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WORKING IN THE OPERATIONS

 MANAGEMENT FIELD

This document is written as a procedural guide and not intended as an instruction or as a mandatory procedure. It is a guide only to be used by the 3E6X1-career field in wartime and peacetime. It is not all-inclusive and some of the suggestions and guides may or may not apply to the contingency that you are involved in. This document was derived out of necessity to better assist the Operations Management career field. With the existing AFI’s and other sources the information was very vague and noncommittal.  The 3E6X1-career field is changing and a more clear and concise direction must follow the change.
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Chapter 1 Operations Management Concept

1.1 To be a good Operations Management journeyman, craftsman or technician you must know what you are expected to do.  You may find that there are different procedures and policies at your base.  In this pamphlet, we discuss possible ways of operating in your job.

1.1.1. CE Objectives.  Before we discuss the particulars of your job, you need to understand the Civil Engineer (CE) organization, so that you can see how you fit in to the organization.  First, let’s look at the main objectives of the CE organization.  The main objectives are to:

(a) Ensure Air Force installations can support the mission.

(b) Maintain real property facilities.

(c) Implement programs to improve the livability of our base communities.

1.1.2. This means it is important that CE has the assets (property, money, etc.) and trained people needed to keep bases around the world operating during peacetime, wartime, and contingency operations. By doing this, CE helps the Air Force meets its mission of flying.

1.2. CE has a dual mission of readiness and maintaining assets.  By providing readiness training to our military and equipping them adequately, CE fulfills the readiness mission.  In daily maintenance, CE fulfills the other half of the mission by using a properly trained and well-equipped mix of military and civilian employees.  CE may use contracting agencies from off base.  Many bases buy utilities such as gas and water from the local community.  CE may hire a contractor to build or renovate buildings.

1.3. The ability to shift quickly from daily maintenance to a wartime or contingency environment is very important.  The Air Force may need to respond to a contingency at a moment’s notice.  We need to remember a contingency is an emergency involving military forces caused by natural disasters, terrorists, subversives, or by required operations.  Due to the uncertainty of the situation, contingencies require plans, rapid response, and special procedures to ensure the safety and readiness of personnel, facilities, and equipment (Joint Pub 1-02).   All military members of CE are expected to be able to deploy within a short period of time.  Their civilian employee counterparts remain at the home base to continue normal operations (daily maintenance) and support until the military members return.

1.4. CE Objective Squadron.   The purpose of Civil Engineer is as follows:  All cities have city managers, engineers, planners, public utility services, refuse collection, road crews, fire department, and a team of a maintenance workers of various crafts.  They keep their city running.  Air Force bases are basically the same as any city.  CE is responsible for keeping the base running.  At the top of our organization is the Base Civil Engineer (BCE)—the person responsible for everything that goes on in CE objective squadron.  Under the BCE are the flights and can be accomplished by either in-house or contracted personnel.  These flights and their responsibilities are:

(a) Housing.  This flight manages all operations of military housing, whether it is on-base or off-base housing quarters.

(b) Engineering.  The primary responsibility of this flight is to oversee contract work.  Also, this flight helps resolve problems beyond the technical capability of the Operations flight.

(c) Environmental.  The flight conducts studies and evaluations for a base, ensuring compliance with environmental standards, including conservation and management of natural resources.

(d) Explosive Ordnance Disposal (EOD).  This flight deals with explosives, especially those that have not exploded (unexploded ordnance (UXO)).  This flight is very important in the rapid recovery of a base after an attack or bomb threat.

(e) Fire Protection.  Provides fire protection for the entire base, plus fire prevention programs.  Also, includes crash rescue equipment and vehicle to help in life-saving emergencies.

(f) Resources.   This flight is the adviser to the BCE on financial management (budget), personnel (manpower) issues, computer operations, and use of real estate.

(g) Readiness.   This flight manages all military and civilian “readiness” matters for wartime or contingency operations.  Provides chemical warfare training for the entire base. 

(h) Operations.  The flight manages all activities to identify, receive, approve, authorize, direct, and control work to be done in-house.  This is the largest flight in CE and where most people are assigned.  The flight commander is responsible for management of the operations function to include planning, budgeting, executing, equipping, and training to ensure to most effective and efficient organization.  The commander will ensure all personnel receive training sufficient to meet core peacetime and wartime requirements and to promote maximum career development.

1.5.  Below flight level, Air Force organizational policy allows flexibility to establish new organizational elements, move tasks/functions between elements, and move manpower authorizations between elements.  The model Operations flight is composed of five elements to process requirements in an efficient and timely manner.  These elements are:

(a) Facility Maintenance.  Provides a single-point customer support and inspection, maintenance, repair, and modification of real property.  Establishes and maintains an effective facility manager program to include training customers on interfacing with CE for their facility requirements.

(b) Maintenance Engineering.  Provides engineering expertise for the flight; project review to ensure maintainability and reliability; infrastructure program management; non-design drafting; service maintenance, utility contract management, recurring work program review, and work analysis and method improvement.

(c) Infrastructure Support.  Provides the operation and maintenance of base utilities.  These normally include aircraft arresting systems, generator alarms, electrical systems (distribution, airfield lighting, grounding, and cathodic protection), and utility systems (sewage collection, water distribution, natural gas distribution, and liquid fuels).

(d) Heavy Repair.  Accomplishes the majority of large in-house and multi-craft work orders, normally including facility renovation, alterations, and demolition projects.  Accomplishes all equipment operations and pavements work (airfields, roads, and sidewalks), sweeping, and pest management.

(e) Material Acquisition.  Provides logistics support to acquire and manage the CE supplies, tools, equipment, and vehicles.  Includes all activities related to material acquisition, warehousing management, and operation of the CE Supply Store and the base Self-Help Center.

1.6.  The model elements are recommended, but not required.  For example, below flight level there is flexibility to perform the facility maintenance function in a multi-Air Force Specialty (AFS), single AFS, or hybrid configuration.  Establish the appropriate number of zones, establish new elements, such as planning or Operations Management; or move the vehicle function from Material Acquisition to Heavy Repair.

1.7. Operations Flight Objectives.  Now that we have reviewed the CE’s objectives and squadron lay out, you should understand your organization.  It is a lot easier to do your job if you know how the organization works.  To better understand how you fit in, let’s look at the Operations flight functions and how they may effect you.  The functions are:
(a) Management of Air Force real estate.  Operation, maintenance, repairs, construction, and demolition of Air Force real property and real property installed equipment (RPIE) to accomplish the mission in the most timely and economical manner. CE must consider both the total life cycle costs and the impact of the facilities on the quality of life. CE needs to ensure the proper use of all real property.  Real property includes facilities (buildings), flag poles, parking lots, land, lakes, utilities systems, etc. on your base.  This includes equipment attached to and made part of the building and structures (such as heating systems), but not moveable equipment (such as a portable generator).  The moveable equipment is consider RPIE and still is the responsibility of CE.

(b) Support Air Force operations worldwide.  Provides trained personnel and technical expertise to support Air Force operations worldwide.

(c) Emergency base response.   Maintains capability to respond to and eliminate any emergency condition 24 hours a day.

(d) Environmental, fire, and safety compliance.  Conducts all activities in compliance with applicable environmental, fire, and safety laws, codes, and directives.

(e) Utility services.  Provides reliable, cost-effective utilities to meet readiness requirements, satisfy installation needs, and maintain quality of life.

(f) Base support services.  Provides base support services which includes pest control, grounds maintenance, and snow removal.

(g) Assess performance.  Establishes quality standards and feedback mechanisms to assess performance in meeting mission requirements and customers’ needs.

(h) Customer work accomplishment.  Establishes a system to provide customers the capability to accomplish work requirements using their own resources.

(i) Major work requirements.  Develops and annually updates future plans for major work requirements such as roofs, pavements, and protective coating.

(j) Allocates in-service resources.  Effectively allocates in-service resources, including people, facilities, equipment, and vehicles to meet mission and customers’ needs.
(k) Work performed.   Provides customers with the costs of work or services performed on their facilities.
(l) Accounting for cost.  Maintains a time and material accounting system to collect and report the cost of doing business.
(m) Logistics support.  Provides effective logistics support.
(n) Facility manager program.  Provides an effective facility manager program. 

1.8. The Operations flight function may be accomplished using in-house or contract resources and will be decided by your base management.

1.9. Operations Management Concept.  Now, that we have looked at the flight let’s look at your specific peacetime, wartime, and contingency duties and responsibilities.  Overall you are responsible for activating and managing CE command and control centers during peacetime, wartime, and contingency operations.  You will process and control work requirements for work performed by CE work forces.  Also, you must maintain accountability of resources, including people, vehicles, and materials.  Your peacetime job prepares you for mission accomplishment during wartime and contingency operations.  It is very important that you understand the duties and responsibilities in each area.

1.10.  Peacetime Duties and Responsibilities.  Your peacetime job will find you normally working in the Operations flight.  Your duties and responsibilities may include:

(a) Customer Satisfaction.  You are the customer focal point for CE.  You are responsible for ensuring customer satisfaction and responding to customer inquiries.  Also, you’ll develop and administer the facility manager program.

(b) Work Requirement Identification.  You’ll prepare and manage work requirements during approval, processing, and completion stages.  The work requirement may be a verbal or written request for work. You’ll review work requirements to make sure there’s a complete description of what is needed, the work is CE’ responsibility, and it has been coordinated and/or collaborated by the appropriate agencies (i.e. Fire Protection, Safety, Bio Environmental, local utility companies, host nations, etc.).  Also, you ensure identification of environmental concerns.   

(c) Method of Accomplishment Identification.   You will determine the method of accomplishment, whether in-house or contract., based on existing capabilities.  You are responsible for developing, monitoring, and managing the work order priority program. You will manage and ensure continuous workflow.  You’ll manage the recurring work program (RWP).  Also, you monitor work costs to ensure compliance with legal limits and/or support agreements.

(d) Work Plan Identification.  You will manage priorities and work plans, along with monitoring work status.  You are responsible for collaborating with Engineering and Environmental functions to prepare and execute CE programs and plans.  Also, you perform quality assurance evaluations (QAE); develop Statement of Work (SOW) on non-technical contracts; and interface with host nations on maintenance requirements, purchase agreements, and service contracts. 

(e) Computer Terminal and Communications Operation.  You’ll operate computer and communications equipment to support work force management activities. You’ll use the information management computer systems to manage preparation and maintenance of work force records and reports.  The capability of transmitting data to higher headquarters is mandatory.  Also, you provide non-technical automated technical assistance.

(f) Work Force Management Analysis.  You’ll perform quantitative study of management data to assess CE cost and reimbursement, work performance, progress trends, standards, and policies.  You’ll analyze work activities to ensure quality and compliance with policies, current directions, and other publications.   You will resolve complex issues related to CE cost and reimbursements, work performance, progress trends, standards, and policies.  Also, you will evaluate inspection findings and recommend corrective actions.  
1.11. Do not get overwhelmed by all of these duties and responsibilities.   This is designed as an overview to what your job could entail and not necessarily everything you'll do on a day-to-day basis.

1.12. Wartime/Contingency Duties and Responsibilities.  Also, you have to be prepared for your wartime or contingency job.  You won’t have to face these responsibilities every day, but you must be familiar with them, so you can respond quickly.  Not every base has the same set of contingency plans.  For example, a base in Florida needs a plan for dealing with hurricanes, while one in Oklahoma needs a plan for reacting to tornadoes.

1.13. A lot of the normal peacetime duties and responsibilities will change during a contingency.  Most of the work that’s going on is stopped, and only emergency items are continued.  Your concerns will turn to repairing the base after an emergency.  As a Operations Management worker, you are responsible for:

(a) Command and Control.   You will establish and operate the command and control center (Damage Control Center (DCC).  This will include logging and controlling damage reports; dispatching people, equipment, and material; operating communication networks; controlling vehicles; and maintaining the events log.  You will be responsible for establishing and operating a single point control center; coordinating emergencies with the appropriate agencies; and maintaining personnel accountability, duty and standby rosters.  Also, this will include preplanning prior to the emergency and understanding force protection.

(b) Damage Assessment.   After the emergency is over you will get involved with damage assessment.  You will plot coordinates and track status of UXOs, along with the Minimum Airfield Operating Strip (MOAS).  Also, you will responsible for performing limited area decontamination.

(c) Beddown Shelters Erection.  You will be responsible for the erection of Harvest Eagle and Harvest Falcon shelters, along with force beddown.

(d) Expedient Repair Requirements.  You’ll need to understand the expedient repair requirements for the facilities, utilities, and pavements.

(e) Resource Management.  You will be responsible for preparing and processing contracts, and tracking funds and budget preparation.

(f) Sustainment.  Once CE has reached the sustainment stage of the wartime or contingency operation, you must be concerned with resource accountability and recurring maintenance.

(g) Host Nation Interface.  When you are coordinating with the appropriate agencies it is very important that you interface with the host nation.  This will a must for a successful completion of your responsibilities.

(h) Contingency Computer System.  You must be ready to operate the computer system you have available at your base during wartime or contingencies.

(i) Special Purpose Vehicles.  During an emergency there are vehicles that you are going to be required to operate.  Your Readiness Flight can assist with the exact requirements for your AFSC.

(j) Striping Procedures.  You must know about striping procedures for the Minimum Operating Strip (MOS), taxiway, and parking area.

(k) Quality Assurance Evaluation.  You must understand the QAE and non-technical SOW process.  You often will be responsible for this during a contingency or wartime operation.

(l) Post Deployment.  It very important you remember there are duties and responsibilities that must completed after the deployment.  These include after action reports, and reconstitution of materials and equipment.  

1.14. The bottom line is you do what needs to be done, so that your base can recover quickly from the contingency or wartime operation.  Everyone in CE must cooperate and work as a well oiled machine to accomplish repairs, perform maintenance and construct facilities, so the Air Force can continue with its mission to fly, fight, and win.

Chapter 2 Work Control

2.1. Now that we have taken an overview of your job, we are going to look in more detail at your work environment during peacetime.  Your squadron was formed to improve job accomplishment and centralize the work or the mission.  The objective was to reduce unnecessary or redundant supervisory positions, multi-craft and multi-skill the workforce, and implement better business-like practices to the process associated with work accomplishment.  The reorganization of CE and the manpower provides flexibility in where you can be assigned to better fulfill the mission for your squadron and the Air Force. No matter if you are in a centralized or de-centralized work control environment you must remember the following points:

2.2. Computer Operation.  You will use information management systems to manage, control, plan, schedule, and program work requirements in the most efficient means.  The model automation systems are the Interim Work Information Management System (IWIMS) and the Automated Civil Engineer System (ACES).  The capability of transmitting data to higher headquarters is mandatory and this needs to remember in your day-to-day peacetime operation.

2.3. Work Requirements.  Your base may use approved forms or commercially available software/forms to control work requirements.  The approved work control forms include the following:

a. AF Form 327, Base Civil Engineer Work Order.  Used to document work orders.

b. AF Form 561, Base Civil Engineer Weekly Work Schedule.  Utilized by scheduling.

c. AF Form 1879, BCE Job Order Record.  Used to document direct scheduled work.

d. AF Form 637, BCE Job Order Log.  Utilized to assign numbers.

e. AF 919, BCE In-Service Work Plan Sheet.  Use for all actual time accounting (ATA) cost centers.  It is the monthly work plan.

f. AF Form 1081, BCE Work Request/Work Order Register.  Log number assigned to work requests and work orders.

g. AF Form 1219, BCE Multi-Craft Job Order.  Perform periodic visits with facility managers and note minor maintenance and repair requirements.

h. AF Form 1255, Quality Control Evaluation.  Document work quality.

i. AF Form 1734, BCE Daily Work Schedule.  Record labor reporting daily.

j. AF Form 1841, Maintenance Action Sheet.  Record recurring work tasks.

k. DD Form 2167, Job Phase Calculation Sheet.  Document the different phases of work.

l. AF Form 1445, Materials and Equipment List.   Document material requirements.

2.4. Accounting System.  You will use a time accounting system to record hours and costs to work orders and account codes.  The system should provide necessary data to assist with managing and analyzing the work force effectiveness.  You should perform periodic reviews (i.e., work analysis, productivity, workload and manpower balancing) to eliminate or minimize potential performance problems.

2.5. Collection Work Order Numbers (CWON).  You use these numbers to accumulate cost of repetitious type work.  The recurring work plan and utility operations are repetitious-type work.   

2.6. We are going to take a look at the centralized and de-centralized work control.  However you are organized remember work control is the hub of the BCE activity—the nerve center where instructions and information pass to and from the work force.

2.7. Centralized Work Control.   The centralized Work Control will find most of the Operations Management personnel, military and civilian, working within one room or area.  Depending on your manpower at your base, you may have other crafts assigned to the centralized work control.  It is usually made up of a control and service call rooms.  Located in the control room is the Customer Service Unit (CSU), Chief of Production Control, programmers, and schedulers. The service call function is in a separate enclosure next to the CSU.  The service call room is provided with necessary backup power; communications equipment; base layout map; vehicle, generator and contract status; and a clock.  The superintendents and controllers are together in a separate room near the control and service call area.  Also, you will usually find the EMCS operation located near the service call room. 

2.7.1. The CSU provides a single point of contact between the BCE and its customer.  It has a visible source of information vital to the BCE, the BCE staff, and the customer.  The CSU should be attractive and large enough to accommodate walk-in customers.  Selection of customer service specialists must be based on the individual desire and ability to deal effectively with the customer.  To function properly the CSU should have:

a. Widely publicized telephone numbers that are different from the service call function.

b. Current status of work requests and direct scheduled and planned work orders.

c. Facility managers listing.

d. Current list of service contracts with names and phone numbers.

e. Adequate supply of forms or access to forms for walk-in customers.

f. Computer access.

