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AIR FORCE QUALIFICATION TRAINING PACKAGES
for
OPERATIONS MANAGEMENT
(3E6X1)

INTRODUCTION

Before starting this AFQTP, refer to and read the “ Trainers-Supervisors OJT Guide” located on
the AFCESA Web site http://www.af cesa.af.mil/]

AFQTPs are mandatory and must be completed to fulfill task knowledge requirements on
core and diamond tasks for upgrade training. It is important for the trainer and trainee to
understand that an AFQTP does not replace hands-on training, nor will completion of an
AFQTP meet the requirement for core task certification. AFQTPs will be used in conjunction
with applicable technical references and hands-on training.

AFQTPs and Certification and Testing (CerTest) must be used as minimum upgrade
requirements for Diamond tasks.

MANDATORY minimum upgrade requirements:

Coretask:
AFQTP completion
Hands-on certification

Diamond task:
AFQTP completion
CerTest completion (80% minimum to pass)

Note: Traineeswill receive hands-on certification training for Diamond Tasks when equipment
becomes available either at home station or at a TDY location.

Put this package to use. Subject matter experts under the direction and guidance of HQ
AFCESA/CEQT revised this AFQTP. If you have any recommendations for improving this
document, please contact the Career Field Manager at the address below.

HQ AFCESA/CEOT
139 Barnes Dr. Suite 1
Tyndall AFB, FL 32403-5319
DSN: 523-6322, Comm: (850) 283-6322
Fax: DSN 523-6488
E-mail: [ceott.hel pdesk @tyndall.af . mill

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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12.4.3.
CE
OPERATIONS
MANAGEMENT
WRITTEN REQUESTS
MODULE 12 AFQTP UNIT 4

PROCESS (WRITTEN REQUESTYS)

(12.4.3))

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. It isto be used in conjunction with these for training purposes only.
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12.4.3.
PROCESS (WRITTEN REQUESTYS)
Task Training Guide
STS Reference 12.4.3. Process Written Requests
Number Title:
Training References: » AFIs32-1001, AFI 32-1022, AFI 32-1032
Prerequisites: » Possess, asaminimum, a 3E631 AFSC
Equipment/Tools * Unprocessed AF Form 332s, Current Letter of Delegation.
Required: IWIMS work order program or AF Form 1081, Work
Request/Work Order Register
L earning Objective: * Trainee will know how to process written requests for work
Samples of Behavior: » Trainee will know the proceduresinvolved in processing AF
Form 332
Notes:
* To successfully complete this element, follow the steps outlined in this training package

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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12.4.3.

PROCESS (WRITTEN REQUESTYS)

Background: Operations management personnel are responsible for ensuring work requests
submitted to CE are properly prepared. Before you can process awork request, there are certain
review stepsrequired. You must verify that all AF Forms 332 have been properly coordinated,
thereis a clear and concise description of work, and any sketches or diagrams necessary to
provide a complete description of the location and scope of work are attached. The more detailed
and precise the requester's justification is, the greater the chance of approval.

All written work requests are submitted on an AF Form 332, BCE Work Request. The requestor
prepares the original AF Form 332, along with three copies. The AF Form 332 is used primarily
as an approval document for work to be accomplished in-service, contract and self-help. Routine
maintenance or repair requirements that meet the criteria of direct scheduled work may be
telephoned in to CE and do not necessarily require an AF Form 332. Self-help work
accomplished with over the counter materials (i.e. homeowner responsibility or minor
maintenance and repair in organizational facilities) does not require an AF Form 332. When the
requested work exceeds the Installation Commanders approval authority, or is MAJCOM funded,
or requires additional approval documentation, Engineering will prepareaDD Form 1391,
Military Construction Project Data. The DD Form 1391 then becomes the approva document
for the requested work. Some of the key areas to focus on include:

Determineif requested work isa CE responsibility: It isnot unusual to get requests to install
phone lines or make repairs to non-real property (i.e. file cabinets, display case locks, or desks).
This type of work is not a CE responsibility. If thework isnot a CE responsibility, return the AF
Form 332 to the requester with an explanation, and let them know the different avenues available
to them for having the work accomplished.

Ensurework isnot already identified: Before accepting the request you must review the
current work identified for the facility to determine if the work has already been submitted. If
using IWIMS, you should run the open work by facility report and look at both projects and in-
service requirements. If IWIMSisnot available, then a quick review of the facility folder should
enable you to determine if the work is already in the system. Y ou must ensure the requested work
isnot part of aplan to accomplish alarge job through a series of smaller minor construction or
repair requests - thisis called pyramiding and is against congressional law. If you find the work
has already been identified, then return the AF Form 332 to the requester with the status and
project/work order number that has been previously assigned.

Review AF Form 332 for proper signature: If the requested work is major modification,
minor construction, self-help minor construction or modification to a base facility, it must have
the signature of the organization’s commander. For all other work on abase facility, the facility
manager should sign the AF Form 332. The occupant should sign the AF Form 332 when
requesting work for individual military housing quarters.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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12.4.3.

Review AF Form 332 for proper coordination: You must ensure the AF Form 332 has been
coordinated through the appropriate agencies. Coordination depends on the type of work being
requested: the Fire Department (for aFire Safety Deficiency Code (FSDC) assessment), Bio-
environmental (for health or environmental hazards assessment) and Base Safety (Risk
Assessment Code (RAC) assignment). These are the only agencies that can assign RAC codes.
Other agencies may have an interest in the requested work and the request should be sent to them
for their review. These could be the Security Forces/Resource Protection Flight and the Civil
Engineer Environmental Flight. All modifications and minor construction requests should be
coordinated with the Fire Department and Bioenvironmental to ensure that fire and hazardous
material issues are addressed. Base Safety should always coordinate on any AF Form 332 that
addresses a safety issue. The environmental flight must determine if an environmental
assessment is required, therefore they must see all AF Form 332s relating to environmental
concerns. Some bases will convene a Work Request Review Board (WRRB) and invite outside
agenciesto attend for coordination and/or approval of certain AF Form 332s.

Providerequester status of AF Form 332: Now that you have completed your review of the
work reguest, you need to processit into the system by assigning it awork request number.
Depending on local policies, the work request information may be entered into the IWIMS or the
information is entered onto an AF Form 1081. A folder may be set up to hold the original
request, aswell as any supporting documents, comments, or recommendations that apply to the
request. The suspense copy of the AF Form 332 should be kept in a suspense file section of the
facility folder. If you are not using IWIMS to track the work request, then obtain awork request
number from your pre-established AF Form 1081, Work Request/Work Order Register. Provide
the work request number and current status to the requester; this will enable them to track their
requirements.

Obtain Approval of AF Form 332: The decision to approve or disapprove arequest should be
made as quickly as possible. Review and process the request only to the extent necessary to
obtain approval. Approval authority should be delegated to the lowest practical level within CE.
Customer service should have a copy of the current “Letter of Delegation” on file to help them
determine the level of approval. If the request requires Installation Commander (IC) or higher
approval, it isusually presented to the facilities board or committee acting in that capacity. The
facility board validates any request that exceeds the IC’ s approval authority, then Engineering
will prepare aDD Form 1391, which is forwarded to higher headquarters for approval. The
approving authority assigns one of four priorities to each request:

* Priority | - Mission: Work that is accomplished in direct support of the overall base
or tenant unit mission that, if not performed, would reduce operational effectiveness.

» Priority Il - Safeguard Lifeand Property: Work needed to give adequate security
to areas subject to compromise, will eliminate health, fire, safety hazards or work that
will protect valuable property or equipment.

e Priority Il - Support: Work that supports the mission or prevents a breakdown of
essential operating or housekeeping functions.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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12.4.3.

* Priority IV - Necessary: Work that does not qualify for higher priority.
The following guidance is used by CE when assigning specific priorities to work request

requirements. These priority numbers are used in conjunction with a risk assessment code
(RAC) or aFire Safety Deficiency Code (FSDC):

 RACI1- Priority | or FSDC 1
* RAC2& 3- Priority Il or FSDC 2
 RACA4- Priority Il or FSDC 3
* RACS- Priority IV or FSDC4or 5

If awork request isassigned aRAC or FSDC and is approved for direct scheduled work order
accomplishment, the following guidance is used to determine its classification:

* Priority | — RAC 1-FSDC 1 Emergency
o Priority Il — RAC 2or 3- FSDC 2 Urgent
e Priority Il or 1V — RAC4or 5-FSDC 3,40r 5 Routine

Notify Requester of Status: Once the work request has been either approved or disapproved,
notify the requester in writing of the status of their requirement. If approved, let the requester
know of any subsequent actions needed to accomplish the work. Y our base may require the
requesting unit place the work request within awork order priority system. If disapproved,
clearly explain the reason or reasons why.

To effectively process work requests, follow these steps:

Step 1: Determineif requested work isa CE responsibility
» Determineif the work is a CE responsibility
» If thework isnot a CE responsibility, return the AF Form 332 to the requester

Step 2: Ensurework isnot already identified
* Review current work for the facility using IWIMS, and/or the facility file
» If thework is already identified, return the AF Form 332 to requester with that
information

Step 3: Review AF Form 332 for proper signature
* Review the AF Form 332 and determine if it contains the required signature

Step 4: Review AF Form 332 for proper coordination
» Determine which agencies are required based on the work being requested
» Determine which agencies have not coordinated on the AF Form 332
» Check local policy for responsibility (user or CE) of obtaining missing coordination

Step 5: Providerequester status of work request
» Assign work request number
» Filestatus copy of AF Form 332 in the facility file

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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* Provide requester copy of work request with work request number and status for
tracking purposes

Step 6: Obtain Approval of AF Form 332
» Determinelevel of approval based on “Letter of Delegation”
» Determine priority based on RAC code, if assigned
» Suggest priority based on description of work, if no RAC is assigned

Step 7: Notify Requester of Status
* Notify the requester in writing of the status of approved work request
» Notify requester of disapproved work request

SCENARIO

Provide the trainee with an assortment of 10 unprocessed AF Form 332s, along with a current Letter
of Delegation, IWIMS work order program or pre-numbered AF Form 1081 for assigning work
request numbers. Then ensure the trainee follows each of the steps listed below.

The work isa CE responsibility.

The work has been previously submitted to CE.

The AF Form 332 is signed by the proper person.

Identify which agencies need to coordinate on each AF Form 332.

Provide requester with status of each work request.

Identify and obtain proper level of approval.

Provide requester with status of approval/disapproval decision.

NogakrowdrE

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Review Questions

for

Process (Written Requests)

Question Answer
1. What form is used to request work from CE? a. DD Form 1391
b. AF Form 3215
c. AFForm 1879
d. AF Form 332
2. Which form is the approval document when a. DD Form 1391
work is funded by MAJCOM? b. AF Form 3215
c. AFForm 1879
d. AF Form 332
3. Who assigns FSDCsto work requests? a. Base Safety
b. Fire Department
c. Approving authority
d. Chief of Operations
4. Thedecision to approve or disapproveawork | a True
request should take as long as possible. b. Fase
5. Who preparesthe DD Form 13917 a. Engineering
b. Zone Foreman
c. Chief of Operations
d. Operations management specialist
6. If the requested work is major modification or Requester
minor construction on a base facility, who must CE Commander

sign the request?

oo oW

Building Manager
Organization Commander

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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12.4.3.

PROCESS (WRITTEN WORK REQUESTYS)

Perfor mance Checklist

Step Yes No

1. Determined if requested work is a CE Responsibility?

2. Determined if requested work is already in the system?

3. Determined if AF Form 332 has the proper signature?

4. Determined which agency must coordinate on AF Form 332?

5. Provided requester status on requested work?

6. Obtained proper level of approval?

7. Notified requester of status of approved/disapproved work requests?

FEEDBACK: Trainer should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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12.6.3.

L —
CE
OPERATIONS
MANAGEMENT

DIRECT SCHEDULED WORK (DSW)
MODULE 12 AFQTPUNIT 6

PREPARE (DSW)
(12.6.3)

Notice. This AFQTP is NOT intended to replace the gpplicable technical references nor is it intended to replace hands-on training if equipment is
available. Itisto be used in conjunction with these for training purposes only.
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PREPARE DIRECT SCHEDULED WORK ORDER’S
Task Training Guide

STS Reference 12.6.3. Prepare Direct Scheduled Work Order’s
Number/Title:
Training References: * AFI 32-1001

+ CDC3E651, Val. 2

Prerequisites: * Possess, asaminimum, a 3E631 AFSC

Equipment/Tools * AF Form 1879, BCE Job Order Record, AF Form 1219, BCE
Required: Multi-Craft Job Order, Automated Computer Program (IWIMS)
L earning Objective: * Thetrainee will know how to prepare various types of DSW’s
Samples of Behavior: * The trainee will know the procedures involved in preparing

various types of DSW'’s

Notes:
» To successfully complete this element follow the steps outlined in this training package

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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12.6.3.
PREPARE DIRECT SCHEDULED WORK ORDER’S

Background: Direct scheduled work (DSW) is afast way to authorize work that is minor in nature and requires
no detailed planning. Materials should already be on hand or be easily procured. Thistype of work is also
forwarded directly to the shop for accomplishment. Theintent of the direct scheduled work order program isto
establish a close working relationship between the customer service provider and the customer. This permits the
customer service provider the opportunity to help the customer achieve the goals important to them.

The DSWO makes up the bulk of work accomplished by CE. For this reason you will need to be very familiar
with preparing and processing DSW requests. Before you can enter a direct scheduled work order into the
system, first determineif the work falls within the scope of DSW.

Restrictions on direct scheduled work include:
* Work done by contract, except equipment repair by contract.

Operations authorized by a Collection Work Order Number (CWON).
» Services, except individual requests for entomology services (authorized by CWON).

Exception: Local procedures may dictate CE performthe initial response before a contractor is called for
warranty items.

Shop personnel do most direct scheduled work orders. Some requests for civil engineering work may originate
in the shops. Work that falls within the scope of DSW is then entered into IWIMS asaDSW for
accomplishment. Work beyond DSW scope is sent to maintenance engineering or shop supervisor for further
review and planning. The Work Request Review Board (WRRB) approves or disapproves these requests and
determines the most appropriate method of accomplishment. See Figure 1, for the workflow process.

NOTE:
Some bases may still operate under the zonal concept as opposed to the shop configuration.

Request No Return to
/ ! Customer
Heavy
Shop/ Repair Contract SABER Self Help
|
* No ¢ ¢ ¢
Sho Schedule Schedule Schedule Schedule
p/Zone
Capability? \‘
Y es \
Approve & —
Schedule

Figure 1, Work Request Flow Chart

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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Types of Direct Scheduled Work:

Emergency A work requirement needed to solve a condition that has an impact on the mission or affects
the operational effectiveness of abase. An emergency includes the failure of any utility, fire protection,
environmental control, or security alarm system. It also includes the elimination of afire, health or safety
condition assigned risk assessment code (RAC) 1. Emergency work must be completed within 24 hours of
notification.

Urgent Work not classified an emergency, but that should be done within five workdays of receipt.
Urgent work becomes delinquent after five workdays. If materials are required, urgent work does not
become delinquent for five workdays after receipt of materials. Urgent work also includes the elimination
of fire, health, or safety hazards that have been assigned RACs 2 or 3.

NOTE:
AFI 32-1001 refersto seven calendar days instead of five workdays. The same
amount of time passes in both instances.

Routine Work that does not meet the prerequisites set for emergency and urgent work is classified as
routine. Routine work becomes delinquent if not completed within 30 calendar days after identification of
the requirement or receipt of materials.

Facility Visits In conjunction with the facility manager, the shop supervisor identifies work needing to be
donein afacility. The facility manager should have alist of work requirements to be documented on an
AF Form 1219, Multi-Craft Job Order, prior to the shop supervisor’svisit. Following the visit, the shop
supervisor will schedule time for ateam of craftsmen to gather the necessary materials and make the
repairsidentified during theinitial visit.

Structural Maintenance and Repair Team (SMART) Although no longer widespread, some bases still
use the SMART concept. Similar to azone, it uses ateam of permanently assigned workers with various
skillsworking out of atrailer. Thework they perform has been previously identified by the SMART
supervisor or a designated SMART worker on an AF Form 1219.

Prime BEEF Maintenance and Repair Prime BEEF teams sometimes accomplish direct scheduled work
as part of their training mission. Direct scheduled work orders are grouped into packages and scheduled
for work accomplishment during Prime BEEF training days.

