.  The QIC should meet at least semi-annually (may meet more often depending on local
needs) to: 


A3.1.1.1.1.  Review the status of quarters improvement efforts. 


A3.1.1.1.2.  Recommend distribution of funds. 


A3.1.1.1.3.  Review future facility or furnishings projects for acceptability and compatibility
with interior design goals. 


A3.1.1.1.4.  Establish base standards, normally one for permanent party and one for transient,
for the style and type of furniture to be used in dormitories and lodging. 


A3.1.1.1.5.  Validate funds requirements. 


A3.1.1.1.6.  Review the status of furnishings replacement needs or shortages. 


A3.2.  QIC Goals. The goals of the QIC include the charter to develop and monitor improvements to base
permanent party and transient quarters. 


A3.3.  QIC Membership:  


A3.3.1.  Voting Members: 


A3.3.1.1.  Installation commander or deputy (chairperson). May be delegated to support group
commander. 


A3.3.1.2.  BCE or Deputy BCE. 


A3.3.1.3.  Services commander/director. 


A3.3.1.4.  Comptroller. 


A3.3.1.5.  Installation command chief master sergeant. 


A3.3.1.6.  First Sergeant representative. 


A3.4.  Advisors:  


A3.4.1.  Base chief of supply. 


A3.4.2.  Base contracting officer. 
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A3.4.3.  Budget officer. 


A3.4.4.  Housing flight chief. 


A3.4.5.  Lodging general manager. 


A3.4.6.  FMO supervisor (also acts as recorder, and prepares and distributes minutes of the meeting). 


A3.4.7.  BCE representatives. 


A3.4.8.  Squadron commander/First Sergeant representative. 


A3.4.9.  Dormitory, UOQ, UNCOQ resident representatives. 


A3.5.  Responsibilities. Responsibilities of the voting and advisory QIC members by position should be
clearly explained. This can be done in narrative form or in a “tasking” format, such as: “_______/Comp-
troller will (1) provide appropriated funds for this plan to the maximum extent possible, and (2) assist
BCE in obtaining year-end funds for projects not identified in the normal budget process. 


A3.6.  Mechanics of the QIC:  


A3.6.1.  QIC Meeting Preparation Checklist. A meeting preparation checklist helps the FMO set up an
effective QIC meeting with tasks and target dates. The following is a sample checklist: 


Table A3.1.  Sample QIC Meeting Preparation Checklist. 


A3.7.  QIC Agenda . Since the meetings of the QIC occur only twice per year, a number of standard
items must be covered during each meeting. To make the meetings as efficient as possible, an agenda is
prepared. A sample QIC meeting agenda is shown below. It contains the items that should be covered dur-
ing the meetings and allows for other topics to be discussed as well. 


A3.7.1.  Agenda. 


A3.7.2.  Introduction of new members. 


Calendar Days
Before Meeting Tasks 


35 Set date of meeting and fill in appropriate dates on remainder of checklist. 


30 Reserve conference room. 


30 Send out call for agenda items to including furnishings assessments (suspense 
15 days prior to meeting). 


30 Send out request for OPRs to update status reports for meeting. 


20 Ensure quarterly status report data and agenda item inputs have been received. 


15 Draft QIC member’s package (agenda, status reports, old business). 


13 Assemble agenda items and draft new business items. 


11 Finalize QIC member’s package and print copies. 


10 Advertise meeting in Daily Bulletin; request agenda items from base populace. 


5 Distribute QIC member’s packages. 


3 Finalize agenda and make copies. 
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A3.7.3.  Review minutes of last meeting. 


A3.7.4.  Required status reports. 


A3.7.4.1.  Dormitory status – Occupancy (OPR: Housing). 


A3.7.4.2.  Lodging status – Occupancy (OPR: Services). 


A3.7.4.3.  Furnishings status (OPR: FMO). 


A3.7.4.4.  Facility projects (OPR: BCE). 


A3.7.4.5.  APF budget (OPR: Comptroller). 


A3.7.4.6.  NAF budget (OPR: Services). 


A3.7.5.  Old business (list action item by title and OPR). 


A3.7.6.  New business (list by subject and proposing office). 


A3.7.7.  Furnishings status. 


A3.7.7.1.  Furnishings on order (dollar amount, supply status). 


A3.7.7.2.  Where furnishings will be used. 


A3.7.7.3.  Funding source. 


A3.7.7.4.  Storage requirements on delivery. 


A3.7.7.5.  Installation method. 


A3.7.8.  Facility projects. 


A3.7.8.1.  Projects (list separately). 


A3.7.8.2.  Project number, description of work. 


A3.7.8.3.  Building number, occupants. 


A3.7.8.4.  Cost. 


A3.7.8.5.  Work status. 


A3.7.9.  APF budget. 


A3.7.9.1.  Equipment budget. 


A3.7.9.2.  Contract furniture repair. 


A3.7.9.3.  Supply budget. 


A3.7.9.4.  Expenditures (required, allocated, expensed). 


A3.7.9.5.  Project funds availability. 


A3.7.10.  NAF budget. 


A3.7.11.  Furnishings budget. 


A3.7.11.1.  Furnishings expenditures. 


A3.7.12.  Supply budget. 
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A3.7.12.1.  Supply expenditures. 


A3.7.13.  Other items. 
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Attachment 4 


QUARTERS IMPROVEMENT PLAN (QIP) 


A4.1.  The Quarters Improvement Plan (QIP). The QIP addresses five-year furnishings requirements
and should include budget input for the current fiscal year (FY) and the next four FYs. This document
should be the basis for the furnishings management input to the base financial plan for O&M funds. 


A4.1.1.  It addresses both APF and NAF facility and furnishings projects and requirements. 


A4.1.2.  It is developed through a base quorum called the QIC. 


A4.1.3.  The QIP should address all elements of the lodging and unaccompanied facility living envi-
ronment. Standards for the facility, furnishings, interior design, decorative themes, privacy, recreation,
leisure, convenience, storage, parking and security are a few of the basic elements that should be
addressed in the QIP. 


A4.1.4.  Although there is no standard format for a QIP, this sample represents a composite of several
successful base QIP formats and covers the desired information. Individual bases may expand or
reduce the amount of information required depending on local circumstances. 


A4.2.  Elements of the QIP:  


A4.2.1.  The first page of the QIP should be a statement of goals, usually in a letter format, signed by
the installation commander. The commander’s remarks are an important introduction to the QIP
because they outline the installation’s commitment to quality living conditions for all personnel living
in unaccompanied housing and lodging facilities. The installation’s goals to meet QIP standards and
an overview of the QIP are included. 


A4.2.2.  A brief statement about the base mission, number of people supported in dormitories and
lodging facilities orient the reader to the size and scope of QIP requirements (reference base Dormi-
tory Master Plan). The QIP should address the condition of the installation’s unaccompanied housing
and lodging facilities and furnishings in broad terms, such as: “______ AFB has 17 dormitories. Three
are 1+1 configuration and 14 require conversion.” 


A4.2.3.  Concluding remarks usually include the commander’s request for active support from all base
organizations participating in the QIC to use available resources and funds in providing better living
conditions. 


A4.3.  Planning Philosophy:  


A4.3.1.  This portion of the QIP addresses individual base planning assumptions, detailed goals, and
special emphasis areas. Planning assumptions may include statements addressing UPH occupancy
rates, projected MILCON or project funding availability, projected base O&M funding availability,
MAJCOM funds or MAJCOM directives and policy. Goals should be total quality living facilities that
the installation wants to achieve, and should address items such as: 


A4.3.1.1.  Providing single-person rooms. 


A4.3.1.2.  Upgrade efforts. 


A4.3.1.3.  Lodging facility rates and NAF upgrade support. 
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A4.3.1.4.  Future mission changes and needs. 


A4.3.2.  Special emphasis areas include: 


A4.3.2.1.  The need for senior leadership involvement in the QIC and QIP. 


A4.3.2.2.  Teamwork required between CE, services, budget, supply, and contracting. 


A4.3.2.3.  Large furniture orders (whole building concept). 


A4.3.2.4.  Ordering as a package. 


A4.3.2.5.  Receiving furnishings. 


A4.3.2.6.  Displacement of personnel. 


A4.3.2.7.  Relocation of occupants. 


A4.4.  Facility Standards. (Reference Facility Design Guide for Enlisted Dormitories at: 
http://www.afcee.brooks.af.mil/dc/products/dcproducts/asp) and the VQ Design Guide at: 
https://www-r.afsv.mil/LD. 


A4.4.1.  Facility standards are desired features for all dormitory, UOQ/UNCOQ, and lodging build-
ings. These standards can be existing or desired and can be obtained through construction or alteration
projects. 


A4.4.2.  The QIP should address the features for each functional part of the facility. Dormitory fea-
tures, for example, would include: 


A4.4.2.1.  Sleeping rooms. 


A4.4.2.2.  Vanity areas. 


A4.4.2.3.  Shared bathrooms or central latrines. 


A4.4.2.4.  Common areas (laundry rooms, kitchens, dayrooms, hallways, storage rooms, guest
bathrooms). 


A4.4.2.5.  Exterior grounds. 


A4.4.2.6.  Main entrance. 


A4.4.2.7.  Exterior of the building. 


A4.4.2.8.  Lock system. 


A4.4.2.9.  Parking area. 


A4.4.3.  The features should be listed with as much detail as possible; these lists can be used to assist
BCE planners during design reviews for building projects. 


A4.4.4.  Detailed room features may include: 


A4.4.4.1.  Electrical outlets (see the Dormitory Design Guide). 


A4.4.4.2.  Fire/smoke detector. 


A4.4.4.3.  Woodwork stained, not painted. 


A4.4.4.4.  Individual room thermostat for heat, air conditioning, and air flow. 
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A4.4.4.5.  One full-length framed mirror mounted on interior of closet door. 


A4.4.4.6.  Wall-to-wall patterned carpet (earth tone or neutral shades) with pad. 


A4.4.4.7.  Screens in windows. 


A4.4.4.8.  TV and telephone hook-up jacks. 


A4.4.4.9.  No exposed conduit, pipe. 


A4.4.4.10.  Window treatment to include drapes, venetian or vertical blinds. 


A4.5.  Furnishings Standards. Furnishings standards for unaccompanied housing facilities should also
be detailed. Durability and functionality of dormitory furnishings is important to ensure years of service-
ability under tough dormitory use conditions. 


A4.6.  Construction Characteristics. Suggested construction characteristics for dormitory furniture are
as follows: 


A4.6.1.  Solid wood or solid wood core furniture. 


A4.6.2.  Heavy-gauge hinges. 


A4.6.3.  Lockable wardrobes or closets. 


A4.6.4.  Hinges on drop-lid desks with continuous heavy-duty piano hinge with adjustable flap sup-
ports on side. 


A4.6.5.  Dovetail drawers with double metal side rails and stopping device. 


A4.6.6.  Finished backs on all furniture. 


A4.6.7.  Adjustable leveling legs on all large pieces of furniture. 


A4.6.8.  Lamination on desks and table tops. 


A4.6.9.  Sturdy chair fabric without protrusions such as buttons or pleats. 


A4.6.10.  Audio cord holes predrilled in entertainment units and desks. 


A4.7.  Lodging Furnishings. Furnishings standards for lodging facilities should also be as detailed as
possible and include rooms, hallways, front desk, lounge, laundry, and entrance ways. 


A4.8.  Visits. The QIC should visit various unaccompanied housing and lodging facilities and select a fur-
nishings standard brand for each type facility. Furnishings standards establish a style and approved layout
of furnishings for each type of facility (VOQ, VAQ, TLF, dormitories, and UOQ). Styles will vary accord-
ing to facility layout, type of occupant, and uses. 


A4.9.  Dayroom Furnishings. Many bases have instituted a policy to select dormitory dayroom furnish-
ings of a different style and manufacturer than dormitory sleeping room furnishings. This should reduce
the migration of dayroom furnishings into sleeping rooms. 


A4.10.  Restrictions. Efforts should be made to restrict the different types of furnishings used in base
unaccompanied housing and lodging facilities to the extent possible. Normally, one style/type of furniture
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should be used in unaccompanied housing and another for transient facilities. This minimizes FMO
backup stock requirements and makes redistribution of furnishings between different facilities easier. 


A4.11.  Guide. Furnishings Allowance, Chapter 8, is used as a guide for what items should be provided
in unaccompanied housing and lodging facilities. Furnishings standards for lodging facilities should be
listed separately from permanent party facilities, as types of items vary significantly. 


A4.12.  Style. Furnishings should be of the same style within facilities to avoid a mismatched or piece-
meal appearance. Furnishings should be purchased in “mass replacement” buys to the maximum extent
possible, to ensure wood tones and finishes are of the same batch delivered by the manufacturer. If mass
replacement is not feasible, then purchases should be incrementally made by the complete building, by
entire floor, or by matched room set to ensure matched assets to the greatest extent possible. 


A4.13.  Replacement. The average life expectancy of furnishings is presented in Table A4.1. 


Table A4.1.  Average Life Expectancies for Furnishing Items. 


A4.14.  Facility Data:  


A4.14.1.  Facility data should provide a profile of the history and current condition of all unaccompa-
nied housing and lodging facilities on the installation. The data should be used with adequacy stan-
dards in AFI 32-6005 for unaccompanied housing and AFI 34-246 for lodging and installation
facilities listed in the base QIP to identify work requirements to the BCE. 


A4.14.2.  The following is a suggested format for an information worksheet which should be com-
pleted for each facility (* denotes “must have” data): 


A4.14.2.1.  Building number*. 


A4.14.2.2.  Building use* (e.g., VAQ, dormitory). 


A4.14.2.3.  Principle user if dormitory* (e.g., Security Forces, CES). 


A4.14.2.4.  Condition code* (from real property records). 


A4.14.2.5.  Number of rooms*. 


Item 
Lodging Life 
Expectancy 


(years) 


Dormitory Life 
Expectancy


(years) 


Furniture (case goods) 7-10 7-10 


Drapes 5-7 5-7 


Room carpet 5-7 5-7 


High traffic area carpet 2-3 2-3 


Big Screen TVs 4 4 


TVs (24" and under) 9 9 


Box Springs/Mattresses 3-5 3-5 


Vacuum cleaners 2 2 
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A4.14.2.6.  Rated capacity* (from real estate property records). 


A4.14.2.7.  Year constructed/modernized*. 


A4.14.2.8.  Type of construction. 


A4.14.2.9.  Configuration (room-bath-room, central latrine, private bath). 


A4.14.2.10.  Number of bed spaces*. 


A4.14.2.11.  Number of diversions* (list reasons). 


A4.14.2.12.  Size of rooms* (square feet). 


A4.14.2.13.  Number of personnel on non-hardship BAQ*. 


A4.14.2.14.  Occupancy rate*. 


A4.14.2.15.  Number of laundry rooms. 


A4.14.2.16.  Number of dayrooms. 


A4.14.2.17.  Number of storage rooms. 


A4.14.2.18.  Condition of common-use areas. 


A4.15.  Furnishings Data:  


A4.15.1.  Furnishings data should include information about the type and age of furnishings in use for
each unaccompanied housing facility. Information about the brand of furniture, how old it is, and its
general condition is good data that can be used in base budget inputs to justify and articulate replace-
ment furnishings needs. 


A4.15.2.  Items are listed using supply national stock number (NSN) and nomenclature, so that this
information is readily available for requisitioning purposes. The information required is as follows: 


A4.15.2.1.  Item needed. 


A4.15.2.1.1.  Stock number. 


A4.15.2.1.2.  Quantity required. 


A4.15.2.1.3.  Quantity on-hand. 


A4.15.2.1.4.  Unit price. 


A4.15.2.1.5.  Extended cost. 


A4.15.2.1.6.  Date of purchase. 


A4.16.  Standard Room Sets. Standard room sets can be defined by type of facility or room (VAQ,
VOQ), as well as lounge furnishings sets. 


A4.17.  Facility Projects:  


A4.17.1.  The QIC maintains a listing of the status of facility projects that are underway or planned.
Real estate property records or other BCE standard report formats are used to reflect the status of
facility projects for unaccompanied housing and lodging facilities. Recommended items include the
following: 
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A4.17.1.1.  .Project title. 


A4.17.1.2.  Project number. 


A4.17.1.3.  Estimated cost. 


A4.17.1.4.  Estimated completion date. 


A4.18.  Facility Project Status. Table A4.2. presents these items in a format that can be used to graphi-
cally display this information. Tables such as Table A4.2. should include NAF-funded projects for lodg-
ing and MILCON projects. Completed projects can be included on a separate page for historical data. 


Table A4.2.  Facility Project Status. 


A4.19.  Furnishings Requirements:  


A4.19.1.  The QIC must determine the price of furnishings standards and actual replacement or new
buys for the base dormitory and lodging facilities. The furnishings requirements section of the QIP
presents this cost data. This should be an easy-to-read synopsis of what furnishings items are needed
by the facility. Unit costs and extended costs are both listed so those requirements can be broken down
into smaller phases, if necessary, as when they are dependent on the availability of funds. 


A4.19.2.  Table A4.3. is an example of a furnishings requirements table. 


Table A4.3.  Furnishings Requirements. 


A4.19.3.  Any notes that will help define requirements (e.g., “dormitory furnishings are required to
replace furniture that is 20 years old and has exceeded its life expectancy”) should be included. Also,
furnishings repair costs should be included when appropriate (for in-house and or contract furniture
repair). 


A4.19.4.  Totals are presented by FY. 


Project Title Project No. 
Estimated


Cost ECD Status 


Repair dorm
Bldg 839 


90-1003 $129M Nov 96 Under construction 


Carpet Work order $200K Awaiting funds 


Fire Sprinkler 
system 


940022 $50K 2 May 96 


Picnic table 9000052 $2K Unknown Awaiting funds 


FYXX 


Item Quantity Type Quarters Estimated Cost Total 


Double Headboard 85 UOQ Bldg 208 $90 $7,650


Pictures Various Dorm 12 dayrooms $12,000


Chairs 16 VOQ Bldg 103 $125 $2,000


Carpet Dorm Bldg 46 $110,000


Drapes VQ Bldg 33 $40,000
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A4.20.  Sample Quarters Improvement Plan (QIP):  


A4.20.1.  The following represents the content of a sample QIP. 


A4.20.1.1.  Preface: 


A4.20.1.1.1.  The purpose of this plan is to provide a comprehensive program for upgrading
the permanent party and lodging facilities at ________ AFB, ___. The plan will cover the
period FY95 through FY02. Inputs are to be coordinated with members of the Quarters
Improvement Committee (QIC). The plan will be reviewed annually. 


A4.20.1.1.2.  Under the Unit Dorm Management Concept, the unaccompanied housing and
lodging facilities are assigned to and managed by several organizations. Under a consolidated
management concept, dorm managers manage assets from a central point. However, overall
furnishings management is administered by the furnishings management office of the housing
flight of civil engineering. The installation commander is the chairman of the QIC program
and this plan. The duties may be delegated to the commander’s deputy, but no lower than the
support group commander. 


A4.20.1.1.3.  The office of primary responsibility is the Furnishings Management Office
(FMO), ext ____, ____ CSG/CEH, which will prepare, distribute, and direct implementation
of this plan. 


A4.20.1.2.  Mission Statement. The Quarters Improvement Committee at _______ Air Force Base
is dedicated to the continuous upgrade and improvement of all unaccompanied and transient facil-
ities and will strive to provide the best possible living conditions attainable for both unaccompa-
nied housing and transient personnel. 


A4.20.1.3.  Status of Housing Facilities: 


A4.20.1.3.1.  ________ AFB has 16 dormitories. 


A4.20.1.3.2.  ________ are 3-story with central latrine, masonry construction. 


A4.20.1.3.3.  ________ are 3-story with room-bath-room, masonry construction. 


A4.20.1.3.4.  The ages of the facilities range from 25 to 35 years. 


A4.20.1.3.5.  Total capacity is 2,158 spaces. 


A4.20.1.3.6.  Facilities are equipped with _____________(brand/style) furniture purchased in
____. 


A4.20.1.4.  Status of Lodging Facilities: 


A4.20.1.4.1.  ________ AFB has 11 lodging facilities. 


A4.20.1.4.2.  _________ Visiting Officer Quarters. 


A4.20.1.4.3.  _________ Visiting Airmen Quarters. 


A4.20.1.4.4.  _________ Temporary Lodging Facilities. 


A4.20.1.4.5.  The ages of the buildings range from 19 to 35 years. 


A4.20.1.4.6.  The capacity is 310 spaces. 
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A4.20.1.4.7.  Facilities are equipped with ____________(brand/style) furniture purchased in
__________. 


A4.21.  Sample Quality of Life Improvement Program. The QIC prepares the Quality of Life Pro-
gram, which provides a plan for comprehensive upgrade for base facilities and furnishings. The program
includes a brief description of the current situation at the installation and the assumptions on which the
plan is based. A mission statement clarifies the purpose of the plan at each installation. The plan also out-
lines a strategy for plan implementation and execution, and describes each participant’s responsibilities.
The following paragraphs present sample content for a Quality of Life Improvement Program plan. 


A4.21.1.  Installation: 


____ Fighter Wing. _______ Air Force Base,_______ 12345-6789. 


A4.21.2.  Unaccompanied and Transient Housing Situation. A comprehensive master plan is required
to upgrade all unaccompanied and transient living quarters to current Air Force standards. Command
support for all levels is essential to improve the facilities and thereby enhance the quality of life of our
unaccompanied personnel and visitors. Concern for occupants of dormitories and lodging facilities
can best be demonstrated by credible and comprehensive planning that will ensure improvements in
existing structures as well as replacement facilities. 


A4.21.3.  Assumptions: 


A4.21.3.1.  The improvement of dormitories and lodging facilities is one of the most important
projects on _______ AFB. 


A4.21.3.2.  Life expectancy of interior and exterior paint is 4 years. 


A4.21.3.3.  Life expectancy of carpet is 7 years. 


A4.21.3.4.  Fourteen dormitories will be improved through the military construction program
(MILCON). The project will involve extensive interior and exterior modifications. 


A4.21.3.5.  Life expectancy for furniture is 10-12 years. 


A4.21.3.6.  Labor and material cost will rise significantly each year. 


A4.21.3.7.  Base O&M funds will continue to be limited. 


A4.21.4.  Mission. The Quality of Life Improvement Program’s mission is to provide the best living
environment possible for the unaccompanied personnel of _______ AFB, and to develop a long-range
plan to upgrade all dormitories and lodging facilities. 


A4.21.5.  Execution. The installation commander, deputy, or support group commander working
through the QIC, will ensure proper actions are taken to implement this plan. Close coordination is
required among services, civil engineering, HQ (MAJCOM), and the QIC. 


A4.21.5.1.  The dormitory facilities will be upgraded according to the schedule outlined herein.
Complete study of each building will be made prior to submission of work requests to ensure all
required, deferred, and future work is incorporated into each project, thereby minimizing the mod-
ification of completed work. 


A4.21.5.2.  As far as practical, serviceable furniture and drapes from facilities being renovated
will be redistributed to other non-upgraded facilities, thus replacing unserviceable items. This
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action will significantly reduce replacement item expense while dormitory upgrading is in
progress and will also allow for maximum use of existing furniture and accessories. 


A4.21.6.  Responsibilities: 


A4.21.6.1.  The installation commander, deputy, or support group commander will: 


A4.21.6.1.1.  Keep the personnel of _______ AFB informed on the plans, goals, and status of
the QIC program. 


A4.21.6.1.2.  Gather information relative to upgrading dormitories and lodging facilities. 


A4.21.6.1.3.  Assign priorities to all QIC projects. 


A4.21.6.1.4.  Chair the QIC. 


A4.21.6.1.5.  Work closely with base planning personnel to ensure that a total package includ-
ing repair and upgrade is applied to each dormitory and lodging facility. 


A4.21.6.1.6.  Periodically provide progress reports to the QIC members. 


A4.21.6.2.  The FMO will: 


A4.21.6.2.1.  Plan, budget, coordinate, and consolidate the actions called for in this program. 


A4.21.6.2.2.  Take inputs from Civil Engineering, Lodging, Commanders, First Sergeants, and
Dormitory Managers and prepare a QIC agenda to be submitted to the chairman not later than
two workdays prior to each meeting. 


A4.21.6.2.3.  Ensure that the meeting minutes are taken, finalized, and submitted to the chair-
man not later than seven work days after the meeting. 


A4.21.6.3.  The BCE will: 


A4.21.6.3.1.  Be responsible for the development of all MILCON and O&M projects. 


A4.21.6.3.2.  Develop work request actions based on inputs from the QIC. 


A4.21.6.3.3.  Provide architectural expertise to the QIC to ensure interior and exterior aes-
thetic characteristics, energy conservation, and space-efficient furniture are considered in each
dormitory upgrade. 


A4.21.6.3.4.  Submit project status updates to the FMO for inclusion in the agenda. 


A4.21.6.4.  Comptroller and Chief of Supply. The comptroller and chief of supply act as technical
advisors to the chairman for their respective areas of responsibilities. 


A4.21.6.5.  Installation Command Chief Master Sergeant. The installation command chief master
sergeant acts as liaison between the committee and base enlisted personnel. 


A4.21.6.6.  The QIC will: 


A4.21.6.6.1.  Meet at least semiannually. 


A4.21.6.6.2.  Promote and monitor the improvement of all dormitories and lodging facilities. 


A4.21.6.6.3.  Review and approve all major changes to unaccompanied personnel facilities. 


A4.21.6.6.4.  Provide guidance on the selection of furniture and accessories. 







AFI32-6004   18 APRIL 2002 55


A4.21.7.  Resources. Improvement of furnishings in dayrooms, laundry and common areas should be
included in upgrade projects for the facility. If there is no overall upgrade facility project, then local
funds will be used to improve furnishings and appliances in those areas when needed. In addition,
base resources will be used to perform normal facility maintenance and repair of room furnishings.
MAJCOM funding will be solicited for furnishings, carpet, and those items contained in MILCON
and major O&M renovation projects. 


A4.21.8.  Dormitory Capacities: 


Table A4.4.  Installation Dormitory Capacities. 


A4.21.9.  Lodging Facility Capacities: 


Table A4.5.  Installation Lodging Facility Capacities. 


A4.21.10.  Renovation Status. The status of renovation projects at ______ AFB is as follows: 


A4.21.10.1.  Building 411 (VOQ). Exterior was painted in August 1998. Roof will be repaired and
building will be converted to VQ concept in FY02. Carpet installation (rooms and common areas)
is included in the motel conversion. Carpet in registration/lobby areas will be replaced with porce-
lain tile in FY03. Design and rated capacity: 46. 


A4.21.10.2.  Building 390 (VOQ). Exterior is scheduled for painting in 2001. New furnishings,
(sofas only) have been ordered and will be installed upon receipt. Major repair of interior/exterior
of building is scheduled for FY02. Carpet installation (common areas and rooms) is included in
repair. Design and rated capacity: 48. 


A4.21.10.3.  Building 366 (VOQ). Exterior of building was painted in 1998. Renovation to
include replacement of drapes, upgrade of four VIP suites, carpet installation, and installation of


Facility Rooms Facility Rooms 


143 129 371 132 


145 133 372 132 


147 133 375 133 


149 129 376 136 


151 129 377 129 


153 129 378 129 


251 88 379 129 


254 136 714 125 


258 50 240 48 


238 68 


Facility Rooms 


366 48 


390 48 


411 46 


251 48 
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heat/smoke detection system. Replacement of kitchen centers will begin in FY01. Roof will be
repaired in FY02. Design and rated capacity: 48. 


A4.21.10.4.  Building 143 (Enlisted Dormitory). Exterior is scheduled for painting in FY02. VQ
type renovation is scheduled for FY03. Renovation will include construction of private entrances,
balconies, private room and bath configuration, smoke alarms, HVAC upgrade (4 pipe system
with room thermostats), closets, central storage areas, and cable TV. Carpet installation (rooms
and common areas) will also be accomplished under renovation. New furnishings, including new
desks, lamps, dressers, artwork, mirrors, end tables, and box springs/mattresses, have been
ordered and will be available upon receipt in 2001. Design and rated capacity: 129. 


A4.21.10.5.  Building 145 (Enlisted Dormitory). Exterior is scheduled for painting in CY02. Car-
pet was installed in common areas in 1998. New furnishings including desks, lamps, dressers, art-
work, mirrors, end tables, and box springs/mattresses have been ordered and will be available
upon receipt in 1998. VQ type renovation to include installation of carpet (common areas and
rooms), HVAC upgrade including room thermostats, construction of private entrances with balco-
nies, private room with private bath configuration, smoke alarms, closets, central storage area, and
cable TV will begin FY02. Design and rated capacity: 133. 


A4.21.10.6.  Building 147 (Enlisted Dormitory). Interior was painted in 1999. Exterior is sched-
uled for painting in FY02. Carpet was installed in common areas in 1998. New furnishings,
including desks, lamps, dressers, artwork, mirrors, end tables, and box springs/mattresses, were
installed in 1998. Design and rated capacity: 133. 


A4.21.10.7.  Building 145. Scheduled for painting in CY01. Carpet was installed in common areas
in 1998. New furnishings, including desks, lamps, dressers, artwork, mirrors, end tables, and mat-
tresses, were installed in 1998. Design and rated capacity: 129. 
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Attachment 5 


REPAIR ALLOWANCES AND REPLACEMENT CRITERIA 


Figure A5.1.  Repair/Replace Sample Calculation. 
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Attachment 6 


FURNISHINGS ALLOWANCES FOR UNACCOMPANIED HOUSING


Figure A6.1.  FURNISHINGS ALLOWANCES FOR UNACCOMPANIED HOUSING 


Dormitories UNCOQ UOQ 


Living Area (Bedroom/Living Room/Dining Room) 


Mattress Size and type,
as required 


Size and type,
as required 


Size and type,
as required 


Boxspring Size and type,
as required 


Size and type,
as required 


Size and type,
as required 


Bedframe 1 per occupant 1 per room 1 per room 


Headboard Size and type,
as required 


Size and type,
as required 


Size and type,
as required 


Bed, Bunk 1 per occupant As required As required 


Wardrobe 1 per occupant,
if not built in 


2, if not built in 2, if not built in 


Night Stand 2 per room 2 per room 2 per room 


Desk 1 per occupant 1 per occupant 1 per occupant 


Chest of Drawers As required As required As required 


Dresser/Credenza As required As required As required 


Bookcase/
Armoire 


1 per occupant 1 per occupant 1 per occupant 


Table, Occasional Not applicable 1 1 


Table, Coffee Not applicable 1 1 


Table, Dining Not applicable 1 1 


Mirror, Framed 1 per room 1 per room 1 per room 


Sofa 1, as space permits 1, as space permits 1 


Recliner 1, as space permits 1, as space permits 1 


Chair, Side 1 per desk 1 per desk
2 per dining table 


1 per desk
2 per dining table 


Chair, Easy 1 per occupant 1 per occupant 1 per occupant 


Lamp, Floor 1 per room 1 per room 1 per room 


Lamp, Table 1 per desk
and night stand 


1 per desk
and night stand 


1 per desk
and night stand 


Bedspread 1 per bed 1 per bed 1 per bed 


Cleaner, Vacuum, 
Upright 


As required As required As required 
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Refrigerator 1 per room
(except 1+1 rooms) 


1 per room
(except 1+1 rooms) 


Not applicable 


Oven, Microwave 1 per room
(except 1+1 rooms) 


1 per room
(except 1+1 rooms) 


Not applicable 


Kitchen (Semi-private and private) 


Table, Dining 1 1 1 


Chair, Side 2 per table 2 per table 2 per table 


Stool, Bar As required where bar
counter is installed 


As required where bar
counter is installed 


As required where bar
counter is installed 


Oven, Microwave 1 1 1 


Refrigerator 1 1 1 


Range 1 1 1 


Cooktop 1, in lieu of range 1, in lieu of range 1, in lieu of range 


Lounges, Day Rooms, and Common Areas 


Sofa As required As required As required 


Loveseat As required As required As required 


Chair, Easy As required As required As required 


Recliner As required As required As required 


Stool, Bar As required where bar
counter is installed 


As required where bar
counter is installed 


As required where bar
counter is installed 


Chair, Side As required As required As required 


Table, Occasional As required As required As required 


Table, Coffee As required As required As required 


Table, Lounge As required As required As required 


Lamp, Floor As required As required As required 


Lamp, Table As required As required As required 


Lamp, Swag As required As required As required 


Television, Wide 
Screen 


1 per lounge or day room 1 per lounge or day room 1 per lounge or day 
room 


Television, 
Console 


1 per lounge or
day room in lieu of


wide screen TV 


1 per lounge or
day room in lieu of


wide screen TV 


1 per lounge or
day room in lieu of


wide screen TV 


Recorder/player, 
Video Cassette or 
DVD 


1 per lounge
or day room 


1 per lounge
or day room 


1 per lounge
or day room 


Stereo, CD/Tuner/
Cassette Deck 


1 per lounge
or day room 


1 per lounge
or day room 


1 per lounge
or day room 


Table, Billiards 2 per facility 2 per facility 1 per facility 
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Table, Table 
Tennis 


As required As required Not Applicable 


Table, Foosball As required As required Not Applicable 


Table, Bumper 
Pool 


As required As required Not Applicable 


Table, Air Hockey As required As required Not Applicable 


Table, Checkers As required As required Not Applicable 


Central Kitchen 


Table, Dining As required As required As required 


Chair, Side As required As required As required 


Refrigerator As required As required As required 


Oven, Microwave As required As required As required 


Range As required As required As required 


Dishwasher 1 per kitchen 1 per kitchen 1 per kitchen 


Miscellaneous 


Table, Laundry, 
Folding 


As required As required As required 


Cart, Laundry As required As required As required 


Ice Machine As required As required As required 


Cleaner, Vacuum, 
Upright 


As required for general 
facility cleaning,
if not contracted 


As required for general 
facility cleaning,
if not contracted 


As required for general 
facility cleaning,
if not contracted 


Extractor, Carpet As required for general 
facility cleaning,
if not contracted 


As required for general 
facility cleaning,
if not contracted 


As required for general 
facility cleaning,
if not contracted 


Cleaner, Vacuum, 
Wet/Dry 


As required for general 
facility cleaning,
if not contracted 


As required for general 
facility cleaning,
if not contracted 


As required for general 
facility cleaning,
if not contracted 


Polisher, Floor 1 per 5,000 sq ft of tiled 
floor, if facility cleaning 


is not contracted 


1 per 5,000 sq ft of tiled 
floor, if facility cleaning 


is not contracted 


1 per 5,000 sq ft of tiled 
floor, if facility cleaning 


is not contracted 


Grille, Barbecue As required for
porches and patios 


As required for
porches and patios 


As required for
porches and patios 


Table, Picnic As required for
porches and patios 


As required for
porches and patios 


As required for
porches and patios 


Table, Folding As required for
porches and patios 


As required for
porches and patios 


As required for
porches and patios 


Table, Lounge As required for
porches and patios 


As required for
porches and patios 


As required for
porches and patios 
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Chair, Lounge As required for
porches and patios 


As required for
porches and patios 


As required for
porches and patios 


Rack, Bicycle As required As required As required 


Locker, Bicycle As required As required As required 


Washer, Clothes As required, but no less 
than 1 per 12 occupants 


As required, but no less 
than 1 per 12 occupants 


As required, but no less 
than 1 per 12 occupants 


Dryer, Clothes As required, but no less 
than 1 per 8 occupants 


As required, but no less 
than 1 per 8 occupants 


As required, but no less 
than 1 per 8 occupants 
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Attachment 7 


FURNISHINGS ALLOWANCES FOR OVERSEAS HOUSING


Figure A7.1.  FURNISHINGS ALLOWANCES FOR OVERSEAS HOUSING 


Areas with JFTR 
Weight Limitations 


Loaner Kits for Areas 
with No JFTR Weight 


Limitations 


Unaccompanied 
Military and 


Authorized Civilians 
Required to Live


Off Base 


Bedroom 


Mattress, Twin 1 per dependent child 1 per dependent child 1 per individual,
in lieu of full mattress 


Boxspring, Twin 1 per dependent child 1 per dependent child 1 per individual,
in lieu of full mattress 


Mattress, Full 1, in lieu of queen size 1 per sponsor 1 per individual 


Boxspring, Full 1, in lieu of queen size 1 per sponsor 1 per individual 


Mattress, Queen 1 per sponsor 1 per sponsor 1 per individual 


Boxspring, 
Queen 


1 per sponsor 1 per sponsor 1 per individual 


Bed Frame As required As required As required 


Headboard, Twin 1 per bed 1 per bed 1 per bed 


Headboard, Full 1 per bed 1 per bed 1 per bed 


Headboard, 
Queen 


1 per bed 1 per bed 1 per bed 


Dresser 1 1 1 per individual,
in lieu of chest of 


drawers 


Chest of Drawers 1 per bedroom 1 per bedroom 1 per individual 


Night Stand 1 per single bed
2 per double/queen bed 


1 per single bed
2 per double/queen bed 


1 per bed 


Chair, Easy 1 1 1 per individual 


Lamp, Floor 1 per bedroom 1 1 per bedroom 


Lamp, Table 1 per night stand 1 per night stand 1 per night stand 


Crib, Infants Not authorized As required Not authorized 


Wardrobe 2 per individual,
if not built in 


2 per individual,
if not built in 


2 per individual,
if not built in 
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Air Conditioner, 
Window Unit 


(see Note 1.) 


As required 0 0 


Mirror, Dresser 1 per dresser 1 per dresser 1 per dresser 


Mirror, Framed 1 per bedroom 1 per bedroom 1 per bedroom 


Living Room 


Sofa 1 1 1 


Chair, Easy 2 2 1 


Chair, Side 1 per desk 1 per desk 1 per desk 


Bookcase 2, if not built 1 2, if not built 


Desk, Pedestal 1 1 1 


Table, Occasional 4 2 2 


Table, Coffee 1 1 1 


Air Conditioner, 
Window Unit 


(see Note 1.) 


1 0 0 


Lamp, Floor 1 1 1 


Lamp, Table 1 per desk
1 per occasional table 


2 1 per desk
1 per occasional table 


Dining Room 


Table, Dining 1 1 1 


Chair, Dining, 
Arm 


2 Not authorized Not authorized 


Chair, Dining, 
Side 


4 with additional as 
required, not to exceed 1 
per occupant or family 


member 


1 per family member 4 with additional as 
required, not to exceed 1 


per occupant 


High Chair, 
Folding 


Not authorized As required Not authorized 


Cabinet, China 1, if not built 1, if not built 1, if not built 


Buffet 1 1 1 


Kitchen 


Range, Electric 1 1 1 


Range, Gas 1
in lieu of electric range 


1
in lieu of electric range 


1
in lieu of electric range 


Refrigerator/
Freezer 


1 1 1 
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Oven, 
Microwave 


1 1 1 


Dishwasher, 
Portable 


1 when
permanently installed 
unit is not provided 


Not authorized 1 when
permanently installed 
unit is not provided 


Table, Dining 1 as space permits Not authorized 1 as space permits 


Chair, Side 4
additional as required not 
to exceed 1 per occupant 


or family member, as 
space permits 


Not authorized 2, as space permits 


Cabinet, Kitchen 2, if not built in 2, if not built in 2, if not built in 


Cabinet, Storage 1, if not built in
in lieu of 1 kitchen 


cabinet 


1, if not built in
in lieu of 1kitchen 


cabinet 


1, if not built in
in lieu of 1 kitchen 


cabinet 


Main Hallway 


Chair, Occasional 2 Not authorized 2 


Table, Occasional 1 Not authorized 1 


Mirror, Framed 1 Not authorized 1 


Lamp, Table 1 per occasional table Not authorized 1 per occasional table 


Lamp, Floor 1 Not authorized 1 


Family Room or Den 


Note: This allowance is only for units with a specifically identified family room or den as a
separate room, and is not applicable for room combinations. 


Sofa, Sleeper 1 Not authorized 1 


Chair, Easy 2 Not authorized 2 


Table, Coffee 1 Not authorized 1 


Table, Occasional 2 Not authorized 2 


Bookcase 2 Not authorized 2 


Lamp, Table 1 per occasional table Not authorized 1 per occasional table 


Lamp, Floor 1 Not authorized 1 


Utility/Laundry Room 


Washer, Clothes 1 1 1 


Dryer, Clothes 1 1 1 


Table, Folding 1 Not authorized 1 
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NOTE: 1. See Air Force Family Housing Guide for Planning, Programming, Design and Construction
for criteria. MAJCOMs may determine limits to total number of window units authorized per housing
unit. This authorization also applies to Hickam AFB, HI. 
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Attachment 8 


FURNISHINGS ALLOWANCES FOR CONUS HOUSING


(See paragraph 3.8.11.) 


Figure A8.1.  FURNISHINGS ALLOWANCES FOR CONUS HOUSING (Non GOQ) 


Kitchen Authorized 


Range, electric or gas 1 


Combination Refrigerator/freezer 1 


Microwave Oven, built-in 1 


Oven, wall mounted (single or double) 
electric or gas 


1 in lieu of range 


Cooktop, electric or gas 1 in lieu of range 


Dishwasher, built-in 1 





		Chapter 1

		1.1. Furnishings Management Program.

		1.1.1. Family housing (overseas and supplemental furnishings for general officer quarters [GOQ] a...

		1.1.2. Lodging facilities.

		1.1.3. Dormitories.

		1.1.4. Unaccompanied officer and NCO quarters.

		1.1.5. Fire department sleeping and entertainment areas.

		1.1.6. Airman Leadership School (ALS) sleeping areas and lounges.

		1.1.7. Missile launch control facilities sleeping areas and lounges.

		1.1.8. Supplemental and special command position (SCP) furnishings. Supplemental furnishings may ...



		1.2. HQ USAF Responsibilities

		1.2.1. HQ USAF/ILE. The Office of the Civil Engineer oversees the furnishings management program.

		1.2.2. HQ USAF/ILEH. The Chief of Housing is the office of primary responsibility (OPR) for the f...



		1.3. Major Command (MAJCOM) Responsibilities

		1.3.1. Manages the furnishings and appliance programs for their command.

		1.3.2. Sets up supplemental guidance to implement the policies of this program.

		1.3.3. Budgets/monitors funds requirements and recommends distribution of funds for furnishings a...

		1.3.4. Develops an excess furnishings program.

		1.3.5. Submits an

		1.3.6. Approves, on a case-by-case basis, transfers of furnishings assets between family housing ...



		1.4. Installation Commander Responsibilities

		1.4.1. Provides resources for all aspects of the furnishings management program.

		1.4.2. Provides facilities meeting the standards DoD 4145.19-R,

		1.4.3. Assigns qualified personnel to furnishings management.

		1.4.4. Makes furnishings information available for all furnishings management office (FMO) custom...

		1.4.5. Develops and maintains an installation furnishings management program and local furnishing...

		1.4.6. Ensures that unit commanders or designated representatives, consolidated dormitory managem...

		1.4.7. Provides data automation support.

		1.4.8. Ensures the Military Personnel Flight (MPF) briefs members traveling to overseas areas abo...

		1.4.9. Ensures family housing and O&M furnishings funds are spent on authorized family housing an...



		1.5. Installation or Base Civil Engineer (BCE) Responsibilities

		1.5.1. Furnishings budget requirements are identified for unaccompanied housing (UH), lodging, an...

		1.5.2. Appropriated fund furnishings are properly inventoried and accounted for.

		1.5.3. Training is available for furnishings management personnel.

		1.5.4. GOQ furnishings expenditures are tracked and reported.

		1.5.5. The housing flight chief reviews annual furnishings assessments.

		1.5.6. Furnishings repair, either in-house or through a contract service, is provided.

		1.5.7. Basewide appliance program is managed.

		1.5.8. CE/CC or Deputy participation on the Quarters Improvement Committee (QIC).



		1.6. Housing Flight/Furnishings Management Responsibilities

		1.6.1. For appropriated fund purchases:

		1.6.1.1. Prepares inputs to the BCE budget.

		1.6.1.2. Receives and issues furnishings.

		1.6.1.3. Maintains a furnishings backup stock.

		1.6.1.4. Warehouses, redistributes, repairs, and turns in furnishings.

		1.6.1.5. Prepares purchase requests for authorized items.

		1.6.1.6. Provides customer pickup and delivery services.

		1.6.1.7. Performs an annual inventory and assessment of FMO warehouse stocks

		1.6.1.8. Identifies items that are excess to the installation and reports them to their MAJCOM.

		1.6.1.9. Serves as the focal point for the Quarters Improvement Committee (QIC) and Quarters Impr...

		1.6.1.10. Identifies and reports suspected abuse or loss of property. For items damaged, destroye...

		1.6.1.11. Ensures the latest supply and customer service procedures are followed.



		1.6.2. For nonappropriated fund purchases:

		1.6.2.1. Coordinates on purchase requests for NAF items.

		1.6.2.2. Provides warehouse space, materials handling equipment support and manpower support for ...

		1.6.2.3. Provides customer pickup and delivery service for NAF items.





		1.7. Unit Commander, CDMO, Housing Flight Chief, and Lodging Manager Responsibilities:

		1.7.1. Dual Responsibilities. Unit commanders, CDMO, lodging managers and housing flight chief:

		1.7.1.1. Maintain control of furnishings in their respective facilities.

		1.7.1.2. Conduct annual quarters appropriated fund furnishings inventory and assessment on an AF ...

		1.7.1.3. Participate in the base QIC to represent unit dormitory, CDMO, and lodging furnishings n...



		1.7.2. Unit Responsibilities. Unit commanders or CDMOs (for UH) ensure inventories of room furnis...



		1.8. Services Commander/Director Responsibilities

		1.8.1. Authorized appropriated fund furnishings budget requirements are identified for lodging an...

		1.8.2. Coordinates with FMO on purchases of any NAF property that will require logistical support.

		1.8.3. Coordinates with FMO on the disposal of any appropriated fund property and any NAF propert...

		1.8.4. Participates on the Quarters Improvement Committee (QIC).



		1.9. General Officer Quarters (GOQ) Furnishings Costs



		Chapter 2

		2.1. Furnishings and Appliances Budgets

		2.1.1. When estimating furniture requirements:

		2.1.1.1. Derive the basic furnishings requirements from furnishings allowance (see

		2.1.1.2. Use the installation QIP to further define the type and style of furnishings.

		2.1.1.3. Include furnishings administrative support requirements in budget estimates.



		2.1.2. Use O&M funds to provide furnishings for UH and for unaccompanied personnel authorized to ...

		2.1.3. Use family housing funds to provide furnishings for family housing and accompanied personn...



		2.2. Budget Requirements Justifications

		2.2.1. Age and condition of inventory and equipment.

		2.2.2. Furnishings requirements for scheduled military construction program renovation, new const...

		2.2.3. Any mission changes.

		2.2.4. Loaner kit requirements (full Joint Federal Travel Regulation [JFTR] locations) and furnit...



		2.3. Budgeting for Appliances

		2.3.1. For FH authorized free-standing appliances, all costs associated with initial issue, repla...

		2.3.2. For FH authorized built-in appliances, replacement and maintenance & repair are funded wit...

		2.3.3. For unaccompanied housing authorized appliances, see

		2.3.4. For authorized lodging appliances, see



		2.4. Furnishings Backup Stock

		2.4.1. Past usage. (As an example, if only three particular items were exchanged in the past year...

		2.4.2. Projected customer needs.

		2.4.3. Transportation or resupply lead times.

		2.4.4. Available storage space.

		2.4.5. Furnishings repair time.



		2.5. Furnishings Repair

		2.6. Transportation of Furnishings

		2.6.1. Number of units to be supported.

		2.6.2. Number of trips.

		2.6.3. Approximate weight per trip.

		2.6.4. Costs for pickup and delivery services for contracted furnishings moves.

		2.6.5. Mileage for fuel costs and associated equipment and supplies for in-house furnishings moves.



		2.7. Acquisition

		2.7.1. Appliances. Use locally established procurement procedures. Appliances may be cost account...

		2.7.1.1. Provide commercial-size washers and dryers in accordance with

		2.7.1.2. Conduct a comparative cost analysis before procuring government-owned appliance equipmen...



		2.7.2. FMO Responsibilities:

		2.7.2.1. Orders furnishings and appliances by completing the required documentation.

		2.7.2.2. Ensures funds are obligated by monitoring funds availability documents until the order i...

		2.7.2.3. Coordinates requirements for funding (CE funds manager) and purchasing (supply/contracti...

		2.7.2.4. Ensures the installation QIC approves all UH furnishings/appliances purchases included i...

		2.7.2.5. Follows up on all outstanding furnishings/appliances orders until the items arrive.



		2.7.3. Ordering. Use AF Form 2005,

		2.7.4. Special Procedures. Use contracting or General Services Administration (GSA) special proje...

		2.7.4.1. Facility beneficial occupancy date.

		2.7.4.2. Incremental shipments.

		2.7.4.3. Quantity discounts.

		2.7.4.4. Containerized shipments at manufacturer plants.

		Table 2.1. Fund Source For Furnishings and Appliances In Other Than Family Housing.







		2.8. Supplies

		2.9. Contingency Lodging.

		2.10. Appliance Backup Stock

		2.10.1. Past usage. (Example: If only three particular items were exchanged in the past year, the...

		2.10.2. Projected customer needs.

		2.10.3. Transportation or resupply lead times.

		2.10.4. Available storage space.

		2.10.5. Appliance repair time.





		Chapter 3

		3.1. Storage and Materiel Handling

		3.1.1. Climatic control to preserve wood and fabrics.

		3.1.2. Loading ramp and dock.

		3.1.3. Sufficient lighting.

		3.1.4. Appropriate shelving.

		3.1.5. Administrative area.

		3.1.6. Security area for pilferables (such as microwaves, VCRs, and TVs).

		3.1.7. Workshop areas for minor maintenance.

		3.1.8. Flammable materials storage space.

		3.1.9. Space and electrical outlet service for materials handling equipment.

		3.1.10. Staging area for receiving assets and processing turn-ins.



		3.2. Housekeeping and Safety

		3.2.1. General Requirements. Keep areas clean, safe, and orderly.

		3.2.1.1. Establish a warehouse location system to illustrate item locations and assist in plannin...

		3.2.1.2. Block refrigerator doors open.

		3.2.1.3. Use material handling equipment to load and unload crated, boxed, or palletized items an...

		3.2.1.4. Cover items that are not in boxes or containers.

		3.2.1.5. Mark aisles with safety stripes, and post exit markings, load bearing limits, and other ...



		3.2.2. Stacking Requirements. When stacking items, do not exceed the load capacity of the bottom ...

		3.2.3. Other Requirements:

		3.2.3.1. Obtain entomology services to exterminate insects in storage areas.

		3.2.3.2. Request the technical assistance of the installation safety office in all matters relati...

		3.2.3.3. Use signs or aisle markers to identify the warehouse locations of serviceable items.





		3.3. Pickup and Delivery Service

		3.3.1. Accompanies commercial contractors for pickup and delivery service.

		3.3.2. Checks issues and turn-ins for proper identification, quantity, condition, and cleanliness.



		3.4. Receiving Furnishings

		3.4.1. Verify the identification, quantity, and condition of furnishings. Immediately report any ...

		3.4.2. Maintain records on the date of delivery for furnishings items.

		3.4.3. Use the date of receipt to determine depreciation allowances on statements of charges, cas...

		3.4.4. Maintain appliance warranty data by inserting information onto AF Form 4302,

		Table 3.1. Life Expectancy Chart.





		3.5. Storage, Operation, and Movement of Property

		3.6. Moving

		3.7. Inspection and Tagging

		3.7.1. Identify property and mark/label it in places not easily visible by the user.

		3.7.2. Check property condition.

		3.7.3. Determine property's final disposition.

		3.7.4. Sign appropriate documentation for turn-ins.

		3.7.5. Segregate and mark all repairable and condemned property in storage.



		3.8. Repair and Replacement

		3.8.1. Furniture will not be replaced unless the estimated cost of repair or rehabilitation, incl...

		3.8.2. Establish a repair and preventive maintenance program for items purchased with appropriate...

		3.8.3. Limit furnishings repair to items authorized by the furnishings allowance. Use O&M funds t...

		3.8.4. Use contract repair services when furniture repair requirements exceed installation FMO pr...

		3.8.5. Customers who have furnishings items for repair may take the items in themselves or reques...

		3.8.6. If a replacement is necessary and available, issue it to the customer immediately. Process...

		3.8.7. Accomplish a written cost benefit analysis for appliances. This analysis should include it...

		3.8.8. The repair authority or QAE must maintain the appliance cost benefit analysis documentatio...

		3.8.9. Limit appliance repair to only those government items authorized by the allowance standard...

		3.8.10. Use contracted repair services when appliance repair requirements exceed installation pre...

		3.8.11. Appliances in FH in CONUS are Real Property Installed Equipment (RPIE) and normally consi...





		Chapter 4

		4.1. Philosophy

		4.2. Types of Furnishings Accountability

		4.2.1. XB3 – Expendable items (low cost items for which no base level repairs are performed i.e. ...

		4.2.2. NF1 – Non-equipment authorization inventory data accountable (EAID) items (for example: de...

		4.2.3. NF3 – EAID accountable items with a line item value of $2,500.00 or greater (for example: ...



		4.3. Transaction Records

		4.3.1. Establish accounts for NF3 items with base supply in accordance with AFI 23�101.

		4.3.2. Use automated systems for accountability when available.

		4.3.3. Document all furnishings transactions on internal furnishings accounting control records. ...

		4.3.4. Use AF Form 228,

		4.3.5. Use AF Form 227,



		4.4. Customer Accounts

		4.4.1. Furnishings in jointly occupied UH using the unit dormitory management concept must be acc...

		4.4.2. Turn-ins. Individual room occupants turn in items as required to designated representative...



		4.5. Excess Furnishings

		4.6. Inventory/Assessment

		4.6.1. FMO will perform a physical count of warehouse assets and items in repair. Sensitive or pi...

		4.6.2. FMO will conduct a review of at least 10 percent of jacket files for all GOQ and FH accoun...

		4.6.3. Customers (unit commanders, dormitory managers, lodging managers, and housing flight chief...

		4.6.3.1. Document the assessment on a unit master AF Form 228, sending one copy to the FMO and ke...

		4.6.3.2. Units report APF furnishings and appliances identified as damaged, lost, or destroyed th...





		4.7. Account Adjustment

		4.8. Review



		Chapter 5

		5.1. Requirements

		5.1.1. Installation Furnishings and Appliances. The installation furnishings program is an import...

		5.1.2. Definition. The Air Force authorizes overseas furnishings and appliances support to:

		5.1.2.1. Personnel assigned to government-controlled housing.

		5.1.2.2. Personnel who qualify for government housing but elect to live off base and receive a ho...

		5.1.2.3. Foreign military members or personnel authorized assistance by host tenant support.



		5.1.3. Contractor and technical representative personnel are not authorized FMO support.



		5.2. Customer Support

		5.2.1. Provide a local procedure information brochure to customers.

		5.2.2. Schedule pickup and delivery service. Customers who miss appointments for pickup and or de...

		5.2.3. Follow procedures for customer property receipt. An authorized member or spouse will sign ...

		5.2.4. Coordinate appliance connection and disconnection service (hookup of stoves, dryers) with ...

		5.2.5. Make sure that employees who have contact with customers adequately speak and write English.

		5.2.6. Issue replacements only when a furnishings inspector deems it necessary. Do not exchange i...

		5.2.7. Keep a back-order list for items that are not available. Keep this list by item and date o...

		5.2.8. To minimize transportation expenses and unnecessary wear on furnishings, leave assets in q...

		5.2.9. Customers should make every attempt to identify their furnishings requirements to FMO as s...

		5.2.10. Do not transport government-issued items solely for a customer's personal convenience. Pr...

		5.2.11. FMO and the transportation management office (TMO) work together to coordinate delivery a...



		5.3. Furnishings Support

		5.3.1. Give customers basic support items (excludes loaner kits) for the duration of the tour, re...

		5.3.2. For full JFTR, limit furnishings support to items in the furnishings allowance preface. In...

		5.3.3. For limited JFTR, limit furnishings support to items in the furnishings allowance preface....

		5.3.4. Include FMO on the military personnel flight (MPF) out-processing checklist.



		5.4. Overseas Furnishings and Quarters Availability Report, RCS: HAF-ILE(SA) 7803

		5.4.1. Projects government quarters and furniture availability over a six-month period for unacco...

		5.4.2. Identifies excess weight entitlements for both unaccompanied and accompanied members at re...





		Chapter 6

		6.1. Definition

		6.2. Appliance Authorizations

		6.3. Unaccompanied Housing (UH) and Lodging Appliances

		6.3.1. Provide commercial-size washers and dryers in government-owned or -leased UH and in lodgin...

		6.3.2. Do not provide government purchased/owned ice machine, washers and dryers vice leased item...

		6.3.3. Conduct a comparative cost analysis before procuring government-owned equipment for either...



		6.4. Management.

		6.5. Appliance Maintenance:

		6.5.1. In CONUS, the operations flight is responsible for contract maintenance of appliances in F...

		6.5.2. The operations flight is responsible for providing the QAE and technical assistance. Overs...



		6.6. Compatibility



		Chapter 7

		7.1. Philosophy

		7.2. Quarters Improvement Committee (QIC)

		7.3. Quarters Improvement Plan (QIP).



		Chapter 8

		8.1. Philosophy.

		8.2. Policy.

		8.3. Types of Allowances

		8.3.1. Unaccompanied housing (UH) allowance standards.

		8.3.1.1. Furnishings for enlisted dormitories.

		8.3.1.2. Furnishings for UNCOQ.

		8.3.1.3. Furnishings for UOQ.



		8.3.2. Overseas housing allowance standards.

		8.3.2.1. Furnishings for housekeeping quarters in overseas areas with JFTR weight limitations.

		8.3.2.2. Furnishings for loaner kits for housekeeping quarters in overseas areas with full JFTR w...

		8.3.2.3. Furnishings for housekeeping quarters in overseas areas for unaccompanied military and a...



		8.3.3. Special allowance standards.

		8.3.3.1. Furnishings for ALS dormitories.

		8.3.3.2. Furnishings for intercontinental ballistic missile (ICBM) launch control facility (LCF) ...

		8.3.3.3. Furnishings for quarters of allied exchange officers.

		8.3.3.4. Furnishings for fire department sleeping and entertainment areas.

		8.3.3.5. Furnishings for lodging facilities.

		8.3.3.6. General officer and installation commander quarters.

		8.3.3.7. Furnishings for quarters of incumbents of SCPs.



		8.3.4. Changes to Allowance Standards

		8.3.5. Accountability. All furnishings will be accounted for in accordance with



		8.4. General Allowance Information.

		8.4.1. Appliances

		8.4.2. Carpet

		8.4.3. Window Treatments

		8.4.4. Fireplace Accessories. A fireplace tool set is authorized for each functional open-type bu...

		8.4.5. Furniture. The installation focal point for quarters furniture purchase, repair, cleaning,...

		8.4.6. Audio and Video Equipment. Strict adherence to DoD Directive 5535.4,

		8.4.6.1. Audio and video duplicating and playback equipment is not authorized for reproduction of...

		8.4.6.2. Public performances of copyrighted sound or video recordings with permission or licenses...

		8.4.6.2.1. A public performance is “one transmitted to or performed at a place open to the public...

		8.4.6.2.2. An isolated area is defined as an area or location that is manned on a short or unacco...

		8.4.6.2.3. A deployed unit is defined as a DoD unit deployed from its normal home installation.

		8.4.6.2.4. The isolated area or deployed unit commander is responsible for maintaining a log to v...





		8.4.7. Funding. Family housing (FH) funds, program element P721, will be used to procure FH furni...

		8.4.8. Procurement of Furnishings. The installation commander will ensure that all furnishings ar...

		8.4.9. Use of Excess Furnishings

		8.4.10. Game Equipment. Government-owned game equipment provided in UH will be at no cost to the ...

		8.4.11. Bed Linen

		8.4.12. Utilities. Any item listed herein that requires electricity, gas, or other type utility o...

		8.4.13. Use and Storage of Government Furnishings. No personal items will be stored in the FMO wa...



		8.5. Unaccompanied Housing Allowances.

		8.5.1. Washers and Dryers. Washers and dryers in government-owned or leased unaccompanied quarter...



		8.6. Overseas Housing Allowances.

		8.6.1. Loaner Kits. Military and civilian personnel are authorized loaner kits of housekeeping fu...

		8.6.2. Support Authorization for Unaccompanied Military or Civilian Personnel Assigned in a JFTR ...

		8.6.3. Items Issued for the Duration of Tour. This authorization applies to personnel authorized ...

		8.6.3.1. Appliances. Appliances are normally provided due to the utility differences from that of...

		8.6.3.2. Storage Units. Due to the varied construction practices for private rental quarters, war...

		8.6.3.3. Area Rugs and Pad. Area rugs and pads are authorized if wall-to-wall carpeting is not in...

		8.6.3.4. Miscellaneous Items. Electrical transformers, space heaters, smoke detectors, carbon mon...

		8.6.3.5. Backup Stocks. Overseas FMOs will establish a backup stock of FH and unaccompanied perso...





		8.7. Special Allowances.

		8.7.1. Airman Leadership School (ALS) Dormitories. Installations with in-residence ALS programs a...

		8.7.2. ICBM LCF Sleeping and Entertainment Areas. See AS 462,

		8.7.3. Quarters of Allied Exchange Officers. Installations housing allied exchange officers in FH...

		8.7.4. Fire Department Sleeping and Entertainment Areas. See AS 490,

		8.7.5. Lodging Facilities. The standards in

		8.7.6. Supplemental furnishings for general officer quarters.





		Chapter 9

		9.1. Forms Prescribed:

		9.2. Forms Adopted:



		Attachment 1

		Attachment 2

		A2.1. Description.