2.7.2. The CSU is in positive control of all work requirements from time of receipt until work is done or in a firm program for completion (contract, etc.).  Positive control also includes follow-up on delinquent requirements.  The CSU provides a single point to:

a. Receive, review, process, and control work requests.

b. Answer customer inquires.

c. Help customers prepare work requests.

d. Initiate, process, and control in-house and self-help work authorization documents.

2.7.3. One of the areas of concern for you are the briefings given once a week to the BCE.  The briefings provide the BCE with the status of current operations with particular emphasis on items such as:

a. Work order priority program – priorities, fund shortages, and material problems.

b. Direct scheduled work – delinquent and waiting resources (materials, funds, manpower, etc.).

c. Utility system failures and equipment breakdowns.

2.7.4. At your base you may have briefings to your wing or base commander and key base staff.  This is keep the base people informed on CE in-house and contract work, readiness, vehicle status, and any special interest items.  So, you can see how important these briefings can be to your squadron.

2.7.5. Also, in a centralized production control you need to make sure you have an adequate communications system to include the following:

a. Telephones permitting simultaneous receipt of at least two incoming calls with a “hold” capability for the CSU and service call room.

b. Portable radios held in the service call room or suitable location.

Two-way radio transceiver located in the service call area providing communications on the CE radio net.

c. Direct access telephones to base operations (secondary crash) and fire protection communications center.

2.7.6. Communications is a very large part to the success of the CE squadron – it must be adequate to meet your local needs.  Expeditious notification of emergency situations can make the difference of damage to or complete loss of government property.

2.7.7 The BCE will have a quality control evaluation program.  This is usually handled by the centralized production control.  This program will be used to evaluate BCE customer satisfaction.  It is used to motivate timely and quality service to the BCE customers.  It is a management tool that can be used to improve customer relations and productivity of the Operations flight work force.  You can use the AF Form 1255, Quality Control Evaluation or a locally designed format, but you must make sure there is an adequate supply available in the service call, CSU, programming, and scheduling functions.  The Operations Management worker needs to ensure the worker gives each customer a copy of the quality control evaluation form.  The form is later completed by the customer and sent back to CE.  These forms should be evaluated to report notable reports (good and bad) to the BCE, Chief of Operations, and superintendents.     

2.7.8. Another major concern for the CE squadron and the BCE is the vehicle authorizations for the squadron.  You may be responsible for vehicle fleet management.  You will have a full-time Vehicle Control (VC) NCO or civilian assigned to keep track of vehicle status, dispatch, maintenance, safety inspections, etc.  The base vehicle authorization and utilization board makes allocations of base vehicles.  Allocations are highly competitive and the BCE must be personally involved.  The basic care of Air Force vehicles rests with the operator. 

2.7.9 The main thing to remember is the centralized work control is all contained in one area or room, depending on the size of your squadron.  The service call and control rooms will be part of the centralized work control.  The CSU (located in the control room) is where the customer will come to get information about work requirements and CE operation.

2.8. De-centralized Work Control.   Another way you can be organized is in the de-centralized work control environment.  Normally, you will work in the Facility Maintenance element in the Operations flight.  The Facility Maintenance work centers’ (zones, shops, etc.) mission is to establish all recurring work, minor maintenance and repair, and selected work orders.  Because the facility maintenance manager controls the people and resources within the work centers, they can work directly with the customer to execute work.  If your base has a de-centralized work control function, you will be assigned out in the work centers’ and not in a centralized area.  You will work for the work centers.  The Facility Maintenance element has four overall objectives and they are:

a. Provide single-point customer support.

b. Establish periodic facility reviews.

c. Maintain, repair, and modify real property.

d. Perform the recurring work program.

2.8.1. The work center CSU is the primary interface between the CE and base customers.  The facility maintenance managers control the resources within their particular work centers.  As a result, the facility maintenance manager can schedule and execute work requirements based upon verbal or written guidance directly from the customer.  Facility maintenance managers should establish a working relationship with the facility managers and meet with them frequently.

2.8.2. Facility maintenance managers are also responsible for the training of building managers or custodians.  The facility maintenance manager establishes periodic facility visits and reviews, and works with the building manager to establish schedules.  This reinforces our commitment to providing customer service.  Building managers are encouraged to be good stewards by performing minor maintenance tasks that do not require specialized crafts.  Training is necessary to provide instructions on who to call in CE, when they should call, and the proper procedures for submitting work requests.

2.8.3. The periodic facility visits are used to validate and record minor maintenance and repair requirements on an Air Force Form 1219, BCE Multi-Craft Job Order, a direct scheduled work order, or an AF Form 332, BCE Work Request.  Minor modifications to real property can be accomplished within the work center based on available manpower, man-hours, and skill level capabilities on a direct scheduled work order.  These modifications would not normally result in a change to the facility configuration or require capitalization.  When such modifications are necessary, to work center CSU will assist the customer in the development of planned work orders and provide feedback on the method of accomplishment and status updates.  The CE personnel and the customers work as a team to share the responsibilities associated with good stewardship and maximizing resources.

2.8.4. After emergency and urgent requirements, the facility maintenance manager ensures recurring work is accomplished by reserving hours for this work scheduling before routine requirements.  For the most efficient use of available resources and time management, the RWP should be established so the majority of the work requirements are scheduled and accomplished during the facility review cycles.

2.8.5. The key role you are going to play is being the customer service provider.  The functions and roles of the customer service provider are:

a. Communicating customer needs.

b. Providing a problem-solving service.

c. Developing a cooperative working relationship.

d. Coordinating and monitoring customer needs.

e. Instilling cooperative management.

f. Ensuring a professional performance.

2.8.6. Remember, customer requirements are received by you either verbally or in writing.  Customer service personnel with the work center will determine the necessary documentation and establish the appropriate type of work order (direct scheduled or planned).  Routine work should be identified on the AF Form 1219 and accomplished during a regular facility visit.  If the work could result in possible facility deterioration or pose a health or safety hazard, the requirement should be referenced on an AF Form 332 and accomplished as a direct scheduled work order.

2.8.7. When receiving customer requirements in the de-centralized work control area you still are required to determine the following actions:

a. Type of direct scheduled work – emergency, urgent, or routine

b. Work classifications for work requests – maintenance, repair or minor construction

c. Work request priorities – mission, safeguard life and property, support, or necessary

d. Coordination requirements – fire, safety, health and environmental hazards

e. Method of accomplishment – direct scheduled, planned, or contract work order

f. Work order evaluations – approval or disapproval

2.9.  Work order management – Heavy Repair, Contract, SABER, or Self-help CE is always looking for methods to satisfy customer requirements and improve the relationship between CE and the base customers.  Historically, answers to customers were usually, “the request is in planning,” “awaiting materials,” or “awaiting scheduling.”  The customer is no longer accepting those excuses.  We need a more customer-oriented approach to support the customers needs.  With the adoption of the Objective Wing  and Objective CE Squadron, a change is philosophy and culture was established.  Decentralization of the work force required a change to the way business was conducted.  The primary purpose of this work order restructuring was to counter manpower reductions, budget constrains, loss of control of the old system, too many active work orders and inactive work orders in the system, and misunderstanding of the priority system.

2.10 There are many methods of establishing and executing work order programs, but you need to remember these programs were developed and intended to:

a. Provide equitable support of all base customers.

b. Implement and execute dedicated commitment dates.

c. Work Commander’s priorities.

d. Properly manage the workforce.

2.11. As a CE community, the need to identify requirements remains, regardless of the type of work order program in place.  Discussion continues on the need to maintain listings of all requirements and whether or not to maintain hard copies.  One effective program, using the WIMS system, requires the establishment of an active and inactive file.  Active files, designated by an “A” are work orders in the priority work order program – received commander’s authorization, and allocation of funds and manpower.  All other work orders should be input into WIMS in an inactive file (“D” designator).  This provides CE and you a running list of active and inactive work requests for programming and funding priorities.  This will assist in the accomplishment of work requirements.

2.12. You are responsible for maintaining good customer relations and control of work from inception to completion, while following the appropriate guidelines and procedures. no matter what type of work control is provided at your base, you play a very important role – you must maintain command and control of CE operations.  You may be assigned to a centralized, decentralized, or some combination of the two type of work control areas.  It does not matter where you are assigned, you must have “work control” and this includes:

a. Computer Operations.

b. Work Requirements.

a. Accounting System.

b. Collection Work Order Numbers.

Chapter 3 Service Call

3.1. Service Call Concept.  Emergency and urgent Direct Scheduled Work (DSW) is process by the service call function.  Normally, this work is received by telephone.  The Operations Management Specialist dispatches workers in radio-controlled Do-It-Now (DIN) trucks to the job site.  DIN trucks are vehicles equipped with tools and materials to handle most emergency and urgent DSW.  After the job is finished, the workers radio the Operations Specialist for follow-on work assignments.

3.2. Organization, Personnel, and Equipment.  It is very important to understand the organization, personnel and equipment available in CE.  Each of these factor in to how we perform out mission.

a. A service call answering service is provided 24 hours a day, 7 days a week.  Local procedures are written to cover after duty hours. 

b. DIN workers are selected from the shop or zone (depending on how your base is organized) based on the number of requirements identified by the Chief of Operations Management.  These people work under the operational control of the Operations Specialist until relieved by the Chief of Operations Management.  The shops provide a replacement when an appointed DIN worker is absent. 

c. Vehicles, tools, equipment, and bench stock are identified and provided by the shop supervisor from the shop that furnishes the DIN worker. 

d. During normal duty hours, the service call function is in the customer service section.  After hours this service should be combined with other around-the-clock  BCE operations, such as the fire department or EMCS operations.

e. DIN trucks are radio-dispatched for positive control of the DIN effort.

f. The service call function has adequate communications and backup electrical power.

3.3. Service Call Function.  The service call function accepts verbal request including walk in and by primarily telephone customer requests for work.  The Chief of Operations Management manages the service call function.

a. The service call function is an integral part of the customer service unit (CSU) located in a separate room next to the CSU

b. The service call room should be a sound proof enclosure.  It should have a service call window to CSU, adequate space for wall maps, console designed to accommodate radio and telephone systems, and a secure area for storing keys, portable radios and battery chargers.

c. The service call function also serves as the BCE command center during emergency operations.  For this purpose, the following information must be readily available

1. BCE Contingency Response Plan 

2. Base disaster preparedness plan

3. Base Deployment plans/Wing Mobility plans

4. Snow removal plan

5. Base supplements, BCE operating instructions, checklists, and other instructions for emergency situations

6. Oil and hazardous substance contingency plan

7. Utility contingency plans

3.4 Duties and Responsibilities.   The following duties and responsibilities are performed in order to have a successful service call operations:

a.  The Chief of Operations:

1. Makes sure, through the shop supervisor that the DIN workers have the necessary tools, vehicles, materials and equipment to do emergency and urgent work.

2. Ensures that the shop supervisor enforces established standards for facility maintenance and repairs as it applies to DIN workers.


b.  The service call section (SCS):

1. Thoroughly and tactfully questions the customer to provide the worker with a complete description of the work.  The SCS maintains control of each work requirement received until it is either completed or included in another work program. 

2. Knows the location of the DIN workers at all times

c.  The DIN workers:  

1. Always try to do the work on the first visit to the job site.  In those cases where the work is not done, sufficient information must be provided to the Operations Specialist to make sure that the next attempt completes the work.

2. Will not perform work if it causes an unscheduled utility outage unless that work is necessary to eliminate a hazard to personnel safety or protect property from damage.

3. Should not stay on any one job for more than 2 hours

3.5. Vehicles, Equipment, and Materials.  Vehicles, equipment and material on how the DIN driver access them much be understood by the Operations Management Specialist in order to gain a full understanding on actual job completion.

a. DIN vehicles are detailed to the SCS.  All vehicle resources are assigned on the vehicle authorization list to an appropriate operations shop.  When DIN vehicles are down for maintenance, a replacement vehicle is selected.

b. DIN vehicles are selected and radio dispatched based on the requirement to carry tools, equipment, and materials to do work managed by the SCS.

d. Equipment is furnished by the shop to which the DIN worker is assigned.  Materials and spare parts are furnished from centralized bench stock and stored on the vehicles in a neat and orderly manner.

e. All tools, equipment and materials are secured in the vehicle.

f. Vehicles are serviced and refueled during each workers duty shift to keep the fuel tank at least half full.

3.6. Receipt, Review, and Control of Verbal Request:  The SCS receives all verbal request for work and determines:

a. If the work requested is a BCE responsibility and if it can be done by a DSW

b. If an AF Form 332 is needed tell the customer the correct way to process the request.  Normally, the building manager identifies routine maintenance and repair work to BCE.  However, the SCS should not refuse to accept any routine calls.  The SCS should encourage the caller to route future requests through the building manager.  The building manager will submit routine requirements to the BCE on AF Form 332 or consolidate routine calls for the next facility maintenance inspection.

c. If the work is acceptable the SCS:

1. Determines the location and nature of the work.

2. Determines if the work is an emergency, urgent, or routine.

3. Use automated or manual methods to prepares a DSW.

4. Assigns a DSW number, either manually with an AF Form 1879 or with a computer generated DSW number.

5. Advises the customer of the DSW number and the estimated completion date.

3.7. Emergency or Urgent DSWs.   When the SCS determines that the work requested is an emergency or urgent, the DSW is assigned accordingly.  

a. If the work appears to be within the capacity of the DIN worker, the DIN worker is dispatched and the computer is updated accordingly.  When the work is completed the DSW is closed out and the computer is updated.

b. If the work was attempted but not completed by the DIN worker, only the actual hours-used are entered under LUC 12 or 14.  The DIN worker provides all necessary additional information to make sure the next visit completes the job

c. If the work requested is beyond the capability of the DIN worker, it is given to the appropriate scheduler

d. If the materials required are not immediately available for the emergency or urgent call, the call is referred to the shop for accomplishment or material requisitioning as appropriate.  If materials are not available for shop-referred calls, the shop supervisor builds a Bill of Materials (BOM), customer service assign a Required Delivery Date (RDD) and forwards the BOM to Logistics for ordering.  CSU tracks the DSW Logistics and status is changed to awaiting materials.  When materials are received, the Logistics function tracks the DSW back to CSU.  CSU assigns the DSW to the shop or to DIN for completion.

e. If materials are required to support an emergency or urgent DSW and the situation has been contained, but not completed, downgrade the DSW to a routine and then order the materials.  When the SCS receives an emergency or urgent call involving systems connected to EMCS, the SCS will record the call and refer the call to the EMCS operator for correction.  If the calls referred to the EMCS operator cannot be corrected from the EMCS console, the operator will notify the SCS.  SCS will then dispatch the appropriate DIN or forward the call through the appropriate DIN or forward the call through the appropriate scheduler for accomplishment by the shop having technical capability.   The SCS function should have a list of the facilities that are controlled by EMCS.

f. When temporary measures, pending permanent corrective action are taken to return a fire protection system to operation, the DSW must not be downgraded or closed out.  The SCS must notify Fire Protection of the status of any system upon which work is accomplished.

3.8. Productive Employment of DIN Workers.  Assign DIN workers non-emergency work when there is no emergency work to do.  However, the DIN effort should not be tied up on non-emergency work that might jeopardize the emergency response capability.

3.9. Incomplete Emergency DSWs.  The SCS reviews open DSWs each day and prepares a list of emergency work not complete and forwards a list daily through the Chief of Operation Management to the Chief of Operations.  The Chief of Operations takes the necessary steps to make sure that the work is completed as soon as possible.

3.10. Urgent DSW Accomplishment.  DIN workers, under the operational control of the SCS, receive and accomplish urgent work using similar, procedures described for emergency work.  Work may be assigned as follows:

a. Non-Radio Dispatched Vehicles.  At the beginning of each duty day, DIN workers (that do only urgent DSW) report to the SCS and are assigned enough work to keep them busy for at least 4 hours.  At the beginning of the second half of the workday, the DIN workers report to the SCS and received additional assignments to keep them busy for the remainder of the day.  If there is no urgent work available, assign the workers routine DSWs that can be accomplished by the end of the day.  Give a copy of the DSW to the worker for each assigned task.  Consolidate work assignments to the maximum extent possible, by zone or facility, to keep transportation to a minimum

b. Radio Dispatched Vehicles.  DIN workers receive DSWs via radio communication in the same manner as other DIN workers selected to accomplish emergency DSWs.  These workers are only assigned one job at a time.  On completion of each DSW the worker report hours used to the SCS and get their next assignment.

3.11. After-Duty Hours of Operation.  A system is designed by each BCE organization for receipt, control, assignment and completion of emergencies received after duty hours.

a. At some bases, after-duty hours service calls are received and recorded by personnel who work other BCE 24 hour-a-day functions.  The decision to operate the service call function around the clock or to combine the after duty hours operations with another function rests with the base civil engineer.   When making this decision, the base civil engineer should consider the mission and number of emergency received after duty hours.

b. For bases with an EMCS function, the EMCS operator runs the service call function after normal duty hours

c. The BCE maintains the capability to respond to emergencies after duty hours.  Normally, shop workers on telephone standby provide this capability.  Where the workload warrants, DIN workers may be used on second and third shifts.

3.12. After Duty Hours Instructions.  Each BCE organization prepares local procedures for the after duty hours service call operation.  With reduced manpower in AFS few based have the luxury to man a 24 hours Service Call function with Operations Management Specialist.  Some bases opt to have Emergency Response or swing shift, Fire Department or EMCS functions cover after duty hour calls.  The following information should be considered:

a.   Organization, Responsibility, Duty Hours, and Duty Station:

1. Specific composition of the after-duty hours DIN function

2. Specific responsibilities of each position and responsibilities of other for doing after-duty hours DIN function.  Who turns off base utilities, if needed, and who turns them back on when the emergency ends?