Preparing Direct Scheduled Work Orders The most common automated computer system used by
Operations Management personnel to prepare DSW requirements is the Interim Work Information Management
System (IWIMS). Before the IWIMS system evolved, DSW requirements were prepared manually using AF
Forms 1879 and 1219. Keep in mind that no matter how direct scheduled work is prepared, not having enough
information can cause more problems than having too much.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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12.6.3.
Manually If you must complete a DSW manually, here are the forms required to properly document the
required work:

* AF Form 1879, BCE Job Order Record (Figure 1) Thisformisused for individually identified work
requests. Direct Scheduled Work is authorized using thisform. It isimportant that al the information be
accurate and legible:

1. Facility Number - building or areawhere work is to be accomplished
2. Activity or Street Address - where work isto be done (i.e. Officers Club)
3. Date- current date
4. Time- current military time (i.e. 1415 hrs)
5. Name and grade of the requester - normally facility manager
6. Phone Number - phone number where the requester can be contacted
7. Service Required - complete description of work requested. Thisinformation determines the
classification of the DSW
8. Arealfacility where job islocated - exactly where work is to be done (room no., etc.)
9. Dangerous conditions existing; determined by questioning the requester about any safety hazards or
dangerous conditions that may exist
10. Restrictions such asjob site availability or pre-announcement requirements
11. Make of Equipment, Type/Size of Item, and Color or Item blocks are filled out based on information
provided by the customer and as needed
Ll R ERCHAENNLEENT T m_l—-—'l-_-
FACEY. Pk AETWNTY DN STEERET oL D ik DATE I T E I il DD el
a® HEEC & bl 'S, [ O FORCGALI I B T-0W FHEEE Mok R TE HATE [rr DR ey o 0 PR ) R
BE MV ICE FESLE E O —_— ‘-I-""rFE_ PF HERTIGE
L -1 I T ISR
AR T -
T ]
[ - i, o IDET. FATAL TREK
E T oL i P TE TR ATED COMPLETION DWTE TAEW B ASTLAL TR AL THE
ANEL P ACPLETY Wi I W PR LA TR O mMﬁuﬁ.ﬁ;ﬁqﬂf
Eon raB i IMCe ol -CraCa T Kikal EFTi a3 [ e
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MAMNK OF EFHA MR T T LA EEE [T CHHLEN D
ARTMONEDR HATE TIME S E LT TR T AT ™™ T bl 1 --- 8
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AF FE%‘".!E 1670 PASYIORIA EFORTROMN WL BF LSSen SHDP COPY BEJOB SRNAFR RECABER.

Figure1 AF Form 1879

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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12.6.3.

AF Form 1219, BCE Multi-Craft Job Order Thisisanother form used to prepare direct scheduled work. It
is used to identify multiple work requirements for individual facilities. When preparing an AF Form 1219, the
following blocks must be filled in completely:

1. Cost Center — zone/shop doing the work

2. Facility Number - facility requiring work

3. Date Prepared - date the discrepancies were identified

4. Name of inspector - person doing facility inspection

5. Using Agency - Organization assigned use of facility

6. Individual to Contact - (Name & Phone No.)-Facility manager
7. Work Description - what needs to be done

8. Location - where the work needs to be done (room no.)

9. Materials- what materials are required to do the job

10. Craft - trade that will do the work (i.e., A, PB, €tc)

NOTE:
The remaining blocks may be filled out once the form is received for processing.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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Figure2, AF Form 1219

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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Automated Computer Program The automated computer program can be used if your base has the

capabilities. Basically, when awork request is received, either verbally or written, the work requirement is
reviewed. If it isdetermined to be a CE responsibility and classified as direct scheduled work, the work

requirement is prepared using an automated computer program. Thisis asimple form the customer service
person will enter into the IWIMS system while talking to a customer. The information required on this

15.
16.
17.
18.

automated form includes:

Inst/Facility - building or areawhere work is to be done.

Customer Acct - the customer account codes are established by each CE organization to identify each
individual organization as CE customers (Pre-identified in IWIMYS).

Organization/Office Symbol - requester’ s organization and office symbol.

Request Date - date the request was received (programmatic).

Work Order Title - brief description of work to be done.

Location - location of work to be done, often aroom number.

Reguester’ s Name - facility manager.

Phone Number - Facility manager’ s number.

Gen/Senior Officer - used to identify housing requirements only Use “G” for general officersand “S’ for
senior officers. (General officers are alocated separate moneys for military family housing quarters that
must be accounted for.)

. Customer Work Description - complete description of work required.

. EPS Noun - information required for quick estimates.

. Type of Service —work classification--used to programmatically compute the required completion date.

. Shops Assigned - identifies shops that will do the work.

. RRI/What’ s Reimbursable? - code indicating reimbursable work (preloaded) and what part of the work is

reimbursable.

AF Cost Account Code - used to collect charges.

Special Interest - indicator used to indicate special interest for commander or inspectors.
Status - reflects the current reason why the work is tracked to alocation.

Tracking Indicator - location of DSW.

Optional infor mation:

- Remarks section- notes explaining why the request was sent to the current location and a further history of
the work requirement or potential problems.
- Infrastructure codes - apair of two digit codes that further shred out the type of work being requested.

REMEMBER: When gathering information about the work requirement from the customer, be certain the
information is accurate and complete. The following steps should be used to properly identify and track
direct scheduled work:

Step 1. Determineif work requested iswithin the scope of direct scheduled work.

Determine if the work is minor in nature and requires no detailed planning

Ensure materials are already on hand or can be procured in atimely manner

Determine if there are any restrictions involved with the type of work being requested that would
prevent you from using a DSW

NOTE:
If the work to be done requires detailed planning, then it must be accomplished by
work order or contract.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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Step 2: Determinethetype of direct scheduled work that isbeing requested
* Emergency (utility outages, fire protection, etc.)

» Urgent (1 of 2 commodes are stopped up in the building, door off hinges, etc.)

* Routine (replace cracked floor tile, adjust door closure) Coordinate with the shop supervisor to see if

routine requirement can be accomplished by facility maintenance (facility visit) or a SMART visit

Step 3: Determine the method you will usein preparing a direct scheduled work order
* Manualy - Use AF Form 1879, BCE Job Order, or AF Form 1219, BCE Multi-Craft Job Order

* Automated - Use the Interim Work Information Management System (IWIMS)

Step 4: Prepareadirect scheduled work order
» Either manual or automated methods can be used to log the DSW information accurately and

completely (Facility number, requester name, phone number, etc.)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on training if equipment is
avalable. Itisto beused in conjunction with these for training purposes only.
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Review Questions
for
PREPARE DIRECT SCHEDULE WORKORDER’S

Question Answer
1. Direct scheduled work is afast way to a True
authorize work that isminor in natureand | b. False
requires no detailed planning.
2. What type of DSW would be required if a. Emergency
the security alarm system failed in a b. Urgent
building? c. Routine
d. Smart
3. Direct scheduled work is authorized on a. AF Form 332, BCE Work Request
what form? b. AF Form 637, BCE Job Order Log
c. AF Form 1219, BCE Multi-Craft Job Order
d. AF Form 1879, BCE Job Order Record
4. What form is prepared to identify multiple | a AF Form 332, BCE Work Request
work requirements for individual b. AF Form 1081, BCE Work Request/Work
facilities? Order Register
c. AF Form 1219, BCE Multi-Craft Job Order
d. AF Form 1879, BCE Job Order Record

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PREPARE DIRECT SCHEDULE WORKORDER’S

Perfor mance Checklist

Step Yes No

1. Did the trainee correctly identify direct scheduled work requirements?

2. Did thetrainee correctly identify the type of work being requested?

3. Didthetrainee correctly prepare a DSW using an AF Form 1879, BCE Job
Order Record and an AF Form 1219, BCE Multi-Craft Job Order?

4. Did thetrainee correctly prepare a DSW using an automated computer
program (IWIMS)?

FEEDBACK: Trainer should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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OPERATIONS
MANAGEMENT

DIRECT SCHEDULED WORK
MODULE 12 AFQTPUNIT 6

PROCESS (DSW)
(12.6.4.)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. It isto be used in conjunction with these for training purposes only.
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PROCESS (DSW)

Task Training Guide

STS Reference
Number/Title:

12.6.4. Process Direct Scheduled Work

Training References:

* AFI 32-1032
» CDC3E651, Vol. 2

Prerequisites:

e Possessa3E631 AFSC

Equipment/Tools
Required:

e AF Form 1879, BCE Job Order Record, AF Form 1219, BCE
Multi-Craft Job Order, Automated Computer Program (IWIMS)

L earning Objective:

* Thetrainee will know how to process various types of DSWs

Samples of Behavior:

» Thetrainee will know the proceduresinvolved in processing
various types of DSWs

Notes:

* To successfully complete this element, follow the steps outlined in this training package

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PROCESS (DSW)

Background: Processing Direct Scheduled Work Learning to process direct scheduled work
orders correctly the first time will save you valuable time. The correct numbers, codes, etc., must
be used to help CE use their resources efficiently and to charge costs correctly. Again, how you
process direct scheduled work orders will depend on whether you are using an automated
computer program or manually processing the work requirement.

Manually After the preparation of the form is complete, the AF Form 1879 must be processed.
The DSW number is assigned to the AF Form 1879. Depending on the procedures at your base,
the following information may be filled in when processing an AF Form 1879.

Collection Work Order Number (CWON).

Zone Number - work zone of the base where the facility is located.

Type of Service - based on the work requested; also used to determine required completion
date (programmatic in IWIMYS).

Required Completion Date - date the work must be accomplished without being delinquent.
Estimated Completion Date - date the work should be accomplished, based on work type and
shop backlog.

Estimated Total Time - comparable commercia standards approved by the BCE.

Assigned To - Shop assigned (three-digit cost center code).

Authorized - signature of person authorizing the DSW. Authorization for DSW should be
delegated to the lowest possible level in writing (Letter of Delegation). DSW's can only be
canceled by the same level of authority (or higher) than initially authorized the work.

ON® O~ WNE

NOTE:
A delinquent DSW is one that has not been completed in the time frame required. For
example, an urgent open after 5 duty days, is now considered a delinquent DSW.

The remarks block on the AF Form 1879 can hold additional information to assist the cost center
in getting the work done. The other blocks may be filled in when the craftsmen go on the job and
complete the job or refer the DSW to another cost center.

If the AF Form 1219 is used at your base, it is processed by completing the following areas:
Work 1D code (optional only); (from) M/HR Est. (estimated hours to perform each task); and
assign aDSW number. The AF Form 1219 is then approved and scheduled for accomplishment.
When all the work on the DSW is completed, the back of the AF Form 1219 is annotated with
the date completed and the supervisor signs the signature block.

Automated Computer Program Once the automated DSW is prepared; the work requirement
must be processed. Be sure the customer is given the DSW number so they can track the work
requirement. The DSW is then scheduled for accomplishment, assuming materials are available.
Remember, if materials are needed, the necessary material ordering forms are prepared (manual
or automated) and Logistics obtains the materials. Once the DSW is accomplished the work
requirement is closed. This completes the life cycle of adirect scheduled work order

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Review Questions
for
Process (DSW)
Question Answer
1. Who can cancel aDSW? a. The BCE only

b. The same level or higher authority that
authorized the work

c. Anyone in operations management that
determines the work requirement is not valid

d. All of the above

2. Onthe AF Form 1879, BCE Job Order | a. Shop Backlog
Record, what is the estimated b. Work Classification
completion date based on? c. Authorizing person’s rank
d. Botha andb.

3. What needsto be on file when
authorizing aDSW at the lowest level?

A letter of delegation

. A copy of the original 332

Sketches attached to the 1219

. Estimated costs of similar work requests

o0 oCTW

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PROCESS

Perfor mance Checklist

Step Yes No

1. Did the trainee correctly process an AF Form 1879, BCE Job Order Record,
and an AF Form 1219, BCE Multi-Craft Job Order?

2. Did thetrainee correctly process an automated DSW?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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12.7.3.
OPERATIONS
MANAGEMENT
WORK ORDERS
MODULE 12 AFQTPUNIT 7

PREPARE WORK ORDERS
(12.7.3)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. It isto be used in conjunction with these for training purposes only.
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PREPARE WORK ORDERS

Task Training Guide

STS Reference
Number/Title:

12.7.3. Prepare Work Orders

Training References:

* AFI 32-1001, AFPAM 32-1005, AFIl 32-1022, AFI 32-1032, AFI
32-1098, AFI 32-6002, AFI 32-6003

Prerequisites:

¢ Possess, asaminimum, a3E631 AFSC

Equipment/Tools
Required:

e IWIMSwork order program or AF Form 1081 used to assign
work order numbers

L earning Objective:

* Trainee will know how to prepare various types of work orders

Samples of Behavior:

» Trainee will know the proceduresinvolved in preparing various
types of work orders

Notes:

» To successfully complete this element, follow the steps outlined in this training package

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PREPARE WORK ORDERS

Background: Oncethe AF Form 332 has been approved for accomplishment, the approving
authority will also determine the method of accomplishment. Sometimes the method of
accomplishment will be by direct scheduled work order (DSW); in that case, you would prepare a
DSW and forward it to the shop for scheduling. If the method of accomplishment is not by

DSW, then you would need to prepare awork order in “Draft” status (using work order indicator
D). A work order isaway to control large or complex jobs that usually require detailed planning
or capitalization of real property records. A work order can aso be used for collecting
reimbursements and gathering data for review and analysis. There are three main types of work
orders operations management personnel normally handle:

In-Service Work is accomplished in-house by using CE resources (labor, material, and
equipment). All classes of work (maintenance, repair, and construction) can be completed by
In-service (using work order indicator A, J, or W) accomplishment.

Contract Thiswork is accomplished by private businesses, corporations, or firms NOT
associated with the government, including SABER (Simplified Acquisition of Base
Engineering Requirements). Contract work orders (using work order indicator C) are often
referred to as "projects’ and may be programmed years into the future. These can also be
accomplished with a combination of contract and in-service forces. Inthis case, only one
work order would be prepared (using work order indicator X) to collect both, CE's and the
contractor's cost.

Self-Help These work orders enable an organization to do work on its own, using its own
donated labor, materials or both. Sometimes CE craftsmen are needed to support self-help.
That support may be provided on either a DSW or the original self-help work order (using
work order indicator Y) depending on the complexity of the help needed. Even though CE is
not actually doing the work, we are responsible for ALL approved work performed self-help.

NOTE:

AF Form 327, BCE Work Order, is used to authorize:

* In-service minor construction work requiring capitalization.

» Contract work except contract maintenance of equipment.

*  Work (including self-help) that resultsin a change to real property records regardiess
of the source of funds.

» Work indicated on work order change orders.

o Sdf-help work authorized for combined accomplishment (self-help and in-service)
requiring real property capitalization.

* Any other work where individual costing or detailed planning is required.

* Minor construction (M/C) work on leased facilities.

Once you have determined the correct type of work order, prepare the work order package, which
should consist of afolder that contains the original approved AF Form 332, the automated or
manually prepared AF Form 327 and all supporting documentation.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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NOTE:
Some units like to use the red six part folders to keep the individual sections of the work
order package separated; in any case, you should have some type of folder for supporting
and planning documents. Label the top of the folder with the work order number,
description of work, and facility number. Work order folders should be labeled the same
way to alow for ease in filing and purging of all work orders.

Manual Work Order Program/AF Form 327, Base Civil Engineer Work Order If IWIMSis
not available, the work order is prepared using AF Form 327, Base Civil Engineer Work Order
(see Figure 1, sample AF Form 327, Base Civil Engineer Work Order). Annotate the AF Form
1081 with the current status. If you are unsure what information goesinto any of the data fields,
quick reference listings for both the AF Form 327 and the IWIM S automated work order program
can be found in Figure 4, AF Form/IWIM S 327 data field reference listing.

To properly perform thistask, follow these steps:

Step 1: Fill in installation name
» There are two sections under this heading: A “Control” isthe main installation, and B
“Other” isasite that may be owned and maintained by the “A” installation.

Step 2: Fill in thework order number
* Thenumber isthe same as originally assigned to the AF Form 332.

Step 3: Fill in the project number, if assigned
* A project number is assigned by a Programmer in the Engineer Element when work is
being accomplished by contract.

Step 4: Requester’s name and phone number
» Sameinformation as found on the original AF Form 332, generally the facility manager
or requesting organizational Commander.

Step 5: Change order number
» Change order numbers are assigned only if there is a change in the scope of work.
Change orders will be numbered consecutively starting with the number one (1).
* Re-approval indicating the change and total increaseis required for each sequentia
change order.

Step 6: Labor Utilization Code (LUC)
* LUC codesidentify the type of work being accomplished. LUC 15 isused to identify
minor construction work and LUC 18 is for maintenance or repair work requirements.

Step 7: Fill in thework order number
* Thenumber isthe same as originally assigned to the AF Form 332.