		A2.1.1. Identifies each overseas base that provides government quarters and furnishings for unacc...

		A2.1.2. Identifies furniture shortages at limited JFTR overseas locations for both accompanied an...



		A2.2. Submission Requirements.

		A2.2.1. Send changes to the report as soon as they occur to MAJCOM/DPX, who will forward it to HQ...

		A2.2.2. Provide informational copies of all reports to HQ USAF/ILEH.



		A2.3. Preparation.

		A2.3.1. Use a six-month projected availability for data in this report.

		A2.3.2. Compile report information according to the format in

		Table A2.1. Format for Overseas Furnishings and Quarters Availability Report.

		Table A2.2. Standard Furnishings Weights.





		Attachment 3

		A3.1. Quarters Improvement Committee (QIC).

		A3.1.1. The installation commander will establish the QIC, which is charged with reviewing the an...

		A3.1.1.1. The QIC should meet at least semi-annually (may meet more often depending on local need...

		A3.1.1.1.1. Review the status of quarters improvement efforts.

		A3.1.1.1.2. Recommend distribution of funds.

		A3.1.1.1.3. Review future facility or furnishings projects for acceptability and compatibility wi...

		A3.1.1.1.4. Establish base standards, normally one for permanent party and one for transient, for...

		A3.1.1.1.5. Validate funds requirements.

		A3.1.1.1.6. Review the status of furnishings replacement needs or shortages.







		A3.2. QIC Goals.

		A3.3. QIC Membership:

		A3.3.1. Voting Members:

		A3.3.1.1. Installation commander or deputy (chairperson). May be delegated to support group comma...

		A3.3.1.2. BCE or Deputy BCE.

		A3.3.1.3. Services commander/director.

		A3.3.1.4. Comptroller.

		A3.3.1.5. Installation command chief master sergeant.

		A3.3.1.6. First Sergeant representative.





		A3.4. Advisors:

		A3.4.1. Base chief of supply.

		A3.4.2. Base contracting officer.

		A3.4.3. Budget officer.

		A3.4.4. Housing flight chief.

		A3.4.5. Lodging general manager.

		A3.4.6. FMO supervisor (also acts as recorder, and prepares and distributes minutes of the meeting).

		A3.4.7. BCE representatives.

		A3.4.8. Squadron commander/First Sergeant representative.

		A3.4.9. Dormitory, UOQ, UNCOQ resident representatives.



		A3.5. Responsibilities.

		A3.6. Mechanics of the QIC:

		A3.6.1. QIC Meeting Preparation Checklist. A meeting preparation checklist helps the FMO set up a...

		Table A3.1. Sample QIC Meeting Preparation Checklist.





		A3.7. QIC Agenda

		A3.7.1. Agenda.

		A3.7.2. Introduction of new members.

		A3.7.3. Review minutes of last meeting.

		A3.7.4. Required status reports.

		A3.7.4.1. Dormitory status – Occupancy (OPR: Housing).

		A3.7.4.2. Lodging status – Occupancy (OPR: Services).

		A3.7.4.3. Furnishings status (OPR: FMO).

		A3.7.4.4. Facility projects (OPR: BCE).

		A3.7.4.5. APF budget (OPR: Comptroller).

		A3.7.4.6. NAF budget (OPR: Services).



		A3.7.5. Old business (list action item by title and OPR).

		A3.7.6. New business (list by subject and proposing office).

		A3.7.7. Furnishings status.

		A3.7.7.1. Furnishings on order (dollar amount, supply status).

		A3.7.7.2. Where furnishings will be used.

		A3.7.7.3. Funding source.

		A3.7.7.4. Storage requirements on delivery.

		A3.7.7.5. Installation method.



		A3.7.8. Facility projects.

		A3.7.8.1. Projects (list separately).

		A3.7.8.2. Project number, description of work.

		A3.7.8.3. Building number, occupants.

		A3.7.8.4. Cost.

		A3.7.8.5. Work status.



		A3.7.9. APF budget.

		A3.7.9.1. Equipment budget.

		A3.7.9.2. Contract furniture repair.

		A3.7.9.3. Supply budget.

		A3.7.9.4. Expenditures (required, allocated, expensed).

		A3.7.9.5. Project funds availability.



		A3.7.10. NAF budget.

		A3.7.11. Furnishings budget.

		A3.7.11.1. Furnishings expenditures.



		A3.7.12. Supply budget.

		A3.7.12.1. Supply expenditures.



		A3.7.13. Other items.





		Attachment 4

		A4.1. The Quarters Improvement Plan (QIP).

		A4.1.1. It addresses both APF and NAF facility and furnishings projects and requirements.

		A4.1.2. It is developed through a base quorum called the QIC.

		A4.1.3. The QIP should address all elements of the lodging and unaccompanied facility living envi...

		A4.1.4. Although there is no standard format for a QIP, this sample represents a composite of sev...



		A4.2. Elements of the QIP:

		A4.2.1. The first page of the QIP should be a statement of goals, usually in a letter format, sig...

		A4.2.2. A brief statement about the base mission, number of people supported in dormitories and l...

		A4.2.3. Concluding remarks usually include the commander’s request for active support from all ba...



		A4.3. Planning Philosophy:

		A4.3.1. This portion of the QIP addresses individual base planning assumptions, detailed goals, a...

		A4.3.1.1. Providing single-person rooms.

		A4.3.1.2. Upgrade efforts.

		A4.3.1.3. Lodging facility rates and NAF upgrade support.

		A4.3.1.4. Future mission changes and needs.



		A4.3.2. Special emphasis areas include:

		A4.3.2.1. The need for senior leadership involvement in the QIC and QIP.

		A4.3.2.2. Teamwork required between CE, services, budget, supply, and contracting.

		A4.3.2.3. Large furniture orders (whole building concept).

		A4.3.2.4. Ordering as a package.

		A4.3.2.5. Receiving furnishings.

		A4.3.2.6. Displacement of personnel.

		A4.3.2.7. Relocation of occupants.





		A4.4. Facility Standards.

		A4.4.1. Facility standards are desired features for all dormitory, UOQ/UNCOQ, and lodging buildin...

		A4.4.2. The QIP should address the features for each functional part of the facility. Dormitory f...

		A4.4.2.1. Sleeping rooms.

		A4.4.2.2. Vanity areas.

		A4.4.2.3. Shared bathrooms or central latrines.

		A4.4.2.4. Common areas (laundry rooms, kitchens, dayrooms, hallways, storage rooms, guest bathroo...

		A4.4.2.5. Exterior grounds.

		A4.4.2.6. Main entrance.

		A4.4.2.7. Exterior of the building.

		A4.4.2.8. Lock system.

		A4.4.2.9. Parking area.



		A4.4.3. The features should be listed with as much detail as possible; these lists can be used to...

		A4.4.4. Detailed room features may include:

		A4.4.4.1. Electrical outlets (see the Dormitory Design Guide).

		A4.4.4.2. Fire/smoke detector.

		A4.4.4.3. Woodwork stained, not painted.

		A4.4.4.4. Individual room thermostat for heat, air conditioning, and air flow.

		A4.4.4.5. One full-length framed mirror mounted on interior of closet door.

		A4.4.4.6. Wall-to-wall patterned carpet (earth tone or neutral shades) with pad.

		A4.4.4.7. Screens in windows.

		A4.4.4.8. TV and telephone hook-up jacks.

		A4.4.4.9. No exposed conduit, pipe.

		A4.4.4.10. Window treatment to include drapes, venetian or vertical blinds.





		A4.5. Furnishings

		A4.6. Construction Characteristics.

		A4.6.1. Solid wood or solid wood core furniture.

		A4.6.2. Heavy-gauge hinges.

		A4.6.3. Lockable wardrobes or closets.

		A4.6.4. Hinges on drop-lid desks with continuous heavy-duty piano hinge with adjustable flap supp...

		A4.6.5. Dovetail drawers with double metal side rails and stopping device.

		A4.6.6. Finished backs on all furniture.

		A4.6.7. Adjustable leveling legs on all large pieces of furniture.

		A4.6.8. Lamination on desks and table tops.

		A4.6.9. Sturdy chair fabric without protrusions such as buttons or pleats.

		A4.6.10. Audio cord holes predrilled in entertainment units and desks.



		A4.7. Lodging Furnishings.

		A4.8. Visits.

		A4.9. Dayroom Furnishings.

		A4.10. Restrictions.

		A4.11. Guide.

		A4.12. Style.

		A4.13. Replacement.

		Table A4.1. Average Life Expectancies for Furnishing Items.



		A4.14. Facility Data:

		A4.14.1. Facility data should provide a profile of the history and current condition of all unacc...

		A4.14.2. The following is a suggested format for an information worksheet which should be complet...

		A4.14.2.1. Building number*.

		A4.14.2.2. Building use* (e.g., VAQ, dormitory).

		A4.14.2.3. Principle user if dormitory* (e.g., Security Forces, CES).

		A4.14.2.4. Condition code* (from real property records).

		A4.14.2.5. Number of rooms*.

		A4.14.2.6. Rated capacity* (from real estate property records).

		A4.14.2.7. Year constructed/modernized*.

		A4.14.2.8. Type of construction.

		A4.14.2.9. Configuration (room-bath-room, central latrine, private bath).

		A4.14.2.10. Number of bed spaces*.

		A4.14.2.11. Number of diversions* (list reasons).

		A4.14.2.12. Size of rooms* (square feet).

		A4.14.2.13. Number of personnel on non-hardship BAQ*.

		A4.14.2.14. Occupancy rate*.

		A4.14.2.15. Number of laundry rooms.

		A4.14.2.16. Number of dayrooms.

		A4.14.2.17. Number of storage rooms.

		A4.14.2.18. Condition of common-use areas.





		A4.15. Furnishings Data:

		A4.15.1. Furnishings data should include information about the type and age of furnishings in use...

		A4.15.2. Items are listed using supply national stock number (NSN) and nomenclature, so that this...

		A4.15.2.1. Item needed.

		A4.15.2.1.1. Stock number.

		A4.15.2.1.2. Quantity required.

		A4.15.2.1.3. Quantity on-hand.

		A4.15.2.1.4. Unit price.

		A4.15.2.1.5. Extended cost.

		A4.15.2.1.6. Date of purchase.







		A4.16. Standard Room Sets.

		A4.17. Facility Projects:

		A4.17.1. The QIC maintains a listing of the status of facility projects that are underway or plan...

		A4.17.1.1. .Project title.

		A4.17.1.2. Project number.

		A4.17.1.3. Estimated cost.

		A4.17.1.4. Estimated completion date.





		A4.18. Facility Project Status.

		Table A4.2. Facility Project Status.



		A4.19. Furnishings Requirements:

		A4.19.1. The QIC must determine the price of furnishings standards and actual replacement or new ...

		A4.19.2. Table A4.3.

		Table A4.3. Furnishings Requirements.



		A4.19.3. Any notes that will help define requirements (e.g., “dormitory furnishings are required ...

		A4.19.4. Totals are presented by FY.



		A4.20. Sample Quarters Improvement Plan (QIP):

		A4.20.1. The following represents the content of a sample QIP.

		A4.20.1.1. Preface:

		A4.20.1.1.1. The purpose of this plan is to provide a comprehensive program for upgrading the per...

		A4.20.1.1.2. Under the Unit Dorm Management Concept, the unaccompanied housing and lodging facili...

		A4.20.1.1.3. The office of primary responsibility is the Furnishings Management Office (FMO), ext...



		A4.20.1.2. Mission Statement. The Quarters Improvement Committee at _______ Air Force Base is ded...

		A4.20.1.3. Status of Housing Facilities:

		A4.20.1.3.1. ________ AFB has 16 dormitories.

		A4.20.1.3.2. ________ are 3-story with central latrine, masonry construction.

		A4.20.1.3.3. ________ are 3-story with room-bath-room, masonry construction.

		A4.20.1.3.4. The ages of the facilities range from 25 to 35 years.

		A4.20.1.3.5. Total capacity is 2,158 spaces.

		A4.20.1.3.6. Facilities are equipped with _____________(brand/style) furniture purchased in ____.



		A4.20.1.4. Status of Lodging Facilities:

		A4.20.1.4.1. ________ AFB has 11 lodging facilities.

		A4.20.1.4.2. _________ Visiting Officer Quarters.

		A4.20.1.4.3. _________ Visiting Airmen Quarters.

		A4.20.1.4.4. _________ Temporary Lodging Facilities.

		A4.20.1.4.5. The ages of the buildings range from 19 to 35 years.

		A4.20.1.4.6. The capacity is 310 spaces.

		A4.20.1.4.7. Facilities are equipped with ____________(brand/style) furniture purchased in ______...







		A4.21. Sample Quality of Life Improvement Program.

		A4.21.1. Installation:

		A4.21.2. Unaccompanied and Transient Housing Situation. A comprehensive master plan is required t...

		A4.21.3. Assumptions:

		A4.21.3.1. The improvement of dormitories and lodging facilities is one of the most important pro...

		A4.21.3.2. Life expectancy of interior and exterior paint is 4 years.

		A4.21.3.3. Life expectancy of carpet is 7 years.

		A4.21.3.4. Fourteen dormitories will be improved through the military construction program (MILCO...

		A4.21.3.5. Life expectancy for furniture is 10-12 years.

		A4.21.3.6. Labor and material cost will rise significantly each year.

		A4.21.3.7. Base O&M funds will continue to be limited.



		A4.21.4. Mission. The Quality of Life Improvement Program’s mission is to provide the best living...

		A4.21.5. Execution. The installation commander, deputy, or support group commander working throug...

		A4.21.5.1. The dormitory facilities will be upgraded according to the schedule outlined herein. C...

		A4.21.5.2. As far as practical, serviceable furniture and drapes from facilities being renovated ...



		A4.21.6. Responsibilities:

		A4.21.6.1. The installation commander, deputy, or support group commander will:

		A4.21.6.1.1. Keep the personnel of _______ AFB informed on the plans, goals, and status of the QI...

		A4.21.6.1.2. Gather information relative to upgrading dormitories and lodging facilities.

		A4.21.6.1.3. Assign priorities to all QIC projects.

		A4.21.6.1.4. Chair the QIC.

		A4.21.6.1.5. Work closely with base planning personnel to ensure that a total package including r...

		A4.21.6.1.6. Periodically provide progress reports to the QIC members.



		A4.21.6.2. The FMO will:

		A4.21.6.2.1. Plan, budget, coordinate, and consolidate the actions called for in this program.

		A4.21.6.2.2. Take inputs from Civil Engineering, Lodging, Commanders, First Sergeants, and Dormit...

		A4.21.6.2.3. Ensure that the meeting minutes are taken, finalized, and submitted to the chairman ...



		A4.21.6.3. The BCE will:

		A4.21.6.3.1. Be responsible for the development of all MILCON and O&M projects.

		A4.21.6.3.2. Develop work request actions based on inputs from the QIC.

		A4.21.6.3.3. Provide architectural expertise to the QIC to ensure interior and exterior aesthetic...

		A4.21.6.3.4. Submit project status updates to the FMO for inclusion in the agenda.



		A4.21.6.4. Comptroller and Chief of Supply. The comptroller and chief of supply act as technical ...

		A4.21.6.5. Installation Command Chief Master Sergeant. The installation command chief master serg...

		A4.21.6.6. The QIC will:

		A4.21.6.6.1. Meet at least semiannually.

		A4.21.6.6.2. Promote and monitor the improvement of all dormitories and lodging facilities.

		A4.21.6.6.3. Review and approve all major changes to unaccompanied personnel facilities.

		A4.21.6.6.4. Provide guidance on the selection of furniture and accessories.





		A4.21.7. Resources. Improvement of furnishings in dayrooms, laundry and common areas should be in...

		A4.21.8. Dormitory Capacities:

		Table A4.4. Installation Dormitory Capacities.



		A4.21.9. Lodging Facility Capacities:

		Table A4.5. Installation Lodging Facility Capacities.



		A4.21.10. Renovation Status. The status of renovation projects at ______ AFB is as follows:

		A4.21.10.1. Building 411 (VOQ). Exterior was painted in August 1998. Roof will be repaired and bu...

		A4.21.10.2. Building 390 (VOQ). Exterior is scheduled for painting in 2001. New furnishings, (sof...

		A4.21.10.3. Building 366 (VOQ). Exterior of building was painted in 1998. Renovation to include r...

		A4.21.10.4. Building 143 (Enlisted Dormitory). Exterior is scheduled for painting in FY02. VQ typ...

		A4.21.10.5. Building 145 (Enlisted Dormitory). Exterior is scheduled for painting in CY02. Carpet...

		A4.21.10.6. Building 147 (Enlisted Dormitory). Interior was painted in 1999. Exterior is schedule...

		A4.21.10.7. Building 145. Scheduled for painting in CY01. Carpet was installed in common areas in...







		Attachment 5

		Figure A5.1. Repair/Replace Sample Calculation.



		Attachment 6

		Figure A6.1. FURNISHINGS ALLOWANCES FOR UNACCOMPANIED HOUSING



		Attachment 7

		Figure A7.1. FURNISHINGS ALLOWANCES FOR OVERSEAS HOUSING



		Attachment 8

		Figure A8.1. FURNISHINGS ALLOWANCES FOR CONUS HOUSING (Non GOQ)
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GOQ North Typical 1st Fl Plan 







 


GOQ North Typical 2nd Fl Plan 







 


GOQ North New 1st Fl Plan 







 


GOQ North New 2nd Fl Plan 







 


GOQ Center Left Kitchen 1st Fl Plan 







 


GOQ Center Left Kitchen 2nd Fl Plan 







 


GOQ Center Right Kitchen 1st Fl Plan







 


GOQ Center Right Kitchen 2nd Fl Plan 







 


GOQ South Circular Patio 1st Fl Plan 







 


GOQ South Circular Patio 2nd Fl Plan







 
GOQ South Terrace Patio 1st Fl Plan 
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This instruction establishes the procedures and assigns responsibilities for implementing Air Force Occupational Safety and Health (AFOSH) Standard 161-21, Hazard Communication. It applies to all organizations who specify, procure, store, transport, package, handle, or use hazardous materials.  A copy of this instruction, AFOSH Standard 161-21, the work area hazardous chemical inventory, copies of Material Safety Data Sheets (MSDSs) for all chemicals used, and a list of the non-routine tasks involving hazardous materials will be maintained in each work area.  In addition, it also implements AFI 32-7086, Hazardous Materials Management Program.  It applies to all base and tenant units.


SUMMARY OF REVISIONS:

This revision updates BAFBI 48-2 dated 15 January 1997 and incorporates new procedures for the Hazardous Materials Management Program.


1.
SCOPE:


1.1.  This instruction directs the management of hazardous materials and chemicals based on their hazardous properties and the actions necessary to control them.  It also covers the dissemination of information and required training for Air Force/Federal employees occupationally exposed to hazardous materials.


1.2.  Management of the following classes of hazardous materials is accomplished by other specific directives; therefore, these materials are generally excluded from this instruction:


1.2.1.  Resource Conservation and Recovery Act (RCRA) wastes.


1.2.2.  Sanitary wastes.


1.2.3. Drugs.


1.2.4.
Nuclear Regulatory Commission (NRC) regulated materials (AFI 40-201, Managing Radioactive Materials in the USAF).


1.2.5. Munitions.


1.2.6. Rocket propellants.


1.2.7.  Bulk petroleum oil and lubricant products.


1.2.8.  Consumer products regulated by other agencies.



   1.2.9.  Biological hazardous waste.


2.  RESPONSIBILITIES:


2.1.  Unit Commanders Will:


2.1.1.  Ensure supervisors and employees who handle, use, or are potentially exposed to hazardous materials in the course of official Air Force duties, are provided information and training on the Air Force Hazard Communication Program (HAZCOM) and the specific hazards in their work area in accordance with para 4.3.2. of this instruction.


2.1.2.  Appoint, in writing, an organizational occupational health coordinator for each work place which uses or has the potential to use hazardous materials.


2.2.  Supervisors Will:


2.2.1.  Provide comprehensive, specialized initial and annual training to all workers on HAZCOM in accordance with paragraph 4.2.2. of this instruction.


2.2.2.  Document Federal Hazard Communication Training Program (FHCTP), and Workplace Specific Federal Hazard Communication Training Program (WSFHCTP) in section V of the AF Form 55, Employee Safety and Health Record, as described in AFOSH Standard 161-21, para 5e(7) and AFOSH Std 91-301.


2.2.3.
IAW AFI 91-301, 1 June 1996, (page 19, paragraph 7.4. Maintenance and Disposition of AF Form 55); supervisors will maintain the form in their workplace.  This form may be filed with the AF Form 623, Individual Training Record for enlisted personnel and AF Form 971, Supervisor’s Employee Brief for civilian personnel.  The AF Form 55 should be given to the individual to hand carry to the next assignment when departing for Permanent Change of Station (PCS).  


2.2.4.  Maintain an updated Workplace Specific Hazard Communications binder to include:


2.2.4.1.  Tab A:  AFOSH Std 161-21, Hazard Communication.


2.2.4.2.  Tab B:  Bolling AFB Instruction 48-2.


2.2.4.3.  Tab C:  Hazardous Chemical Inventory from Hazmat Pharmacy in accordance with para 5 of this instruction


2.2.4.4.  Tab D:  List of Non-Routine Tasks  


2.2.4.5.  Tab E:  Material Safety Data Sheets (MSDS), or reference to their location and operation of CD Hazardous Material Information System (HMIS).


2.2.4.6.  Tab F:  Bioenvironmental Engineering Survey Reports


2.2.5.  Ensure the Hazcom binder is readily available to workers.


2.2.6.  Notify the HazMat Pharmacy and Bioenvironmental Engineering Services (BES) whenever a new chemical is introduced into the work area, a chemical is permanently removed from the work area, or whenever the mission changes such that chemical use significantly increases or decreases.  It is the shop supervisor’s responsibility to ensure their Hazardous Chemical Inventory is updated.  


2.2.7.  Coordinate acquisition of bypass material with Local Purchase Contracting/ Medical Logistics HazMat Pharmacy to ensure proper contracting procedures are followed for acquisition of hazardous materials.  When government credit cards are used to purchase hazardous materials, the supervisor (purchaser) shall obtain approval to purchase the item(s) from the hazardous materials pharmacy, Bioenvironmental Engineering, Environmental Flight, and HQ 11 WG/SE prior to purchasing the item via completion of an AF Form 3952, Chemical Hazardous Material Request/Authorization. If the item has previously been approved by the above offices, organizations must still notify the hazardous materials pharmacy prior to purchasing item(s).  Upon receipt of item(s), the supervisor (purchaser) shall notify the hazardous materials pharmacy to obtain barcodes for all items.  Barcode numbers for expended items shall be cleared by providing the numbers to the hazardous material pharmacy.


2.2.8.  Ensure all material, including bypass material, is labeled IAW AFOSH Standard 161-21, Hazard Communication, paragraphs 5d(1) and 5d(3).


2.2.9.  Ensure the Workplace Specific Hazard Communication folder/binder is passed on to new supervisors and not lost during the transfer.


2.2.10.  Ensure all personnel who are departing for PCS or Permanent Change of Assignment (PCA) have their AF Form 55 or equivalent computerized training record forwarded to their next duty location.


2.2.11.  Develop procedures for deployment operations to include MSDSs, Personal Protective Equipment (PPE), etc.


2.3.  11th Medical Operations Squadron (Bioenvironmental Engineering Services (BES)) will:


2.3.1.  Perform hazard evaluations of all industrial processes and non-routine hazardous materials applications on a prioritized basis based on risk.


2.3.2.  Maintain and update the HMIS MSDS master file.  Ensure accessibility of this information to base emergency response agencies on a 24-hour basis.  During non-duty hours, this information will be available from on-call BES personnel.


2.3.3.  The requestor shall provide a copy of the MSDS for the product for which approval is being requested.  Should the requestor have difficulty in obtaining the MSDS, BES shall determine if the MSDS is available in the HMIS.  If not available, BES will attempt to obtain the MSDS from the manufacturer, using established procedures, and determine if the material should be added to the hazardous material inventory.


2.3.3.1.  BES will try to obtain an MSDS from a manufacturer three (3) times.  If all attempts fail, BES will notify the HAZMAT Pharmacy to discontinue ordering the product.  The Pharmacy will also be instructed to confiscate all of the same productsterials for return or disposal.


2.3.4.  Review new product MSDSs for completeness of safety and health information. 


2.3.5.  Validate hazardous materials inventories during the routine industrial shop survey and certify existing chemical usage to minimize workplace hazards.


2.3.6.  Review MSDSs with an employee, supervisor, or designated employee representative, and explain MSDS information upon request.  Workers with questions or those who desire clarification concerning MSDS information will contact BES to establish a time during the worker's shift for review of the MSDSs.  BES personnel will review the MSDSs with the employee and provide an explanation of MSDS information.


2.3.7.  Advise all units on proper chemical labeling.


2.3.8.  Provide technical assistance to Public Health and other formal organizational training structures conducting supervisor HAZCOM training.


2.3.9.  Assist work area supervisors in development of work area hazardous materials inventory.


2.3.10.  Assist work area supervisors in developing listings of non-routine tasks involving hazardous materials.


2.3.11.  Advise on compatible storage requirements.


2.4.  11th Medical Operations Squadron (Public Health) will:


2.4.1. Coordinate HAZCOM training requirements with appropriate agencies.


2.4.2.  Provide supervisor and occupational health coordinator training on HAZCOM IAW AFOSH Std 161-21.


2.4.3.  Provide guidance and educational materials to supervisors on general hazardous material for workers with a significant potential for exposure to hazardous materials within their work areas.


2.4.4.  Ensure the adequacy of hazardous materials training programs during annual shop visits.


2.4.5.  Review AF Form 55 for documented training during annual shop visits.


2.4.6.  Perform follow-up visits to shops to ensure supervisors provide training to all of their workers and report findings to Squadron Commanders.


2.5.  11th Supply Squadron will:


2.5.1. Ensure, upon receipt of hazardous materials, containers are identified, packaged, and labeled properly.  Supply inspectors must not accept improperly labeled containers. 


Ensure MSDSs accompany all shipments.  Prior to issue, ensure all unlabeled hazardous materials are properly labeled using DD Form 2521, Hazardous Chemical Warning Label (large label)  or  DD Form 2522, Hazardous Chemical Warning Label (small label).


2.6.  Hazardous Materials Pharmacy will:


2.6.1.
Procure, distribute, and track all hazardous materials used throughout the base.


2.6.2.
Maintain a master log of all MSDSs for hazardous materials used throughout the base.


2.6.3.
Coordinate with Bioenvironmental Engineering and Civil Engineering Environmental Flight for distribution and disposal of hazardous materials and waste.


2.6.4.
Ensure shop has valid MSDS prior to delivery of material.


2.6.5.
Provide MSDSs to users when requested.


2.6.6.  Track shop hazardous materials usage and quantities.  Ensure shops do not purchase and stock pile hazmat.

2.6.7. Attend Contracting Squadron Notice to Proceed (NTP) pre-construction conferences for new construction and renovation projects.


2.6.8.  Attend Civil Engineering Construction Management Flight final walk through inspections for new construction and renovation projects.


2.7.  11th Contracting Squadron will:


2.7.1.  Ensure all hazardous materials procurements are approved by the HazMat Pharmacy.


2.7.1.1.  Perform periodic audits to ensure hazardous materials purchases are approved by the HAZMAT pharmacy prior to purchase.


2.7.2. Ensure all contracts for which the Air Force locally procures potentially hazardous materials includes clause 52.223-3, Hazardous Material Identification and Material Safety Data, of the Federal Acquisition Regulation (FAR) 23.303.  Ensure post award conferences address hazardous materials IAW FAR Part 42.502(k). 


2.7.3. Ensure contractors are advised of AF hazardous chemical operations they may encounter and protective measures needed in the normal course of their work on the premises during the post-award conference.


2.7.4.  Ensure all contracts involving hazardous materials usage by contract personnel on Bolling are in compliance with AFOSH Standard 161-21, Hazard Communication and reviewed by BES prior to bidding.


2.7.6.  Provide Environmental Flight and Hazmat Pharmacy copies of AF Form 66, Contractor Hazardous Materials List.  Disclose any additional hazardous materials purchases during the construction and renovation timeframe on an AF Form 66 and submit to the Environmental Flight and Hazmat Pharmacy.


2.8.  11th Civil Engineering Squadron will:


2.8.1.  Maintain accurate record drawings for all utility systems within the civil engineer's responsibility.  Drawings will indicate best available location and contents of all pipes and utility systems.


2.8.2.  Ensure availability and timely procedures for notifying workers and Real Property Building Managers (RPBM) of pipe contents.


2.9.  11th Civil Engineering Squadron (Environmental Flight) will:


2.9.1.  Maintain and update the Integrated Contingency Response Plan.


2.9.2.  Manage Hazardous Waste Disposal Program.

2.9.3.  In conjunction with the Hazardous Material Management program team and other responsible organizations, perform periodic assessments of the hazardous materials program to determine compliance with this instruction.  Results of assessments shall be documented with results provided to inspected shop and the responsible commander. 


2.9.4.  Attend Contracting Squadron Notice to Proceed (NTP) pre-construction conferences for new construction and renovation projects.


2.9.5. Attend Civil Engineering Construction Management Flight final walk through inspections for new construction and renovation projects.


  2.10.  Naval District Washington (NDW) Fire Department will:


2.10.1.  Ensure all buildings containing hazardous materials will be appropriately labeled with either the NFPA 704 or DoD Fire fighting Guidance symbols IAW National Fire Fighting Protection Action (NFPA) and AFOSH guidance.


2.10.2.  Ensure locations for all hazardous material inventories for all facilities are available for easy access.


2.11.  Organizations and Activities Using Hazardous Materials will:


2.11.1.  Ensure all hazardous materials are approved (both initially and for each purchase) by the Hazardous Materials Pharmacy, Bioenvironmental Engineering, Environmental Flight, and Base Safety prior to purchasing and using item.


(Note:  The HAZMAT Pharmacy must approve each item of HAZMAT which is purchased for use on base.)


2.11.2.  Ensure all new processes and non-routine hazardous material applications are evaluated by Bioenvironmental Engineering Element , Environmental Flight,  and Base Safety before operations begin.


2.11.3.  Promote and select processes and chemicals minimizing workplace and environmental hazards.


2.11.4.  Identify all operations, including non-routine tasks, involving hazardous chemicals.


2.11.5.  Ensure supervisor and worker hazardous materials training is accomplished.  Ensure hazardous waste training is accomplished through the Environmental Flight, if applicable (i.e., hazardous waste is generated or accumulated).


2.11.6.  Do not accept or use any suspected hazardous materials not properly labeled.  Label containers used for redistribution of hazardous materials with the same information provided on the bulk container, unless the material is to be used completely, in one shift, by the same person filling the container.


2.11.7.  Ensure each supervisor maintains a current inventory of all hazardous materials used and updates such list when new chemicals arrive or old chemicals are deleted.  Updated copies should be maintained in the Hazcom Binder and posted in plain view in hazardous materials storage areas.  Updates to this listing must be provided to the HazMat Pharmacy and Bioenvironmental Engineering for updating shop case files.


2.11.8.  Maintain the workplace specific Hazard Communication Program Binder.


2.11.9.  Implement hazard controls (engineering, procedural, and personal protective equipment) for hazardous materials used based on hazard evaluations and ensure visitors and other workers in adjacent operations are aware of potential hazards and are adequately protected.


2.11.10.  Ensure acids, oxidizers, corrosives, etc are maintained in a tub while stored in hazardous material lockers to prevent chemicals from becoming mixed.


2.11.11.  Ensure Real Property Building Managers (RPBMs) are knowledgeable of location of all building pipes and have identified those pipes containing hazardous materials.


2.11.12.  Ensure all chemicals coming into the shop have appropriate MSDSs.  The MSDS should either be in the HAZCOM folder/binder or accompany the material.  Shops should not accept hazardous materials for which they do not possess a MSDS.


2.11.13.  Ensure all hazardous materials are shelved in a dress-right dress fashion to promote good housekeeping.  


2.11.14.  Ensure a workplace diagram and an emergency exit plan are posted in each facility using hazardous materials.


3.  POLICY AND PROCEDURES:


3.1.  Specification and Selection of Hazardous Materials.  Alternative processes and materials will be considered to eliminate or reduce the potential hazards in new processes or process changes.  When a hazardous material is likely to require workplace or environmental controls, the cost of required controls will be considered in the economic evaluation of material for process alternatives.


3.2.  Labeling.  All hazardous materials processed through procurement and distribution systems must have a label on each individual container (unit containers, intermediate containers and exterior packs) including those that serve as shipping containers.  Labels on exterior containers must not conflict with the Hazardous Materials Transportation Act and regulations issued under the act by the Department of Transportation (DOT).  These labels must clearly identify the product and the hazards associated with it.  The label must meet the minimum requirements outlined in paragraph 3.7. of this instruction.  All locally issued contractual documents for the purchase of hazardous materials will contain a provision requiring the suppliers of such items to label them as stated.  This requirement will be incorporated into the procurement process, subject to Federal Acquisition Regulations (FAR) guidelines.  If a hazardous material is redistributed from bulk status to stationary containers (tanks) and/or portable containers, these containers must be labeled with the same labels that appear on the original container.  Although pipes and piping systems in the work area may not require labels, employees must be informed of the hazards of the substances in the pipes.


3.3.  Material Safety Data Sheets:


3.3.1.  All new chemicals or products having a new formula or manufacturer must be evaluated by BES.  If BES determines the HMIS, MSDS, or equivalent is not available, BES will obtain an MSDS using established procedures.  Additionally, product importers, not limited to Base Supply, will request the supplier provide an MSDS before shipment of the product.  BES will request additional information if necessary and update the local and Air Force MSDS database.  To locate MSDSs the following information must be provided:


3.3.1.1.  National Stock Number (NSN).


3.3.1.2.  Manufacturer (including full address and phone number).


3.3.1.3.  Trade Name.


3.3.1.4.  Part Number.


3.3.1.5.  Other Useful Information.


4.  EMPLOYEE INFORMATION AND TRAINING:


4.1.  Supervisors of work areas in which hazardous materials are used will receive training IAW AFOSH Standard 161-21/1G, Federal Hazard Communication Training Program 


(FHCTP), Trainer's Guide, and video program, or equivalent HQ USAF/SGPA approved program containing the elements of the FHCTP.  These supervisors will be trained by Public Health or other formal organization training structures (e.g., maintenance trainers).  Supervisors should call Public Health at 404-3604
, for scheduling.


4.2.  Employees working with or who could be potentially exposed to hazardous materials will be trained on the AFOSH Standard 161-21.1W, Federal Hazard Communication Training Program, Student's Workbook, and video program, or equivalent HQ USAF/SGPA approved program containing the elements of the FHCTP before they handle or are occupationally exposed to hazardous materials.  This training may be provided by the supervisor, the organization occupational health coordinator, or other formal organization training structure (e.g., maintenance trainers).  Supervisors should supplement this training by providing information on chemical hazards specific to the work area.  Before presenting supplemental training, the supervisor will ensure BEE and/or PH reviews the information for technical accuracy.


4.2.1.  Supervisor's training will include an explanation of:


4.2.1.1.  Applicable AFIs, Command Instructions, and the AFOSH Program.


4.2.1.2.  Procedures for materials selection.


4.2.1.3.  Procedures for requisitioning and procurement.


4.2.1.4.  Procedures for process evaluation.


4.2.1.5.  Procedures for exposure control.


4.2.1.6.  Procedures for training documentation.


4.2.1.7.  Purpose of chemical inventory and how it is performed.


4.2.1.8.  Procedures for proper storage and disposition of hazardous materials.


4.2.1.9.  General safety and health policy and procedures.


4.2.1.10.  Medical monitoring.


4.2.1.11.  Hazard abatement procedures.


4.2.1.12.  Purpose of labeling.


4.2.1.13.  Proper procedures for reading and utilizing MSDSs.


4.2.1.14. Workplace hazard evaluations and who conducts them.


4.2.1.15.  Spill/emergency response.


4.2.1.16. Methods of accomplishing adult education (train the trainer).


4.2.1.17.  Methods for writing lesson plans.


4.2.1.18.  Resources available to the supervisor and their workers.


4.2.2.  Worker training will be divided into two categories:


4.2.2.1.  Initial or pre-employment general hazardous material training.  This training will address:


4.2.2.1.1.  General safety and health policy and procedures for Air Force and base.


4.2.2.1.2.  Proper procedures for reading and utilizing MSDSs.


4.2.2.1.3.  Importance of labeling.


4.2.2.1.4.  Explanation of the AFOSH Program.


4.2.2.1.5.  Explanation of medical monitoring.


4.2.2.1.6.  Waste disposal practices.


4.2.2.1.7.  Hazard abatement procedures.


4.2.2.1.8.  Workplace hazard evaluations and who conducts them.


4.2.2.1.9.  Availability of occupational medicine services.


4.2.2.2.  Specific worker training to be provided by supervisory personnel.  This training will address:


4.2.2.2.1.  Location of HAZCOM book and explanation of contents.


4.2.2.2.2.  Proper procedures for reading and utilizing MSDSs.


4.2.2.2.3.  Purpose and importance of labeling.


4.2.2.2.4.  Specific hazards of the materials used.


4.2.2.2.5.  Controls available to alleviate the hazards.


4.2.2.2.6.  Health information concerning substances used.


4.2.2.2.7. Disposal/clean-up procedures.


4.2.2.2.8.  First aid.


5.  HAZARDOUS CHEMICAL INVENTORY:


5.1.  A hazardous chemical inventory is developed by work area supervisors and BES as part of the HAZCOM folder.  BES reviews this inventory during the industrial shop survey and provides each shop updated MSDSs and chemical inventories when necessary.  An authorized use list obtained from the Hazardous Materials Pharmacy AF Environmental Management Information System can be substituted for a chemical inventory list.  


5.2.  As a minimum, the inventory will include the identity of each hazardous chemical used in the work area.  The inventory may be compiled using AF Forms 2761, Hazardous Material Data, filed in the Bioenvironmental Engineering case file, the M-15 computer roster available from base supply, and the demand data generated by the HazMat Pharmacy.  Note, proprietary information will not be included on the hazardous chemical inventory.


6.  NON-ROUTINE TASKS INVOLVING HAZARDOUS MATERIALS:


6.1.  Non-routine tasks are:


6.1.1.  Those tasks included within a work area's normal activities but performed infrequently; for example, cleaning a solvent tank and changing the solvent, or cleaning up spills.


6.1.2.  Temporary duties outside an individual’s normal Air Force Specialty Code (AFSC) or job series.


6.2.  The work area supervisor will list all non-routine tasks performed in the work area which involve hazardous materials.  The supervisor will ensure work area operating instructions thoroughly describe non-routine tasks, associated hazards, and controls, for the infrequent tasks performed in the work area.  Operating Instructions do not need to be prepared if technical orders or other official documents adequately describe these tasks. Supervisors will ensure workers review these procedures before performing any non-routine tasks.


6.3.  When workers temporarily perform duties outside their normal jobs, the supervisor of the activity will ensure these workers receive the following training prior to beginning the activity:


6.3.1.  The initial FHCP described in paragraph 5e of AFOSH Standard 161-21, Hazard Communication, for workers not previously trained.


6.3.2.  Supplemental training as necessary on work specific chemical hazards and associated controls.


6.4.  The supervisor of the activity will forward a letter to the worker's formal supervisor describing the training conducted so the individual's AF Form 55 can be updated.




WILLIAM A. CHAMBERS, Colonel, USAF




Commander


ATTACHMENT 1


1.
REFERENCES: 


1.1.  Occupational Safety and Health Administration (OSHA) Standard 29 CFR 1910.1200, Hazard Communication (HCS).



1.2.  AFOSH Standard 48-145, Occupational Health Program.



1.3.  AFOSH Standard 161-21, Hazard Communication.


1.4.  AFI 32-7086, Hazardous Materials Management Program.


1.5.  AFI 91-301, Air Force Occupational and Environmental Safety, Fire Protection, and Health (AFOSH) Program.


ATTACHMENT 2


2.  TERMS EXPLAINED: 


2.1.  AFOSH - Air Force Occupational Safety and Health.


2.2.  Bypass Material.  Material going directly to the user rather than to the supply receiving function.


2.3.  Chemical.  Any element, chemical compound, or mixture of elements, or compounds in a solid, liquid, or gaseous form.

2.4.  Container.  Any bag, barrel, bottle, box, can, cylinder, drum, reaction vessel, storage tank, or the like, that contains a hazardous chemical.  For the purpose of this standard, pipes or piping systems and engines, fuel tanks, or other operating systems in a vehicle, are not considered to be containers. 


2.5.  Employee.  A worker who may be exposed to hazardous chemicals under normal operating conditions or in foreseeable emergencies.  Workers, such as office workers or finance tellers, who encounter hazardous chemicals only in non-routine, isolated instances, are not covered.

2.6.  Exposure or Exposed.  A situation occurring, or which has occurred, in which an employee is subjected to a hazardous chemical through any route of entry (inhalation, ingestion, skin contact or absorption, etc.) in the course of employment.  Also includes potential, accidental, or possible exposure.


2.7.  Hazardous Chemical or Hazardous Material.  A substance or material, in any quantity or form, that may pose unreasonable risk to personnel health, safety, or to the environment.  Use the definitions in the OSHA HCS 29 CFR 1910.1200 to assess specific hazards.  Use the general definitions and classifications by Federal Stock Class in FED STD 313 in lieu of more specific information.


2.8.  Hazardous Materials Pharmacy.  Organization, under the Logistics Group, responsible for storage and distribution of hazardous materials to industrial organizations throughout the base.


2.9.  Immediate Use.  Chemical used only within the one work shift by person who transferred material from original container.


2.10. Label.  Any written, printed, or graphic material displayed on, or affixed to, containers of hazardous materials.  Labels must include the following: 


2.10.1.  Product trade name and part number.


2.10.2.  Manufacturer's name, address, and emergency telephone number.


2.10.3. Appropriate hazard warning.


2.10.4.  Date of manufacture.


2.10.5.  Batch number, if applicable.


2.10.6.  Shelf life information, if applicable.


2.11.  Material.  See chemical.


2.12.  Material Safety Data Sheet (MSDS).  A summary of safety, health, disposal, and emergency response information provided by the product manufacturer or distributor.  Although format is not controlled, the minimum content is prescribed by OSHA HCS 29 CFR 1910.1200, and FED STD 313.  These documents contain the majority of hazardous material information required for process evaluation and worker training.


2.13.  NFPA - National Fire Protection Agency.


2.14.  Non-Routine Tasks.


2.14.1.  Tasks accomplished as part of a workplace’s normal activities but performed infrequently.


2.14.2.  Tasks outside individual’s normal AFSC (temporary duty).


2.15. Organizational Occupational Health Coordinator.  An individual assigned to a unit who is primarily responsible for coordinating the conduct of the occupational health program with medical personnel.  This individual serves as a point of contact with the unit to schedule appointments, resolve problems, coordinate briefings, and make any other arrangements needed to ensure the smooth operation of the program for the unit.


2.16.  Personal Protective Equipment (PPE).  Equipment which provides eye, face, head, foot, hand, and body protection from physical and chemical hazards.


2.17. Training.  A fundamental requirement of AFI 91-301, Air Force Occupational, Environmental Safety, Fire Protection, and Health (AFOSH), is worker safety, health, and fire prevention training.  This instruction distinguishes two major types of training requirements (supervisor training and worker training):


2.17.1.  Supervisor's training (train-the-trainer) must include the procedural aspects of hazardous materials management relating to materials selection, requisitioning and procurement, process evaluation, exposure control, training and documentation, 


hazardous material inventory, and proper storage and disposition of the hazardous materials, as well as the requirements for worker training.  This training is required for personnel supervising workers who use hazardous materials in the workplace.


2.17.2.  Worker training is divided into two categories:


2.17.2.1.  Initial or pre-employment general hazardous material training is given to anyone likely to use hazardous materials in their work area.  This training addresses general safety and health policy and procedures; waste disposal 


practices; Safety, Fire, and Bioenvironmental Engineering surveys and inspections; medical monitoring; hazard abatement procedures; proper procedures to read and use MSDSs; Public Health (PH) visits/health issues, 


and specific provisions of this instruction relating to; labeling, safety and health information, training, and the location of this instruction for future reference.


2.17.2.2.  Specialized hazardous material training is given to workers who routinely use hazardous materials in their work area.  This training addresses the specific hazards of the materials they use, the controls available to eliminate or reduce these hazards, and proper procedures for reading and utilizing MSDSs.  This training must be provided to the worker upon initial assignment and when a new type of hazard is introduced into the work area.  This training includes the recognition of signs and symptoms of exposure, available methods of exposure control, and appropriates spill or emergency response actions.


2.18.  Use.  To package, handle, react, or transfer.


2.19.  Work Area.  A room or defined space in a workplace where hazardous materials are produced or used and where employees are present.


2.20.  Workplace.  An establishment, job site, or project, at one geographic location containing one or more work areas.  For this instruction the workplace can be defined as the smallest organizational unit responsible for a particular operation (usually flight, element, or section level).


2.21.  Worker.  See employee.
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1.0.  Introduction 

The United States Air Force has long been among the leaders in applying the latest technology to everyday problems.  As a result, the Air Force has been at the forefront in employing computer systems to support its mission.  The use of computer technology centers on the automation of information flow; that is, getting the right information to the right person at the right time.  As beneficial as the use of computer technology can be, there are hazards inherent in automating the creation and flow of information.  These hazards include the possibility of unauthorized access, disclosure or misuse of information (a threat to confidentiality); the corruption of information or damaged storage media (a threat to integrity); and the denied access to data as a result of malicious computer attacks, improper use of a system, or deletion of data (a threat to availability).  This security directive is part of the effort to accredit the 11th Wing Network and to ensure the confidentiality, integrity, and availability of the system and information it contains.

1.1.  Purpose 

The purpose of this document is to establish operational security requirements and establish the set of rules and practices that regulate 11th Wing Network management, protection, and distribution of data entrusted to the 11th Wing Network.  Specifically, this security directive implements Network security measures to ensure availability, integrity, confidentiality, and accountability of Network resources and information processed throughout the system as outlined in Department of Defense Directive 5200.28, Security Requirements for Automated Information Systems; Air Force Policy Directive 33-2, Information Protection; Air Force Instruction (AFI) 33-202, The Computer Security (COMPUSEC) Program; Network Security Policy, Air Force System Security Instruction (AFSSI) 5027, and AFSSI 5024, The Certification and Accreditation (C&A) Process.    It also addresses the minimum-security measures for systems interfacing with the 11th Wing Network. Failure to comply with this policy may create a risk to the security of the 11th Wing Network and could result in your systems disconnection from the Network. 

All information containing diagrams of the network, IP addresses of routers, switches, firewall, servers, etc should be considered For Official Use Only (FOUO) and must be treated in that manner.

1.2.  Mission 

The mission of the 11th Wing Network is to support the electronic creation, transfer, sharing, and presentation of information by using networked personal computers and commercial off-the-shelf software.  The 11th Wing Network is a Group II - Mission Essential system. It is a general purpose, sensitive but unclassified, multi-user system that is used throughout the 11th Wing and provides network connectivity for tenant organizations.  It provides a myriad of electronic services (such as, electronic mail, word processing, spreadsheets, electronic forms, databases, etc.) provides a gateway to the Internet, and access to other Air Force Centralized Processing Centers.  More importantly, the 11th Wing Network provides the staff with the tools to improve business processes.  The result is increased efficiency and effectiveness.

1.3.  Applicability and Scope 

The Network provides service for all personnel assigned to the 11th Wing, including Bolling AFB, Geographically Separate Units (GSU) customers located in Roslyn, Arlington and Springfield, Virginia and at the Pentagon. All 11th Wing customers gain access either via a direct connection to the 11th Wing Network or by the wing network dial-up system.  Tenant agencies on Bolling AFB, provided the agency has DAA approval, receive network connectivity and access to the Non-Classified IP Router Network (NIPRnet) via the wing network.  Remote customers serviced by functional area systems within the wing network gain connectivity through the NIPRnet. This document applies to all Air Force military and civilian personnel mentioned above who use, operate, or manage Air Force systems.

1.4.  Control and Operation 

The Network Control Center (NCC) maintains the 11th Wing Network.  Tenant agencies maintain their own networks, and coordinate with the NCC concerning any connectivity issues.  Remote customers serviced by functional area systems connected to the 11th Wing Network, such as PC III and FAST (etc), are maintained by the system administrator(s) of each particular functional system.

1.5.  Conflicting Guidance 

The provisions of this security policy do not replace the requirements contained in Air Force and Department of Defense level documents (Reference Appendix A).  If there is a conflict, the higher-level document takes precedence.  Report the conflict to your Computer System Security Officer (CSSO see Para. 1.6.6.4.3), if assigned, or your Workgroup Manager (WM see Para. 1.6.4.2) for follow-on up channel reporting and conflict resolution.  In cases where discretion must be used to determine the appropriate actions, due to limited time constraints, guidance providing the most stringent restrictions to the overall security of the network should be used. 

1.6.  Basic System Facts 

The following basic system information describes the 11th Wing network.

1.6.1.  Data Sensitivity 

Sensitive but unclassified is the highest data sensitivity level authorized to be processed on the 11th Wing network.  As defined by AF Manual 33-270 sensitive information is information that the loss, misuse, unauthorized access to, or modification of could adversely affect the national interest, the conduct of federal programs, or the privacy to which individuals are entitled under 5 U.S.C. Section 552a (the Privacy Act), but has not been specifically authorized under the criteria established by an Executive Order or an Act of Congress to be kept secret in the interest of national defense or foreign policy.  The 11th Wing network will not be used to process classified information.

1.6.2.  Categories of Sensitive Information Processed

 

1.6.2.1.  Privacy Act Data 

Examples of Privacy Act Data are medical records, individual financial information, recall rosters, manpower and personnel records, training records, marital status, number and sex of dependents, gross salary of military personnel, civilian educational degrees and major areas of study, school and year of graduation, home of record, home address, home phone number, age and date of birth, present or future assignments for overseas or for routinely deployable or sensitive units, and office and unit address and duty phone for overseas or for routinely deployable or sensitive units.

1.6.2.2.  Privileged Data 

Examples of Privileged Data are chaplain records, staff judge advocate records, safety records, and internal organizational management records (such as quality assurance data or credentials committee records).

1.6.2.3.  Proprietary Data 

Examples of Proprietary Data are copyrighted material and patented material/information. 

1.6.2.4.  Other Types of Sensitive but Unclassified Information

Other types of sensitive but unclassified information are logistics records, procurement data, financial data, source selection sensitive data, investigative data, automated decision-making aids, maintenance records, auditor records, essential elements of friendly information, for official use only (FOUO) data, critical technology data, scientific and technical data (which has national security related implications), unit mobility or deployment information, and war reserve materiel data.

1.6.2.5.  Aggregated Data 

Information that would individually be unclassified may require protection as sensitive information when combined or associated with other unclassified information.  The functional manager will determine when aggregated data exists in or is being processed by the 11th Wing network.  In no case will aggregated data in excess of sensitive but unclassified be authorized on the network.

1.6.3.  Personnel Security

 

1.6.3.1.  Minimum User Clearances 

Access to the 11th Wing network does not require a security clearance. However all user must have a completed National Agency Check (NAC, ENTNAC, or equivalent) verified through the automated security clearance approval system (ASCAS) roster or through Sentinel Key. Civilian must also have a local file check. Commanders may grant interim access based on suitability determination and verification that the required investigation has been initiation. Access is based on the key concepts of “authorization” and “need-to-know.”  Authorization is validated when a WM notifies the NCC that an individual requires network access to perform their official duties and that a personal user ID should be issued.  User must complete the Security Awareness, Training, and Education (SATE) Computer Based Training (CBT) course and background verified. WM must provide the user’s SATE results and clearance information to the NCC. Notification may be by phone, e-mail, letter, fax, or personal contact.  Need-to-know must be based on either an explicit written authorization or implicit authorization derived from the individual’s official duty assignment.  Each user is responsible for determining a person’s need-to know before disclosing information under his or her control.  Additionally, government contractors will not be given access to any information accessible on the 11th Wing network unless first approved through proper channels.  Approval for contractor access will be worked through the appropriate contracting officer and approved only when required to satisfy the terms of the contract.  

1.6.3.2.  Security Clearance Suspensions and Revocations 


As stated above, access to the 11th Wing network does not require a security clearance.  However, anyone who has his or her security clearance suspended or revoked for cause, or receives administrative punishment (such as an Article 15), will be reviewed for access eligibility.  The authority that suspended or revoked a security clearance or imposed the administrative punishment will also make a recommendation to grant or deny access to the 11th Wing network.  If an authorized user’s continued access to the network is denied, access will be withdrawn within one workday.

1.6.4. Classification of Users


 

1.6.4.1.  11th Wing User 

Any individual who works for an organization that directly reports to the 11th Wing is considered an 11th Wing user.  The NCC directly supports these individuals.  Customers are required to seek initial support and guidance from their WM before directly seeking support or guidance from the NCC.

1.6.4.2.
Tenant Organizations 

Any organizations on Bolling AFB, which are not assigned to the 11th Wing, but who are connect to the 11th Wing WAN, are considered a tenant organization. 

1.6.4.3.
Non Users 

Any organization on Bolling AFB, which is not assigned to the 11th Wing, not connected to the 11th Wing WAN, but connected to the Pentagon (PINT), or Secretary of the Air Force network (SAFNET), is a non-user.

 

1.6.4.4.  Workgroup Manager (WM)

The WM and alternate WM are appointed by their organization’s commander to be a focal point for computer support and guidance for the organization.  The WM acts as a liaison between the NCC and the personnel of the organization.  A WM may receive some basic network administration privileges and other special permissions.  The NCC may revoke these privileges if it is determined to be in the best interest of the network as a whole.  Reference AFI 33-112, Automatic Data Processing Equipment (ADPE) management for more information on WM responsibilities.  