3. Who performs the after-duty hours services call function?

4. Who is on charge?

5. To whom are problems beyond the capability of the person  in charge referred

6. Who is authorized to approve civilian personnel overtime?

7. What are the duty hours of after-duty hours workers?

8. What is the duty station of after-duty hours works?

9.  Are standby personnel allowed freedom of movement within the confines of the base?

10. Who is responsible for the cleanliness and appearance of the duty area and vehicles?

11. Who is responsible for radio transceivers when not in use?

12. Are personnel allowed to retire for the night?

13. Are military personnel allowed to have time off? How much?

14. Who is authorized to request emergency contractual service and what procedures are used to notify the accounting and finance office (AFO) of the estimated cost for obligation of funds?

b. Procedures:

1. How, and to whom, do personnel report for duty?

2.  Where are vehicles located for the after-duty hours of operation?

3. What variations are there to the normal procedures?  Will the after-duty hours service call function complete the DSW in the computer.  Will completed forms be turned in to the Chief of Operations Management at the start of the next normal duty day?  Other variations to consider:

a) If only emergencies are done, how are non-emergency requirements managed?

b) What is done with emergencies that are received by not completed before the start of the normal duty day?

c) What is done with emergencies that are not completed (or started) at the end of the normal duty hours?

d) Who calls for supply support?  What information is provided?

e) Who provides the appropriate shop supervisor the data needed to adjust RWP records (for example, motor replacement)?

f) Who completes time reporting requirements?

g) Are there special items of equipment that should receive operator maintenance checks to prevent having a separate operator?  Do workers need any special training for this responsibility?

h)  What is to be done in case of unusual difficulties?

i) What procedures are used for communication?

j) Who performs specific duties during temporary absences of the person normally responsible?

k) What is done when a requester is told that the call appears to be routine but the requester insists on immediate action?

l) What is done for calls of a special nature (for example, runway lights inoperative at a jointly used Air Force and civilian airport, with civilian authorities responsible for repair of the lights)?

m) When security of the BCE area after duty hours is a problem, what special provisions are necessary to control the entry of unauthorized personnel?

Chapter 4  Direct Scheduled Work

4.1. Direct Scheduled Work Concept.  The Direct Scheduled Work (DSW) system is a fast way to authorize work that does not require detailed planning or extraordinary material costs.  The system includes emergency, urgent, and routine work.

4.2. Emergency DSW.  Any work required to correct an emergency condition that is detrimental to the mission or reduces operational effective is an emergency DSW.  It includes providing security to areas subject to compromise or protecting high valve property or equipment.  An emergency includes, but is not limited to the failure of any utility, fire protection, environmental controls, security alarms, or a stopped up sewer.  It may also include elimination of fire, health, or safety hazards that have been assigned a RAC 1 or FSDC I.

4.3. Urgent DSW.  This work does not meet the criteria for an emergency DSW, but should be responded to quickly and completed within 5 workdays of receipt of materials.  This always includes elimination of health, or safety hazards that have been assigned RACs 2 or 3 or FSDC II.

4.4. Routine DSW.  Work that should be done within 30 calendar days after identification of the requirement or receipt of material, but does not qualify for emergency or urgent work.  Group work requirements by craft or by shop and work on the first in, first out concept.  When practical, group these requirements into packages and accomplish as one single undertaking.

4.5. DSWs are authorized on an AF form 1219, AF form 1879 hard copy, or on the automated civil engineering work order system.  Refer to AFI 32-1001 for supporting documentation.  DSWs are estimated by using the EPS handbooks, when possible.

a. Emergency DSWs are completed as soon as possible, but positively must be completed within 24 hours of notification.  A temporary repair to alleviate the emergency situation will allow the craftsman to downgrade to DSW to Urgent or Routine.

b. Urgent DSWs should be completed as soon as possible but must be completed within 5 workdays of receipt or receipt of material.

c. Routine DSWs should be done as soon as possible and should be completed within 30 calendar days of receipt or within 30 calendar days of receipt of material.

4.5.1. A copy of the DSW accomplished on General officers quarters should be provided to Financial Management and the Housing Management Office.

4.6. Proper Use of DSW:  DSWs are a good simplified method of accomplishing work.  DSWs however, are not used to authorize: 

(a) Minor Construction class work on leased facilities.

(b) Work done by contract, except repair of equipment by contract.

(c) Operation work (authorized by CWON).

(d) Services except individual requests for entomology services (authorized by CWON).

(e) Recurring work.

(f) Work that must be capitalized on real property records. 

4.7.  Authorization and Cancellation:  Work classification is determined at Command.  You are encouraged to delegate approval levels to the lowest possible level to improve BCE responsiveness.  NOTE:  When DSWs are used to authorize minor construction work, develop local procedures to prevent exceeding the approval authority and to ensure processing for record drawing updates if necessary.

4.7.1. DSWs are cancelled only by the same level of authority, or higher, than authorized the DSW.  CSU notifies the customers, in writing when practical, when DSWs are cancelled.

4.8. Care must be taken to ensure proper description of work is used on the DSW.  Proper and complete justification can reduce misunderstanding in the full scope of work to be accomplished and the urgency of work.  When there work description or justification is vague or confusion, it is your responsibility to call the customer and get clarification.

4.9. Processing DSWs.  DSWs are generated by customer telephone, work identified on AF form 332, or from sources in CE.  Telephone requests are.

4.10. Control of DSWs.  DSWs need to be assigned to each DSW; rather manual or automated system is being used.

4.11. The DSW number assigned to each jog consists of one letter and four numbers.  For example, A0001 is assigned to the first DSW written at the beginning of the fiscal year (FY).  After A9999 is used continue on with B0001.  If B6969 is the last number used in a FY, the next FY starts with C0001.

4.12. Planning and Estimating DSWs.  Simple single craft DSWS can be estimated by Operations Management Personnel by using UPS price handbooks automated or manual.  This will provide a quick estimate and can be accomplished within minutes.  For more detailed estimate planner should use the Engineer Performance Standard (EPS) handbooks.  Either the planning section or 7-level craftsman with should plan more complex jobs and MC work on the job craft experience.

4.13. When Planning and Bill of Material (BOM) preparation has been completed, the Operations Management Personnel may be required to assign a Required Delivery Date (RDD).

4.14. Each time the DSW is moved from one location to another; such as ZONE A to MATERIAL, it must be tracked and remarks should be added with a brief or detailed outline of reason for the tracking location change.

4.15. It may be necessary to add or delete tracking status and location blocks to best accommodate all users.  Use as many characters as necessary to best describe the tracking location and status.  There are 10 characters available in each location that can be used.  For example; “Operations” or “Material” and “Authorize” or “Mat’l Req”.  Using the minimum amount of tracking locations and status is the desired method.  

Chapter 5 Written Work Requests

5.1. Purpose of the written work request.   This chapter describes how to prepare and process written requests for work by properly filling out, coordinating and routing an AF Form 332, BCE Work Request Form.  The suggested procedures that follow in this chapter are designed to assist the Civil Engineering organization by clarifying the process.

5.2.  Concept of the Customer Service Unit (CSU).

a. Receives and tracks all written requests for work by assigning a work request number by either automated or manual systems.

b. Receives in writing delegated approval and disapproval authority. Approves and authorizes work immediately when possible.

c. Maintains the current status of all requests and makes a pertinent record of pertainat (sent to Engineering for structural evaluation, or sent to zone 1 for estimate) remarks each time a work request is moved in or out of CSU.   Work requests should not be moved from shop to shop or element to flight without going through Operations Management.

d. Provides as much service as possible to walk-in and telephone customers.

5.3.  AF Form 332, BCE Work Request.  Use an AF Form 332 as the primary document to request all work to be accomplished by CE.  AF Form 332 is used to approve all work requirements, except for:

a. Work in excess of the IC's approval level.

b. Work to be funded by MAJCOM.

c. Work to be accomplished by contract within the IC's approval authority if MAJCOM requires additional approval documentation.

d. Local manufacture of supply or equipment items.  For such work a DD Form 1348-1, DOD Single Line Item Release/Receipt Document endorsed by base supply is also needed.  The DD Form 1348-1 is used for receipt or issue transactions on completion of local manufacture and for reimbursement of BCE costs when the customer chooses not to use unit IMPACT for local purchase. 

NOTE: AF Form 332 and DD Form 1348-1 is not required when the items are for internal CE use.

e. Self-help work which is:

(1) Homeowner responsibility described by, Family Housing Management.

(2) Minor maintenance and repair work accomplished with over the counter materials from the self- help store.

f. Work not requiring individual costing which is properly authorized by the collection work order list, AF Form 1219, the recurring work program, automated or manual Direct Schedule Work (DSW) order not requiring real property capitalization or change to the as-built drawings.

5.4.  Control Register. CSU uses automated system or manual AF Form 1081, BCE Work Request/Work Order Register, for tracking purposes and control of AF Forms 332 and AF Forms 327.

5.5. Hazard Correction. All written requests for work that request BCE action for the elimination or correction of hazards are submitted to BCE by the requester as follows:

a. Fire hazards are coordinated through the fire protection branch for assignment of a Fire Safety Deficiency Code (FSDC).

b. Health or environment hazards are coordinated through the base bioenvironmental engineer (usually assigned to the base hospital) for assignment of an Occupational Safety and Health Association_(OSHA) or a  Risk Assessment Code (RAC).

c. Safety hazards are coordinated through the base, wing or other authorized safety representative safety office for RAC assignment.

d. Environmental hazards are coordinated through Environmental Engineering for categorical exclusion (CATEX) or initiation of AF Form 813, Request for Environmental Impact Analysis.

5.6. Preparation of AF Form 332.  AF Form 332, is prepared in an original and three copies following the instructions printed on the reverse of the form.  AF Form 332 is commonly found in Form Flow or other Form filler location and came be typed and printed in correct number of copies. CSU personnel should review the AF Form 332 and offer any assistance necessary to the customer.  Prior to dropping the AF Form 332 off at CSU all coordination should be completed by the customer.

5.7. Review of the Request.  The CSU personnel review the request and determine if:

a. The request has been properly prepared and all necessary blocks have been completely filled out.  The customer fills out block one through block 15, one exception is block five, which will be filled out by CSU personnel.  

b. The requested work has or may have an environmental impact.  If the work does not automatically qualify for CATEX from further environmental analysis, an AF Form 813, Request for Environmental Impact Analysis, should accompany the AF Form 332.

c. The work is not already identified for a contract or as a duplicate in-service request.

d. The work supports the planned use of the facility.

e. All coordination has been obtained (if additional coordination is required offer to obtain the additional coordination for the customer as identified in AFI 32-1031).

NOTE: Fire protection coordination should be obtained on all requested work when either life, safety, fire-alarm or suppression systems, fire rating of materials, fire protection access to an area or facility, or fire protection criteria is affected by the proposed work.

5.8. Acceptance of the Request. All work requests received are assigned a number from the automated or manual AF Form 1081, BCE Work Request/Work Order Register. The description of the work request is also entered on the register.  CSU personnel notify the requester when the request is accepted or rejected. If rejected, clearly explain why the request was rejected and if accepted:

a. The work request may be entered into the appropriate computerized file using work order indicator “D”.

b. Use the work request number as the work order number if the work is authorized to be accomplished by an in-service work order.  When work is authorized by a DSW change the work order indicator to “J” so the same number will carry the work request from cradle to grave, add the number to the register.  The computer will programmatically assign a DSW or Work Request number.

c. Set up a work request folder to be used for comments and recommendations on requests that must be sent to BCE functions for review.  Place the original AF Form 332 with supporting documents, such as sketches, drawings, maps or funding letters in the folder.

d. Keep a copy of the AF Form 332 in the facility jacket.

e. When the requested work is above the installation commander's approval authority or class M, R, or MC to be funded by the MAJCOM, CSU personnel will send the AF Form 332 to Engineering for preparation of DD Form 1391 or other necessary documentation.

NOTE: Planning, engineering or maintenance engineering makes on-site investigations, resource estimates, and technical evaluations when needed to help the reviewer approve the work request.

5.9.  Approval. The decision to approve or disapprove a request is made as quickly as possible.  The approval authority must also fill in blocks 22- 29 including 25 on the AF Form 332. These are Priority of work, class of work, approval or disapproval and signature and date blocks.  Review and process the request only to the extent necessary to support the decision. Options for approval or disapproval of AF Form 332 include:

a. BCE Organization. Approval authority should be delegated to the lowest level practicable in the BCE organization.  Disapproval levels are normally the same as approval levels, but the base civil engineer may exercise the option to disapprove work requests regardless of their anticipated cost.

b. The Installation Commander (IC). The decision may be made by the IC. There are several ways to help the commander achieve corporate agreement on priorities and make recommendations about approval or disapproval of work requests.

c. Use staff meetings or the commander's update briefing.

d. Use meetings with participation of the staff members who have interest in a particular request.

e. Use the Facilities Board..

f. The Facilities Board. Any request that exceeds the installation approval authority or requires funding by the MAJCOM is reviewed by the Facilities Board. If the Facilities Board validates the request, Engineering processes necessary project documents to higher headquarters for approval.

5.10  Completing AF Form 332:

a. The approving authority assigns one of the following priorities to each request, completes items 14b and 14g of AF Form 332, signs, dates, checks approval or disapproval and returns the request to the CSU:

b. Priority I-Mission. Work in direct support of the overall base or tenant unit mission that if not accomplished would reduce operational effectiveness.

c. Priority II-Safeguard Life and Property. Work needed to give adequate security to areas subject to compromise; to eliminate health, fire, or safety hazards; or to protect valuable property or equipment. Also include energy conservation work.

d. Priority III-Support. Work which supports the mission or prevents a breakdown of essential operating or housekeeping functions.

e. Priority IV-Necessary. Not qualifying for higher priority.

5.11. CSU personnel then:

a. Update the automated or manual AF Form 1081, BCE Work Request/Work Order Register.

b. Tells the requester in writing, of the decision. If approved, explains subsequent action to complete the work.  If disapproved, clearly explains the reason why.

c. Use the following guidance when assigning specific work priorities to work order requirements when a RAC or FSDC has been assigned.

(1) RAC I-Priority I-FSDC 1.

(2) RAC 2 or 3-Priority II- FSDC 2.

(3) RAC 4-Priority III-FSDC 3.

(4) RAC 5-Priority IV-FSDC 4 or 5.

d. Use the following guidance when assigning specific work priorities to DSW

requirements when a RAC or FSDC has been assigned.

(1) Priority I -RAC 1-FSDC 1- Emergency.

(2) Priority II -RAC 2 or 3- FSDC 2 - Urgent.

(3) Priority III or IV -RAC 4 or 5 -FSDC 3, 4 or 5 -Routine.

5.12.  When a RAC, FSDC, OSHA or Other impact code has been assigned to the work request it is necessary to make the coinciding number annotation in the appropriate block in the automated version or on the manual AF Form 327.  

5.13.  Processing Approved AF Form 332. After the work request is approved, the AF Form 332 is processed as follows:

a. Send work to be performed by contract to Engineering to the contract programmer. CSU personnel provide the financial manager a block of work order numbers for contract work.  When the contract project number is assigned, enter the project number on the AF Form 1081, Work- Request/Work Order Register when a manual system is used.  Automated version required Engineer Programmer to attach the work order number to the project in PCMS.  Return a copy of the AF Form 332 to the customer with the contract project number noted on the form.

b. When practicable, like items of work should be grouped to be authorized with one document (that is, AF Forms 327). Send work to be done in- service to the IWP programmer.
c.  Process self-help work according to local proceedures.

5.14.  Purpose of This Section. This section describes how to authorize work that needs detailed planning or individual costing. It describes how to process work orders for in-service, contract, and self-help work. If these procedures are used, they will assist you in obtaining the following required results:

5.15.  Work Order Concept. AF Form 327 is used to authorize work that needs detailed planning. It is a way to control large or complex jobs. The decision to use a work order is based on the need for detailed planning on work orders over 50 hours, but normally under 300 hours, capitalization of real property records, collecting reimbursements, and gathering data for review and analysis. In general, work accomplished by contract is approved on DD Form 1391 or AF Form 332 and funding authorized on AF Form 9, Request for Purchase.  AF Form 327 is used to collect individual contract costs.  Normally, service contracts are approved and authorized on AF Form 327 and funding authorized on AF Form 9.

5.16.  AF Form 327, Base Civil Engineer Work Order.  Each AF Form 327 has one five-digit work order number (including prefixing zeros when necessary) which is the same as the Work Request number from block five on the AF Form 332.  Use AF Form 327 to authorize:

a. Work by contract except contract maintenance of equipment.

b. Work (including self-help) requiring capitalization regardless of the source of funds.

c. Work done by the engineering on Military Construction Project (MCP) projects when the Air Force is the design agent and to collect non-BCE costs for work on MCP projects such as the contracting office.

d. Work done by engineering on MFH projects when the design costs are reimbursable.

e. Architectural and engineering service contracts.

f. Changes to work orders.

g. Any other work where individual costing, detailed planning or capitalization is required.

5.17.  Work Order Reviews. The Chief of Operations Management ensures the AF Form 327 is reviewed to determine:

a. The adequacy of the work plan.

b. An accurate Air Force account code, customer code and RRI are applied.

a. The need to capitalize work on real property records.

b. The need for special precautionary measures.

c. The required completion date is feasible.

d. Forecasts the need to have as-built drawings updated, once work is completed.