Step 8: Statement of work

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Describes the work to be performed (planner expounds on the statement as needed).

NOTE:
The use of the words planner or planning refers to the function at your base that
performs the actual planning of work orders.

Step 9:

Work Order Master File, broken down by " field locations’ for computer input.
Control Installation — A unique four-character name for your base, part of the control
data of the record.

Control Center —Usually theletter “A.” There are afew bases with two CE units; in
that case one would use the control center code of “B.”

Work Order number — Same as the work reguest number.

WO Indicator — Identifies type of work and method of accomplishment (see figure 2).
Number of shops— Total number of shops required to complete the work requested.
Installation code — A location owned and maintained by the Control installation, but
having its own installation code. For example, the main baseis TYFR (Ramstein) but
the work is being performed at VGXA (Sembach).

Work Class— Classification of work being done (i.e.: C = Construction, M =
Maintenance, and R = repair); Minor Construction is work approved at < $1.5 million.
Refund Reimbursement Indicator (RRI) — If the work is for a reimbursable customer,
this code identifies who will pay for the services provided. The cost of the work will
show on the Schedule of Refunds and Reimbursements.

Facility Number and suffix — All real property assets have building numbers assigned.
Cost Account Code — Used to collect costs charged to the facility. Based on type and
use of facility or work being performed.

Priority — Assigned by the approving authority.

Capitalization Indicator — Indicates work that will result in a change to real property
records. A “Y” indicator isused if changes must be capitalized on the real property
records. Real Estateisresponsible for updating any changes to real property records.
General Quartersindicator —A “G” isplaced in thisfield if the work is at the quarters
of ageneral officer. The GOQ report then reflects the costs charged to the quarters.
Work description — Brief description of the required work (limited space to input data).
Special Indicator — Locally determined; for example you could put an “S’ in thisfield
for all work ordersrelated to a storm, you could then write areport against the Sl code to
retrieve a breakdown of the work and costs associated with the storm.

Organization Code (Customer Code) — Identifies the organization requesting work.
Turn In Indicator —Enter a“Y” if turn in of equipment is required.

Work Order Opening Date — The date the work order is |loaded into the computer.
Estimated Start Date — Assigned by the work order programmer, based on man-hour
and material availability.

Estimated Completion Date. - Assigned by the work order programmer, based on
estimated start date and estimated hours.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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All other blocks remain blank until you reach block 11

Work order shop file

Control Installation — Thisis the same information as used in step 9.

Control Center — Thisisthe same asit wasin step 9.

Work Order number — Same as the work request number used in step 9.

Cost Center — Three-digit code indicating shops needed to compl ete the work.
Number Required — Number of Personnel required on the job from each cost center.
Number of Hours— Total hours required by each cost center to complete the work.
Estimated labor rate— The current shop rate can be obtained through the Financial
Manager. The shop rate does fluctuate and must be validated at the end of each month.
Estimated direct material cost — The planner provides the total material estimate for
each cost center.

Estimated project contract cost — Used only when the work requires a contract.
Estimated services contract cost — Used only when the work is a service contract.
Estimated other cost —Used only for other non-O&M funded costs.

Blank — Unused field.

Authorization block
For an in-service work order, this block contains the signature and date of the
authorizing authority. This must be signed prior to ordering materials.

Completion

Each cost center supervisor signs a copy of the 327 when their work is completed. The
Operations Chief or a designated representative will sign and date the original 327
when all thework isdone. All signed copies are maintained in the work order package.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Figure 1, AF Form 327, Base Civil Engineer Work Order.
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Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
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AF Form 1081, BCE Work Request/Work Order Register. Thefinal step in preparing the
work order isto update the AF Form 1081, BCE Work Request/Work Order Register (See
Figures 6 and 7), or update the work order record in IWIMS. Operations Management
personnel must be in positive control of al work requirements from the time of receipt until the
work is completed or in afirm plan of completion. Positive control of AF Forms 327 and 332 is
achieved with the use of the AF Form 1081, BCE Work Request/Work Order Register.

To properly perform thistask, follow these steps:

Step 1: Determinetype of work order
* In-service, Contract or Self-Help

Step 2: Preparework order package
* Insert origina approved AF Form 332, manual or automated 327, and support documents
into awork order folder.
» Label work order folder with W/O number, description of work and facility number.

Step 3: Load work order into IWIMS
* Fill inal applicable datafields.

Step 4: Update AF Form 1081 (seefigure6) or track in IWIMSto planning function
» Update status and track to planning function if using IWIMS.

Work Order Indicator - There are 13 different indicators used to identify the means of work
accomplishment. (See Figure 2)

Indicator Description

IN SERVICE WORK
CONTRACT PROJECT
DRAFT

DIRECT SCHEDULED WORK
MATERIAL ONLY
NON-BCE COST
OPS/SVC/RWP

RENTAL CONTRACT
SERVICES CONTRACT
PURCHASED UTILITIES
OTHER IN-SERVICES
IN-HOUSE/CONTRACT
WORK NON-BCE SUPPORT

<|X|Zg|Cc|lun|m|lo|Z|Z|w|O|O|>

Figure2, Work Order Indicator Chart

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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IWIMS Automated System When using the IWIM S automated system, the process of tracking
work requests becomes much easier. Each user is assigned a three-digit identification code for
the computer system. Every time the work request is moved from one location to another, the
user simply makes the modification to tracking location and status, and places appropriate notes
in the remarks section of IWIMS. The computer programmatically assigns the users three-digit
identification code and/or name as a permanent record of the modification. Since IWIMS is an
automated system, as Operations management personnel enter information about each work order
in the system, the 327 is created. The information can be found on one of the six pages of the
automated work order system. Even with IWIMS, Operations management personnel must bein
positive control of all work packages from the time of receipt until the work is completed or in a
firm plan of completion. (See Figures 3 and 4)

To properly perform thistask, follow these steps:

Step 1: Determinetype of work order
* In-service, Contract or Self-Help

Step 2. Prepare automated AF Form 327
* Print automated 327 for signature (See figure 5).
» Track to appropriate section for signature and further processing.

Step 3: Preparework order package
* Insert origina approved AF Form 332, the AF Form 327, manually prepared or
automated, and any supporting documents into awork order folder.
» Label work order folder with W/O number, description of work and facility number.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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WMy e
= Winloc-1

Session Edit Display DPEeys WPPluzKey: Help GEB

Actjue GF Work Order#Reguest Page: 1
W0#Request #: UNUP A 485818 PATCH HOLE IN WALL Rec Sfatus: R
W0 Indicator: H IN-SERUICE WORK Tracking Location: ZOHE 1
Wark Class: R Repair Tracking Status:  IN PROG
Labor Gode-LUG: 18 InstAFacilitu #:  UHUP B1927 E
AF Account Code: 31879 Requester's Hame: 5367 KEMMETH WO0D
RRI Code: Organization: dbb THa
What's Reimb? ALLl: Mat: Office Sumbol: T5IM
Lab: Contr: Telephone Mumber: 5828
ben#den Officer: [ G5 Facil ity Manager: £UBIK MICHAEL E
apecial Interest: Fac Mar Oran: ibd TTH
Customer Account:  B4a1 Fac Mar Phone: arid
Cust#CE Priaritu: ’ Wark Location:
Works0Ora Prioritu: s
Project Number:
Infrastruct, Code:
Risk Assess-RAC:
Oeficiencu: Fire 05HA  Other TravelAork fone: 1 #
Shops Assigned: 14
MO INT Capitalization: Uouch #:
Your modifications haue been saued,
[11Keus [310esc (&1Find
[9)Modifu (15)Print {16)Retrn
(17 Menu  [18)Remrks(19)1Loas (28)PuScrn(21)8s5crnl22)5haps (3Z]Enit

Figure3, IWIMSWork Order Screen

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Work Order — Number programmatically assigned by computer after adding basic information
Date Open — Pre-assigned by the computer, based on the actual date the information is entered
Apply ID/date — Three-digit user ID and date approval authority was approved in the computer
Auth ID/date — Three-digit user ID of authorizing authority and date authorized in the computer
L UC — Assigned by operations management personnel, based on type of work being done
Project — Is assigned by Program Engineer if a contract is created to accomplish work
Requester Phone — Self-explanatory

Org/Office symbol — Thisis the organization requesting the work

L ocation — This block further pinpoints awork location, particularly useful to shop personnel
WO-IND — Seefigure 2 for al indicators. Use the one appropriate for the work being requested
Nr Shops— Thisindicates the total number of shops needed to accomplish the work, updated
programmatically as shops are added to awork order

Inst — Thisisthe code for the install ation the work is being accomplished at

Wk Class— Classification of work; Construction, Repair or Maintenance

RRI — Reimbursement indicator is marked when other than O & M funds are being used
Facility — Type in the facility number where the work is actually being done

AF Acct — AF account code is how the cost is actually collected

Pri — Priority assigned by approval authority based on mission impact

CAP IND — Check “Y” if the work requires capitalization, leave blank if no

GOQ —“G” if General officers quarters, “S’ if Senior Officers quarters, otherwise leave blank
Work order title— Use abrief, to the point description in the section

RAC, OSHA, Fire, Other — As determined by Wing Safety, Bio-environmental or Fire
Department with the assignment of a RAC. Use the assigned RAC in the appropriate block.

Figure4, IWIMS Automated 327 Data Field Reference List

Maintenance: Maintenance refers to the day-to-day work required to preserve real property
facilities and prevent premature failure or wearing out of system components.

Repair: Repair iswork required for any facility (i.e., building, utility system, or other real
property infrastructure) or facility component to restore its safe, effective, and economical
support of assigned missions and organizations.

NOTE:
Maintenance and repair work can be combined together as one project, but construction
must always be done separately (construction is funded and approved separately).

Minor Construction. Thisincludes. repair-type work that does not exceed 70 percent of a
building’ s replacement cost; the construction, erection or installation of a new building or
system; work which expands the current size of an existing building; conversion of abuilding
from one primary function to another; or the addition, rearrangement or removal of load bearing
walls. Minor construction projects are military construction projects for a single undertaking that
have an approved cost equal to or less than $1.5 million. Minor construction projects costing
$300,000 or less are authorized to be funded from the Operations & Maintenance (O& M)
appropriation. Thislimit is statutory and cannot be exceeded.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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¥ WI MS 327
Wrk Order D Open D Taken Appv |D/Date Auth ID/Date LUC Project #
VNVPA 49002 950606 950606 MP3 970220  MP3 970220 15
Request er Phone ORGN Of Synmbol Location
LT VINCE G LL 676- 2402 396 CVIL E 396 CES/C ROOM 150
WO-Ind Nr Shops Instl W Class RR Facility AF Acct Pri  CAP IND GOQ
A 1 VNVP C 01927 80010 Y
Work Order Title SI Cust RAC OSHA Fire Oher Og Pri
RENOVATE CONFERENCE ROOM 0001
Est Start: 970501 Est Conpl: 970530
ESTI MATED Cost s:
Labor Cost Mat eri al Cost Contract Cost Q her Cost Total Cost
$1, 837. 12 $754. 34 $0. 00 $0. 00 $2, 591. 46

*** Statenment of Work ***
FABRI CATE AND | NSTALL A PARTITION I N ROOM 150 OF BLDG 1927. THE PARTITION IS
TO BE 16 FT FROM THE EAST WALL AND W LL HAVE A 36" X80" DOOR I N THE CENTER
ON THE SOUTH WALL CUT IN AND FRAME TWO EACH DOORWAYS (36" X80") CENTERED BETWEEN
THE PARTI ON AND EXI STI NG WALLS. I NSTALL TWD EACH RECEPTACLES ONE ON EACH SI DE
OF THE DOOR AND CENTERED BETWEEN THE DOORS AND WALLS. ROOM SI ZE BEFORE THE
PARTITION IS 36 FEET LONG BY 22 FEET WDE AND TEN FEET H GH. THE NEW PARTI TI ON
WLL BE 22 FEET LONG BY 10 FEET HI GH.

* % % * % %

Summary of Planning Estimte

Wor k Coor di nation Labor Labor Mat eri al Tot al
Cent er Signature & Date Hour s Cost Cost Cost
451 1A 54.6 1707. 88 754. 34 2462. 22
Tot al s: 54.6 $1707. 88 $754. 34 $2462. 22

Pl anner's Revi ew. Dat e:

Unit Chief's Review Dat e:

Aut hori zati on Signature: Dat e:

Mat eri al C earance: Dat e:
War ehousenman

Conpl eti on Signature: Dat e:
On-Site Job Coordinator

Conpl etion Certification: Dat e:

Operations Chief/ Deputy

End of WMs 327 ***

Figure 5, Automated IWIM S 327

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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wnm iom:ﬂ m_mDCmmﬂ\iOI_A OIUmm mmm_w.qmr (WR = Work Request, WO = Wurk ()rder)
ENG AND APPROVAL MATERIAL
T0 FROM TO FROM Yo FAOM TO FROM
Install 110V w 08 Jun|
dedicated circuit,
93511 Hpidg 1927, Rm 23 |08 U w
Overlay gravel w 1 Disapproved 12 Jun
93512 |parking lot with |08 Jug® 08 Junmll Jun L1 Junf2 Jun Not cost effective
asphalt. "
Bldg 1921 (South)
Provide paint for w bs Juallo J Approved 10 Jun.
93513 |self-help painting{08 Jug” un un
Bldg 1927, Rm 2 w
[-]
Provide contract w 08 Junb8 Jun Closed - Service
93514 |support with 08 Jug® contract 92589.
trencher for Comm. w
Junl0 J
scheme 92-0043 ° 08 Jun un
Install partition w )
93515 and doorway. 09 Jug~ 09 Jun
Bldg 873, Rm 157 w
Repair metal stair w 09 Junll0 Jun Approved 10 Jun.
93516 |railing (inside 09 Jug— Transfer to direct
stairwell). w scheduled work.
Bldg 873 (West) °
Install soundproof *109 Junl2 Jun 12 Junll4 Jun Approved 14 Jun.
93517 wallboard. 09 Jug Planned work order
Bldg 1900, Rm 153 *114 Jun
w
R
93518
w
-]
w
n
93519
w
]
w
93520 .
w
o
AF romm 1081

Figure 6, AF Form 1081, BCE Work Request (Request/Work Order Register)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace

hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Work Request/Work Order Number — Always afive-digit number arranged in sequential order
and pre-numbered to prevent using the same number twice.

Description — A brief description of the requested work, in addition the facility number and room
number may be entered for further identification.

Date Rec'd — The actual date the work request was received from the customer

Planning, Eng and Environ Planning, Approval Authority, and Material Control blocks—
Used to annotate dates to and from each function for control and tracking purposes.

Remar ks — Used to annotate all change orders, approval/disapproval actions and any other
information that further identifies the status of the requirement.

Figure7, AF Form 1081 Data Field ReferenceList

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Review Questions
for
PREPARE WORK ORDERS
Question Answer
1. What isthe main purpose of the work a. Toensure CE isreimbursed
order system? b. To prevent overloading the zones with DSWs
c. Tocontrol complex jobs requiring detailed
planning or capitalization.
d. To prevent delinquencies on routine work that
cannot be accomplished within thirty days
2. Threetypes of work orders are In- a True
service, Contract, and Self-Help. b. Fdse
3. What should the work order package a. TheOrigina copy of the approved AF Form 332
contain? b. The AF Form 327 or automated IWIMS 327
c. Any supporting documentation
d. All of the above
4. If preparing awork order to convert a a. Repar
dormitory into an office building, what | b. Maintenance
work class would be used? c. Minor construction
d. Direct Scheduled Work
5. When preparing awork order into a “J (Direct Scheduled Work)
IWIMS, which work order indicator b. “X” (In-Service/Contract)
should be used? c. “A” (In-Service Work)
d. “D” (Draft)
6. When preparing awork order manually, | a. AF Form 332
what form is used to obtain awork order | b. AF Form 637
number and update status/location of the | c. AF Form 1081
work order? d. AFForm 1879
7. When using IWIMSto create an a. WP Programmer
automated 327, who determines the b. Planning Function
shops and total material cost necessary c. Senior Scheduler
to complete the job? d. Operations Chief
8. When repair work exceeds 70% of the a. Repar
facility replacement cost, what work b. Construction
classisused? c. Maintenance
d. Maintenance and Repair

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PREPARE WORK ORDERS

Perfor mance Checklist

Step Yes No

1. Did the trainee correctly identify the type of work order required?

2. Did thetrainee adequately prepare awork order package?

3. Did thetrainee prepare the manual AF Form 327 or IWIMS
automated work order correctly?

4. Did thetrainee correctly update the AF Form 1081 or update
tracking in IWIMS?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.