1.6.4.5.  Network Administrator 

The Network Administrator is an individual who works in the NCC.  The level of administration an individual can perform is determined by the skill and trust the individual posses.  Junior network administrators will have basic administration permissions, while senior network administrators will have permission over the entire 11th Wing network.

1.6.4.6. Computer System Security Officers (CSSO)

CSSOs work at the unit level and assist the WM in the security aspects associated with network operation. They make sure users operate, maintain, and dispose of information systems according to the established security policy. CSSOs perform an initial evaluation of each vulnerability or incident occurring at the user level. Consult AFSSI 5102, The Computer Security Program, for additional information on CSSO responsibilities.

1.6.4.7.  Tenant Agency 

A tenant agency is any organization that does not report to the 11th Wing, but physically resides on Bolling AFB.  Most tenant agencies provide their own internal/functional network support, and only rely on the 11th Wing network to transport information across the primary network backbone and for Internet connectivity and Internet protocol addressing.  IAW AFI-33-129, Transmission of Information via the Internet, tenant agencies are not to have their own links to the Internet.  The NCC will control all Internet connections.  

 

1.6.4.6.  Remote Customer 

A remote customer is one who receives service from a functional area system on the 11th Wing network or tenant agency’s network via the Internet.  Remote customers are serviced by the administrator of the functional system they are accessing.  The NCC is responsible for connectivity from the base router to the network being accessed.  Examples of such systems include PC III, FAST Travel, and Sentinel Key.  Remote customers also include those users that gain access to the network or functional area systems via a modem connection. 

1.6.5. Common Sense Approach to Safety 

While not directly related to security, common sense in safety around the workstation can be used in how the user can prevent damages to the workstation and injuries to the user.

Top of monitors should not be used to hold documents and other items. Blockage of the vents can lead to overheating and shorten the life expectancy of the monitor. 

 Potted hanging plants will not hung over the workstation. Watering of potted plants over the workstation may lead to injury to the person and /or damage to the workstation.

 While computers are no longer constructed as an integrated unit (CPU, Monitor, Keyboard, i.e.: Z100 – Desktop One) which any item damaged will result in the whole computer is useless until repairs are made, care should be taken if the user elects to consumes drinks or food around the workstation. They can be held liable for any damages to any part of the workstation should food/drinks are spilled.

 Removal of staples or paperclips should be done with care and away from the workstation. Keyboards can became jammed with these small metal objects.

 Should the user have to connect \ disconnect cables or power cords without the present of a WM, power down all devices before disconnecting cables.   

2.0 Operational Security

 

2.1.  Assurance 

Assurance is the measure of confidence that the security features and architecture of the network accurately mediate and enforce the security directives.  Assurance is established by the certification and accreditation of the 11th Wing network and is maintained through compliance with this document.

2.1.1 COMSEC/OPSEC 

Successful mission accomplishment begins with the user. While in the past the emphasis of COMSEC/OPSEC was place with telecom devices, COMSEC/OPSEC can apply to workstation areas as well. 

An example of COMSEC/OPSEC can be leaving an unshredded hard copy of e-mail in a trash can/recycle box. This can be used to determine what activities are coming up, such as a deployment. 

Having your official e-mail forwarded to a commercial Internet Service Provider (ISP) is another example of COMSEC/OPSEC. Confidentiality cannot be assured if the e-mail is forwarded to a non-DOD controlled network and not read by unauthorized individuals. 

Leaving a terminal alone for a “moment” could allow an unauthorized person to scan your e-mail, and print a copy or have forward that piece of e-mail to someone else.  

Leaving a written password under the keyboard is not an acceptable practice, both in the Air Force and in the real world. 

Even with social engineering can one call up the WM to request a password change to the NCC without the person ever meeting the WM in person. 

When floppy disk becomes useless, dispose of the floppy so others can’t reconstruct the data from the floppy.

COMSEC/OPSEC does apply in how you handle a piece of information, where it could be a phone call or e-mail. While a firewall can stop an intrusion, the internal threat is greater. 

2.2.  Accountability 

The 11th Wing network operating system software will maintain an automated audit trail that can be used to report security-related activities.  This will ensure each person with access to the 11th Wing network can be held accountable for his or her actions.  However, since the 11th Wing network is primarily an administrative system, versus a mission critical support system, only a subset of all available auditable events will be activated for full time auditing.  The focus used to select the auditable events will be based on providing the ability to monitor specific security features and is primarily directed at auditing the modification of user security rights and security attributes.  All users will be audited to some degree to include events such as logging into and logging out of the network.  Additionally, the system will also abort/suspend and record unauthorized user activity through the use of the Intruder Detection/Lockout security feature.  The audit trail will be of sufficient detail to reconstruct events to determine the cause or magnitude of compromise should a security violation or malfunction occur. Retention of audit records that cover periods involving a security incident will be in accordance with appropriate disposition record requirements.

2.2.1.  Auditable Events 

The following comprise auditable events.

2.2.1.1
Use of account login and logout.

 Actions to create, modify, copy, execute, or delete programs, directories, or files. Actions taken by system administrators, computer system security officers, and work group managers.  Examples include adding a user, changing user rights, or performing file server restarts.

Any event that attempts to change the security profile of the system.  Examples include changing access controls (rights or attributes) to files, directories, and user discretionary access, or changing a user password.


Any event that attempts to violate the security directives of the system.  Examples include too many attempts to login or attempts to violate the access control limits of a device. 

2.2.2
Audit Review 


Auditing is used to monitor and record actions that could pose a security risk. If “alert” is selected, the system can notify specific individuals when certain events occur.  However, auditing can only record those events selected to be audited, and can only record the actions of users that perform the audited event.  

The purpose of providing the 11th Wing Network audit requirements is to illustrate that user actions are audited and attempts to by-pass security controls are audited.  Auditing is performed using an automated means that is protected from access by users and limited to the WM and the system administrators.

The event recording mechanism used to audit must be protected from unauthorized access, modification, circumvention or enabling/disabling.  Any manual audits will be controlled by the SA or appointed Agent.

2.2.3.  Protection of Audit Files 

Only the NCC will be authorized to enable auditing, disable auditing, or configure the audit mechanism.  Audit data files and products will be protected as sensitive but unclassified information. 

2.2.4.  Requesting a Special Audit 

Unit commanders or equivalent to the DAA should submit requests for special audits in writing.  An example of a request for a special audit would be to support the investigation of suspected fraud, waste, or abuse of system resources.  The only exemption to this requirement is given to personnel, 
such as the Air Force Computer Emergency Response Team, who are authorized to immediately begin the auditing of suspected 11th Wing network intrusion activity. 

2.3.  Access Control

 

2.3.1.  Method of Access Control 

A combination of physical security, personnel security, and system security mechanisms will be used to control access to the 11th Wing network.  Users must be properly identified and authenticated before accessing the system.  The method of access control is a combination of completion of the CBT, SATE training (mandatory computer security training), a personal user login ID (identification) and a unique password (authentication). 

2.3.2.  Identification 

The network must maintain positive identification throughout the user’s login session.  Only network administrators will have the authority to issue user login IDs.  The use of group login IDs does not meet the security requirement for positive identification to the granularity of a single system user.  Therefore, group login IDs will be authorized only on a case-by-case basis to meet unique functional requirements.  Fully justified requests for a group login ID must be submitted in writing by a unit commander or equivalent to the NCC for implementation and guidance on the use of a group login ID.  On those rare occasions when a group user login ID is authorized, manual or automated procedures must be implemented within the work group to identify which member of the group actually performed the login function.  A point of contact will be established for group logins. 

2.3.2.1
Protection of Group ID Accounts 

Members of the group will not reveal the group ID account and the logging in by the next shift personnel. 


2.3.2.2
Changing Group ID Passwords 

The group ID account password will be changed whenever any member of the group no longer requires access to the group ID account.

 2.3.3.  Authentication

 The use of a password is required to authenticate all network user login attempts. 

2.3.3.1.  Password Length 

Passwords must be at least eight alphanumeric characters in length.  The use of a combination of upper and lower case alphabetic and numeric characters and at least one special character is strongly recommended to strengthen the required authentication function. 

2.3.3.2.  Password Generation 

A network administrator generates the initial password for a new user.  Users will generate their own passwords after the initial password assignment.  Users must memorize their password. User must protect their e-mail accounts to prevent access by others.  The generation of passwords is covered in depth in AFMAN 33-223, Identification and Authentication. The NCC will check the strength of password by running an approved password-cracking program at least monthly. 

2.3.3.3.  Changing Passwords 

At a minimum, passwords will be changed every 90 days, immediately upon the departure of a member of a group ID or if compromised. The minimum time for password change is 30 days. Former passwords will not be used for 6 months  

 2.3.3.4.  Guest Logins 

Guest logins are prohibited. 

2.3.3.5.  Password Lock-Outs 

Users will be allowed three attempts to properly enter their password.  A user ID will be locked-out after three unsuccessful password authentication attempts.  All users, to include personnel who are on TDY status, will contact their WM when they are locked-out from their account.  The WM will in-turn contact a system administrator to unlock the user account.  WM involvement is necessary to verify the request is coming from an authorized 11th Wing network account user. 

2.3.3.6.  Password Protection 


11th Wing network passwords are considered to be sensitive but unclassified information and must be protected as such (i.e. For Official Use Only).  Passwords will not be disclosed or shared with other personnel unless that person is an authorized member of a group login ID. Do not place password on desk, walls, side of terminal, or store them in a function key, login script. It is each user’s responsibility to protect his or her password.  This protects the user from having other people assume the user’s identity on the system.  Passwords must not be written down.  However, if it becomes necessary to write down a password, the password will be stored in a manner that minimizes its disclosure.  If a password is disclosed to an unauthorized person, the disclosure should be reported to the CSSO, if assigned, or WM and the password should be changed immediately.  Current network account passwords, to include dial-up modem account passwords, will not be used as a password to access unofficial or commercial systems or networks (e.g., America Online, CompuServe, or bulletin board systems).

 2.3.4.  Discretionary Access Control (DAC) 

Discretionary Access Control is the capability to restrict system user access to specific directories and files.  This implements the principle that a user should be given only those privileges or accesses that enable the individual to do his or her job.  DAC guards against “need-to-know” violations.  System administrators and WMs will implement DAC by using the “rights and attributes” features of the operating system. 

2.3.5.  Deleting User ID Accounts

 Users will out-process through their WM, who will request the Network Control Center to delete their account upon departure. 

2.3.6.  User Authorization Revalidation 

11th Wing network user authorization (user Ids) will be revalidated monthly to ensure individuals who no longer require access to the network are deleted from the database of authorized users.  NCC personnel will revalidate user accounts under their control and will coordinate with appropriate WMs to remove any accounts that have not been accessed for more than 90 days, unless coordinated by the WM or user prior to extended absence. 

2.3.7.  Simultaneous User ID Logins 

Users are limited to logging in from only one workstation at a time.  Only individuals who have a valid duty requirement will be authorized, on a by-exception basis, to simultaneously login from multiple workstations.  For security purposes, WMs are restricted to one login per 11th Wing network account.  Fully justified requests for a single user to simultaneously login from multiple workstations must be submitted in writing by a unit commander or equivalent to the NCC for validation, verification, implementation, and guidance on the appropriate procedures to be followed. 

2.3.8.  Network Connections 

All requirements for connection to the 11th Wing network will be submitted on an AF Form 3215 to 11CS/SCXI.  

2.3.8.1.            Modem Connections 

Installed remote modem connections to the 11th Wing network, all-remote connections must be approved by the NCC. Requests for dial-out or dial-in modem connections to the 11th Wing network must also be submitted on AF Form 3215 through the organization commander or designated representative to the 11CS/SCXI for approval, implementation, and guidance on the appropriate procedures to be followed and for coordination with the NCC. Under limited circumstances, requests for installation of a modem in a workstation may be approved for dial-out operation only.  All dial-in remote connections must comply with all 11th Wing network user ID and authentication requirements, and will be revalidated annually by WMs.  After a dial-in modem access request is approved, the appropriate WM will issue the required communication software program and provide remote access training. The user will sign a statement acknowledging they have been briefed and they understand and accept the responsibility for enforcing security procedures and requirements. The NCC will maintain a list of personnel having dial-in access on NT User Manager. The WM will coordinate with the NCC, who will set up modem access and set the initial password.  Dial-in modem access is a separate requirement in addition to the user’s network account and password.  Due to security considerations, users accessing the 11th Wing network through a dial-in modem will be allowed to use only a limited set of approved software applications. Dial-in hardware or software will disconnect sessions after 30 minutes of inactivity. The hardware or software may warn user five minutes prior to disconnection. 

2.3.8.2.  New Network Connections  

The WM must confirm, prior to connecting the 11th Wing network to any new network, that the new network satisfies the security requirements established by this security policy and their Certification and Authorization package as outlined in AFSSI 5024, Vol II.  The confirmation process will include obtaining 11th Wing network Designated Approving Authority (DAA) approval to connect to the new network.  The DAA of the network requesting connection to the 11th Wing network will develop a Memorandum of Agreement (MOA).  The MOA will include the following minimum information: data description and classification, user clearance levels, name of the DAA who shall resolve conflicts, intended recipients of transmitted data, accreditation status of the new network, and security mechanisms to be implemented prior to connection to the 11th Wing network. An Authority to Connect (ATC) will be issued for a period net exceeding three years. The C&A must be kept current. 


2.4.      Network Security Zones 

Applies to all organizations and tenant agencies connected to the 11th Wing network.

2.4.1.  Zones 

The 11th Wing network will be broken up into three zones as defined by the Air Force Barrier Reef Concept to include the Protected Zone (PZ), the Demilitarized Zone (DMZ), and the Unprotected Zone (UPZ).  The zones will be separated by the base firewall. 


2.4.1.1.  Protected Zone


 The PZ is considered to be the 11th Wing network proper.  All normal data processing will take place within the PZ.  The PZ may provide access to the Internet through the network firewall, being limited by standard practices as established by DOD, Air Force, and 11th Wing policy.  Direct access from the Internet to the PZ is prohibited.  

2.4.1.2.  Demilitarized Zone 

All publicly accessible resources, to include dial-up systems, web servers, and Internet mail servers, will be placed in the DMZ.  The PZ, UPZ, and Internet may access these resources, with only minimal restrictions in place.  Access to the DMZ will be monitored for standard intrusion techniques, improper access, and tampering.  Systems within the DMZ may access resources within the PZ, but must be coordinated with the NCC prior to use. 

2.4.1.3.  Unprotected Zone 

All Internet access points must be placed in the UPZ.  The router the link is connected to must be configured to route all inbound and outbound traffic to the outside port of the base firewall. No network or other resource will be connected to the UPZ unless the 11th CS commander authorizes a written waiver.  Since the UPZ is outside the base firewall, it will not be able to be monitored for unauthorized intrusion.  The routers in the UPZ will be regularly checked to ensure routes have not been tampered with.  

2.4.2.  Network Firewalls 

The NCC will maintain all the network firewalls.  The NCC will ensure the rules on the firewalls will allow all customers to be able to perform their mission while maintaining the highest level of security possible.  The base firewalls will be configured as a static router to regulate the flow of network traffic between the three zones.  No communications may take place between any of the zones without passing through the firewalls first.  


2.4.2.1. Port Policies 

The base firewalls will be used as the primary access to and from the base. Ports access will be managed IAW AFSSI 5027, chapter 6. Request for services requiring ports listed in chapter 6 must be justified in writing and approved by the DAA and be included in the C&A accreditation. 

2.4.3.  Routers 

The base router and firewalls are the only points of access to the Internet for the 11th Wing network.  No other points of access to the Internet are permitted from within the PZ or other tenant networks.  All workstations, servers, and other devices must route their Internet requests through the base router, or the base firewalls if the item is in the DMZ.  Furthermore, only the TCP/IP (Transmission Control Protocol/Internet Protocol) will be permitted to pass through the base router and firewalls.  Tenant organizations connected to the 11th Wing network must prevent intruders from connecting to the public domain or other networks by way of the firewalls or connection to the UPZ router without direct access to the 11th Wing network. 

2.4.4 
Proxy Server 

The proxy server is designed to act as a transparent intermediary between individual clients and the web servers. The proxy server provides web caching to reduce bandwidth requirements, improve response time, allows filtering to stop unwanted web sites, and to improve network address translation. In the context of the Combat Information Transfer System/Base Information Protection (CITS/BIP) architecture, provides access control for HTTP, HTTPS and FTP traffic. Proxy logs will be reviewed for bandwidth utilization and to implement content filters to prevent non-official business locations.   

2.4.5.  Modems 

All dial-in modem systems, both digital and analog, must be placed in the DMZ.  No dial-in systems are permitted within the PZ or tenant networks without applying security restrictions.  Modems for dial-out use may be approved, but are discouraged.  The NCC must approve any modem for dial-out use within the PZ. 

2.4.6.  Fax Systems 

Fax systems that can work with a network are treated as a modem. 

 

2.4.7.  Web Servers 

Any Web server that can be accessed by the public, commonly called Internet servers, must be placed in the DMZ.  They must be registered with the NCC and adhere to the guidelines established by DOD regulations, Public Affairs, AFI 33-129, and local NCC guidance.   All internal Web servers, commonly called Intranet servers, must not allow any direct communication outside the PZ.  They must also be registered with the NCC.  The NCC will provide guidance and final approval authority for Internet and Intranet servers. 

2.4.8.  FTP Servers  

All FTP servers accessible by the public, or remote customers must be placed in the DMZ. 

2.4.9.  Unauthorized Programs 

The use of games and Push technology, Internet news distribution (i.e., e-mail distribution applications, PointCast Network, etc.) are prohibited on the 11th Wing network.  These programs have an adverse impact on network bandwidth and introduce security concerns.  

2.5.  Hardware

 

2.5.1.  File Server Access 

Physical access to system file servers will be restricted by locating them in a climate controlled lockable enclosure such as a room, closet, or cabinet.  Access will be limited to authorized personnel only, such as system administrators. 

2.5.2.  Major Additions/Modifications to network Hardware 

Before installation on the 11th Wing network, the NCC will assess all additions and modifications to hardware and software components.  The NCC will be notified to coordinate and evaluate additions or modifications involving new software on system file servers or changes to standard desktop and peripheral configurations.  After the assessment is complete, the NCC will either certify or not certify the recommended addition or modification when the AF Form 3215 is submitted to the DAA for approval.  This requirement does not apply to the connection of user terminals or peripheral devices. 

2.5.3.  Hardware Inventory 

Organizational equipment control officers (ECOs) will ensure that all 11th Wing network hardware assets (e.g., workstations, printers, etc.) under their span of control are listed in the Automated Data Processing Equipment/ Information Processing Management System (IPMS).  The NCC will accomplish this task for network-wide assets.  Organizational ECOs and WMs will ensure the accreditation control number is associated with each IPMS equipment record. 

2.5.4. Hardware Maintenance


Only authorized maintenance personnel (e.g., NCC personnel, WMs, and government-approved vendors) who are dispatched by the NCC will perform hardware maintenance on 11th Wing network equipment and workstations.  Individual users will NOT perform hardware maintenance or modifications without the express approval of the NCC.  Additionally, vendor maintenance personnel will not be given unescorted access to sensitive but unclassified storage media or products during the repair or testing of system components. Purge all sensitive information before releasing equipment for contract maintenance. The CSSO conducts, verifies, and documents sanitization of any media (i.e. hard drive) that requires vendor/contract maintenance or replacement. Sanitization procedures are listed in AFSSI 5020, Remanence Security.  

2.5.5.  Hardware Configuration Control 

The NCC is responsible for ensuring network hardware configuration control is in place and maintained. 

2.5.6.
Uninterruptible Power Supply (UPS) 

Mission critical systems (i.e.; severs) should be connected to an UPS of at least 750VA. This will allow the user to shut down their system in an orderly fashion and save their information to their hard drive. In the event of a base wide power outage, it is most likely power to the routers will be off, therefore the link between the user and the network will be severed. Therefore the UPS will allow the user to save their work on to their hard drive.  


2.5.7. Personal Digital Assistant (PDA)


A PDA is an automated information system and therefore is subject to the Air Force policy and guidance governing the security and use of a desktop or notebook computer.


2.5.7.1. Individuals may use PDA to


· Process unclassified information from desktop workstation.


· Take notes, save information or write e-mail.


· Synchronize information with workstation.


2.5.7.2. PDA will not be used for


· Processing or storage of classified information


· Connection or subscription to commercial Internet Service Provider for official e-mail.


· Synchronize information across a network using a wireless connection


2.6.  Software

 

2.6.1.  Making Backup Copies of Original network Software 

System administrators will make backup copies of all original network software that is installed as “standard” on all system file servers.  WMs will make backup copies of all network software that is installed as a “unique” or functional application on the file servers they maintain.  Backup copies will be stored separately from the master copies whenever possible.  Any duplication of commercially licensed software, except for backup purposes, is a violation of Federal copyright laws. 

2.6.2.  Archiving (Backup) of File Server Files 

At a minimum, system administrators will ensure a daily incremental tape backup is made of the files on each 11th Wing network file server.  Daily backups will be maintained for seven days.  A weekly backup accomplished on Fridays will be maintained for one month and a monthly backup of each file server will be maintained off site for six months as a contingency.  

2.6.3.  Archiving (Backup) of User Files 

Users are encouraged to periodically backup their personal files.  This is especially true for data files which are located on their workstation hard drive (i.e., C drive) since workstation files are not backed up in any way by the 11th Wing network file server backup process. 

2.6.4. Software Certification


All network operating system and application software will be tested by system administration personnel and certified by the NCC prior to installation on 11th Wing network file servers, unless the product have been tested and certified by AFCA previously. Network software testing will be accomplished to ensure the new software does not circumvent existing 11th Wing network security features or conflict with standard hardware or software configurations. Approval for the purchase of Commercial Off the Shelf (COTS) software, which is not part of the standard desktop configuration, must be approved by systems integration (11CS/SCXI) after reviewed by Network Protection. 

2.6.5.  Software Configuration Control 

The NCC is responsible for ensuring network software configuration control is in place and maintained.  At a minimum, the NCC will maintain a current inventory of all software loaded on each network file server and its approved implementation configuration.

 2.6.6.  Security Software 

When possible, security software products evaluated by the Air Force Information Warfare Center’s Product Assessment and Certification Center should be used to implement security safeguards.  The Air Force Assessed Products List lists the available products.  A copy is located in the Wing Information Assurance Office, 11CS/SCBI. 

2.6.7.  Malicious Software 

Malicious software will not be installed on any 11th Wing network file server or workstation.  Malicious software includes software that is specifically designed as a packet analyzer with the purpose of capturing system passwords.  Examples of malicious software programs include, but are not limited to, RAPPER, SPY, CRACK, SATAN, SNIFFER, viruses, TROJAN HORSES and any program intended to interfere with any aspect of application software or hardware. 

2.6.8.  Unauthorized Software

 Only government-approved software is authorized on the 11th Wing network.  All other software, including games and pornographic software, is unauthorized and will not be installed on either the 11th Wing network file servers or workstations.  Shareware, public domain software, and commercial software other than those listed in the National Security Agency’s Evaluated Products List, the Air Force Assessed Products List or approved locally developed solution, must be required for mission accomplishment and authorized by the DAA on a case-by-case basis in order to be placed on an operational system. Downloading of updates to existing software/programs must be approved by the DAA. 

2.6.9.  Using Government Owned Computer/Software for Personal Projects 


The use of government owned computer/software for personal projects must be approved by a unit commander or supervisor in writing and should be available upon request. As a minimum the letter for authorization should include the name of the application, its intend, and expiration date of its use.  

2.6.10.      Virus Scanning 

The 11th Wing standard for virus scanning is a Norton Anti-Virus product for Windows (i.e. 2000, NT, 9X). 

2.6.10.1.  Scanning of File Servers 

A virus-scanning program on each network system file server to check for known viruses.

 

2.6.10.2.  Scanning of Workstations 

A virus detection program will be run daily to automatically scan user workstation local drives and random access memory locations for known viruses.  Users are prohibited from disabling virus scan software and must allow for the scan to be completed after login. 

2.6.10.3.  Scanning Outside network and Modem Connections

 All data sent to file servers via outside network or modem connections will be scanned when possible. 

2.6.10.4.  Scanning Individual Workstation Storage Media

Users will perform a virus scan of any removable media (i.e.: floppy diskettes, CD-ROM, etc) prior to any follow-on use on any workstation.  This includes workstations remotely connected to the 11th Wing network via a modem.  The 11th Wing network provides a virus-scanning program to support this function.  

2.7. Marking/Labeling


 

2.7.1.  Labeling Removable Storage Media 

Labels will be applied to all removable storage media (floppy diskettes, tapes, and hard drives) IAW AFI 31-401, Managing the Information Security Program.  The labels will indicate the storage media’s owner, use, and description of contents.  Standard Form 711, Data Descriptor, or a commercial equivalent label will be used for this purpose.  Additionally, removable magnetic storage media that contain sensitive but unclassified information must indicate that fact on the label.  Air Force Visual Aid 205-15, Privacy Act Label, may be used to indicate the storage media contains personal data. 

2.7.2.  Marking/Labeling Sensitive Unclassified Information 

Sensitive but unclassified output products (such as FOUO, Privacy Act Information, or Source Selection Sensitive Information) will be marked/labeled IAW the appropriate prescribing directives. 

2.8.  Processing Classified Information 

The 11th Wing network NIPRnet will not be used to process classified information. 

2.9.  Computers Used to Process Classified Information 

The connection of computers used to process classified information to unclassified systems is strongly discouraged.  Written approval, to include formal accreditation, by a unit commander or equivalent is required for connection of a computer that processes classified information to the 11th Wing Secret Internet Protocol Router Network (SIPRnet) network.  This approval must be based upon the computer being listed in the Air Force Assessed Products List (APL) of approved security hardware and software or implementation of appropriate security measures to prevent the inadvertent introduction of classified information into the 11th Wing network.  For example, the computer must be physically disconnected from the network prior to processing classified information. 

2.10.  Sensitive Unclassified Information

 

2.10.1.  User Responsibility 

It is the responsibility of each user to properly protect and safeguard all sensitive but unclassified information under their control.  Sensitive but unclassified information includes, but is not limited to, privacy act data, privileged data, proprietary data, logistics records, procurement data, financial data, investigative data, auditor records, For Official Use Only data, scientific and technical data (which has national security related implications), and unit mobility or deployment information.  Also, the aggregation of unclassified information may result in the creation of sensitive data.  For those occasions when guidance is needed to determine whether specific information is sensitive or not, contact your unit security manager. 

2.10.2.  Storing 

The preferred method of storing sensitive but unclassified information is to use a removable storage media, such as floppy diskettes or CD-ROM.  Sensitive but unclassified information may be stored on a network file server personal drive, such as a “P” drive.  Sensitive but unclassified information may also be stored on a network file server logical drive that is specifically assigned to only those users requiring access to the sensitive but unclassified information as part of their official duties.  Finally, sensitive but unclassified information will not be stored on non-removable hard disks; such as a workstation’s “C” drive or stored on computer diskettes that are used for general correspondence. 

2.10.3.  Transmitting Over E-mail 

When transmitting sensitive but unclassified data over e-mail, the sender must ensure that the receiver is authorized to receive the data.  The e-mail message must conspicuously state that sensitive but unclassified data is being transmitted.  Further, if the message is transmitted to an off site location, users are strongly encouraged to encrypt both the message and all attachments. 

2.10.4.  Disposition 

Computer products that contain sensitive but unclassified information will be disposed of in accordance with paragraph 3.10. of AFI 37-138, “Records Disposition—Procedures and Responsibilities,” 

2.11.  Remanence Security 

Remanence security is the control of residual information that remains on magnetic computer storage media after erasure by standard program utilities such as the DOS delete operation. See AFSSI 5020, Remanence Security, for sanitization procedures. 

2.11.1.  Remanence Security Philosophy 

Sensitive but unclassified data must be protected from unauthorized recovery of previously deleted data.  This is accomplished by using either the remanence security process of clearing or purging.  By definition, clearing removes sensitive information from computer storage devices (hard disks and floppy disks) in a manner that renders the data unrecoverable by normal system utilities or non-technical means.  Clearing will not purge information from storage.  Additionally, routines that only remove pointers and leave data intact are not acceptable methods of either clearing or purging storage devices.  There are three authorized methods of clearing magnetic computer storage media.  The first data clearing method is to overwrite all locations with any single character.  The Air Force Assessed Products List (APL) identifies several commercial products (such as PC Tools and Norton Utilities) that are available to overwrite all locations on MS-DOS formatted magnetic storage media (e.g., local hard drives and floppy diskettes).  The second data clearing method is to use a Type I degausser.  The third data clearing method is to destroy the magnetic storage media.  Either method two or three must be used whenever the use of method one is not possible, such as when a hard drive is not operational.  In contrast to clearing, purging is defined as the removal of sensitive information from computer storage devices in a manner that gives assurance, proportional to the sensitivity of the data, that the information is unrecoverable by technical means. 


2.11.2.  When to Clear Computer Magnetic Storage Media 

Users and WMs will clear magnetic storage media under their control that contains unclassified or sensitive but unclassified information before reutilization or release from their control.  Information owners will review files for records management disposition requirements prior to clearing the files from the magnetic storage media. 

Users and WMs will clear magnetic storage media (hard disks and floppy diskettes) whenever the media is reallocated to another work center or is no longer needed in the performance of official duties.  Clearing is not required when an employee leaves an office and the workstation remains under the control of the functional organization. WM should inspect the workstation prior to reassigning to a new individual. 

User workstations and 11th Wing network file servers do not require clearing of sensitive but unclassified information when 11CS personnel perform equipment maintenance.  If maintenance personnel cannot repair the equipment, the 11CS will notify the equipment user that vendor maintenance is required.  Prior to sending a workstation to vendor maintenance, the hard drive files will be reviewed by the user to determine if sensitive but unclassified information has been inadvertently stored on the hard drive.  If sensitive but unclassified information is found, either the hard drive must be removed or those files containing sensitive but unclassified information must be cleared.  Prior to sending file servers to vendor maintenance, the file server hard drive will either be removed or all data files must be cleared to prevent the inadvertent release of sensitive but unclassified information. See AFSSI 5020, Remanence Security, for sanitization procedures. 

WMs will clear file server directories and the associated files assigned to individual users when the user departs the organization, or when the user no longer requires access to the file server to perform official duties.   

2.12.  Reporting Vulnerabilities or Incidents 

11th Wing network users will immediately report vulnerabilities, security incidents, or unauthorized entry of the computer system to their WM and CSSO.  WMs will perform an initial evaluation of each security problem or incident, document the circumstances, begin corrective or protective measures, and accomplish follow-on reporting as required.  In the case of an in-progress intrusion or suspicious activity, contact the NCC help desk (202) 404-8817 who may need to contact the Air Force Computer Emergency Response Team (AFCERT) at DSN 969-3157, toll free 1-800-854-0187, or commercial (210) 977-3157.  Suspicious activities include: browsing; disruption or denial of service; altered or destroyed input, processing, storage, or output of information; or changes to system hardware, firmware, or software characteristics without the owner’s knowledge.  Formal reporting of security incidents is accomplished IAW Air Force Systems Security Instruction 5021, Computer Security Reporting Programs - Procedures and Formats.  Reporting may include, but is not limited to, notifying the supporting WM, CSSO, Wing Information Protection Office, and DAA.  Security managers may also require notification of a specific security incident.  

2.12.1.  Inadvertent Entry of Classified Information 

Users discovering or accidentally introducing classified information into the 11th Wing network must immediately report the event to the NCC Help Desk (202) 404-8817.  This type of event requires intervention by a system administrator, and notification the Unit Security Manager or Base Information Security Manager (11th SFS) for investigation of possible compromise.  If an incident occurs, the entire network will be shut down.  Shutdown will remain in effect until the incident is isolated and cleared from the system. 

2.13.  Unattended Terminals 

A terminal that is logged onto the 11th Wing network will not be left unattended.  Users will either logout (the preferred method) or use a password protected screen saver when the terminal is left unattended.  A terminal will be logged out of the 11th Wing network prior to the user leaving the building. Terminate inactive sessions after 8 hours 

2.14.  Personally Owned Computers 

Personal computers owned by Air Force members, government employees, or contractor personnel should not be used to process classified or sensitive but unclassified information.  Personally owned computers will not be connected to the 11th Wing network.  However, the use of personal computers may be approved for remote dial-in modem connection to the 11th Wing network for processing sensitive but unclassified information.  Additional information on the use of personally owned computers is contained in AFM 33-202. 

2.14.1 Vendor Supplied Computer 

Computers supplied by outside vendors for mission related work must meet the same standards as a government owned computer and must be stated as part of the accreditation package. These computers will not be used for classified processing. 

2.15.  Review of 11th Wing network CSRDs for Security Impacts 

The CSSO will review the technical solution for each major Communications-Computer Systems Requirement (CSRD) submission for possible impact on the 11th Wing network security capabilities.  The review is required prior to submission of the CSRD for final approval. 

2.16.  Appointment of Computer System Security Officers 

A primary and alternate Computer System Security Officer (CSSO) will be appointed in writing by the WM or unit commander.  A copy of the appointment letter will be forwarded to Wing Information Protection Office and the NCC.  Replacement CSSOs will be appointed 30 days prior to the departure of the incumbent. 

2.17.  Windows NT and Windows 9X Configuration Requirement 

Each 11th Wing network account user who uses Peer to Peer networking programs will properly configure their installed program to prevent unauthorized access to their files by other Peer users.  Examples might be sharing of resources under Windows 9x, or Windows NT. 

2.18.  Configuring a Workstation as a Web Server 

Workstations configured as Web Servers may create additional vulnerabilities to a user’s personal data and the 11th Wing network.  11th Wing network workstations will NOT be converted into Web Servers or FTP Servers. These Servers must meet 11WG/PA Internet requirements and be approved by the NCC. 

2.19.  IP Address 

The 162.24, and 214.1 subnet domain is the only authorized address for the 11th Wing network. 

2.19.1.   Overall Ownership 

The NCC is ultimately responsible and the owner of all IP addresses and Domain Names assigned computers and other devices connected to the 11th Wing network in any manner, including Dial-up.  The NCC has the right to grant and/or revoke any assignment of IP addresses given any individual, organization, or tenant agency.  In the case of a revocation of IP address assignment, sufficient cause and notification will be given in order to prevent any denial of service. The NCC will resolve any discrepancies concerning IP address assignment.  

2.19.2.  Tenant Ownership 

The NCC will issue a block of IP address to tenant agencies from the 162.24 Class B subnet domain.  Customers of tenant agencies wishing to gain access to the Internet will use IP addresses from the assigned block.  Tenants may assign the addresses from their block as they deem necessary, but must report the amount of assigned addresses to the NCC on a monthly basis.  Tenants are still responsible for tracking which systems they give IP addresses to and the means of assignment.  Tenants may use dynamic means of assigning addresses as long as it will not attempt to assign an address to any computer or other device within the 11th Wing network proper. 

2.19.3.   Organization or Individual Ownership 

In certain situations, organizations and individuals may be assigned IP addresses directly to their computer or other TCP/IP enabled device within the 11th Wing network.  These are considered static IP addresses assignments.  All static assignments must be registered with the NCC and must conform to the proper standard as prescribed by the NCC.  Upon detection, the base router will block unregistered static assignments. 

2.19.4.  Dynamic Assignment 

Dynamic assignment is the preferred method of assignment of IP addresses to individual workstations within the 11th Wing network.  Dynamic Host Configuration Protocol (DHCP) servers will be owned and operated by the NCC, with the exception of tenants who wish to run their own and abide by the guidelines above.  DHCP is the only method of dynamic assignment allowed on the 11th Wing network.  No other organization or individual may operate any form of dynamic IP assignment device or server within the 11th Wing network. 

2.20. Domain Name Servers


 

2.20.1. Ownership


The NCC owns and operates the registered Domain Name Servers (DNS) for the 11th Wing.  The base DNS is the authority for BOLLING.AF.MIL and 162.24.0.0.  Individuals and organizations may run their own DNS in a cache-only mode, but this is discouraged. 

2.20.2.  Registration 

All DHCP customers will be automatically registered with the base DNS.  Statically assigned IP addresses will not be registered unless requested by the individual owner or organization that the address is assigned to. 

2.20.3.  Tenant Agencies 

Domain names directly assigned to a tenant agency must coordinate with the NCC to have either their registration changed to the base DNS or establish the base DNS as a back up to the tenant’s primary DNS.  All IP addresses the tenant agency needs to register with the base DNS must be sent in a text file formatted in the proper DNS format for forward and reverse look-up entries. This is accomplished by submitting a CRSD (AF form 3215). The files must be sent via e-mail to the NCC and have a job ticket number assigned to the task of having the files imported into the DNS. 

3.0
User Training

 

3.1
Initial 

Wing Information Assurance office will provide to the CSSO, training materials for all new users to the 11th Wing Network. SATE training must be completed prior to issuing a user’s account. 

3.2
Annual 

Annual training will be accomplished during the month of February, during Security Awareness Month. Training may be accomplished on the 11th Wing Intranet. Users will accomplish this test to receive credit for completing the annual requirement. Failure to accomplish this annual requirement will result in the blocking of the user’s account. 

4.0 
Information Assurance/Network Protection 

Governing directive will be AFI 33-208, Information Protection Operation (draft). Until this AFI becomes final, it will be used as a recommended practice. 

4.1
ASIM Monitoring 

The Air Intelligence Agency at the AFCERT will monitor the activities of the 11th Wing both real time and historical logs. Network Protection will be the point of contract between AIA and Bolling AFB. Network Protection must response in a timely manner, inquiries regarding Internet activities. 

4.1.1 ASIM Box 

The ASIM box is the terminal in which the 11th Wing and AIA will use to monitor activities within the base network. This box shall be locked in a secure location in which only trained and/or certified member of the network protection section will have access. Whenever possible, access to the ASIM box will be done in a manner that it will be done in private with only members of the network protection section will be present. 

4.2
AFCERT 

The Air Force Computer Emergency Response Team (AFCERT) is the office in which the base information assurance/network protection has contact within the AIA. Bolling is known as location “DELTA” to the AFCERT. This section is staffed 24 hours a day, 7 days a week. Information for after duty hours contact at Bolling must be current at AFCERT in the event of questionable activities that may occur after duty hours. 

4.2.1
Messages 

AFCERT issues the ACM, Advisories, and IP Bulletins. Each message has specific requirement that must be followed. If an ACM is issued after duty hours, IA and/or Network Protection must be present to take action as soon as possible. Other members of the IA or NP team may be recalled if necessary to assist in completing the tasking of the ACM. Advisories and IP Bulletins will be review on the next duty day. Network Protection must check the AFCERT’s ftp site at least 3 times per week to assure all messages have been reviewed. 

4.2.1.1 AFCERT IP Bulletins 

When the AFCERT has detected a probe against multiple Air Force bases that originated on a certain date registered from and external network address.  The AFCERT contacts the Air Force Internet Control Center (AFINCC) and has the source of the probes blocked to prevent further probing of systems on the Air Force unclassified network.  The probe attempts to identify computer systems that were potentially vulnerable to further exploitation.  There is no immediate impact to Air Force Computer Network Defense  (CND).  A probe should be considered a precursor to further activity.  This is a general informational message and official reporting is not necessary. 

4.2.1.2
AFCERT Advisories 

When the AFCERT has received information concerning vulnerabilities on multiple platforms.  This information has been received from several agencies and or organizations.  This summary advisory lists the publisher of the information, where the information may be obtained, and the subject area of the information.  Subject area information will list the vulnerability, problem, systems affected, actions to take, location of corrective patches/hot fixes and other pertinent information.  This is an official message used to identify and fix vulnerabilities found on Air Force network systems.  Official reporting is not mandatory, but corrective actions if applicable must be applied.  

4.2.1.3
Immediate AFCERT Advisory Compliance Message (ACM) 

The NCC must disseminate the AFCERT advisory to all base units operating or administering networks.  AF bases have 15 calendar days from DTG of the message to implement corrective actions and report. Base have 72 hours from the DTG of the message to acknowledge receipt to the 11th Wing IA, and IA has 5 days from the DTG of the message to consolidate confirmed receipts and acknowledge receipt to the AFCERT.   Additionally, 11th Wing IA has 21 days from the DTG of the message to consolidate patch status, and report 11th Wing IA status to the AFCERT. This type of compliance reporting is required only when the advisory is accompanied by a separate, “IMMEDIATE AFCERT ADVISORY/DISA IAVA COMPLIANCE MESSAGE".  The existence of the compliance message indicates the requirement to report compliance with the referenced advisory. 

4.2.1.4
Information Assurance Vulnerability Alert (IAVA) 

DISA level official message advisory summarizing information of the security vulnerability and how network computer systems are affected.  CINC/Service/Agency POCs will acknowledge receipt of the message with 5 days by electronic E-mail.  Each CINC/Service/Agency will pass this information within their area of responsibility and ensure all affected sites take corrective actions and their designated C/S/A with in 30 days.  The reporting procedures are for AFCERT and not for individual Air Force Units. 

4.2.1.5
Suspicious Event Report (SER) 


ASIM POCs will have two (2) weeks to respond to SERs from Central ASIM (AFCERT).  The responses, at a minimum, will answer the two (2) questions referenced in AFSSI 5021, Table 5, ASIM Report Validation.  The responses should indicate if the reported Suspicious Incident was a “positive” or “false positive” SER.  The responses should be sent to the AFCERT by email as soon as possible.  The ASIM POC is responsible to receive a proper response from either the system administrator or manager of the targeted host(s) and for forwarding the email responses to the AFCERT.  A SER is different from any other advisory and lists a specific incident on a Bolling AFB network computer system. 

4.2.2
Reporting Procedures 

IP Bulletins: Official reporting procedures are not necessary 

AFCERT Advisories: Official reporting procedures are not necessary, but corrective actions should be applied to applicable network computer systems.


Immediate AFCERT Advisory Compliance Message (ACM): The 11th Wing Information Office has five calendar days to acknowledge receipt of the ACM.  11th Wing and Bolling AFB tenant agencies have 15 calendar days to implement corrective actions and report their findings to the 11th Wing Information Assurance office. 

Information Assurance Vulnerability Alert (IAVA): Official reporting procedures are not necessary.  This IAVA is for AFCERT to comply with the official message to DISA.

Suspicious Event Report (SER): 11 NCC Network Protection administrators have two weeks to implement correct actions and report findings to the AFCERT by electron mail. 

4.3
Software 

Software used by Network Protection is important in identifying vulnerabilities of the network. This application will only be use for networking monitoring, security tests, evaluation and compliance monitoring. Software will NOT be used for: 

Identifying or gathering information for fraud, waste, or abuse or gathering information to support the arrest and prosecution of persons or organizations unlawfully accessing Air Force information system without a search/seizure order or warrant being issued. 

Conducting criminal investigations without JAG approval. 

4.3.1
Sidewinder 

Application for 11th Wing Firewall. All users must pass through the firewall both in and out of the 11th Wing Network. Firewall can be configured for controlling the size of e-mail in order to eliminate “SPAM”. Domain name server is located at this application. 

4.3.2
Proxy Server 

Application has a cache for frequently requested web site. Proxy Server will be used to filter out web sites which can create a hostile environment in the work place or viewing site that are not part of supporting the mission of the base (sports, lottery, games, automobile, etc). 

4.3.3
ISS 

Application will be used to assess the state of the network. ISS will be run on each subnet 90 days from the date last run. ISS will be run only on a small section of the network and never on the whole network at one time. Network protection will establish a schedule to examine each subnet. Reports will generate as follows: for executive level - graphs showing the weakness of the network, line management report, and technician report - the courses of action to take. All recommended patches listed in the last two reports must be approved from Small System Group (SSG), Gunter AFB. Last two reports will be kept for trend analysis. 

4.3.4
ESM 

Enterprise Security Manager (ESM) is a host-based security software tool, which assesses system vulnerabilities to help manage and enforce security policies within the network. The main ESM (Manager) terminal will be controlled at Network Protection. Remote monitoring stations, or agents, will be installed on the 25 servers within the Bolling AFB network.


4.3.5 
ITA 

Intruder Alert is a host based intrusion detection tool, which monitors changes in critical files, failed logon, lockouts, account changes, hardware performance, and denial of service attacks within the network. The main ITA terminal will be maintain by Network Protection. Remote monitoring will be installed on all the NCC Controlled servers. It is recommended that other servers controlled by base organizations have ITA installed and monitored by the NCC. 

4.4
Protection of Security Software 

All software use by the Network Protection section must be segregated from the software library. Software must be under control of NP at all time and it will not be issued or loaned to anyone that has not been certified in the use of the software at Bolling. Software must be kept in a lockable container with keys under control of NP. Software, when properly used, will help identify weakness in the Bolling network. Software maybe considered, as hacking tools therefore must be protected. 

4.5
Bolling AFB’s Status as a Direct Reporting Unit (DRU) 

In the absence of MAJCOM, Bolling AFB Information Assurance (IA) office will be considered as the MAJCOM Level for all reporting to AFCERT. 

5        Contingency Planning


 

5.1        Introduction 


A contingency plan defines emergency decision processes and actions to protect lives, to limit property damage, to protect sensitive unclassified information, and to preserve mission critical production capability. It addresses off-site mission critical files, alternate site processing, recovery of a system, and assigns individual responsibilities.  Specific functions must be in place to ensure the safety of individuals and to prevent denial of service. 

5.1.2 Mission Critical Products 

This include user's file, data, operating system software, communication software, and system applications, which are backed up daily, weekly, monthly, and quarterly. 


5.2 Alternate equipment 

Alternate organizations with the same or compatible equipment have been identified for reciprocal support during emergencies. Plans have been made to ensure that the alternate site has current hardware configurations to run system and application software, and that sufficient supplies are available to last through the processing cycle.  


5.2.1 Manual Replacement of Limited Processing. 

Certain types of backup operations may be amenable to manual processing. Availability of timely data, copies of source data, special equipment, communications, etc., must be fully considered by the network users. 


5.3        Backup and Recovery Data. 

Critical data files, programs, documentation, copy of contingency plan and other information and supplies necessary to execute backup and recover operations must be stored at the off-site location. It is the responsibilities of the users to identify critical data for use in case of a scheduled deployment of any user functions. The SA will make monthly backups of all applications and data contained on the network including unclassified, collateral, and SCI, for storage at the off-site facility. 

 

5.3.1
Restoration of Operations. 


The network chief and the SA will determine the order in which system software applications must be restored to support production and other mission critical support functions.  This process was very complex, depending on the application and mission objectives. The NCC Chief will take the following actions to ensure that a system could be restored within the Mission Critical period: 


Ensure the required number of personnel will be available to run the system. 


Provide the required office space and possible alternate sites required. 


Determine the minimum computer hardware required for each operation; provide minimum memory re​quired, minimum storage devices and types of printer devices required for each system; iden​tify a source for obtaining this equipment under a short term lease and in a timely manner; ensure equipment is immediately available at all times for lease. 


Maintain a back-up copy of the operating system software and each stand-alone PC (update when new versions are installed). 


Maintain a back-up copy of all data files (Retain at least one full month of data and rotate the back-up files on a monthly basis). 


If hard copy documents are to be used to maintain operations, copies should be stored off-site and rotated as needed. 


5.4
Testing. 

If feasible, annually, a full test of the contingency plan will be conducted. 


5.5
Emergency Destruction Procedures. 

Currently, no procedures are in place or will be developed for destroying the network or documents, in case of hostile take-over, because the network is located in a low risk environment in the Washington, D.C. area.   However, every effort should be made to maintain the least amount of information on the network and hard copy documents. 


5.6
Emergency Evacuation Procedures: 


Upon activation/notification of Alarm: All personnel will: Shut down their Collateral/Unclassified computer(s). All security containers must be secured and classified material must be stored appropriately. Proceed to the most accessible stairway and exit the building as safely/timely as possible. 


After exiting Building P20, proceed to the south end of the Honor Guard Practice Hall on the other side of the upper parking lot, and then locate your section chief. 


If working at building P-16, proceed to the south end of the parking lot. Notify the NCC of your situation.


The senior leader from each section will establish accountability. Information will be forwarded to the NCC Chief to establish accountability. 


Until authorized by emergency personnel and the NCC Chief no one should reenter the building. 


In the event of a disaster, both natural and human caused, all network activities will be terminated; servers relocated, and network returning on line. 


5.7
Tape Backup Rotation 

Daily backup of data from the network will be done after normal duty hours. Immediately after the next duty day, backup tapes will be taken to an off-site storage location in the event it is needed to restore the network. After another set of tapes has been created, the new tape will be swapped out with the previous set and the older tape will be returned to the storage location. Daily tapes will be kept for two weeks. Weekly tape (backed up on Friday) will be kept for one month. Monthly tape (backed up on the last duty day of the month) will be kept for three months. 

5.8 
Assistance 

In the event of any disaster, servers must be inspected to insure they are not damaged. AFCERT must be notified of the situation. In addition the small system group (SSG) at Gunter AFB must be notified and requests for replacement servers, routers, etc. If CITS/BIP equipment is damaged, contract the CITS/BIP office at Hanscom AFB for assistance. 


6.0
Compliance is Mandatory 


Failure to comply with the requirements of this Security Policy can result in the offending system being disconnected from the network.  Network security concerns will take precedence over operational capabilities of Functional Area Systems and organizational connectivity requirements.


APPENDEX A: References
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MEMO OF INSTRUCTION


To:


Distribution


From:


Installation Commander


Subject:

Bolling Air Force Base Hazardous Waste Management Plan


Enclosure:
Hazardous Waste Management Plan, September 2000


1.
A comprehensive and mandatory Hazardous Waste Management Plan for Bolling Air Force Base and its tenants is enclosed.


2.
The enclosed plan has been prepared in accordance with DoD, Air Force, EPA, OSHA, DOT, and District of Columbia environmental, worker safety, and transportation requirements.  The plan assigns responsibility and provides instruction for appropriate waste handling and management to ensure conformance with the policies established by the agencies listed above.


3.
This plan supercedes all previous plans and is applicable to all installation activities, tenant organizations, and contractors, which generate, treat or respond to releases involving hazardous waste within the confines of Bolling Air Force Base.


4.
Implement and comply with the provisions of the Hazardous Waste Management Plan at all times.


INFORMATION AND EMERGENCY CONTACTS

BOLLING AIR FORCE BASE



ON-BASE EMERGENCY REPORTING



(Fires, Explosions, Releases, or Spills)


  Base Fire Department
767-5777



OFF-BASE EMERGENCY REPORTING INVOLVING AIR FORCE ASSETS


(Fires, Explosions, Releases, or Spills of Hazardous Waste Off-Base)


  #1.  Local Emergency Reporting
911


  #2.  Base Command Post
767-4011



CHEMICAL EMERGENCY INFORMATION AND ASSISTANCE

  CHEMTREC
(800) 424-9300




FEDERAL, STATE, AND LOCAL RELEASE NOTIFICATION/REPORTING


  National Response Center
(800) 424-8802


  State Emergency Response Commission (SERC)
(202) 673-2102 ext. 3161


  Local Emergency Planning Commission (LEPC)
(202) 673-3320



AIR FORCE RELEASE REPORTING 


  Command Post
767-4011


  Environmental Flight Office
767-8600



ON-BASE ASSISTANCE AND INFORMATION 






Environmental Coordinator     Civil Engineering Service Call 


Ground Safety 


Public Affairs


Staff Judge Advocate 

767-1159



767-4442/4443


767-4444


767-4781


767-4772
4-7740

Bioenvironmental Engineering Flight


Base Clinic
7-5502


Security Police


Contracting officer


Disaster Preparedness
7-5646


767-7189


767-5502


767-5646


404-8100


767-4777



TABLE OF CONTENTS


Page

BOLLING AIR FORCE BASE (BAFB) MEMO OF INSTRUCTION


BOLLING AIR FORCE BASE INFORMATION AND EMERGENCY CONTACTS


TABLE OF CONTENTS
i


RECORD OF CHANGES
v


LIST OF ACRONYMS, ABBREVIATIONS, AND TERMS
vi


1.
INTRODUCTION
1-1


1.1 BACKGROUND
1-1


1.1.1
Objective
1-1


1.1.2
Implementation
1-1


1.1.3
Installation Location
1-1


1.1.4
Installation Mission
1-1


1.2 COMPLIANCE STATUS
1-2




1.2.1
Regulatory Background
1-2


1.2.2
Hazardous Waste Generator Status
1-2


1.3 SCOPE OF THE HAZARDOUS WASTE MANAGEMENT PLAN
1-3


1.3.1
Applicability to BAFB
1-3


1.3.2
Applicability of Federal and State Requirements
1-3


1.4 HAZARDOUS WASTE OVERVIEW
1-3


2.
RESPONSIBILITIES
2-1


2.1
TASKED ORGANIZATIONS
2-1


2.2
SPECIFIC RESPONSIBILITIES
2-1



2.2.1
Installation Commander
2-1


2.2.2
Environmental Flight
2-1


2.2.3
Bioenvironmental Engineering Flight
2-3


2.2.4
Public Affairs Office
2-4


2.2.5
Defense Reutilization and Marketing Office
2-4


2.2.6
Accounting and Finance Office
2-5


2.2.7
Contracting Officer
2-5


2.2.8
BAFB Tenants
2-5


2.2.9
Environmental Protection Committee
2-5


2.2.10
Contractors Working at BAFB
2-7


3.
HAZARDOUS WASTE INVENTORY
3-1


3.1
WASTE TRACKING METHODS
3-1


3.2
HAZARDOUS WASTE LOCATIONS
3-1


3.3
RESPONSIBILITIES
3-1


TABLE OF CONTENTS
(Continued)


Page


3.4
STATUS OF HAZARDOUS WASTE STREAM INVENTORY
3-3


4.
HAZARDOUS WASTE ANALYSIS PLAN
4-1



4.1
SUMMARY
4-1


5.
HAZARDOUS WASTE MANAGEMENT PROCEDURES
5-1


5.1
HAZARDOUS WASTE PROCESS
5-1


5.2
Hazardous waste Accumulation FACILITIES
5-1


5.2.1
Central Accumulation Facility
5-2


5.2.2
Hazardous Waste Accumulation Sites (2)
5-3


5.3
HAZARDOUS WASTE CONTAINERS
5-3


5.3.1
Container Selection
5-3


5.3.2
Container Labeling and Marking
5-3


5.3.3
Container Condition
5-3


5.3.4
Container Compatibility
5-3


5.3.5
Container Management
5-4


5.4
HAZARDOUS WASTE TURN-IN
5-5


5.4.1
Procedures for Hazardous Waste Turn-in
5-5


5.4.2
Acceptance of Hazardous Waste From Other On-Base Activities
5-7


5.5
ON-BASE TRANSPORTATION
5-7


5.6
OFF-BASE TRANSPORTATION
5-8


5.6.1
Container Labeling
5-8


5.6.2
Hazardous Waste Manifest
5-8


5.6.3
Exception Report
5-8


5.6.4
TSDF Selection
5-8


5.6.5
Land Disposal Restrictions
5-9


5.7.
RECORD KEEPING
5-9


6.
REPORTING
6-1


6.1
BIENNIAL REPORT
6-1


6.2
EXCEPTION REPORT
6-1


6.3
EMERGENCY REPORT
6-1


6.4
INCIDENT REPORT
6-2


6.5
OTHER REPORTS
6-2


7.
TRAINING
7-1


7.1
HAZARDOUS WASTE TRAINING REQUIREMENTS 
7-1


7.1.1
Mandatory Training Requirements For Personnel
7-1


7.1.2
Training Frequency
7-2


7.2
SCOPE OF TRAINING
7-2


7.2.1
Individuals Responsible For Providing Training
7-2


TABLE OF CONTENTS
(Continued)


Page


7.2.2
Training Components
7-2


7.2.3
Record Keeping
7-3


8.
CONTINGENCY PLAN SUMMARY
8-1


9.
PREPAREDNESS AND SPILL PREVENTION SUMMARY
9-1


10.
POLLUTION PREVENTION SUMMARY
10-1


10.1
Pollution Prevention Management Plan
10-1


10.2
Pollution Prevention Reporting
10-1


10.2.1
Air Force
10-1


10.2.2
Federal and State
10-1


10.3
Hazardous MaterialS Pharmacy
10-2


LIST OF APPENDIXES


APPENDIX A
References

APPENDIX B
HAZARDOUS WASTE ANALYSIS PLAN



9.1  INTRODUCTION



9.2  HAZARDOUS WASTE GENERATED BY BAFB



9.3  SAMPLE METHODOLOGY


9.3.1
Overview


9.3.2
Sample Approach


9.3.3
Documentation



9.4
ANALYSIS


9.4.1 EPA Methods


9.4.2 Waste Analysis Requirements Pertaining to Land Disposal Restrictions



9.5
INTREPETING SAMPLE RESULTS



9.6
QUALITY ASSURANCE/QUALITY CONTROL (QA/QC) PROCEDURES



9.7
PROCEDURES IF CHANGE IN WASTE STREAM SUSPECTED


9.7.1
Evaluative Criteria for Process Changes



9.8
CHEMICAL ABREVIATIONS AND SPECIFIED ANALYTICAL METHODS


APPENDIX C
Documentation for 24-hour Waste Pick-up Procedure


APPENDIX D
180 DAY ACCUMULATION SITE (AEROSOL CAN CRUSHER)

APPENDIX E

SMALL QUANTITY GENERATOR STATUS SUMMARY

APPENDIX F 
TSDF SELECTION


APPENDIX G
FORMS

APPENDIX H 
CONTINGENCY PLAN, BUILDING 41

LIST OF TABLES


Table 3-1

BAFB Potential Hazardous Waste Locations


Table 3-2

Hazardous Waste Stream Inventory


Table 5-1

Instructions for Completing AF Form 2005


Table 5-2

Instructions for Completing DoD Form 1348-1A


Table 5-3

RCRA Records and Corresponding Minimum Retention Periods


Table 7-1

Hazardous Waste Training Requirements for BAFB Personnel


Table 9-1

BAFB Spill Response Equipment Inventory


LIST OF FIGURES


Figure 1-1
BAFB Location Map

Figure 2-1
BAFB 11th Wing Organization Chart


Figure 2-2
BAFB 11th Civil Engineer Squadron Organization Chart


Figure 5-1
Central Accumulation Facility 


Figure 5-2
Uniform Hazardous Waste Manifest


Figure 5-3
Hazardous Waste Manifest Instructions


Figure 5-4
DRMS Form 1930


RECORD OF CHANGES 



Change Number

Change Date

Posting Date

Signature & Organization





























































































LIST OF ACRONYMS, ABBREVIATIONS, and TERMS

SECTION A - ABBREVIATIONS and ACRONYMS


AAFES

Army and Air Force Exchange Service


ACC


Air Combat Command


AFCEE

Air Force Center for Environmental Excellence


AF


Air Force


AFB


Air Force Base


AFDW

Air Force District of Washington


AFI


Air Force Instruction


AFR


Air Force Regulation


AFO


Accounting and Finance Officer


AFPAM

Air Force Pamphlet


AOC


Areas of Concern


ASTM

American Society of Testing Materials


BAFB


Bolling Air Force Base


BEF


Bioenvironmental Engineering Flight


CAF


Central Accumulation Facility


CE


Civil Engineer


CERF


Financial Management Element


CES


Civil Engineer Squadron


CEV


Environmental Flight


CFR


Code of Federal Regulations


COC


Chain-of Custody


CLIN


Contract Line Item Number


CY


Calendar Year


DC


District of Columbia


DCC


District of Columbia Code


DCMR

District of Columbia Municipal Regulations


DCRA

Department of Consumer and Regulatory Affairs


DIA


Defense Intelligence Agency 


DoD


Department of Defense


DOT


Department of Transportation


DRMO

Defense Reutilization and Marketing Office


DRMS

Defense Reutilization and Marketing Service


DSN


Defense System Number


EC


Environmental Compliance


ECAMP

Environmental Compliance Assessment and Management Program


EHSC
     

Environmental Health and Safety Committee


EO


Executive Order


EPA


Environmental Protection Agency


EPC


Environmental Protection Committee


EPCRA

Emergency Planning and Community Right to Know Act


ESOH


Environment, Safety, and Occupational Health Committee


FFCA


Federal Facilities Compliance Act


FY


Fiscal Year


HAZMAT
Hazardous Material(s)


HMERP

Hazardous Materials Emergency Response Plan


HMMS/IPT
Hazardous Material Management System Integrated Process Team


HQ ACC

Headquarters, Air Combat Command


HQ MAJCOM
Headquarters Major Command


HW


Hazardous Waste


HWAS

Hazardous Waste Accumulation Site


HWM


Hazardous Waste Management


HWMP

Hazardous Waste Management Plan


IC


Installation Commander


LDR


Land Disposal Restrictions


LG


Logistics Group


LQG


Large Quantity Generator


MG


Medical Group


MSDS

Material Safety Data Sheets


NRL


Naval Research Laboratory


OG


Operations Group


OPR


Office of Primary Responsibility


OSHA

Occupation Safety and Health Administration


PAO


Public Affairs Office


POVs


Privately Owned Vehicles


PPE


Personal Protective Equipment


PPMP


Pollution Prevention Management Plan


P3P


Pollution Prevention Program Plan


QA/QC

Quality Assurance/Quality Control


QA/RM

Quality Assurance/Risk Management


RCRA

Resource Conservation and Recovery Act


SAP


Satellite Accumulation Point


SG


Support Group


SQG


Small Quantity Generator


SWHCRF 
Special Waste from Health Care Related Facilities


TCLP


Toxicity Leaching Characteristic Procedures


"TIN"


Turn-in Action


TSDF


Treatment, Storage, or Disposal Facility


UHC


Underlying Hazardous Constituents


USAF


United States Air Force


WAP


Waste Analysis Plan


WIMS-ES

Work Information Management System-Environmental Subsystem


PWC


Naval Public Works Center


SERC


State Emergency Response Committee


LERC


Local Emergency Planning Committee


SECTION B - TERMS


Acute (or Extremely) Hazardous Waste:  A solid waste which is considered to be especially dangerous and which must be managed even more carefully than other hazardous waste.  Acute hazardous waste includes all unused acute hazardous wastes (P-list) and some spent waste from non-specific sources (F-list) wastes (40 CFR 261.31, 261.32, and 261.33).