5.18  Real Property Capitalization.  Work orders that change real property records are sent to Real Estate Management for capitalization, once the work is completed.  Drawings of the area prior to the change and after the change need to be included in the package to Real Estate.  If the work order involves the following, capitalization is generally required.

a. New construction including installed equipment which extends the useful life 2 or more years and costs $5000 or more.

b. An increase in the overall square footage by conversion, extension, addition, expansion or alteration, including installed equipment, which extends the useful life 2 or more years and costs $5000 or more.

c. Permanently attached installed equipment (addition or removal).

d. Increases or decreases square yards of surface area of pavements.

e. Increases or decreases linear feet of railroad trackage or appurtenances.

f. Increases or decreases linear feet of utility infrastructure including electrical, natural gas, water, sewer or fuel mains.

g. Increases or decreases number of windows, air conditioners or tonnage of air conditioning.

h. Increases or decreases liquid fuel system or pumps and linear feet of above ground, exterior fuel pipelines.

i. Increases or decreases BTUH capacity of heating plants.

j. Increases or decreases KVA capacity of substations or number of street lights, linear feet of airfield lighting, or number of traffic lights, or number of Visual Aviation Slope Indicator (VASI), Precision Approach Path Indicator (PAPI), or Pulse Light Approach Slope Indicator (PLASI) lighting systems.

k. Increases or decreases electric power generation in aircraft arresting support system or total number of automatic transfer panels.

l. Increases or decreases wells, distribution pumps, water storage capacity, treatment plants pumps, water softness, demineralizers, or sanitary lift stations.

NOTE:  See AFI 32-1031 for specific guidance on accomplishing multiple MC projects in a single facility.

5.19. Special Work Requirements. The shop supervisors must brief their craftsman on the nature and location of any safety hazards, before starting any work that needs special precautionary measures to be applied.  A valid AF Form 103, BCE Work Clearance Permit must be approved prior to starting any hazardous work.

5.20. Change Orders.  Change Orders are required when one or more of the following conditions occur:

a. The work is likely to exceed the approval authority of the individual who originally approved the work requirement.

b. 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 scope of work is defined as any new or additional work that was not requested or approved on the original approval document.

c. There is a new requirement to install, remove, or replace RPIE or other equipment that changes real property records.

d. When a change order is needed, it may be necessary to stop work until documented approval is received.  The intent is to make sure that approval authority is not exceeded or that work is not accomplished to cause a large cost increase without advance management review and approval.

e. Change orders are not used solely to eliminate variances between the estimated and actual hours.  A work review analysis should be used to determine reasons for the variance for future avoidance. 

f. Change orders are numbered consecutively starting with the number 1.

g. Change orders are estimated, planned, and processed the same as first time work orders and annotated in the remarks section of the AF Form 1081 or under the change order section in the automated system.  The change order will have a detailed description of the reason for increased hours or material.  The change order will also show the total cost of the change of work.

5.21.  Work Order Analysis. For completed work orders that have significant variance between actual and estimated hours a preliminary review will be performed.  A significant variance is determined to be over or under 25% of the original detailed planned estimated or authorized amount.  Operations Management in coordination with the appropriate shop supervisors and the planning function, performs the preliminary review to determine the cause of variance.  Results of the review are forwarded to Maintenance  Engineering for final analysis.

5.22. Maintenance Engineering performs an analysis on preliminary work order reviews completed by operations.  The purpose of this analysis is to identify production problems and possible corrective actions.  When problems are identified during the variance analysis, management action is necessary.  Each problem identified and corrected improves productivity.

5.23.   Processing In-Service Work Orders.  AF Forms 327 for in-service work requirements are processed as follows:

5.23.1. The CSU personnel enter the work order number on AF Form 327.  Assigns the correct AF Account Code, and change the work order indicator from D to A. Send the work order folder to the planning function.

5.23.2. The planning function prepares the work plan, lists materials required to do the work, and develops standard-hour estimates using Engineer Performance Standards  (EPS). Prepares the automated bill of Material (BOM) or AF Form 1445 for each shop requiring materials. When the work plan is complete, the planner coordinates the plan with each shop involved in the work order by getting signature on the AF Form 327, EPS block. The planning function then sends the work order in final form back to the CSU section so the AF Form 1081 can be updated.  CSU sends the work order folder to the IWP programmer.  

All original forms and paperwork remain in the work order folder.

One copy of the authorized AF Form 327 is for the facility jacket file.

One duplicate folder copy to the appropriate shop.

5.23.3. The IWP programmer determines when the work should be accomplished.  This decision is based on work-hour availability of participating shops, material lead-time, the date requested by the customer, and priority of the work.  The programmer sends the work order to the Chief of Operations for authorization.

5.23.4. If funds are available for material or equipment requirements, the Chief of Operations signs the work order and returns it to the programmer.  If funds are not available, the work order is returned unsigned to the programmer to be held until the Chief of Operations and the financial manager resolve the funds deficiency.  The programmer keeps the Chief of Operations advised of the backlog of work orders awaiting funds.  As funds become available, the Chief of Operations selects work orders for processing, signs the work order, and returns it to the programmer who files one copy of the work order as described below.

5.23.5. The programmer updates the estimated start and completion date in the automated system or manual RDD on AF Form 1445, item 19, and on the work order folder.  Once authorized a requested of 45 day requested delivery date (RDD) is assigned and the package is tracked to Logistics.  The RDD is established to receive delivery of materials 45 days before the estimated start date (ESD).  A widow of 90 days should be used when a sufficient work backlog is available to build an acceptable level of cushion into the Agreed delivery date (ADD).  The programmer will continue to work with the Logistics function to ensure timely delivery of materials.

5.23.6. If materials are needed, and funds are available, the programmer sends the work order folder to the Logistics function. The Logistics function processes the work order as follows:

Requisitions all materials from base supply, or other authorized source of supply.

When materials are 100 percent complete and have been reviewed by planning the work order folder is forwarded to the programmer.

5.23.7. The programmer validates the programmed start month and releases the work order to the senior scheduler.

5.23.8. If a work order is reprogrammed, the programmer changes the ESD in the automated file and notifies the customer of the change in the ESD.

a. When the job is completed, the shop supervisor (or. job monitor):

b. Inspects the work for quality and completeness.

c. Makes sure that excess or residue material and equipment are cleaned, inventoried, and labeled with the right condition tag.  Turns the material and equipment into the Logistics function for disposition. Materials in quantities less than unit pack (for example, partial sheets, coils, boxes, etc.) may be kept in the shop for future use.

d. Reviews material issues to the work order to ensure the quantity and type were commensurate with the work accomplished and the work order folder includes documentation supporting any additional materials requisitioned by shop workers.

e. Documents non-Air Force excess materials or equipment used.

f. Signs AF Form 327 as indicated in block “On-site Coordinator”  and furnishes drawings, sketches, and information needed to update record drawings or RWP records.

g. Returns AF Form 327 and all supporting documents to the scheduler when all of the above actions are completed.  The package is then sent to the senior scheduler.  Request Interim close out report.

5.23.9. On receipt of signed copies of completed AF Form 327, the senior scheduler:

a. Enters the date completed in the remarks section of the automated system.

b. Returns copies of the AF Form 327 and supporting documents to the work order folder.

c. Makes sure all the labor, material, and equipment actions that influence the cost of a work order or real property records have been reported. This includes the entering of actual costs of installing non-Air Force excess material or equipment.  If the actual costs are not known, use the fair market value.

d. On receipt of the final BOM Close out, gets the signature of the Chief of Operations or a designated representative on the original AF Form 327 in the final certification block.  Request Final Close out report.

e. Sends copy of AF Form 327 to Financial Management and the Housing Management Office for work on General or Flag Officer quarters.

f. Sends the completed work order folder to the CSU.

g. Enters the final close out transaction in the work order folder.

h. Sends the work order folder to Real Estate Management if a change to the real property records or record drawings is indicated.  Forwards package for possible voucher number and action.

i. Forward package to Engineering, Drafting section when as-built drawing updates are required.  After all actions are completed, the folder is returned to the CSU for final disposition.  Placed on file in CSU close out staging area.

5.24. When processing contract work orders it is necessary to follow all the same steps as processing an in-house work order, but the following additional steps must be added.

5.24.1. The CSU personnel send AF Form 332 to the contract programmer.  If within installation approval authority, a DD Form 1391 is normally not required.

5.24.2. The contract programmer makes a preliminary estimate, recommends a program year for accomplishment, and sends the work request package to the Chief of Engineering.

5.24.3. The Chief of Engineering reviews the proposed program year for the project and presents it to the facilities board for validation.

(1) If the work request is disapproved, it is returned to the requester through CSU with the reason annotated on the AF Form 332.

(2) If the work request is approved, it is returned to contract planning function. The contract planning function assigns a project number and notifies CSU of action taken.

5.24.4. If the work request is included in the current year program and higher headquarters approval is not required, the contract planning function sends the AF Form 332 and other supporting documentation to financial management.  If the work request is not included in the current year program or higher headquarters' approval is needed, the environmental and contract planning function takes appropriate action.

5.24.5. When funds are available, the financial manager initiates AF Form 327 on receipt of an approved AF Form 332, DD Form 1391, or instructions for an approved utility or service contract; and prepares AF Form 327 in an original and one copy and a work order folder. The financial manager assigns a work order number and advises CSU to close out the original work request number or in most cases opts to use the existing assigned work order number.  Get the detailed information needed to complete the AF Form 327 from the contract programmer. For a services contract, operations may provide detailed information for services such as equipment rental, etc., and completes block 14 on AF Form 327. The financial manager then:

1. Signs the work order and opens the work order.

2. Sends a copy of the AF Form 327 to CSU to be filed in the facility folder.

3. Places the original AF Form 327 in the work order folder and sends it to the engineer planning function.

4. Prepares the AF Form 9 and sends it to the accounting and finance office (AFO) for citation of funds.

5.24.6. When the contract work is completed (project and utilities), the Chief of Engineer Planning signs the final certification block.  If government-furnished material is involved contract management makes sure that excess or residue material and equipment are turned into the Logistics function. The work order folder is then sent to the financial manager.

5.24.7. The financial manager enters the actual completion in the remark section of the automated system.  After final costs are entered, the financial manager closes the work order. Upon receipt of the final BCE completed work order cost report, a copy is placed in the work order folder.  A copy of the work order is sent to Real Estate if a change is required to the real property records or to the record drawings.  Any technical publications are sent to the responsible cost centers.  The financial manager in a completed contract file then files the work order.
5.25.  Cancellation of AF Form 327, Base Civil Engineer Work Order.  The same level of authority cancels a work order, or higher, that approved the original document.

a. The work order may be cancelled at any time.

b. When proper authority directs cancellation of a work order, CSU (or the financial manager for contract work orders):

c. Contacts each activity and advises them to discontinue any further work.

d. Retrieves all copies of the work order (draft or final) and writes "cancelled" on the original AF Form 327 or annotates “cancelled” in the remarks section of the automated system.

e. Closes the work order if costs have not been accumulated.  If costs have accumulated in the automated system, initiates a normal close transaction.

f. Notifies the requester of work order cancellation.

g. Files the work order folder and notifies the programmer of the cancellation.

5.26.  Facility Jacket Files.   Each facility should have a folder or jacket filed in the Operations Management work center.  The facility jacket is a collection point of all documentation and historical data having to do with each facility.  Facility jackets need to be purged annually.  All documentation older than 1 year of close out date should be purged from the jacket and annotated on the data summary sheet inside the back cover.  Retain copies longer than 1 year if the historical value supports the procedure.  The data summary sheet should include, as a minimum, work order number, description, date closed and status of work.  Use facility jacket files to keep copies of the following documents for each facility or logical group of facilities:

a. AF Form 327, Base Civil Engineer Work Order.

b. DD Form 1391, Military Construction Project Data.

c. Disposal Plans.

d. AF Form 332, Base Civil Engineer Work Request. 

e. AF Form 1219, used for the facility survey.

Chapter 6 Time Accounting

6.1. Time accounting tells how to report time and costs to work orders and account codes. Time accounting is used to distribute hours and costs to work orders and account codes.   Use of these procedures will track direct and indirect labor hours and assist the BCE in attaining the following results.  The following are other important benefits of the time accounting system:

(1) It provides data for cost estimates, scheduling, and programming work in the IWP.

(2) It provides data needed to justify vehicles, budget inputs, and personnel requirements.

(3) It provides data to analyze and solve problems.

6.2. The time accounting system is based on a combination of actual time accounting (ATA) and exceptional time accounting (ETA) reporting systems. Each BCE cost center is assigned one method to report time. All personnel in each cost center report time the same way, ETA or ATA.

6.2.1. Cost centers that do work that uses more than one account code use the ATA method. Cost centers that use the ATA method report direct and indirect hours against work order numbers and LUCS.

6.2.2. Cost centers that do work related to one BCE or MFH account code use the ETA method. And are programmatically calculated.

6.2.3. A cost center can be changed from ETA reporting to ATA reporting if there is a need to collect and use management information on the work performed by the cost center. 

Example:  Base Recovery after a natural disaster, all ETA cost centers will be loaned to the grounds ATA cost center to perform labor in the recovery efforts.

6.3 Operations ATA Cost Centers. AF Form 1734 is used to report hours for each operations ATA cost center. Operations cost centers using the scheduler concept report hours daily. If labor is reported in the shop labor is also reported daily.  Shop supervisors must ensure all time is reported before the close of the month.

6.3.1. Other ATA Cost Centers. Other cost centers report hours on AF Form 1734, either weekly, biweekly, or monthly, on work orders for reimbursements, planning, and design costs. Hours for other work are reported using LUC 11. The scheduling function within the CSU makes the necessary transactions and retains the AF Form 1734.

6.3.2.Holiday Leave. Holiday leave is not reported on AF Form 1734 unless labor is being charged for shift workers.

6.3.3. Regular Day Off (RDO). For shift workers such as plant operators, the RDO may occur on a weekday.  Such a day is not leave.  Enter the RDO on the AF Form 1734 remark line at the bottom of the page to show the individual is accounted, but no time is reported for the day.

6.4. ETA Cost Center.  Direct and indirect hours are not reported by ETA cost centers except for loaned hours (LUC 39) between ETA and ATA cost center.  Loaned hours are not reported for ETA to ETA cost center assignments, except when assigned to military family housing.  When assigned to MFH use loan to ensure all time cost is collected for duties being performed for MFH.  

6.5. Labor Utilization Codes (LUC). LUCs are codes used to identify direct and indirect work performed by ATA cost centers. The work hours charged against LUCs are also used for analysis purposes. Standard LUCs used are:

Indirect

LUC

31  Supervision

32   Training

33   Leave

34   All Other

38   Overtime

39   Loaned Hours

Direct

LUC

11   Recurring Work

12   Emergency Work Order

14   Urgent Work Order

15   MC Work Order

16   Routine Work Order

18   Maintenance, Repair or Other Work Orders

19 Plant Operations

20 Readiness Training

6.5.1. Supervision is used for Shop Supervisor to perform managerial responsibilities and meetings.  Half the time for Luc 31 should be used at each of the workers job sites.  No more than one full time employee should be carried on Luc 31 each day.  Few exceptions are used, if a shop has over 30 employees an additional four hours per day may be used.

6.5.2. Training is used when craftsman are performing their primary duties, but are first learning the tasks.  Luc 32 can also be used to carry CDC study time when authorized by the shop supervisor on duty.  Additionally, progressive career specialty classroom training should be charged to Luc 32.

6.5.3. Leave is charged when military or civilian employees are on authorized leave away from the duty section.  Sick leave, leave without pay, and regular leave is all charged by Luc 33.  Leave is a typical Luc choice to add a special study code to sub-divide types of leave.

6.5.4. All other is just as it sounds.  Luc 34 collects all indirect labor time not previously outlined.  Examples of Luc 34 are Commander’s Call, vehicle lag time, planning functions, military appointments and three-day pass for military.

6.5.5. Recurring work is repetitive work already identified on the recurring work program charged to Luc 11.  This is productive work like grass cutting and annual flush and testing of the water hydrants.

6.5.6. Emergency work is charged as Luc 12.  This type of work required immediate action occur within 24 hours and normally is identified by telephone contact to Operations Management.  Luc 12 could be a down and arcing high voltage electrical line.

6.5.6. Urgent work is charged as Luc 14.  This work requires action within 5 days, but does not pose a threat to the operational effectiveness of the wing or threat to government property.  Luc 14 might be a minor amount of water seeping from ground.

6.5.7. Routine work is a DSW no qualifying for any higher priority.  Routine DSWs are either telephoned in to Operations Management or taken from a AF Form 332.  An example of a Luc 16 request might be to move a door buzzer over two feet so it is more convenient for the customer.

6.5.8. Minor Construction work is classified as the additional of RPIE or increase to the footprint of a facility and charged to Luc 15.  Construct additional room on facility would be considered Luc 15.

6.5.9. Luc 18 work requirements are used on all other work orders.  The work order requires it be added to the part two of the weekly work schedule.  Luc 18 work orders are maintenance, repair or all other work.

6.5.10. Readiness training work orders are established to collect Prime BEEF Training time at local station or organized mobility training.  Luc 20 is used for field exercising; chemical warfare training and self aid and buddy care.  Luc 20 is not designed to be used for long term rotations in and out of theater.  

6.6. Time Reporting. AF Form 1734, Weekly Schedule is used to record actual hours expended. One AF Form 1734 is automated for each ATA cost center.  Time is accounted on the daily labor sheet, which is programmatically attached to the weekly schedule.  Increments of less than .5 are not normally used, but certainly can be for a precise pinpointing of time.

6.7. LUC Special Study Codes. Each LUC can be subdivided into nine special study codes to collect more detailed data for analysis.  After the needed data is obtained the special study code should be deleted and the hours reported to the basic LUC.  Special study codes should not be used for longer than six month.

6.8. Loaned Hours. Generally personnel are considered on loan when they work for a cost center other than the one to which they are assigned and are performing duties typical to the borrowing cost center. Normally loan procedures are used for periods involving less than 4 hours unless it is determined this loan is the most effective and efficient process to accomplish the work.