12-43




AFQTP 3E6X1-12

12.7.4.
CE
OPERATIONS
MANAGEMENT
WORK ORDERS
MODULE 12 AFQTPUNIT 7

PROCESS (WORK ORDERS)

(12.7.4))

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. It isto be used in conjunction with these for training purposes only.
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PROCESS (WORK ORDERY)

Task Training Guide

STS Reference
Number/Title:

12.7.4. Process Work Orders

Training References:

» AFI 32-1001, AFI 32-1032, AFI 32-1098
* J3ALR3E631 007 11-2 Study guides and workbooks

Prerequisites:

¢ Possess, asaminimum, a3E631 AFSC

Equipment/Tools
Required:

e IWIMSwork order program or AF Form 1081 used to assign
work order numbers

L earning Objective:

* Trainee will know how to process various types of work orders

Samples of Behavior:

» Trainee will know the proceduresinvolved in processing various
types of work orders

Notes:

» To successfully complete this element follow the steps outlined in this training package

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PROCESS (WORK ORDERS)

Background: Now that you have learned how to prepare awork order it’stime to move on to
processing awork order for accomplishment and close-out. To make it easier, we will discuss
each type of work order separately since they are processed dightly different.

IN-SERVICE Forward the work order package to the “planning section” that is responsible for
planning work orders at your unit. The work order indicator remains“D” until the AF Form 327
(or IWIMS automated 327) is authorized; this prevents accidental charges to the work order.

NOTE:
If the shop performs the planning function in lieu of a planning section, the shop will
follow the planning procedures.

Planning prepares the In-Service work order in final form. The Chief of Planning or shop
supervisor will assign the draft work order to a planning technician or craftsman to perform the
detailed planning. The planner will prepare the job phase sheets that identify to the craftsmen
what work is to be performed and the sequence of the tasks. They also provide all drawings
needed for the craftsmen and the Bill of Materials (BOM). It isvery important that the planners
coordinate the work plan with the appropriate shop supervisor. This coordination allows the
shop supervisors to have a good understanding of the job and gives them a chance to work out
any disagreements with the work plan and/or materials to be used. The shop supervisor then
initials on the AF Form 327 in the coordination block beside their cost center, that he/sheisin
agreement with the work order package. After the AF Form 327 is prepared in final form, it is
returned to the operations management function for review, programming, and to obtain
authorization to order the materials.

* Review Thework order isreviewed after it has been prepared and programmed for
accomplishment. If it passesthereview, it issigned in the "Authorization Block" on the 327
and authorized in the IWIMS. Thisisthe official "go ahead" for spending money on the
work order. Itemsfor review on the AF Form 327 include:

* Adequacy of the Work Order Plan The plan must be reviewed to determine if the
components of the plan arerealistic. Basicaly, will it work? Hasit been planned correctly?
Have all resources been identified? Does the work plan satisfy the customer’ s requirement?

» Accurate Cost Account Code Thisis an extremely important part of the review. The wrong
cost account code or a missing Refund/Reimbursement Indicator (RRI) code could cost CE or
another organization thousands of dollars.

* Need to Capitalize If the work increases or decreases the value of real property, the facility
records must be updated. The "Capitalization Block" on the AF Form 327 should be marked
appropriately. Some units like to process work orders though the Real Property office after
planning to allow them to identify work that requiresa“Y” in the capitalization datafield.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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NOTE:

Work causing capitalization to areal property facility, must be identified on the AF Form 327.
The planner clearly documents the changes to real and installed property.

For self-help work requiring capitalization, the planner provides the total EPS hours, multiplied
by the shop rate.

Work orders coded for capitalization must be sent to the Resources Flight when the work order
iscomplete. Real Property will update its records by specifying what has been added or deleted
from a specific facility.

Capitalization isgenerally required if awork order involvesthe following:

New construction, including installed equipment.

A conversion, extension, addition, expansion or alteration, including installed equipment, that
extends useful life, production or capacity.

Permanently attached installed equipment (addition or removal).

Increase or decrease in square yards of surface area of pavements.

Special Precautionary Measures Planning should identify all precautions and possible
disruptions that could cause an impact to the base or customer. Also, the AF Form 103, Base
Civil Engineer Work Clearance Request (or “Digging Permit”), must be processed just prior
to the start of work. The AF Form 103 identifies any clearance hazards, both above ground
and below. CE must get the word out to the proper agenciesif any routine activities on an
installation will be disrupted.

Required Completion Date The priority of the work and the customer’ s needs are
considered. CE doesits best to meet customer requested compl etion dates; however, since
some work orders have higher priorities, thisis not always possible. Higher priority work
will always be authorized first.

Operations Management Review After theinitial review is complete, the operations
management function will ensure the following actions are accomplished:
- Update the work order record and create shop recordsin IWIMS, if not already done and
then prepare sufficient copies for the following distribution:
-- Theoriginal remainsin the master work order folder
-- One copy for the facility file
-- One copy for the appropriate scheduler
-- One copy for each appropriate shop
- Forwards the work order package to the authorizing official who will determine if funds
are available for material or equipment. If funds are available, the work order (AF Form
327) issigned, authorized in IWIM S and returned to the operations management function.
If funds are not available, the work order is returned unsigned to the operations
management function to be held until the fund deficiency isresolved. When funds are
available, the work order is signed and returned to the operations management function.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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- Determine when the work order should be accomplished and enter the estimated start date
(ESD) into the IWIMS. Validate the programmed start month and if needed notifies the
customer of changes made to the ESD and updates the work order indicator from "D" to
"A" (from draft to in-service work order) in the IWIMS. For work orders requiring
materias, they establish the RDD on AF Form 1445 (or CEMAS) and send the work
order folder to the Logistics function.

» Logistics Logisticswill then process the work order to requisition all materials from the
appropriate sources. After the materials are 100% complete and have been reviewed by
planning, logistics sends the work order folder back to the operations management function.
The operations management function updates the estimated start or completion dates if
required and then forwards the package to the scheduler for accomplishment.

» Scheduler The Scheduler then performs the following actions:

- Prepares a shop folder for each shop identified on the work order; the shop folder
consists of a copy of the 332, an AF Form 327, copy of the BOM, copies of the job
phase sheets, and copies of any drawings prepared by the planner.

- Schedules the work order to the shops based on the ESD

» Shop supervisor The supervisor performs the following tasks when the work is complete:
- Inspects the work for quality and completion
- Turnsin all excess material to logistics and notes it on the AF Forms 1445. (The
excess materiel from the job is then managed by the logistics function.)
- Furnishesthe signed AF Form 327, along with drawings, sketches, and other
information needed to update record drawings and the Recurring Work Program to
the operations management function.

» Scheduler The scheduler then processes the completed work order by:

- Entering the date completed in the computer file through the labor screen.

- Returning copies of the AF Form 327 (signed by the shop supervisor) and
supporting documents to the work order folder.

- Ensuresal transactions that influence the cost of the work order or real property
records have been completed.

- Have Logistics perform final close out actions on the BOM and sign AF Form 327.

- Runthe BCE Completed Work Order Cost Report; place it in work order folder.

- Having the Chief of Operations or a designated representative sign the original AF
Form 327, when all the shops have completed their work. The completed work
order folder is then sent to Operations management.

- Closing the master work order record in IWIMS (or updates the AF Form 1081).
If achangeto thereal property records or record drawingsis indicated, the work
order folder is sent to Real Estate for capitalization and to Maintenance
Engineering for as-built drawing updates. When these actions are completed, the
work order packageisfiled by work order number within the completed fiscal year
and maintained for two years after the completed date.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Cancellation Work orders can only be canceled by the same level of authority, or higher, that
approved the original document. The work order may be canceled at any time during the course
of the work order processing. When proper authority directs cancellation of awork order, the
operations management specialist (for In-Service work orders) or Financial Manager (for contract
work orders) will:
- Contact each activity and advise them to discontinue any further work.
- Retrieve all copies of the work order (draft or final) and write, "canceled" on the original
AF Form 327.
- Update the work order and remarksin IWIMS or the AF Form 1081, BCE Work
Request/Work Order Register, to indicate the work is canceled.
- Notify the requester, in writing, that the work has been canceled and the reason why it
was cancel ed.

Change Orders Change orders are prepared on an AF Form 327, BCE Work Order, and are
numbered consecutively starting with number "1". They are planned and processed the same as
the original work order. When a change order is needed, it may be necessary to stop work until
documented approval isreceived. Theintent isto make sure the approval level is not exceeded
or that work is not accomplished to cause alarge cost increase without advance management
review and approval. Do not use change orders solely to eliminate variances between the
estimated and actual hours. Change orders are annotated in the remarks section of the AF Form
1081. The change order will show thetotal cost of the work order in "Total Estimated Cost
Block" of the AF Form 327. Thisisto avoid exceeding the approval authority. When using the
automated 327 to update a change order, use the menu key and type in change order reasons and
other pertinent information. Once the change order has been added the computer will
programmatically attach the overall cost increase to the cost summary page. Change orders are
required when:

- Thework islikely to exceed the approval authority of the individual who originally
approved the work requirement.

- The scope of work changes from that described on the original work order resulting in a
funded cost increase of 25 percent or more. A change in the scope of work is defined as
any new or additional work that was not requested or approved on the original approval
document.

- Thereisan additional requirement to install, remove, or replace Real Property Installed
Equipment (RPIE) or other equipment that will change real property records.

IN-SERVICE WORK ORDERS
To properly perform thistask, follow these steps:

Step 1: Forward to Planning Section
* Prepare job phase sheets
* BuildBOM
* Prepare al drawings as needed

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Step 2: Review work order package
* Adequacy of the work order plan
» Accurate cost account code
* Needto capitalize real property records
» Specia precautionary measures, AF Form 103
* Required completion date

Step 3: Authorize AF Form 327
* If funds are available, sign 327, authorize in IWIMS and establish RDD for materials
» If funds are not available, return to operations management until funds become available
and then have 327 signed and RDD established

Step 4: Order Materials
* Logistics firms BOM
*  When material complete, planner reviews materials received

Step 5: Schedule for accomplishment
* Prepare shop folders
* Release to shop based on estimate start date

Step 6: Completed Work Order
» Logistics closes out BOM and signs 327
* Run completed cost report
* AF Form 327 is signed by shop supervisor and Chief of Operations or designated
representative indicating all work is accomplished
» Close out work order master record
* Rea Property capitalizes as needed
* Maintenance Engineering updates As-Built drawings as needed

CONTRACT WORK ORDERS

Engineering and Financial Management process contract work orders. When the AF Form 332
has been approved for contract, operations management notifies the requester in writing of the
status. They then prepare the work order package as discussed in the previous unit, but the work
order package is then forwarded to Engineering for programming, design, and accomplishment.
Engineering will notify operations management of the project number so they can in turn notify
the requester and ensure the work order record (and AF Form 1081) reflects the project number.
Once the project has been designed, the package is forwarded to Financial Management.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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The financial manager initiates/prepares the AF Form 327 for work to be accomplished by
contract work order. Thisis done upon receipt of an approved AF Form 332, DD Form 1391, or
instructions for an approved utility or service contract. When the contract is completed the
contract inspector signs his’her copy of the AF Form 327, and the Chief of Engineering signs the
original AF Form 327. After the cost transactions have been performed through the Accounting
and Finance system (showing actual cost on the work order record), financial management closes
out the work order in IWIMS. They run a completed cost report and attach it to the signed 327.
Then send operations management copies to be filed in the facility folder (update the AF Form
1081). If achangeto thereal property records or record drawingsisindicated, the work order
folder is sent to Real Estate for capitalization and to Maintenance Engineering for as-built
drawing updates. When these actions are completed, the work order package is filed by work
order number within the completed fiscal year and maintained for two years after the completed
date. .

CONTRACT WORK ORDERS
To properly perform thistask, follow these steps:

Step 1. Forward to Engineering Flight
» Establish project number and notify operations management of the number
» Design project

Step 2: Design Completed, Financial M anagement Notified
* Prepares AF Form 327
e Update work order indicator

Step 3: Work accomplished
» Construction Management inspects project during al phases
* Ingpector signs copy of AF Form 327 when work is complete

Step 4: Completed Work Order
* Run completed cost report
* AF Form 327 issigned by Chief of Engineering, indicating that all work is
accomplished
» Close out work order master record
Real Property capitalizes as needed
Maintenance Engineering updates As-Built drawings as needed.

SELF-HELP WORK ORDERS

Self-Help work orders are processed similar to that of In-Service work orders. Over-the-counter
issues of self-help items do not require awork order. The key will be if and how much CE
support isrequired. Self-help work orders use awork indicator of “Y” (thisindicator will accept
CE labor for support of the project). An AF Form 327 is required when thereisreal property
capitalization or CE support is required that involves detailed planning. Otherwise, this support
may be provided on adirect scheduled work order.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.

12-51



AFQTP 3E6X1-12
12.7.4.

An example of CE support would include installing electrical, plumbing, or heating and
refrigeration connection. Self-help work requires a CE shop supervisor be appointed to monitor
the self-help work order (unless your unit has a separate self-help shop to handle this
responsibility). The monitor will conduct an initial briefing before any work is begun and will
inspect all phases of thework. Theinitia briefing will address the following topics:

- Nature and scope of BCE support

- Normal safety precautions

- BCE Logistics support

- Start and completion dates for the work

- Return of borrowed tools and unused materials

- Warranty and guarantee procedures

- Final ingpection, if any

When the work is completed the self-help monitor will:

- Annotate the total hours donated by the requester on the original AF Form 327

- Return copies of the AF Form 327 (signed by the inspector and requester) and supporting
documents to the work order folder

- Have Logistics sign the AF Form 327 for final material closeout

- Ensure al transactions influencing the cost of the work order have been completed

- Run the completed cost report and place it in the work order folder

- Warranty and guarantee procedures

- Havethe Chief of Operations or a designated representative sign the original AF Form
327, then send completed work order folder to Operations management

The Self Help monitor then closes the master work order record in IWIMS (or updates the AF
Form 1081). If achangeto therea property records or record drawingsis indicated, the work
order folder is sent to Real Estate for capitalization and to Maintenance Engineering for as-built
drawing updates. When these actions are completed the work order package isfiled by work
order number within the completed fiscal year, and maintained for two years after the completed
date.

SELF-HELP WORK ORDERS
To properly perform thistask, follow these steps:

Step 1: Plan work order
» Determineif CE support isrequired
* Build BOM
* Providedrawingsif required
» Estimate hours needed by requester and CE support (if required).

Step 2: Authorize AF Form 327
» |If funds are available, sign 327, authorize in IWIM S and establish RDD for materials

 |f funds are not available, return to self-help monitor until funds become available and
then have 327 signed and RDD established.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Step 3: Order Materials
* Logisticsfirms BOM
* When materia is 100% complete, planner reviews materials received

Step 4: Schedule for accomplishment
* Prepare requesters folder and shop folder if CE support is required
» Brief requester on al items
» Releaseto requester
* If shop support is required, release to shop based on date established with requester

Step 5: Completed Work Order

Logistics closes out BOM and signs 327

* Run completed cost report

» AF Form 327 issigned by self help supervisor and Chief of Operations or designated
representative indicating all work is accomplished

» Close out work order master record

* Real Property capitalizes as needed

* Maintenance Engineering updates As-Built drawings as needed

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Review Questions

for

Process (Work Orders)

Question Answer
. Who prepares the work order in final form? a. Programming
b. Engineering
c. Scheduling
d. Planning
. What is placed in the capitalization data field a $
when capitalization of real property isrequired? | b. A
c. Y
d Z
. Whereisthe original AF Form 327 kept? a. Master Work Order Folder
b. Facility Folder
c. Shop Folder
d. None of the above
. Who signs the AF Form 327 when a contract a. Chief of Planning
work order has been completed as the final b. Chief of Resources
signature for closeout? c. Chief of Operations
d. Chief of Engineering
. Work order packages are sent to Maintenance a True
Engineering for updates to As-built drawings. b. False
. A change order is needed when the work is a True
likely to exceed the approval authority of the b. False
person who originally approved the request.
. Work orders can only be canceled by the same a True
level of authority, or higher, that approved the b. False
original document.
. What is done with the work order packageonce | a. Filed only with other work orders
all the closeout steps have been accomplished? closed in the same fiscal year
b. Maintained for two years after the
completed date
c. Filedinnumerical order
d. All of the above

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PROCESS

Perfor mance Checklist

Step Yes No

In-Service

1. Wasthe work order forwarded to planning section?
2.

3. Wasthework order package reviewed correctly?

4. Was AF Form 327 authorized before materials were ordered?

5. Wereall actions taken to schedule work order for accomplishment?

6. Wasthe work order package properly closed out when work was
completed?

Contract

1. Waswork order package forwarded to Engineering Flight for project
design and accomplishment?

2. Did trainee understand the actions that financial management was
responsible for in the processing of the contract work order package?