Central Accumulation Facility (CAF):  A separate storage facility where all hazardous wastes are accumulated in order to facilitate disposal off base. 


Characteristic Waste:  A waste with any characteristic listed in 40 CFR 261, subpart C or District of Columbia Municipal Regulations (DCMR) Section 4102, such as toxicity, corrosivity, ignitability, or reactivity.


EPA Waste Code:  An EPA hazardous waste number listed in 40 CFR 261, subpart C (characteristic waste) or subpart D (listed waste).


Generator:  A person or a site, whose act or process produces hazardous waste or whose act first subjects hazardous waste to regulation.  EPA and state environmental regulatory agencies typically consider the Air Force installation as the generator. 


Hazardous Material (HAZMAT):  Any usable material that presents a physical or health hazard and requires a Material Safety Data Sheet (MSDS).


Hazardous Waste (hazardous waste):  Any solid waste that can pose a substantial or potential hazard to human health or the environment when improperly managed; possesses at least one of the following characteristics (toxic, corrosive, ignitable, explosive, or chemically reactive); or is listed in 40 CFR 261.3 or applicable state or local waste management regulations. 


Hazardous Waste Generating Activity:  Each installation organization (including Air Force and non-Air Force tenants) that generates hazardous waste.


Hazardous Waste Management:  Systematic control of the collection, source separation, storage, transportation, recovery, and disposal of hazardous waste.


Hazardous Waste Management Plan (HWMP):  An installation developed plan containing guidance for base personnel on federal, state, and local procedures for managing hazardous waste and incorporating pollution prevention practices into hazardous waste management practices.  The HWMP should include all tenants, including Government-owned, and contractor-operated (GOCO) facilities that generate hazardous waste.


Hazardous Waste Profile Sheet:  A document (DRMS Form 1930) that describes the physical and chemical properties of a hazardous waste and is used for all hazardous waste disposal actions.


High Volume Waste Stream:  Generates four or more 55-gallons drums of waste per year. 


Hazardous Waste Accumulation Site (HWAS):  A Hazardous Waste Accumulation Site (HWAS) would be created for wastes not picked up within 24 hours. Under DC regulations, unlimited volumes of waste may be accumulated at an HWAS for a period up to 90 days (180 days for a Small Quantity Generator). 


Listed Waste:  A specifically identified solid waste, material, or item listed in 40 CFR 261, subpart D (DCMR 4103). An example of this waste would be waste Trichloroethylene from the DIA (U228) 


Low Volume Waste Stream:  Generates three or less 55-gallons drums of waste per year.


Hazardous Waste Manifest:  Hazardous waste shipping document required by federal or state regulatory agencies for tracking the transportation of hazardous waste from the generator to a permitted or interim status treatment, storage, or disposal facility (refer to 40 CFR 262, subpart B).  Manifests must be signed by the installation commander or a named representative.


Resource Conservation and Recovery Act (RCRA):  Enacted by Congress in 1976, established the generator as the responsible party for proper hazardous waste management from “cradle to grave” and became the regulatory program to protect human health and the environment from the improper management of hazardous waste.


Small Quantity Generator:  A generator that generates less than 100 kg of hazardous waste or 1 kg of acutely hazardous waste in a calendar month, per DCMR 4100.19.


Solid Waste:  (1) A material or product that is no longer useful for its intended purpose, (2) an unusable by-product, or (3) any other material handled in a manner constituting disposal.


1.  INTRODUCTION 

1.1
BACKGROUND


1.1.1
Objective

The USAF is committed to the proper management of hazardous waste generated at Bolling Air Force Base (BAFB).  The primary objective of the guidance provided in this Hazardous Waste Management Plan (HWMP) is to ensure compliance with Federal, Washington, DC and other applicable laws regarding the handling of hazardous waste and help meet Pollution Prevention goals through minimization of hazardous waste generated on base. 


Since the last update of this plan, BAFB has initiated an aggressive program of improving hazardous waste compliance and pollution prevention.  The heart of this plan is the procedures for turning in wastes to be disposed of. BAFB now collects hazardous wastes on 24-hour notice, greatly reducing the number of regulated accumulation points and streamlining regulatory and training requirements.  Since the majority of the waste materials generated at BAFB are excessed hazardous materials, improvements in the HAZMAT pharmacy process and waste turn in procedures together can minimize wasted products on base.


1.1.2
Implementation

The Environmental Flight (CEV), part of the 11th Civil Engineer Squadron (CES), is responsible for ensuring that all requirements of this HWMP are implemented by the installation.  CEV is also responsible for completing and submitting reports required by the EPA and the District of Columbia (DC) Department of Consumer and Regulatory Affairs (DCRA).  CEV is responsible for ensuring that all base units and tenant units engaging in activities that generate hazardous waste are knowledgeable and responsive to the applicable requirements of this HWMP.


1.1.3
Installation Location

BAFB is located in the southeast section of Washington, DC along the east bank of the Potomac River.  The base is bordered to the north by Anacostia Naval Station, to the south by the Naval Research Laboratory, and to the east by South Capitol Street and Interstate 295.  BAFB covers an area of approximately 616.5 acres (Figure 1-1).  


1.1.4
Installation Mission


BAFB is the home of the 11th Wing.  The 11th Wing consists of four groups: 11th Operations Group (OG) (includes USAF Honor Guard and Band), 11th Support Group (SPTG), 11th Medical Group (MDG), and 11th Logistics Group (LG).  Tenant missions located at BAFB include DIA, and the Artificial Intelligence Division of the Naval Research Laboratory (NRL).  


NOTE:  With the concurrence of NRL, their facility located at Building 256 has been removed from the scope of coverage of this plan.  NRL has agreed to assume full responsibility for all hazardous waste generated at Building 256.  A support agreement documenting this change is currently being circulated for approval.  


The primary mission of BAFB is to provide administrative and housing support to USAF personnel in the Washington, DC area and to 40,000 USAF personnel in over 80 countries.  No active flying or missile operations occur at the base.


1.2
COMPLIANCE STATUS


1.2.1
Regulatory Background

Subtitle C of the Solid Waste Disposal Act, as amended by the Resource Conservation and Recovery Act (RCRA) of 1976, directed the United States Environmental Protection Agency (EPA) to promulgate regulations to protect human health and the environment from the improper management of hazardous waste.  On 19 May 1980, the EPA published the Hazardous Waste Management System Rules.  In addition, the Federal Facilities Compliance Act (FFCA) of 1992 requires Department of Defense (DoD) facilities to comply with all federal, state, and local environmental regulations in the same manner as private facilities


In March 1985, the District of Columbia (DC) was granted authorization by the EPA to enforce their own hazardous waste management program to implement RCRA in DC.  The DCRA was appointed the lead agency for carrying out this task. 


The requirement for the HWMP is in Air Force Instruction 32-7042. This requirement provides a framework for compliance, and includes instructions for training, waste characterization, turn-in and disposal, inspections, permits and record keeping and host-tenant relations.  The facility has 90 days, from the time of generation, to dispose of hazardous waste.


1.2.2
Hazardous Waste Generator Status

Currently BAFB operates as a large quantity generator (LQG).  DC Hazardous Waste Regulations (DCMR Chapter 40) differentiates between two types of generators: small quantity generator (SQG) who generate less than 100 kg of hazardous waste in a calendar month, and a large quantity generator (LQG) who generates more than 100 kg of hazardous waste in a calendar month (DCMR 4100.19).  For a summary of Small Quantity Generator status, please see Appendix E.


Individual activities at BAFB generate low volumes of hazardous waste.  With the exception of “amnesty day” inputs for household hazardous wastes, the majority of hazardous waste generated per calendar month are excess hazardous materials, and not chemical process wastes. The base currently operates in accordance with the more stringent LQG requirements as set forth in this HWMP.


1.3
SCOPE OF THE HAZARDOUS WASTE MANAGEMENT PLAN

1.3.1
Applicability to BAFB

The purpose of the BAFB HWMP is to provide BAFB with hazardous waste management procedures and practices based on RCRA requirements as enforced by the EPA and the District of Columbia and to incorporate base hazardous waste procedures and practices.  The plan covers control and management of hazardous waste from its point of generation to the point of disposal. 


1.3.2
Applicability of Federal and State Requirements


The BAFB HWMP has been developed to assist those responsible for managing hazardous waste at the base to effectively meet the complex requirements of RCRA as enforced by the EPA and the District of Columbia.  The plan addresses mandatory requirements of the District of Columbia hazardous waste Management Regulations (20B DCMR 40-54), Air Force Instruction 32-7042, Solid and Hazardous Waste Compliance, and Air Force Pamphlet 32-7043, Hazardous Waste Management Guide.


1.4
HAZARDOUS WASTE PROCESS


BAFB has established a process for the handling, disposal and minimization of hazardous waste. The goal of this process is to enable BAFB to comply with DC hazardous waste regulations and minimize the generation of hazardous waste through careful management of waste disposal.  BAFB, under DC regulations, has 90 days to dispose of hazardous waste generated on site.  BAFB has significantly reduced the number of accumulation sites from 28 in 1999 to four as of the date of this report update.  This reduction has been made possible through the careful review of the 28 sites, education of base operations and tenants in the handling of hazardous materials and wastes and the 24-hour turn-in process.  


The key to minimizing hazardous waste generation and handling rates is a unique 24-hour turn around time on waste turn-in.  Materials that are to be disposed of are set aside for characterization and waste determination on a daily basis.  The Environmental Flight, or its representative, will visit the site and determine if the waste is hazardous through knowledge of the waste or could be hazardous through further characterization.  These materials are removed from the site and placed at the Central Accumulation facility (CAF), located at the HAZMAT pharmacy in Building 41.  This process will be particularly effective for excess HAZMAT materials.


Collected wastes, hazardous by knowledge or by characterization, are then logged into the CAF for disposal.  All other non-hazardous wastes are provided the same treatment as hazardous wastes, with the exception of an accumulation start date for hazardous wastes.  This 24-hour concept is currently under regulatory review by the DCRA (Appendix C).


Location Map


2.  RESPONSIBILITIES

2.1
TASKED ORGANIZATIONS

The BAFB organizations that are subject to this HWMP consist of: 11th Operations Group, 11th Support Group, 11th Medical Group, 11th Logistics Group and tenant units including the Defense Intelligence Agency (DIA).  Organizational charts for BAFB are provided in Figures 2-1 and 2-2.


All Base organizations that generate, accumulate, monitor, dispose of, or respond to, incidents involving hazardous waste are responsible for complying with this HWMP.  Base compliance with federal, state, and local hazardous waste laws and regulations is the responsibility of the 11 CES/CEV.  Organizations tasked under this plan include, but are not limited to, those listed in the following section.


2.2
SPECIFIC RESPONSIBILITIES

2.2.1
Installation Commander (IC)

The IC assumes ultimate responsibility for ensuring that all hazardous waste regulations as enforced by the EPA and the D.C. are implemented and followed by the base.  Responsibilities include designating the following personnel to implement the program:


2.2.2
Environmental Flight (CEV) 

CEV is directly responsible for managing the BAFB hazardous waste activities.  CEV acts as the installation liaison on environmental compliance matters with regulatory agencies on all hazardous waste issues.  CEV is responsible for the following:


Agency Coordination


· Coordinating with federal, state, county, and city authorities on HW management procedures;


· Preparing and submitting annual reports to the EPA, SERC, and LEPC; 


· Acting as the base and tenant liaison with EPA, SERC, LEPC, and other regulatory agencies in regard to HW inspections, environmental compliance matters, rule interpretation, and problem resolution.


Accumulation Site Responsibilities


· Managing the CAF and all HWASs;


· Appointing the CAF and HWAS managers and alternate managers;


· Ensuring that management of the CAF and HWASs complies with federal, District of Columbia and Air Force regulations and guidelines;


· In coordination with BEF, ensuring each generating activity properly completes DRMS Form 1930 (Hazardous Waste Profile Sheet);


· Allowing appropriate facilities, shops and equipment to be inspected for HW management regulatory compliance by fire, safety and health personnel, ECAMP team members, and authorized federal or state inspectors; and


· Ensuring all CAF and HWAS personnel receive the appropriate level of HW training.


HW Turn-in Operations


· Assisting waste generating activities in HW identification, management, minimization, recycling, storage and disposal;


· Ensuring all HW is accurately weighed for disposal actions;


· Submitting requests to the BEF to ensure that waste is evaluated and that HW is properly classified;


· Certifying that HW is properly characterized, labeled, and packaged;


· Maintaining a HW file for each HW stream within the generating activity; including a separate file for HW generated by BAFB residents;


· Providing technical information on completion of HW turn-in documents to HWAS Managers;


· Assisting the generating activity in the completion and updating of DRMS Form 1930 (Hazardous Waste Profile Sheet) for HW characterization prior to turn-in;


· Processing turn-in and disposal documentation for the generating activity when disposal of HW is authorized;


· Maintaining HW disposal records; and


· Obtaining funds for analysis, transportation, and disposal of hazardous waste.


Routine Inspections/Compliance Operations


· Performing HW management compliance surveys of BAFB;


· Developing and coordinating compliance with a BAFB Closure/Post-Closure Plan that addresses each HWAS and the CAF;


· Ensuring that the BEF samples HW and arranges for the analysis of HW before it is accepted for storage/transport; and


· Conducting quarterly inspections of the CAF and HWASs.  Taking remedial action as required.


Documentation and Record Keeping


· Signing HW manifests, and preparing HW reports and compliance documentation as required by EPA, SERC, LEPC, and Air Force instructions;


· Documenting inspections of the CAF and HWASs;


· Maintaining records for HW management surveys of BAFB;


· Maintaining HW documentation and correspondence for a minimum of 3 years; and


· Maintaining central HW training records for all base personnel.


HW Spill Response 


· Providing spill response equipment at CAF and HWASs;


· Managing HW spill response team;


· Supervising HW spill response training;


· Providing guidance to first responders at a spill site; and


· Implementing remedial action in the event of a HW spill.


Other Responsibilities


· Preparing, reviewing, and biennially updating the BAFB HWMP, as required; 


· Providing technical training regarding hazardous waste labeling, storage, disposal, and record keeping;


· Supervising HW management training for all BAFB personnel requiring such training;


· Requesting funds from the Accounting and Finance Officer (AFO), certifying funds availability for waste turned in to the Defense Reutilization and Marketing Office (DRMO), and reviewing billings received by the AFO for accuracy as well as requesting adjustments when necessary;

· Overseeing the correction of ECAMP findings, regulatory issues, etc.; and

· Minimizing the generation of hazardous waste at BAFB.

2.2.3
Bioenvironmental Engineering Flight  


The Bioenvironmental Engineering Flight (BEF) provides industrial hygiene/occupational health consultant services to all industrial shops and monitors hazardous materials processes for worker health and safety.  Additionally, the BEF, in accordance with AFI 48-119, provides technical expertise, including sampling and analysis for hazardous waste and the preparation of the base’s waste analysis plan. 


HW Sampling


· Collecting (or assisting in collection of) samples for HW determination and forwarding samples for analysis in accordance with the sampling and analytical requirements specified in EPA Publication SW-846 and the Waste Analysis Plan (WAP);


· Forwarding of analytical results to CEV;


· Assisting BAFB generating activities in the interpretation of analytical results and preparation of DRMS Form 1930 (Hazardous Waste Profile Sheet); and


· Monitoring ground water, surface water, and drinking water for contamination.


Safety and Health Related Responsibilities


· Receiving and reviewing hazardous Material Safety Data Sheets (MSDS);


· Specifying personal protective equipment (PPE) to be worn by personnel occupationally exposed to or who may otherwise manage HW; and


· Participating in HW training programs and exercises.


Other Responsibilities


· Maintaining and updating HW stream inventories; and


· Working with CEV to develop and update the BAFB HW Stream Inventory and Waste Analysis Plan (WAP).


2.2.4
Public Affairs Office (PAO)

The PAO is responsible for acting as the focal point for inquiries from the news media and concerned citizens regarding general hazardous waste questions and concerns, and for hazardous waste incidents or accidents; and assisting the Installation Commander during situations involving hazardous waste incidents by keeping interested news media and the public aware of events and curtailing rumors through the dissemination of coordinated, accurate information.


2.2.5
Defense Reutilization and Marketing Office (DRMO)

DRMO office in Fort Meade, MD administers contracts for hazardous waste disposal service at BAFB.  DRMO inspects hazardous waste disposal turn-in documents to ensure that all required disposal information is provided, including but not limited to proper hazardous waste characterization.  DRMO provides blank DRMS 1930 forms to the hazardous waste generator and provides training for completing the form.  DRMO initiates and monitors compliance with hazardous waste disposal contracts and maintains hazardous waste disposal documentation. DRMO also ensures that wastes are properly packed and labeled in preparation for shipment.


2.2.6
Accounting and Finance Office (AFO)

The AFO Financial Manager obligates hazardous waste disposal funds based on a validated request (DoD Form 1348-1) from 11 CES Financial Management Element (CERF).  AFO gets a billing statement for hazardous waste disposal services and forwards the bill to 11 CES/CERF for verification and approval.  Upon receipt for the approved bill, AFO processes hazardous waste disposal payments using the military standard billing system.


2.2.7
Contracting Officer

In the event BAFB no longer maintains a contract with DRMO for hazardous waste disposal services, the BAFB contracting officer will be responsible for the following:


· Ensuring all contracts having HW ramifications are administered in accordance with AFI 32-7042, DC Hazardous and Solid Waste Management Requirements, and AF Policy Letter, 6 June 1991(Air Force Hazardous Waste Policy).


· Ensuring qualified HW disposal contractors (not just the low price bidders) are awarded contracts.


· Responding to BAFB customer requirements, specifications, and funding for contractual needs for HW collection, transportation, analyses, and disposal.


· Support for base contracting, including technical assistance and professional services.


2.2.8
BAFB Tenants

Defense Intelligence Agency (DIA), the largest tenant on Bolling AFB, generates hazardous waste and is subject to the requirements of this plan.  CEV will oversee and provide guidance to DIA personnel for compliance with this plan.


2.2.9
Environmental Protection Committee (EPC)


In accordance with AFI 32-7005, Environmental Protection Committees, the BAFB Environmental Protection Committee (EPC) was established.  The EPC assumes primary responsibility for reviewing and coordinating the HWMP, and for overseeing the base’s compliance with all HWMP requirements.


BAFB uses a Wing Executive Board meeting and the Base Civil Engineers Update (held monthly) to implement Environmental Protection Committee meeting requirements.


The Wing Executive Board (WEB) meeting is chaired by the Wing Commander with Group and Squadron commanders as participants.  WEB meetings in which the EPC meeting is held is scheduled twice per year, normally in the second and forth quarters of the calendar year.  


Environmental issues and information are also presented monthly to the same body at the Base Civil Engineers Update meeting.  The Wing Commander also chairs this meeting.  Decisions and action items, when necessary, also result from this meeting.

General Responsibilities:


· Meet regularly to evaluate environmental concerns raised by proposed Air Force actions and ensure that concerns are addressed in the decision making process;


· Reviewing and coordinating the BAFB HWMP;


· Reviewing summary data on waste generation and personnel exposure;


· Ensuring HW is properly disposed;


· Reviewing environmental policy, facilitating coordination, and serving as a steering group to monitor the overall conduct of the environmental protection program;


· Developing environmental awareness among members; and


· Reviewing status of BAFB progress on ECAMP corrective actions.


HQ USAF Level 


· Ensuring 11th Wing has an operating pollution prevention plan and an active Environmental Compliance Assessment and Management Program (ECAMP);


· Reviewing the status of major environmental programs, issues, and initiatives;


· Preparing and/or providing input for environmental reports;


· Preparing and/or approving environmental planning documents;


· Reviewing and responding to the status of environmental compliance at BAFB.  Gives specific attention to failure to meet compliance schedules with federal, state, and local regulatory agencies; and


· Reviewing the hazardous material and waste management program including the status of installation actions, to reduce and minimize the generation of hazardous waste.


Installation Level


· Reviewing and coordinating the hazardous material and hazardous waste programs including efforts to minimize the procurement, use, and disposal of such products; 


· Reviewing at least biennially the HWMP;


· Reviewing the status of environmental permits; and


· Tracking and reviewing the installation ECAMP.  Ensuring that corrective actions are taken and reporting status to the 11th Wing Vice Commander.


2.2.10
Contractors Working at BAFB 

All contractors performing services on-base will be notified prior to the initiation of the contract to take every reasonable precaution to prevent the spillage of oil or hazardous substances and to report any spills of this nature to the Base Fire Department and CEV.

Figure 2-1


Figure 2-2


3.0  HAZARDOUS WASTE INVENTORY


3.1
WASTE TRACKING METHODS

CEV maintains a file copy of all hazardous waste manifests for tracking and reporting hazardous waste generation or other environmental information in order to comply with statutory, regulatory, and administrative requirements.  


3.2
HAZARDOUS WASTE LOCATIONS

BAFB has reduced the number of accumulation sites to four, including the CAF.  This has been accomplished by a careful review of accumulation sites and an aggressive program of hazardous waste pick-up (Appendix C).  In this program, wastes are picked up in 24 hours or less by trained personnel.  Table 3-1 identifies the locations at BAFB where hazardous waste was generated in 1999, and where the 24-hour pick-up program may be applied.  Hazardous waste is transferred to the CAF located at Building 41.  


3.3
RESPONSIBILITIES

BAFB should maintain a hazardous waste stream inventory for every hazardous waste stream generated on base.  The BEF assumes responsibility for the BAFB hazardous waste stream inventory.  BAFB will not handle, store, transport, dispose of, or inventory non-DoD owned hazardous waste or materials except as authorized.  BAFB will ensure that all wastes are properly characterized and classified as either hazardous or non-hazardous waste in accordance with the BAFB Waste Analysis Plan (see Appendix B).  The BEF may obtain information concerning waste generating activities, EPA hazardous waste number, quantity of hazardous waste generated, waste characteristics and composition, and waste shipping information from the hazardous waste profile sheets to maintain and update the hazardous waste stream inventory. 


Hazardous waste generating activities will identify and separately document wastes which are classified as non-hazardous due to the following:


· Subject to solid or hazardous waste exclusions (40 CFR 261.4 and DCMR 4100.16 through 4100.18).


· Recycled, not subject to generator waste determination requirements of 40 CFR 262.11 and DCMR 4100.29.


TABLE 3-1  POTENTIAL HAZARDOUS WASTE
GENERATION LOCATIONS (1999)*


Building Number

Organization



17

Clinic



17

Clinic Lab



18

Heat Plant



41

HAZMAT Pharmacy (CAF)



90

Marina/Outdoor Recreation Center



362

Transportation



371

Grounds Maintenance



371

Vertical Maintenance



371

GOCESS/Logistics



371

Exterior Electric



371

Power Production



603

Radio Maintenance



1311

Auto Pride Center



4472

Skills Development  Center



4514

Base Exchange



6000

DIA Maintenance



6000

DIA Photographic processing area



*   Locations reported generating HW in 1999


The activity generating an excluded, exempt, or recycled waste will place a one-time notice stating such generation, the subsequent exclusion from the definition of solid or hazardous waste or exemption from Subtitle C regulation, and the disposition of the waste in the generating activity's waste management file.  A copy of the document will be forwarded to CEV.


Hazardous waste, such as Safety Kleen solvents and other tank waste, is picked up by the hazardous waste disposal contractor for off-site disposal/recycling.  All documents forwarded to CEV are maintained on-site for at least five years from the date the waste was last sent to an off-site treatment, storage, or disposal facility (TSDF).


3.4
STATUS OF WASTE STREAM INVENTORY

BAFB presently operates as a LQG of hazardous waste. The most recent waste inventory is provided in Table 3-2.  This table was complied by the Air Force Institute for ESOH Environmental Risk Analysis (IERA) using information from BAFB’s Hazardous Waste Biennial Report for year 1999 and data gathered during a site visit conducted in April 2000.  The table lists the following information for each waste stream, and includes both hazardous and non-hazardous wastes:


· Generating unit;


· Building number;


· Waste stream name and code;


· Estimated quantity generated annually;


· Physical state; and


· Indication of whether the waste is recycled or reused.


BAFB will ensure that this hazardous waste stream inventory is updated annually to include all waste streams regardless of the volume or frequency of generation.


TABLE 3-2  WASTE STREAM INVENTORY*


Generating Unit

Building Number

Waste Stream Name

Physical State1

Recycled/ Reused



Basewide

N/A

Fluorescent Light Tubes

S





Basewide

N/A

Aerosol cans

S





Basewide

N/A

Alkaline batteries

S





Basewide

N/A

Used Shop rags

S

X



Transportation (Allied Trades)

362

Waste paint/thinner

L





Transportation (Allied Trades)

362

Waste Methanol

L





Transportation (Allied Trades)

362

Paint booth filters

S





Transportation (Allied Trades)

362

Solvent, paint gun cleaning

L





Transportation (Vehicle Maintenance)

362

Solvent, partswasher fluid

L





Transportation (Vehicle Maintenance)

362

Used oil

L

X



Transportation (Vehicle Maintenance)

362

Filters, oil and fuel

S

X (scrap)



Transportation (Vehicle Maintenance)

362

Fuel, contaminated MOGAS

L





Transportation (Vehicle Maintenance)

362

Antifreeze recycler sludge

L





Transportation (Vehicle Maintenance)

362

Antifreeze recycler filter

L





11 MDG (Radiology)

17

Waste film developer

L





11 MDG (Radiology)

17

Silver recovery residue

L





11 MDG (Dental Laboratory)

17

Dental amalgam

S





11 MDG (Pharmacy)

17

Waste/expired prescription drugs

S

X



DIA (SV-4)

6000

Silver recycler filters

S

X



DIA (G-0)

6000

Silver flocculent

L

X



DIA (G-0)

6000

Recovered silver

S

X



DIA (Power Production-CEOA)

6000

Used oil

L

X



DIA (Power Production-CEOA)

6000

Solvent, partswasher fluid

L





DIA (Power Production-CEOA)

6000

Sludge, partswasher 

L





DIA (Power Production-CEOA)

6000

Filter, partswasher 

L





11 OPS Honor Guard Armory

P-55

Patches c/w CLP

S





11 SFS Armory

P-21

Patches c/w CLP

S





11 SUPS (Base Supply)



Expired MCU/2P canisters

S





11 SUPS (Base Supply)



Expired M8 paper

S





11 SUPS (Base Supply)



Expired M-9 tape

S





11 SUPS (Base Supply)



Expired M-256 test kits

S





11 SUPS (Base Supply)



Expired M-258 decontamination kits

S





11 CES (Yard 18)

Yard 18

Waste paint

L





11 CES (Yard 18)

Yard 18

Filter, aerosol can crusher 

L





11 CES (Power Production)

371

Lead Acid Battery

S

X



11 CES (Power Production)

371

Used Oil

L

X



11 CES (Power Production)

371

Used Hydraulic Fluid

L

X



11 CES (Power Production)

371

Oil Filters

S





11 CES (Power Production)

371

Used Antifreeze

L





11 CES (Power Production)

371

Waste Diesel Fuel

L

X



11 CES (Power Production)

371

Absorbents with POLs

L





11 CES (Horizontal Repair)

371

Used Oil

L

X



11 CES (Horizontal Repair)

371

Hydraulic Fluid

L

X



11 CES (HVAC)

371

Used Oil

L

X



11 CES (Pest Management)

P-38

Used Oil

L

X



11 CES (Pest Management)

P-38

Oil Filters

S





11 CES (Heat Plant)

P-18

Used Oil

L

X



11 CES (Heat Plant)

P-18

Rags with Oil

L

X



11 CES (Vertical Repair-Sheetmetal and Carpentry)

371

Waste Paint (Enamel)

L





11 CES (Vertical Repair-Sheetmetal and Carpentry)

371

Used Oil

L

X



11 CES (Vertical Repair-Sheetmetal and Carpentry)

371

Oil Filters

S





11 CES (Exterior/Interior Electric)

371

Lead Acid Batteries

S





11 CES (Ground Maintenance)

371

Used Oil 

L

X



11 CES (Ground Maintenance)

371

Hydraulic Fluid

L

X



11 SVS Marine/Outdoor Recreation

982 & 90

Used Oil

L

X



11 SVS Marine/Outdoor Recreation

982 & 90

Oil Filter

L





11 SVS Auto Skills Center

P-8

Used Oil

L

X



11 SVS Auto Skills Center

P-8

Antifreeze

L





11 SVS Auto Skills Center

P-8

Rags with POLs

S





11 SVS Auto Skills Center

P-8

Oil Filter

S





11 SVS Auto Pride Center

41

Used Oil

L

X



11 SVS Auto Pride Center

41

Antifreeze

L





11 SVS Auto Pride Center

41

Rags with POLs

S





11 SVS Auto Pride Center

41

Brake Pads/Shoes

S

X



11 CS (Radio Maintenance)

603

Batteries, nickel-cadmium

S





*  Waste streams reported in the 1999 biennial report


Notes:
1.  Definitions for physical state of waste generated are:




L = Liquid, 
S = Solid





2.  DIA also generated waste trichloroethylene for the photographic processing area


4.  HAZARDOUS WASTE ANALYSIS PLAN


4.1  SUMMARY


This Hazardous Waste Analysis Plan (HWAP) is prepared and maintained under the direction of the BEF and provides standardized guidance for BAFB waste analysis.  This plan is provided as Appendix B of this plan.


This summary is intended to describe how the waste determination is made for hazardous wastes.  The plan provides guidance in the following areas:


· Sample Techniques;


· Target Analytes; and 


· Sample Result Interpretation.


At BAFB, all waste streams are analyzed initially and any time the process changes.  The resultant database of results is used to complete hazardous waste determinations and project disposal trends for upcoming years.  Waste analysis is also performed any time there is a question about a given waste stream. Whenever a waste stream changes, analysis is required to re-characterize the waste.  Random sampling prior to disposal by both base and contractor personnel adds a further layer of review to the waste characterization process.


Material Safety Data Sheets (MSDSs) applicable to expired and unused HAZMAT materials may be appropriate to accomplish waste determinations, if the MSDS sheet is current and contains enough information.  Knowledge of the waste from prior use, analysis or presence of hazardous waste characteristics is acceptable for a waste determination  (DCMR 4200.6).


Generator knowledge, prior analysis results, and or field tests will be the methods used to ensure compatibility of wastes with handling methods.  The material used in industrial shops is monitored by the BEF and reviewed during the annual industrial hygiene surveys.  The BEF advises shops regarding handling procedures and personal protective equipment requirements.  Any potential problem with incompatible materials will be identified and collected during these surveys.  The BEF also reviews requests for new chemicals and ensures the introduction of the new chemical will not present compatibility problems.


5.  HAZARDOUS WASTE MANAGEMENT PROCEDURES

5.1
HAZARDOUS WASTE PROCESS


As was discussed in Section 1, BAFB has established an aggressive process for the handling, disposal and minimization of hazardous waste.  The purpose of this process is to ensure that BAFB complies with regulatory requirements related to hazardous waste.  BAFB has significantly reduced the number of accumulation sites from 28 in 1999 to four today.  This reduction has been made possible through the review of the 28 accumulation sites that existed in 1999, education of base operations and tenants in the handling of hazardous materials and wastes and implementation of 24-hour pick up of hazardous waste.  


Several process steps are used to manage hazardous waste:


· Characterization


· Container/Tank Management


· Turn-in


· Transportation 


· Disposal


The key to minimizing the amount of waste stored in shops and achieving full regulatory compliance is a 24-hour turn around time on waste turn-in.  Materials that are thought to be wastes are set aside for characterization and waste determination on a daily basis.  A CEV staff member, or representative, will visit the site and determine if the waste is hazardous or could be hazardous through further characterization.  These materials are removed from the site and placed at the Central Accumulation facility (CAF) (Figure 5-1). Wastes, hazardous by knowledge of the waste or by characterization are then logged into the CAF for disposal.  This 24-hour concept is currently under regulatory review by the DCRA. 


Non-hazardous chemical waste will be picked-up and handled the same as hazardous wastes, with the exception that non-hazardous wastes will not include an accumulation start date.


Some wastes, including fluorescent light bulbs, batteries and thermostats, are considered “universal wastes” by the EPA.  Universal wastes are regulated under the Resource Conservation and Recovery Act (40 CFR Part 273) and may be hazardous.  Universal wastes, when handled by small quantity generators, receive significant relief from regulation.


Although not currently available to BAFB, this rule provides regulatory relief to those small quantity generators that also generate universal waste.  Large quantity generators are not effected by the ruling.


5.2
HAZARDOUS WASTE ACCUMULATION SITES

BAFB may accumulate hazardous waste on-site without a permit for up to 90 days prior to transport off-base provided that containers are properly labeled and managed.  DC hazardous waste regulations regarding the accumulation of hazardous waste during this time period are more stringent than federal regulations.


Hazardous wastes may be accumulated on-site in compliance with DCMR 4202.7 only in compliance with the following:


HAZARDOUS WASTE ACCUMULATION SITE SET UP


· Wastes can accumulate for 90 days from the date accumulation begins,


· Wastes must be placed in containers in compliance with DCMR 4408, Use and Management of Containers (See Section 5.3),


· The date upon which accumulation began is clearly marked on each container,


· Each container is marked “Hazardous Waste”,


· Personnel responsible for handling hazardous waste completes classroom training sufficient to comply with DCMR 4401.23 (see Section 7), and


· A Contingency Plan applies to the accumulation area, designed to minimize hazards to human health.


Federal regulations allow for the accumulation of hazardous waste at a Satellite Accumulation Point (SAP).  A SAP may be an area located at or near the place where waste is initially generated and accumulated.  A generator may accumulate up to 55 gallons of hazardous waste or one quart of acutely hazardous waste at a SAP, with no time limit, provided that it is under the direct control of a supervisor.  Once theses volumes are exceeded, the 90 days accumulation time period becomes effective and the hazardous waste must be transferred to a CAF within 3 days. 


DC regulations are more stringent than Federal regulations in that they do not recognize satellite accumulation.  Under DC regulations, accumulation of waste is limited to 90 days in all but permitted storage facilities.  Hazardous waste at BAFB must be managed in accordance with DC regulations with respect to the use and management of containers, inspections, record keeping, training, preparedness and prevention, contingency planning and emergency procedures, regardless of where it is being accumulated.  Currently, BAFB operates four HWASs.  In addition to the CAF, the base operates a HWAS at the hobby skills shop, aerosol can crusher and DIA’s solvent recovery operation.


5.2.1
Central Accumulation Facility (CAF)

The CAF at BAFB is currently located at the Hazardous Materials Pharmacy, Building 41, and is operated by CEV (see Figure 5-1).  The CAF is not a permitted treatment, storage, and disposal facility (TSDF), since the base does not exceed its 90-day hazardous waste accumulation time restriction.  This facility is considered a HWAS.


5.2.2
Hazardous Waste Accumulation Sites (HWASs)

BAFB also operates three additional HWASs.  The following is a brief description of each.


The second HWAS is located in the Hobby Skills Shop, Building 4472.  The waste stream is made up of used solvents from spray gun cleaning in the coating shop.  Wastes are placed in a metal container and the container is located in a flammables locker adjacent to the spray booth. 


The third HWAS is a spray can disposal unit.  This unit punctures empty, out of date or otherwise unwanted cans and deposits the contents into a container.  The entire unit is covered and is fitted with secondary containment.  This unit is allowed under DCMR 4100.24, and wastes have to be disposed of within 180 days.  The unit is physically located at the CAF.  For a summary of DC approval for this operation, please see Appendix D.


The fourth HWAS is a waste trichloroethylene storage area at the DIA photographic lab.  This area collects waste solvent used in the photographic process.  


5.3
HAZARDOUS WASTE CONTAINERS

5.3.1
Container Selection

The majority of containers handled at BAFB are the original containers that the waste was shipped new in.  These containers meet DC requirements for hazardous waste.  Other containers will be approved by CEV prior to use.


5.3.2 Container Labeling and Marking 


Before hazardous waste accumulation is initiated, the side of each container storing the hazardous waste is labeled with a standard label.  This label contains the following information:


· "HAZARDOUS WASTE" or  “WASTE _________”

· ACCUMULATION START DATE

5.3.3
Container Condition

If a container holding hazardous waste is not in good condition (e.g., has severe rusting or readily-apparent structural defects, or is leaking) the hazardous waste must be transferred into a container in good condition.


5.3.4
Container Compatibility

Hazardous waste shall be stored in a container made of or lined with materials which will not chemically react with or be incompatible with the hazardous waste stored in the container. Wastes should be placed in containers of similar material as the waste was in as a product.  The MSDS sheet for the material should be referenced for guidance on proper container materials or precautions. 


5.3.5 Container Management


The proper management of containers holding hazardous waste is an essential part of hazardous waste management.  This section describes the procedures for assuring proper container selection  and inspection while on base. 


· A container holding hazardous waste will always be closed during storage, except when waste is being added. 


· Container storage areas will be inspected at least weekly in order to detect leaking or deteriorating containers.  This inspection will include, as a minimum:


· Inventory of containers


· Spacing of pallets/drums for inspection


· Confirmation of capped/sealed condition


· Abnormalities in containers (for example: bulges, deformations)


· Leaking/weeping from seams


· Rust/corrosion of containers


· Containers will not be stored or handled in a manner which may cause them to rupture or leak.  The following precautions will be taken to prevent container ruptures and leaks:


· Containers will not be overfilled; fill to 90% of capacity.  For example, a 55-gallon drum will be filled to 50 gallons.  Liquids expand in containers as the temperature increases.  A steel drum painted a dark color can easily rise to temperatures above 100(F and the pressure created by the expansion of the liquid causes bulging heads and will damage the integrity of the container.  Bulging containers also create a safety hazard for personnel who add waste to or handle the containers.


· Containers will be protected from freezing during cold weather.  Many materials go through a freeze/thaw cycle during changing weather conditions.  This freeze/thaw cycle causes metal stress and can result in leaking containers.


· Containers of ignitable hazardous waste will be grounded.  Grounding will prevent build-up of static electricity which may create a spark capable of igniting flammable vapors.  When transferring flammable liquids into containers, a bonding wire will be used to connect the two containers as a means of  preventing sparks caused by the build-up of static electricity during pouring operations.  Contact the BAFB Fire Department for grounding and bonding instructions.


· Drums and other containers will be handled and transported with equipment designed for the task.  Drum grappler attachments may be purchased for two motors to securely grab and move containers.  Secure containers to pallets before moving pallets.  Utilize drum carts designed for the types of containers being handled to reduce the likelihood of dropping a container during handling. Never balance drums on the forks of a forklift or tow motor.


· Use a funnel to fill closed head containers.  This will ensure that all waste is poured into the container and does not spill.  If using a funnel without a locking top, the funnel should be removed and the container closed after filling.  If the funnel has any hazardous waste residues remaining, the residues should be rinsed into the container or the funnel placed in a suitable closed hazardous waste accumulation container.


· Drums will not be stacked more than two high.  Drums containing flammable liquids will not be stacked.


· Containers will be stored in an area which is well away from or protected from damage due to the movement of vehicles such as trucks, fork lifts, privately owned vehicles (POVs), etc.


· Above ground waste containers holding ignitable or reactive wastes will be stored at least 50 feet from the property line.


· Adequate isle space will be maintained in the storage area to allow the unobstructed movement of emergency personnel.


· Portable fire extinguishers and spill control equipment (absorbents) will be provided, and will be regularly tested or inspected.

5.4
HAZARDOUS WASTE TURN-IN

Hazardous waste generated at BAFB will be picked up from the point of generation within 24 hours of generation.  Generators turning-in hazardous waste to the CAF must provide an up-to-date Form 1930A, Hazardous Waste Profile Sheet, AF Form 2005, Issue/Turn-In Request, and DoD Form 1348-1A, Disposal Turn-In Document.  CEV will provide technical assistance in the preparation of these forms.  Copies of these forms are reproduced in Appendix G.


5.4.1
Procedures for Hazardous Waste Turn-In 

The following are procedures for hazardous waste turn-in to the CAF.  The generator initiates the process and CEV completes the process.  


· The generator will complete a Hazardous Waste Profile Sheet (DRMS 1930A) for all types of hazardous waste generated by BAFB.  This Sheet will accompany each container of hazardous waste being turned into CEV.  In the event that more than one container of the same hazardous waste is being turned in simultaneously, then a Hazardous Waste Profile Sheet will be issued for the group.  Assistance in completing the form can be obtained from CEV or BEF; 


· The generator notifies CEV of waste to be picked up by calling the CEV and having DRMS Form 1930 ready;


· The generator, assisted by CEV, completes AF Form 2005.  Instructions for completing AF 2005 are found in Table 5-1;


· CEV completes the DoD Form 1348-1.  Instructions for completing DoD Form 1348-1 are found in Table 5-2;


· CEV arranges for transportation of the material to the CAF;


· CEV receives the container at the CAF (Building 41) and checks the container condition and labeling;


· CEV enters the container into the CAF Log under an assigned ZZ#; and


· CEV marks the ZZ# on the container and the associated DRMS Form 1930.


TABLE 5-1  INSTRUCTIONS FOR COMPLETING AF FORM 2005


Block/Position Number

Description of Item to Enter



1-3

"TIN" to designate a turn-in action.



8-11

Federal Stock Class number which produced the waste.



12-14

"PHW" 



15-18

EPA hazardous waste code or base designated code



19-22

Contract line item number (CLIN)


(Contact Base Supply for the appropriate CLIN)



23-24

Unit of waste (Always in pounds)



25-29

Quantity of the waste in pounds



30

Activity code



31-35

Organization and shop code



36-39

Julian date (Provided by Base Supply)



40-43

Local serial number (Provided by Base Supply)



44

"H" for hazardous waste



62

"9" for the Action Taken Code



I

The cost per lb/total price per pound for disposal



J

Name of the waste.



TABLE 5-2  INSTRUCTIONS FOR COMPLETING DoD FORM 1348-1A


Block/Position Number

Description of Item to Enter



C

"hazardous waste" for hazardous waste



8-11

Federal Stock Class number which produced the waste.



15-18

EPA hazardous waste code or base designated code



30-43




The 14-position document number which includes the 6-position DODACC for Base Supply, the 4-position date, and the 4-position serial number in Columns 30-43



51

"A"



52-53

Appropriate fund code



74-80

Unit acquisition cost



FF




The Contract Line Item Number (CLIN)


(Contact Base Supply for the appropriate CLIN)



GG

Total cost of disposal (CLIN x unit cost)



12




The 6-position bill to DODAAC if other than Base Supply DODAAC (FB2857)



W

Signature of CEV representative



5.4.2
Acceptance of Hazardous Waste From Other On-Base Activities

Occasionally, small quantities of hazardous waste may be generated from Base activities which do not normally generate hazardous waste.  When this occurs, CEV should be contacted by the generator.  CEV will then follow the turn-in procedure as provided in Section 5.4.1.


Only hazardous waste generated by BAFB is accepted into the CAF at Building 41.  Hazardous waste from facilities outside of BAFB will NOT be brought onto the base.


5.5
ON-BASE TRANSPORTATION

Hazardous waste that is transported on-base must be done so in a manner that will not endanger the health of installation personnel or the environment.  


The generator, in conjunction with CEV, should ensure that containers are in good condition (i.e., free of significant rust or other structural defects, not leaking, etc.).  Prior to turning-in hazardous waste, each container should be inspected to ensure that hazardous waste is transported in the proper DOT-specification containers.  The container should have no leaks and no accumulation of liquid on the top head.  Also, there should be no serious corrosion, dents, sharp creases, or bulging heads.  If the container has a leak or if it is not in good condition, the waste in the drum must be transferred to a container in good condition or the container must be over packed in a salvage drum.


If the generator does not have the capabilities to transport hazardous waste, CEV should be contacted to arrange for waste pick-up and transportation.  Prior to a vehicle leaving with the waste it should be closely inspected to ensure that containers are securely loaded and that incompatible wastes are not loaded next to each other.  Vehicles transporting bulk waste should be examined to ensure that all pumps, valves, and fittings are closed tight and secure.


5.6   OFF-BASE TRANSPORTATION


All hazardous waste will be transported off-base by an EPA or DC certified hazardous waste transporter.  This is handled by DRMO. 


5.6.1
Container Labeling


a.
Federal and DC regulations require that all containers of hazardous waste used for transport display a label.  The color and format of the label may vary slightly by supplier.  Under the DoD system, container labeling is normally accomplished by the DRMO’s waste disposal contractor.


b.
The proper DOT shipping labels are also required to be placed on containers prior to transport off base.


c.
Other labels such as “Corrosive”, “Poison”, “Flammable Gas”, etc. are also required by law.


5.6.2
Hazardous Waste Manifest


A hazardous waste manifest will be completed by CEV for any hazardous waste that is transported off-base.  The Installation Commander (IC) or designee (CEV) are responsible for completing and signing the generator section of the hazardous waste manifest.  D.C. does not have its own manifest; however, it will accept the use of the federal manifest or any state manifest that duplicates the federal uniform hazardous waste format.  The hazardous waste manifest is presented as Figure 5-2.  Instructions for completing the hazardous waste manifest are presented as Figure 5-3. 


5.6.3
Exception Report

If CEV does not receive a signed copy of the manifest from the designated TSDF within 35 days of the date the waste was accepted by the initial transporter, an attempt must be made to locate the hazardous waste manifest.  After 45 days, if CEV is unsuccessful in locating the hazardous waste manifest, CEV must complete and submit an exception report to DCRA.  The report will include a copy of the hazardous waste manifest and a cover letter describing the efforts taken by BAFB to determine the location of the hazardous waste.


5.6.4
TSDF Selection


In most cases, DRMO acts as the disposal agent for BAFB.  However when BAFB must use other hazardous waste disposal contractors, USAF procurement requirements for service contracts must be followed.  Appendix F lists TSDF selection criteria that should be used when DRMO is not the disposal agent.


5.6.5
Land Disposal Restrictions


Land disposal of hazardous waste is not permitted in DC.  From a regulatory standpoint, land disposal of hazardous waste came under specific regulation under EPA in 40 CFR Part 268.  In these regulations, land disposal restrictions were phased in over a period of time.  These restrictions required treatment of hazardous wastes prior to land disposal. In the case of DC, land is not available for land disposal, and no such hazardous waste disposal, nor disposal of any solid waste, is allowed in the District of Columbia.  The EPA requires, however, that all generators of hazardous waste must provide a certification if their waste is subject to land disposal restrictions and it does not meet the treatment standards.  This certification will accompany the manifest. 


5.7
RECORD KEEPING


RCRA requires the maintenance of certain hazardous waste records on-base.  The type of records, along with the retention time and both Federal and DC regulatory reference, which describes each record, is presented in Table 5-3.  CEV will maintain and know the locations of the files identified in Table 5-3.  These files will be made available to appropriate federal, state, and AF inspectors upon request.


CEV will maintain copies of DRMS Form 1930, DoD Form 1348-1, Hazardous Waste Manifests, Delivery Orders, and Log Books in an active file for a minimum of 3 years.  After the 3-year period, all files will be archived indefinitely.


CEV will maintain updated copies of the HWMP which includes the waste stream inventory (Chapter 8), and WAP (Appendix B).


TABLE 5-3  RCRA RECORDS AND CORRESPONDING
MINIMUM RETENTION PERIODS


Record or File

Retention Time

Citation



Hazardous Waste Determination

3 years from the date that the waste was last sent to a treatment storage, or disposal facility*

40 CFR 262.11


20A DCMR 40-54



Annual Report

3 years from the due date of the report*

40 CFR 262.41


20A DCMR 40-54



Hazardous Waste Manifest


3 years from the day the waste was accepted by the initial transporter*

40 CFR 262.20


20A DCMR 40-54



Accumulation Site 


Inspection Logs

3 years from the date the inspection was conducted*

40 CFR 262.34


40 CFR 265.174


20A DCMR 40-54



Exception Reports

3 years from the due date of the report

40 CFR 262.42


20A DCMR 40-54



Land Restricted Waste Determination

5 years from date the determination was required to be conducted.  If not required, 5 years from the date the waste was last sent to a TSD facility*

40 CFR 268.7


20A DCMR 40-54






Land Restriction Notice & Certification

5 years from the date the waste was last sent to a TSD facility*

40 CFR 268.7


20A DCMR 40-54



Notification of Intent to Export Waste


3 years from the date the hazardous waste was accepted by the initial transporter*

40 CFR 262.54


20A DCMR 40-54



Employee Training Records

Current personnel: until closure of facility



Former personnel:  3 years from date the individual last worked at facility

40 CFR 262.34


20A DCMR 40-54


40 CFR 265.16
20A DCMR 40-54



*BAFB will retain records beyond the time period required by RCRA.  If any facilities that receive wastes generated by BAFB were to be listed on the National Priorities List as a Superfund site, disposal records would be important to show what wastes were and were not disposed of by the base.


Building 41


Manifest


Manifest Instructions


Manifest Instructions, (Con’t)


Manifest Instructions, (Con’t)


Manifest Instructions, (Con’t)



6.  REPORTING

6.1
BIENNIAL REPORT

DC requires facilities that dispose of hazardous waste off-site to submit a Biennial Report to DCRA by 1 March of every other year.  The report must be completed using a DCRA approved form and must cover the generators activities during the previous two calendar years.  These reports are prepared in accordance with EPA guidance which is provided annually and contain the following information:


· The EPA identification number and address of BAFB.


· The calendar year for which the report is written.


· The EPA identification number, name, and address of each off-site treatment, storage, and/or disposal facility in the United States to which the hazardous waste was transported during the reporting year.


· The EPA identification number and name of each transporter used during the reporting year.


· The EPA hazardous waste number, description, DOT hazard class, and quantity of each hazardous waste transported to an off-site treatment, storage, and/or disposal facility during the reporting year.  This information should be listed by the TSD identification number.


· A description of the efforts undertaken during the reporting period to reduce the volume and toxicity of waste generated.


· A description of the changes in volume and toxicity of waste actually achieved during the reporting period in comparison to previous years.


· A certification of the above information signed by the IC or an authorized representative.


6.2
EXCEPTION REPORT

See Section 5.6.3.


6.3
EMERGENCY REPORT

Releases of hazardous waste, hazardous substances, and hazardous materials into the environment in the District of Columbia must be immediately reported to:


DCRA





(202) 673-2102 ext 3161


Local Emergency Planning Commission (LEPC)
(202) 673-3320


National Response Center



(800) 424-8802


Refer to the Emergency Reporting and Information List presented in the front of this plan.


For additional requirements regarding the reporting of spills, fires, or explosions, refer to the BAFB Integrated Hazardous Materials Contingency Plan (IHMCP), located in the CEV office.


6.4
INCIDENT REPORT

In the event that the BAFB Integrated Hazardous Materials Contingency Plan is implemented, an incident report must be submitted after the incident to DRCA’s Hazardous Waste Branch.


Reporting for any hazardous waste incident is mandatory and shall be performed by contacting all the organizations listed on the Emergency Reporting and Information List presented in Chapter 1 of the IHMCP.  The IHCMP contains information on reporting deadlines, Reportable Quantities (RQ’s) and other regulatory programs such as the Clean Water Act that may contain reporting requirements.


6.5
OTHER REPORTS

If requested by the Base Commander, EPA or other regulatory programs, BAFB will submit reports pursuant to applicable orders, instructions or requirements.


7.  TRAINING

7.1
HAZARDOUS WASTE TRAINING REQUIREMENTS

Personnel handling hazardous waste may be exposed to a variety of health and safety hazards.  Proper hazardous waste management training can minimize human exposure to these hazards and reduce the potential for injury.  Proper training can also minimize the potential for adverse environmental impacts associated with mishandling of hazardous waste.  Although the installation has eliminated the majority of its accumulation areas, training will be necessary for those involved in hazardous waste activities.


7.1.1
Mandatory Training Requirements for Personnel


Hazardous waste management training is required for BAFB personnel who may encounter hazardous waste including the Hazardous Waste Program Manager, Pharmacy personnel (Bldg 41), personnel who handle waste at waste accumulation areas and Emergency response personnel for spills and hazardous waste incidents.


Personnel who perform the following activities at the above locations and at other locations on BAFB will also receive hazardous waste training.  This training will cover:


· Deciding which wastes are hazardous,


· Preparing waste for 24 hour pick-up,


· Arranging transport to add or remove hazardous waste to or from accumulation sites,


· Preparing documentation such as manifests, annual or biennial reports, or exception reports,

· Providing response to spills, fires, or explosions involving hazardous waste,


· Inspecting hazardous waste accumulation sites,


· Conducting tasks involving occupational exposure to or which require management of hazardous waste, and


· Supervising personnel performing hazardous waste activities.


Although the base has eliminated all but four waste accumulation sites, the goal of CEV is to train all personnel involved with hazardous waste operations.


Since BAFB is neither a Superfund site nor an operator of a permitted storage facility, only emergency response personnel at BAFB should receive hazardous waste operations and emergency response (HAZWOPER) training required under The Occupational Safety and Health Administration (OSHA), 29 CFR 1910.120.  At a minimum, the 24-hour course and an annual 8-hour refresher course are required. 