6.9. Troop labor is basically free labor.  When a Reserve team or ANG unit come to a base and provide assistance it is the responsibility of the base to ensure Troop Labor is not used on normally reimbursable work.  It is not feasible or practical to attempt to add Troop Labor into sponsor base computer files to recoup labor performed.  If duration of stay supports the extra work to the computer support section, the decision to add troop personnel may be made at base.

6.10. Scheduling Responsibilities. The scheduling function within Operations Management is the focal point for all time accounting and reviews weekly AF Form 1734 for accuracy. The scheduling function:

a. Makes sure an AF Form 1734 for each appropriate shop is reported.  Ensures total hours for military and civilians equal the sum of the total direct hours plus indirect hours.  Accounts for any variances in reported hours.  Errors in reporting are researched by the appropriate shop supervisor or scheduler and corrective action is taken when necessary.

b. Ensures all shop labor is kept current and notifies shop supervisors when receptive delinquencies occur.  Assists shop personnel with technical expertise on daily labor inputs. 

c. Sends AF Form 1734 for operations cost centers to the senior scheduler for review after all transactions are made.

Chapter 7 Planning Concept

7.1. Planning Concept provides increased productivity and the efficient use of operations shops depends on good planning and estimating.  Planning means determining the scope, method. and type of resources.  Estimating means determining the quantity of resources.  Good planning and completing the work on time depends on the planner producing a quality workable plan.  The craftsman must following the plan to complete the work efficiently.

7.2. Engineer Performance Standards (EPS) provides a tool for the planner to produce reliable standard-hour estimates.  EPS allow the transferability of a planner’s ability to provide the estimate at any location.

7.2.1. Long range planning is a responsibility of all base Civil Engineer personnel to insure proper support to the installation mission.  Operations personnel participate in the identification of major work requirements and should perform maintainability periodic reviews of projects under design and monitor construction to properly prepare for the follow-on operations and maintenance support.

7.2.2. The Chief of Planning develops a weekly schedule for each planner based on the priority the work is required.  The planners are assigned to an Exceptional Time Accounting (ETA) shop code while they perform planning duties.  Actual time accounting while assigned to planning is not recommended.

7.3. Planning and Estimating. EPSs are used to develop standard-hour estimates using EPS handbooks, books 1-10.  Standards developed locally are approved by the BCE.

7.4. Material and Equipment Requirements. Identify and process all materials and equipment requirements for individual work orders through CSU to the Logistics function.

7.5. Special Precautionary Planning. Use AF Form 103 to prevent accidents, loss of life, or unscheduled interruptions to base utility systems or traffic flow.  An AF Form 103 is required on all job sites, and must be kept current when digging.

7.6. Travel Zone Map. The travel zone map includes estimates for travel time to various points on the base. The map is developed by the Industrial Engineer and should be reviewed at least annually.

7.7. The In Service Work Plan (IWP) is a management tool used to match work requirements with available shop resources. It is used to make commitments to customers and to time phase work to keep the shops productive. The Chief of Planning works closely with the programmer to make sure that the planning effort supports the IWP.

7.7.1. Customer Commitments. Know when the customer needs the work done.  Plan the work to provide adequate supply lead-time for needed materials and equipment.

7.7.2. Shop Backlogs. Identify work requirements far enough in advance to keep the shops productive. This is done through routine facility surveys. In some instances, it may be necessary to conduct special out-of-cycle surveys for work identification.

7.7.3. Accurate Estimates. Estimates for work requirements must be accurate. They are used to program work in the IWP.  Inaccurate estimates can be caused by a variety of factors.  A term labeled “desktop” planning is the most common factor.  Desktop planning occurs when the planner attempts to plan a work from his desk and never performs an actual site visit. Inaccurate estimates result in work plans that cannot support BCE's commitments to customers and often times require job stoppage or the job be completely re-planned or additional material requirements.

7.8. Planning Schedule. The Chief of Planning prepares a weekly schedule to effectively allocate planner's time.  All the following should be reviewed before finalizing the schedule. 

(1) Seasonal requirements

(2) Nature of the work.

(3) Special interest.

(4) Relative priority of the work.

(5) Material lead time.

(6) Shop backlogs.

(7) Equipment availability.

(8) Committees to customers.

7.9. Planners develop a plan for all phases of the work to ensure efficient job completion. Standard-hour estimates are determined for each planned work order and job order to include: Craft task-time totals, job preparation, materials handling, travel and delay allowances, and other considerations identified by the planner.

7.10. Standard-Hour Estimates should be prepared by using standard-hour estimates on Job Phase Calculation Sheet or locally produced forms to meet each base’s specific requirements.

7.11. Materials and Equipment Requirements. The planning function identifies materials and equipment required for the work as outlined below:

7.11.1. Use the residual material listing, bench stock listing, stock number directory, and local purchase list to identify materials and equipment needed by each shop to do their work. Selecting materials from these documents provides maximum standardization of items, better consumption data within the supply system, and more realistic and adequate stock levels for recurring items most commonly used.  Bases having other sources of supply also review the Material Requirements List or appropriate documents for desired materials.

7.11.2. Prepare automated bill of material (BOM) or AF Form 1445 (original and two copies) listing the materials and equipment needed for each cost center.  Do not include materials required from different sources of supply on the same AF Form 1445.

7.11.3 Prepare a separate AF Form 1445 for all non-Air Force excess materials and equipment to be used in the work order.  This includes materials, supplies, and items of installed capital RPIE equipment obtained for the project on a non-reimbursable basis, either as excess distribution from another military department or comparable defense component, or as excess distributions from other US Government agencies.  Cost this excess materials or equipment at standard prices or at the estimated replacement value, if standard prices are not available.  Enter the total cost of these excesses in the appropriate section of the AF Form 327.

7.11.4. Prepare the required DD Form 1348-6 (original and four copies) for all non-NSN items.

7.11.5. Identify the need and cost for rental equipment.  Include all rental estimates on the AF Form 9.

7.11.6. Review current facility energy guidance to ensure that new or replacement materials and equipment are the most energy efficient available.

7.12 Special Precautionary Planning Measures.  Use AF Form 103, Base Civil Engineer Work Clearance Request for any work (contract or in-house, or other agency) that may disrupt aircraft or vehicular traffic flow, base utility services, protection provided by fire or intrusion alarm systems, or routine activities of the installation.  Use this form to coordinate the required work with key base activities and keep customer inconvenience to a minimum.  Also use it to identify potentially hazardous work conditions in an attempt to prevent accidents.  The AF Form 103 is processed just prior to the start of work.  If delays are encountered and the conditions at the job site change or exceed 30 days the AF Form 103 must be reprocessed.  An AF Form 103 is prepared, to include obtaining all necessary coordination and clearance reviews, by:

(1) The operations function for emergency work.

(2) The planning function for non-emergency work.

(3) The engineering function for contract work.

(4) The approval on the reverse side of the AF Form 103 is not lower Deputy, Chief of Operations.

7.13. Detailed planning for work requests is not required. A lump sum-estimate in sufficient detail can be prepared to determine level of approval authority.  Unit Price Standards Handbook, in automated or manual version is adequate for lump sum estimates.  The planning function completes AF Form 332 by filling in items 19 through 23.

7.14. Operations Management sends all work order and work order changes to the planning function as determined by the IWP programmer.

7.15. The Chief of Planning reviews the planning and estimating requirements before assigning the work order to a planner.  

Chapter 8 Logistics

8.1 The way CE requisitions material differs from base to base.  You will have to learn the procedures used at your base.  One method is using the AF Form 1445, Materials and Equipment List, to order most material needed for CE in-house work.  Another method is to use the automated Computerized Civil Engineer Material Acquisition System (CEMAS).  No matter what the method of requisition, a “Bill Of Materials” (BOM) is prepared to identify and order all materials in CE using a set format.  Remember that CE cannot complete work requirements without materials, so materials must be requisitioned in a systematic manner.  If your organization uses the Interim Work Information Management System (IWIMS), you must have CEMAS user rights added to your IWIMS user ID in order to perform any functions in CEMAS.  The Chief of Logistics is the authority for CEMAS user rights in IWIMS. 

8.2. Interrelated Logistics Support:  Logistics is the primary focal point for material requirements.  The type of support provided is based on the needs of your CE organization and Major Command policy.  Some types of logistics support are as follows:

8.2.1. Civil Engineering Material Acquisition System (CEMAS).  An automated (computerized) system used for identifying, acquiring, and controlling material requirements.

8.2.2. Government-Operated Civil Engineering Supply Store (GOCESS).  A system set up within CE to purchase, receive, maintain, and issue material from within the CE organization.

8.2.3. Contractor-Operated Civil Engineering Supply Store (COCESS).  This type of logistics support operates under a contract, and it requires the base to purchase items through a contractor.

8.2.4. Logistics Civil Engineering Support (LOGCES).  This type will only be found in the Education and Training Command.  It is a system that applies to its BCEs, base supply, and base contract organizations.

8.2.5. Standard Base Supply System (SBSS).  The Chief of Supply is responsible for the acquisition and management of material at a base.

8.2.6. Shop Stock.  This is fast-moving materials kept in the cost center and used daily to accomplish work requirements.  These materials are normally kept on  Do It Now (DIN) trucks for emergency or urgent minor maintenance and repair work.

8.2.7. Centralized Bench Stock.  This material is normally kept in Logistics and is a consolidated supply of material that more than one cost center may use.

8.2.8. Decentralized Bench Stock.  This is a supply of material that is authorized by Logistics to be maintained in the cost center.

8.2.9. Residue.  This is material left over after a work requirement is complete or canceled.  It may also include excess material located in the cost centers.  All residue items should be turned in to Logistics for proper processing.

8.3. Material Support: The Civil Engineer organization performs maintenance, repair, and construction work on Air Force installations.  If CE cannot acquire the proper material to accomplish a work requirement, the work cannot be done.  You may be the one who must ensure that Logistics receives the order forms.  Also of importance is that the required delivery date (RDD) must be on the forms.  The RDD lets Logistics know when the materials are needed.  Logistics is the primary focal point for material requirements within the CE organization.

8.4. Material Support of Direct Scheduled Work:  If materials are required for a DSW, the necessary material ordering forms are prepared whether manually or using the IWIMS.  When the material ordering forms are ready to go to Logistics, the RDD is entered and the material ordering forms are forwarded.  Once the materials are received by Logistics, the work requirement is scheduled for accomplishment.

8.5. Material Support of Planned Work Orders:  The Planning Section normally prepares ordering forms for planned work orders.  Once a planned work order is approved, the material is ordered ensuring the RDD is entered and the forms sent to Logistics.  The RDD for planned work orders should be 45 days before the estimated start date of the work.  Once the work order becomes material complete, the planned work order is programmed and then scheduled for accomplishment.
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Chapter 9 Recurring Work Program

9.1. The Recurring Work Program (RWP) is the key to minimizing the number of direct scheduled work orders (DSWs).  The Operations Manager is responsible to ensure that the shops have a program established.  The shops will actually produce the Maintenance Action Sheets (MAS) and RWP records, however the Operations Manager will give computer assistance.  He/she may also give advice as to how the program should be established, what types of items might be included in RWP, etc.  

9.2. It is important to remember that the craftsmen are the experts, and the Operations Managers are there to give non-technical advice.  They may conduct training for the shop foreman to input the requirements into the computer.   

9.3. The Operations Manager may want to sit down with each foreman to discuss what he/she wants to put into the program.  Advice can be given based on that discussion.  Remember that the RWP must also be cost effective.  When cost further maintenance is no longer practical it may become cost effective to replace the unit.

9.4 Manning always seems to be an issue or an excuse not to maintain a RWP.  It is very important to stress how important RWP is to the equipment’s life.  Maybe a monthly cannot be accomplished, but there is enough manning to do a semi-annual.  That is better than not doing it at all.  

9.5 Sometimes there are just not enough people to go around.  This is when the foreman needs to take a good look at his/her equipment and decide what is critical and what is not.  Once the non-critical items are identified, they must be “permanently deferred”.  This means that the item has been identified as an item that should be done, but cannot be.  The “Rec Type/Stat” block will be marked “H”.  Refer to the RWP attachment for more instructions. 

9.6. Most likely, management will want to see a slide showing the RWP performance.  Attached is a sample of how a slide may be set up.  The information comes straight from the “Summary” report in the RWP menu.  The following gives a brief description of what each category represents:

9.6.1.Total Items Due: This is the total number of items that were on the RWP schedule for that week ending.  The rest of the numbers should add up to this number.

9.6.2. Number Scheduled: This is the number of items that were scheduled for that week ending and nothing was done to them.  No time was charged and they were not deferred.  They will appear on next week’s schedule as overdue.  However, if the shop completes or defers them during that week, they will not show up as over due on the slides for the following week.  In reality, the shops actually have 2 weeks to complete an item.  

9.6.3. Number Complete: This shows the number of items, which were completed by end of that week.

9.6.4. Number Working: This number shows the number of items that had time charged to them, but were not complete.

9.6.5. Number Overdue: This is the number of items that are overdue for that week ending.  These items are actually two weeks old.

9.6.6. Number Defer: This is the total number of items that were deferred during that week ending date. 

9.6.7. Defer  Manhr:  This is the number of items that were deferred due to lack of man-hours.

9.6.8. Defer Access: This is the number of items that were deferred due to the lack of access.

9.6.9. Defer Matls: This is the number of items that were deferred due to lack of materials.

9.6.10. Defer Other: This is the number of items that were deferred for reasons other than those listed.

**Note:  An important thing to remember about deferring:  Items which are deferred will not be scheduled until the next date scheduled.  If an annual is deferred, it will not appear on the schedule again until next year.  In these cases, it is better to let it go overdue.

9.7. RWP During Contingency Environment: RWP is just as important in the field as it is at an individual’s home base.  The program in the field will most likely be a lot smaller.  Maintenance Action Sheets (MAS) may be written on a piece of paper, or they may be a Word document.  Just as long as each craftsman has the ability to review what needs to be done on each piece of equipment.  The HVAC shop will have the majority if not all the recurring workload.  

9.8. Since IWIMS or ACES are not available under these conditions, an Excel or Access spreadsheet may be created to track when maintenance was accomplished on each item.  Just remember that the basics are the same, the tracking will just be slightly different.        

9.9. The recurring work program (RWP) is designed to provide the Base Civil Engineer Squadron with an easily updateable, automated program for all required in house activities.  It is a management tool to identify permanently deferred actions due to lack of manpower, as well as programming hours to support the on going work.  It is also used to identify recurring maintenance actions to support critical equipment that is the responsibility of the Base Civil Engineer to maintain, as well as minimize all repair and replacement costs.

9.10. The WIMS program was designed to be performed at certain intervals, and the required materials and hours associated with these tasks.  The RWP then establishes a schedule of actions due to be performed during the current and next week.  This schedule is automatically kept current by the labor reporting process.

9.11. The hours are identified and reserved at the shop level.  IAW AFI 32-1031 “It is managed by the zone or shop supervisor, and used to ensure recurring work is accomplished first (immediately after Emergency and Urgent work requirements) by reserving hours for this work before other routine requirements are scheduled.  First-line supervisors monitor daily completion of RWP.  

9.12. The shop is responsible to develop the maintenance action sheets (MAS) used to identify required tasks and hours.  The automated Preventive Maintenance Instruction book (PMI Handbook), Engineered Performance Standards (EPS) and local standards are used to describe tasks and determine required hours on the MAS sheet.  These hours include all pre-identified work (except utility operations and contract service) accomplished on a recurring basis as preventive maintenance for equipment, seasonal work such as grass mowing, periodic inspections, etc. that can be identified without a visit to the job site each time the work is scheduled.  AFI 32-1031 states:  “it includes all recurring work to prevent breakdown of critical facilities, equipment, or utilities.  

9.13. The first step in developing a RWP program is to develop the maintenance action sheet (MAS) sheet.  The MAS sheet describes the intervals and tasks that are to be accomplished, required hours, and other miscellaneous information.  The required hours based on PMI, EPS, or local standards are a portion of the estimated hours on the RWP record.  Once the MAS has been developed, then the RWP records can be added.  The following gives step-by-step instructions on how to add a MAS sheet with a brief description of each area on the MAS sheet.  Once these are added, the guide will take you through the steps to attach the MAS sheet to a RWP record and develop a RWP record.

9.13.1. Adding a MAS:  Once you have logged on, go into the RWP Menu.  

(PF) 1, Run RWP Program.  Your shop’s RWP should appear.  (PF) 20, MAS Updater.  Any MAS sheets that are loaded for your shop should appear.  Select a number that have not already been used.  The system will not accept duplicate numbers.  (PF) 11, Add MAS.  Type in the required information.  The following gives brief descriptions of each area on the MAS sheet.

9.13.2. Cost Center:
This is the cost center and craft code you are adding the MAS for example:  HVAC shop would type in 451 1C or 452 2C, ect.

9.13.3. MAS Number:
This can be any number that you want to number the MAS.  The number must be between 1-998.

9.13.4. Title: This is the brief description of the equipment or activity. Example:  Air Compressor (25 ton)

9.13.5. Frequency: This is how often each task must be accomplished, (i.e., monthly, quarterly, annually, etc.).  Multiple frequencies (more than 1 frequency) are referred to as higher or lower frequencies.  Higher or lower refers to how many times a frequency will occur when compared to another frequency.  For example, a monthly frequency is lower than a weekly frequency because a monthly frequency will occur 12 times a year, whereas a weekly frequency will occur 52 times a year.  A single letter identifies each particular frequency.  The  frequencies are identified on the bottom of the MAS sheet that is being added.  The letters are also listed on the following page with a brief description of what each frequency means:

9.13.6. C=Cyclic:  A cyclic task is one which must be performed during a designated cycle greater than every 12 months.  A task which needed to be performed every 15 months, 36 months, etc. would be a cycle task.  Example:  A MAS sheet for fire hydrant flushing would be a 36 month cycle since it is only done every 3 years.