Sdf-Help

1. Wasthework order package forwarded to self-help monitor?

2. Did trainee understand the actions that the self-help monitor was
responsible for in the processing of the work order package?

3. Didtraineetake al actionsto close out the self-help work order
package?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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OPERATIONS
MANAGEMENT
MATERIAL SUPPORT
MODULE 12 AFQTPUNIT 10

MATERIAL REQUISITION FLOW (12.10.3.)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment is available. Itisto be used in conjunction with these for training purposes only.
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12.10.3.
MATERIAL REQUISITION FLOW
Task Training Guide
STS Reference 12.10.3. Material Requisition Flow
Number/Title:
Training References: e AFI 32-1001, AFI 32-1022, AFI 32-1032
+ CDC3E651, Val. 2
Prerequisites: » Possess, asaminimum, a3E631 AFSC
Equipment/Tools * None
Required:
L earning Objective: » Trainee will understand the flow of material requisitions through
the Civil Engineer organization
Samples of Behavior: » Thetrainee will be able to explain material requisition flow and
procedures for Direct Scheduled Work (DSW) Orders
» Thetrainee will be able to explain material requisition flow and
procedures for Work Orders
» Thetrainee will be able to explain the responsibilities of all Civil
Engineer personnel/work centersinvolved in the material
requisition process

Notes:

» To successfully complete this element follow the steps outlined in this training package by
performing the required actions and then answering the review questions

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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MATERIAL REQUISITION FLOW

Background: Whenever awork requirement isidentified, it is possible that materia will be
required to complete the job. Material acquisition isthe process of obtaining the materials,
supplies, and equipment needed by CE personnel to perform their daily operations, maintenance,
and repair on Air Force real property. One of your responsibilities in the Operations
management career field isto know the procedures for obtaining materials. Y ou will also need to
know how to track material orders so work can be scheduled for accomplishment in atimely
manner.

The Civil Engineer organization has a number of different avenues for obtaining materials. One
of the most important factors in determining which method to use is whether the required items
are readily available through the Standard Base Supply System (SBSS). These areitemsthat are
listed in government supply catalogs and have been assigned a National Stock Number (NSN).
Items that do not have an NSN assigned can still be ordered through the SBSS, but they are not
readily available and material lead-time will be longer. Some additional factors that help
determine how materials should be ordered include the type of materials required, cost, and time
limitations. There are aternative methods for obtaining items that are not readily available
through the SBSS. The most common methods for obtaining materials are listed below:

» Civil Engineer Material Acquisition System (CEMAYS) — Part of the IWIMS system,
CEMAS is a computerized system used for identifying, acquiring, and controlling material
requirements.

* AF Form 2005, Issue/Turn-in Request — Used to requisition materials or equipment
through the SBSS. It can be used to order the required quantity of only one NSN item.

* AF Form 1445, Material and Equipment List — Similar to the AF Form 2005, thisform is
also used to order materials and equipment through the SBSS. However this form differsin
that it can be used to order up to twelve NSN items per shop.

* DD Form 1348-6, Non-NSN Requisition — Thisform is used to order materials through the
SBSS that do not have a nationa stock number.

* AF Form 9, Request for Purchase— Thisform is used to authorize local purchase or rental
of items not available through the SBSS.

* International Merchant’s Purchasing Agreement Card (IMPAC) —TheIMPAC isan
organizational credit card used to purchase small quantities of services and supplies quickly.
Once amaterial requirement is determined, and the item is not avail able through base supply,
the person authorized to use the IMPAC can buy the items from a business in the local
community. Thisisdifferent from a Form 9 purchase because the IMPAC user does not have
to coordinate with Contracting. Thisis especially effective for items costing less than $250.
Thereisaso a$2500 limit per purchase. The bills are paid by Accounting and Finance with
money budgeted by the unit for IMPAC expenses.

» Contractor Operated Civil Engineer Supply Store (COCESS) — Operates under a contract
that requires the base to purchase certain items through a contractor. COCESS usually
maintains alimited quantity of relatively low value, commonly used items (i.e. light switches,
faucet washers, etc.). These items are issued over-the-counter and charged to awork order

number.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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* Government Operated Civil Engineer Supply Store (GOCESS) — Thisfunction is similar
in concept to COCESS, but isrun by CE logistics instead of a contractor.

» Bench Stock — A storage areain Logistics where materials are ordered in bulk, to keep costs
down, and are used on aroutine basis. Some examples are screws, nuts, bolts, and lumber.

* ResidueHolding Area — The shop supervisor ensures excess material or equipment from
previous jobs are turned into CE logistics with the appropriate documentation. These excess
materials are kept in the Residue Holding Areafor future use on other work requirements.

« Shop Stock — Items partially used (for instance, an open box of screws) cannot be turned into
logistics/residue. These materials are placed in shop stock to be used day-to-day on various
jobs. The shop supervisor should keep a current list of these items.

Now that you are familiar with the different ways CE acquires materias, you can better
understand the flow of material orderings.

Material Support for Direct Scheduled Work DSW isameans of accomplishing tasks that do
not require detailed planning and the materials are readily available or have a short lead time.

Operations management personnel send direct scheduled work to the shop/zone. If materials are
required, the shop supervisor or craftsman is responsible for preparing material requisition forms
or creating aBill Of Materials (BOM) in CEMAS. It isvery important the shop supervisor or
craftsman identify the correct materials, before forwarding the DSW and all the supporting
material documentation to the Operations management section. Operations management
personnel will then enter a Required Delivery Date (RDD), forward the DSW to Logistics, and
update the tracking location and status in the IWIMS as necessary.

NOTE:
In urgent situations, the DSW may be hand-carried, by shop personnel, to Logistics
to help expedite the request.

When Logistics receives the DSW, it will contain the material documentation and the direct
scheduled work order. Logistics then orders the requested items from the appropriate sources.
Logisticsis then responsible for keeping the operations management/shop personnel informed of
materia status and estimated delivery dates.

Once the materials have been received, Logistics will forward the DSW back to the operations
management section. The operations management section then sends to the shop for
scheduling/accomplishment.

Material Support for Work Orders Once awork order is entered into the system, it will be
forwarded to whatever planning function used at your base. Operations management personnel
will establish awork order folder containing the documentation required to authorize the work
(AF 327 or IWIM S automated 327) and forward it to the planning function. The planning
function will determine what materials are required and develop the BOM for the work order.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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The planning function should check the Residue Material Listing to see if needed materials were
left over from a previous work order. After the planning function completes the material
documentation needed to order the materials, the folder is tracked back to the operations
management section for review and authorization. Operations management personnel will
update the AF Form 1081, BCE Work Request/Work Order Register, or IWIMS tracking
location/status to indicate the work order as being returned from the planner and is now in the
approval stage.

NOTE:
The AF Form 1081, BCE Work Request/Work Order Register or IWIMS must be
updated with tracking location/status throughout the material support process.

After reviewing the work plan, the operations management function will forward the work order
to the appropriate authorizing official. If funds are available, the authorizing official will sign the
“Authorization” block of the AF Form 327 or automated IWIMS 327 and authorize in the
IWIMS. Thisisthe official authorization to purchase materials for the work order. The work
order will then be returned to the operations management function. .

The operations management function or planning function then enters the RDD on the AF Form
1445 or inthe IWIMS. The RDD isthe date the material is required and not a pre-selected
number of days based on the work priority. By establishing RDD’s this way, Logistics personnel
can better determine actua priorities for material ordering and follow-up criteria.  The work
order package will then be forwarded to Logistics so the material can be requisitioned.

Logistics will requisition all materials from the appropriate sources. Once the work order is
material complete, the planning function will verify that the correct materials were ordered.
Logistics will then forward the work order to the shop or operations management function for
scheduling/accomplishment.

NOTE:
L ogistics' hasthe following responsibilitiesfor DSW and Work Orders:
Receive all requests for material support.
Decide how fast the materials are needed based on the RDD.
Make computer inputs to the base supply system to requisition materials.
Monitor status of material requirements.
I nform operations/shop representatives about material status and when materials will
bein. NEVER refer customersto Logistics for material inquiries.
Return DSW or work order packages to the appropriate personnel when materials
are 100% complete so work can be scheduled for accomplishment.

agrwDNPE

IS

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Practice Exercises:

Exercise 1: Describethe material requisition flow for DSWsby explaining the
responsibilities of the following personnel:
» Operations management personnel
» Shop Supervisor
* Logistics

Exercise 2. Describethe material requisition flow for Work Orders by explaining the
responsibilities of the following personnel:
» Planning function
» Operations management personnel
» Theauthorizing officia
* Logistics

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Review Questions
for
Material Requisition Flow

Question Answer
1. What happens to materials ordered a. Turned into base supply
for aparticular job, but not used on b. Returned to the supplier for arefund
that job? c. Placed in theresidue holding areafor future use
or if partially used, they become shop stock
d. Placed in the Self-Help Store and distributed to
other organizations as free issue items
2. For aDSW requiring materials, who | a Planning personnel
isresponsible for preparing material b. Logistics personnel
requisition forms or creatingaBOM | c. Shop Supervisor or craftsman
in CEMAS? d. Operations management personnel
3. Customerswith questionsregarding | a True
material status should be referred to b. False
Logistics.
4. Who entersthe RDD in CEMAS a. Base Supply
foraDSW? b. Planning Function
c. Logistics personnel
d. Operations Management personnel
5. Who developsthe BOM or AF Form | a.  Programming function
1445 for awork order? b. Planning function
c. Logistics
d. None of the above

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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MATERIAL REQUISITION FLOW

Perfor mance Checklist

Step Yes No

1. Isthetrainee knowledgeable of the material requisition flow for Direct
Scheduled Work (DSW) Orders?

2. Isthetrainee knowledgeable of the material requisition flow for Work
Orders?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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12.11.3.
OPERATIONS
MANAGEMENT
COLLECTION WORK ORDER NUMBER
MODULE 12 AFQTP UNIT 11
USE (CWON)
(12.11.3)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment is available. Itisto be used in conjunction with these for training purposes only.
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12.11.3.
USE (CWON)
Task Training Guide
STS Reference 12.11.3. Use (CWON)
Number/Title:
Training References: « AFI 32-1001
» CDC3E651, Vol.2

Prerequisites: * Possessa3E631 AFSC
Equipment/Tools + Collection Work Order Number list
Required: « IWIMS automated computer program
L earning Objective: * Thetrainee will know how to identify work requirements that

require collection work order numbers assigned to them
Samples of Behavior: * Thetrainee will know the proceduresinvolved in using

collection work order numbers

Notes:

» To successfully complete this element follow the steps outlined in this training package.
* Although CWON isNOT a CORE requirement, the information is useful in understanding
other CORE related taskings.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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USE (CWON)

Background: In CE we must keep track of all costs associated with work to ensure we
accurately account for budgeted resources. We do this by using work order numbers. Work
order numbers are used to authorize work of all kinds. In the computer system used by CE, work
order indicator codes are used to identify the method of accomplishment (in-house, contract,
etc.). These codes are used to make sure costs associated with the work are properly distributed.
Work order numbers are established to authorize work. There are two types of work order
numbers. Individual work order numbers are used to authorize requested work requirement,
while collection work order numbers (CWON) are used to authorize repetitive-type work.

C\WON List The collection work order numbering system is a series of work order numbers,
each with a specific cost account code, used to collect hours and financial data when separate
work orders are not needed. Remember, since we have to collect hours and financial datain CE,
the CWON is set up to do this. The CWONs are set up in alist that should be kept current to
ensure hours and financial dataare correct. Figure 1 isan example of aCWON listing. The
FACILITY NR/SUF stands for the facility number and suffix. A facility may have a suffix if we
need to identify different areas. If there were two different organizations in the same building,
the suffix would identify which organization the work requirement falls under. INSTL CODE
identifies the installation the facility is associated with. WO-NR (work order number) isthe
work order number associated with the facility.

REIMBURSEMENT/REFUND INDICATOR (RRI) indicates whether or not the CWON will be
collecting cost that will be reimbursed to CE. Each RRI code is associated with a particular
facility so it isimportant that you don’t assign a CWON to the wrong work requirement. For
example, if the medical group uses ‘F asits RRI code and we assigned this code to a work
requirement from the supply squadron, the medica group would be charged for work not donein
their facilities.

WORK DESCRIPTION identifies the type of work being done in the specified facility. Ensure
the shops doing the work are loaded against the CWON number you are using.

Use of CWONs The CWON list is used to authorize: Utility operations (except work for utility
services or purchased utilities); entomology; custodial and refuse collection (except when done
by contract); and operations type work, such as grass cutting, cleaning storm drains, and
pavement cleaning. Y ou need to ensure that these hours and financial data are collected in CE’'s
daily time accounting system by using the CWON. Y our base may also use a CWON to collect
time, material and other financial datafor recurring work. 1f the CWON is used correctly, the
time, material and other financial data are collected when the work is completed.

NOTE:
Collection Work Order Numbers 1 through 20 are reserved for Air Force use

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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12.11.3.

Step 1: Familiarize your self with the CWON listing established at your base
Review CWON listing to ensure separate CWONSs for each facility or service.

Step 2: Determineif a CWON isrequired for thework being requested
The CWON is used for repetitive type work, such as LUC 11 (RWP) or LUC 19
(Operations) except in the case of work done by contract.

Step 3: Usea CWON

Determine what CWON to use when preparing a work requirement using an established

CWON listing.

NOTE:

CWONSs should already be established at your base. CWONSs are annually reviewed at the
end of each Fiscal Y ear to determine their validity. CWONSs are programmatically zeroed
out with End Of Y ear processing.

INSTALLATION: GOOD LUCK AFB
CONTROL CENTER A

FQEI/;I;D (?TERNS ICNOSE-I)—IE‘ WO-NR Nzé\lR RRI ACCC(;);ENT WORK DESCRIPTION SS-TBL
00001 NNNN 735 7 24010 Heat Plant OPS R63R65
00002 NNNN 740 7 27000 Sewage OLT OPS R91
00004 NNNN 746 ® 27500 Water PLT OPS R91
00010 NNNN 1020 5 51035 Admin Blds R51R52R54R55R61R63R71R95
00010 NNNN 1020 5 51035 Admin Blds R51R52R54R55R56R61R63R71R95
00051 NNNN 1020 5 51035 Admin Blds R51R52R54R55R61R63R71R95
00698 NNNN 1016 6 51025 Warehouse R51R52R54R55R61R63R71R95
01001 NNNN 1017 1l E 51030 Medical Facility R51R52R54R55R56R61R63R71R95
01105 NNNN 1011 1 51010 Ftd Training R51R52R54R55R56R61R63R71R95
01135 NNNN 1017 1l E 51030 Medical Facility R51R52R54R55R56R61R63R71R95
01334 NNNN 1011 3 51010 Ftd Training R51R52R54R55R61R63R71R95
01879 NNNN 1030 4 gz 51050 MWR Facility R51R52R54R55R56R61R63R71R95
02716 NNNN 2019 6| cA 49000 Commissary Refrig R61
02887 NNNN 1016 6 51025 Warehouse R51R52R54R55R61R63R71R95
03772 NNNN 1030 9] sz 51050 MWR Facility R51R52R54R55R56R61R63R71R95
06443 NNNN 1023 9 51040 Dormitory R51R52R54R55R61R63R71R95
08383 NNNN 1067 10 53040 Sewage PLT Maint R51R52R54R55R71R95
08383 NNNN 1372 10 52010 Instrument Controls R68

Figure 1, CWON Listing

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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12.11.3.
Review Questions
for
Use (CWON)
Question Answer
1. Why should the CWON list be kept a. To correctly charge hours and financial data
current? b. For correct work order number assignments
c. To reduce the amount of paper work
d. None of the above
2. Individual work order numbers are a True
needed for all work donein CE. b. False
3. Collection work order numbersareused | a. Repetitive type work
to authorize what kinds of work? b. Utility operations
c. Recurring Work
d. All of the above
4. Why isit important to assign RRI codes | a To augment the Special Indicator code
to the appropriate work requirement? b. For proper agency billing
c. For shop assignments
d. All of the above

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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USE (CWON)

Perfor mance Checklist

Step Yes | No

1. Did the trainee correctly review CWON listing to ensure a CWON was set up
for each facility or service?

2. Didthetrainee correctly identify the types of work requiring CWON use?

3. Didthetrainee correctly use a CWON when preparing awork requirement?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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12.12.3.
CE
OPERATIONS
MANAGEMENT
WORK STATUS
MODULE 12 AFQTPUNIT 12

RESEARCH (WORK STATUYS)

(12.12.3)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment is available. Itisto be used in conjunction with these for training purposes only.
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RESEARCH (WORK STATUYS)

Task Training Guide

STS Reference
Number/Title:

12.12.3. Research (Work Status)

Training References:

AFl 32-1001
CDC 3E651, Val. 2

Prerequisites:

Possess, as a minimum, a 3E631 AFSC

Equipment/Tools
Required:

AF Form 637, BCE Job Order Log (provided)

AF Form 1081, BCE Work Request/Work Order Register
(provided)

Automated IWIMS logs (provided)

L earning Objective:

To familiarize the trainee with the procedures for researching work
status

Samples of Behavior:

The trainee will be able to use the AF Form 637 to research status
of direct scheduled work orders

The trainee will be able to use the AF Form 1081 to research status
of work orders

Thetrainee will be able to use the IWIM S computer system to
research the status of work requirements

Thetrainee will be able to generate IWIM S based reports that
provide status information

Notes:

» To successfully complete this element follow the steps outlined in this training package by
performing the required actions and then answering the review questions

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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RESEARCH (WORK STATUS)

Background: Because Operations Management personnel maintain the work status logs or
control the tracking and status of work requirementsin IWIMS, we are the logical people to
research work status. Researching work status can be as simple as answering a customer inquiry
regarding a particular work order or as complicated as determining how many direct scheduled
work orders are delinquent.