Personnel, including CEV personnel, that are involved in the handling and transport of hazardous waste are required to complete hazardous waste management training defined in DCMR 4401.25 within six months of the date of hire or transfer.  This training will include, at a minimum:


· Procedures for using, inspecting and replacing base emergency equipment;


· Communications systems;


· Response to fire/explosion;


· Response to environmental releases; and


· Shut-down of operations. 


Private vendors and consulting companies offer hazardous waste management training courses which cover issues such as hazardous waste compatibility, manifests, storage, shipping, labeling, and land ban disposal.  In addition, these courses also cover some health and safety issues such as respirator use, and toxicology.  Training will be accomplished via a CD Rom or classroom program provided by the Air Force.  However, priority will be given to classroom training.


7.1.2
Training Frequency

Hazardous waste management training must be successfully completed by all personnel identified by BAFB using the criteria described above.  New personnel with assignments that meet any of the conditions stated above must successfully complete training prior to their assignment.  Until that time, untrained personnel must not perform any tasks involving hazardous waste management unless they are directly supervised by trained personnel.  Personnel maintaining accumulation areas must receive annual refresher training (i.e. hazardous waste program manager, and accumulation site manager).  All other hazardous material users are strongly encouraged to attend annual refresher training.


7.2

SCOPE OF TRAINING


7.2.1
Individuals Responsible for Providing Training


CEV is responsible for ensuring hazardous waste training is accomplished.  All hazardous waste management trainers, whether AF, contractor, or other entities, must be properly trained in order to train other AF personnel.  All base environmental management personnel conducting hazardous waste training should receive training through the Air Force Hazardous Waste Training Program prior to training other BAFB personnel.  

7.2.2
Training Components


The major components of hazardous waste training which must be imparted to all personnel  include the following:


· How to perform duties in a way which ensures BAFB compliance with federal, state and local hazardous waste regulations;


· Hazardous waste management procedures, including implementation of the Integrated Hazardous Materials Contingency Plan; and


· Response to emergencies involving hazardous waste.


Each hazardous waste management training session for BAFB personnel will include the following general topics to meet EPA, OSHA and AF:


· Hazardous Material (HM) and hazardous waste Laws and Regulations;


· HM Identification and Classification;


· Land Disposal Restrictions;


· Toxicology;


· Waste Minimization;


· Generator Requirements/Storage;


· Reporting Requirements;


· Shipping hazardous waste, Packaging, Labeling, Marking, and Manifesting;


· Transporter Requirements;


· Personal Safety;


· Spill Response Planning; and


· Contingency or Emergency Response Procedures.


It is the responsibility of CEV personnel, in conjunction with the BEF and other pertinent base units, to design the training course to incorporate installation-specific materials such as the Base HWMP and the Integrated Hazardous Material Contingency Plan to ensure that the training program meets state regulatory requirements.  The training can also be tailored to fit specific hazardous waste management training needs such as container labeling and waste segregation.  The hazardous waste management procedures presented in this plan should be integrated into the BAFB training program, once developed.


7.2.3
Record Keeping


It is the responsibility of CEV to identify, in coordination with all base operating units, individuals requiring training using the criteria listed above.  Each shop will maintain and annually update a list of shop personnel requiring hazardous waste training to reflect personnel turnover and changing hazardous waste management responsibilities.  CEV will create, maintain and annually update a master list of BAFB personnel requiring hazardous waste training.


Table 7-1 represents a tracking log to be used by the individual shops to identify and track the training requirements of shop personnel and to determine when training is needed.  Each employee must sign a dated statement when they complete hazardous waste training.  Table 7-1 also serves as a central installation hazardous waste training record to be used by CEV for all base personnel which summarizes the employee and job title, prior type and date of hazardous waste training, the date training is required based on the time elapsed since previous training, and the dates hazardous waste training is scheduled and completed.


It is the responsibility of shop supervisors to maintain on file, a written job description for each position related to hazardous waste management.  For the purposes of RCRA training record-keeping, the job description need only describe the job as it relates to the management and handling of hazardous waste.  The description should also identify the requisite skills, education, or other qualifications and the duties of the personnel assigned to each position.  Job descriptions should be annually reviewed by CEV in coordination with the appropriate supervisory personnel and used as a basis for identifying potential training candidates.


Training records must be maintained which document that all appropriate personnel have successfully completed their required training.  Records must be kept for current employees as long as they work on the installation, and for three years after the date they leave the base (or stop working at a position related to hazardous waste management).  Training records may accompany personnel transferred to another installation, however, a copy of the record must be kept at BAFB for the three-year period after their transfer.


TABLE 7-1  HAZARDOUS WASTE TRAINING REQUIREMENTS FOR BAFB PERSONNEL - FY____


Base Organization/
Activity

Employee
Name

Job
Title

Telephone
No.

Prior Training


and Date

Date Training Required

Date
Scheduled

Date
Completed













40 hour

8 hour



















































































































































































































































































































8.  CONTINGENCY PLAN SUMMARY

An Integrated Hazardous Materials Contingency Plan (ICP) has been prepared for BAFB.  The Integrated Hazardous Material Contingency Plan is located at CEV, Bldg 370.  Emergency response actions involving hazardous waste spills, fires, and/or explosions shall be conducted in accordance with the requirements of this plan.


When a hazardous waste spill is detected, activity is stopped and the spill is contained as effectively as possible given unit capabilities and resources.  The Base Integrated Hazardous Material Contingency Plan is activated in the event that a spill cannot be contained by the hazardous waste accumulation site staff.


The ICP addresses issues such as: emergency response actions, emergency evacuation procedures, qualified individual duties, hazard identification procedures, containment procedures, proper response equipment usage and inspection, base drills/exercises, and personnel training. 


Reporting of any incident at BAFB is mandatory and should be conducted as follows:


· In the event of a fire, explosion, or spill involving hazardous waste, personnel witnessing or discovering the emergency must notify the base fire department switchboard by telephone at 767-5777, or by activating an alarm system, or both.


· In the event of minor spill/releases involving hazardous waste, CEV should be contacted at 767-8600.


BAFB hazardous waste training program should give specific instructions to personnel regarding when each of the above notification procedures are appropriate.


The CAF, located in Building #41, operates under it’s own Contingency plan.  This plan is located in Appendix H.


9.  PREPAREDNESS AND SPILL PREVENTION SUMMARY

BAFB’s Spill Prevention Control and Countermeasures, is incorporated in the Integrated Hazardous Material Contingency Plan (December 1998) as Appendix G.  Preparedness and spill prevention measures should be under taken at BAFB in accordance with the requirements of this plan. 


The plan addresses issues such as: secondary containment requirements, inspection procedures, preventative measures, housekeeping, material compatibility, security, and personnel training and spill prevention procedures.  


The plan also identifies available spill response/hazardous materials equipment at BAFB.  These materials are maintained at Building 41 (CAF) and Building 518.  CEV must ensure that all hazardous waste generators are provided with spill response kits.  The generator will ensure that the spill response kits are maintained and that personnel are properly trained in their use. Table 14-1 displays the spill response equipment available at BAFB.  The base also is a party to two mutual aid agreements as follows:


Mutual Aid Agreement Agency

Telephone Number

Response Time



D.C. Fire Department HAZMAT Response Unit

(202) 673-3212

10 Minutes



Prince George County, MD HAZMAT Response Unit

(301) 350-9700

20 minutes



TABLE 9-1  BAFB SPILL RESPONSE EQUIPMENT INVENTORY


8 Sealed Spill Kits:


Drum


Coveralls


Gloves, rubber


Sorbent pads


Drain Cover


Sorbent Blanket


Boom, 10' sections, small


Large Liner Plastic Bag


Locking Ring on Barrel 


2 Partial Kits:


1-Drum


    -Locking Ring


-Gloves Rubber


-Drain Cover


-Sorbent Blanket


-Plastic Bag 


2-Drum


    -Locking Ring


-Gloves Rubber


-Drain Cover


-Sorbent Blanket



-10' Booms 

Overpack Kit:


Yellow Drum, screw Top 


Sorbent Blanket 


Gloves, rubber 


Garbage Bag w/tie


Sorbent pads, square


Boom, 10' sections, small


Sorbent Pads


Sorbent booms, small 40' 


Sorbent booms, large 80' 



NOTE:  Above materials are stored in Spill Response Trailer located near Bldg. 371


10.  POLLUTION PREVENTION SUMMARY

10.1
POLLUTION PREVENTION MANAGEMENT PLAN (PPMP)

BAFB has prepared, and regularly updates, a PPMP pursuant to AF requirements stipulated in AFI 32-7080, Pollution Prevention Program.  The PPMP is maintained by the Environmental Manager as a stand alone document.  The purpose of the PPMP is to provide a road map for base personnel to prevent pollution by implementing the following hierarchy of action:  reducing the use of hazardous materials (source reduction), reusing generated waste and recycle waste not reusable (recycling), employing treatment, and only as a last resort disposing of wastes (end-of-pipe treatment).  At BAFB, the HAZMAT Pharmacy is the central focus in the pollution prevention initiative, and is discussed later in this section.  


The PPMP will address the process required to run a pollution prevention program; pollution prevention project funding requirements; a plan to meet pollution prevention metric goals; and actions required to execute the program.  The PPMP is based on recurring Opportunity Assessments undertaken for pollutant generating activities at BAFB.  The PPMP will contain management strategies for the following program elements:


a.  Hazardous waste


b.  EPA 17 industrial toxic chemicals


c.  Municipal solid waste


d.  Ozone depleting chemicals


e.  Affirmative procurement of environmentally friendly products


f.  Energy conservation


g.  Air and water pollutant reduction


10.2
POLLUTION PREVENTION REPORTING


10.2.1
Air Force


CEV will report quarterly summaries of hazardous waste generation and prior year data to the installation EPC for evaluating pollution prevention progress.  These reports will be provided to higher AF authority to measure BAFB's performance against DoD and USAF reduction goals.  


10.2.2
Federal and State

Biennial RCRA reports completed by CEV must describe efforts undertaken during the previous year to reduce the volume and toxicity of waste generated, and changes in volume and toxicity of waste achieved in comparison to previous years.  The EPA requires biennial hazardous waste reporting and the DCRC requires annual reporting.  The PPMP and waste generation reports will be used as the primary sources of information for compilation of this data.


Executive Order (EO) 12856 required that BAFB comply with the requirements of the Emergency Planning and Community Right-to-Know Act (SARA Title III).  The EO requires that all facilities meeting certain reporting requirements, prepare a Pollution Prevention Plan for 30 December 1995.  CEV also must provide Toxic Release Inventory (TRI) data and other required reports for tracking and prevention of releases of chemicals above threshold values to the EPA.  This EO has been replaced with EO 13148 published in the Federal Register on April 26, 2000.  The revised EO also requires planning for pollution prevention but re-established the goals for all subject areas.


10.3
Hazardous Materials (HAZMAT) Pharmacy

The HAZMAT Pharmacy is an integral part of Pollution Prevention at BAFB, and serves as a nucleus for reducing hazardous materials and wastes on BAFB.  CEV serves on the Hazardous Materials Pharmacy Committee, which meets monthly and is responsible for implementation of the HAZMAT Pharmacy Program and resolving concerns related to HAZMAT management at BAFB.


The HAZMAT Pharmacy is located in Building 41, which also houses the Hazardous Waste Central Accumulation Facility (CAF).  This arrangement of hazardous materials and hazardous waste accumulation provides a unique control on the movement of hazardous materials from product, through use and disposal.
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AF FORM 3952, 19970801 (EF-V3)







[image: image2.png]CHEMICAL/HAZARDOUS MATERIAL REQUEST/AUTHORIZATION
PART Il - MATERIAL AUTHORIZATION

SECTION I. HEALTH REVIEW (7o be filled in by the Bioenvironmental Engineer)

AUTHORIZED AUTHORIZED WITH CONDITION NOT AUTHORIZED

REMARKS

For information on specific health hazards or precautions for use, consult the manufacturer's MATERIAL SAFETY DATA SHEET (MSDS) or
your BIOENVIRONMENTAL ENGINEERING REVIEWER.

BIOENVIRONMENTAL ENGINEERING REVIEWER'S NAME, TITLE, ORGANIZATION OFFICE | SIGNATURE DATE
SYMBOL, AND TELEPHONE NUMBER

SECTION Il. OCCUPATIONAL SAFETY REVIEW (7o be filled in by the Safety Office)
AUTHORIZED AUTHORIZED WITH CONDITION NOT AUTHORIZED

REMARKS

SAFETY OFFICE REVIEWER'S NAME, TITLE, ORGANIZATION OFFICE SYMBOL, AND SIGNATURE DATE
TELEPHONE NUMBER

SECTION lll. ENVIRONEMENTAL MANAGEMENT REVIEW (7o be filled in by Environmental Management)

AUTHORIZED AUTHORIZED WITH CONDITION NOT AUTHORIZED ODS APPROVAL NUMBERr
REMARKS
ENVIRONMENTAL REVIEWER'S NAME, TITLE, ORGANIZATION OFFICE SYMBOL, AND SIGNATURE DATE

TELEPHONE NUMBER

ANY changes to the conditions or process stated on the AF Form 3952, Part | invalidate this authorization. Notify
the HAZMART of any changes or resubmit your AF Form 3952. The information on this form is superseded by the
next Authorized User List (AUL) provided by the HAZMART. This authorization is also condition on applicable
Environmental, Occupational Health, and Safety requirements (if any).

AF FORM 3952, 19970801 (REVERSE) (EF-V3)
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[image: image1.png]DEPARTMENT OF THE AIR FORCE CES Operating Instruction 85-62
Hith Civil Engineering Squadron (CES)
Bolling AFB, DC 20332 27 March, 2002

BASE CIVIL ENGINEERING WORK CLEARANCE REQUEST

This Operating Instruction (Of) establishes policies and procedures for processing the AF Form 103, Base Civil
Engineering Work Clearance Request.

1. General: The processing and approving of the AF For  "03, Base Civil Engineering Work Clearance Request,
commonly referred to as a Digging Permit, is the direc. . wsponsibility of the Base Civil Engineer and is managed by
the Infrastructure Element (CEOU). The program provides a simple management tool to facilitate the processing
actions of the AF Form 103 before starting any digging operation on Bolling AFB regardless of depth. The goal of
the Digging Permit Program is to protect underground utilities, the safety of craftsman, the assigned personnel
working in the area, and to improve the overall effectiveness and capability of Civil Engineering and other base
organizations supporting the lith Wing.

2. Establishing an AF Form 103 Base Civil Engineering Work Clearance Request
a. Approval Authority: AF Form 103 approval authorities are the Base Civil Engineer, Deputy Base Civil
Engineer, Chief of Operations, Deputy Chief of Operations, Chief of Infrastructure and the Superintendent of
Infrastructure. The Squadron Duty Officer/NCO is authorized to sign a completed emergency request only
during non-duty hours.

b. INFRASTRUCTURE ELEMENT:

(1) By direction of the Base Civil Engineer, the Infrastructure Chief and Superintendent are the Program
Managers and are responsible for the overall implementation of the base Digging Permit Program.

(2) Will conduct a weekly Digging Permit Meeting. The meeting is normally scheduled for Wednesdays, at 1430
hrs in Bldg. 370 in the CEO Conference Room, or a location determined by the program manager. If the
scheduled meeting time falls on a holiday, the meeting will be held at 0800 hrs the next duty day.

(3) The meeting will include various on and off base representatives [See Section 3a. (5) a) thru k)]. The meeting
monitor will keep minutes to include attendance and a listing of permits presented at the mecting. These
representatives are termed Coordinators/Locators

¢. COORDINATOR/LOCATORS

(1) Definition: Coordinators are those people representing the different organizations/sections authorized to make
comments in the “Remarks” section and complete the “Reviewers Name and Initials” section of the AF Form
103.

a) The following organizations will provide coordinators authorized to sign AF Form 103’s
1) Civil Engineering Squadron
2) Fire Department
3) Wing Safety

4) Communications Squadron

5) Security Forces Squadron






[image: image2.png](2) Definition: Locators are those people in Civil Engineering, base agencies and the local utility companies that
accomplish the actual marking of utility lines at the excavation sites. In some cases locators may serve as
coordinators.

(3) Will attend all required meetings as determined by the program managers.

(4) Will review prints and other data available to determine location of utilities and conditions of the proposed

9

xcavation site.

(5) Will conduct site investigation as necessary when available information and drawings are incomplete or
outdated.

(6) After reviewing the permits, the coordinator's/locators will determine if Air Force utilities are present

a) If no utilities are in the designated work area they will write "CLEAR" in the appropriate “remarks”

section of the AF Form 103, and complete the “Reviewers Name and Initials” block on the form.
NOTE: Coordinator's comments in the “Remarks” section do not extend liability to the coordinator in the
event the customer damages a utility.

b) If utilities are present, they will note "LINES IN AREA," and annotate duty telephone number of the

)

(8)

&)

a.

b.

locator in the appropriate “Remarks” section of the AF Form 103, and complete the “Reviewers Name and
Initials” block of the form. NOTE: Coordinator's comments in the remark section do not extend liability
to the coordinator in the event the customer damages a utility.

Will maintain a logbook documenting who the requestor is, where the work is to be accomplished, and what
the scope of work is. Will note the start date of digging requirements and will normally mark the area on
Thursday and Friday but not later than (NLT) one (1) duty day prior to the start date.

The locator will return a signed copy of the weekly digging permit listing with their “initials” and “date line
locations were completed” on all permits, where coordinators noted “Lines In Area”, to CEOU not later than
1600 hrs on Friday following the digging permit meeting.

NOTE: Locators will notify CEQU that markings are complete for Military Family Housing occupants by
1200 hrs Friday.

The following people are authorized, at their discretion, to sign any block on a permit if a coordinator/locator
fails to appear at the weekly meeting, provided safety is not compromised and they have reasonable
confidence that the area is free of unmarked utilities.

The Base Civil Engineer and Deputy.

Chief and Deputy Chief of Operations,

d. CUSTOMERS:

(1)

@

3)

Q)

Definition: Any person or activity requiring an AF Form 103 to facilitate a digging operation on Bolling
AFB.

Will initiate AF Form 103 before starting any digging operation on Bolling AFB regardless of depth. The
customer will include the following information on the form: Location of the proposed excavation, the
requester’s name, duty phone and organization. In the remarks section on the reverse side of the form
include a blueprint or drawing and written explanation of work. NOTE: No digging will take place unless
an approved digging permit is available at the work site. This restriction does not apply to housing
occupants doing limited excavating for landscaping in pre-cstablished flowerbeds.

Will obtain a valid Miss Utilities (1-800-257-7777) ticket number, and include that number in Block 14 of
the AF Form 103. An AF Form 103 will not be processed without a valid "Miss Utilities" number. The
customer is responsible for maintaining a valid "Miss Utilities" ticket number at all times.

Except for housing occupants, who process their requests through the Base Housing Office and the Housing
Self Help Store. All customers will hand carry the completed AF Form 103 with proper documentation
(blueprint or drawing and written explanation) to the Chief or Superintendent of Infrastructure Element






[image: image3.png]NLT 1200 hours on Wednesday of each week. 1f the customer does not meet the deadline, they are required
to attend the digging permit meeting to provide the required forms and information. Failure to do so will
result in the permit not being processed and out of sequence processing will have to be accomplished by the
customer.

NOTE: Out of sequence processing is for emergency requests only.

(5) The customer will pick up the approved AF Form 103 at the Infrastructurc Managers Office, after 0800 on
the Monday following the weekly Digging Permit meeting.

(6) Housing customers can pick up their permits after 1500 hrs on the Friday following the weekly Digging
Permit meeting from the Housing Self Help Store.

(7) The customers are responsible for ensuring the digging permit has been approved and is in their possession
prior to commencing any digging operation.

(8) The customers are required to work with the locators by ensuring the following:

a) Pre-marking the exact area to be excavated will speed the locating and marking process. The customer
is responsible to ensure the locators marked the area where digging will take place

b) Maintaining the original marks whenever possible. If the marks become unclear, see section 2(d)10)
NOTE: Remarking should be "the exception, not the rule”.

¢) The customer is responsible for contacting the coordinators/locators to insure that the utilities are
located and clearly marked prior to the start of any digging.

(9) The customer will be required to initiate a new digging permit if any of the following conditions apply.
NOTE: These conditions render approved permits invalid.

a) Unclear markings at the job site. To include locators lines are unclear due to weather and need to be re-
accomplished using the original permit.

b) When conditions at the job site have changed so that original markings are no longer valid. The
original scope of work has changed or progressed beyond the limits established by the original permit.

c) If 10 working days from the start date have elapsed, a new AF Form 103 will be accomplished unless
revalidation action is approved.

d) A "Miss Utilities" ticket number expired.

e) Ifdelays in starting the job are encountered or completion of the job will extend beyond the original
termination date of the AF Form 103.

(10) The customer will have the digging permit at the digging site at all times and available for review when
requested by a government representative.

3. EMERGENCY PROCESSING PROCEDURES
a. DUTY HOURS:

(1) Customer will first obtain a "Miss Utilities ticket number™ and then initiate the AF Form 103. The form will
be taken to the Infrastructure Office. The Chief or Superintendent of Infrastructure will review the form for
accuracy, mark "Emergency” on the form and assign a permit tracking number. The customer will hand
carry the permit to the appropriate elements to complete coordination. [See Section 3a. (5) a) thru k) for
coordination points of contact.

{2) The customer will notify all base coordinators and provide all information required concerning the digging
permit.

(3) Coordinators/locators will visit and mark the job site as needed.
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After coordination with all locators, the customer will hand carry the permit to the approval authority for
signature, (See Section 2a).

Coordination is as follows.
a) Infrastructurc Superintendent 202-767-7675/202-767-4442.

b) Storm drains, sewer, water distribution, and gas lines when owned by the Air Force. Utility
Maintenance Section Located in Building 503 Telephone number 202-404-7040.

¢} Electrical distribution systems and Cathodic Protection System (Electrical Section, located in building
371 telephone number 202-767-0352).

d) High Temperature Hot Water Distribution and Chilled Water Distribution (Systems Repair Section
located in building 503 Telephone number 202-404-6444).

e) Pavements, Roads and Grounds (Heavy Repair section, Bldg. 371, Telephone number 202-767-4386).
f)  Environmental Planning (Environmental coordinator, Bldg. 371, Telephone number 202-767-1159).
g) Wing Safety (Facility P-20, 4th floor, Room 401, Telephone number 202-767-5249).

h) Communications Squadron (Facility 20, First floor, Room 101 Telephone number 202-404-8819).

1)  Fire Department (Facility 5, First floor, Tech Services, Telephone number 202-767-1906).

J)  Security Forces Police (Facility 21, Telephone number 202-767-5717).

k) Cable TV Company (Telephone numbers Office 301-618-4484; Cell-phone 301-343-7546).

(6) Customer or their representative will be available at the job site for location and markings as needed by

the coordinators/locators. Failure to be available may be result in delaying the approval of the digging
permit.

b. EMERGENCY NON-DUTY HOURS PROCESSING PROCEDURES:

)

(2)

(€))

4)

(%)

The customer will notify the on duty Civil Engineer Customer Service Representative (CSR) at 767-4442, or
767-4443 and explain the situation at the work site as to why an emergency digging permit is required.

The customer will obtain a "Miss Utilities” ticket number (1-800-257-7777) and will provide that
information to the CSR technician at the time they request a digging permit.
NOTE: All telephone conversations with the Miss Utility office are recorded.

The CSR technician will contact the Duty Officer or the Chief of Operations for an evaluation of the
situation and determination if initiation of an AF Form 103 is required and will initiate the digging permit if
necessary.

The CSR technician will recall the Duty Officer and in-house coordinators/locators to locate/mark lines and
notify the Wing Operations Center, 767-1111, to recall outside organization coordinators as needed to
complete site approval. Coordination with representatives from outside organizations should be done via
telephone when feasible. [See Section 3 a. (5) a) thru k)].

NOTE: In house locators are those persons identified as emergency standby personnel in the Utilities,
Electrical and HVAC sections.

Customer or their representative will be available at the job site for location and markings as needed by the
coordinators/locators. Failure to be available may be result in delaying the approval of the digging permit.






[image: image5.png](6) Once the requirements outlined in this Ol are met, the Duty Officer may sign the digging permit. After
signing the AF Form 103, the Duty office will forward a copy to the Chicf of Infrastructure for proper
processing the next duty day.

(7) The Duty Officer will hand carry the digging permit to the excavating site and give it to the "on site work
leader”. The digging permit will be available at the job site and available for review.

SPECIAL PROVISIONS FOR CONTRACTING:

a.  Under certain circumstances, a Contract Construction Inspector (CCl) may process the AF Form 103 to preclude
any contract deviations or work stoppages on new or continuing work. This type of processing will be done under
the same circumstances, as an out of sequence permit and the CCI is responsible for all required signatures and
Miss Utility numbers. This provision will not be applied when the contractor had advanced notice of the work
start date and failed to property submit the request for a digging permit.

b. The CCI will initiate the AF Form 103, acquire a valid Miss Utility ticket number and the coordinate to expedite
the process [See Section 3a. (5) a) thru k)]. A 72-hour advance notice should be given when possible. If working
off an existing permit, one revalidation of an existing form may be requested at the Digging Permit Meeting.

The CCI will be responsible for ensuring all digging is done in compliance with this Ol. All contractors will
have a properly processed AF Form 103 at the excavation site.

¢.  Upon notification, shops will expedite locating and marking lines as required by the CCI unless another tasking
has priority. The Chief of Operations or his/her designated representative will determine priorities.

d. AF Forms 103 for the purpose of presentation at contract meetings may be processed at the Digging Permit
Meeting, however, marking will only be accomplished if the contractor is requesting information concerning the
location of utilities in the proposed work site. In addition, such permits will only be valid for 10 days and a
“Miss Utilities ticket number” must be provided on the form prior to revatidation. The CCls will call the shops to
mark job sites in advance or present their requirements at the Digging Permit meeting the week prior to starting
excavation. The CCI needs to have the AF Form 103 available for any additional coordination or signatures.

e. Under certain conditions, if site conditions site have not changed after the initial marking and digging has begun,
the AF Form 103 termination datc may extend beyond the 10-day criteria so long as there is a valid Miss Utility
Number and utility markings are clearly visible. However, no digging permit shall be extended beyond 30
calendar days.

f  Mtis in our best interest not to damage a utility system during excavation and ensure personnel excavating have
an authorized AF Form 103. Civil Engineering personnel are authorized to review the digging permit of any
excavation on Bolling AFB. Ifa discrepancy is observed, The customer will be notified and immediate corrective
action will be taken to correct the discrepancy. Any work where A safety discrepancy is observed that could cause
injury to personnel or jeopardize a utility system shall be stopped immediately by any civil engineer personnel
and reported to the Chief Of Operations or A designated representative
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This manual prescribes guidance and procedures applicable to Air Force Reports of Surveys (ROS) Pro-
gram, the processing of ROS, and processing DD Form 200, Financial Liability Investigation of Prop-
erty Loss.  It implements AFPD 23-2, Supplies and Materiel Management, AFI 23-111, Management of
Government Property In Possession of the Air Force, Department of Defense Directive 7200.11, Liability
for Government Property Lost, Damaged, or Destroyed, and DoD 7000.14-R, DoD Financial Manage-
ment Regulation, Volume 12, Chapter 7, Financial Liability for Government Property Lost, Damaged, or
Destroyed  (to be published).  ROSs will be required for all property losses more than $500.  "Simple"
negligence standard on vehicles that are damaged, lost, or destroyed has been changed to a "gross" negli-
gence standard.  No ROSs will be required unless there is evidence of gross negligence, willful miscon-
duct, or deliberate unauthorized use, or if property records must be adjusted.  Recommendations for
changes will be sent through channels to HQ USAF/LGSP; however, the originator will forward an infor-
mation copy directly to HQ USAF/LGSP, 1030 Air Force Pentagon, Washington DC 20330-1030.
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Chapter 1


INTRODUCTION


1.1. Statutory Authority.


1.1.1. Statutory authority governing the accounting for government property lost, damaged, or
destroyed and the fixing of responsibility and liability through the Report of Survey (ROS)  system is
found in various United States Statutes.  This authority includes but is not limited to:


• Title 10,  United States Code (U.S.C.), Sections 2775, 9832, and 9835.


• Title 32, U.S.C. Section 710.


• Title 37, U.S.C. Section 1007(e).


1.1.2. Statutes pertaining to the collection of administratively established debts, such as liabi
the loss, damage, or destruction of government property, include, but are not limited to:


• Title 5, U.S.C.   Section 5514.


• Title 10, U.S.C. Section 2775.


• Title 31, U.S.C. Section 3716.


• Title 37, U.S.C. Section 1007(c) through (e).


1.2. Basic DoD Publications.   This manual prescribes the guidance, principles, standards, and p
dures applicable to cases where Air Force property is lost, damaged, or destroyed.  It is based on
lowing Department of Defense (DoD) publications:


1.2.1. DoD Directive (DoDD) 7200.11, Liability for Government Property Lost, Damaged, or
Destroyed, October 26, 1993.


1.2.2. DoD Regulation (DoDR) 7000.14-R, DoD Financial Management Regulation, Volume 12,
Chapter 7 (to be published).


1.3. Applicability.   This manual applies to all Air Force activities including the Air National Gu
(ANG) and Air Force Reserve (AFRES).  This manual does not apply to nonappropriated fund 
activities except in specified situations.


1.4. Overall Guidance.


1.4.1. Commanders are responsible for government real and personal property under their co


1.4.2. Air Force, AFRES, and ANG, personnel (including civilian employees, Air Force Res
technicians, and ANG technicians) are responsible for the proper care and safekeeping of Ai
property regardless of whether or not it is on property records.


1.4.3. Air Force members and employees can be held financially liable for the loss, dama
destruction of Air Force property proximately caused by their negligence, willful  misconduc
deliberate unauthorized use.
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1.4.4. Financial liability against an individual(s) will be assessed only after an official investigation
has been conducted specifically for the purpose of determining the facts and the circumstances related
to the loss, damage, or destruction of the property.


1.5. Assessing Financial Liability.


1.5.1. Paragraph 4 of the DoDD cited in paragraph 1.2.1. states that financial liability shall be
assessed be as follows:


      “a.  Personal Arms or Equipment.  The full amount of the loss or damage to personal a
equipment.


      “b.  Items of Military Supply.  The full amount of damage to, or the value of, lost or dama
items of military supply.


      “c.  Government Housing.  The full amount of loss or damage to Government housing, eq
ment and furnishings therein, if the loss, damage, or destruction was proximately caused by gros
gence or abuse by the military member, dependent, or guest.


      “d.  Other.   In all other cases, up to the full amount of the loss, damage, or destruction of
ernment property or housing, but in no case more than I month's regular military compensation as
in 37 U.S.C. 101(25) in the case of military members and one-twelfth of annual pay in the case of 
employees.  For Reserve component personnel, one month's regular military compensation refe
amount that would be received by the Service member if on active duty.”


1.6. Attachments.   This manual has six attachments:


1.6.1. Attachment 2 through Attachment 5  are sample memoranda.  They may be "tailored" to
the case being processed.  They are written for people who still are working for the Air Force,
fore, they may require changing if sent to people who have been separated and the Air Forc
attempting to be reimbursed.  This is especially true if the address of the person may have c
The ROS program manager must decide what changes should be made in these sample mem


1.6.2. A reasonable effort shall be made to obtain payment from a separated member; howeve
respondence is returned by the post office indicating that it cannot locate the addressee, the a
authority may close the case and forward it to the Financial Services Officer (FSO) for continua
the collection effort.  This should be accomplished on or before 90 days of the notification notic
paragraph 16.2.11.).


1.6.3. When the ROS case is closed, the ROS program manager must have the original cop
ROS in the program manager's file.  If there is any possibility that the original copy will n
returned, the program manager will send a copy of the original ROS.  This does not apply to 
the ROS to personnel involved in the investigation, review, approval, or appeals process.
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Chapter 2


GENERAL


2.1. The Air Force Report of Survey (ROS) Program.   The program is based on the DoD references
cited in paragraph 1.2.  The term ROS is used interchangeably throughout this manual in referring to the
ROS program, procedures for processing a ROS, or the processing of a DD Form 200, Financial Liabil-
ity Investigation of Property Loss.


2.2. Purpose.   The purpose of the ROS program is contained in paragraphs 070101 and 070202, DoDR
7000.14-R.  See paragraph 1.2.2.  The general purposes are:  


2.2.1. Research and investigate the cause of loss, damage, or destruction of property and determine if
it was attributable to an individual’s negligence or abuse.


2.2.2. Assess monetary liability against individuals who have lost, damaged, or destroyed Govern-
ment property or relieve them from liability if there is no evidence of negligence, willful misconduct,
or deliberate unauthorized use of the property.


2.2.3. Provide documentation which can be used to support the adjustment of accountable records.


2.2.4. Provide commanders with case histories which will enable them to take corrective action to
prevent recurrence of the incident.


2.3. Miscellaneous ROS Guidance and Procedures.


2.3.1. Disciplinary Action.  Assessment of financial liability will not be used instead of, or as a
form of disciplinary action.  Commanders must decide if a case warrants taking disciplinary action
under the Uniform Code of Military Justice (UCMJ).  This is a separate action and is not related to the
assessment or non-assessment of financial liability.  Also, commanders are encouraged to use admin-
istrative actions when assessment of financial liability by ROS is not practical or desirable. These
measures could include counseling, oral or written reprimands, appropriate remarks in performance
evaluations, service to the installation or the community, or possibly non-judicial punishment under
Article 15 of the UCMJ.


2.3.2. Jointly Operated Activities.  If an installation or activity is operated jointly by the Air Force
and Army or Navy, the Service component possessing the lost or damaged property is responsible for
processing a ROS according to its manuals, regardless of which Service commands the installation.


2.3.3. Administration of Oaths.  Any Air Force officer appointed to survey property, or the recorder
or presiding officer of any board appointed for such purpose, has the same authority to administer
oaths or take depositions as officers authorized to do so by the Manual for Courts-Martial (1994 Edi-
tion), Appendix 2, Article 136 (Authority to Administer oaths and to act as notary).


2.3.4. Communication Security Equipment and Supply Items.  ROS initiating officials are responsi-
ble for notifying the local COMSEC custodian when ROS involves the loss of COMSEC equipment
and supply items.
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2.3.5. Penalizing Units Whose Members Abuse Property.  When circumstances warrant, commanders
should consider withdrawing funds from abusing units and transferring them to units that have to
repair the items.  An example of this might be repair of damaged vehicles.


2.3.6. Members’ Liability.  All Air Force members and employees can be held liable for the loss,
damage, or destruction of government property proximately caused by their negligence, willful mis-
conduct, or deliberate unauthorized use.  Liability is based upon the preponderance of the evidence.
That is, financial liability cannot be assessed unless, after considering all relevant factors, it appears
more likely than not that an individual’s actions, or failure to act, constituted negligence, willful mis-
conduct, or deliberate unauthorized use, and proximately caused the loss, damage, or destruction at
issue.  If the weight of the evidence does not support either side, an individual is not held liable.
Except for certain instances described in the following paragraphs, liability is limited to one month’s
basic pay in effect at the time the loss or damage occurred.  THIS PARAGRAPH DOES NOT
APPLY TO THE LOSS, DAMAGE OR, DESTRUCTION OF VEHICLES.  SEE Chapter 18
FOR GUIDANCE  AND PROCEDURES PERTAINING TO VEHICLES.


2.3.7. ROS for ANG/AGR Personnel.  Chapter 22 contains procedures for ANG/AGR personnel
who lose, damage, or destroy ANG property.  ROS involving ANG/AGR personnel are processed as
if they were regular Air Force members.  ANG/AGR personnel who are found to be pecuniary liable
may be assessed liability up to one months basic pay, regardless of the actual pay received by the
member during a particular month.


2.3.8. Interest, Penalty, and Administrative Charges.  Applicable ROS statutes and DoD implement-
ing policy explicitly fixed the charges that apply to ROS debts. Therefore, interest, penalty, and
administrative charges are not assessed by ROS officials.


2.3.9. Property Not on Property Records.  Government property which is not carried on the property
records should not be recorded simply to initiate a ROS. A survey can be initiated without this and
action will be taken to obtain reimbursement for any government property lost, damaged, or destroyed
regardless of whether or not it is considered as "Accountable" property.  This is particularly relevant
considering the large number of local purchase items that have been deleted from accountable records.


2.3.10. Collection Guidance.  An Air Force member’s or employee’s consent is not required for col-
lection of ROS debts.  The  organization responsible for paying the member or employee shall deter-
mine the maximum amount to be collected each month.  Specific collection procedures are in
Chapter 16.  Overall Air Force policies on debt collection are in DoDR 7000-14R, Volume 1 and 5.


2.3.11. Waiver Provisions - Housing Damage.  10 U.S.C. Section 2775 provides for waiver of liabil-
ity arising under conditions pertaining to both family housing and unaccompanied personnel housing.
The Secretary of the Air Force or designee may waive an uncollected claim of the United States, based
upon the unique circumstances of an individual case and determines that the waiver of the claim is in
the best interests of the United States.  This authority is delegated to the ROS approving and appellate
authorities as designated in this manual.  Detailed procedures are in Chapter 17.


2.3.12. Discretionary Limitation of Liability.  The ROS approving or appellate authority may exer-
cise certain discretion regarding assessments of financial liability as contained in Chapter 8; how-
ever, the approving or appellate authority must assess the full amount of loss for ROS involving
liability of any accountable officer for various types of property and personal arms and equipment
when:
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2.3.12.1. An accountable officer whose negligence, willful misconduct, or deliberate unautho-
rized use of government property proximately causes the loss of, or damage to, property under his
or her accountability, is liable for the entire amount of the loss to the government as computed in
accordance with Chapter 15.  Liability may not be limited to a lesser amount by the approving or
appellate authority under paragraph 8.6.


2.3.12.2. An individual whose negligence, willful misconduct, or deliberate unauthorized use
proximately causes the loss of, or damage to, personal arms and equipment (also known as indi-
vidual equipment) which were issued for the individual’s sole use and care.  In these cases liability
is assessed for the entire amount of the loss of the government as computed in accordance with
Chapter 15.  Liability may not be limited to a lesser amount by the approving or appellate author-
ity under paragraph 8.6.  Personal arms and equipment items are so defined by examining how
they are used rather than how they are obtained.


2.3.13. Joint and Several Liability.  If the loss, damage, or destruction of government property
resulted from negligence, willful misconduct, or deliberate unauthorized use of two or more persons,
they are held jointly and severally liable for the amount of the loss to the government, up to one
month’s basic pay.


2.3.13.1. If, for any reason, collection cannot be made from any person held jointly and severally
liable, the remaining persons are each still liable for the loss to the government up to one month’s
basic pay, or as specified in paragraphs 2.3.12., 8.6., and Chapter 17.


2.3.13.2. Because the Air Force cannot collect more than the total amount of the loss to the gov-
ernment, the approving authority determines the amount to be collected from each person.


2.3.14. Loss of Public Funds.  (See paragraph 3.3.4.)


2.3.15. When financial assessment is recommended, a written legal opinion will be obtained  before
the ROS file is forwarded to the approving authority and an individual is advised that financial liabil-
ity is being assessed.  The legal review will be made a part of the ROS file.


2.3.16. Many items used in the Air Force are no longer on accountable records; however, command-
ers are still responsible for assuring that they are properly maintained.  When they are no longer
required or are usable, they will be reported to accountable officers for subsequent turn-in to Defense
Logistics Agency property disposal offices.


2.3.17. There are no legal time limits applicable to initiating a ROS or how rapidly it must be com-
pleted;  however, Air Force desired time-frames are contained in Chapter 5 and Chapter 6.


2.3.18. Subject to the provisions contained in Chapter 3, which indicates when a ROS is required,
approving authorities may disregard processing a ROS if the value of the loss, damage, or destruction
of the property is $500 or less.  This guidance  also applies to family housing.  See chapter 6, AFI
32-6001, Family Housing Management. This option must be tempered by the situation pertaining to
each case.  This guidance does not preclude approving authorities or commanders from processing a
ROS where the loss, damage or destruction is less than $500.  THIS DOES NOT APPLY TO VEHI-
CLES - SEE Chapter 18.


2.3.19. If a loss occurs in retail supply system stocks or property record items because supervisors did
not ensure that stocks were not properly inventoried and required transfer procedures were not fol-
lowed upon change of  custodians.  This may be the basis for finding an individual negligent in the
performance of assigned duties. (See paragraph 21.4.)
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2.3.20. ROS Program Managers are encouraged to utilize automated means of processing documents
related to the program, including prescribed forms.


2.3.21. When referring to this manual it should be remembered that while it is applicable to all com-
mands of the Air Force, they are not all organized the same and do not have the same mission.  Fur-
ther, there are many different accountable officers involved in the ROS process, such as the base chief
of supply, information systems for automatic data processing equipment, medical supply, commissary,
morale and welfare, and the civil engineer housing officer.  As a result, individual base implementing
procedures may vary from command to command and from base to base.  Except where specific stan-
dards or requirements are prescribed, variations are acceptable as long as they comply with the spirit
and intent of this manual.


2.3.22. One of the objectives of the ROS program is to point up materiel management weaknesses.
Block 10 of the DD Form 200 addresses actions to prevent recurrence.  AFI 23-111, Management of
Government Property in Possession of the Air Force (formerly AFR 20-14) should be referred to
regarding responsibility for Government property.


2.3.23. Disposition of Funds Received From the ROS Program.  Paragraph 16.2.13.  addresses what
monies are returned to Air Force operation and maintenance (O&M) accounts and which are returned
to miscellaneous receipts of the US Treasury. These procedures are based on US statutes.


2.3.24. This manual uses two new terms applicable to ROS.  The first is "ROS program manager" in
lieu of the prior term of "ROS administrator."  This was done to more clearly portray the duties that
are performed.  The second is the term "Financial Services Officer" (FSO).  This replaces the old term
"Finance and Accounting Officer (FAO)."
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Chapter 3


GUIDELINES FOR DETERMINING WHEN A ROS IS REQUIRED


3.1. When a ROS is Mandatory.   A ROS is mandatory when:  (See paragraph 3.3. for details.)


3.1.1. Controlled or sensitive items, weapons, or classified items have been damaged, or destroyed
unless exempted by paragraph 3.2.3., 3.2.10., or 3.2.11. below.  These ROSs will be processed accord-
ing to this manual.  If the ROS contains classified information, the ROS must bear an appropriate
Security Classification.


3.1.2. There is evidence of abuse, gross negligence, willful misconduct, or deliberate unauthorized
use, fraud, theft, or if negligence is suspected in the case of supply system stocks or property book
items.


3.1.3. Negligence is evident in the loss of hand tools regardless of dollar value unless voluntary mon-
etary reimbursement or replacement in kind is offered and accepted.


3.1.4. Hand tools or other pilferable items over $100 unit cost or $500 total cost are lost.


3.1.5. Supply system stock records are adjusted in excess of $2,500 for pilferable items.


3.1.6. Supply system stock records are adjusted in excess of $16,000 for uncontrolled or non-pilfer-
able items.


3.1.7. Supply system stock record adjustments exceed $50,000.


3.1.8. Ammunition losses addressed in paragraph 3.46, AFI 21-202, Combat Ammunition Systems
Procedures, require a ROS.  Also see paragraph 3.2.3.


3.1.9. Bulk petroleum losses exceed authorized allowances.


3.1.10. The initial investigation does not identify the cause of the discrepancy in the supply system or
property account and the discrepancy meets the requirement for a ROS.


3.1.11. Contractor held property is lost, damaged, or destroyed by Air Force military or civilian per-
sonnel.


3.1.12. Air Force property is lost or damaged while being carried by a government aircraft or vessel.


3.1.13. Requested by an accountable officer.


3.1.14. Public funds are lost.  See paragraph 3.3.4.


3.1.15. Items are lost, damaged, or destroyed after they have been removed from an aircraft damaged
in authorized operations.


3.1.16. Repetitive cases of loss, damage, or destruction occur, even though any one by itself would
not warrant the processing of a ROS.


3.1.17. Air Force property is lost, damaged or destroyed while under the control of a non-appropri-
ated fund (NAF) instrumentality; however, coordination with the NAF activity is essential because
items procured with NAF funds are processed differently than those procured with Operations and
Maintenance (O&M) funds.
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3.1.18. An involuntary payment is to be effected.


3.1.19. When there is evidence of gross negligence, willful misconduct, or deliberate unauthorized
use pertaining to the loss, damage, or destruction of a government vehicle or vehicle property records
must be adjusted.


3.2. When a ROS is not Mandatory. A ROS is not required when:  (See paragraph 3.3. for details.)


3.2.1. An individual voluntarily wishes to pay for property that was lost, damaged, or destroyed and
the item(s) is not one that requires a ROS and is valued at $500 or less.


3.2.2. A vehicle accident investigation report indicates that gross negligence, willful misconduct, or
deliberate unauthorized use were not involved and it is not necessary to adjust property records.


3.2.3. Ammunition losses are covered by AFI 21-202, paragraph 3.46.  Also see paragraph 3.1.8.


3.2.4. Air Force property is damaged from the operation of privately owned vehicles, boats, aircraft,
or conveyances.


3.2.5. Property belonging to other DoD activities is lost, damaged, or destroyed by Air Force military
or civilian personnel.


3.2.6. Major weapon systems components, and attachments are lost, damaged, or destroyed.


3.2.7. An item becomes unserviceable due to fair, wear, and tear.


3.2.8. An item is disassembled for component parts or is salvaged.


3.2.9. Competent authority authorizes an item be abandoned.


3.2.10. Loss, damage, or destruction is caused by Acts of God.


3.2.11. Property is lost in combat operations.


3.3. Detailed Guidance Pertaining to Cases Requiring or Not Requiring a ROS.


3.3.1. Hand Tools and Other Pilferable Items.  When negligence is evident, a ROS is required for all
tool losses regardless of unit cost; however, one is not required for hand tool losses when the unit cost
is less than $100, the total cost is $500 or under, and the maintenance branch chief responsible for the
property determines that no negligence is involved.  This guidance does not prevent the initiation of a
ROS when the loss is less than $100/500 and it is apparent that there have been systematic losses of
tools over a period of time.  Voluntary reimbursement or replacement in kind is encouraged and may
be accepted in lieu of a ROS.  This $100/500 limit also applies to other pilferable items.


3.3.2. Contractor-Held Property. The Federal Acquisition Regulation  (FAR) and the USAF supple-
ments  govern the accounting for government property lost, damaged, or destroyed while in a contrac-
tor’s possession.  If such property is lost, damaged, or destroyed by an Air Force member or civilian
employee, a ROS is processed under this manual.


3.3.3. Property Lost or Damaged While on a Government Vessel or Aircraft.  Air Force property lost
or damaged while carried on a government vessel or aircraft requires a ROS unless it is evident that
there was no negligence, willful misconduct, or deliberate unauthorized use.  If liability is not evident,
either prepare a ROS or use an appropriate accountability document per AFMAN 23-110, Volume II,
Part Two. The activity maintaining the property control or accountability record initiates the ROS.
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3.3.4. Loss of Public Funds.  The loss of public funds not included in the accountability of an FSO or
disbursing officer is subject to a ROS.  These funds usually represent undeposited sales receipts.
When the FSO is accountable for the lost funds, the guidance and procedures in AFRs 177-102 and
177-108 apply.


3.3.5. Air Force Property Used by Nonappropriated Fund Activities.   Loss of, or damage to, Air
Force property under control of nonappropriated fund (NAF) instrumentalities is covered in AFI
34-204, chapter 5.   NAF employees designated by AFI 34-204 as accountable for Air Force property
are acting in a capacity similar to those individuals who are designated custodians of Equipment
Authorization Inventory Data (EAID) equipment on Customer Authorization/Custody Receipt List-
ings (CA/CRL). If Air Force equipment is lost or damaged by a NAF employee, a ROS must be initi-
ated.  If negligence is evident, liability is assessed and collection is pursued by notifying the NAF
individual through the employing NAF activity.  If collection is unsuccessful, the employing NAF
activity is requested to withhold pay by whatever means are authorized for collection of administra-
tively determined debts.  Also see paragraph 3.1.18..


3.3.6. Damage Involving Private Conveyances.  Damage to Air Force property resulting from opera-
tion of privately owned vehicles, boats, airplanes, or other conveyances is not generally subject to the
ROS process.  Claims, or administrative action against responsible individuals are usually pursued
under AFI 51-502, Personnel and Government Recovery Claims, and other publications.  If Air Force
members or employees are involved, a ROS may be prepared instead of asserting a tort claim for the
damage to Air Force property.  These actions must be coordinated with the legal office.


3.3.7. Loss of Damage Involving Other DoD Property.  Loss of, or damage to, property owned by
DoD components, other than Air Force, is handled under the owning component’s regulations or
interservice support agreements.  Air Force members or employees held liable for loss of, or damage
to, another DoD component’s property are subject to ROS procedures of the other component. Collec-
tion from members is made under provisions of the DoD Military Pay and Allowances Entitlements
Manual.


3.3.8. Deployments.  A  ROS is generally not prepared for loss, damage, or destruction of major
weapons, such as aircraft and missiles, including components and attached equipment, used in autho-
rized operations.  Once a deployment is ordered (operational, exercise, or training) all vehicles that
make up the Augmented Deployable Unit (ADU) in convoy are considered an integral part of the
weapon system.  Therefore, from generation through deployment to redeployment and recovery, the
entire convoy, except for individual equipment, is exempt from ROS procedures; however, this para-
graph must be related to paragraph 3.3.9.


3.3.9. Property Lost During Combat Operations.  Property lost during, or as a result of combat oper-
ations is not subject to the provisions of this manual.  It is accounted for per AFM 67- 1, volume 1,
part one, chapters 10 and 11.


3.3.10. Equipment Items.  A ROS is not required for nonexpendable items listed on AF Form 2691,
Aircraft/Missile Equipment Property Record, when these items are lost in aircraft accidents occur-
ring under the circumstances in paragraph 3.3.9. above.


3.3.11. A ROS is not required for other than AF Form 2691 equipment lost in aircraft accidents
occurring under the circumstances in paragraph 3.3.8.  The aircraft termination message or any docu-
ment signed by a commander indicating that the items were lost in the accident can be used to adjust
the appropriate property record.
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3.3.12. A ROS is not required when loss, damage, or destruction was incident to the following cir-
cumstances:


3.3.12.1. Authorized flight, takeoff, landing, taxiing, or ground handling by the pilot, copilot,
other crew members, or authorized ground personnel. (Ground handling includes refueling, ser-
vicing, loading, and unloading. authorized ground personnel includes maintenance personnel.)


3.3.12.2. Unserviceability due to fair wear and tear.


3.3.12.3. Disassembly for recovery of component parts or salvage authorized by competent
authority.


3.3.12.4. Abandonment resulting from an accident incident to authorized operations.


3.3.12.5. Act of God.


3.3.13. Exceptions to paragraph 3.3.12.


3.3.13.1. A ROS is required for aircraft partially damaged and unserviceable, damaged beyond
economical repair, abandoned, or destroyed under circumstances other than those described in
paragraph 3.3.12. 


3.3.13.2. A ROS is required for repair cycle assets and AF Form 2691 items if they are damaged
or lost after removal from an aircraft.  Note: An aircraft may have been damaged incident to autho-
rized operations, but once accountable items are removed, they are subject to similar accountabil-
ity and standard of care as other property book items.  If these items are lost or damaged after
removal from the damaged aircraft, this could not be construed as loss of damage incident to
authorized ground handling, and a ROS will be initiated.
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Chapter 4


GENERAL PROCEDURES FOR PROCESSING A ROS (DD FORM 200)


4.1. General Overview of ROS Processing Procedures.   Detailed procedures are in other parts of this
manual.


4.1.1. When property is lost, damaged, or destroyed by an individual or an organization, the organiza-
tion that has possession of the property will initiate the ROS and that unit commander, or in some
cases the appointing authority, will appoint an investigating officer who will determine the facts in the
case.  The ROS Program Manager will be advised promptly so that a ROS number can be assigned.


4.1.2. The investigating officer must be "disinterested" and have no interest in the custodian-
ship, care, accountability, or safekeeping of the property.  Further, when appointed as investi-
gating officer, the completion of the investigation becomes a primary duty and the officer will be
relieved of other duties or assignments that would interfere with the investigation.


4.1.3. The investigating officer (the term "officer" applies to anyone appointed to investigate the
case), at a minimum, will answer the six questions outlined in para 070203, reference 1.2.2.  These
are:  what happened, how, where, and when; who was involved, and was there any evidence of negli-
gence, misconduct, or deliberate unauthorized use or disposition of the property.


4.1.4. The investigating officer, based on the facts, makes findings and recommendations on the issue
of liability of the person(s) involved.


4.1.5. The next step is to refer the ROS to the accountable officer so that the records may be adjusted.
Note that this action will not be affected by the action taken by the approving or appellate authority;
therefore, the accountable records are adjusted as soon as possible.


4.1.6. Next, the investigating officer allows the person(s) involved to review the case and provide
verbal or written information to refute the findings and recommendations.


4.1.7. The ROS is then processed to the appointing authority for assignment of financial responsibil-
ity against the individual(s) charged or relieving them from responsibility.  If financial responsibility
is to be assessed, the ROS will be referred to the legal office for review.  If the investigating officer has
not performed a thorough job, the ROS should be returned for reaccomplishment.


4.1.8. In some cases the appointing authority may appoint a financial liability officer to re-investigate
the case.  This is a second investigation and is performed when it is necessary to reevaluate the initial
investigation or because of the complicated nature of the case.  In most cases, a financial liability
officer should not be required if the investigating officer accomplishes a proper investigation.


4.1.9. In unusual cases, the approving authority may appoint a financial liability board to evaluate the
findings of the appointing authority and the financial liability officer.


4.1.10. Upon conclusion of these actions, the approving authority reviews the ROS and assigns finan-
cial responsibility or relieves the individual(s) of responsibility.


4.1.11. At this time the ROS is submitted for acknowledgment by the individual(s) charged who are
advised that the ROS action may be appealed to the next level in the chain of command above the per-
son who assigned the financial liability assessment.
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Chapter 5


TIME FRAMES FOR PROCESSING A ROS


5.1. DoD Guidance.   Para A.6., 070301 of reference 1.2.2. allows the Services to set processing time
limits.


5.2. ROS Must Be Acted on Expeditiously.   Processing time limits are outlined below.  They are man-
datory for Active Air Force units.  ANG and AFRES units are encouraged to adhere to them if feasible;
however, because ANG and AFRES units train on weekends, extended time frames have been established
to meet the administrative requirements of these organizations.  The program manger, acting for the
approving authority, is responsible to ensure that they are met.  If circumstances preclude adherence to
these time limits, this information must be provided to the ROS program manager so that the ROS file can
be properly annotated.


5.3. Active Air Force Processing Times.


5.3.1. Fifteen days from the date of the discovery of the loss,  the organization will complete the pre-
liminary investigation phase - blocks 1 through 8.  This includes obtaining  a ROS Investigation Num-
ber and appointing an investigating officer.


5.3.2. Thirty days for the investigating officer and the responsible officer to complete the initiation
phase - blocks 9 through 12 and return the ROS to the ROS program manager.  This includes inter-
viewing all persons involved in the case.  A detailed list of investigators duties are contained in Chap-
ter 7.  These times assume that the person(s) that may be held liable are located on the same base as
the investigator. If it is necessary to obtain statements by mail, these times are additive to the 30 days;
however, it is not feasible to indicate the time required to obtain mailed testimony.


5.3.3. Five days for the ROS program manager to send the ROS to the accountable officer for the
adjustment of property records and to send a copy of the ROS file to person(s) who may be held liable
based on the investigators findings and recommendations (Attachment 2 and Attachment 3).


5.3.4. Forty days - 30 days for the person(s) who may be held liable to respond to Attachment 2 or
Attachment 3 (Intent Notifications) plus 10 days mailing times from and to the program manager.


5.3.5. Five days for the appointing authority to review the file and pass it to the approving authority.


5.3.6. Thirty days if the appointing authority requires a review by a financial liability officer or board.


5.3.7. Twenty days for a legal review if financial liability is recommended.


5.3.8. Five days for the approving official to approve the findings and recommendations.


5.3.9. Total time to complete the ROS - 100 days if there is no assessment of financial liability, 130
days if a financial liability officer or board is appointed, and 150 days if financial liability is recom-
mended because a legal review is required.


5.4. ANG and AFRES Processing Times.


5.4.1. Forty five days to complete blocks I through 8.
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5.4.2. One hundred days to complete blocks 9 through 12, 16, and 17.


5.4.3. Total time to complete the ROS - 145 days if no financial liability is assessed. Add 40 days if a
legal review is required  (total 185 days) and another 60 days if a financial liability officer or boards is
appointed (total 245 days).







20 AFMAN23-220   1 JULY 1996

Chapter 6


TIME LIMITS FOR ACTIONS REQUIRED AFTER APPROVAL OF A ROS


6.1. General.   This chapter outlines actions that must be taken after the approving authority assesses lia-
bility against a person(s) or received a request for reconsideration, appeal, or waiver.  Chapter 16 outlines
the details involved in voluntary payments, collections, and refunds.


6.1.1. Within five workdays of the approval authority assessing financial liability, the program man-
ager will advise the individual found liable if located on the same base.If the approving authority is at
different location from the person found liable, 12 work days is allowed for mail notification within
the CONUS; however, this target maybe extended by the program manager to fit mail schedules, espe-
cially if remote overseas locations are involved.  Sample memoranda sent to the person(s) found
financially liable are at Attachment 4 for Non-Government Housing Damage and Attachment 5 for
Government Housing Damage.


6.1.2. Concurrently with the actions in paragraph 6.1.1., the program manager will advise the FSO to
record the debt on the member’s pay record.  Involuntary collection may not begin until the expiration
of 30 days from the date that the individual receives notification of  liability.  Within five work days
after the expiration date, the program manager will advise the FSO to initiate involuntary collection if
no reply has been received from the individual.