9.13.7. A=Annual:  A task which is performed once a year.

9.13.8. L=Semi-Annually:  A task is performed every 6 months or 2 times a year.  Example:   

9.13.9. T= Tri-Annually:  A task which is performed once every 4 months.


Example:  Jan-Apr-Aug-Dec

9.13.10. Q=Quarterly:  A task which is performed every 3 months (once a quarter).


Example:  Jan-Apr-Jul-Oct

9.13.11. K=Bi-monthly:  A task which is performed every 2 months.


Example:  Jan-Mar-May-Jul-Sept-Nov

9.13.12. M=Monthly :  A task which is performed once a month.

9.13.13. J=Semi-Monthly:  A task which is performed twice a month.  For this frequency,the scheduled day will be +/- 14.  Example:  If the scheduled day is 7, the frequency would be done on the 7th day and the 21st day.

9.13.14. W=Weekly:  A task which is performed every week.

9.13.15. 1-99=This options enables the user to perform tasks at intervals other than the ones listed above.  A task which needs to be performed every 6 weeks could be scheduled using this frequency.  Example:  The frequency of 6 would be completed every 6 weeks.  If there is a multiple frequencies, the frequencies must be multiples of 6, (i.e., 6, 12, 18, 24 etc.).

9.13.16. Once you know all the frequencies that must be performed, type them in the space provided.  The computer will automatically sequence them starting with the lowest frequency to the highest frequency (i.e., annual, semi-annual, quarterly, etc.).

9.13.16.1. Is this hazardous work?:  Y or N for yes or no

9.13.16.2. Cycle Months:  If a cycle frequency is needed, type in the number of cycle months.  Example:  3 year cycle would be 36 Cycle Months.

9.13.16.3. Will the crew return for lunch?:  Y or N for yes or no.

9.13.17. What is the craft area?: This identifies the TYPE of work that is being performed.  You will need to position the cursor in the block and hit (PF) 14 Select.  Once the list of eligible codes comes up, find the one that matches the type of work to be performed.  Tab to the one you want so that is hi-lighted and hit (PF) 1 to add it.  It will now appear on the MAS.  Example: If adding a MAS for an air handler but the actual work is maintenance on the electrical functions, then the craft code would be “EL”  for electrical.

NOTE: You will notice that if you hit (PF) 2, the general data factor (GDF) for the particular craft code you are adding will appear.   This is to show you the time that will be added for travel time, administrative functions, and personal time.  The GDF will automatically be added once you attach a MAS to the RWP record.

9.14. Possible frequencies are: This lists what frequencies are compatible with each other.  Example:  If you did a task quarterly, you could also do a semi-annual, annual, and cycle frequency but could not do any other frequency.  If you try to add a frequency that is not compatible, a message will appear at the bottom of the screen to let you know.

9.15. Once this information has been added, hit (ENTER).  The bottom of the screen will flash a message stating that the MAS has been added or it will tell you if something was inputted incorrectly.  Once the information has been accepted, tasks can be added to the MAS sheet.  Hit (PF) 11, Add Tasks.  

9.16. Remember, tasks are made from the PMI Handbook, EPS Standards, and local standards.  The tasks should be added in this order so hit (PF) 6, PMI Handbook, to start adding the first tasks.  Tab down until you find the right job description.  If you do not find one on the first page, (PF) 5 will show you the next list of descriptions.  Keep hitting (PF) 5 until you find the one you need.  If none of these descriptions match what you need, you will not be able to use the PMI Handbook The next step will be to use the EPS standards.

9.17. PMI HANDBOOK: This is the Preventive Maintenance handbook.  Once you select a description that can be used, hi-light it and hit (ENTER).   Across the top of the screen it will show the MAS number, Cost Center, Frequency, Crew Size, and if heavy equip is needed.  If this information is correct, you may proceed.  If the frequency, crew size, or heavy equip need to be modified, hit (PF) 14, Change MAS.  Type in the correct frequency, crew size, and heavy equipment requirement.  Remember, start at the highest frequency and work your way down to the lowest frequency.  Once these changes have been made, hit (ENTER).  So, if an “A”, “L”, “Q” and “M” are required, add the “M” first.
9.18. Now you are ready to attach the tasks to the MAS sheet.  Hit (PF) 10, ATTACH.  The Occr column will allow you to type in a number.  This column is for number of occurrences.  Read through each task and decide which ones you would like to add to the MAS.  You may make modifications to the task by going back into the MAS Sheet.  We will go over this a bit later.  If you will only do the selected task once, 1 would be the occurrence.  If that task will be done more than once, type in the number of times it will be performed.  Example:  The task is to change filter.  If there are 5 filters on a unit, the Occr would be 5.  (PF) 5 will show another page of tasks.  Once you have reached the end of the list and have all the occurrences typed in, hit (ENTER), Save Hours.  Those tasks without a number of occurrences will not be added to the MAS sheet.  There will be a message at the bottom of the screen that says the occurrences and hours have been saved.  You will need to hit (PF) 10 ATTACH again to attach the selected tasks to the MAS.  Those tasks are now on the MAS.  Repeat the previous steps until you have gone through all frequencies.  Once all the tasks have been added to each frequency, hit (PF) 16 to exit.  Now you can select tasks from the EPS Handbook.  (PF) 7 will bring up the handbook.  A list of titles will appear.  Tab down until you find the one you need and hit (ENTER).  Tab down to the chapter that you need or (PF) 5 will show you the next list of  chapters.   Tab down the one that you need and hit (ENTER).  Tab down to the reference title you need or hit (PF) 5 to show you more titles. Hi-Light the appropriate title and hit (ENTER).  Read the task description and if this will fit your needs, hit (PF) 10 ATTACH, to attach it to the MAS sheet.  You will be asked to input a quantity.  Type in the quantity and hit (ENTER).  

9.18.1. The description will appear again.  If there is anything you would like to change in the description, hit (PF) 9, Modify Task Description.  You will not have the option to type in the description.  If there are only a few changes to make on the description given, hit (PF) 6, Replace Task Desc w/Standard Desc.  This will put the same description in the Task Description box so you can make a few changes and not have to type in everything again.  If the description is already correct, or once you’ve modified the task, choose either (PF) 10, SLOT DOWN, (PF) 11, GROUP, or (PF) 12, SLOT UP.   This allows you to select the best time.  Decide which time is the most accurate and hit the appropriate (PF) key.  A message will appear that the selected slotted time has been used and now you are ready to proceed with the task.  Following these steps until you are completed with all the tasks and frequencies.  

9.18.2. Return to the MAS Task Detail Screen.  Now you’re ready to add any local standards.   Type in the frequency, and task description.  The following gives brief descriptions of the rest of the areas:  

9.18.3 Work Sequence Number:  This is optional.  You can number each task in the order it should be performed.

9.18.4. Hours to perform the task:  This is the TOTAL man-hours needed to complete the task.  Example:  If it takes 1 person 8 hours to complete the task, then a crew size of 2, would take each person 4 hours.

9.18.5.Crew Size:  This is the number of people that will be performing the task.  

9.18.6. Number of Occurrences: This is the number of times the task will  be performed.  

Example:  If the task was to replace filter, and 2 filters needed to be replaced, then the occurrence would be 2.

9.18.7. Heavy Equip Required?:  Type in Y or N for yes or no.

9.18.8. Hit (ENTER) to add this task.  Once the information has been inputted and a task number has been assigned, you may hit (PF) 11 to add another task or (PF) 16 to exit.  

9.19. MAS Task Directory:  Back out to go into the RWP MAS Sheet Directory.  This is the list of all the MAS sheets loaded for your shop.  Tab down to the one you just added to review for accuracy.  Hit (ENTER).  The MAS will be listed by frequency starting from the lowest frequency to the highest. You may sort by Work sequence (PF) 14, if you chose to sequence the tasks. Find the MAS sheet you had just added, hi-light it, and hit (ENTER).  All the tasks that were added will appear here in the MAS Task Directory.  Review it to make sure that all the tasks that are required have been added.  The entire task can be reviewed by hi-lighting it and hitting (ENTER).  If the task needs to be modified, hit (PF) 9, Modify.  Make any necessary changes and hit (ENTER).  (PF) 12, Delete, will delete the task if it is not needed.  (PF) 11, Add Task, will allow you to add another task.  (PF) 30, List RWP  would list all the RWP Equip Types and Numbers that this particular MAS sheet is attached to.  Since we have just added this MAS sheet, no RWP will be attached to it yet.  This will be discussed later in the guide.

9.20. APPROVING A MAS SHEET:  Once you are certain that this MAS sheet has all required tasks listed, it must be approved by the Shop Supervisor and Superintendent.  The Shop Supervisor will review the MAS Sheet and make any further changes.  The shop supervisor will go to the MAS Task Directory.  Hit (PF) 2, Hours.  This will show him/her the total hours for that frequency, and also the total hours for that task.  These 2 numbers will differ if multiple tasks have been assigned.  This is because when you do one certain frequency, other frequencies will be done at the same time.  For example: the MAS sheet has Annual, Semi-annual, Quarterly, and Monthly tasks.  When the quarterly tasks are performed, the monthly tasks are also performed.  When the semi-annual tasks are performed, the quarterly and monthly tasks are performed.  Notice that the previous total hours added to the next frequency will equal the total hours this frequency.  The GDF is not included in these calculations.  This happens when the MAS sheet is added to an RWP record.   Once the shop supervisor is satisfied with the MAS, it is ready to be approved.  Hit (PF) 10 APPROVE.  Ensure that the cursor is positioned in the Shop Supervisor block.  After the cursor is positioned, hit (PF) 10 APPROVE again to approve the MAS.  The MAS is now approved and ready for approval from the superintendent.  The same procedures are used by the superintendent to approve the MAS.  

9.20.1. After the MAS has been approved, any tasks that are added or any hours that are changed will require approval again.  Any modifications to the description will not require new approval.

9.21. PRINT ONE MAS SHEET:  Now the MAS sheets are ready to go.  These should be with the craftsman while performing the maintenance.  The craftsman may either print the MAS every time they go out or print the MAS sheet once and keep it in the mechanical room.  

9.21.1. From the Main Menu:

1. RWP Menu

2. (PF) 1 RWP Program

3. (PF) 20, MAS Updater
4. Tab to the MAS sheet that needs to be printed

5. Hit (ENTER)
6. (PF) 31, Prnt MAS
7. The cost center and craft code should automatically appear, if not type both in blanks.  

8. Tab down to the MAS Number.  

9. Type in the MAS sheet number you want to print

10. The “Start at Frequency” block should be blank if you want all frequencies printed.  If you type in a frequency, only that frequency input and lower frequencies will be printed.

11. The last block will allow you to print all the RWP items associated with this MAS sheet.  Right now, that is not necessary.  You just want the tasks that are required on the MAS sheet.

9.21.2. Now you have the choice to sort by task or by sequence number.  Choose the sort you would like and hit the corresponding (PF) key.  The (PF) 1, Sort by Task, is the easiest to read.  The report should now print and you are ready to go!

9.22. PRINT ALL MAS SHEET:  Start at the Main RWP Menu:

1. (PF) 1 RWP Program
2. (PF) 20, MAS Updater
3. Tab down to any MAS sheet

4. Hit (ENTER)

5. (PF) 31, Prnt MAS

6. Type in your cost center and craft code

7. Tab to MAS number and blank out any numbers in the block

8. Tab to Start at Frequency and blank out any frequencies

9. Leave the RWP Directory block blank

10. Hit (PF) 1, Sort by Task
9.23. DELETING A MAS SHEET: You may need to delete a MAS sheet.  Starting at the main RWP menu the following steps will show you how:

1. RWP Menu

2. (PF) 1, RWP Program
3. (PF20), MAS Updater

4. (PF) 12, Delete
5. Mark an “X” next to the MAS Sheet(s) you would like to delete.

NOTE:  It will only let you delete the MAS sheets that are not attached to a RWP record

6. Once you have marked the MAS Sheets to delete, hit (ENTER)

7. A message will appear at the bottom of your screen to let you know that the MAS sheet(s) have been deleted

9.24. ADDING A RWP RECORD:  Now your first step to completing a RWP record is complete.  The next step is to set up a RWP record.  If all the RWP requirements have been identified, you are ready to go on to the next step.  If you do not know what your requirements are, you will need to conduct an inventory.  Physically going into each mechanical room and building will be the only accurate way to find all the equipment that needs preventive maintenance accomplished.  Address any Real Property questions to our Real Property section to see if they have it on our records.  For right now, don’t worry about not knowing if you have enough man-hours to accomplish the work.  That will be addressed later.  Right now it is the most important to identify ALL the equipment you are responsible to maintain.

9.24.1. Once the inventory has been completed, and the MAS sheets are added, loading all the information into a RWP record can be started.  First I we will talk about adding a brand new record that has not been added before.  Once we go through that, we will discuss how to review the items you already have in the system.  The following will explain the process to get your equipment loaded into IWIMS.

1. Hit (PF) 1, Run RWP Program
2. (PF) 11 Add
3. A blank RWP record will appear.  The following gives a brief description of each area on the RWP record:

9.24.2. Inst Code/Shop:  The first block is the installation code.  This should already appear in the block.  The next block is for your shop and craft code. Example:  451 1C, 452 2C ect would be typed in for HVAC.

9.24.3. Description: This is where you type in the description of the recurring work that will be performed.  Example:  Air Handler (25 Ton)

9.24.4.Equip Type/Num:  The Equip Type is a number assigned to identify a piece of equipment or operation.  The shop foreman will decide what equip type numbers they will use.  This number will identify a 
particular piece of equipment regardless of what building the equipment is in or the operation that will be performed.  The Number is a numerical will count the number of items that have been added.  This number is manually input by the person adding the record.  Example:  The equip type chosen for air compressor is 400.  The first time a record is added for an air compressor, the equip type would be 400 and the equip number would be 1.  The next record added for air compressor would be equipment type 400 and number 2.

HELPFUL HINT:  I have found that by keeping the equipment type the same number as the MAS sheet, makes it a lot easier to find/sort records.

9.24.5. Location: This is where the piece of equipment is located or where the operation will be performed.  This is very important.  The location should be as detailed as possible.  The best way to think of this is pretend that this is your first day on the job, and you need as much exact information as possible in order to find the work.  EXAMPLE:  N.W. Mech rm, RM 505, 1st floor.

9.24.6. Work Order:  This is the collection work order number (CWON) that will be used to collect costs associated to this work.  In order to find what the number is you will have to make sure your cursor is in the hi-lighted block, and hit (PF) 19, List WOs.  A list of possible work orders and their descriptions will appear.  Find the work order that is related to the work you are adding.  By typing an “R” in the block, it will allow you to review the entire collection work order.  If you do not need more information on the work order, type an “X” in the appropriate block.  Hit (ENTER).  This will take you back to the record you were adding with all the information you have selected so far.  If you have ANY trouble with the CWON, call Operation Management!

9.24.7. Size or Cap:  When adding equipment into RWP, you will need to enter the size, (i.e., ton, units, etc.).  If you are adding operation type work such as entomology operations, you would enter the capacity, (i.e., acres, square feet, etc.). 

9.24.8. Date Installed:  Hopefully this is a new piece of installed equipment and you already know the date it was installed.  If you do not know, check with Real Property to see if they have a valid date.  A date must be entered so if a valid date can not be found, type in an educated guess. 

9.24.9. Fac Number:  Type in the building number of the building where the equip is installed or where the service will be performed.  EXAMPLE:  Fac Number:  00528.

9.24.10 Trav/Wrk Zone:  Bases are usually divided into travel zones and work zones.  That is what this section is for.  In the first block, type in the Travel Zone.  The next block is for work zone.  These are the exact same terms that use to be used for job orders.  Depending on what travel zone you are in, extra time will be added to the RWP record so that travel time can be given.

1. Travel Zone 1:  walk to job site with in 6 minutes (from shop) carrying tool box

2. Travel Zone 2:  drive to job site with in 12 minutes

3. Travel Zone 3:
drive to job site with in 18 minutes

4. Travel Zone 4: for distance further than 18 minutes, add 6 minutes for each zone.  These time include the time it takes to get into the building. 

5. The travel zone will increase the amount of hours on the RWP record.

9.24.11. MAS: This is where you are able to attach the MAS sheet you have just added, to the RWP record.  As stated earlier, if you make the equip type number the same as the MAS number, it makes it a lot easier to find records.  

9.24.12. Rec Type/Stat: This is the record type or Status.  Listed below are the accepted choices:  

1. E:  Equipment maintenance record.  Used when adding equipment into your RWP

2. O:  Operations or Services record.  Used to load operations type RWP such as Entomology work, grass cutting snow removal, and portable generators, etc.  

3. F:  Facility survey record.  This allows the shop to have any automated schedule of their facility surveys/inspections.  This does not require you to charge labor to it in order to close.  Go into the record and hit (PF) 21 to close it.  No MAS is required.

4. R  :This allows you to add reminders for such things as admin functions that need to be done on a recurring basis.  This does not require labor to be charged to it in order to close.  Go into the record and hit (PF) 21 to close.  No MAS is required.

5. H: will permanently defer this item.  This is used to identify valid requirements we can not support.  It will appear on the weekly schedule as a deferred item.  Time is not charged.  This is VERY IMPORTANT.  When we fight for increased manning, the RWP requirement is what is looked at.  

9.24.13. Num of Items:
This is how many items that will be done on this record.  Example:  If  the record is for air compressor and there are 5 in the building, Number of items would be 5.

9.24.14. Critical:  This is a yes/no answer.  (type in Y/N)

9.24.15. Start/Stop Mo: This is used if you will only be doing this RWP item at certain times of the year.  Example:  A/C RWP may only be done from Apr-Oct.  The start month would be 04 and the stop month would be 10.  This record will only be scheduled during that time frame.