Manual Research If IWIMSisnot available, you may have to research work status manually.
When performing manual research, the two tools you will most likely be using are the AF Form
637, BCE Job Order Log, and the AF Form 1081, BCE Work Request/Work Order Register.

AF Form 637, BCE Job Order Log (See Figure1) Thisform isused to research the status of
DSWs. The Direct Scheduled Work Order Number islisted in the first column. Thelog will
reflect all of the information relating to the job such as facility number, date received, work
description, and the classification of work (Emergency, Urgent, or Routine). Thelog aso
reflects the shop responsible for accomplishing the work, the dates to and from logistics, the date
the shop received the work, and the date the work was completed. Y ou can use the information
contained in the log to extract information in a number of different ways. Some examples are
listed below.

BCE JOB ORDER LOG (TYPE: (E) = EMERGENCY, (U) = URGENT, (R) = ROUTINE.)

JON%S‘EESR NUF,GgER RDE(AEJED ESCRETION TYPE é o PLANNING MAT. CONTROL DATE
elus] P13 | B | PR3 | Bk | skSe [ come
HO0157 601 26;79*3 Repair light fixturein room 12 x| 2 | as2 269F7Eb
HO0158 ‘ 1231 ‘ 269!:79b No power to dining hall ‘X‘ ‘ ‘ 1 ‘ 471 ‘ ‘ ‘ ‘ ‘ ‘
HO0159 ‘ 1556 ‘ 269F7€b Commode stopped up in men's room ‘ ‘X‘ ‘ 1 ‘ 451 ‘ ‘ ‘ ‘ ‘ ‘ 269F7eb
H0160 ‘ 155 ‘ 269F7€b Replace door closer ‘ ‘ ‘X‘ 2 ‘ 452 ‘ ‘ ‘ 26 Feb ‘ ‘
HO0161 ‘ 1000 ‘ 269F7€b Fire alarm inop ‘X‘ ‘ ‘ 1 ‘ 473 ‘ ‘ ‘ ‘ ‘ ‘
H0162 ‘ 725 ‘ 269!:79b No heatinroom 221 ‘ ‘X‘ ‘ 3 ‘ 453 ‘ ‘ ‘ ‘ ‘ ‘
H0163 ‘ 401 ‘ 269!:79b Repair holein wall ‘ ‘ ‘X‘ 2 ‘ 452 ‘ ‘ ‘ ‘ ‘ ‘
HO0164 ‘ 1250 ‘ 269!:79b No heatin entire building ‘X‘ ‘ ‘ 1 ‘ 451 ‘ ‘ ‘ ‘ ‘ ‘
[ [ ] I I O
AF FORM 637,JUL 80 (EF) PREVIOUS EDITION WILL BE USED

Figure 1, AF Form 637, BCE Job Order Log

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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* To determine the current status of a particular job, look up the DSW number in the JOB
ORDER NUMBER column of the AF Form 637 and use the information in the remaining
columns to help determine the status.

* To determine the number of jobs completed during a given time period, use the AF Form 637
and manually count the jobs completed in the DATE COMP column during that time period.

e To determine how many direct scheduled work orders are open for a particular facility, scan
the FAC NUMBER column of the AF Form 637 for the desired facility number and then
refer to the DATE COMP column to see what jobs remain open.

* To determine how many DSWs are open for a particular shop, check the TO SHOP column
of the AF Form 637 for the desired cost center and then check the DATE COMP column to
seeif any jobs remain open for that shop.

AF Form 1081, BCE Work Request/Work Order Register (See Figure2) Similar to the AF

Form 637, thisform is used to manually check status of work requests and work orders. It can be

used in the same manner as the job order log to determine where work requirements are located

within CE and its current status. The AF Form 1081 can be used to find information about

specific work requirements, such as:

* A brief work description, the date received, and dates to and from different sections (such as
planning, the approval authority, and logistics).

e The REMARKS column can aso contain information regarding approval/disapproval
actions, other control numbers related to the requirement (such as a contract number), and
any other information pertaining to status.

Additionally, the AF Form 1081 can be used to compile information on a group of work orders.
For example, to determine how many work orders have been approved for contract completion,
scan the REMARKS column and manually count the open work orders with a project number.

NOTE:
It isimpossible to include al the information contained in awork order package on the
AF Form 1081. Therefore when manually checking the status of a specific work order,
it may be necessary to use the AF Form 1081 to locate the work order number and then
refer to the work order package for al the pertinent information.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Figure 2, AF Form 1081, BCE Work Request/Work Order Register
Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
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Automated Research If you are using IWIMS, researching work status will be faster and much
easier. After entering the Civil Engineer Work Order System in IWIMS, you can press PF 8 Find
type in the work request, work order, or direct scheduled work order for which you need status.
The work order directory screen will provide some basic status information (See figure 3). By
placing the cursor next to the correct number and pressing enter, you will go to the work request,
work order or direct scheduled work order screen.

v hurlburt_wims_gunter_af.mil - YUPort Windows Front-end

File Edit Settings Help Attention!
o1] 02| | os] o o] o] 5] o] ] 1] 2] 5] ] ve] se] ] o] s o | o] o] o] o] o] ] o] o o] ]
Active Civil Engineering Work Order Directory
cust W> Tracking Tracking
Work Order Title Acct Facility Ind Indicator Status
FTEVA
_ FTEVA 20237 REMCVE DEERIS 203 FTEV 00000 I MAINT ENG CLO3ED
_ FTEVA 20238 REPLACE CARPET 120 FTEV 90755 3 MAINT ENG CLOS3ED
_ FTEVA 20238 PLACE STORAGE SHED 120 FTEV 99910 D REAL FPROF CLO3SED
_ FTEVA 20240 INSTALL S3SHOWER 700 FTEV 20228 D INFRASUTFPER CLOS3ED
_ FTEVA 20241 CRAFT BAZAAR 100 FTEV 91262 A Q3T IN PROG
_ FTEVA 20242 TOPS&ELUE/SOUND OF 203 FTEV 00000 A Q3T IN PROG
_ FTEVA 20243 MAT FOR EAST ROAD/ 203 FTEV 30010 A MAT MATL EREQ
_ FTEVA 2Z0Z44 BALANCE HVAC JYSTE 204 FTEV 90367 I WORM CLO3ED
_ FTEVA Z0Z45 FPAINT PEDESTRIAN C 127 FTEV 90710 I MAINT ENG E3STIMATE
_ FTEVA Z0Z46 INSTALL ICE MAEKER 127 FTEV 90710 A ATRUCTUORES CLO3SED
_ FTEVA 20247 AUDOVISUAL UPGRADE 250 FTEV 00001 I WORM CLO3ED
_ FTEVA 20248 CONITRUCT ADDITION 321 FTEV 91042 D PROGRAMING CLOSED
_ FTEVA 20245 EREMCDEL ROOMS 321 FTEV 91020 D INFRASUTPER CLOS3ED
_ FTEVA 20250 ERESTRIFE RUNNING T Z06A FTEV 30040 D CRE3 MONTE CLOSED
_ FTEVA 20251 INSTALL ASC IN LoOC Z0ex FTEV 90517 D ENGINEERNG REVIEW
Position the cursor and press ENTER to display the entire record.
[1) Eevys [Z)Fir=t [4) Prew [3) Next [B) Down [7) Up [8) Find
(11)add [13)Help (14)Path [15)Frint [(lo)Retrn
[17)1Menu [18) Defalt (191 Limits [27VLoE3T (30)Histry(31l) Rpts [321Exit

Connected ko burlburt wims. gunter. af.mil - Screen unlocked UML |Rowd  |Column 11 MU

fMStart| | & A ] Inbox - Micr... | & welcome tu:u...| i hurlburt.... | ¥ Miciozoft W| || hurll:uurt.wim...| S e ) 1023 aM

Figure 3, Work Order Directory Screen

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Once the work order appears on your screen, you can use the logs established in the work order
program to check the status. The IWIMS logs, how to access the logs using the Primary Function
(PF) keys, and a brief description of each are listed below:

* Tracking Log (PF-19) Thislog provides a complete history of the movement of awork
requirement. Each time awork requirement is sent to a new location, the computer program
creates alog entry, which includes information such as the person who sent the requirement,
date sent, and how long the requirement was in the previous location. The program aso
displays a summary of the total number of days and number of times a requirement wasin
each location. (Figure 4)

v hurlburt_wims_gunter_af.mil - YUPort Windows Front-end

File Edit Settings Help Attention!
JﬂﬂﬂﬂEﬂﬂJJJJJJJﬂJJﬂEﬂEEJJJJJJJJﬂ
Tracking Log for Work Order: FTEWVAZ0251 INSTALL A/¢C IN LOCKER ROOMS
Tracklng Dt Sent Lt Sent #i Days Person who sent WO Days Under/0Over
Location To Loc From Loc in Loc TO tracking Location Suspense Dakte
ENGINEERNG 20000713 216 Jarry Ramsey X 216 Owver
WORM 20000711 Z0000713 2 Jarry Ramsey X 12  Under
(1) Keys (8} Find
[153) Print [l&) Retrn
[17) 3end [13) Sumre v [20) 3tatus [Z21)Approv (22) Auth [23) TypSve [32) EXit
Connected ko burlburt wims. gunter. af.mil - Screen unlocked UML |Row 1 | Column 1 MU
fMStart| | & A 2] Inbox - Microsaft... ‘ & \welcome to M5... Hi hurlburt. wims__. | [EF Microsaft "ward -... | S a2 1013 aM

Figure4, PF Key 19—-Tracking Log

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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o StatusLog (PF-20) The status log provides a complete status history of a work order. Some
status codes are: awaiting scheduling; hold for funds; and planning. Each time the status is
changed, the program creates a log entry of who assigned the new status, the date the new
status was assigned, and the number of days the work order was in the previous status.
(Figure 5)

i hurlburt. wimz_gunter_af. mil - YUPort Windows Front-end

File Edit Settings Help Attentian]

MEEﬂﬂﬂﬂﬂJJJJEJJJJEﬂﬂﬂEEJJJJJJJJE

Status Log for Work Crder: FTEVAZOZS]1l INSTALL AFC IN LOCKER EROOM3
Date Date Person who assigned
Status Assigned Ended # Days Status to the WO
REEVIEW 20000711 218 Jarry Ramsey z
(1) Keys [8)Find
[153) Print [l6)Retrn
[17) Change (18) Summry (19) TrkLog [21)Approwv(Z2)Auth [23) TypSwve (32) Exit
Connected to hurlburt. wims. gunter. af.mil - Screen unlocked ML [Row1  |Column 1 MLk
#Mstart| | & 2 Inbox - Micr..| & welcome to..[gRhurlburt_ 7 Microsoft w. | @lhutbutwin.| | FB[M B0 )R, 1018.aM

Figure5, PF Key 20 — Status L og

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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» Approval log (PF 21) Thislog provides approval status of awork requirement. Eachtime a
work requirement is approved or disapproved. The program creates alog entry of who
approved or disapproved the request, the date of action and date ended, number of days, and
approval type and amount. (Figure 6)

i hurlburt. wims. gunter. af._mil - YUPort Windows Front-end

File Edit Settings Help Attention]

N W M e W W e WM M e =

Approval Log for Work oOrder: FTEVAZDES51 INSTALL ASC IN LOCKER ROOMS
Date Date Person performming Approval
Action Assigned Ended # Days this action Type Awount
(1) Keys (8} Find
[15) Print [l&6) Retrn

(17 ) AppvWo(18) Summry (19) TrkLog (20) 2tatus [22)Auth [23) Typ3Swe (32) Exit
Connected to hurlburt.wims. gunter. af. mil - Screen unlocked UHL [Row1  |Column 1 MLk
AMstart| | & 7 2 Inbox - Mict..| & welcome to..|[gR hurlburt 17 Microsoft /.| gl hutbutwin..| | B[ Ba§ R 10134

Figure 6, PF 21 — Approval Log

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Authorization log (PF 22) Thislog provides authorization status of awork order. Each
time awork requirement is authorized or unauthorized, the program will create alog entry of

who authorized or unauthorized, the date assigned and date ended, and number of days.
(Figure 7).

i hurlburt. wimz_gunter_af. mil - YUPort Windows Front-end

File Edit Settings Help Attentian]

N e M WM MM e e e

DAuthDrizatiDn Log for Work Order FTEVAZOZS1

INSTALL A/C IN LOCKER ROOMS
Date Date Person performming
Action Assigned Ended # Days this action

(1) Eeys (8)Find

[153) Print [l6)Retrn

(17 AuthWo (18 ) Summey (19) TrkLog (20) 3tatus (21) Approw [23) TypSwve (32) Exit

Connected to hurlburt. wims. gunter. af.mil - Screen unlocked ML [Row1  |Column 1 MLk

#Mstart| | & 2 Inbox - Micr..| & welcome to..[gRhurlburt_ 7 Microsoft w. | @lhutbutwin.| | FB[M 20 )R, 1022.aM

Figure7, PF 22 — Authorization Log

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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 Typeservicelog (PF 23) Thislog provides a complete type service log for each work order.
Each time the type service is changed on awork requirement, an entry is written to thelog. It
tracks and provides a history of the upgrade or downgrade of the work. There is dso a
summary of the total number of days the work order was in each type of service. (Figure 8.)

i hurlburt.wims_gunter. af.mil - YUPort Windows Front-end

File Edit Settings Help Attention!

e e W e MWW e e e

Type Service Log for Work Order: FTEVAZ02Z251 INSTALL ASC IN LOCKER BOOMS

Type Date Date Person who assigned

Service Azsigned Ended # Days Type Swvec to the WO

1) Eevs [B)Find
[13)Print [l&6)Retrn

[17) Change [18) Sumwmry (19 TrkLog (20) 3tatus (21) Approv [Z22) Auth [3Z21Exit

Connected ta hurlburt. wims. gunter. af.mil - Screen unlocked UML |Row 1 [Column 1 MLk
i Start @ m 2 Inbo - Micr... | @Welcume tu:u...| i hurlburt. ... | B Microsoft W| | hurll:uurt.wim...| farjg@]& 10:23 &M

Figure 8, PF 23 — Type Service Log

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Y ou can aso use the IWIM S to create reports that provide status information on alarge number
of work requirements. There are aready automated reports devel oped (see Figure 10) that will
allow you to extract work status information in a number of different ways. A list of these
reports can be obtained by selecting the appropriate key, labeled “Rpts’ (usually PF-31) from the
work order directory screen (See Figure 9). In addition, if you ever need areport that is not
aready established in IWIMS, you can create one that meets your needs. If you need help in
doing so, see your system administrator for assistance.

i hurlburt.wims_gunter. af.mil - YUPort Windows Front-end

File Edit Settings Help Attention!

o1] o2 o o o] os] o] 5] 9] o] ] 2| o] ] s s ] s | o] | o] o | o o] e o] o] o] o] o