6.1.3. Within 30 days of being notified of financial liability, the individual(s) may: voluntarily pay the
amount assessed or appeal the assessment to the approving authority if the dollar amount is one
month’s pay or less; however, if the assessment exceeds one month’s pay, the individual must notify
the approving authority of the intent to appeal the assessment.  The appeal must be submitted within
60 days of the date that the notification was received.


6.1.4. If an appeal is received within the allowed time, the FSO is advised immediately not to collect
the debt until the appeal is ruled upon by the approving authority.


6.1.5. If the debt exceeds one month’s pay and the individual indicates that an appeal will be made,
the FSO is advised to suspend collection for 60 days plus mailing times. If no appeal is received
within 60 days plus mailing time, the FSO is notified to begin involuntary collection. If the appeal is
received within the allowed time, the FSO is notified immediately to suspend collection until the
approving authority rules on the appeal.


6.1.6. Within 10 days of action on the appeal, the program manager advises the FSO to close out the
collection action and also advises the individual(s) if the appeal is approved.  If the appeal is disap-
proved, the FSO is advised to place the debt collection in suspense pending action by the next higher
headquarters and advises the individual(s) that the appeal request will be forwarded to the next higher
headquarters for action.


6.1.7. Times authorized headquarters above wing level to act on requests for reconsiderations,
appeals, or waivers are as follows: The next higher headquarters will act on a ROS within 30 days
after receipt.  MAJCOMs will act on a ROS within 60 days of receipt and HQ USAF will act on a
ROS within 90 days of receipt.


6.1.8. Forty-two days, including 12 for mailing, are allowed for an individual transferred to another
CONUS base to respond to the proposed assessment of financial liability by the former base.  If a
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response is not received by day 42, the program manager will forward the case to the FSO for collec-
tion.


6.1.9. Creditor organizations are allowed 45 days to complete due process procedures against civilian
employees.  After this date the program manager will follow up every 30 days until the case is
returned for involuntary collection (see paragraph 16.2.4.).


6.1.10. Within 15 days of receipt of a ruling from a headquarters above wing level disallowing a
request for reconsideration appeal, or waiver, the program manager will forward the case to FSO for
collection.
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Chapter 7


INVESTIGATING OFFICER - RESPONSIBILITIES AND DUTIES


7.1. General.   The commander to whom the lost, damaged, or destroyed property was issued normally
will appoint an official who will determine the facts in the case and make findings and recommendations
as to assessing or not assessing pecuniary liability against an individual.


7.1.1. The investigating official will be an officer, non-commissioned officer (E-7 or above), or civil-
ian employee in grades GS-7, WG-9, WL-5 or WS-1 or above.  If feasible, the investigator will be
senior in rank to the person(s) being investigated and be from a unit different from the one involved in
the ROS.  When the investigating "officer" is not senior in rank or grade to the individual being inves-
tigated,  the person who appointed the investigating officer will advise the appointing authority in
writing as to why this was necessary.  This document will be made a part of the ROS file as an exhibit.


7.1.2. The investigator must be a disinterested, impartial individual who has no interest or
involvement in the custodianship, care, accountability, or safe keeping of the property in ques-
tion.


7.2. General Duties of Investigators.   The investigator will become familiar with this manual and the
requirements for making an investigation.


7.2.1. Paragraph 4.1.3. outlines the six basic DoD requirements for conducting an investigation.


7.2.2. In addition to the DoD requirements, when applicable, the investigator will:


7.2.2.1. Review and evaluate as a minimum the adequacy of existing procedures to protect prop-
erty.


7.2.2.2. Determine compliance with existing procedures and directives.


7.2.2.3. Determine the individuals responsible and the type of responsibility assigned (such as
command, supervisory, or personal).


7.2.2.4. Present facts indicating whether or not negligence or abuse was involved.


7.2.2.5. Determine the proximate cause of the loss, damage, or destruction.


7.2.2.6. Recommend corrective action to minimize or preclude recurrence.


7.2.2.7. Establish when it was first determined that the property was lost or damaged.


7.2.2.8. Determine if the custodian(s) performed their duties properly.  (See Chapter 21.)


7.2.2.9. Determine if the custodians were properly trained.


7.2.2.10. Determine what actions were taken to find lost property.


7.2.2.11. If  vehicle damage is involved, determine if  the operator was properly briefed regarding
governing directives and if the driver was properly trained.


7.3. Investigation is a Primary Duty.   Conducting the investigation will be the primary duty of the
investigator until it is completed and blocks 1 through 12 of the ROS (DD Form 200) are completed.
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The investigator will be relieved of normal duties which could impair the expeditious completion of
the investigation.  See Chapter 5 for allowable ROS processing times.


7.4. Detailed Investigator Duties.   The investigator will comply with the requirements outlined in para-
graph 4.1.4. above, ensure that they are well documented in Block 9 of the DoD Form 200 above, and also
will:


7.4.1. Develop the facts in the case which will logically lead to the findings and recommendations(s).
The investigator must interview any persons with a knowledge of the case if they are in the immediate
area.  This includes the person(s) who may have lost, damaged, or destroyed the property.


7.4.2. Obtain written statements from persons interviewed.  These statements will be sworn to in
accordance with the Manual For Courts Martial (1984), Appendix 2, Section 936.  This section autho-
rizes the investigator to swear witnesses.


7.4.3. Attach witness statements to the ROS.  They must substantiate the statements and the findings
and recommendations of the investigator.


7.4.4. Ensure that all witnesses are identified by first name, middle initial, last name, rank or grade,
SSN, organization to which assigned, and if applicable the address of the witnesses.


7.4.5. Include a statement that will indicate how the witness is (or was) involved in the case or how
the witness has knowledge of the situation.


7.4.6. Indicate in block 9 (Circumstances) of the DD Form 200 whether any laws or directives or pro-
cedures were violated.  If the loss relates to the changing of custodians, refer to paragraph 21.4. per-
taining to the procedures for transferring accounts from one custodian to another.  Also indicate how
the person(s) involved did or did not exercise ordinary or reasonable care.


7.4.7. Attempt to communicate with witnesses not in the immediate area and obtain written state-
ments which the witness will certify as being true and correct to the best of the knowledge and belief
of the witness, or request that the witness prepare a statement and swear to it in front of a notary public
or military official authorized to administer oaths.


7.4.8. Submit a written signed statement outlining the information verbally received from the witness
if the investigator is not able to obtain statements indicated in paragraph 7.4.2. above.  The statement
will contain words to indicate that the statement is a true portrayal of what the witness told the inves-
tigator and what investigator believes the witness would have stated if a written statement had been
provided.


7.4.9. Attach the motor vehicle accident investigation conducted by either military or civilian law
enforcement officials to the ROS.  This must substantiate the investigator’s statements, findings, and
recommendations if a ROS is submitted on the accident.  See Chapter 18, ROS Pertaining to Vehi-
cles.  In general this states that a ROS on vehicles only will be prepared if there is evidence of gross
negligence, willful misconduct, deliberate unauthorized use, or property records must be adjusted.


7.4.10. Complete blocks 9 (Circumstances in the case and the investigator’s findings and recommen-
dations) and 10 (Corrective Actions) on the DD Form 200.


7.4.10.1. Ensure that the findings and the recommendations are supported by the testimony of
persons involved and that the testimony leads logically to the findings and recommendations. Also
see paragraph 14.1.9.
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7.4.10.2. Determine if financial liability should be assessed based strictly on the facts and circum-
stances of the case.  If financial liability is recommended, it will be based on the value of the prop-
erty involved.  It will not be tempered by the fact that financial liability generally is limited to not
exceed one month’s pay nor by statements made to the investigating officer by the person(s)
involved that the assessment of financial liability will cause personal hardship.  Reduction of the
recommended assessment of financial liability is a command prerogative and not within the pur-
view of the investigating officer.


7.4.10.3. When the person(s) involved responds to the approving authority’s Notification of
Assessment Of Financial Liability (Attachment 4 or Attachment 5), comments may be included
regarding the adverse impact that paying the assessed amount will have upon the personnel
involved.


7.4.10.4. Complete and sign Block 11, then pass the case to the responsible officer for the com-
pletion of Block 12.
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Chapter 8


COMMANDER’S RESPONSIBILITIES AND DISCRETIONARY AUTHORITIES


8.1. General.   This chapter explains squadron, group, wing/installation, commander’s roles regarding
ROS.  In some instances in this chapter, the term "wing/installation commander" is synonymous with
squadron or group commanders.


8.2. Guidance.


8.2.1. The wing/installation commander is designated as the ROS approving authority. The installa-
tion commander usually is the commander of a wing or air base group but may be the commander of
a technical training center or similar level organization. The wing or installation commander also nor-
mally serves as the approving authority for ROS initiated by host or tenant units.


8.2.2. Approving authorities are located at HQ USAF, MAJCOMs,  numbered Air Forces.  technical
training centers,  wing/installation commanders, and some Field Operating Agencies (FOAs) and
Direct Reporting Units (DRUs).  Wing/installation commanders may designate group commanders as
ROS approving authorities.


8.2.3. The wing/installation commander serves as the reviewing authority for ROS initiated by Air
Force ROTC units.  This authority may be delegated to group commanders.


8.2.4. In unusual circumstances, MAJCOM, numbered Air Force, or wing/installation commanders
may delegate approving authority in writing to squadron or other unit commanders if they are operat-
ing at locations or in situations that preclude or make ROS processing difficult compared to those
encountered at the units home station.


8.2.5. Exceptions are outlined in  paragraph 8.5.


8.3. Responsibilities.   Group, wing/installation commanders will:


8.3.1. Be responsible for accuracy, review, and completeness of ROS originating within their
approval jurisdiction.


8.3.2. Ensure all personnel under their command are thoroughly instructed in property responsibili-
ties and are constantly alert to guard against loss, damage, or destruction of  government property.


8.3.3. Ensure personnel under their command comply with this manual.


8.3.4. Ensure the assessment of financial liability against an individual is not used instead of or as a
form of disciplinary action.


8.3.5. Develop inspection procedures that will ensure that unit commanders document, monitor, and
take appropriate corrective action pertaining to property loss. damage, or destruction cases that occur
under unusual or recurring circumstances, regardless of the dollar value involved.  In addition, loss,
damage, or destruction data from units will be reviewed to ensure that responsible organizations pro-
cess ROS when required.  As appropriate, this information will be forwarded to the ROS program
manager for inclusion in the manager’s trend data.


8.4. Authority To Delegate Responsibility.
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8.4.1. Wing/installation commanders may delegate approving authority in writing to group com-
manders.  If group commanders become approving authorities, the wing/installation commanders will
be the appellate authorities; however,  if appeals are disapproved by the wing/installation commander,
they are forwarded to the next higher commander as indicated in paragraph 17.3.


8.4.2. MAJCOM commanders may delegate to commanders of numbered air forces, technical train-
ing centers, or similar levels of command, the authority to take final action on ROS appeals in cases in
which they did not also serve as final approving authority.  Further, these commanders may delegate
authority to take final action on ROS appeals to members of their immediate staff, however, these del-
egations must be in writing.


8.4.3. The authority to approve ROS for leather flying jackets is not delegated below the wing or
group commander having command authority over the individual who lost, damaged, or destroyed the
jacket.  They are not included in the $500 rule of no ROS required;  however, if an individual volun-
teers to pay for a lost, damaged, or destroyed jacket, a ROS is not required.


8.4.4. Wing/installation commanders may delegate, in writing, the authority for a ROS program man-
ager to approve not processing a ROS if the value is under $500 and a ROS is not required.  The intent
of this delegation is to decrease the workload involved in processing unnecessary ROS.  It is empha-
sized that this is optional and implementing it may be valid at some bases but not at others.


8.5. Exceptions.


8.5.1. The Commander, HQ USAF Recruiting Service, is the approving authority for ROS originat-
ing within recruiting command units.


8.5.2. The Commander, Air Force Office of Special Investigations (AFOSI), is the approving author-
ity for ROS on property for which accountability is maintained centrally at HQ AFOSI.


8.5.3. The Assistant/Deputy Adjutant General - Air is the approving authority for ROS involving
ANG property.


8.5.4. The AFROTC region commander, after administrative review by the group, wing/installation
commander, is the final approving authority for ROS originating within AFROTC units.


8.5.5. The Commander, Joint Communications Support Element (JCSE), is the approving authority
for ROS originating within this Element.


8.5.6. The Commander, HQ Air Force Space Command, is the approving authority for ROS on prop-
erty for which accountability is maintained centrally at HQ Air Force Space Command.


8.5.7. The Director, Worldwide Automated Law Library Systems, Air Force Legal Services Agency
is the approving authority for ROS on property for which the accountability is maintained centrally by
the Director, HQ USAF Legal Services Agency.


8.6. Discretionary Authorities.   Commanders and or approving authorities, if they provide written
rationale, may exercise certain discretion regarding assessments of financial liability based on the follow-
ing guidance:


8.6.1. The approving or appellate authority may not limit the amount of liability pertaining to
accountable officers or individuals who lose, damage, or destroy personal arms and equipment
based on the conditions outlined in paragraph 2.3.12. 







AFMAN23-220   1 JULY 1996 27

8.6.2. The approving or appellate authority may waive occupant liability for government housing
based on the procedures contained in Chapter 17 and Chapter 19.


8.6.3. In cases involving property other than that related to accountable officers or an individuals’ per-
sonal arms and equipment addressed in paragraph 2.3.12., the approving or appellate authority may,
within the bounds of reasonableness, fairness, and equity, impose financial liability in an amount
equal to the amount of the loss or damage (up to one month’s basic pay), or in some lesser amount
deemed appropriate, or relieve an individual from liability, based on the circumstances of each case.
In determining the amount of financial liability, the approving or appellate authority may consider fac-
tors including, but not limited to:


8.6.3.1. Degree of abuse or negligence involved.


8.6.3.2. The extent, if any, to which involuntary collection would cause substantial financial hard-
ship, constitute a clear injustice, or adversely impact unit morale and discipline.


8.6.3.3. Available government remedies against other culpable persons, and the relative culpabil-
ity of all persons whose acts or omissions contributed to the damage or loss.


8.6.3.4. Any prior instances of abusive or negligent conduct toward government property.


8.6.3.5. Degree of risk arising from assigned duties.


8.6.3.6. Experience and training.


8.6.4. If more than one individual is held liable on a ROS in which the approving or appellate author-
ity is considering reduction of liability under this paragraph, each person is held jointly and severally
liable for the total of the assessed liability after reduction.  Although collection from each person may
differ, the actual assessment of liability may not be apportioned. (See paragraph 2.3.13.)
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Chapter 9


APPOINTING AUTHORITY - RESPONSIBILITIES AND DUTIES


9.1. Appointment.   The appointing authority must be designated in writing by the approving authority.
Normally the approving authority is the wing or installation commander.  More than one appointing
authority may be designated.


9.2. Who Else May be an Appointing Authority.   The following are also authorized to serve as
appointing authorities:


9.2.1. The commander of a MAJCOM or any officer authorized by the commander for ROS  arising
within their command headquarters, if the MAJCOM headquarters is not a tenant on the base.  If it is
a tenant, the wing or installation commander could be the appointing authority in addition to having
the normally assigned duty of being the approving authority.


9.2.2. The commander or deputy of a numbered Air Force, technical training center, or other head-
quarters above wing level and wing/installation or group commanders.


9.2.3. Commanders, or their deputies, of all types of bases and geographically separated organiza-
tions (GSU) except AFROTC units.  For AFROTC units the region commander serves as the appoint-
ing authority.


9.2.4. The commanders of USAF Recruiting Groups and HQ AFOSI/FM.


9.2.5. A person appointed on orders as a member of a financial liability board and who has been
authorized  to act as an appointing authority.


9.2.6. The commander of an organization above squadron or similar unit level.


9.2.7. The commander of the next higher echelon of command when one of the above is personally
accountable or has custodial responsibility for the property being surveyed.


9.2.8. Approving authorities.


9.3. Responsibilities of Appointing Authorities.   The first seven responsibilities listed below are man-
dated by DoD in paragraph 070301 B, Reference 1.2.2.; however, some are modified for Air Force use.


9.3.1. Appoints a financial liability officer when conditions warrant.


9.3.2. Appoints a board in lieu of a financial liability officer to conduct the investigation, if war-
ranted.  Reasons for considering appointment of a board include complexity, size, or unique type of
loss due to negligence or abuse.


9.3.3. Provides administrative guidance to financial liability and investigating officers.


9.3.4. Reviews all ROS, appeals, and waiver requests for accuracy and compliance with this manual.


9.3.5. Approves or disapproves the recommendations of the financial liability officer or the board,
and forwards personal recommendations to the approving authority.
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9.3.6. Takes final action on ROS for normal retail type items used at base level when the amount of
the loss or damage is less than $2,000 and there is no evidence of negligence, willful misconduct, or
deliberate unauthorized use if authorized to do so by the approving authority.


9.3.7. Approves or disapproves DD Forms 200 when the gain or loss of inventory in Supply System
Stocks is less than $100,000 and authorization has been delegated in writing by the approving author-
ity.


9.3.8. Makes recommendations to the approving authority on ROS administrative guidance and pro-
cedures.


9.3.9. Examines ROS for unauthorized erasures and alterations, completeness, logical conclusions,
findings, and recommendations.


9.3.10. Appoints an investigating officer when the situation warrants.  Examples of this are when:


9.3.10.1. When the unit commander determines that it is not feasible to obtain a disinterested
officer from the unit even though the unit commander normally appoints the investigating officer.
This can easily occur in cases where property book items are involved and the someone in the
chief of supply’s office may be the custodian and the chief of supply the accountable officer.  In
such cases the unit commander should obtain an investigator from an organization not involved in
the ROS; however, if this is not feasible, the appointing authority will designate an investigating
officer from another unit to avoid a conflict of interest.


9.3.10.2. The appointing officer desires to designate investigating officers to ensure that there is
no conflict of interest and the investigation is conducted in an objective manner by an impartial,
disinterested investigator from an organization different than the one to which the property
belonged.


9.4. Appointing Authority Responsibilities to the Investigating Officer.   The appointing authority
must:


9.4.1. In addition to the assistance provided by the ROS program manager, the appointing authority
may provide additional guidance to the investigating officer by advising how thorough the investiga-
tion should be and providing advice and help when required or requested by the investigating or finan-
cial liability officer or the president of the financial liability board.


9.4.2. Review the findings and recommendations to ensure that:


9.4.2.1. Any contradictions in the ROS are resolved.


9.4.2.2. The statements of interested persons are confirmed or refuted.


9.4.2.3. Findings are stated clearly.


9.4.2.4. Recommendations are sound and are supported by logical conclusions based on the facts
stated in the findings and there is no apparent or possible conflict of interest.


9.4.2.5. Monetary charges are computed correctly.


9.4.2.6. The person(s) who may be found financially liable were interviewed by the investigating
officer and, if one is appointed, by the financial liability officer or board.This testimony must
become a part of the ROS file and it must be weighed against other testimony obtained from other
individuals, and used in developing the findings and recommendations.
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9.5. Other Appointing Authority Responsibilities.   The appointing authority must:


9.5.1. Review the evidence included with the ROS and must screen out unnecessaryevidence while
ensuring that enough information is there for later reviews.  If more evidence is needed the ROS is
sent back to the initiator or to the investigating officer.


9.5.2. Ensure that the judge advocate or the legal office perform a legal review of any ROS that rec-
ommends that a person be held pecuniary liable, that this review is accomplished before the approving
authority takes final action, and that it is made a part of the ROS file.


9.5.3. Ensure that all pertinent instructions concerning preparation of ROS were followed before it is
sent to the approving authority for action.
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Chapter 10


APPROVING AUTHORITY - RESPONSIBILITIES AND DUTIES


10.1. DoD Policy Pertaining to Approving Authorities.   Paragraphs 070301 and 070302, reference
l.2.2. are quoted below for Air Force compliance.


10.1.1. Paragraph 070301 (Duties and Responsibilities) reads as follows:


      “A.  Approving Authority.  DoD Component Regulations shall designate who may be
approving authority.  The approving authority's responsibilities may be delegated; however, the 
tions must be in writing.  The approving authority also may act as the appointing authority or desig
appointing authority in writing. The approving authority shall:


“1.  Designate an appointing authority, when needed.


“2.  Disqualify himself or herself when a conflict of interest is possible because the
relates to property for which he or she is responsible and/or accountable.


“3.  Establish procedures and designate a person to initiate and conduct an inquiry 
diately after the loss, damage, or destruction is discovered.  (NOTE: Within the Air Forc
unit commander normally designates the investigating officer; however, this is in conso
with the DoD guidance, because it is an implementing action taken to accomplish the
objective).


“4.  Ensure that all DD Forms 200 received are accurate and complete. Evaluate ea
Form 200 and either approve recommendations to assess financial liability or relieve
involved from liability, responsibility or accountability. The approving authority approve
disapproves all DD Forms 200, regardless of dollar value, unless otherwise delegated 
ing.


“5.  Ensure that all gains and losses that require a formal investigation are prompt
thoroughly investigated.  The system used to process DD Form 200 must be freq
reviewed to evaluate the accuracy and timeliness of the investigations.


“6.  Ensure that DD Forms 200 are initiated, processed and adjudicated within the
limits that may be established by the DoD Components.


“7.   Require, if delays occur in the initiating or processing of a DD Form 200, a wr
explanation of the reason for the delay and take appropriate corrective actions. 


“8.  Ensure that persons held financially liable are so notified, informed of their ri
(including waiver rights if Government housing is involved), and given the opportunit
inspect and copy the DD Form 200.


“9.  Personally evaluate each DD Form 200 when there is evidence of negligence or


“10.  Determine whether to delegate to the appointing authority the authority to appro
disapprove a DD Form 200 when there is no evidence of negligence or abuse.


“11.  Ensure, when financial liability is recommended, or when recommendations a
to be inconsistent with findings, that a judge advocate or civilian attorney has reviewed th
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ings and provided an opinion on the adequacy of evidence and its relationship to the finding
sand recommendations.  This legal review shall be included as a part of the record with the DD
Form 200 and completed before final action is taken by the approving authority. initialed and
documented.


“12.  Ensure that corrections of any attested entries are properly initialed and docum


“13.  Overrule, when appropriate, the recommendations of the appointing authority a
financial liability officer.  When this action results in the assessment of financial liability,
individuals not previously recommended for liability shall be advised of their rights 
afforded an opportunity to exercise their rights.


“14.  Formally notify individuals against whom he or she has approved financial liabi


10.1.2. Paragraph 070302 Summary reads as follows:  “The appointing and approving authorit
must act on the DD Form 200 once an individual has been properly notified and given the oppo
to respond to the findings.  Failure of involved individuals to respond to recommendations of fin
liability is not a sufficient reason to delay the approval process if the individuals were given a re
able opportunity to reply...”


10.2. Air Force Requirements Pertaining to DoD Mandates.


10.2.1. Delegation of Responsibilities.  See Chapter 8.


10.2.2. Responsibilities.  Approving authorities will:


10.2.2.1. Take action on a ROS when the amount of financial liability to be assessed is equ
less than $10,000.  When the amount of financial liability to be assessed is greater than $10
when the commander is personally involved, the ROS will be forwarded to the next higher
mand for action.


10.2.2.2. Take action on ROS for any dollar amount of loss or damage when there is no ev
of negligence, willful misconduct, or deliberate unauthorized use.


10.2.2.3. Designate an appointing authority in writing or assume the responsibilities o
appointing authority.


10.2.2.4. At their option, authorize the appointing authority to take action on a ROS whe
amount of the loss or damage is less than $2,000 and there is no evidence of negligence
misconduct, or deliberate unauthorized use.  This authorization is included in the written de
tion of the appointing authority.  If the amount is $2,000 or more, the approving authority a
the ROS.


10.2.2.5. Designate in writing the name of the individual, who as the ROS program mana
responsible for the efficient operation of the ROS program.  The program manager's respo
ties and duties are addressed in Chapter 11.  To ensure that there is only one program manager
base, the designation will be made by the senior approving authority on the base.


10.2.2.6. Make determinations on appeals of liability.  If denied, send appeals to the next 
commander.


10.2.2.7. Ensure that the facts and circumstances of the case support the findings and rec
dations of the investigating official.  If not, the approving authority will direct the appoin
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authority to reaccomplish the ROS so that the findings and recommendations are logical actions to
be taken based on the facts and circumstances.


10.2.2.8. Consider the appropriateness of granting waivers of liability for housing damage when
requested by the occupant.  If  waivers are not approved, forward the case with the requests for
waiver to the next higher commander for action.


10.2.2.9. Consider appropriateness of reducing or eliminating an assessment of financial liability
based on the discretionary authorities granted to commanders in paragraph 8.6.


10.2.2.10. Disapprove recommendations of investigating officials where warranted and notify the
individuals accordingly.


10.2.2.11. Make recommendations to the AFROTC region commander on ROS initiated by
AFROTC units.


10.2.2.12. Ensure the ROS is reviewed by a legal officer, that a written opinion is provided on the
adequacy of evidence and propriety of the findings and recommendations in cases where financial
liability is assessed, and that the legal opinion becomes part of the ROS file.


10.2.3. Tenant Activities.  The wing or installation approving authority takes action on all  ROS orig-
inating within tenant activities on or attached to the base for logistical support, including major com-
mands, intermediate commands, field operating agencies (FOAs), and direct reporting units (DRUs).
This does not apply to ANG tenants unless a specific written agreement exists.


10.2.3.1. In cases where a ROS involves a commander or deputy commander and negligence is
evident, the approving authority forwards the ROS to the next higher command for action.  If the
case involves the commander or deputy commander of a MAJCOM, FOA, or DRU,  forward the
ROS to HQ USAF/LGS for final action.


10.2.3.2. AFROTC units initially process all ROS through their respective host base ROS pro-
gram manager to ensure proper preparation, legal review, and processing requirements are met.
After review of the ROS, the host base approving authority, or designee, makes a recommendation
to the AFROTC region commander; however, final approval authority remains with the appropri-
ate AFROTC area commandant.


10.2.4. Consider authorizing repair or replacement in kind.  The approving authority may allow indi-
viduals who lose, damage, or destroy Air Force property to satisfy their liability by replacing or
repairing the property; however, the approving authority must ensure the replacement property or
repair to Air Force property meets minimum Air Force standards.  If there is any doubt as to whether
the replacement property of repair meets Air Force standards, the property or repair will not be
accepted. The approving authority may delegate this responsibility.  For example, the housing officer
may be designated to make the determination for government housing damage or the vehicle control
officer for vehicle damage.


10.2.5. Summary of Actions to Be Taken by the Approving Authority.  The approving authority will
take one of the following courses of action on the basis of personal review of the ROS:


10.2.5.1. Approve the recommendations.


10.2.5.2. Return the ROS to the appointing authority for reaccomplishment or reconsideration.


10.2.5.3. Make new recommendations.
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10.2.5.4. Relieve the persons charged with financial liability from responsibility and or account-
ability for the lost, damaged, or destroyed property.
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Chapter 11


BASE ROS PROGRAM MANAGER RESPONSIBILITIES


11.1. General.   This chapter prescribes the responsibilities of the report of survey (ROS)program man-
ager.


11.2. Appointment.   Establishing a program manager is an Air Force requirement. Neither of the DoD
references cited in paragraph 1.2. prescribe or address the requirement for a program manager.  The
approving authority will designate in writing who will be the ROS program manager.  To ensure that there
is only one program manager per base, the designation will be made by the senior approving authority on
the base.


11.3. Overall Program Manager’s Responsibilities.   The manager ensures that all aspects of the ROS
system function in a timely and efficient manner.  The program manager works directly for the senior
approving authority on the base in carrying out the responsibilities addressed below.  This includes ROS
initiated by AFROTC and tenant units.  The manager also assists appointing authorities, investigating
officers and unit commanders as required.  This includes advising the approving and the appointing
authorities if there appears to be, or possibly is, a conflict on interest in personnel involved in processing
the ROS.


11.4. Duties of Program Managers.


11.4.1. Acts as installation focal point for ROS guidance and procedures.


11.4.1.1. Maintains ROS information that will show trends and potential problem areas and will
apprise the commander or the approving authority of the status and the results  of the ROS pro-
gram.  This information may include statistics such as accountability assessments and the number,
type, and dollar value of property lost, damaged, or destroyed by the unit.  This information will
be provided to the next higher headquarters as mutually agreed to by the program managers.


11.4.1.2. As appropriate, keeps the MAJCOM  program manager apprised of the status of the base
program in a manner similar to that of the approving authority.


11.4.2. Prepares internal operating procedures, checklists, and related documents.  Also assists and
advises accountable officers, responsible officers, property custodians, financial liability officers, and
the approving authority.  Conducts training as required or as requested.


11.4.3. Provides guidance during investigations to boards and financial liability officers.


11.4.4. Prepares correspondence involved in routing ROS for investigation, staff coordination,
review, approval, due process, collection, and other ROS related actions.


11.4.5. Follows up to ensure that ROS are processed expeditiously.  Also ensures that persons who
submit ROS are aware they must do so promptly.


11.4.6. Ensures the actual cost of repair, or if not available, an estimate, has been obtained before
financial liability is assessed.  Identifies any overcharges to be refunded.
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11.4.7. Ensures individuals being charged as being financially liable are promptly notified and are
given the opportunity to make a written statement prior to ROS being sent to the approving authority.


11.4.8. Ensures persons held financially liable by the approving authority are informed of their liabil-
ity within five work days of the date in block 14h, DD Form 200, Financial Liability Investigation
of Property Loss.  If the approving authority is at a different location than the individual held liable,
12 work days are allowed for this notification.


11.4.9. Ensures persons held financially liable by the approving authority are informed of their appeal
rights (and waiver rights in housing damage cases) and are given the opportunity to review the file.


11.4.10. Establishes suspense files to ensure expeditious processing of the ROS within the wing/
installation as well as organizations outside of the wing, such as ROS files returned to the initiating
organization for completion and certification of due process procedures or referred to higher head-
quarters for further action.


11.4.11. Assists program managers at other bases when a member transfers before a ROS is com-
pleted.


11.4.12. Maintains a manual or computerized ROS register.  Each ROS will be serially numbered
starting with number 1 at the beginning of each fiscal year.  The register and copies of the ROS
recorded on the register will be maintained for reference, use of auditors, and other personnel.  Dis-
posal will be as prescribed in paragraph 11.6. below.  ROS that have not been completed by the end of
the year must be entered on the new form for the new year before logging in any current (new) year
ROS.


11.5. ROS Register.   Program manager maintains register on AF Form 453, Report of Survey Regis-
ter.  Columns A through G will be completed within 15 days from the reported date of loss (see Chapter
5 on ROS Processing Times).  A sample register is at Figure 11.1.  An automated register may be used if
local computer capability exists.
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Figure 11.1. AF Form 453, Report of Survey Register.
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11.5.1. Column A - Assign a number in sequence to each DD Form 200.


11.5.2. Column B - Record the date a serial number is assigned.


11.5.3. Column C - Record the name and phone number of the organizational point of contact.


11.5.4. Column D - Record the type of form (Financial Liability Investigation of Property Loss, Cash
Collection Voucher, Pay Adjustment Authorization, or Statement of Charges).


11.5.5. Column E - Enter dollar value of the item and (L) for loss or (D) for damage or destruction.


11.5.6. Column F - Enter a brief, general description of the item.


11.5.7. Column G - Enter the name of the person(s) mentioned on DD Form 200 as responsible for
losing or damaging the property.


11.5.8. Column H - If a financial liability officer is appointed, enter the name and date of appoint-
ment.


11.5.9. Column I - Enter the dollar amount of financial liability and insert (A) if assessed or (R) if
relieved of liability.


11.5.10. Column J - Enter name of final action officer and date.


11.5.11. Column K - Explain any unusual circumstances or provide any pertinent comments (for
example, appeal rendered, separation pending, etc.).


11.6. Disposition of Completed Registers and ROS.


11.6.1. Disposition of Completed Registers.  Rule 6, Table 23-23, AFM 37-139 states that registers
and comparable forms that provide a complete record of each ROS may be destroyed one year after
final action is completed on all entries of a terminated register.


11.6.2. Disposition of Completed ROS.  Rule 11, Table 23-23, AFM 37-139 states that ROS case files
will be destroyed six years after final action by the appointing or approving authority.


11.6.2.1. Rule 1 also states that ROS are located in the office of the ROS Program Manager.


11.6.2.2. Table 23-23 also contains additional ROS disposition information.


11.7. Local Administrative Procedures.   All installations must prepare base implementing procedures
to this manual.  The type of procedure is at the option of the base or MAJCOM.  For example, it can be a
supplement, a base implementing procedure, an operating instruction, or any other appropriate document.
Delegations of authority made by the commander or approving authority may be made by position title as
opposed to by name.  This will eliminate the need to update them as personnel change.  Further, these del-
egations may be made a part of the administrative instructions to ensure their permanence, that they are
known to all concerned, and eliminate the need to include them in the turn-over of files when personnel
change.


11.8. Scheduled Separations.   The initiator of a ROS must advise the program manager if any person
who may have caused the loss or damage to government property is scheduled for separation.  When this
situation occurs, every effort should be made to expedite both the completion of the ROS and the collec-
tion action.  This requirement will be included in local administrative procedures mentioned in paragraph
11.7.  The program manager also notifies the FSO of the impending debt.
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11.9. Pending Liability - Individual Transferred.   If an individual transfers to another installation
before being notified that financial liability is being recommended by investigating officials, the losing
base program manager is primarily responsible for the notification and collection process.  However, both
the losing and gaining base have responsibilities in assuring the individual receives proper notification:


11.9.1. Losing Base Program Manager’s Responsibilities.  The losing manager will:


11.9.1.1. Obtain from the losing organization, or from any other source, the name and location of
the installation to which the individual is being transferred and the name and organizational
address of the gaining base ROS program manager.


11.9.1.2. Ensure that  the accountable and responsible officers have signed the DD Form 200.


11.9.1.3. Send the original and one copy of the DD Form 200, and a copy of the complete file to
the gaining base program manager by a transmittal letter.


11.9.1.3.1. The file consists of any documents that are material to the finding of negligence
including a copy of the notification letter used locally to advise the individual of impending
charges.


11.9.1.3.2. The transmittal letter accompanying the complete file will request that formal noti-
fication be given to the individual being charged, and that a copy of block 16 of  DD Form 200
be completed and returned directly to the losing base program manager.  The transmittal letter
also will indicate the name, organizational address, and telephone number of the losing base
program manager. (Samples of the notification letters are in attachments.)


11.9.1.3.3. Establish a 42-day suspense (includes 12 day mailing time) for response from the
gaining base.  Upon receipt of the DD Form 200 with block 16 completed, or if no response is
received after 42 days, processes the ROS for final action by the losing base approving author-
ity.  The gaining base is only responsible for notifying the person(s) held liable and obtaining
acknowledgment on block 16 of the DD Form 200.Collection procedures are placed in FSO
channels at the losing base.  See paragraph 11.9.2. for gaining base responsibilities.


11.9.1.3.4. If the approving authority does not assess financial liability, the losing manager
notifies the persons who were responsible for losing or damaging the property and closes the
case.


11.9.1.3.5. If the approving authority approves the recommendations and assesses financial
liability, the losing manager notifies the assessed person(s) accordingly, advising them of their
rights.  A locally developed notification letter will suffice.  If the person held financially liable
fails to respond or does not file an appeal or waiver request within 42 days, the losing  manager
forwards DD Form 139, Pay Adjustment Authorization, with attached documents to the
local FSO for involuntary collection of the amount due.  If an appeal or waiver request is
received within 42 days of notification, process it according to procedures in Chapter 17,
Reconsiderations, Appeals, and Waivers.


11.9.2. Gaining Base Program Manager Responsibilities:


11.9.2.1. Upon receipt of ROS documents contact the commander of the individual charged and
arrange for pickup or delivery of the documents.


11.9.2.2. Write the losing base program manager to acknowledge receipt of the documents,
including the date that the individual or their commander received the documents.
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11.9.2.3. If it appears that provisions of this manual have not been complied with or there are
obvious errors in the ROS, send the file back to the losing base program manager pointing out the
discrepancies.


11.9.2.4. Follow-On Actions.  Once the individual being assessed is notified, advise the losing
base program manager.  At this time the gaining base is no longer involved.  Subsequent actions
such as rebuttal statements, appeals, waiver requests, and collections, are conducted directly
between the individual (or the individual’s commander) and the losing base.


11.10. Interaction With Financial Services Officers (FSO).   ROS program managers work closely
with the FSO to assure actions related to payroll deductions and collections are processed promptly.


11.10.1. Once the approving authority has assessed financial liability and applicable due process pro-
cedures are completed, the program manager provides a copy of the completed DD Form 139, Pay
Adjustment Authorization or DD Form 362, Statement of Charges/Cash Collection Voucher,
with attachments, to the FSO so that the debt can be recorded on the member’s Master Military Pay
Account (MMPA), however,  the FSO will be requested not to collect the debt for 42 days.


11.10.2. If an appeal or waiver request is filed within the time period specified in this manual, the
FSO will be notified to suspend collection of the debt until the appeal or waiver request is ruled upon.
This action does not remove the debt from the pay record, but merely suspends collection.


11.10.3. The FSO cannot unilaterally delete or delay processing of a ROS debt without proper docu-
mentation.  Collection procedures are outlined in Chapter 16.


11.11. Requests for Assistance.    If situations arise that do not appear to be covered by this manual, the
base program managers should communicate with their command ROS program manager.  To avoid
delays, telephone or E-Mail inquiries are encouraged.
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Chapter 12


ACTIONS TAKEN ON ROS ABOVE WING OR INSTALLATION LEVEL


12.1. General.   This chapter describes the roles and responsibilities of the intermediate command, major
command (MAJCOM), and HQ USAF/LGS in handling ROS and appeals.


12.2. Action on ROS.   Commanders and directors or their designees at the intermediate command,
MAJCOM, and HQ USAF/LGS are essentially approving authorities at the higher-command level.  As
such, they possess the same discretionary authority described in Chapter 8.


12.2.1. Intermediate Command Commander:


12.2.1.1. Takes action on ROS when the amount of financial liability to be assessed exceeds
$10,000 but does not exceed $25,000, or when the senior host base commander is personally
involved.


12.2.1.2. Forwards a ROS to the MAJCOM commander for final approval when the amount of
liability to be assessed exceeds $25,000, or when the intermediate command commander is per-
sonally involved.


12.2.1.3. Approves or disapproves the recommendation of the subordinate commander or makes
an additional recommendation.  If the intermediate command commander’s recommendation
causes the amount of financial liability to be assessed to exceed $25,000, the ROS is sent to the
MAJCOM commander for final approval.


12.2.2. MAJCOM Commander.  Takes action on all ROS not approved at base or intermediate com-
mand level, or when the intermediate command commander is personally involved.  If the MAJCOM
commander is personally involved and negligence is evident, the ROS is sent to HQ USAF/LGS for
approval.


12.2.3. HQ USAF/LGS.  Takes action on any ROS when the MAJCOM commander is personally
involved.


12.3. Action on Appeals.


12.3.1. The Intermediate Command Commander takes action on appeals related to ROS if the com-
mander is the approving authority.  If the appeal is denied, forwards it to the MAJCOM commander
for final action.


12.3.2. The MAJCOM Commanders take final action "By Authority of the Secretary of the Air
Force" on appeals of actions taken by lower-level organizations unless such authority has been dele-
gated to the commanders of an intermediate command. Additionally, these commanders may delegate
authority in writing to take final action on ROS appeals to a member of their immediate staffs.  If the
MAJCOM commander was the approving authority on the ROS and denies the appeal, it is forwarded
to HQ USAF/LGS for final action.


12.3.3. HQ USAF/LGS takes final action "By Authority of the Secretary of the Air Force" on appeals
not granted by the MAJCOM or when the MAJCOM commander is personally involved.
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12.4. Action on Waivers of Liability (Housing Damage Cases Only).


12.4.1. Intermediate Command Commanders take action on requests for waiver of liability related to
a ROS is the commander is the approving authority.  If liability is not waived, the waiver request is
forwarded to the MAJCOM commander for final action.


12.4.2. MAJCOM Commanders take final action "By Authority of the Secretary of the Air Force" on
waiver requests when liability was not waived by lower-level organizations. If the MAJCOM com-
mander was the approving authority on a ROS for which a waiver request was submitted, and does not
waive the liability, the waiver request is forwarded to HQ USAF/LGS for final action.


12.4.3. HQ USAF/LGS.  Takes final action "By Authority of the Secretary of the Air Force" on
waiver requests where liability is not waived by the MAJCOM commander.


12.5. Authority To Delegate Responsibility.   The intermediate command, MAJCOM, or HQ USAF/
LGS can delegate in writing the authority to take action on a ROS and ROS appeals to a member of their
immediate staffs.


12.6. MAJCOM and Intermediate Command ROS Program Managers.


12.6.1. Review all ROS and appeals to make sure all administrative requirements have been met.


12.6.2. Prepare correspondence pertaining to ROS and appeals.


12.6.3. Maintain receipt, and suspense registers to control documents received.


12.6.4. Provide guidance to base-level activities including the development of command administra-
tive procedures to supplement this manual.


12.6.5. Maintain a list of ROS program managers within the command (name, mail and message
address, FAX, and phone number).


12.6.6. Ensure commands of the ROS system functions in a timely and efficient manner.


12.6.7. Maintain ROS information that will show trends and information such as, but not limited to
summaries of the number of ROS processed, dollar values, types of items, and a list of bases which
appear to be problem areas.


12.6.8. Keep the command approving authority apprised of the status of the ROS program.


12.6.9. As appropriate, keep the next higher command program apprised of the status of their pro-
grams.
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Chapter 13


FINANCIAL LIABILITY OFFICER AND BOARD RESPONSIBILITIES AND ACTIONS


13.1. General.   This chapter implements the DoD Regulation cited in paragraph 1.2.2.  Paragraph 0704
of the DoDR pertaining to financial liability officers and paragraph 0705 addresses financial liability
boards.


13.2. Financial Liability Officers (FLO).   Generally an FLO will be a senior officer who, based on
experience, can bring to the case a broad perspective of Air Force policies and procedures. The appointing
or approving authority selects FLOs based on their training, experience, aptitudes, and ability to conduct
intelligent and impartial investigations. The FLO will be an officer, unless the appointment of an NCO
(E-7 or above) or a civilian employee (GS-7, WG-9, WL-5, WS-1 or above) is justified in writing by the
approving or appointing authority.


13.2.1. A FLO’s findings and recommendations are administrative, not judicial; therefore, the FLO
reports are purely advisory; the opinions do not constitute final determinations or legal judgments;
and the recommendations are not binding upon appointing and approving authorities.


13.2.2. An FLO is required to be appointed when:


13.2.2.1. The ROS initial investigative results are insufficient to make a determination of whether
or not negligence or abuse was the proximate cause of the loss, damage, or destruction of govern-
ment property and approving or appointing authority determines that a second investigation is
warranted.  In most cases, an FLO should not be required if the investigating officer accomplishes
a proper investigation.  (See paragraph 4.1.8.)


13.2.2.2. The value of the property lost, damaged, or destroyed, or the circumstances of the case
warrant further investigation such as repetitive losses, evidence of negligence or abuse or large
dollar losses.


13.2.2.3. Requested by an accountable officer.


13.2.2.4. Directed by higher authority.


13.2.3. In some cases, the appointing authority may appoint himself or herself as an FLO.  This is
especially true when appointing authorities are also members of financial liability boards.  If an FLO
is to be appointed, it must be done within 10 workdays after the appointing  or approving authority
receives the ROS.


13.2.4. Responsibilities and Duties of an FLO.  These responsibilities and duties are basically the
same as those of any investigating officer and are outlined in Chapter 7.


13.2.5. Additional Responsibilities and Duties of FLOs.  The primary purpose of the ROS is to deter-
mine responsibility for lost, damaged, or destroyed property.  To determine such responsibility, the
facts contributing to the loss or damage must be developed by investigation.  The FLO investigation
may establish the fact that some other individual is at fault.  The FLO shall not limit the investigation
to verifying statements of interested parties.  Rather, the FLO shall perform an investigation as thor-
oughly as is needed to ensure that all facts are fully developed, the interests of the government are
fully served, and the rights of the involved individuals are fully protected.
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13.2.5.1. An FLO investigation is required to determine where responsibility and/or liability
belongs without regard to the relationship of the responsible individual to the property. As an
example, actions by the accountable officer, responsible officer, or property receipt holder should
be investigated as well as actions of the users of the property.


13.2.5.2. The FLO investigation is a critical phase of the ROS process.  The FLO should deter-
mine the actual facts, not as alleged but as they actually occurred.  The FLO’s recommendations
shall be evaluated in succeeding reviews; therefore, the recommendations must be supported by
the findings and conclusions.  The FLO:


13.2.5.3. Should be able to make a determination from the findings and conclusions as to how the
loss or damage occurred, whether negligence or abuse was involved, and whether negligence or
abuse was the proximate cause of the loss or damage.


13.2.5.4. Will record the findings, conclusions, and make recommendations based on findings
and conclusions.  The recommendation must indicate whether or financial liability should be
assessed.


13.2.5.5. Must afford to any person whose conduct or performance of duty may be subject to
inquiry or who has a direct interest in the inquiry an opportunity to have their position considered.
They may submit written statements that will become part of the FLO’s investigation.


13.2.5.6. Compiles evidence substantiating or refuting any statement prepared by the investigat-
ing officer and recorded in block 9 of the DD Form 200.


13.2.5.7. Physically examines the damaged property, when available, and then releases it for
repair or disposal.  If feasible, this will be done on the first day that the FLO was appointed.


13.2.5.8. Consults with or asks advice from the appointing authority, legal office, contracting
office, security police, program manager, or any other individual or office whose expertise could
help determine responsibility.


13.2.5.9. Determines the amount of damage, if the property has been damaged.  The value may be
the cost of repairs or an estimate of the repairs obtained from technical manuals or other reliable
sources.  The FLO also determines the value of the property immediately before its damage if the
property is not economically reparable.  The accountable officer may be asked to assist if he or she
has not been directly involved.


13.2.5.10. Ensures that action is taken to exercise control over the property if the property is
recovered during the investigation.


13.2.5.11. Ensures that the total loss to the Government is computed correctly.


13.2.6. The FLO’s Findings.  The FLO will have the advantage of being able to review the previously
accomplished ROS.  While this will provide a good starting point, the FLO must rethink any of the
conclusions or recommendations made in blocks 9 and 10 of DD Form 200, and develop new findings
and recommendations which may or may not agree with those of the original investigating officer.
These will be titled as "FINDINGS" and "RECOMMENDATIONS" in block 15a of the ROS (DD
Form 200).


13.2.6.1. The findings and conclusions reached by the FLO must be sound and based upon the
evidence presented.  In no case should they contain unsubstantiated opinions or phrases.  The FLO
will state how the loss or damage occurred, based on the evidence obtained through the investiga-
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tion.  The FLO’s findings must substantiate or refute the statements made in block 9 and in affida-
vits or in additional statements that are a part of the report.  Where facts are obtained by oral
testimony, the individuals must be named and identified and direct statements quoted.  (See Chap-
ter 7 regarding obtaining sworn statements.)


13.2.6.2. The FLO’s findings should be complete enough so that others reviewing the report can
readily determine the responsibility without referring the report back to the FLO forfurther inves-
tigation or information.  The market or depreciated value of the property is notrequired in the find-
ings unless financial liability is recommended.  Where financial liability is recommended, the
computation is made per Chapter 15.


13.2.7. The FLO’s Recommendation.  After recording the findings, the FLO should record the recom-
mendations in block 15a.  A recommendation of financial liability or relief from liability is made for
each individual involved.  If financial liability is recommended, the FLO must indicate that the indi-
vidual’s negligence, willful misconduct, or deliberate unauthorized use was the proximate cause of the
loss or damage.  A recommendation also is made for the disposition of any unserviceable property not
previously disposed of.  Do not, under any circumstances, recommend disciplinary action.


13.2.8. After completing block 15 of the ROS, the FLO returns the ROS file to the program manager
for processing to the appointing or approving authority.


13.2.9. The FLO is not officially relieved from the investigative tasking until relieved by the appoint-
ing authority or the approving authority.


13.3. Financial Liability Boards (FLB).


13.3.1. Paragraph 070501, of the DoDR cited in paragraph 1.2.2.  of this manual states that, "A finan-
cial liability board may be appointed by the appointing authority for the specific purpose of conduct-
ing the investigation.  The primary purpose of a financial liability board is to provide the appointing
and approving authorities with adequate information upon which to assess liability or relieve the
involved individual from liability for the loss, damage or destruction of government property.  A
board provides more resources than an officer to investigate losses that are large, complex, or unique.
Financial liability boards are administrative, not judicial.  Therefore, their reports are purely advisory,
their opinions do no constitute final determinations or legal judgments, and their recommendations are
not binding upon appointing and approving authorities."


13.3.2. The members of an FLB are selected based on training, experience, competence, and ability
to conduct independent and objective investigations.  The senior member normally shall be designated
as the Chair or President of the FLB. The appointing authority shall not appoint an individual who was
or is accountable or responsible, or has direct interest in the property, including a financial liability
officer who may have previously investigated the loss of the property.


13.3.3. A financial liability board may consist of two or more persons, one of whom is the base
claims officer. If an attorney, he or she acts as legal counsel for the board. With the recommendation
of the organizational commander concerned, organization claims officers may be appointed by the
wing/installation commander to FLBs.  All FLB members are appointed on orders.  A member of the
board is appointed in the orders to serve as appointing authority.  Whenever possible, the person
authorized to serve as appointing authority will be of field grade as well as the other members of the
board.
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13.3.4. Commissioned officers are normally appointed to FLBs.  Because of the nature of base activ-
ities or the type of personnel by which manned, there may not be enough officers available to appoint
to the board.  If such condition exists, the commander may appoint qualified enlisted personnel to
grade E-7, E-8, or E-9 or qualified civilian employees in grade GS-7 or above.  The appointing or
approving authority will provide a written statement for inclusion in the ROS file as to why it was nec-
essary to appoint NCOs or civilians to the FLB.  Commanders should be extremely careful to select
competent personnel to conduct investigations.


13.3.5. Functions of an FLB.


13.3.5.1. The primary function of a FLB is to research, develop, assemble, record and analyze all
available information relative to the loss.  The board is required to formulate and clearly express
consistent findings of facts, conclusions, and recommendations.


13.3.5.2. A collateral function of the FLB, especially when requested by the appointing authority,
is to afford a hearing to any person whose conduct or performance of duty may be subject to
inquiry or who has direct interest in the inquiry.


13.3.5.3. Additional FLB functions are to:


13.3.5.3.1. Make a preliminary review of the ROS.  This is to determine whether or not an
FLO is required.


13.3.5.3.2. Perform the function of FLO on ROS when the preliminary investigation indicates
this is necessary.  Members of the board acting as FLOs should follow the instructions in para-
graph 13.2.  The chair or president of the board can limit the scope of the investigation.  This
limitation must be acceptable to appointing or approving authority.


13.3.5.3.3. Act as a group of disinterested persons to inspect and witness the destruction or
abandonment of unserviceable property.


13.3.6. Use of Investigative Reports.  Reports of investigations of accidents or incidents may be used
instead of investigations to support a ROS, depending on the circumstances.  The FLB uses these
investigative reports to determine the need for an FLO, determine financial liability or relief
there-from, and make recommendations on the disposition of property and action to be taken by
higher authority.


13.3.6.1. When an FLO is required, the investigative report is used to support findings and recom-
mendations.  The FLO is not required to duplicate any part of the investigative report unless there
is an indication that the investigation was incomplete.


13.3.6.2. Investigative reports are attached to the ROS as exhibits.


13.3.7. Board Action on ROS.


13.3.7.1. The board members take action on the DD Form 200.  If a board member is appointed to
serve as FLO, he or she complies with the duties and responsibilities outlined in paragraph 13.2. 


13.3.7.2. When the FLB completes its action, the ROS file, with the FLB documentation attached
as a exhibit, will be returned to the ROS program manager for processing to the appointing or
approving authority.
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Chapter 14


COMPLETING DD FORMS 139, 200, 362, AND 1131


14.1. DD Form 200, Financial Liability Investigation of Property Loss.   A sample completed DD
Form 200 is at Figure 14.1.  Many blocks in the form are self explanatory, therefore, explanatory notes
are provided only to further explain selected entries or to emphasize the entry.  Prepare and complete the
DD Form 200 as follows:
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Figure 14.1. DD Form 200, Financial Liabililty Investigation of Property Loss.
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14.1.1.  THE DD FORM 200 MUST BE TYPED.  The original and one copy will be provided to
the program manager.  If the originating office wants a suspense file copy with the control number in
block 2 returned to them, then that office will provide an original and two copies.  More copies can be
reproduced, if required, to fill the requirements of the base.


14.1.2. Block 2.  The ROS program manager assigns a control number within the first15 days of the
date the ROS is initiated (see Chapter 5).  This provides a control or suspense for completion of the
initiation phase.


14.1.3. Block 4.  Enter either the national stock number or manufacturer’s part number.  In the event
there is no stock or part number, enter "N/A."  Any number of transactions can be listed, as long as
they pertain to the same incident and the persons responsible for the property are the same.  Use an
attachment if needed for additional items.


14.1.4. Block 5.  Enter the correct name of the property lost, damaged, or destroyed, including any
serial numbers.  If the property is not stock listed, give an accurate description sufficient for identifi-
cation.  If only a portion of a major item is damaged, describe the major item fully, then describe the
damages.  If a vehicle is damaged, describe the type of vehicle and vehicle number.  If additional
space is needed, use bond paper, suitably captioned, as a continuation sheet.


14.1.5. Block 6.  Enter the quantity and  if applicable, standard unit measure for the item.


14.1.6. Block 7.  Enter actual unit cost or standard price (current replacement cost). A copy of the
Custodian Authorization/Custody Receipt Listing (CA/CRL) or a copy of the Automated Data Pro-
cessing Equipment (ADPE) listing that identifies the current replacement cost of the lost, damaged or
stolen item(s) should be forwarded with the ROS.  Questions regarding prices should be referred to
the officer who is accountable for the property.


14.1.7. Block 8.  Enter the result of quantity times unit cost.  If a vehicle is involved include labor and
material cost.  If a vehicle has been damaged, include a copy of the estimate of damage (EOD) or
actual cost document if the vehicle has been repaired.


14.1.8. Block 9.  The individual who initiates or investigates the ROS completes this block.  See
Chapter 7, Chapter 9, and Chapter 10.  The recommendation of the investigating official should be
included in this block or attached as an exhibit to the ROS.  Further, if negligence, willful misconduct,
or deliberate unauthorized use appears to be evident, the amount of financial liability recommended
will be computed.  Block 9, if properly accomplished, can make the appointment of a financial
liability officer unnecessary.  Further, the information in this block can assist the appointing or
approving authority in making a determination of whether or not negligence, willful misconduct, or
deliberate unauthorized use was the proximate cause of the loss, damage, or destruction.


14.1.8.1. At HQ AFMC depot maintenance activities the Tool Loss Report (TLR) can be submit-
ted with the ROS instead of completing block 9.  The TLR must contain a detailed explanation of
the facts and circumstances of the loss as required in this block.


14.1.8.2. Include the equipment authorization inventory data (EAID) detail document number as
applicable.


14.1.9. Block 10.  If investigations reveal deficiencies in directives, procedures, controls, etc., a state-
ment of corrective action is required to document the action that was taken or will be taken to prevent
recurrence of the incident.  The originating office or the initial investigating official prepares the cor-
rective action statement.
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14.1.10. Block 12b.  The responsible officer or the reviewing authority enters his or her comments
and recommendations.  Use an attachment if needed.


14.1.11. Block 13b.  The appointing authority enters comments or rationale for the decision.  Use an
attachment if needed.


14.1.12. Block 14a.  The approving authority either approves or disapproves the recommendations of
the investigating officer in block 9 or of block 15a if a financial liability officer was appointed.


14.1.13. Block 14b.  Use this block to specify the amount of financial liability assessed, relief from
liability, and to describe disapprovals and prerogatives exercised under the provisions of waiving
housing damage or discretionary limitations of liability.  Use an attachment if needed.


14.1.14. Block 15i.  Enter the date the financial liability officer was appointed.


14.1.15. Block 16a.  The individual charged places an X in the proper box.  If a financial liability
officer was not appointed the individual charged should respond to the findings in blocks 9 through
12.


14.1.15.1. When financial liability is recommended, the individual has the right to examine the
findings and recommendations, to examine the evidence supporting the findings, and to submit
evidence and statements on one’s behalf which might refute any finding of negligence and which
would be relevant to a determination of who should be held liable.  This requirement must be
accomplished before the ROS is sent to the appointing and approving authorities.


14.1.15.2. If financial liability has not been previously recommended but the appointing authority
makes a recommendation of financial liability, the individual charged must be given the right to
review the file and make a statement prior to a determination being made by the approving author-
ity.


14.1.15.3. If housing damage is involved, a member must be advised that a fully substantiated
waiver request may be submitted to the approving authority.  Factors to be considered are in para-
graph 19.7.  (The waiver request is only considered if liability is eventually assessed by the
approving authority, but must be submitted upon completion of block 16.)  In the absence of a spe-
cific waiver request, a member will automatically receive waiver consideration based only on the
ROS findings.


14.1.15.4. If an individual does not sign a copy of the ROS in block 16g or does not respond to
notification within 30 days, the original ROS is sent by the program manager to the appointing and
approving authorities for assessment of or relief from financial liability.  The reason for sending a
copy is that the program manager must have the original on file at the completion of the case.
Sending a copy precludes the loss of the original.  Military members are entitled to free legal
counsel.  All Air Force members and employees are entitled to a copy of the completed ROS.