9.24.16. Cycle Month:  
The number of months used to schedule cyclic frequencies.

9.24.17. Schedule Day:  
The following chart should help you chose which week day and schedule day to choose:






WEEK DAY


Mon

Tues
Weds
Thurs
Fri
Sat
Sun

Occurrence



                   Schedule Day
1
7
6
5
4
3
2
1

2
14
13
12
11
10
9
8



3
21
20
19
18
17
16
15

4
28
27
26
25
24
23
21

9.24.17.1. Example 1:  A generator test run should always be performed on the third Thursday of each month.  The RWP record should reflect 18 as the schedule day and Thurs as the week day (see above table).  If a scheduled day 18 is used, the third occurrence of Thursday will always be during the same week as the 18th day of the month (even though the 18th day of the month may not be Thursday).  If the weekly schedule is sorted by the day of the week, this item will appear on the schedule for Thurs.

9.24.17.2. Example 2:  A generator test run is to be performed on a semi-monthly frequency.  And has to be performed on the first and third Thursday of the month.  The RWP record should reflect 4 as the schedule day and Thurs the week day (see above table).  The first occurrence of a Thurs will always be during the same week as the 4th day of the month.  The third Thurs will always occur during the same week as the 18th day of the month (neither the 4th or the 18th calendar day of any month may actually be a Thursday).  Again, if the corresponding weekly schedule is sorted by the day of the week, this item will appear on the schedule for Thursday.

9.24.17.3. Once you have this info added, you can hit (PF) 9, Update from MAS, to automatically bring the MAS hours over to the RWP record.  Any frequencies on the MAS will now appear on the record you are adding.

9.24.17.4. Type in the Schedule Day you wish to use and the Mod Sched date.

Note:  Example 1 & 2 were taken from RWP Users Guide in WIMS.  Mod Sched:
When first adding a record, you will type in the date you want this item to be scheduled.

9.24.17.5. You want to do this item at the start of the new year.  You chose 07 as a schedule day. You would type 980107 and it would be scheduled for that week.

NOTE:  You will be warned if this item has been scheduled past the next cycle. Example:  If you had a monthly to do on this record and you were adding it on 1 Dec but didn’t schedule it until Feb, you would be scheduling this item one cycle in advance.  If that is what you intended to do, hit enter.  If not, change the date to reflect the next cycle.

9.24.17.6. If there are more than 1 frequency to add a date to, just type in the schedule days and then hit (PF) 7, Auto Adjust Dates, will automatically figure out when the other frequencies will be due.  

9.24.17.7. Your record should now be added!  The following give instructions explain how to copy a record so you don’t have to keep typing in all the info over and over.  Go to the Recurring Work Program

1. Hit (PF) 11, as if you were going to add another record

2. Hit (PF) 27, Copy to copy from another record

3. Type in your shop code

4. Type in the Equip type and number you wish to copy from

5. Hit (ENTER) to copy record

6. That record will now appear.  Change the equipment number and any other info, then hit (ENTER).  Now you have added another record.

9.25. REVIEWING RWP RECORDS: Bring up the record you wish to review:  The first section is self-explanatory since it is the info we just added.  Look at the column located next to Start/Stop Mo:

9.26. The following will explain the last line on the RWP record: Freq  I    S:  This is “I”ndicator and “S”tatus.  The indicator shows the frequencies loaded on that RWP record.  The status shows the status of each frequency.  The following codes are used:

1.   A:  frequency deferred for access

2.   C:  frequency complete

3.   D:  frequency is in a delete status

4…H:  frequency was deferred for hours

5…M:  frequency was deferred for material

6.   O:  frequency will appear overdue on next schedule

7.   S:  frequency is scheduled and will appear on this weeks schedule

8.   W:  frequency has had labor hours charged but not completed

9.   X:  frequency was deferred for other reasons

NOTE:  Move cursor on “Freq” and hit (ENTER).  This will list all the codes and their meanings.  

9.26.1. Wk Day:  This is the week day you choose to do this record.  If you do not complete the record on that day it is not delinquent or overdue.  You have until the end of the schedule week to complete all items scheduled.

9.26.2. Est Hrs:  These are the estimated amount of hours for each frequency.  

9.26.3. Act Hrs:  This is the actual hours charged to each frequency.

9.26.4. Nr of Times:  This is the number of times the frequency has been skipped (SC), completed (Cp), deferred (Df), or skipped (Sk).  The number of times scheduled goes from FY to FY.

9.26.5. Date Perfmd:  This is the date the frequency was worked on.

9.26.6. Act Sched:  This is the date the frequency is actually scheduled for.

9.26.7. Mod Sched: This is the modified date the frequency is scheduled for.  This date can not be modified if it is scheduled, overdue, or working.

9.26.8. Nxt Act:  This is the next action due for the RWP record.  

9.26.9. Sch Ind:  This is the schedule indicator.  There will be a “L”, “T”, or “N” in this column showing it is on last weeks schedule this weeks schedule or next weeks schedule.

9.27. Deferring RWP:  You may defer an RWP record for the following reasons:  

1. A:  deferred for access

2. H:  deferred for hours

3. M: deferred for materials

4. X:  deferred for other reasons

9.28. To review why an item has been deferred, position your cursor on the “D” of Df under Nr of Times and hit (ENTER).  To get more detailed info, position the cursor on the “D” in Deferred and hit (ENTER).

1. Mh:  Man-hours

2. Ma:  Material

3. Ac:  Access

4. Ot:  Other

9.29. RWP Items are deferred through the labor screen.  Notify the controller when turning in time which ones you need to have deferred.  When deferring and item, that item will not be schedule again until the next time it is due.

Example:  If an Annual was deferred, it would not be scheduled again until next year.  It is important that you are aware of what is being deferred.

9.30. The week ending on schedules end on Sun.  Labor may be charged up to Sun.  All labor must be in by then to run the schedule on Mon.  The schedule is run by Production Control.    

9.31. The following explains what each PF key is for on the bottom of the record: (ENT) Review:  Position the cursor next to the frequency you wish to review.  It will bring up the MAS sheet and the tasks associated with that frequency.  If you hit enter on a semi-annual, it will list any frequencies higher that that. (semi, quarterly, monthly, etc.)

9.31.1 (1) Keys:  This will explain what the rest of the keys mean.  I will go in to depth and show you what they access.

9.31.2. (18) Notes:  Any type of notes you wish to add to this record may have importance to the next person.  Hit (PF) 18 to review the notes.  Hit  (PF) 9 Modify to add any notes if none exist.  

9.31.3. (19) Dates:  Shows the dates labor was chugged, who performed it, and who entered it.

9.31.4 (21) Equip: This will allow you to add components that were installed to keep a history of what was done on the RWP.  This is a breakdown of component parts like type of motors, fans, etc.  Do not list CSL’s since they could be non-existent.  Hit (PF) 11 Add, fill in each area with the info and hit (ENTER)

9.31.5. (22) Material: This will allow you to load the CSL numbers required for ordering items on the RWP record.  Hit (PF) 11 Add and follow the screen instructions.  You will want to add material to the highest frequency.  Make sure you enter the frequency in the first block or it will give you an error message frequency can not be zero.  If you do not know the CSL#, hit (PF) 25 Noun Inquiry.  If you enter a CSL#  on this record, Logistics can not delete these items.  Follow the same procedures you would when looking up a noun for a DSW.  If the quantity available is 0, call Logistics and ask for hand supply.  Once the CSL # has been found, back out to the RWP Materials listing where you were adding the CSL#’s.  Type in the quantity required, hit (ENTER).  Your CSL#  has been loaded.  You may review the CSL by hi-lighting and hitting (ENTER).  

9.31.6. Once all the CSL#’s have been added for all frequencies, you know have the option to sort the list by either CSL# or by the frequency.  Hit (PF)25 By Freq/CSL to sort.

9.32. You also have the option to copy like you did when adding a record.  Hit (PF) 11 Copy, and type in the record you wish to copy from and hit (ENTER).  Blank out any CSL#’s you do not wish to copy  and hit (ENTER).  Your records have been copied!

9.33. Material Reports can be run from the Material screen.  Hit (PF)31 Reports.  Type in the frequency you wish to run a list for or leave blank and all frequencies will be run.  Hit the (PF) Key you wish to sort by.  You may get a screen with a message that reads “:input file and library”.  Ignore this, the report should automatically print out on your computer.  The report should automatically print.  Check with the IWIMS office if there are problems.  

9.33.1. (25) Hidden Key: When you hit (PF) 9, Modify, you are now able to modify the cost center or the equip type and number.  Hit (PF) 25 (in the modify mode) and it will allow you to modify.

9.33.2. (28) Move: This will move the record to the history file.  This is down when the record is no longer needed due to equipment being removed, contracted out, building demo, etc.  CAUTION:  When moving the RWP record change the equip number so the normal sequence can be used over again.  Example:  change equip number to 9001 instead of leaving as 0001 so you can use 1 again in the future.

9.34. MOVING RECORDS FROM HISTORY TO THE ACTIVE FILE:  This should only be done if the record was accidentally moved from the active file.  Make sure the records are as accurate as possible.  Moving them back and forth from history to active will not reflect the actual hours spent on the item.

a. Go into the Recurring Work Program

b. Hit (PF) 30 RevwHistory

c. This will bring up the History file

d. Hit (PF)8 Find

e. Type in either the Equip Type/Number, CWON, or Facility Number, which ever way you wish to locate an item,  and hit (ENTER).

f. Hi-Lite the record and hit (ENTER) Review or (PF) 28 Move to move the record back to the active file. A warning will appear “modify the record after it has been moved into the active file”

g. After hitting (PF) 28 Move, hit (ENTER) The record is now in the active file

h. Hit (PF) 30 RevwActive to return to the active file

i. Hit (PF) 8 Find to find the record you just moved

j. Type in the equip Type and Number and hit (ENTER)

k. Tab down to the record and hit (ENTER)

l. Notice that the Record Type/Status has an “H” in the status block.  This is to alert you that this record was brought over from the History file and will not be scheduled until you modify it.

m. Hit (PF) 9 Modify and type in the Mod Date you wish to schedule each frequency for.  Remember, you can just type in the date for the lowest frequency and hit (PF) 7 Auto Adjust Dates, and the other dates will be automatically figured out for you.

n. Hit (ENTER) and this record will now be scheduled.

9.35. RWP REPORTS:  Start at the Recurring Work Program

a. Hit (PF) 31 Reports
b. The following options of PF key are given:

(1) Summary:  This will give you several options of summary reports to run.  Select the appropriate (PF) key for the report you wish to run and hit the (PF) Key.  Follow any more instructions given.  (3) Records that must be modified before they can be scheduled.  This will show you any records that have been moved from the History File to the Active file without being modified.  (6) All work scheduled for the week ending:  This will run the RWP schedule for your shop for either last week, this week, or next week.  Any permanently deferred items will also appear on this report.  Type in the week ending date you wish to run and hit (PF) 6.  Current weeks schedule (work still to be accomplished):  This will report the items that have not been completed on the current week’s schedule.  (13) Complete RWP Listing Showing All frequencies:  This will run a list of all the RWP items assigned under your shop.  (16) Exit:  This will exit you from the Reports Menu.

9.35.1. When running a report of the RWP Schedule or all RWP assigned to your shop you are given a few options.  They are the following:  

9.35.2. Type in your Cost Center and Shop Code. Tab down to the Sort Sequence and decide how you would like your report to come out.  1 would be the first thing that it will be sorted by and so on.  The report automatically defaults to facility first and Equipment Type second but these can be typed over and changed.  

9.35.3. Record Type will automatically default with all spaces containing an “X”’.  This means all of these Record Types will print out on the report.  If you do not want all of these to appear on the report just delete them.  

9.35.4. Frequency Status will also default to all the status options being “X”’d.  If you do not want any of these to be reported just delete them.

9.35.5. Now you can hit (ENTER) Run Report and print the report.

You should be able to set up a realistic RWP for your shop.  It is always an option to call Operations Management or stop by if you have any questions!

Chapter 10 Collection Work Orders

10.1. This chapter provides procedures to develop a collection work order number (CWON) system be used to accumulate hours and financial data for repetitious type work. When these procedures are used they will assist in attaining the following results:

a. Cost effective real property maintenance. 

b. Proper maintenance of active and inactive real property.

c. Tracking work hours expended on maintenance and repair. _

d. Maximize customer service.

e. Fast, simplified system for minor work requirements.

f. Minimize customer paperwork.

g. Work request timeliness.

10.2. CWON Concept. Department of Defense directives require real property maintenance activities collect hours and financial data, by account code, for all work done.  Most work done by BCE is repetitive.  It is not necessary to use individual work orders to authorize this type of work. The collection work order numbering system minimizes administrative tasks required to accumulate hour. and financial data for repetitive work done by actual time accounting (ATA) shops.

10.2.1. This CWON system is a series of work order numbers, each with a specific Air Force account code used to collect hours and financial data when separate work orders are not needed.  CWONs are used to collect charges for work authorized on AF Form 1219 or by DSW.

10.2.2. A CWON is also used to authorize certain repetitive type work charged to LUC 11 (entomology services, refuse collection, custodial services, and engineering and environmental planning) and LUC 19 (operations of utility plants except as indicated below).

10.3. Reserved CWONS. CWONs 00001 through 00020 are reserved for Air Force use as described in AFI 32-1031,attachment 1.

10.4. Uses for the CWON:

a. The CWON list is used to authorize all work done by engineering and environmental planning except:

b. Work on MCP projects for 321 and 331 funded projects when the Air Force is the design agent.

c. Work on MFH projects when the design costs are reimbursable (71XXX and 72XXX).

d. Contract work done by architectural and engineering firms for the Air Force.

e. Chargeable to utility operations except contract work for utility services or purchased utilities.

f. Chargeable to entomology, custodial and refuse collection except when done by contract.

g. Operations type work, such as: grass cutting, cleaning storm drains, pavement cleaning.

10.5.  CWONs are also used to collect time, material, and other financial data for all work authorized by DSW and recurring work.  Non-BCE. data for MFH account code 72153.  Maintenance of individual utility plants and systems if required for computing utility sales rates.

10.6. The CWON list is reviewed and validated by the Chief of Operation Management.  The CWON List is reviewed and validated annually by the Chief of Operation Management and updated, modified or deleted as necessary.  A separate CWON is set up to collect costs for reimbursable work done by BCE on a repetitive basis for reimbursing activities such as the commissary entomology services and HVAC service or sweeping of MFH streets or grounds maintenance in the Hospital compound.  CWONs 00001 through 00020 are reserved for Air Force Logistics use as described in attachment 1 of AFI 32-1031

10.6.1.  The basic steps for setting up the list are:

(1) Each year before 1 October, Operations Management and Financial Management assign the CWONS.

(2) Select all account codes that apply to the installation and list in numerical sequence. Do not include account codes for Exception Time Accounting (ETA) cost centers.

(3) Select facilities within each account code that may require separate accounting. Assign a separate CWON to these facilities only if necessary to recover reimbursement for work.

(4) Select reimbursement and refund services and customers. such as MFH, medical activities, DMAG, etc. These require reimbursement, refund indicator (RRI) codes, and separate CWONS.

(5) Select repetitive operations and recurring work such as operation of utility plants, refuse collection, engineering and environmental planning, etc., and assign a separate CWON to each.

(6) Assign CWONs to the remaining account codes. A block of numbers (such as, 00021 to 15000) should be reserved to simplify creation of the CWON list.

(7) Identify the shops authorized to perform work in each of the above and ensure the shop is properly added to the CWON record.

10.6.2. When the CWON list is completed, it is reviewed by financial management and Operations Management and will make sure separate CWONs are identified for each facility or service selected.  Operations Management will make inputs for all required add, delete, and change transactions to update the work order register, work order shop.  Financial management updates the account codes, cross-reference files for add, delete, and change transactions, and verifies facility cost files.

10.7. Final Review and Distribution:  After all transactions are completed, send the CWON to the Chief of Operations for approving signature.

10.7.1.  After approval, Operations Management reproduces the listing and gives one copy to:

(1) Each scheduler.

(2) Each Shop Superintendant, or Zone Manager

(3)BCE Logistics Function.

(4) Operations Management.

(5) Financial Management.

Chapter 11 Facility Manager’s Guide and Responsibilities

11.1. This pamphlet establishes the responsibilities of facility managers; the procedures for their appointment by organizational commanders, and the use of real property facilities.  It applies to all organizations, including non-Air Force associate activities using real property facilities.  Property responsibility for family housing facilities is covered in other directives.

11.2. Base Civil Engineer (BCE) Responsibilities The BCE, at the direction of the base facilities board, is responsible for operating, maintaining, repairing, and constructing Air Force real property and real property installed equipment (RPIE) to accomplish the mission most economically. The following are more specific responsibilities:  

(1) Assignment, transfer, or termination of the use or occupancy of real property facilities under the control of the BCE.

(2) Monitor and control space use within buildings, and the use of other base real property assets by Air Force and associated activities.

(3) Custody of vacant real property facilities for which the obligated organization has been given a formal release.

(4) Maintain capability to correct any emergency condition 24 hours a day.

(5) Provide reliable utilities to meet readiness requirements, maintain quality of life, and satisfy installation needs

(6) Provide base support services (i.e., pest control, grounds maintenance, snow removal, etc.).

(7) Accomplish work requirements quickly and establish standards to address quality, customers’ needs, and mission requirements.

(8) Establish a system to provide customers with the means to accomplish work requirements using their own resources such as labor, materials, equipment, or funds.