Active Civil Engineering Work Order Directory
Cust WO Tracking Tracking
Work Order Title Aock Facility Ind Indicator Status
FTEVA
_ FTEWVA 20237 REMOVE DEERIZS 203 FTEV 00000 I MAINT ENG CLO3ED
_ FTEWVA 20238 REPLACE CARPET 120 FTEYV 90755 3 MAINT ENG CLOS3ED
_ FTEWVA 202309 PLACE 3ITORAGE 3HED 120 FTEYV 993910 I EREAL PROP CLOS3ED
_ FTEWVA 20240 IN3TALL 3HOWER 700 FTEV 00228 I INFRASUPER CLOSED
_ FTEWVA 20241 CRAFT BAZAAR 140 FTEV D01i6Z A C3T IN PROG
_ FTEWVA 20243 TOPZ&ELUE/SOUND OF 203 FTEYV 00000 A C3T IN PROG
_ FTEWVA 20243 MAT FOR EAST ROADS 203 FTEYV 30010 A MAT MATL REQ
_ FTEWVA 20244 BALANCE HVAC 3Y¥3TE 204 FTEYV 90367 I WORM CLO3IED
_ FTEWVA 20245 PAINT PEDESTRIAN C 127 FTEYV 90710 I MAINT ENG E3STIMATE
_ FTEWVA 20246 IN3TALL ICE MAEKEER 127 FTEYV 90710 A STRUCTURES CLO3IED
_ FTEVA 20247 AUDOVIZIUAL UPGRADE 250 FTEYV 00001 I WORM CLO3SED
_ FTEVA Z0Z48 CONISTRUCT ADDITION 321 FTEV 91042 I PROGRAMING CLO3ED
_ FTEVA 20248 REMODEL ROOMS 321 FTEYV 91020 I INFRASUPER CLOS3ED
_ FTEVA 20230 RESTRIFPE RUNNING T Z0ca FTEV 30040 I CRP3 MONTER CLOS3ED
_ FTEVA 20231 INSTALL ASC IN LOC Z06A FTEV 90517 I ENGINEERNG REVIEW
Position the cursor and press ENTER to display the entire record.
1) Eevs [Z1First [4) Prew [5) Next [6) Down [71Up [B)Find
(11)add [13)Help (14)Path (15)Print (l6)Retrn
[171Menu (181 Defalt(l19)Limits [27)LOos3T [(30)Histry(31)Rpts [3Z21Exit
Connected ta hurlburt. wims. gunter. af.mil - Screen unlocked UML |Row 4 |Column 11 MLk

i Start @%gﬁ

2] Inbax - Micr... | & | welcome tu:u...| i hurlburt. ... | B Microsoft W| = || hurll:uurt.wim...| W B )2 1023aM

Figure9 Work Order Directory Screen

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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= Winloc-1 v |~
Session Edit Display DPKeys WPPlus Keys Help &
Report Directory for Work Order System File Library

rrrrrrrrrrrrrrrrrrrw

WORK ORDERS APPROACHING OR EXCEEDING APPROVED COST AMOUNT
ALL OPEH WORK BY SHOP AHD BY FACILITY
DSW INITIATED/CANCELLED/COMPLETED 3UMMARY PROGRAHM.
WORK ORDER ESTIWATES REPORT BY PLANHER.
WORK ORDER PRIORITIES BY FACILITY

WORK ORDER PRIORITIES BY ORGANIZATION
WORK ORDER PRIORITIES BY PRIORITY HUMBER
WORK ORDER PRIORITIES BY WORK ORDER HUMBER
WORK ORDERS STATUS FOR 366 TRS WEST CUSTODIAN
IH-HOUSE WORK ORDERS AWAITIHNG CLOSE-OUT
WORK ORDERS IN MATERIALS - AWAITING CLOSE OUT

WORK ORDERS ADDED FROM: YYMWMDD TO: YYMMDD SELECTABLE
CONTRACT WORK ORDERS
IN HOUSE WORK ORDERS

{ACTIVE)

HMPCTBPCT HWOXRPT
HWOAAWRK HWOKOBJ
HWOAJCT HWOKO0BJ
HWOAPAE HWOXOB.J
HWOAPBYF HWOSOBJ
HWOAPBYD HWOXOB.J
HWOAPBYP HWOXOBJ
HWOAPBYYW HMWOKOBJ
HWOA366W HWOXRPT
HWOARAC HWOSRPT
HWOAACH HWOXRPT
HWOAADCK HWOXRPT
HWOAALLC HWOSRPT
HWOAALLT HWOXRPT

WORK ORDERS AWAITIHG HATERIALS HYOAAH MYOSRPT
HUMBER OF WORK ORDERS AWAITIHG HATERIALS MYOAAMHR HWOSRPT
APPROUVED COHTRACT WORK ORDERS MWOACGDG HWOSRPT
DELIHMQUEHT IN-HOUSE, DRAFT AHD SELF-HELP MWOACDI HWOSRPT
CLOSED WORK ORDERS HYOACY MHUYOSRPT
MIMOR COMSTRUCTION WORK ORDERS MWOAHMCD HWOSRPT
{ENT)Display/Run Report (5)Next {15)Print Screen {16)Return
{17)Hide File/Library {32)Exit
us 1 + 2256HUS

Figure 10, IWIM S Report Directory

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on

training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Practice Exercises:

Exercise 1. Usethesample AF Form 637 in Figure 1, to manually resear ch the status of
direct scheduled work orders
» Determine the status of a specific DSW number selected by your trainer.
» Compile status information on a group of DSW numbers (for example, develop alist of
open Emergency DSWs).

Exercise 2. Usethesample AF Form 1081 in Figure 2, to manually resear ch the status of
work orders
» Determine status of a specific work order number selected by your trainer.
» Compile status information on a group of work order numbers (for example, list the
work orders currently in planning).

Exercise 3: UseIWIMSto research the status of work requirements
* Research status of a specific DSW number selected by your trainer
» Research status of a specific work order number selected by your trainer
* Run an automated report selected by your trainer and explain the information the report
provides

Exercise4: Usethe IWIMSlogs provided to research the status of work requirements
* Research status of a specific work request number selected by your trainer
e Compile information showing how long the request has been tracked to each area, who
processed the request to each area, and where the request was tracked.

Exercise5: Usethe IWIMS Report Directory
»  Select the report used to track work order priorities by work order number.
* Identify which report would be best to determine requests sent for contract
accomplishment.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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Review Questions

for

Research (Work Status)

Question Answer
. What isthe primary form used for a. AF Form 637
manually researching the status of work b. AFForm 1219
orders? c. AF Form 1879
d. None of the above
. What isthe primary form used for a. AF Form 1297
manually researching the status of DSWs? | b. AF Form 1081
c. AFForm 637
d. AF Form 332
If IWIMSisnot available at your baseand | a. Call Engineering
you need to research awork order that has | b. Check the work order package
been approved for contract c. Check the ENG AND ENVIRON
accomplishment, what is the best way to PLANNING column on the AF Form 1081
find the project number? d. Check the REMARKS column on the AF
Form 1081
. When researching work order statusin a. Inthework order master file
IWIMS, where will the most status b. Inthe Reports Directory
information be found? c. Inthework order folder
d. InthelWIMSIlogs
If a customer asked for areport that was a. Apologeticaly inform the customer their
not already developed in IWIMS, what request is not possible
would you do? b. Print several different reports that together
contain the desired information
C. Ask system administrator to help create a
report to meet the customer’ s needs
d. Modify asimilar report in the Report
Directory to meet the customer’s needs

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on
training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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RESEARCH (WORK STATUS)

12.12.3.

Perfor mance Checklist

Step

Yes

No

1. Did the trainee correctly use the AF Form 637 to manually research status of
direct scheduled work orders?

2. Did the trainee correctly use the AF Form 1081 to manually research status
of work orders?

3. Did the trainee correctly use the IWIMS computer system to research status
of work requirements?

4. Did the trainee correctly use the IWIMS computer logs to research the status
of work requirements?

5. Did the trainee correctly use the IWIMS Report Directory to identify the best
reports for the task?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of

both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace hands-on

training if equipment isavailable. It isto be used in conjunction with these for training purposes only.
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12.14.
OPERATIONS
MANAGEMENT
WORK FORCE MANAGEMENT
MODULE 12 AFQTPUNIT 14

DEVELOP WEEKLY WORK SCHEDULE

(12.14))

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. It isto be used in conjunction with these for training purposes only.
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12.14.
DEVELOP WEEKLY WORK SCHEDULE
Task Training Guide
STS Reference 12.14. Develop Weekly Work Schedule
Number/Title:
Training References: e CDC3E651Vol.2
Prerequisites: » Possess, asaminimum, a 3E631 AFSC
Equipment/Tools * AF Form 561
Required: e Caculator
 IWIMS
L earning Objective: * Thetrainee will know how to develop aweekly work schedule
Samples of Behavior: » Thetrainee will know the proceduresinvolved in preparing a
weekly work schedule
Notes:
» To successfully complete this element follow the steps outlined in this training package

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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DEVELOP WEEKLY WORK SCHEDULE

Background: Scheduling isthe act of matching work requirements with available in-service
personnel resources. The concept is to get the work done right the first time by coordinating
personnel, materials, and equipment. Schedules are used for the purpose of matching work
requirements with in-service personnel.

Typesof Cost Centers. When dealing with the scheduling concept you will hear about two
types of cost centers. These two types are Actual Time Accounting (ATA) and Exception Time
Accounting (ETA). ATA cost centers (shops) are primarily assigned to the operations flight.
ATA cost centers are required to report exact labor hours. Labor hoursfor ETA cost centers are
programmatically reported monthly. An example of an ATA cost center is the structural shop,
while an example of an ETA cost center is your office in operations management.

Scheduling Concepts:. The weekly schedule is based on information contained in the monthly
in-service work plan (IWP); hours required for emergency, urgent, and routine direct scheduled
work orders; and items identified in the Recurring Work Program (RWP). Operations
management personnel manage the weekly work schedule on AF Form 561, BCE Weekly Work
Schedule. The work hour estimates help design realistic weekly work schedules. Normally,
operations management personnel review all work in the current month’s IWP and all work that
may not be completed during the current week. If you are using IWIMS, you will have locally
devel oped procedures for weekly work schedules. Since these procedures can vary greatly from
base to base, your trainer should be able to outline the procedures used in your unit. Using the
locally developed procedures, input the information into the IWIM S computer system. If unable
to use IWIMS to track and record weekly schedules, the AF Form 561, BCE Weekly Work
Schedule can be used to manually track the weekly schedule. This QTP will familiarize you with
the procedures for preparing and using the AF Form 561. Even if you areusing IWIMS, it is
important to understand this form because it encompasses all of the same concepts and
procedures that |ocally developed methods are based upon. Once you can effectively use the AF
Form 561, you will be able to master weekly scheduling at any base.

NOTE:
Since IWIMS is based on the AF Form 561, all references to the 561 apply to
both the manual form and the automated procedures.

AF Form 561, BCE Weekly Work Schedule The AF Form 561 has two parts. Part | of the
weekly schedule gives an estimate of the total number of hours available for identified work
requirements. while Part |1 displays the work hour estimates.

AF Form 561, Part |: The operations management function prepares Part | of the weekly work
schedule, based on information provided by the shop supervisors. The scheduleis generally
prepared mid-week of the week prior to implementation. The operations management function
then inputs the schedules for each cost center into the IWIMS (Figures 1, 2 and 3). (Local
procedures may vary on who is responsible for preparing Part | of the Schedule)

Information provided by the shop supervisor for preparing the weekly work schedule includes:
- Total hours (personnel assigned, personnel borrowed, and any scheduled overtime)
- Indirect hours (supervision, training, leave, loaned, TDY, €tc.)

NOTE:
Verifying the correct number of hoursis critical to developing an accurate
schedule; therefore it never hurts to double check a shop supervisor’s math.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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The following is provided to assist you in understanding each line on Part | of the AF Form 561

- Assigned — The shop’s number of permanently assigned personnel. Multiply the number of
personnel assigned by the number of hours available for work each day (generally 8 hours).
For example, if 10 people were assigned to a shop, multiple 10 (people) X 8 (hours)= 80
hours assigned each day. To get the number of hours assigned for the week, multiply the 80
(assigned daily) by workdays (usually 5), which would be 400 hours assigned for the week.

- Borrowed — The number of people borrowed from one shop and loaned to another shop.
Multiplied like the assigned personnel, one worker borrowed X 8 scheduled hours X 5
workdays = 40 borrowed hours for the week. Fill in the number of borrowed hours per day in
the appropriate blocks.

- Overtime (LUC 38) — The number of known overtime hours that are going to be worked in
the shop. Thisis anything over the normal 8 hours per day, per person.

- Loaned Labor (LUC 39) — The number of people loaned from one shop to another. Figured
the same as for borrowed personnel, one worker loaned X 8 scheduled hours X 5 workdays =
40 loaned hours for the week. Using our example this would be 8 hours per day.

- Total Available— Add lines 1, 2, and 3 and then subtract line 4 to get the total available
hours. This must be done for both the week and the day.
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Figurel, Part | —Weekly Work Schedule

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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- Supervision (LUC 31) — The hours for one supervisor. Figured simply as 1 supervisor X 8
hours per day X 5 workdays = 40 hours per week. Only 8 hours aday can be charged to
supervision, per cost center.

- Training (LUC 32) — The hours per day, as indicated by the shop supervisor, for training
(does not include readiness training).

- Leave (LUC 33) — The number of hours, per day, of chargeable leave. (Military are figured
for 8 hours each day, while civilians may be schedule 1 to 8 hours)

- All Other (LUC 34) — Covers such areas as commander’s call, shop clean up and
appointments. This must be figured in hours for the week and each day for each person.

- Total Indirect — Add lines 6 through 9 to get total number of indirect hours. This must be
done for each day, aswell as for the week’ stotal.

- Availablefor Work — Subtract line 10 from item 5. Thiswill provide the total number of
hours available for work requirements, by each day and for the week.
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Figure 2, Part | —Weekly Work Schedule-(Indirect Hours)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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AF Form 561, Part I1: Based oninitial reviews of work requirements and hours available for
work, operations management personnel make the determination of what work takes precedence
for scheduling. Operations management personnel then prepare work packages for each shop.
All work orders and direct scheduled work orders anticipated for the next week’ s schedule are
included in the work packages. The work packages are sent to the shop supervisors for review.
Shop supervisors review the selected work requirements early in the week to determine the
availability of materials, vehicles, and equipment. The shop supervisors then return the work
packages to Operations Management personnel before the weekly scheduling meeting.

After the supervisor review, operations management personnel should:

- Contact the requester to ensure the workers have access to the job site

- Coordinate with key agencies affected by any planned utility outages

- Advise medica authorities regarding utility outages or ambulatory traffic concerns

- Contact fire department if fire protection is required or of any traffic concerns

- Advise security police of any security or traffic control requirements

- Ensure AF Form 103, BCE Work Clearance Request, is properly coordinated and current

NOTE:
An AF Form 103 having coordination and clearance reviews is valid for the duration
of the work clearance request, unless additional work is done at the location.

Preparing Part I of the Weekly Work Schedule Y ou are now ready to prepare Part |1 of the
weekly work schedule in final form. Estimated hours for work identified in Part 11 are entered, as
determined at the scheduling meeting.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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The following is provided to assist you in understanding the lines in Part I1:

-  Emergency Direct Scheduled Work (LUC 12) — This line shows hourly estimates based on
historical data and current trends. For example, more water breaks occur in the colder months,
therefore LUC 12 hours should be increased in those months. Total the estimates and placein
column“C.”

- Urgent Direct Scheduled Work (LUC 14) — These estimates are developed similarly to the
estimates for emergency direct scheduled work. Place estimatesin column “C.”

- Direct Scheduled Work (LUC 16) — This line shows hourly estimates based on historical
data and current trends for routine DSWs. Individual scheduling of routine DSWsisrequired to
ensure completion. List DSWs by number on the bottom of the AF Form 561.

- Minor Construction (LUC 15) — All class MC direct scheduled work orders must be
individually scheduled. Enter estimatesin column “C” the same as with emergency and urgent
DSW orders.
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Figure 3, Weekly Work Schedule—Part 11 (Direct Hours)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Part 11, Section Il of the Weekly Work Schedule, contains the following information:

- Recurring Work (LUC 11) — Enter estimates, based on the Recurring Work Schedule and
supervisor’sinput, for each week in column“C”.

- Operationsand Services (LUC 19) — This line applies to shops that charge hours to plant
operations or service type work authorized by a CWON.

- Readiness Training (LUC 20) — The readiness management function provides operations
management a schedule of all readiness-training requirements by shop for the upcoming week.