14.1.16. Block 16b.  To be read by the individual charged.


14.1.17. Block 16c.  Enter the organization address of the individual charged.


14.1.18. Block 16d.  Enter the typed name and rank or grade of the individual charged.


14.1.19. Block 16e.  Enter the social security number of the individual charged.


14.1.20. Block 16f.  Enter the DSN number of the individual charged.


14.1.21. Block 16g.  Signature of the individual charged.
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14.1.22. Block 16h.  Enter the date the individual charged signed the DD Form 200.


14.1.23. Block 17a.  Enter the document numbers used to adjust the prepay records, if applicable.  If
not applicable enter "N/A".  Blocks 17a through 17f should be completed following completion of
block 12 in order that property records can reflect any adjustment at the earliest possible date and prior
to completion of other actions on the DD Form 200.


14.2. Privacy Act Statement, DD Form 200.   Preparation of a ROS does not normally require request-
ing personal information; however, the privacy act statement is printed at the top of the DD Form 200.


14.3. Distribution of DD Form 200.   The ROS will be prepared in an original and as many copies as are
required by the base.


14.3.1. The original of the ROS and one copy is forwarded to the program manager for a control num-
ber.  The copy is used as a suspense copy by the manager.  The originating office may also forward
another copy of the ROS to the program manager who will return it to them with the assigned control
number for use as a suspense file.  The program manager will prescribe the ROS processing proce-
dures for the base.


14.3.2. If the ROS results in an assessment of financial liability by the approving authority, a copy is
forwarded to the FSO to establish the debt on the employee’s pay account.  The original of the ROS is
kept with the program manager’s files pending disposition in accordance with section 23, AFM
37-139, that replaces volume 20, table 177-9, AFR 4-20.


14.4. Voluntary Payments.   Persons who have lost, damaged, or destroyed government property valued
at $500 or less may voluntarily pay for the property.  These situations are outlined in Chapter 3.


14.4.1. Voluntary Payment.  Voluntary payments are processed on DD Form 1131, Cash Collection
Voucher, or DD Form 362, Statement of Charges/Cash Collection Voucher.


14.4.2. Document Processing Requirement:


14.4.2.1. In accordance with base agreements and ROS implementing procedures, either the unit
commander or the ROS program manager will initiate voluntary payment documents for the loss,
damage, or destruction of government property issued to their activities or to persons under the
administrative control of the organization.  This applies to property on Equipment Authorization
Inventory Data (EAID) records, individual clothing and equipment records, and other similar
accountable records or custody receipts.


14.4.2.2. Voluntary payment documents must contain the statement, "Used instead of a ROS" if
they are processed under the provisions of Chapter 16.


14.4.2.3. Where lost, damaged, or destroyed property is recorded on property control records, the
voluntary payment document must be used to support adjustment of the property account.


14.4.2.4. The ROS program manager develops and issues procedures for preparing and process-
ing voluntary payment documents.


14.4.2.5. Additional information regarding voluntary payments is in AFM 67-1, volume IV, part
one, chapter 8, paragraph 6.
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Chapter 15


COMPUTING FINANCIAL LIABILITY


15.1. General.   Use the provisions of the chapter to compute and document the amount of financial loss
to the government.  The loss to the government is also the basis for assessing financial liability against
individuals.


15.1.1. Where financial liability is limited to one month’s basic pay the actual loss to the government
is still computed even if it exceeds one month’s pay.  In such cases, the financial liability against an
individual is either the actual loss or one month’s basic pay, whichever is less.


15.1.2. Establishing Amount of Loss.  The manner by which the government’s damages are measured
is determined by principles of law.  Ascertaining the amount of damages is based on fact which must
be proved by evidence.  ROS prepared on the basis of damages to government property resulting from
negligence must establish both the facts of actual loss to the government and negligence, willful mis-
conduct, or deliberate unauthorized use of the person or agency concerned.  In addition, evidence
must be submitted to establish the amount of the loss according to the following principles:


15.1.2.1. Lost or Destroyed Property (Figure 15.1. and Figure 15.2.).  The amount of loss is the
market value of the property immediately before the loss.  In absence of a fair market value, use
the adjusted replacement cost (paragraph 15.2.).
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Figure 15.1. AF Form 20, Repair Cost and Reparable Value Statement (Damaged Property).
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Figure 15.2. AF Form 20, Repair Cost and Reparable Value Statement (Lost Property).
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15.1.2.2. Irreparably Damaged Property and Property Damaged Beyond Economical Repair.  The
amount of loss is the market value of the property immediately before the damage less any salvage
value.


15.1.2.3. Reparable Property.  Where property is damaged and can be economically repaired, the
measure of the damage is the difference in the market value of the property immediately before the
damage and its market value immediately before the damage and its market value immediately
after the damage in its injured condition.


15.1.2.3.1. While the difference in values is generally the standard measure of the govern-
ment’s loss, the reasonable cost of the repairs necessary to restore the property to its condition
before the damage may be used as evidence of the difference in the value of the property
before and immediately after the damage. Hence, the reasonable cost of repair less any estab-
lished overhaul allowances as outlined in paragraph 15.3. may be proper, provided the repairs
do not increase the value of the property above its market value before the damage.


15.1.2.3.2. The government is not entitled to the full value of the repairs if they make the
property more valuable than it was before the damage.  Thus, the amount of the loss would be
the cost of repairs less any increase in value.


15.1.2.4. Reparable Property - Military Family Housing.  The cost of repair includes the follow-
ing elements:


15.1.2.4.1. Labor costs, including in-house labor (paragraph 15.1.5.) and contractor labor.


15.1.2.4.2. Cost of government-provided equipment and furnishings, (cooking stoves,
couches, chairs, tables, washer, dryer, refrigerator, etc.) based on fair market value before loss
of damage.  In the absence of a fair market value at the time of loss or damage, use the adjusted
replacement cost (paragraph 15.2.)


15.1.2.4.3. Cost of installed equipment (furnace, hot water heater, central air conditioning,
etc.) based on adjusted replacement cost.


15.1.2.4.4. Cost of fixtures, cabinets, book shelves, etc., based on adjusted replacement cost.


15.1.2.4.5. Cost of direct materials such as lumber, paint, wallboard, nails, adhesives, etc.


15.1.3. Use of Actual or Estimated Repair Charges.  Where financial liability is assessed against an
individual for damage to property that is reparable, the amount to be assessed in the ROS is based on
actual cost of repair.


15.1.3.1. Estimated repair costs may be applied to ROS only in unusual and exceptional circum-
stances where actual repair costs cannot be obtained within a reasonable length of time (for exam-
ple, where it is determined that the damaged property cannot be immediately restored to use, or
where the repairs are unduly delayed due to lack of parts or backlog in the repair facility or
requirement to ship the property to another facility for repair, or similar situations).


15.1.3.2. In such cases, the reason for using estimated repair costs must be fully documented on
the ROS.  An estimated cost of repair is computed by qualified technical personal on the basis of
current applicable labor rates and material costs necessary to accomplish the repair.  Estimated
costs are converted to actual costs upon completion of the repair and the ROS is amended accord-
ingly.  If collection action is complete, see paragraph 16.2.3.
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15.1.4. Transportation Costs.  Where it is necessary to transport the damaged property for repairs to a
repair facility, the transportation costs to and from the facility may be included, if it is shown that
repairs were not obtainable locally at less cost.  If a government bill of lading (GBL) is used, the trans-
portation cost is the amount paid the carrier.  If government transportation is used, standard labor rates
in AFI 65-503 are used to determine labor costs.


15.1.5. Repair Costs and Costing Methods.  For the purpose of determining financial liability on
ROS, only direct labor and direct material are charged when repairs are done in-house.  Indirect or
overhead costs are not charged.  When repairs are performed by a private contractor, the amount paid
to the contractor is charged. Direct labor and direct material are further defined as follows:


15.1.5.1. Direct Labor.  Direct labor charges computed by the Base Engineer Automated Manage-
ment System (BEAMS) or by the On-Line Vehicle Interactive Management System (OLVIMS)
are acceptable for determining labor costs for in-house repairs of facilities and vehicles.  Direct
labor charges generated by the Real Property Industrial Fund (RPIF) cost systems are also accept-
able for facilities repair.  In absence of these methods, direct labor is computed by applying the
standard labor rate in AFI 65-103 to the actual man-hours worked to repair the damaged property.


15.1.5.2. Direct Material.  Actual cost of all direct material drawn against the reimbursable repair
job (excludes bench stock materials) as identified by BEAMS, VIMS, RPIF, or other sources.


15.1.6. Repair in Non-Air Force Government Facilities.  When property is repaired by a non-Air
Force government facility, the amount of financial liability is the amount reimbursed to the other
agency per the cross-servicing agreement plus any expense to the Air Force (transportation, etc.).


15.1.7. Repair Cost Statements.  When damaged property is repaired, include one copy of AF Form
20, Repair Cost and Reparable Value Statement (Damaged Property) is filed with the ROS.  A
sample completed form is at Figure 15.1.  A technical qualified person signs the form.  Support the
form with copies of invoices, payment documents, freight bills, GBLs, etc., as appropriate.


15.1.8. Market Value.  In general, the market value is the price a willing buyer would pay a willing
seller.  This value is based on estimates of those familiar with the selling process or by open market
prices such as those attainable from surplus stores.  Consider the market value at the time and place of
loss or irreparable damage, using the nearest available market.


15.1.9. Property Having No Market Value.  Where property has no market value established, deter-
mine the value by using the adjusted replacement cost method described in paragraph 15.2.


15.1.10. Leather Flying Jackets.  An exception from the procedures of this paragraph is made for
leather flying jackets.  HQ USAF/LGS has determined that when a leather flying jacket is lost, dam-
aged, or destroyed through negligence as determined by the ROS process, the member is required to
pay the current stock list price for a new leather flying jacket prior to being  issued another leather fly-
ing jacket.


15.2. Adjusted Replacement Cost.


15.2.1. Computation Method.  In the absence of a fair market value for property at the time and place
of loss, irreparable damage, or damage beyond economical repair, determine the government’s loss
based on the adjusted replacement cost.  This method consists of determining the current replacement
cost of a like item, depreciating the replacement cost by the number of years the lost or damaged item
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was used (based on an estimated or published useful life of the item) and subtracting the salvage
value, if any, of the damaged item.


15.2.2. Any generally accepted depreciation method may be used.  The preferred method is one that
most realistically represents the value of the property at the time of loss or damage.  Officially pub-
lished depreciation standards and factors should be considered.  Other factors to be considered in
arriving at a realistic measure of loss are:


15.2.2.1. The actual condition of the property before its loss or damage and the expected contin-
ued length of serviceability of the property had it not been lost or made unserviceable.


15.2.2.2. Where possible, individual major assembly maintenance or historical records should be
consulted to determine the serviceability of components or subassemblies which would have
required immediate replacement of overhaul, had not the major assembly been lost, irreparably
damaged, or damaged beyond economical repair.


15.2.2.3. In computing allowances for any serviceable spare parts recovered, use the same depre-
ciation method as applied to the end item.


15.2.3. Computation Statement.  When allowances are made for depreciation, ROS initiators or
investigating officials must include a statement indicating the factors considered and methods by
which the depreciation was computed so that a proper assessment may be made by the approving
authority.  This statement or other documents will be attached to the file and will show:


15.2.3.1. Source of published depreciation factors.


15.2.3.2. Date of manufacture.


15.2.3.3. Original acquisition cost.


15.2.3.4. Replacement cost of a like item and source of this quotation.


15.2.3.5. Estimated life expectancy.


15.2.3.6. State of obsolescence.


15.2.4. Small Tools.  Small hand tools are considered useful throughout their entire life and, there-
fore, are not depreciated.


15.2.5. Depreciation of Parachutes.  The value of lost or destroyed parachutes is determined by using
a depreciation rate of 14 percent per year on the invoice or stock list price, not to exceed a total of 80
percent.  This is a standard or norm and may be varied under exceptional circumstances.


15.2.6. Depreciation of Vehicles.  Depreciation is based on the age or mileage life expectancy tables
as shown in Technical Order-00-25-249, Maximum Repair Allowances and Replacement Codes for
USAF Vehicles.  Use straight-line depreciation, not to exceed 80 percent.  Deduct the estimated cost
of any repairs that were required before the loss or destruction.  Deduct reclaimed (salvaged) parts at
50 percent of the Air Force cost for a like item.


15.2.7. Useful Life and Disposal Value Table.  Reference also may be made to the "Useful Value and
Disposal Value Table" which is attachment 2 to AFP 26-12, Guidelines for Implementing the Air
Force Commercial Activities Program, 25 Sep 92. The AFP 26-12 will be converted to AFM 38-209
in 1996 or 1997.  This table provides a listing of Federal Stock Classes (FSCs), nomenclatures,
expected useful life in years, and a disposal value factor as a percent of acquisition cost.  This is a Fed-
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erally developed list extracted from the Supplement to Office of Management and Budget Circular A
76 (Revised), Performance of Commercial Activities, Aug 4, 1983.


15.3. Standard Overhaul Allowances.   An allowance may be made for standard overhaul charges
when they are established.  The inclusion of the overhaul is a matter of judgment on the part of investigat-
ing officials.  If the property is comparatively new, has not been in use long enough to require repair, or
has been recently overhauled, no allowances should be granted.


15.4. Credit for Salvage.   When property is damaged to the point where it must be scrapped, salvage
credit is allowed for the salvage or scrap value, including the scrap value of parts recovered from the prop-
erty which has been repaired.


15.4.1. In no case is the full list price of such parts allowed for salvage credit. If entire units are sal-
vaged, credit is determined by the property disposal officer based on the scrap value of the entire unit
or the value of the scrap recovered plus the current value of major serviceable subassemblies, if any.


15.4.2. In no case is credit given for each component part of entire units or subassemblies that are sal-
vaged.  If, after the total assembly is depreciated, serviceable parts are recovered by disassembly of
units or subassemblies, the value of the parts recovered is not considered for the purpose of giving fur-
ther credit in computation of financial liability.


15.5. Determining Costs for Lost Property.   A sample completed AF Form 20 pertaining to lost prop-
erty is at Figure 15.2.
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Chapter 16


VOLUNTARY PAYMENTS, COLLECTIONS, AND REFUNDS


16.1. Voluntary Payments.


16.1.1. Paragraph 070204 of the DoD Regulation cited in paragraph 1.2.2. prescribes DoD policy
pertaining to voluntary payments and is implemented in this chapter.


16.1.2. Guidance.  Air Force members and employees may voluntarily pay the government for lost,
damaged, or destroyed government property.  Voluntary payment may be made any time before or
during the ROS process.  In some cases, voluntary payments are made in lieu of a ROS.  In other
cases, voluntary payments are made as a result of an investigating official’s recommendation or
approving authority’s assessment.  Voluntary payment may be accepted in lieu of a ROS providing the
following criteria are met:


16.1.2.1. The individual is offering the payment on his or her own volition and is not being
coerced or threatened with adverse action if payment is not made.  Adverse action could consist of
administrative action and judicial or nonjudicial punishment.


16.1.2.2. The individual is aware that no administrative determination of a debt exists, and that
there is no legal obligation to the government.


16.1.2.3. The individual is aware that voluntary payment may not be withdrawn later.


16.1.2.4. The individual is aware that the normal avenues of relief (appeal, waiver, remission,
etc.) are not available if voluntary payment is made.


16.1.2.5. If the individual is offering to pay for loss or damage in excess of one month’s basic pay,
the person must be made aware that if a ROS were prepared, the liability might be limited to one
month’s basic pay.


16.1.2.6. If the loss or damage exceeds one month’s basic pay, and the individual offers to volun-
tarily pay one month’s basic pay, voluntary payment can be accepted if the loss or damage does not
involve:


16.1.2.6.1. Assigned government housing damage where gross negligence or willful miscon-
duct may be evident.


16.1.2.6.2. Loss or damage to personal arms or equipment.


16.1.2.6.3. Loss or damage where an accountable officer is involved.


16.1.3. Completing the DD Form 200.  When a ROS investigating official has recommended an
assessment of financial liability in block 9, DD Form 200, the individual responsible for the loss or
damage may voluntarily pay the amount specified on the DD Form 200 unless the assessment is a
reduced liability.


16.1.3.1. If the investigating official recommends reduced liability, the approving authority must
review and sign the DD Form 200 before the individual responsible for the loss or damage may
voluntarily pay the recommended amount.
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16.1.3.2. In these situations, the ROS process is terminated and the register is annotated to reflect
voluntary payment.  By making voluntary payment at this time, the individual thereby relin-
quishes the right of appeal, waiver, remission, or any other relief from financial liability.


16.1.4. Payment by the Individual.  An approving authority has assessed financial liability against an
individual, that individual may voluntarily pay the amount assessed.  In this instance, the ROS is final
and further processing is not necessary.


16.1.4.1. In this case however, a legal debt was administratively determined, and the individual
may later appeal the assessment of financial liability within the time limit prescribed in Chapter
17.


16.1.4.2. The person should be made aware that remission or waiver of claims is not available
because the debt was paid.


16.1.5. Voluntary Payment Documentation.  Voluntary payments are processed on DD Form 1131,
Cash Collection Voucher or DD Form 362, Statement of Charges/Cash Collection Voucher.


16.1.6. Document Processing Requirement:


16.1.6.1. Unit commanders initiate voluntary payment documents for the loss, damage, or
destruction of government property issued to their activities or to persons under their command or
administrative control. This applies to property on Equipment Authorization Inventory Data
(EAID) records, individual clothing and equipment records, and other similar accountable records
or custody receipts.


16.1.6.2. Voluntary payment documents must contain the statement, "Used instead of a ROS".


16.1.6.3. Where lost, damaged, or destroyed property is recorded on property control records, the
voluntary payment document must be used to support adjustment of the property account.


16.1.6.4. The ROS program manager develops and issues procedures for preparing and process-
ing voluntary payment documents.


16.2. Collections.


16.2.1. General.  This paragraph establishes collection procedures to be followed when financial lia-
bility is assessed; and when repayment of an amount collected or withheld is in excess of the amount
due is required.


16.2.2. Collection From Air Force Members and Employees (Including All Air Force, Air Force
Reserve, Air National Guard (ANG), Active Guard/Reserve (AGR) Personnel Including Civilian and
ANG Technicians).


16.2.2.1. When an Air Force member or employee is held financially liable, the approving author-
ity notifies the individual in writing of the type and amount of the debt.  The written notification
advises the individual of the following:


16.2.2.1.1. The requirement to make lump-sum remittance within 30 days from the date of the
written debt notification direct to the FSO and the right to request a written agreement to repay
the debt in installments.  A request for installment payments must be accompanied by the
debtor’s financial statement submitted under penalty of perjury.


16.2.2.1.2. The right to inspect and copy records relating to the debt.
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16.2.2.1.3. The right to review the decision relating to the debt.


16.2.2.1.4. Notification of an enlisted member’s right to request a remission of indebtedness
and an officer’s right to request SAF waiver for damage to government housing.


16.2.2.1.5. The right to appeal the findings of the ROS.  Appeal must be submitted within 30
days from the date an individual is notified of financial liability. (EXCEPTION: In cases
where the amount of assessed liability exceeds 1 month’s basic pay, a written intent to appeal
must be submitted within 30 days and the appeal must be submitted 60 days from the date the
individual is notified of financial liability.)


16.2.2.1.6. The intention of the Air Force to make involuntary deductions from the individ-
ual’s pay if voluntary lump-sum payment is not made within 30 days of liability notification or
completion of the appeal process if an appeal is filed and the financial liability is upheld.


16.2.2.1.7. That any portion of the debt uncollected at time of employment termination is col-
lected from the individual’s final pay and allowances.


16.2.2.2. Written notification is either hand-delivered with a receipt of notice executed or sent by
certified or registered mail with return receipt requested.  Because the Air Force must be able to
demonstrate that individuals held financially liable have received demand letters and notices of
intent to effect involuntary collection, these receipts are included in the ROS case file.


16.2.2.3. See AFR 177-102, paragraph 29-2, for additional information on collections.


16.2.3. Collections From Members:


16.2.3.1. Statutory authority for the involuntary collection of an indebtedness from a member is
37 U.S.C. Section 1007.  Notification procedures prescribed in paragraph 16.2.2. satisfy require-
ments to effect involuntary collections.  Remission and or waiver processing is accomplished by
the FSO. (paragraph 16.2.6.)


16.2.3.2. If remittance is not received within 30 days from the date the Air Force member is noti-
fied of financial liability and the member does not submit an appeal to the ROS findings within 30
days (or indicates in writing the intent to appeal when the 60-day appeal time frame is appropri-
ate), the approving authority sends a completed copy of the DD Form 200, Financial Liability
Investigation of Property Loss, to the FSO for involuntary collection action.  This includes evalu-
ation of the member’s request to make installment payments.  In compliance with DoD 7000.14-R,
the approving authority certifies the completion of due process procedures in paragraph 16.2.2.


16.2.4. Collections From Civilian Employees:  (Also see DoD 7000.14-R, volume  8, chapter 8.)


16.2.4.1. General statutory authority for the involuntary collection of an indebtedness from an
appropriated fund civilian employee, ANG technician, or Air Force Reserve technician is 5 U.S.C.
Section 5514. Notification procedures prescribed in paragraph 16.2.2. do not satisfy requirements
to effect involuntary collection under this statute. ROS appeal channels must be exhausted before
involving involuntary salary offset under 5 U.S.C. Section 5514.


16.2.4.2. If appeal is not submitted within established time frames, ROS appeal rights are for-
feited.  If the appeal right is forfeited or if the appeal is denied by the appellate authority desig-
nated to take final action on the appeal, the case file is returned to the ROS approving authority
(creditor organization).  The creditor organization must then make sure notification and due pro-
cess protections required by DoD 7000.14-R,  chapter 8, paragraph 080303 are applied.  Authority
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to offset from retired civilian pay is in 31 U.S.C. Section 3716 and is prescribed by AFR 177-104,
paragraphs 9-10 and 15-13 and DoD 7000.14-R, chapter 8, paragraph 080506.Sample letter for-
mats for notification by creditor organizations are provided in chapter 21, AFR 177-104, figure
21-5 through figure 21-9 and DoD 7000.14-R, chapter 8, pages 247 through 254.  The authority
for the involuntary collection of an indebtedness from an Air Force non-appropriated fund
employee is AFI 34-202.


16.2.4.3. The ROS program manager establishes a suspense file for all ROS cases referred to the
creditor organization for completion of due process procedures.  Initial follow-up with the creditor
organization is accomplished 45 days after the case is referred and subsequently at 30-day inter-
vals until collection action is completed or the ROS case is returned for involuntary collection
action.  Creditor organizations are required to certify completion of due process procedures before
submission to the FSO for involuntary collections.


16.2.5. Collection From States, ANG/AGR Members, and ANG Technicians.  The approving author-
ity starts collection action on ANG ROS.  That office advises the senior hose-base commander of each
financial charge against an ANG/AGR member or ANG technician.  The notice identifies the perti-
nent ROS and establishes a 60-day suspense for collection of the debt (Chapter 22).


16.2.5.1. State Held Liable.  The state adjutant general reimburses the Air Force (Chapter 22).


16.2.5.2. ANG/AGR Member Held Liable. The wing/installation commander informs individuals
of their rights and initiates collection action.  The senior host-base commander reports the initia-
tion and collection to the approving authority.  Collection procedures are prescribed in paragraph
16.2.2.


16.2.5.3. ANG Technician Held Liable.  Procedures in paragraph 16.2.4. apply.


16.2.6. Financial Services Officer (FSO) Actions in Collecting Debts.


16.2.6.1. Collection Procedures for Members.  After the approving authority assesses financial
liability, the following procedures apply:


16.2.6.1.1. Members are notified by the ROS program manager (acting on behalf of the
approving authority), and are given 30 days to pay the amount due.  If payment is not arranged
within 30 days, the approving authority certifies completion of due process and sends DD
Form 362 or DD Form 139 with attachments to the FSO for recording on the individual’s pay
record and initiation of involuntary collection action.  Involuntary collections are processed
according to AFM 177-373, Volume 1, Chapter 53, and other appropriate accounting and
finance directives.


16.2.6.1.2. Members held liable may appeal the findings within 30 days of the date they were
notified of the assessment of financial liability (see Chapter 17).  Upon notification of an
appeal submission (or an intent to appeal when the 60 day rule applies to the approving author-
ity), the FSO suspends collection of the debt pending the results of the appeal.  If the appeal is
granted, the FSO cancels the debt.  If the appeal is denied, the FSO continues involuntarily
collection of the debt.


16.2.6.1.3. Members held liable for damage to government housing are allowed to request
waiver of financial liability (Chapter 17).  Upon notification of a waiver request, the FSO sus-
pends collection of the debt pending waiver results.  If the liability is partially waived, the FSO
cancels the waived portion and continues involuntarily collection of the unwaived portion.
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16.2.6.1.4. Occasionally, collection is made from a member whose pay record is maintained
by another servicing FSO (paragraph 11.9).  The supporting document for such a collection is
a DD Form 200 signed in block 14g. The FSO processes a DD Form 139, Pay Adjustment
Authorization, to record the debt on the member’s pay record.


16.2.6.1.5. Collection Procedures for Civilian Employees.  After all ROS actions, including
final action on ROS appeals, and all due process protections required by AFR 170-30 and DoD
7000.14-R are completed; the ROS, with certification of completion of due process attached,
is sent to the FSO for recording on the individual’s pay record and initiation of involuntary col-
lection action.


16.2.7. Collections - Joint and Several Liability.  Each person held liable jointly and severally with
others is liable for the entire amount of the loss or damage.  The total financial liability must equal the
total dollar loss to the Air Force except in cases where financial liability is limited per paragraph
2.3.13.  The approving authority determines the amount to be collected from each individual.


16.2.8. Collection for Government Property Checked as Baggage.  When government property
checked as personal baggage is lost in transit, send a letter explaining the loss, a copy of the DD Form
200, baggage claim check, and other related documents to DFAS for filing a claim with the carrier.


16.2.9. Reciprocal Agreement Between Army and Air Force.  This agreement also is included in
paragraph 14-32.f., Army Regulation (AR) 735-5.  The agreement is quoted below.


“(1) In processing ROS, a situation occasionally develops where personnel of the Air For
determined to be liable for loss, damage, or destruction of Army property and vice versa.  The Ar
the Air Force have agreed that the action on and routing of the ROS is governed by the regulation
property's owning service without regard to the service assignment (parent service) of the respon


“(2) When a ROS results in a finding that a member, whose parent service is other than the pr
owing service, should be held liable for the loss, damage, or destruction of the property involved, f
the ROS to the parent service's ROS approving authority with jurisdiction to act on ROS concern
member involved.


“(a) The owning service's ROS will contain all evidence gathered as a result of the repo
findings and recommendations of the surveying (Air Force read as investigating instead of s
ing) officer, and recommendations of the owning service's appropriate ROS approving author


“(b) The parent service approving authority will take action on the findings and recomm
tions according to the parent service's ROS regulations.  Collection will be pursued under the
service regulation.


“(c) The parent service approving authority will take action to notify the owning ser
approving authority of the action taken on the ROS or to reconcile any differences in the antic
action and recommendations of the owning service.” 


16.2.10. Collection From Navy or Marine Corps Members.  When financial liability has b
assessed against Navy or Marine Corps personnel, the following procedures apply:


16.2.10.1. Notify the member in the same manner as for Air Force members. Request lum
payment of the amount due.


16.2.10.2. If after 90 days from initial notification, the member fails to pay, either in lump-su
installments, and there is no indication that an appeal was filed within 60 days of notification
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the ROS file to the FSO for referral to DFAS for collection assistance.  The file must contain the
appropriation to be credited (Treasury receipt account, local operation and maintenance, local
family housing operation and maintenance, stock or industrial fund), SSN, and the member’s last
known address.


16.2.11. Collection From Separated Members.  If an Air Force member separates before a ROS is
completed, the following procedures apply:


16.2.11.1. If the member has not been notified of an impending financial liability before his or her
separation, notification must be given in the same manner as for active duty members. The for-
warding address can be obtained from the FSO.  If the separated member does not respond to the
initial notification within 42 days, including 12 days mailing time, send the ROS to the approving
authority for final action.  If the approving authority assesses financial liability, again notify the
separated member of the assessment in the same manner as the active duty members.  If, after 90
days from initial notification, collection is not being made or the separated member does not
respond, transfer the case file to the FSO for referral to DFAS for collection assistance.  Include
notification letters in the transferred file.


16.2.11.2. If a member separates after signing block 16g, DD Form 200, but before the approving
authority assesses financial liability, give notification of the approving authority’s assessment in
the same manner as for active duty members (forwarding address can be obtained from the FSO.
If, after 90 days from initial notification, the debt is not being collected or the separated member
fails to respond, transfer the case file to the FSO for referral to DFAS for collection assistance.
Include notification letters in the transferred file.  FSO notification can also be taken before 90
days if the post office returns mail indicating it cannot locate the addressee (see paragraph 1.6.2.).


16.2.11.3. Do not send ROS files to the FSO until the procedures in this paragraph have been
accomplished unless the debtor cannot be contacted.  If files are transferred to the FSO, they must
contain the appropriation to be credited, SSN, and the member’s last known address.


16.2.12. Collection From Retired Members.  If an Air Force member retires before a ROS is com-
pleted, the following procedures apply:


16.2.12.1. If a member has not been notified of an impending financial liability before his or her
retirement, accomplish notification and disposition in the same manner as in paragraph 16.2.11.


16.2.12.2. If local collection cannot be made using procedures prescribed in this chapter, the files
are transferred to the FSO for referral to DFAS for offset against the member’s retired pay.


16.2.12.3. If a member has acknowledged an impending assessment of financial liability by sign-
ing block 16g, DD Form 200, before retirement, notification of the approving authority’s assess-
ment is accomplished in the same manner as in paragraph 16.2.11.  If local collection cannot be
made, transfer these files for collection to the FSO.


16.2.12.4. Do not send ROS files to the FSO for referral to DFAS for collection until the proce-
dures in this paragraph have been accomplished.  If files are transferred to the FSO, they must con-
tain, as a minimum, the retiree’s social security number and the amount of the debt.  In the
transmittal memorandum, request a treasury check be sent to the FSO maintaining the accounts
receivable and cite receipt account 573019.  When the check is received by the FSO, the proper
account is credited (paragraph 16.2.13.).
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16.2.13. Accounting for Collections and Receivables.   NOTE:  This paragraph is included for your
information.  The procedures listed below are accomplished primarily by DFAS.


16.2.13.1. Credit collections, whether cash or by voucher deduction, to General Fund (Miscella-
neous) Receipts, Recoveries for Government Property Lost Or Damaged (573019).  Collections
for government property lost, damaged, or destroyed of other DoD components must also cite this
receipt account.  Collections for damage to family housing are credited to the Family Housing
Management Account.  Collections for damage to unaccompanied personnel housing are credited
to the local O&M appropriation.  Collections for loss or damage to Air Force stock or industrial
fund property is credited to the appropriate division of the fund involved.  Collections for loss or
damage to property of a vendor, contractor, or another government that the United States Govern-
ment has an obligation to return are credited according to the provisions of the contractor the reg-
ulations of the theater of operations implementing the international agreement.


16.2.13.2. Refund receivable records are established by DFAS upon notification from the ROS
program manager for ROS debts that are credited to accounts other than 573019 when collected.
Receivables for uncollectible accounts may be transferred to the DFAS Debt Collection Office
only after notification and follow-up requirements in paragraph 16.2.11. have been met by the
creditor organization.  The FSO notifies the ROS program manager when the case file is trans-
ferred.  Once transferred, no further follow-up action is required by either the FSO or the ROS
program manager. For debts, where offset is available against a member’s retired pay, the DFAS
retains accountability for related refunds receivable.  DFAS makes offsets and transfers funds col-
lected to the DFAS office at the originating base (paragraph 16.2.12.) to liquidate the refunds
receivable.  Close coordination with the ROS program manager is required.


16.2.14. Cases Not Covered By Paragraph 16.2.  In these cases, the program manager should query
the FSO regarding how to address the problem.


16.3. Refunds.


16.3.1. Refund of Erroneous Collections.  If voluntary payment has been made and the missing item
is later located or when the financial liability on a ROS is reduced or canceled and collection has been
made:


16.3.1.1. The approving authority informs the individual concerned of the adjustment, authorizes
refund of the amount collected, and advises the FSO in writing to process the refund.  The refund
voucher must be supported by references to the collection voucher or military pay order (MPO)
number used for the initial collection and a copy of the document containing the reason for the
refund.


16.3.1.2. If final action on the ROS was by the intermediate command or major command
approving authority, correspondence authorizing repayment is sent to the base of origin.  Attach
the correspondence to a copy of DD Form 200.


16.3.1.3. In accordance with AFR 177-101, chapter 25, refunds cannot be disbursed directly out
of receipt account 573019.  To refund charges collected into receipt account 573019, process an
SF 1081, Voucher and Schedule of Withdrawals and Credits, debiting (taking the money out
of) 573019 and crediting (putting the money into) 57X6875.  Then process an SF 1049, Public
Voucher for Refunds, to refund the money to the member citing 57X6875.
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16.4. Members Reassigned.   If a member from whom a collection was made has been transferred from
the organization originating the charge, all concerned should refer to AFM 177-373, volume I.


16.5. Members Retired.   The approving authority notifies the FSO to prepare the refund documentation
if the member’s address is known.  The refund voucher must be properly supported by the document
authorizing the refund.  If the member’s address is not known, obtain a current mailing address from the
FSO at or from DFAS and notify the FSO accordingly.  Do not transfer the file to DFAS for refund action.


16.6. Losses Discovered After Personnel Leave the Air Force.   While this type of situation should
not occur if property records were properly cleared prior to a an officer, NCO, or civilian separating from
the Air Force, on occasion, they do.  This paragraph applies to persons who separated from the Air Force
and are not receiving any pay from the Air Force.  In these situations, an after the fact ROS should be pro-
cessed and an attempt made to obtain reimbursement for the lost, damaged, or destroyed property in the
same manner that a ROS would be processed if the person was still on an Air Force payroll.  In processing
this type of ROS, unit commanders, appointing, and approving authorities should consider taking action
against supervisors who might have been negligent in performing their duties.  See paragraph 21.4.
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Chapter 17


RECONSIDERATIONS, APPEALS, AND WAIVERS


17.1. General.   After action has been taken by the approving authority on a determination of liability
under the provisions of this manual, a ROS is not reopened, corrected, or altered in any manner except as
provided in this chapter.


17.2. Requests for Reconsideration.   The approving authority who took action on the ROS may con-
sider requests for reconsideration.  Such action may consist of:


17.2.1. Minor Corrections.  Minor corrections, which do not involve important changes in findings or
recommendations of investigating officials or in the action of appointing or approving authorities, can
usually be made by the program manager who has the original ROS on file.  Corresponding correc-
tions should be made on all other copies.


17.2.2. Cancellation.  Cancellation of a finalized ROS that was used to adjust property control
records is seldom necessary or desirable; however, the approving authority who took action may can-
cel the original ROS if circumstances warrant, such as duplicate ROS; discovery of items previously
reported as lost; and a ROS erroneously initiated to cover property belonging to activities other than
the Air Force.  The approving authority canceling a ROS notifies each activity on distribution and
ensures that any adjustment action taken is reversed.  Canceled and regular ROS are kept for six years
as prescribed in paragraph 11.6.


17.2.3. New Evidence.  If new evidence or information becomes available, the approving authority or
higher headquarters may reopen a ROS.  Amending action may be taken with or without reinvestiga-
tion; however, the approving authority may direct the investigating officer or may appoint a financial
liability officer to make whatever additional investigation has been directed or is appropriate.  Upon
completion of the additional investigation, the ROS is resubmitted through original channels to the
approving authority taking previous action.  If the approving authority taking the previous action
determines that further investigation by an investigating or financial liability officer is not necessary,
additional corrective action may be indicated on the ROS immediately or, if desired, after additional
information or evidence has been evaluated.  Notice of corrective action on a ROS must be communi-
cated through proper channels to all offices having copies.


17.2.4. Property Recovered Is Damaged.  When property believed to be lost and dropped from prop-
erty records by an approved ROS is later found but is damaged, the original ROS will be canceled and
a new ROS initiated to:


17.2.4.1. Establish responsibility for the damage.


17.2.4.2. Establish financial liability, if warranted.


17.2.4.3. Establish monetary loss or cost of repair.


17.2.4.4. Dispose of unserviceable property.


17.3. Appeals.   A person held financially liable may appeal the findings of a ROS.
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17.3.1. The appeal must be submitted in writing, and specifically state the alleged errors or injustices
occurring during the survey process.  A member may seek legal assistance in preparing an appeal.  (A
request for reconsideration based on new evidence is processed in accordance with paragraph 17.2.3.
and is not considered an appeal.)


17.3.2. Appeals must be submitted to the approving authority within 30 days of the date the individ-
ual charged is originally notified of the assessed liability; however, in cases where assessed financial
liability exceeds one month’s basic pay, the written intent to appeal must be submitted to the approv-
ing authority within 30 days and the appeal must be submitted within 60 days.


17.4. Debt Collection Actions.


17.4.1. If an individual submits an appeal, the ROS program manager notifies the individual’s servic-
ing FSO to suspend collection of the debt.


17.4.2. If an individual is scheduled for impending separation or resignation before an appeal can be
ruled on, collection of the debt will be made; however, if the appeal is approved, the person(s) will be
reimbursed.


17.5. ROS Appeal Procedures When the Approving Authority is in an Organization Below MAJ-
COM Level.


17.5.1. If the wing/installation approving authority grants the appeal, it is returned to the ROS pro-
gram manager who annotates the survey register, notifies the individual, and the individual’s servicing
FSO of the successful appeal.  The FSO cancels the indebtedness on the individual’s pay account.  If
collection was already made, the amount collected is refunded to the individual in the same manner as
for erroneous collections.  No further action is required on the appeal.


17.5.2. If the wing/installation approving authority denies the appeal, either in whole or in part, the
program manager notifies the individual and sends the complete file to the next higher commander
who takes action as outlined in Chapter 12.


17.5.3. If the next higher commander approves the appeal, it is returned to originating wing/installa-
tion for closure action; however, if the appeal is denied, the next higher commander forwards it to the
MAJCOM commander who takes final action "By Authority of the Secretary of the Air Force."  This
paragraph assumes that there is only one "next higher commander" between the wing and the MAJ-
COM.


If there are more than one, then the ROS is forwarded through command channels. All intermediate
commands must be advised of actions taken by higher headquarters so that their suspense files may be
cleared.


17.5.4. Any commander acting on a ROS appeal may exercise the discretionary options addressed in
paragraph 8.6.


17.6. Preparation of ROS Files for Forwarding.


17.6.1. The appeal file sent by the wing/installation approving authority will contain the following
papers in duplicate:


17.6.1.1. A transmittal letter with the following attachments:
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17.6.1.1.1. The appeal.


17.6.1.1.2. DD Form 200, Financial Liability Investigation of Property Loss, and support-
ing documents, if any.


17.6.1.1.3. A statement indicating the reasons for denying the appeal.


17.6.1.1.4. A STATEMENT WHICH RESPONDS TO EACH CONTENTION OR
ALLEGATION RAISED BY THE APPELLANT.


17.6.1.1.5. A statement of whether or not damaged property will be repaired.  (This is needed
only when liability is based on estimated repair costs and the damaged property has not been
repaired.)


17.6.1.1.6. Appellant’s mailing address.


17.6.1.1.7. Any additional information that would assist the next higher commander in ruling
on the appeal.


17.6.1.1.8. A statement of whether or not an amount was already collected from an appellant
and collection and, or payroll deduction voucher number, if applicable.


17.7. MAJCOM Actions and Appeals From Subordinate Headquarters.


17.7.1. If the MAJCOM commander grants the appeal, the file is returned directly to the originating
wing/installation commander for processing action by the program manger; however, the MAJCOM
will advise the intermediate headquarters of this action so that their suspense files can be closed.


17.7.2. If  the MAJCOM denies the appeal, either in whole or in part, the file is returned directly to
the originating wing/installation commander, who notifies the individual and pursues collection via
the individual’s FSO.  The MAJCOM’s appeal action is final and no further appeal may be considered.
It is taken "By Authority of The Secretary of the Air Force."


17.7.3. Actions on ROS Appeals Originating at MAJCOM level.  If the MAJCOM commander is the
approving authority and the appeal is denied, the MAJCOM commander sends the appeal to HQ
USAF/LGS, who takes final action "By Authority of the Secretary of the Air Force".  The transmittal
consists of the same documents as prescribed in paragraph 17.6. above.


17.8. Housing Damage Waivers.   Approving authorities may waive all or part of the assessed liability
for damage to government accommodations based on the circumstances in the case.  Details are outlined
in Chapter 19.
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Chapter 18


ROS PERTAINING TO VEHICLES


18.1. General.   This chapter provides guidance relating to damage to private conveyances, rental vehi-
cles, and government owned vehicles.  For the purposes of this manual, a vehicle is considered to be any
piece of equipment that moves on a solid surface either under its own power, towed, or pushed and is used
to move people or things.  A vehicle can be mounted on wheels, tracked treads, or runners and be of com-
mercial or military design.  The following are examples of vehicles;  however, it is not an all inclusive list:
sedans; pick-up and cargo trucks; prime movers; trailers; motorcycles; tracked vehicles; manual or motor
operated cranes; snow mobiles; aircraft cargo loaders; hand operated or mechanized warehouse material
handling equipment, such as warehouse tractors and trailers, forklift trucks, cranes, stackers which may be
manually or computer controlled, and any other type of mechanized materials handling item.  This list
compliments the definitions of a vehicle in Joint Publication 1-02, DOD Dictionary of Military and Asso-
ciated Terms, and Webster’s Dictionary.


18.2. Damage Involving Private Conveyances.   Damage to Air Force property resulting from opera-
tion of privately owned vehicles, boats, airplanes, or other conveyances is not generally subject to the
ROS process.  Claims, or administrative action against responsible individuals are usually pursued under
AFI 51-501 (Tort Claims) and other regulations.  If Air Force members or employees are involved, a ROS
may be processed instead of asserting a tort claim for the damage to Air Force property. These actions
must be coordinated with the legal office.


18.3. Damage to Rental Vehicles.


18.3.1. A ROS is initiated in accordance with paragraph 18.4. for damage to General Services
Administration (GSA) vehicles and commercial rental vehicles under Air Force control.  (Commercial
rental vehicles are under Air Force control when an Air Force contracting officer enters into a written
agreement with a commercial rental vehicle company to make vehicles available for government use.)


18.3.2. Damage to vehicles rented by members and employees directly from commercial companies
is not subject to the provisions of this manual, regardless of whether or not the rental was authorized
on government orders.


18.4. ROS  Guidance and Procedures for Government Vehicles.


18.4.1. General.


18.4.1.1. When to Process a Vehicle ROS.  Paragraph 18.4. provides guidance on when a ROS is
processed and when financial liability can be imposed on Air Force members and employees in
cases involving the loss, damage or destruction of government vehicles.  More significantly, in
cases involving government vehicles, the standard used for processing ROS and imposing finan-
cial liability is gross negligence, willful misconduct, or deliberate unauthorized use.


18.4.1.2. Rationale for the "Gross Negligence" Guidance.  The "gross negligence" criterion has
been adopted to eliminate the significant expenditure of resources to process reports of survey for
little monetary return to the Government, and to more equitably distribute the risk of liability asso-
ciated with government vehicle damage. Past practices had resulted in unfairly charging the vehi-
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cle operators (normally the most junior airmen and civilian employees) for motor vehicle damage,
which is commonly recognized as a normal cost of doing business.  However, the gross negligence
standard does not preclude a commander from taking other administrative or disciplinary actions
against individuals who damage government vehicles.  See paragraph 18.4.2.3.


18.4.2. Overall Guidance.


18.4.2.1. When a Vehicle ROS Is Required.  A ROS must be processed in all loss, damage, or
destruction cases if there is evidence of gross negligence, willful misconduct, deliberate unautho-
rized use, or if property records must be adjusted.


18.4.2.2. Assigning Financial Liability.  Air Force members and employees can be held finan-
cially liable only in those cases in which the loss or damage to government motor vehicles was
proximately caused by the member’s or employee’s gross negligence, willful misconduct, or delib-
erate unauthorized use.


18.4.2.3. Punishments and Administrative Actions.  The fact that a ROS was not processed or
financial liability was not imposed on the person responsible for the vehicle damage does not pre-
vent the commander from taking other action against the responsible person.  These actions
include, but are not limited to, punitive action under the UCMJ, disciplinary action under AFI
36-704, (Discipline and Adverse Actions), verbal or  written reprimands, verbal or written coun-
seling, remarks in performance evaluations, non-judicial punishment under Article 15 of the
UCMJ, or other appropriate administrative action.


18.4.3. Implementing Instructions.


18.4.3.1. Appointing Investigating Officers.  When a vehicle  is lost, damaged, or destroyed, the
"approving or  appointing authority" or the commander of the organization that has possession of
the vehicle will appoint an investigating officer who will ascertain the facts in the case and make
a recommendation to the "approving or appointing authority" on whether or not processing a ROS
is required.  This also applies to vehicles that may be deployed or issued on hand receipt to indi-
viduals outside of the owning organization.  General procedures for processing a ROS are con-
tained in Chapter 4.  Investigating officer duties are described in Chapter 7.  Time frames for
processing a ROS are addressed in Chapter 5.


18.4.3.2. Requirement for Impartial Investigating Officers.  Generally, the squadron vehicle
control officer or vehicle control NCO cannot be appointed as investigating officers because,
in most cases involving damaged vehicles, these individuals do not meet the "disinterested"
or "impartial" requirement necessary for investigating officers.  See paragraph 7.1.2.


18.4.3.3. Vehicle Accident Reports.  A motor vehicle accident investigation report prepared by
security police personnel, civilian law enforcement authorities, or transportation/vehicle control
officers may be used by the investigating officer to determine whether there is evidence of gross
negligence, willful misconduct, or deliberate unauthorized use.  The accident investigation report
can be used for this purpose only if it thoroughly documents the facts and circumstances of the
damage.


18.4.3.4. Other Accident Investigations.  If an accident investigation report was not accom-
plished, has insufficient information, or leaves doubt that all facts have been presented, then the
investigating officer must conduct an investigation to determine all facts and circumstances of the
damage.
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18.4.3.5. Investigating Officer’s Recommendations.   After reviewing the facts and circumstances
of the damage, the investigating officer must make a written recommendation to the  "approving
or the appointing authority" as to whether or not a ROS is required.  The investigating officer will
provide a copy to the ROS program manager.  After considering the investigating officer’s recom-
mendation, the "approving or the appointing authority" makes the final decision on whether or not
a ROS will be processed.  The ROS program manager will be advised of this decision.


18.4.3.5.1. Recommendation Not to Process a ROS.  If the facts and circumstances clearly
indicate the absence of gross negligence, willful misconduct or deliberate unauthorized use,
the investigating officer makes a written recommendation to the "approving or the appointing
authority" that a ROS is not required and no financial liability should be imposed; however, if
property records must be adjusted, a ROS must be processed.  The investigating officer pro-
vides a copy of the recommendation to the ROS program manager.


18.4.3.5.2. Recommendation that a ROS Be Processed.  If the facts and circumstances indi-
cate the presence of gross negligence, willful misconduct or deliberate unauthorized use, or if
property records must be adjusted, the investigating officer makes a recommendation to the
"approving or the appointing authority" that a ROS is required and should be processed.  The
investigating officer provides a copy of this recommendation to the ROS program manager.


18.4.3.6. Withdrawing O&M Funds.  Whether or not a ROS is processed under the procedures set
forth in Chapter 4, wing or installation commanders should consider withdrawing operation and
maintenance (O&M) funds from the unit to which the responsible individual is assigned and trans-
ferring these funds to the organization that must repair the damage.  See paragraph 2.3.5., Penal-
izing Units Whose Members Abuse Property.


18.4.3.7. Unit Reviews of Accident Records and Program Managers’ Trend Data.  This sub-para-
graph requires action by commanders or approving authorities, organizations which have acci-
dents, and program managers. It has two purposes.


18.4.3.7.1. The first is to ensure that commanders of units involved in accidents review their
loss, damage, or destruction data so that corrective action may be taken to prevent recurrences,
to ensure a ROS is processed when required, and cases are reviewed to determine if disciplin-
ary or administrative action should be taken against the individuals involved in the accidents.


18.4.3.7.2. The second is to enable the ROS program manager to develop trend data which
can be presented to the commander or the approving authority.  To gather this information, the
program manager will make an entry on the  AF Form 453 indicating that an accident
occurred.  It also will provide a reason why a ROS was not processed.  It is a base or MAJ-
COM responsibility to prescribe the type of information that will satisfy the trend data require-
ment.
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Chapter 19


ROS PERTAINING TO GOVERNMENT HOUSING


19.1. General.   Paragraph 0707 of the DoDR cited in paragraph 1.2.2. of this manual outlines DoD pol-
icy pertaining to government housing liability.  Some portions of paragraph 0707 are included in this
chapter that prescribes the liability of military personnel for the loss, damage, or destruction of govern-
ment housing (family housing or unaccompanied personnel housing).  It also describes minimum require-
ments for assessing financial liability when government housing, including equipment or furnishings
therein, is lost, damaged or destroyed.  Government housing within the scope of this chapter includes both
permanent and temporary quarters either owned by, or controlled by, the U.S. Government.


19.2. Determination of Proximate Cause.   A member of a Military Service shall be held liable to the
United States for the loss, damage or destruction of family housing or an unaccompanied personnel hous-
ing unit assigned to a member, including equipment and furnishings therein, when a determination is
made that the loss, damage or destruction was proximately caused by the abuse or negligence of the mem-
ber, a dependent of the member, or a guest either of the member or the member’s dependent.


19.3. Financial Liability of Occupants.   Financial liability against personnel for loss, damage or
destruction of government housing, including equipment and furnishings is assessed for the full amount
of the loss if the loss, damage or destruction was proximately caused by gross negligence or abuse.  Lia-
bility of occupants for damage to government housing and related equipment and furnishings is pre-
scribed in 10 U.S.C. Section 2775 and DoD 4165.63-M.


19.4. Determination of Negligence.   Determinations must be made on whether the loss or damage to
government housing was proximately caused by simple or gross negligence or abuse of the member, the
member’s dependents, or guests of either.


19.4.1. When the proximate cause of the loss or damage is determined to be gross negligence or
abuse, the financial liability of the member is for the total amount of the loss to the government.
Where a member’s dependent or guest causes a loss or damage through gross negligence or abuse, the
member is fully liable for the loss or damage if the member was "on notice" of the particular risk
involved and failed to exercise reasonable, available opportunities to prevent or limit the loss or dam-
age.In the absence of evidence to the contrary, the member is presumed to have been "on notice" of
any risks attending the activities of family members and guest(s) on the premises.


19.4.2. Where simple negligence is determined to be the proximate cause of the loss or damage, the
financial liability of the member is limited to an amount equal to basic pay for one month at the rate in
effect at the time of the loss, or the amount of the loss, whichever is less.


19.4.3. A member is liable for damages to or failure to satisfactorily clean any assigned family hous-
ing or unaccompanied personnel housing unit (including loss or damage to equipment and furnishings
therein) if a ROS determines that the loss or damage was caused by the member’s negligence or delib-
erate unauthorized use of such unit.


19.4.4. ROS on members who damage nonassigned quarters are subject to the guidance contained in
paragraphs 19.1. through 19.3.  If both assigned and nonassigned quarters are damaged in the same
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incident, a member may be held liable for damage to assigned quarters, and may also be held liable for
damage to nonassigned quarters up to one month’s basic pay.  Under these circumstances, total liabil-
ity for all quarters damaged in a single incident may not exceed one month’s basic pay, unless gross
negligence or willful misconduct is involved.


19.4.5. If assigned quarters and personal or organizational equipment are damaged in the same inci-
dent, a member may be held liable for quarters damage and may also be held liable for damage to the
personal or organizational equipment.


19.5. Responsibility for Submitting a ROS.   The civil engineer (CE) is responsible for preparing a
ROS applicable to housing damage because the CE is both the custodian and the accountable officer for
the housing and the contents.  This is different from the normal equipment item that is on the accountable
records of one person but another organization or person in that organization has custodial responsibility
for the item.  For these items the unit commander (custodian) prepares the ROS.


19.6. Waiver Provisions - Housing Damage.   10 U.S.C. Section 2775 provides for waiver of liability
arising under conditions in paragraphs 19.1.  through 19.3. The waiver applies to both family housing and
unaccompanied personnel housing.  The Secretary of the Air Force may waive an uncollected claim of the
United States if he or his designee, based upon the unique circumstances of an individual case, determines
that the waiver of the claim is in the best interests of the United States. This authority is delegated to the
ROS approving and appellate authorities.  Detailed procedures follow.


19.7. Waiver Consideration for Housing Damage.   Liability resulting from damage to assigned fam-
ily housing or unaccompanied housing (including equipment and furnishings therein) is subject to waiver
by the ROS approving authority.  Liability may be waived, in whole or in part, by the approving authority
if, based upon the unique circumstances of an individual case, it is determined that the waiver is in the
best interest of the Untied States.


19.7.1. Factors To Be Considered.  In determining whether or not liability should be waived by the
approving authority, factors to be considered may include, but are not limited to the following:


19.7.1.1. Degree of abuse or negligence involved.


19.7.1.2. Where damage was caused by a dependent or guest, whether or not the member or the
member’s spouse was on notice of the activities in question and exercised available opportunities
for preventing or limiting the damage, or otherwise exercised proper control over dependents or
guests.


19.7.1.3. The extent, if any, to which involuntary collection would cause substantial financial
hardship, constitute a clear injustice, or adversely impact unit morale and discipline.


19.7.1.4. Available government remedies against other culpable persons, and the relative culpa-
bility of all persons whose actions or omissions contributed to the damage or loss.


19.7.1.5. Any prior instances of abusive or negligent conduct toward government property.


19.7.1.6. In overseas areas, the unavailability of private insurance to cover the liability of individ-
uals who would normally be insurable in the United States.
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19.7.2. Waiver Procedures.  A member may specifically request a waiver and provide support for the
request in writing.  In the absence of such a request, the approving authority still considers the appro-
priateness of granting a waiver based on the information in the ROS.


19.7.2.1. Individual Charged.  Once a member has been notified that charges are being considered
for damage to government housing, he or she is advised of certain options available.  One of these
options is to submit a fully substantiated waiver request to the approving authority.  If the member
elects to request waiver, it is submitted to the ROS program manager at the same time the DD
Form 200 (with block 16 completed) is returned to the program manager.


19.7.2.2. If waiver request is received along with the DD Form 200 (with block 16 completed),
the program manager sends the waiver and the DD Form 200 through the appointing authority to
the approving authority.


19.7.2.3. The appointing authority takes no action on the waiver, sending the waiver request to the
approving authority with the DD Form 200 (after completing block 13).  While the appointing
authority has no active role in waiver determinations, he or she may direct that corrections be
made if policies and procedures relating to waivershave not been adhered to.


19.7.2.4. Approving Authority.  If the approving authority has assessed financial liability, he or
she immediately decides whether or not to waiver that liability by considering the factors in Chap-
ter 17.  A wavier is considered regardless of whether or not a member specifically requests a
waiver.  If the approving authority waives the liability in full, disposition is the same as for relief
of liability.  The program manager advises member and the FSO that the debt is canceled.  If the
approving authority does not waive the liability in full, the member is so notified and is advised of
what further options for relief are available.


19.7.2.5. Upon receipt of an adverse waiver determination, a member may appeal the determina-
tion of liability under procedures in paragraph 17.3., or request further waiver consideration by the
MAJCOM commander.  These options must be exercised within 30 days of the date the member is
notified of the assessment of liability.  The options must be elected concurrently, and not sequen-
tially, within 30 days, and the election may not be changed except to withdraw an option.  If either
or both options are elected, the following procedures apply:


19.7.2.5.1. If a member appeals a determination of liability under procedures in paragraph
17.3., and also requests further waiver consideration by the MAJCOM commander, the two
actions are considered concurrently.  The approving authority considers the appeal of the
assessment of liability.  If the appeal is denied, the entire appeal and waiver package is sent to
the MAJCOM commander for final action on the appeal and the waiver.  The MAJCOM com-
mander first considers the appeal, and, if denied, immediately considers the waiver.


19.7.2.5.2. If a member elects to submit an appeal only, procedures in paragraph 17.3. apply.


19.7.2.5.3. If a member elects to only request a waiver, the approving authority reviews the
ROS file.  If the waiver request is disapproved, the case is sent to the next higher headquarters
for action on the waiver.  The waiver package consists of the same documentation as in para-
graph 17.3. substituting "waiver" for "appeal."


19.7.2.6. If the MAJCOM commander waives the liability in full, the file is returned to the wing
approving authority for action by the ROS program manager who annotates the survey register
and notifies the individual and the individual’s servicing FSO of the waiver.  The FSO cancels the
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outstanding indebtedness on the individual’s pay account.  Because the waiver authority only
relates to outstanding claims of the United States, any amount of a housing damage debt collected
before the waiver is requested may not be refunded.


19.7.2.7. If the MAJCOM commander does not waive the liability in full, the file is returned to
the base for action by the ROS program manager, who notifies the individual and pursues collec-
tion via the individual’s servicing FSO.  If part of the liability is waived, the FSO reduces the debt
and collects the remaining amount.


19.7.2.8. Waiver determinations made by the MAJCOM commander are final.


19.7.2.8.1. If liability is not waived in full by the MAJCOM commander, an enlisted member
may request remission by HQ USAF/LGS, using the Air Force procedures and criteria estab-
lished under 10 U.S.C. Section 9837.


19.7.2.8.2. Officers may request waiver consideration by the Secretary of the Air Force under
the authority of 10 U.S.C. Section 2775, but the procedures and criteria used in considering
such a waiver are those established by the Air Force under 10 U.S.C. Section 9837.  That is,
enlisted and officers both use remission channels rather than ROS channels to obtain consider-
ation by the Secretary of the Air Force.  AFM 177-373, volume I, applies.


19.7.2.9. In cases where the MAJCOM commander is the approving authority on the ROS and the
waiver is denied, the MAJCOM commander sends the waiver request to HQ USAF/LGS for con-
sideration.  HQ USAF/LGS follows procedures that are similar to those for the MAJCOM com-
mander.


19.8. Action and Processing of Housing Liability Waivers.


19.8.1. Waiver requests can be processed through channels from the wing/installation commander to
the next higher commander.  In these cases the next higher commander takes one of two actions.


19.8.1.1. Takes final action disapproving the waiver request "By Authority of the Secretary of the
Air Force," if the MAJCOM has authorized this by written delegation of authority.


19.8.1.2. Forwards the waiver request to the next higher commander, probably the MAJCOM, for
action if the commander above wing level has not been given disapproval authority.


19.8.2. MAJCOM Actions.


19.8.2.1. The MAJCOM commander takes final disapproval action "By Authority of the Secre-
tary of the Air Force" on waiver requests where liability was not waived by lower-level organiza-
tions.


19.8.2.2. If the MAJCOM commander was the approving authority on the ROS for which a
waiver request was submitted, and does not waive the liability, sends the waiver request to HQ
USAF/LGS for final action.


19.8.2.3. USAF/LGS takes final action "By Authority of the Secretary of the Air Force" on
waiver requests where liability is not waived by the MAJCOM commander.
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Chapter 20


SUPPLY SYSTEM AND PETROLEUM STOCKS


20.1. General.   This chapter applies to Air Force property defined as "supply system stocks" and con-
tains procedures to be followed when discrepancies are discovered. Retail bulk petroleum stocks also are
addressed.  Supply system stocks are those inventories where a stock record account is required to be
maintained, showing by item the receipt, issue, and disposal of property, the balances on hand, and such
other identifying or stock control data as may be required.  This includes in-stores wholesale and retail
inventories financed by stock funds and other appropriations for issue to end-use customers.  Wholesale
stocks are the responsibility of Defense Logistics Agency (DLA).


20.2. Guidance.   Accountable officers for supply system stocks are liable for the full amount of the loss,
damage, or destruction of property for which they are accountable when the loss, damage, or destruction
is proximately caused by their negligence, willful misconduct, or deliberate unauthorized use.  Liability
for the full amount is addressed in paragraph C.4.6. of the DoD directive cited in paragraph 1.2. 


20.3. DoD Supply System Stocks Procedures.   The following is an extract of the DoD Regulation
cited in paragraph 1.2.2. as it pertains to supply system stocks and is provided for guidance.


“0708 SUPPLY SYSTEM MATERIEL


“070801.  Purpose.  This section applies to personal property defined as "supply system m
riel" and contains procedures to be followed when inventory losses are discovered.  The pro
of this chapter are applicable to all activities accountable for supply system materiel including
fund and other inventories (e.g., appropriated fund, industrial fund, etc.).


“070802.  Inventory.  Physical inventories shall be taken in accordance with the provisions
tained in this Regulation and DoD Instruction 4140.35 "Physical Inventory Control for DoD Su
System Material."


“A.  Discrepancies.  Despite the safeguards established by DoD Components in the
and maintenance of supply system stocks, discrepancies may occur between stock rec
ances and materiel in storage.  These discrepancies are subject to postcount validation
justment research, and causative research, as prescribed in chapter 7 of DoD 4000.2
"Military Standard Transaction Reporting and Accounting Procedures (MILSTRAP)."


“B.  Adjustments.  An adjustment shall be made to the inventory and financial record
bring those records into balance after appropriate research. Care should be taken to pro
transactions correctly (e.g., an issue posted twice should be corrected by a reversal (cred
action), not as a loss of inventory).  These types of corrected discrepancies are referre
resolved discrepancies. For unresolved inventory losses, an inventory adjustment docum
a DD Form 200 shall be used to substantiate adjusting the inventory and accounting rec
the stock on hand and to provide relief from property accountability or responsibility.


“C.  Causative Research


“1.  Causative research shall be conducted for all inventory discrepancies tha
any of the criteria specified in DoD 4000.25-2-M, "Military Standard Transaction Rep
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ing and Accounting Procedures (MILSTRAP)."  For inventory discrepancies which do not
meet the criteria for performing causative research, a justification for adjusting the inven-
tory and accounting records and relief from property accountability shall be provided by
means of an inventory adjustment document in accordance with section D. below.


“2.  One of the purposes of this research is to either establish liability or provide 
from accountability for the accountable and/or responsible officer(s) for the loss, da
or destruction of supply system materiel.


“3.  Another purpose of the research is to determine if the loss to the governmen
proximately caused by the negligence or abuse of individuals.  If an individual ac
responsibility for the loss, damage or destruction of supply system materiel and volun
reimburses the government, a DD Form 200 is not required.  The collection vouche
be used to adjust the financial and property records.


“D.  DD Form 200 Used in Substantiating Inventory Loss Adjustments.  When authorized,
the reviewing authority may approve physical inventory adjustments equal to or less
$50,000, when negligence or abuse is not evident or suspected.  When negligence or a
evident or suspected, the reviewing authority initiates and forwards the DD Form 200 
appointing authority for action. The financial liability investigation shall be used to substan
adjusting the stock record, and providing relief from property accountability.


“070803.  Resolved Inventory Losses


“A.  Accountability.  The data developed by postcount validation, preadjustment rese
and causative research shall be utilized to prepare correcting documentation so that the
tory accounting systems may be updated.  These adjustments shall be processed in ac
with this Regulation and DoD 4000.25-2-M.


“B.  Statistics.  This type of data shall be classified in accordance with chapter 7 of 
4000.25-2-M and the data accumulated to identify trends and problem areas.


“070804.  Unresolved Inventory Losses that Do Not Meet the Criteria for an Investigation


“A.  Accountability.  Relief from property accountability and justification for the adju
ment of the inventory and accounting records to the inventory on hand shall be provid
means of an inventory adjustment document. The detail data requirements and proced
preparing and processing the inventory adjustment document shall be as prescribed in a
ate DoD Component implementing documents.


“B.  Authority for Adjustment.  If the cause or probable cause of the discrepancy has
been determined, and the discrepancy does not qualify for causative research, this pa
shall be cited as authority for relieving the accountable officer of accountability.


 “C.  Statistics.  See paragraph 070803.B, above.


 “070805.  Unresolved Inventory Losses - Causative Research Indicates No Personal Re
bility


“A.  Accountability.  See paragraph 070804.A, above.
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“B.  Statistics.  The type of inventory losses shall be categorized and accumulated by
gory to identify trends and/or problem areas in accounting or supply system procedu
accordance with chapter 7 of DoD 4000-25.2.M.


“070806.  Unresolved Inventory Losses - Causative Research Indicates Evidence of P
Responsibility


“A.  Method of Adjustment.  A financial liability investigation shall be used to suppo
adjustment of the inventory and accounting records to the actual inventory on hand 
relieve the accountable officer of accountability.


“B.  Statistics.  See paragraph 070805.B, above.


            “070807.  Criteria for an Investigation.  A financial liability investigation shall be initi-
ated on all unresolved inventory discrepancies for each stock number that meets any of the fo
criteria:


“A.  Gains and losses of sensitive items (e.g., drugs, precious metals, hazardous m
small arms, ammunition, explosives), regardless of dollar value.


“B.  Gains and losses of classified items, regardless of dollar value.


“C.  Gains and losses of pilferable items when the unit price times the quantity is eq
or greater than $2,500.00 for each stock number.


“D.  Any inventory loss when there is an indication or suspicion of fraud, theft or n
gence.


“E.  Repetitive losses when the cumulative dollar value of the inventory losses equ
exceeds the projected cost of the financial liability investigation.


“F.  Bulk petroleum when the loss exceeds the stated allowance.


            “070808.  Procedures for an Investigation


“A.  Accountability and Responsibility.  For unresolved inventory losses which meet t
criteria set forth in paragraphs 070806 and 070807, above, a DD Form 200 is required to
accountable or responsible officers from responsibility, to substantiate adjustment of the 
tory and accounting records to the inventory on hand, and to identify problem areas or tre
corrective actions. A financial liability investigation should be conducted by a person w
not directly supervised by the accountable or responsible officer.  It shall include, as a
mum, the following actions:


“1.  Review and evaluate existing procedures for their adequacy in protecting 
erty.


“2.  Determine compliance with prescribed regulations and procedures.


“3.  Determine who is involved and what responsibilities they have been assign


“4.  Determine whether negligence or abuse is evident.


 “5.  Review of causative research conducted.


“6.  Determine the cause or the probable cause of the inventory loss.


“7.  Recommend actions to minimize recurrence of the inventory loss.
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  “B.  Review the Adequacy of Procedures in Protecting Property.


“1.  Physical Security Review.  Determine if storage facilities are adequate to ens
proper safeguarding of all items, especially those items that are sensitive, classif
subject to pilferage.  The review should include an evaluation of compliance with re
tory requirements, procedures to determine degree of susceptibility of items to theft 
ferage, and lessons to be learned from losses that have been experienced.


“2.  Receipt, Storage, and Shipment Procedures Review. Determine if adequate pro
cedures exist to prevent loss from theft or pilferage during receipt, storage, or ship
The degree of protection should be commensurate with statutory and regulatory re
ments, the degree of susceptibility to theft or pilferage, and experienced losses.


  “C.  Determine Procedural Compliance.  Determine if the responsible persons have co
plied with existing procedures to protect Government property.  If they have not complied
the procedures, determine if they failed to comply or were instructed not to comply.”


20.4. Air Force Procedures Implementing DoD Policy.


20.4.1. Discrepancies in supply system stocks may occur between stock record account balan
materiel in storage.  DLA will investigate these discrepancies to determine the reason f
out-of-balance condition.  If the initial investigation reveals that the discrepancy is the resu
paperwork or posting error, make an accounting adjustment to bring the appropriate records i
ance.  Accounting adjustments are prescribed in AFI 33-112.


20.4.2. If the initial investigation does not identify the cause of the discrepancy and if the discre
does not meet the requirements for a mandatory ROS (Chapter 3), use an inventory adjustment doc
ument to adjust the stock record account.


20.4.3. If the initial investigation does not identify the cause of the discrepancy and the discre
meets the requirement for a ROS, a further investigation must be conducted by disinterested
addressed in Chapter 7.  Document the results of the investigation on DD Form 200, Financial Lia-
bility Investigation of Property Loss. Use the ROS to substantiate adjustment of the stock re
account, to recommend corrective action, and to determine the financial responsibility of the ac
able officer or any other person involved in the discrepancy.  The suspense copy of DD Form 2
be used to adjust the inventory control record pending receipt of the approved DD Form 200.


20.4.4. As a minimum, the investigation will cover the requirements listed in the DoD parag
070808 contained in paragraph 20.3.


20.5. Corrective Action Statement.   In cases where the investigation determines any type of deficie
in the control of or accounting for property, a statement must be made in block 10, DD Form 200,
action taken to prevent recurrence of the discrepancy.


20.6. Accountable Officer Signature.   DD Form 200, block 17e, Accountable Officer, must be sign
by the local inventory manager having accountability for supply system stocks (for example, chief 
ply, base fuels management officer, medical supply officer, etc.).


20.7. Reviewing Authority Signature.   For supply system stocks, DD Form 200, block 12f, must
signed by the reviewing authority.
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20.8. Retail Bulk Petroleum Losses.


20.8.1. Except for minor changes, the following is extracted from paragraph 0709, "Petroleum Prod-
uct/Losses" contained in DoD Reference cited in paragraph 1.2.2.


20.8.1.1. Loss Expectancy.  Some losses are unavoidable in the handling and storage of volatile
products.  These losses can be controlled by management actions to limit the rates of loss for such
products so that standards are not exceeded.  For this reason, volume II, chapter 10, of DoD
4140.25-M, Management of Bulk Petroleum Products, Storage and Distribution Facilities, pro-
vides authorized loss allowances to accommodate product losses normally expected.  Categories
of losses are defined in volume II, chapter 11, of DoD 4140.25-M.


20.8.1.2. Any trends, such as a pattern of losses within the allowable percentage, require further
research and investigation.  These losses shall be researched and reported in accordance with sec-
tion 0708 of the DoD procedure.







84 AFMAN23-220   1 JULY 1996

Chapter 21


ROS PERTAINING TO PROPERTY RECORD ITEMS


21.1. General.   This chapter applies to Air Force property defined as "property record items" and con-
tains procedures to be followed when discrepancies are found.Property record items includes all Air Force
accountable property other than supply system stocks, which are addressed in Chapter 20.  Definitions of
property record items are in paragraph 21.3.  Property record items are not mentioned by DoD in the ref-
erences cited in paragraph 1.2.


21.2. Guidance.   A ROS is normally required for property record items lost, damaged, or destroyed.
There are situations when a ROS is mandatory and other situations when one is not prepared.  See Chap-
ter 3 that outlines when a ROS is or is not required.


21.3. Definition of Property Record Items.   This category of property includes the following DoD
definitions:


21.3.1. Military Real Property.  Lands, buildings, structures, utilities systems, and improvements and
appurtenances thereto.  It includes equipment attached to and made part of buildings and structures
(such as plant equipment).  Also, it includes installed equipment, such as fixed overhead crane run-
ways, elevators, lavatories, plumbing, and electrical systems.  Machine tools and production equip-
ment are not included under this category.


21.3.2. Military Personal Property.  Accountable property of any kind except real property as defined
above, supply system stocks, and tools used or capable of use in the manufacture of supplies or in the
performance of services or for any administrative or general plant purposed.


21.3.3. Inventories Held in Industrial Funds.  Property of the Department of Defense consisting of
raw materials, supplies, and work in process held in all industrial funds.


21.3.4. Weapons and Other Military Equipment in Use.  Equipment that generally comprises items of
materiel assigned to using units and includes all major weapons and supporting equipment.  Examples
of equipment are aircraft, missiles, tanks, combat vehicles, communications, and electronics systems,
heavy support equipment, ships, service draft boats, floating derricks, harbor tugs, and ammunition.


21.3.5. Plant Equipment.  Property of a capital nature (consisting of machinery, equipment, furniture,
vehicles, machine tools, accessory and auxiliary items, but excluding special tooling), and used or
capable of use in the manufacture of supplies, or in the performance of services, or for any administra-
tive, or general plant purposes.


21.3.6. Excess, Surplus, and Foreign Excess Personal Property.  Personal property on which disposal
action has been initiated by the DoD component.  It may have come from supply system inventories
or from equipment in use.  In either case, accountability is dropped at the time of transfer from the
owning agency to the property disposal agency.


21.3.7. Government Furnished Property (GFM).  GFM is described in the Federal Acquisition Regu-
lation (FAR), part 45.  Examples of such equipment are aircraft engines, electronic systems, and other
parts that are furnished to a contractor by contracting offices for incorporation into an airplane, ship,
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or other weapon system. The contracting officer to whom the contractor is assigned is responsible for
complying with the applicable provisions of the FAR.


21.4.  Losses Resulting From Non-Compliance With Account Transfer Procedures Upon Change of
Custodians.


21.4.1. AFMAN 67-1 (AFMAN 23-110), Volume II, prescribes procedures to follow when property
custodians are changed.  They require that a joint inventory be conducted by the old and the new cus-
todian, that any missing items be recorded, that a copy of the property record balance signed by the
new custodian be provided to the old custodian, and that in cases of a PCS, the clearance record of the
outgoing custodian be initialed to indicate the custodian’s account is clear and that the custodian can
comply with the PCS orders.


21.4.2. If the custodial records are not in compliance with existing procedures, the clearance record
will not be signed and, unless the wing/installation commander directs otherwise, the PCS will be held
up until the custodial records are properly processed.


21.4.3. If the custodial records are incorrect and property is unaccounted for because of non-compli-
ance with custodial transfer procedures, the custodians, any supervisors, or other personnel directly
involved in the transfer or who are responsible to see that proper procedures were followed will be
considered contributorially negligent when the ROS is investigated because they created or condoned
conditions or practices which favored the loss or damage of property.


21.4.4. These procedures are not applicable to transfer of custodianship in theaters of operations or in
combat situations unless implemented by the wing/installation commander.
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Chapter 22


AIR NATIONAL GUARD


22.1. General.   This chapter prescribes ROS guidance and procedures unique to the Air National Guard
(ANG).  The preceding chapters govern guidance and procedures not covered in this chapter.


22.2. Guidance.


22.2.1. All ANG personnel, including civilian employees, active guard and reserve (AGR), and mili-
tary technicians are responsible at all times for the proper care and safekeeping of United States prop-
erty.  All commanders are responsible for government real and personal property under their control.


22.2.2. Financial liability for the loss, damage, or destruction of United States property issued to the
ANG is assessed as follows:


22.2.2.1. Against an ANG member when the loss, damage, or destruction is caused by the mem-
ber’s negligence or willful misconduct in performing ANG military duties or as a result of deliber-
ate unauthorized use of the property.


22.2.2.2. Against the state when the loss, damage, or destruction is incident to duty or activity
under the laws of, and in direct support of, the authorities of the state, regardless of who was actu-
ally using the property at the time.


22.2.2.3. Against the full-time employee (civilian, AGR, or military technician) incident to
employment as an ANG employee when the loss, damage, or destruction was caused by negli-
gence, willful misconduct, or deliberate unauthorized use of the property.


22.3. ANG ROS Guidance.


22.3.1. The following are ANG exceptions to requirements in other parts of this manual:


22.3.1.1. The monthly basic pay in the ANG is defined as:


22.3.1.1.1. For ANG members and AGR employees - 30 days of basic pay at the grade and
years of service of the member.


22.3.1.1.2. For civilian employees and military technicians - one twelfth of the annual salary
at the grade and step of the employee or technician.  Annual salary is determined by multiply-
ing the current hourly rate by 2,087 hours.


22.3.1.1.3. Unless other arrangements have been made with the MAJCOM of a tenant activ-
ity, the ANG approving authority will not process any ROS for non-ANG tenant activities on,
or attached for logistic support to, an ANG installation.  If the non-ANG tenant is a detach-
ment of the Air National Guard Readiness Center (ANGRC) Andrews AFB, Maryland, the
approving authority is the ANGRC commander or designee;  however, the host chief of Sup-
ply requires a suspense copy of a non-ANG tenant’s ROS on property accounted for on Equip-
ment Authorization Inventory Data (EAID) records, individual clothing and equipment
records, and other similar types of accountable records or custody receipts for the ANG chief
of Supply.
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22.4. ANG Approving and Appointing Authorities.


22.4.1. The Assistant Deputy Adjutant General--Air is the approving and appointing authority except
where possible state liability is involved or in those cases where there is no Assistant Deputy Adjutant
General--Air, in which case the Director, Air National Guard is the approving and appointing author-
ity.  The Assistant/Deputy Adjutant General--Air or the Director Air National Guard may delegate this
authority to the United States Property and Fiscal Officer (USPFO).


22.4.2. The ANG approving and appointing authority:


22.4.2.1. Takes action on all ROS for United States property issued to the ANG that is lost, dam-
aged, or destroyed.


22.4.2.2. Designates in writing the officer or individual responsible for administering the ROS
program.  See Chapter 11 for duties and responsibilities of the ROS program manager.


22.4.2.3. A person directly responsible or having custodial responsibility for property listed on a
ROS is not authorized to act as approving authority on that ROS.  In such cases, the next higher
level of authority acts as the approving authority for that ROS.


22.4.2.4. ROS involving state liability are forwarded through the Adjutant General or designee,
for comments, to the appropriate air directorate division for property (NGB/LG), real property
(NGB/DE), or fiscal (NGB/FM).  The appropriate air directorate division provides comments and,
or recommendations and forwards through the legal office (NGB/JA) to the Director, Air National
Guard (NGB/CF), who has final approval and disapproval authority.


22.5. ANG Senior Host-Base Commander.


22.5.1. Complies with all guidance and procedures in this manual.


22.5.2. Reviews each ROS involving an ANG unit within his or her command.  After making a
review and recommendation, the host-base commander forwards the complete report to the approving
and appointing authority.


22.6. Supply System Stocks - ANG Exceptions.   The following are ANG exceptions to these proce-
dures.


22.6.1. The USPFO has appointed an Assistant USPFO for Air (Property) at each ANG flying base
who is accountable for all United States property in the possession of all ANG units supported by the
base.


22.6.2. DD Form 200, Financial Liability Investigation of Property Loss, block 17e, Accountable
Officer, must be signed by the Assistant USPFO for Air (Property).


22.6.3. DD Form 200, block 12f, Responsible Officer, must be signed by the Chief of Supply.


22.7. Property Record Items - ANG Implementation.   The ANG accountable officers for these items
are:


22.7.1. Assistant USPFO for Air (Property) for military personal property, weapons and other mili-
tary equipment in-use, and plant equipment.







88 AFMAN23-220   1 JULY 1996

22.7.2. Assistant USPFO for Air (Real Property) for military real property as defined in paragraph
21.3.


22.7.3. The Assistant USPFO for Air (Fiscal) for all ANG funds.


22.8. Preparing ROS and Voluntary Payment Documents.


22.8.1. Procedures are in Chapter 14.


22.8.2. Initiate adjustment documents, a ROS, or statement of charges within 45 calendar days after
discovery of loss, damage, or destruction of property.


22.9. Additional Actions Required for ANG ROS.


22.9.1. The financial liability officer must be a commissioned officer, NCO (E-7 or above), or a civil-
ian employee (GS-7 or above, or WG/WL/WS-15 or above).


22.9.2. After recording his or her findings, the financial liability officer should continue with his or
her recommendation in block 15.  A recommendation of pecuniary liability of relief from liability and/
or responsibility is made for each individual involved.


22.9.3. Where the financial liability officer finds that the loss, damage, or destruction of the property
was the result of negligence, willful misconduct, or deliberate unauthorized use, he or she enters one
of the following recommendations in block 15:


22.9.3.1. The state be held liable.


22.9.3.2. The military member of the ANG be held liable and the state exonerated.


22.9.3.3. The state and the ANG member or employee be held jointly and severely liable.


22.9.3.4. The ANG employee (AGR, military technician, or civilian) be held liable.


22.9.4. After the financial liability officer completes his or her action, all copies of the report and
attachments are returned to the approving and/or appointing authority through the senior host-base
commander.  The financial liability officer is not relieved from this detail until the ANG approving
authority takes action on the ROS.


22.10. Collection From States, ANG Members, and ANG Technicians.


22.10.1. Where the state is held liable, the approving authority (Director, Air National Guard) directs
the appropriate adjutant general to initiate collection action for the entire loss to the United States
Government.  Liability charged to a state is paid from state funds, or from any other non-federal funds.


22.10.2. When the state is found jointly and severally liable with one or more ANG member or tech-
nician, the state’s liability is equal to that of the ANG member or technician.


22.10.3. Collections from ANG members and ANG technicians are accomplished as prescribed in
Chapter 16.


22.11. ROS Appeal - ANG Implementation.


22.11.1. ANG members or employees and states may appeal ROS that assess financial liability.
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22.11.2. A ROS that assesses financial liability and is appealed by an ANG member or employee is
forwarded to the Assistant/Deputy Adjutant General -Air or designee, who either:


22.11.2.1. Approves the appeal and directs relief of the financial liability.


22.11.2.2. Disapproves the appeal and forwards it to the legal officer for review and recommen-
dation to the State Adjutant General who has final approval and disapproval authority.


22.11.3. A ROS that assesses financial liability and is appealed by a state, either solely or jointly with
an ANG member or employee, is forwarded to the National Guard Bureau legal office, (NGB/JA) for
review and recommendation to the Director, Air National Guard, (NGB/CF) who either:


22.11.3.1. Approves the appeal and directs relief of the pecuniary liability.


22.11.3.2. Disapproves the appeal and forwards to the Chief, National Guard (NGB/CC) who has
final approval and disapproval authority.


22.11.4. All approvals and disapprovals are "By Authority of the Secretary of the Air Force."


22.12. Forms Prescribed.   AF Form 20, AF Form 453, and DD Form 200.


22.12.1. Local forms will not be developed to support this operation.


GEORGE T. BABBITT,  Lt General, USAF
DCS/Logistics
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Attachment 1


GLOSSARY OF ABBREVIATIONS, ACRONYMS, AND TERMS


Abbreviations and Acronyms


AF—Air Force


AFMC— Air Force Materiel Command


AFMCM— Air Force Materiel Command Manual


AFRE—Air Force Reserve


AFM— Air Force Manual


AGR—Active Guard/Reserve


ALC— Air Logistics Center


ANG—Air National Guard


BEAMS—Base Engineer Automated Management System


BEMO—Base Equipment Management Office


CA/CRL— Custodian Authorization/Custody Receipt Listing


CBPO—Consolidated Base Personnel Office


DFAS—Defense Finance and Accounting Service


DLA— Defense Logistics Agency


DoD—Department of Defense


DoDM—Department of Defense Manual


DoDPM Manual—Department of Defense Military Pay and Allowances Entitlements


DRU—Direct Reporting Unit


EAID— Equipment Authorization Inventory Data


FAR—Federal Acquisition Regulation


FLB—Financial Liability Board


FLO—Financial Liability Officer


FSO—Financial Services Officer


GBL—Government Bill of Lading


GSA—General Services Administration


HQ USAF—Headquarters United States Air Force


IPC—Information Processing Center


MAJCOM— Major Command
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MPO—Military Pay Order


NCO—Noncommissioned Officer


NGB—National Guard Bureau


O&M— Operation and Maintenance


OSI—Office of Special Investigations


ROS—Report of Survey


SAF—Secretary of the Air Force


SMA—Subject Matter Area


SNUD—Stock Number Users Directory


SOA—Separate Operating Agency


SRAN—Stock Record Account Number


SSN—Social Security Number


TDY—Temporary Duty


TLR— Tool Loss Report


UCMJ—Uniform Code of Military Justice


U.S.C.—United States Code


USPFO—United States Property and Fiscal Officer


VCO—Vehicle Control Officer


VIMS— Vehicle Integrated Management System


Terms


Abuse—Deliberate unauthorized use of government property or willful misconduct.


Accountability—The obligation imposed by law or lawful order or regulation, or an officer or person for
the keeping accurate record of property, documents, or funds. The person having this obligation may or
may not have actual possession of the property, documents, or funds.  Accountability is concerned
primarily with records, while responsibility is concerned primarily with custody care, and safekeeping.


Accountable Officer—An individual appointed by proper authority who maintains item and, or financial
records in connection with government property, irrespective of whether the property is in his or her
possession for use or storage, or is in the possession of others to whom it has been officially entrusted for
use or care and safekeeping.  In all cases, the accountable officer is responsible for establishing and
maintaining financial property control records, controlling the processing of supporting documentation,
and maintaining supporting document files.  The primary accountable officers under the Air Force ROS
System include the following: chief of supply, medical supply officer, munitions officer, fuels officer,
chief of information processing center, civil engineer, etc.


Air Force Members and Employees—Active duty members, Air Force Reserve members, ANG/AGR
members, Air Force civilian employees, and ANG civilian technicians.
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Appointing Authority— An individual designated in writing by the approving authority. The approving
authority may act as the appointing authority.  The appointing authority appoints financial liability
officers, if required; approves or disapproves the recommendations of the responsible officer or financial
liability officer; and recommends actions to the approving authority.  The appointing authority is normally
senior to the responsible officer, accountable officer, and financial liability officer.


Approving Authority— The approving authority makes determinations to either relieve involved
individuals from responsibility and, or accountability or approve assessment of financial liability.  The
approving authority  may act as the appointing authority or designate an appointing authority in writing.
The approving authority is normally senior to the appointing authority.


Collective Liability— When more than one individual may be liable for a debt, both collectively or
individually.


Commander—An individual vested with command authority in the Air Force. Command includes the
authority and responsibility for effectively using available resources and for planning the employment of,
organizing, directing, coordinating, and controlling Air Force personnel for the accomplishment of
assigned missions.  It also includes responsibility for health, welfare, morale, and discipline of assigned
personnel.


Controlled Inventory Items—Those items designated as having characteristics which require that they
be identified, accounted for, secured, segregated, or handled in a special manner to ensure safekeeping
and integrity.  Controlled inventory items in descending order of the degree of control normally exercised
are:


a. Classified Items.  Material that requires protection in the interest of national security.


b. Sensitive Items.  Material which requires a high degree of protection and control due to statutory
requirements or regulations, such as narcotics and drug abuse items, precious metals, items which
are of a high value, highly technical, or a hazardous nature; and small arms, ammunition, explo-
sives, and demolition material.


c. Pilferable Items.  Materials having a ready resale value or application to personal possession and
which are, therefore, especially subject to theft.


Creditor Organization— The Air Force organization, DoD component, or other federal agency, owed
money, or property.  For reports of survey, the creditor or organization is the organization to which the
approving authority is assigned.


Culpability— Blameworthy, usually associated with error or negligence.


Deliberate Unauthorized Use—Willful or intentional use without right, permit, or authority.


Discrepancies—For purposes of this manual, discrepancies are defined as any government property lost,
damaged, or destroyed.


Financial Liability— The statutory obligation of an individual to reimburse the government for loss,
damage, or destruction of government property arising from his or her negligence.


Financial Liability Board— A team of investigators consisting of officers, enlisted members, or civilian
employees who are qualified to investigate an accident, incident, or occurrence within their area of
expertise.


Financial Liability Officer— An individual who is appointed in writing by the appointing authority to
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conduct an investigation to determine responsibility for loss, damage, or destruction of government
property.  Individuals so appointed shall not be the accountable or responsible officer or have any direct
interest in the property being investigated.  The financial liability officer is normally senior to the persons
directly involved with the discrepancy.  The appointing authority may act as the financial liability officer.


Gross Negligence—An extreme departure from the course of action to be expected of a reasonably
prudent person, all circumstances being considered, and is accompanied by a reckless, deliberate, or
wanton disregard for the foreseeable consequence of that act.


Intermediate Commander—Commander of a subdivision of a major command having administrative
jurisdiction over two or more installations within that command.


Investigation—A duly authorized, systematized, detailed examination or inquiry to uncover facts and
determine the truth of a matter.  This may include collecting, processing, reporting, storing, recording,
analyzing, evaluating, producing and dissemination of the authorized information.


Liability— The state of being responsible or answerable for the loss, damage, or destruction of
government property.


Negligence—The failure to act as a reasonably prudent person would have acted under similar
circumstances.  Failure to comply with existing laws or regulations may be considered as evidence of
negligence.


Personal Arms and Equipment—Individual equipment and clothing issued to individuals for their sole
use and care, such as weapons, personal retention items, mobility kit bags, flight jackets, parkas, and
similar items.  In defining personal arms and equipment determine how the property is used by the
member, and whether it is turned in at the end of a work shift.  This is especially true when dealing with
portable radios and hand tools.  A portable radio is personal equipment when the individual uses it
consistently, carries it wherever he or she goes, and has it for an indefinite period of time; however, it is
not personal equipment when the individual has it for a specified period of time while on duty, and then
turns it in to be used by others at the end of his or her shift.


Property—1.  Anything that may be owned.  2.  As used in the military establishment, this term is usually
confined to tangible property, including real estate and materiel.  3.  For special purposes and as used in
certain statutes, this term may include such items as the public domain, certain lands, certain categories of
naval vessels and records of the Federal Government.  (Joint Pub 1-02, MAR 94)


Property Record Items—All accountable government property other than supply system stocks.


Property Custodian—An individual appointed by proper authority who is responsible for the custody,
care, and safekeeping of Air Force property.  Failure to exercise this obligation may result in the
assessment of financial liability.  The custodian normally issues this equipment to authorized users.


Proximate Cause—The cause which, in a natural and continuous sequence, unbroken by a new cause,
produces the loss or damage, and without which the loss or damage would not have occurred.  It is further
defined as the primary moving cause, or the predominant cause, from which the injury follows as a
natural, direct, and immediate consequence, and without which it would not have occurred.


Report of Survey—An official report of the facts and circumstances supporting the assessment of
financial liability for the loss, damage, or destruction of Air Force controlled property.  It serves as the
basis for the government’s claim for restitution for the loss or damage against a person, state, territory, or
activity.
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Responsibility—1.  The obligation to carry forward an assigned task to a successful conclusion.  With
responsibility goes authority to direct and take the necessary action to ensure success.  2.  The obligation
for the proper custody, care, and safekeeping of property or funds entrusted to the possession or
supervision of an individual.


Responsible Officer—An individual appointed by proper authority to exercise custody, care, and
safekeeping over property entrusted to his or her possession or under his or her supervision.  The loss or
damage to Air Force property because of failure to exercise this obligation may result in the assessment of
financial liability.  Depending on the type of organizational structure, the responsible officer may be one
of the following:  Wing/installation commander, a group or squadron commander, or other officers in
command positions.


Reviewing Authority—An individual designated in writing by the approving authority to review and
analyze the results of supply system stock research.


Supply System Stocks—Wholesale and retail stocks in the distribution system under control of DoD
components for ultimate sale or issue to user.


Willful Misconduct— Intentional damage, destruction, or loss of government property.


Wrongful Disposition—A sale or disposition without proper authority of government property and, or
unwarranted use of that property.
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Attachment 2


SAMPLE NOTIFICATION OF INTENT BY THE INVESTIGATING OFFICIAL TO 
ASSESS FINANCIAL LIABILITY (NON-GOVERNMENT HOUSING DAMAGE)


(Appropriate Letterhead)


      The following is a sample memorandum notifying an individual that a ROS investigating official has 
recommended that he or she be held liable for loss or damage to government property (other than govern-
ment housing damage).  Also see paragraph 1.5.


      Attached is a DD Form 200, Financial Liability Investigation of Property Loss, which recommends 
that you be assessed $ ------ for (loss, damage, or destruction) of government property. (Property may be 
described here.)   This ROS is being processed according to guidance and procedures in AFMAN 23-220.


      The recommendation to hold you financially liable was rendered by the investigating official after 
examination of the facts and circumstances of this case. Before the ROS is sent to the appointing and 
approving authorities, you are entitled to exercise the certain options.  You may:


            a.  Voluntarily pay the amount of the loss in block 8, DD Form 200 unless the recommendation 
is a reduced liability.  If the recommendation is a reduced liability,  the approving authority must review 
and sign the form before you may voluntarily pay the recommended amount.  Payment may be made in 
cash using DD Form 1131, Cash Collection Voucher, or by payroll deduction using DD Form 362, 
Statement of Charges/Cash Collection Voucher.


            b.  Examine the findings and recommendations on the attached DD Form 200 and the evidence 
supporting them.


            c.  Present any additional evidence and submit a statement which refutes a finding of negli-
gence or abuse and which you believe is relevant to a determination of who should be held liable.


            d.  Request that the approving authority allow you to satisfy this liability by replacing or 
repairing the property.  Replacement property or repair to Air Force property must meet minimum Air 
Force standards.  If there is any doubt as to whether the replacement property or repair meet Air Force 
Standards, the property or repair will not be accepted.


      Your acknowledgment of this ROS is neither an admission of liability nor an acknowledgment of  
admission of liability nor an acknowledgment of a debt.  If you seek legal or other counsel in preparation 
of a written statement, it must be submitted over your signature, or it must contain your signed endorse-
ment that the statement prepared by counsel is submitted with your full concurrence and consent.


      Specific instructions:
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            a.  Place an "X" in the proper area of block 16a on the attached  DD Form 200, and complete 
blocks 16b through 16h.


            b.  If you intend to make a statement, attach it to the  DD Form 200.


            c.  Return the DD Form 200 (Atch 1), with your statement, if one is submitted, to the ROS 
program manager as soon as possible but not later than 30 days from the date you were notified of this 
ROS.  Include the following  program manager information: name, organization, and, office symbol.


            d.  Retain the copy of the ROS file (Atch 2) for your records.


      When the ROS program manager receives your signed DD Form 200, the entire file will be sent to the 
appointing and approving authorities for determination of financial liability.  If you are  relieved from lia-
bility, you will be notified accordingly.  If you are held liable, you will be notified of your options regard-
ing payment or appeal.


      If  you do not respond to this memorandum within 30 days, we will process a copy of the ROS  to the 
appointing or approving authority for action.  If you returned the DD Form 200 with the block checked 
indicating you were attaching a statement but failed to submit a statement, we will process the ROS for 
action if a statement is not received within 30 days of the date you were notified of the ROS by this mem-
orandum.


      If you have any questions, please contact (name, organization, office symbol, telephone number of the 
ROS program manager).


2 Atch


1.  DD Form 200


2.  Copy of ROS File
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Attachment 3


SAMPLE NOTIFICATION OF INTENT BY THE INVESTIGATING OFFICIAL TO 
ASSESS FINANCIAL LIABILITY (GOVERNMENT HOUSING DAMAGE)


(Appropriate Letterhead)


      The following is a sample memorandum notifying an individual that a ROS investigating official has 
recommended that he or she be held liable for damage to family or unaccompanied personnel housing 
(including loss, damage, or destruction of furnishings and equipment therein).  Also see paragraph 1.5. of 
this manual.


      Attached is a DD Form 200, Financial Liability Investigation of Property Loss, which recommends 
that you be assessed $----- for (loss, damage, or destruction) of government housing (housing, furnish-
ings, equipment, or list the specific description of lost, damaged, or destroyed property).  This ROS is 
being processed according to guidance and procedures in AFMAN  23-220.


      The recommendation to hold you financially liable was rendered by the investigating official after 
examination of the facts and circumstances of this case. Before the ROS is sent to the appointing and 
approving authorities, you are entitled to certain options.  You may:


            a.  Examine the findings and recommendations on the DD Form 200 and you may examine 
the evidence supporting them.


            b.  Present any additional evidence and submit a statement which refutes the findings and 
which you believe is relevant to a determination of who should be held liable. Your acknowledgment of 
this ROS is neither an admission of liability nor an acknowledgment of a debt.


            c.  Seek legal or other counsel in preparation of a written statement; however, it must be sub-
mitted over your signature, or it must contain your signed endorsement that the statement prepared by 
counsel is submitted with your full concurrence and consent.


            d.  Request waiver of any financial liability which may arise as a result of this ROS under the 
provisions of 10 U.S.C. Section 2775.  Specific instructions are outlined below.


            e.   Request that the approving authority allow you to satisfy this liability by replacing or 
repairing the property.  This repair or replacement must meet minimum Air Force standards.  If there is 
any doubt about meeting these standards, the property or repair will not be accepted.


            f.  Voluntarily pay the amount of the loss in Block 8, DD Form 200, unless the recommenda-
tion is reduced liability.  If the recommendation is reduced liability, the approving authority must review 
and sign the form before you may voluntarily pay the recommended amount.  Payment may be made in 
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cash using DD Form 1131, Cash Collection Voucher, or by payroll deduction using DD Form 362, 
Statement of Charges/Cash Collection Voucher.


      Specific instructions:


            a. Place an "X" in the proper area of block 16a on the attached  DD Form 200, and complete 
blocks 16b through 16h.


            b. If you checked block 16a(l), attach your statement to the DD Form 200.


            c. If you elect to submit a written request for waiver of any financial liability which may arise 
from this ROS, you must submit a fully-substantiated waiver request when you return the signed DD 
Form 200 as instructed in paragraph f below.


                  (1)  Your waiver request only will be used if the approving authority assesses financial 
liability.  However, it must be submitted now so it will be immediately available to the approving 
authority if and when liability is assessed.


                  (2)  A waiver request is not an appeal.  It is a request for the approving authority to 
consider, in the best interest of the government, financial liability assessed against you for housing 
damage.  Factors that may be considered for waiving the financial liability are in AFMAN 23-220, 
chapter 8.


            d.  If you elect not to submit a written request for waiver of any financial liability which may 
arise from this ROS, the approving authority automatically considers a waiver based solely on the merits 
of the ROS file.  In other words, waiver consideration is automatic, regardless of whether or not you spe-
cifically request it.


            e.  Any written waiver request submitted based on paragraph c above, must be separate from 
any statement submitted per paragraph b pertaining to additional evidence. They are submitted at the 
same time, but they must be separate statements.


            f.  Return the DD Form 200 (Atch 1) and any rebuttal statement and/or waiver request to the 
ROS program manager (indicate name, organization, and office symbol) as soon as possible, but not later 
than 30 days from the date you were notified of this ROS by this memorandum.


            g.  Retain the copy of the ROS file (Atch 2) for your records.


      When the ROS program manager receives your signed DD Form 200, the entire ROS file, including 
your statement and/or waiver request, if submitted, will be sent to the appointing and approving authori-
ties for determination of financial liability.


            a.  If you are relieved from liability, you will be notified.
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            b.  If you are held liable, the approving authority immediately considers whether or not to 
waive that liability in the best interest of the government.  If any liability remains after waiver consider-
ation, you will be notified of your options regarding payment, appeal, or further waiver consideration by 
the next higher commander.


      If you do not respond to this memorandum within 30 days, we will process a copy of the ROS as stated 
above. If you returned DD Form 200 with block 16a(l) checked but failed to submit a statement, we will 
process the ROS without it, if a statement is not received within 30 days of the date you were notified of 
this ROS by this memorandum.  If you have any questions, please contact (name, organizations, office 
symbol, telephone number of the ROS program manager).


2 Atch


1.  DD Form 200


2.  Copy of ROS File
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Attachment 4


SAMPLE NOTIFICATION OF ASSESSMENT OF FINANCIAL LIABILITY BY THE 
APPROVING AUTHORITY (NON-GOVERNMENT HOUSING DAMAGE)


 (Appropriate Letterhead)


      The following is a sample notifying an individual that the approving authority s assessed financial lia-
bility against that individual for loss or damage to government property (other than government housing).  
Also see paragraph 1.5. of this manual.


      After considering the facts and circumstances documented in ROS (number), the approving authority 
has assessed financial liability against you in the amount of $ -- for (loss of/damage to) government prop-
erty (may be specifically described here). A copy of the completed DD Form 200, Financial Liability 
Investigation of Property Loss, is provided for your records (Atch 1).  This ROS was conducted under 
the provisions of AFMAN 23-220.


      The approving authority arrived at the assessment of financial liability based on the (value of the lost 
property/repair cost of the damaged property) or one months basic pay, whichever was less.  Consider-
ation was also given to the existence of factors listed in AFMAN 23-220, chapter 8 in arriving at the 
amount of financial liability assessed.


      A copy of this ROS will be sent to the Financial Services Officer (FSO) for collection of the amount 
specified on DD Form 200.  You have 30 days to decide what action you would like to take in response to 
this notification.  The following options are available to you.  You may:


            a.  Pay the amount due in cash to the FSO, using DD Form 1131, Cash Collection Voucher.


            b.  Pay the amount due by authorizing a payroll deduction, using DD Form 362, Statement 
of Charges for Government Property Lost, Damaged, or Destroyed, under the policies and procedures 
established in accounting and finance directives.


            c.  Request a written agreement to repay the debt in installments. A request for installment 
payments must be accompanied by your financial statement submitted under penalty of perjury.


            d.  Include comments regarding what adverse impact the assessment of financial liability will 
have upon you.  Submission of supporting documentation is optional.


            e.  Appeal the findings of negligence or abuse and assessment of financial liability.  The appeal 
must be in writing and submitted to the approving authority within 30 days of this notification or it cannot 
be considered unless the amount of the assessed liability exceeds one months base pay.  In this case, writ-
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ten intent to submit an appeal must be provided to the approving authority within 30 days of the date of 
this notification and the appeal must be submitted within 60 days.


                  (1)  If you seek legal or other counsel in preparing a written appeal, it must be sub-
mitted over your signature, or it must contain your signed endorsement that the appeal is submitted 
with your full concurrence and consent.


                  (2)  If your appeal is denied by the approving authority, it will automatically be sent 
to the next higher commander for final action by authority of the Secretary of the Air Force.


            f.  Retain legal counsel.


            g.  Inspect and copy records relating to the debt.


            h.  Review the decision relating to the debt.


            i.  Request a remission of indebtedness if you are an enlisted member. This request is pro-
cessed by the FSO.


      If you do not exercise any of the options within 30 days of this notification, the Air Force will initiate 
involuntary collection action under policies and procedures in accounting and finance directives.  The 
statutory authorities for involuntary collection are 37 U.S.C.      Section 1007c for members and  5 U.S.C. 
Section 5514 for civilian employees.  Any portion of the debt uncollected at the time of your employment 
termination will be collected from your final pay and allowances.


      If you elect to appeal, collection action will be suspended until the appeal is ruled upon. You will be 
further notified when the results of the appeal are available.


      The foregoing notification is given to allow you every opportunity to respond to actions taken on the 
attached ROS.  We encourage you to respond promptly.  If you need administrative assistance, contact 
(name, organization, office symbol, and phone number of ROS program manager).


1 Atch


Report of Survey # ----
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Attachment 5


SAMPLE NOTIFICATION OF ASSESSMENT OF FINANCIAL LIABILITY BY THE 
APPROVING AUTHORITY (GOVERNMENT HOUSING DAMAGE)


(Appropriate Letterhead)


      The following is a sample memorandum to notify Air Force personnel that the approving authority has 
assessed financial liability against that member for damage, loss, or destruction of government property 
or housing.  Also see paragraph 1.5.


      After considering the facts and circumstances documented in ROS (indicate number) the approving 
authority has assessed financial liability against you in the amount of $_______ for (loss, damage, or 
destruction) of government (housing, furnishings, or equipment, or provide a specific description of lost, 
damaged, or destroyed property).  A copy of the completed DD Form 200, Financial Liability Investiga-
tion of Property Loss, is provided for your records (Atch 1).  This ROS was conducted under the provi-
sions of AFMAN 23-220.


      The approving authority considered the following factors in arriving at the amount of financial liabil-
ity: (appointing or approving authority or program manager checks appropriate blocks).


            a.  Gross negligence or willful misconduct was evident.  Financial liability was assessed for 
the full amount of the loss.


            b.  Simple negligence or deliberate unauthorized use was evident. Financial liability was 
assessed for the full amount of the loss or one month’s basic pay, whichever is less.


            c.  After determination of financial liability, the approving authority considered waiving the 
liability in the best interest of the government.  The waiver was considered regardless of whether or not 
you specifically requested it.  After determining the amount of financial liability as $_________, it was 
partially waived, resulting in a debt of $________.


            d.  After determination of financial liability, the approving authority considered waiving the 
liability in the best interest of the government.  The waiver was considered regardless of whether or not 
you specifically requested it; however, no part of the financial liability was waived.


      A copy of this ROS will be sent to the Financial Services Officer (FSO) for collection of the amount 
specified on DD Form 200.  You have 30 days to decide what action you would like to take in response to 
this notification.  Numerous options are available to you.  You may:


            a.  Pay the amount due in cash to the FSO, using DD Form 1131, Cash Collection Voucher.







AFMAN23-220   1 JULY 1996 103

            b.  Pay the amount due by authorizing a payroll deduction, using DD Form 362, Statement 
of Charges/Cash Collection Voucher, under the policies and procedures established in accounting and 
finance directives.


            c.  Request a written agreement to repay the debt in installments. A request for installment 
payments must be accompanied by your financial statement submitted under penalty of perjury.


            d.  Appeal the assessment of financial liability.  The appeal must be in writing and submitted 
to the approving authority within 30 days of this notification memorandum or it cannot be considered 
unless the amount of the assessed liability exceeds one month’s base pay.  In this case, written intent to 
submit an appeal must be provided to the approving authority within 30 days of the date of this memoran-
dum.  The appeal must be submitted within 60 days of the date of this memorandum.


            e.  Seek legal or other counsel in preparing a written appeal; however, it must be submitted 
over your signature, or it must contain your signed endorsement that the appeal is submitted with your full 
concurrence and consent.  If your appeal is denied by the approving authority, it will automatically be sent 
to the next higher commander for final action by authority of the Secretary of the Air Force.


            f.  Request further waiver consideration by the commander.  If you elect this option, the only 
action required is to notify the ROS program manager, appointing authority or the approving authority, in 
writing, of your request.  No additional justification may be considered at this time.  The next higher com-
mander takes final action on waivers by the authority of the Secretary of the Air Force.


            g.  Retain legal counsel.


            h.  Inspect and copy records relating to the debt.


            i.   Review the decision relating to the debt.


            j.  Request a remission of indebtedness if you are an enlisted member. Officers have the right 
to request a Secretary of Air Force (SAF) waiver.  These requests are processed by the FSO.


            k.  Include comments regarding what adverse financial impact the assessment of financial 
liability will have on you.  Providing supporting documentation is optional.


      If you elect both options in sub-paragraphs c and d, both must be done concurrently.  You may not later 
change your election except to withdraw an option.


      If you do not exercise any of the options within 30 days of this notification, the Air Force will initiate 
involuntarily collection action under policies and procedures in accounting and finance directives.  The 
statutory authority for involuntary collection is       37 U.S.C. Section 1007c for members and 5 U.S.C. 
Section  5514 for civilian employees.  Any portion of this debt uncollected at the time of your employ-
ment termination will be collected from your final pay and allowances.
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      If you elect to appeal and/or request further waiver consideration, the debt will be recorded on your 
military pay record, but collection will be suspended until the appeal and/or waiver request is ruled upon.  
You will be further notified when the results of the appeal are available.


      The foregoing notification is given to allow you every opportunity to respond to the actions taken on 
the attached ROS.  We encourage you to respond promptly. If you need administrative assistance, contact 
(name, organization, office symbol, and phone number of ROS program manager).


1 Atch


Report of Survey #________
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Attachment 6


MAJOR AND OTHER COMMAND/AGENCIES ROS PROGRAM MANAGERS


OFFICE SYMBOLS DSN NUMBERS


HQ USAF/LGSP-ROS OPR 227-2431


HQ USAF/JAG-Legal Opinions 224-4075


HQ USAF/CEO-Housing Damage 225-1428


HQ USAF/SV-MWR Activities 664-0010


Air Force Materiel Command/FMP 787-5355


Air Force Reserve/FMF 497-1433/1434


Air Mobility Command/FMF 576-2924/5643


Air Force Space Command/JAC 692-3916


Air Combat Command/FMC 574-5545


United States Air Forces in Europe/FMC 314-480-6850


Pacific Air Forces/FMF 315-449-1603


Air Education and Training Command/LGS 487-5697


Air Force Special Operations Command/FMP 597-4668


11th Wing, Bolling AFB/FMP 225-3848


Office of Special Investigations/FM 297-7277


US Air Force Academy/LGS 259-2614


Air Force C4 Agency/RMA 576-5096


 Air National Guard Readiness Center/FMP 278-8052


Air Force Medical Support Agency/SGSL 240-3946





		Chapter 1

		1.1.� Statutory Authority.

		1.2.� Basic DoD Publications.

		1.3.� Applicability.

		1.4.� Overall Guidance.

		1.5.� Assessing Financial Liability.

		1.6.� Attachments.



		Chapter 2

		2.1.� The Air Force Report of Survey (ROS) Program.

		2.2.� Purpose.

		2.3.� Miscellaneous ROS Guidance and Procedures.



		Chapter 3

		3.1.� When a ROS is Mandatory.

		3.2.� When a ROS is not Mandatory.

		3.3.� Detailed Guidance Pertaining to Cases Requiring or Not Requiring a ROS.



		Chapter 4

		4.1.� General Overview of ROS Processing Procedures.



		Chapter 5

		5.1.� DoD Guidance.

		5.2.� ROS Must Be Acted on Expeditiously.

		5.3.� Active Air Force Processing Times.

		5.4.� ANG and AFRES Processing Times.



		Chapter 6

		6.1.� General.



		Chapter 7

		7.1.� General.

		7.2.� General Duties of Investigators.

		7.3.� Investigation is a Primary Duty.

		7.4.� Detailed Investigator Duties.



		Chapter 8

		8.1.� General.

		8.2.� Guidance.

		8.3.� Responsibilities.

		8.4.� Authority To Delegate Responsibility.

		8.5.� Exceptions.

		8.6.� Discretionary Authorities.



		Chapter 9

		9.1.� Appointment.

		9.2.� Who Else May be an Appointing Authority.

		9.3.� Responsibilities of Appointing Authorities.

		9.4.� Appointing Authority Responsibilities to the Investigating Officer.

		9.5.� Other Appointing Authority Responsibilities.



		Chapter 10

		10.1.� DoD Policy Pertaining to Approving Authorities.

		10.2.� Air Force Requirements Pertaining to DoD Mandates.



		Chapter 11

		11.1.� General.

		11.2.� Appointment.

		11.3.� Overall Program Manager's Responsibilities.

		11.4.� Duties of Program Managers.

		11.5.� ROS Register.

		Figure 11.1.� AF Form 453, Report of Survey Register.



		11.6.� Disposition of Completed Registers and ROS.

		11.7.� Local Administrative Procedures.

		11.8.� Scheduled Separations.

		11.9.� Pending Liability - Individual Transferred.

		11.10.� Interaction With Financial Services Officers (FSO).

		11.11.� Requests for Assistance.



		Chapter 12

		12.1.� General.

		12.2.� Action on ROS.

		12.3.� Action on Appeals.

		12.4.� Action on Waivers of Liability (Housing Damage Cases Only).

		12.5.� Authority To Delegate Responsibility.

		12.6.� MAJCOM and Intermediate Command ROS Program Managers.



		Chapter 13

		13.1.� General.

		13.2.� Financial Liability Officers (FLO).

		13.3.� Financial Liability Boards (FLB).



		Chapter 14

		14.1.� DD Form 200, Financial Liability Investigation of Property Loss.

		Figure 14.1.� DD Form 200, Financial Liabililty Investigation of Property Loss.



		14.2.� Privacy Act Statement, DD Form 200.

		14.3.� Distribution of DD Form 200.

		14.4.� Voluntary Payments.



		Chapter 15

		15.1.� General.

		Figure 15.1.� AF Form 20, Repair Cost and Reparable Value Statement (Damaged Property).

		Figure 15.2.� AF Form 20, Repair Cost and Reparable Value Statement (Lost Property).



		15.2.� Adjusted Replacement Cost.

		15.3.� Standard Overhaul Allowances.

		15.4.� Credit for Salvage.

		15.5.� Determining Costs for Lost Property.



		Chapter 16

		16.1.� Voluntary Payments.

		16.2.� Collections.

		16.3.� Refunds.

		16.4.� Members Reassigned.

		16.5.� Members Retired.

		16.6.� Losses Discovered After Personnel Leave the Air Force.



		Chapter 17

		17.1.� General.

		17.2.� Requests for Reconsideration.

		17.3.� Appeals.

		17.4.� Debt Collection Actions.

		17.5.� ROS Appeal Procedures When the Approving Authority is in an Organization Below MAJCOM Level.

		17.6.� Preparation of ROS Files for Forwarding.

		17.7.� MAJCOM Actions and Appeals From Subordinate Headquarters.

		17.8.� Housing Damage Waivers.



		Chapter 18

		18.1.� General.

		18.2.� Damage Involving Private Conveyances.

		18.3.� Damage to Rental Vehicles.

		18.4.� ROS Guidance and Procedures for Government Vehicles.



		Chapter 19

		19.1.� General.

		19.2.� Determination of Proximate Cause.

		19.3.� Financial Liability of Occupants.

		19.4.� Determination of Negligence.

		19.5.� Responsibility for Submitting a ROS.

		19.6.� Waiver Provisions - Housing Damage.

		19.7.� Waiver Consideration for Housing Damage.

		19.8.� Action and Processing of Housing Liability Waivers.



		Chapter 20

		20.1.� General.

		20.2.� Guidance.

		20.3.� DoD Supply System Stocks Procedures.

		20.4.� Air Force Procedures Implementing DoD Policy.

		20.5.� Corrective Action Statement.

		20.6.� Accountable Officer Signature.

		20.7.� Reviewing Authority Signature.

		20.8.� Retail Bulk Petroleum Losses.



		Chapter 21

		21.1.� General.

		21.2.� Guidance.

		21.3.� Definition of Property Record Items.

		21.4.� Losses Resulting From Non-Compliance With Account Transfer Procedures Upon Change of Custo...



		Chapter 22

		22.1.� General.

		22.2.� Guidance.

		22.3.� ANG ROS Guidance.

		22.4.� ANG Approving and Appointing Authorities.

		22.5.� ANG Senior Host-Base Commander.

		22.6.� Supply System Stocks - ANG Exceptions.

		22.7.� Property Record Items - ANG Implementation.

		22.8.� Preparing ROS and Voluntary Payment Documents.

		22.9.� Additional Actions Required for ANG ROS.

		22.10.� Collection From States, ANG Members, and ANG Technicians.

		22.11.� ROS Appeal - ANG Implementation.

		22.12.� Forms Prescribed.



		Attachment 1

		Attachment 2

		Attachment 3

		Attachment 4

		Attachment 5

		Attachment 6




_1079770075.doc
[image: image1.png]JOB ORDER NO.
BCE MULTI-CRAFT JOB ORDER

COST CENTER COLLECTIO WORK ORDER NO. FACILITY NO. DATE PREPARED
NAME OF INSPECTOR (Last, First, Middle Initial) USING AGENCY INDIVIDUAL TO CONTACT (Name and Telephone NO.}
MATERIALS WORK INCOM-
M/HR
WORK DESCRIPTION LOCATION ID EST CRAFT| PLETE
ITEMS ANTY CODE : WORK

AF FORM 1219, 19840201 (EF-V2) PREVIOUS EDITION OF MAY 78 WILL BE USED.