- Work Orders(LUC 15 or LUC 18) —Work orders arelisted in Part 11, Section Il of AF
Form 561. Estimates are based on actua requirements and are scheduled by specific day. Enter
the work hours estimated for the specific day under the “scheduled column.”
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Figure 4, Weekly Work Schedule—Part 11 (Section 111)

NOTE:
Because DSWs are not necessarily scheduled on a specific day, total hours for work
scheduled may not match hours available for work. Do not try to balance totals.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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AF Form 561 Approval The Chief of Operations, or designated representative, approves the AF
Form 561 once it has been completed. After the form has been approved, the shop supervisors
are provided copies of the following:

- AF Form 561 (to manage resources and meet scheduling commitments)

- Applicable work order package with the AF Form 327 and supporting documentation

- All pertinent DSWs with supporting documentation

- Weekly Recurring Work Schedule

AF Form 561 Close Out At the end of each week, operations management personnel will close
out the original AF Form 561. Thisis done by totaling actual hour columns down and across.
Thisis called “balancing and cross-footing.” After close out, all AF Forms 561 for the week are
consolidated. (Thisisdone automatically in IWIMYS)

NOTE:
Any work requirements not started or completed as scheduled is known as a schedule
deviation. Reasons for deviations must be noted on the AF Form 561 and brought to
the attention of the superintendent so the deviation can be resolved as soon as possible.

To properly perform thistask, follow these steps:

Step 1. Ensure shop supervisors provide information for Part | of Weekly Work Schedule
* Ensure shop supervisor provided total available hours for the week.
» Ensure shop supervisor provided total estimated indirect hours for the week.

Step 2: PreparePart | of the AF Form 561, BCE Weekly Work Schedule
» Transcribe information from shop supervisor onto the AF Form 561, Part I.

Step 3: Determine available work requirement hoursfor each day and total for the week
» Tota lines 6 through 9 for indirect hours, then subtract line 10 from 5 for total hours
available for work requirements.

Step 4: Determinework requirementsfor the Weekly Work Schedule
* Review al work in the current month’s IWP. Review all work that may not be
completed during the current week.

Step 5: PreparePart |1 of the AF Form 561, BCE Weekly Work Schedule
« Transcribe estimated hours for emergency, urgent, and routine direct scheduled work

orders onto the AF Form 561, Part I, Section Il. Transcribe estimated hours for
Recurring Work, Operations and Services, and Readiness Training (if applicable) onto
AF Form 561, Part I, Section Il. List work orders on AF Form 561, Part 11, Section I11.
List the estimated hours for each work order in the scheduled column on the AF Form
561, Part I, Section [1l. After the AF Form 561 has been approved, provide shop
supervisors with a copy of the form and all work requirement documentation.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Figure5, AF Form 561

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace

hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Review Questions

for

Develop Weekly Work Schedule

Question

Answer

. When isPart | of the AF Form 561 prepared?

oo oW

The last duty hour of the last duty day
About mid-week of the week prior
The first work day of the month
None of the above

. Which of the following fallsin the category of

Readiness training (LUC 20)

a
indirect labor? b. Supervision (LUC 31)
c. Routine (LUC 16)
d. None of the above
. Who reviews selected work requirements to a. Operations management
determine material, vehicle, and equipment b. Chief of Operations
availability? c. Shop supervisor
d. All of the above
. Emergency Direct Scheduled Work (LUC 12) | a True
hourly estimates are based on current trends b. Fase
and historical data.
. Tota hoursfor al work scheduled should a. True
match hours available for work. b. Fase

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Perfor mance Checklist

Step

Yes

No

1. Did trainee correctly obtain information pertaining to Part | of the weekly
work schedule?

2. Did trainee correctly prepare Part | of the weekly work schedule?

3. Did trainee correctly determine the number of hours available for work
reguirements for each day and for the week?

4. Did trainee correctly determine work requirements for the weekly work
schedule?

5. Did trainee correctly prepare Part 11 of the weekly work schedule?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of

both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace

hands-on training. 1t isto be used in conjunction with these for training purposes only.
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OPERATIONS
MANAGEMENT
WORK FORCE MANAGEMENT
MODULE 12 AFQTP UNIT 15

DEVELOP DAILY WORK SCHEDULE

(12.15)

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. It isto be used in conjunction with these for training purposes only.

12-98



AFQTP 3E6X1-12
12.15.

DEVELOP DAILY WORK SCHEDULE

Task Training Guide

STS Reference 12.15. Develop Daily Work Schedule
Number/Title:

Training References: |« CDC 3E651, Val. 2

Prerequisites: * Possess, asaminimum, a 3E631 AFSC

Equipment/Tools » BCE Daily Work Schedule (Iocally devel oped form)
Required: e Caculator
e |WIMS automated computer program

Learning Objective: |+ To familiarize the trainee with the concepts and procedures
involved in daily work scheduling.

Samplesof Behavior: |« Traineewill be able to prepare a daily work schedule based on the
weekly work schedule and inputs from shop supervisors.

* Traineewill be ableto track labor using alocally developed form.

» Thetrainee will be able to calculate end-of-day labor hour totals.

Notes:

» To successfully complete this element follow the steps outlined in this training package by
performing the required actions and then answering the review questions.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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DEVELOP DAILY WORK SCHEDULE

Background: Civil Engineering shop personnel perform work on many different facilitieson a
base. Tracking time spent by each Actual Time Accounting (ATA) worker isdone on adaily
work schedule. Locally developed procedures are used to input information in IWIM S to create a
daily work schedule. Since these procedures vary greatly from base to base, ask your trainer to
outline the procedures used at your installation. This QTP will familiarize you with the
procedures for preparing and maintaining a Daily Work Schedulein IWIMS.

The daily work schedule is used to report hours for each ATA operations cost center. The
operations management function prepares and maintains the daily work schedules. (This varies at
different bases). The daily work schedule is used to record actual hours expended by each
worker in each shop.

NOTE:
Two types of labor are reported on the daily work schedule: direct and indirect.
Direct labor hours are reported against awork order number, facility or a cost
account code. Indirect labor hours are reported when work is not charged
against awork order number, facility or cost account code.

Typically, each morning the shop supervisor checks the approved Weekly Work Schedulein
deciding job assignments for their workers (except those detailed to the “Do-It-Now” function).
As part of assigning jobs, the supervisor will provide the workers with the necessary RWP
Maintenance Action Sheets (MAS), work orders, and direct scheduled work to match the
assignments.

Once the job assignments have been made, the shop supervisor will notify the operations
management function, so the assignment information can be posted to the daily schedule. At the
same time, the shop supervisor will inform the operations management function of any
unscheduled absences that might cause a deviation to the Weekly Work Schedule.

The operations management function enters the job assignments on the labor screen for each
craftsman. Each individual’slabor isreported on an individual screen. The IWIMS
programmatically totals the hours as they are reported. The direct and indirect hours should total
the available work hours. This enables the scheduler to maintain positive control of each worker.

Labor hours are entered in the system as the worker reports them to the operations management
function. The operations management function enters the actual hours (to the nearest half-hour)
used by each worker in the Labor Input Program screen in the IWIMS (see Figure 1). Notice that
no labor hours are entered into the system until the worker is finished working on the current job.
If no labor hours are listed for ajob, it merely indicates the worker’ s current job assignment.
This cycle of events continues throughout the day until 8 hours of work have been reported for
each worker.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Figurel, IWIMS Labor Detail Screen

The following is provided to assist you in understanding each column in the Labor screen:

- Enter the work order number/CWON in the “work order” column and the actual hours
used in the “total hours’ column. Then press the enter key, this action will charge time to that
particular work order/CWON. The IWIMS will programmatically supply the LUC and the
control installation. If aworker incurs overtime, enter their overtime hours in the “total
hours’ column and in the “ overtime” column.

- If aworker isworking on arecurring work item, enter the equipment type and number,
and the total hours used. The computer will programmatically transfer this time to the
Recurring Work Schedule for that equipment type and number. Workers perform the actions
shown on that MAS plus any additional minor repairs needed but not identified on the MAS.
When the worker completes all actions within afacility, the Operations management function
isnotified of the time used to perform the maintenance and repairs. On returning to the shop,
the worker returns the MAS to the shop supervisor.

- Generally personnel are considered on loan when they work for a cost center other than
the one they are normally assigned to. Loans normally are used for periods of time involving
less than 4 hours. The shop borrowing the person is responsible for entering the work

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.

12-101



AFQTP 3E6X1-12
12.15.

assignments for the borrowed worker. The loaning shop enters the cost center the worker is
being loaned to on the daily schedule.

- Enter any jobs started but not completed as a carryover on the next day’ s schedule (unless
the work is placed in work stoppage or scheduled for alater day). Following these actions, a
new work scheduleis prepared and maintained for the next duty day in the same manner as
outlined above, and the cycle isrepeated. Every effort must be made to continue work on a
job until it is completed.

- Enter schedule deviations on the weekly schedule and actual hours expended on additional
work. Deviations are annotated in the “Remarks’ section of the weekly schedule. The
updated scheduler’ s copy of the weekly schedule is then used to prepare the next day’s
schedule.

To properly perform thistask, follow these steps:

Step 1. Enter scheduled work information based on AF Form 561 and inputs from shop
super visor

» For DSWs enter the DSW number

» Enter the corresponding LUC code

» For RWP enter the RWP type and item number

» Enter work order number/CWON

» Enter indirect labor time (leave, supervision, training, etc.)

Step 2: Track and record labor hours

» Enter actual hours expended in appropriate blocks
* Annotate job status information as necessary

Step 3: Close out Daily Work Schedule

e Ensurethetota hoursisequal to 8
e Ensure all transactions processed correctly
e Ensure overtime hours are added correctly

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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Review Questions
for
Develop Daily Work Schedule

Question Answer
1. Who prepares and maintains the Daily Work | a  Operations Management personnel
Schedule? b. Chief of Operations
c. Shop Supervisor
d. Craftsmen
2. Who requires a Daily Work Schedule? a. ATA Cost Centers
b. ETA Cost Centers
c. Bothaandb
d. Engineering
3. Tota Direct and Loan hours are added a True
together to determine a shop’ s total b. Fase
available hours.
4. How are supervision, training, and leave a. Asoperations
recorded? b. Asdirect |abor
c. Asindirect labor
d. None of the above
5. Whenislabor for craftsmen recorded onthe | a Asthework is performed
Daily Work Schedule? b. At the end of the duty day
c. Attheend of the duty week
d. Labor isnot recorded for craftsman

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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DEVELOP DAILY WORK SCHEDULE

Perfor mance Checklist

Step Yes | No

1. Did thetrainee correctly prepare the Daily Work Schedule?

2. Did the trainee correctly enter work requirement information based on the
weekly work schedule and inputs from the shop supervisor?

3. Did the trainee correctly record labor hours as the craftsmen reported their
work progress?

4. Did thetrainee accurately calculate direct labor subtotals?

5. Did thetrainee accurately calculate indirect labor subtotals?

6. Did the trainee accurately calculate the total indirect labor hours?

7. Did the trainee accurately calculate the overall total hours?

8. Did the trainee adequately close out the daily work schedule including,
inputting the labor hours into the IWIMS as necessary?

FEEDBACK: Traner should provide both positive and/or negative feedback to the trainee
immediately after the task is performed. This will ensure the issue is still fresh in the mind of
both the trainee and trainer.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PROCESS (WRITTEN REQUESTS)
(3E6X1-12.4.3)

Question Answer

1. What form is used to request work from CE? | d. AF Form 332

2. Which form is the approval document when a. DD Form 1391
work is funded by MAJCOM?

3. Who assigns an FSDCsto work requests? b. Fire Department

4. The decision to approve or disapproveawork | b. False
request should take as long as possible.

5. Who prepares the DD Form 13917 a. Engineering

6. If the requested work is major modification or | d. Organizational Commander
minor construction on a base facility, who

must sign the request?
PREPARE (DSWs)
(3E6X1-12.6.3))
Question Answer
1. Direct scheduled work is afast way to a True

authorize work that is minor in nature and
requires no detailed planned.

2. What type of DSW would be required if the a. Emergency
security alarm system failed in abuilding?

3. Direct scheduled work is authorized on what d. AF Form 1879, BCE Job Order Record
form?

4. What form is prepared to identify multiple c. AF Form 1219, BCE Multi-Craft Job
work requirements for individual facilities? Order

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PROCESS (DSW)
(3E6X1-12.6.4.)

Question Answer

1. Who can cancel aDSW? b. The samelevel of authority or higher
that authorized the work.

2. Onthe AF Form 1879, BCE Job Order d. Botha andb.
Record, what is the estimated completion date
based on?

3. What needs to be on file when authorizing a a. A letter of delegation
DSW at the lowest level?

PREPARE (WORK ORDERS)
(3E6X1 12.7.3)

Question Answer

1. What isthe main purpose of the work order c. To control complex jobs requiring
system? detailed planning or capitalization.

2. Threetypes of work orders are In-Service, a True
Contract, and Self-Help.

3. What should the work order package contain? | d. All of the above

4. If preparing awork order to convert a c. Minor Construction
dormitory into an office building, what work
class would be used?

5. When preparing awork order into IWIMS, d. “D” (Draft)
which work order indicators should be used?

6. When preparing awork order manually, what | c. AF Form 1081
form is used to obtain the work order number
and update status/location of the work order?

7. When using IWIMS to create an automated b. Planning Function
327, who determines the shops and total
material cost necessary to complete the job?

8. When repair work exceeds 70% of the facility | b. Construction
replacement cost, what work classis used?

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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PROCESS (WORK ORDERS)
(3E6X1-12.7.4.)

Question Answer

1. Who prepares the work order in final form? d. Planning

2. What is placed in the capitalization datafield | c. Y
when capitalization of real property is
required?

3. Whereisthe original AF Form 327 kept? a. Master Work Order Folder

4. Who signsthe AF Form 327 when acontract | d. Chief of Engineering
work order has been completed as the final
signature for closeout?

5. Work order packages are sent to Maintenance | a True
Engineering for updates to As-built drawings.

6. A change order is needed when the work is a True
likely to exceed the approval authority of the
person who originally approved the request.

7. Work orders can only be canceled by the a True
same level of authority, or higher, that
approved the original document.

8. What is done with the work order package d. All of the above
once all the closeout steps have been
accomplished?

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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MATERIAL REQUISITION FLOW
(3E6X1-12.10.3))
Question Answer
1. What happensto materials ordered for a c. Placed in the residue holding areafor
particular job, but not used on that job? future use or if partially used, they
become shop stock
2. For DSW requiring materias, who is c. Shop supervisor or craftsman

responsible for preparing material requisition
forms or creating aBOM in CEMAS?

3. Customerswith questions regarding material | b. False
status should be referred to Logistics.

4. Who entersthe RDD in CEMASfor aDSW?

o

Operations Management personnel

5. Who developsthe BOM or AF Form 1445 for
awork order?

=3

Planning function

USE (CWON)
(3E6X1-12.11.3)

Question Answer

1. Why should the CWON list be kept current? | a To correctly charge hours and financial
data

2. Individua work order numbersare needed for | b. False
al work donein CE.

3. Collection work order numbers are used to d. All of the above.
authorize what kinds of work?

4. Why isitimportant to assign RRI codesto the | b. For proper agency billing
appropriate work requirements?

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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RESEARCH (WORK STATUS)
(3E6X1-12.12.3)

Question

Answer

. What is the primary form used for manually
researching the status of work orders?

None of the above

. What is the primary form used for manually c. AFForm 637
researching the status of DSWs?
If IWIMS isnot available at your base and you | d. Check the REMARKS column on the

need to research awork order that has been
approved for contract accomplishment, what
isthe best way to find the project number?

AF Form 1081

. When researching work order statusin d. InthelWIMSlogs
IWIMS, where will the most status
information be found?
. If acustomer asked for areport that was not c. Ask system administrator to help create

already developed in IWIMS, what would you
do?

areport to meet the customer’ s needs

DEVELOP WEEKLY WORK SCHEDULE
(3E6X1-12.14.)

Question Answer
. WhenisPart | of the AF Form 561 prepared? | b. About midweek of the week prior
. Which of the following fallsin the category of | b. Supervision (LUC 31)
indirect labor?
. Who reviews selected work requirements to c. Shop supervisor

determine material, vehicle, and equipment
availability?

. Emergency Direct Scheduled Work (LUC 12) | b. False
hourly estimates are based on current trends
and historical data.

. Total hoursfor all work scheduled should b. False

match hours available for work.

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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DEVELOP DAILY WORK SCHEDULE
(3E6X1-12.15)

Question Answer

1. Who prepares and maintains the Daily Work | a Operations Management personnel
Schedule?

2. Who requires a Daily Work Schedule? a. ATA Cost Centers
3. Tota Direct and Loan hours are added b. Fase
together to determine a shop’ stotal available
hours.
4. How are supervision, training, and leave c. Asindirect labor
recorded?

5. Whenislabor for craftsmen recorded on the a. Asthework is performed
Daily Work Schedule?

Notice. This AFQTP is NOT intended to replace the applicable technical references nor is it intended to replace
hands-on training. 1t isto be used in conjunction with these for training purposes only.
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