11.3. Organizational Commanders Responsibilities.  The organizational commanders are responsible for the following:

11.3.1. The organizational commander will designate, by letter, a facility manager for each building or facility assigned to the unit.  There will be a primary and alternate facility manager, military or civilian, with enough authority and ability to perform duties assigned.  When practical, the primary duty assignment of the designated individual will be in the building or close proximity to the facility for which the person is manager.  Facility manager responsibilities will end when the base real property office has provided the obligated organization written notice to that effect.   

11.3.2. Commanders ensure alterations, additions, or new constructions are not accomplished without BCE approval or wing approval if required.  BCE approves all work in real property facilities, regardless of the method of accomplishment.  Therefore, work which is to be accomplished using a Form 9, IMPAC purchase, SABER, etc. will require BCE approval.

11.3.3. Unit Commanders ensure no change is made in the use of real property without approval of the Wing Facilities Board.

11.3.4. Commanders must ensure real property and real property installed equipment is not removed, relocated, altered or otherwise changed without prior approval from the BCE.

11.3.5. Ensure vacated buildings are left in a clean condition, undamaged, except for fair wear and tear, and adjacent grounds have been properly policed, until transferred back to the BCE.

11.4.  Facility Managers Responsibilities Facility Managers are responsible for the following:

1) Establish and publish rules for the opening, use, and closing of the building/facility during duty hours and for admittance or use during non-duty hours.

2) Ensure security measures are observed.

3) Establish procedures to ensure lights not in use are turned off and that heating or air conditioning temperature settings adhere to utility conservation standards.

4) Establish a daily routine policing and inspecting the grounds around the building/facility IAW AFPAM 32-1004.

5) Ensure that users of real property facilities do not tamper with, replace, repair, or adjust installed real property equipment, including electrical equipment, thermostats, heating and ventilating equipment, air conditioners, vents, blowers, fixtures, or other installed equipment.  Further, facility managers will ensure that real property and real property installed equipment is not removed, altered, relocated, modified, or changed without the BCE’s approval.

6) Establish procedures to immediately notify Customer Service when emergencies occur that involves the building/facility and its supporting utility systems.  

7) Brief occupants/users of the building or facility on their collective responsibility for the care, custody, and protection of the property, including pecuniary liability for loss and damage in excess of fair wear and tear.

11.5. Minor Maintenance, Pest Control, and Housekeeping Duties should be implemented at on a routine basis by the Facility Manager.  It is necessary to perform frequent and reoccurring checks to irradiate pests before they are able to do serious damage to government facilities.

11.5.1. Inspect janitorial service work daily or as frequently as service is provided, and report any unsatisfactory work to the quality assurance evaluator (QAE).  A statement of work, frequency of cleaning, and area to be serviced will be given to each facility manager by the BCE. 

11.5.2. Inspect assigned buildings or facilities and installed real property equipment at least monthly.  Check the overall condition of the property, as well as doors, windows, lights, plumbing, heating, ventilating and air conditioning equipment.  Enter adverse conditions or items in need of routine repair or maintenance on AF Form 1219, BCE Multi-Craft Job Order, and hold for next facility walk-through with Facilities Maintenance personnel. 

11.5.3. Multi-Craft repair teams from Facilities Maintenance will periodically inspect selected facilities to identify work requirements identified by the facility manager on an AF Form 1219.  During the visit, the team will also perform periodic maintenance to the facility electrical, air conditioning, heating, ventilating electrical, and fire detection or suppression systems if required.

11.6.Facility managers are expected to make minor repairs, i.e. plunge stopped-up sinks or toilets, repair small holes in drywall, glue loose wallpaper, change light bulbs, etc.  Lights above 12 ft will be changed by the BCE; lights lower than 12 ft is the responsibility of the facility manager.  In other words, the facility manager is expected to keep the facilities, equipment, appliances, and premises in a state of repair expected of any property owner.

11.6.1 Immediately report any damage to or loss of real property, including equipment.  Assist with determining the cause of loss and assist in determining liability.  When necessary, managers will assist in preparing a statement of charges or report of survey for damages to the building or facility and installed real property.

11.6.2. Facility Managers are responsible for controlling the following pests:  (cockroaches, ants other than carpenter, centipedes, crickets, earwigs, firebrats, flies, silverfish, sow bugs, mice, and miscellaneous flying and crawling insects that do not destroy Air Force property.  Responsibilities also include minor infestations of fire ants, wasps, and wasp’s nests.

11.6.3.Control of insects, which attack indoor plants, flowerbeds, and other ornamental plants that were not planted by the BCE or other base organizations, are also the responsibility of the facility manager.   

11.6.4. Pesticides and mice traps are available at the Base Self-Help Store or in the Entomology shop.  Methods provided by  Self Help must be used for 30 days before the BCE will respond.  Facility managers must be able to show that Self Help methods have been used.  If no evidence was found that self help measures were used, the BCE’s Pest Management Shop would ask that the facility manager first go through Self-Help and the BCE will return in 30 days if the problem persists.

11.6.5. Pest Management will control pests, which are significant health hazards such as bees, and other ground-nesting wasps.  Infestations that cause damage to Air Force property will also be controlled by Civil Engineering.  This is to include termites, carpenter ants, and woodboring beetles.

11.7.  Space Utilization and Key Control  Acknowledge receipts of, and be responsible for all keys to a building, including the redistribution of keys to other occupants or users as directed by your commander. The facility manager may request duplicated keys, re-keying, or lock changes as necessary on an AF Form 332, Base Civil Engineer Work Request.  The AF Form 332 may be submitted to Customer Service or you may take advantage of the Lock Shop’s walk-in key-duplicating service.  Keys must be returned to the manager when the holders are reassigned or no longer employed.  

11.7.1 Monitor assigned space of user organization to ensure use is in compliance with base infrastructure board approval, and report any change in use, change of occupant, or vacant space to the base Real Property Office.

11.7.2. When a facility is vacated, ensure that it is clean, orderly, and secured to prevent unauthorized entry.  Additionally, tag all keys and return them to Customer Service

11.8. Fire Safety: Ensure fire-fighting equipment in the facility is available and ready for use at all times.  Take immediate action to correct any fire hazards and assure that all users and occupants of the facility comply with fire prevention directives.  Notify the BCE or base Fire Department of any potential fire or safety hazards.  The facility manager is responsible to the unit commander for fire-safe conditions of the facilities under his or her jurisdiction.

11.9. Grounds Maintenance: Facility managers ensure that the grounds of the facility are maintained according to standards.  Any discrepancies must be reported to the Operations Management to write a DSW for Grounds.  For further information, refer to the Maintenance Engineering section later in this pamphlet. 

11.10. Custodial Services: Monitoring and/or reporting custodial service is the responsibility of the facility manager.  Any discrepancies must be reported to the custodial QAE.  For further information regarding custodial services, refer to the Maintenance Engineering section later in this pamphlet.

11.11. Digging Permits: Disturbance of earth deeper than 4” requires a digging permit.  This permit is initiated through the BCE’s s Engineering Assistants.  If this requirement is ignored, and damages are incurred, all costs for repairs will be charged to the responsible party. 

11.12. Training: The facility manager that is being replaced will brief the new facility managers upon the appointment.  IAW AFPAM 32-1004, Volume 3, each facility manager must attend an annual briefing provided be CE.  The training will address facility manager responsibilities, submissions or work, changes in CE’s procedures, controlling keys, and self-help work as well as, alternative methods of finding materials, funding, and BCE support.  

11.13. Work Identification: There are several methods that a facility manager can use to identify work to the BCE:

(1) Call Customer Service if the work is an emergency or urgent

(2) Identify work on an AF Form 1219

(3) Submit an AF Form 332.  

11.13.1. Emergency Work: A job is considered an emergency if there is an interruption of utilities, immediate danger to human life, or there is a possibility of damage to the infrastructure of the facility. Anyone identifying an emergency can call directly to Customer Service.  The caller is responsible for back-briefing you, the facility manager. Customer Service or night Service Call will issue a direct scheduled work order number, and a craftsman will respond within 24 hours.  This number should be logged in the DSW Log.

11.13.2. Urgent Work: A job is considered an urgent if there is a less than emergency condition.  An urgent will include, but not limited to, a stopped up toilet when others are available, no heat in a single room, air conditioning inoperative in a single room, etc.  The facility manager will make urgent requests, and Customer Service will make the final determination as to whether or not the requirement is actually an urgent. BCE will respond to urgent conditions within 5 duty days.  The DSW number should be logged in the DSW Log.

11.13.3. Routine Work: A DSW that does not constitute as an emergency or urgent is classified as a routine.  Routine job orders do not require detailed planning and can be sent to the shop as direct scheduled work.  Routine work has a 30-day commitment.  Routine work may be requested on an AF Form 332, identified on an AF Form 1219, or call Customer Service.  A DSW  number will be issued. This number should be logged in the DSW Log.

11.13.4. The facility manager maintains an AF Form 1219 to identify initial minor repairs of a non-emergency nature. Additional work will be identified on a walk through inspection between the facility manager and an inspector from Facilities Maintenance.  After this inspection is accomplished, the work will be scheduled for accomplishment.  

11.14. Submitting an AF Form 332: An AF Form 332 is used to identify work that will require detailed planning, such as: renovation, major repair work, new work, or replacement of real property such as heating systems, air conditioning systems, and any item that is attached to the facility.  It is also used to identify paint requests, tree trimming, sign requests, and key requests. 

11.14.1. In order to better serve the customer, it is imperative that a sketch, diagram, or map is attached to the AF Form 332. This will quicken the process of understanding the requester’s needs.  When submitting an AF Form 332, all 4 copies must be included.  The customer will receive the customer copy, with a request number, after it has been submitted. This number should be logged in the Work Request Log.  Once the Work Request Review Panel reviews the request, a letter and a copy of the approved AF Form 332 will be sent back to the customer.  The letter will notify the customer of the method of completion and the current status of the request.  

11.14.2. The commander should sign any request for new work, facility modification, or minor construction.  However, the facility manager may sign other requests.  Anyone may request work on an AF Form 332, but it must be coordinated through the facility manager.  The facility manager will coordinate in block 14 or sign the request in block 13.  All AF Form 332’s, with the exception of key and lock requests, must be coordinated through Base Safety, Bioenvironmental, Environmental Management, and the Base Fire Department.  The requester or facility manager may hand carry the AF Form 332 to each of these organizations or drop it off at Civil Engineering Customer Service, Bldg. 528, and the AF Form 332 will be coordinated at a weekly coordination meeting. 

11.14.3. Once Customer Service receives the AF Form 332, a number will be issued and the customer’s copy will be returned to the requester.  If the work does not require detailed planning, the request will be immediately scheduled with the appropriate shop.  Work that will require detailed planning will be forward to the Plans & Programs Flight for an estimate.  Once an estimate has been given, the request will be forward to the Working Request Review Board (WRRB) who will decide the method of execution, i.e., SABER, in-house, contract, etc. 

11.15. Carpet Requests: Requests for carpet installation must be submitted to the BCE using an AF Form 332.  The Fire Department will ensure the carpet you have selected is fire rated, assist with the selection of carpet colors to match your facility’s décor.  Once the Safety and Fire have coordinated on the request, it may be submitted to Customer Service.  

11.16. Fire Prevention.  The fire prevention program is set up and maintained to ensure fire safety in all buildings. This is accomplished through education and training of all personnel assigned to base facilities.  Facility managers have a broad range of responsibilities to fulfill in order to achieve these goals.  The items listed in this section are intended to give a more comprehensive scope of the responsibility that comes with being named Facility Manager. 

11.17. The facility manager is the point of contact for all fire-related issues within their facility, as such, they are required to accompany fire inspectors during all inspections.  If this is not possible then appoint a qualified substitute.

a. Correct any hazard or deficiency promptly.  Hazards or deficiencies can be corrected on the spot or by submitting 

b. An AF Form 332 for self-help or the BCE’s assistance.  AF Form 332’s are coordinated weekly on every Tuesday in the Customer Service office by all applicable reviewing agencies.

c. When hazards and deficiencies are noted that can’t be corrected on the spot, an AF Form 1487, Fire Prevention

d. A visit Report, should be issued.  Please note the suspense date and coordinate corrective action through your commander to get the Fire Prevention Visit Report returned on time.  Your commander will be notified of theses AF From 1487(s) that do not meet the assigned suspense date.  

11.18. Make weekly fire safety inspections, checking fire extinguishers, installed fire protection systems, emergency lights, exit lights, and housekeeping practices.  Pay particular attention to the use of extension cords, restricted hallways or blocked exits, and storage of flammables.  Power down electrical equipment if it will be unattended used for an extended period.

a. Outside housekeeping is often overlooked.  Keep fire lanes and hydrants unobstructed and accessible.  During the winter months, this also means snow removal. Refer to local OPLAN  if may limit smoking to authorized areas only.

b. Perform monthly inspection of fire extinguishers and document.  How you document it is your choice, tags on the extinguisher, notebook, or electronically are all-acceptable methods.  We strongly recommend keeping a folder to track extinguisher inspections, work orders, visit reports, (hood and duct cleaning and deep fat fryer thermostat calibration, where applicable), training, or other necessary documentation.  Local base, Fire Protection documentation, is probably required reading for facility managers and provides excellent guidance for your walk-through inspections.
11.18.1. Train all personnel that work in your facility in fire reporting procedures, location and use of both fire extinguishers and alarm pull boxes, as well as emergency evacuation procedures. If there are any questions concerning fire safety or and the responsibilities mentioned, contact the Fire Prevention Section.

a. Post emergency reporting numbers on all phones.

b. Walk-through at the close of business each day to ensure your work area is fire safe.  This task can be delegated to trained personnel who are/or on duty at the time of closing. 

11.19. Bioenvironmental Engineering Services (BES) are available at every base but may be called a number of different things.

11.19.1. OSHA's Hazard Communication (HAZCOM) Standard: HAZCOM was established to ensure workers are trained on the chemical hazards in their work environment. It consists of three elements that require action by supervisors: written program, labeling of chemicals, and training.

11.19.2. The written program includes establishing a 3-ring binder with AFOSH STD 161-21, and local operating procedures, the work area’s listing of chemicals, Material Safety Data Sheets (MSDS) for each chemical, and OIs on non-routine tasks. These items must be maintained in the work area where the chemicals are used.

11.19.3. Manufacturers must label their products. Labeling must include the identity, hazard warnings, and name and address of manufacturer. Secondary containers or containers with unreadable markings must be labeled.

11.19.4. Training is required for supervisors and workers. Military Public Health (MPH), administers the initial HAZCOM Training. Supervisors must conduct Work area specific training at least annually, anytime a new hazard is introduced into the work area, and when new workers begin employment. Training must be documented on an AF Form 55, Employee Safety and Health Record, or equivalent. Work area training must include HAZCOM Program, chemical hazard, and control measures in the work area, and instruction on the use of an MSDS.

11.19.5. Lead Paint and Asbestos: Many of the facilities on Scott AFB were built when lead paint and asbestos was widely used. Lead paint can be an ingestion and inhalation hazard. Asbestos can be an inhalation hazard. If a Scott AFB employee notices paint or insulation material in poor repair or the employees cannot perform their work without disturbing the paint or materials, they must notify BES and complete an AF Form 457, USAF Hazard Report, and AF Form 332. BES is available to perform sampling and analysis to confirm the presence of lead or asbestos.

11.19.6. For more information on Occupational Health and Environmental Surveillance Program, please refer to local procedures.  This booklet should contains information on hazardous noise, radiation, heat disorders, chemical hazards, respiratory protection program, pollution prevention, occupational physicals, and hazards for pregnant employees. 

11.20. Environmental Management: With the increasing amount of environmental issues affecting human health and the environment, the BCE’s Environmental Management Flight at Scott is the focal point for all environmental issues on base.  Environmental Management is divided into four sections in order to attain goals set by the United States Air Force.

11.20.1. The Environmental Compliance Section oversees environmental regulatory laws at the federal, state, and local level while addressing overall environmental quality objectives and comparing environmental risk across programs.  It also incorporates a planning element which is responsible for evaluating and assessing current and future operations, procedures, and processes as they relate to the National Environmental Policy Act (NEPA).  The Air Force program, which addresses NEPA, is the Environmental Impact Analysis Process (EIAP).  These processes functions as a working group to review work orders, identify discrepancies, and develop plans to correct deficiencies.  Training is provided to base employees and residents to enhance environmental awareness or to increase knowledge and expertise.

11.20.2. The Environmental Restoration Section administers the Installation Restoration Program, the military's version of the Superfund Contaminated Site Cleanup Effort.  This section ensures proper remedial actions are implemented for restoring contaminated sites to their original condition.

11.20.3. The Natural and Cultural Resources Section establishes, coordinates, and maintains the natural resources management program in compliance with local, state, and federal agencies. This program encompasses the management of forests, horticulture, fish, wildlife, and landscaping activities.  Also, this branch integrates historical and archeological preservation requirements through planning and management while encouraging rehabilitation and adaptive use of significant historical resources.

11.20.4. The Pollution Prevention section which is a proactive measure to decrease hazardous material purchases and reduce Hazardous waste and solid waste disposal through minimization and recycling.  In an effort to achieve success in pollution prevention the Hazardous Material Pharmacy (HAZMART) monitors and approves all hazardous material purchased on base or local IMPAC purchases the HAZMART.  Another pollution prevention initiative is an active recycling program.  The Recycling Center should be centrally located on your base.and can be reached during normal duty hours.

11.20.4.1. Materials that should be recycled include paper, cardboard, newspapers/magazines, plastic, aluminum/steel cans, fluorescent light bulbs, toner cartridges, ferrous /nonferrous metals. 

11.21. Custodial Contract Services are available at every base.  A Custodial Service Schedule is available for every facility showing the following: types of service and phone numbers of the facility manager.  When the facility managers are replaced, please pass on information or request a visit.  The approval process for custodial contract changes is through the QAE over the contract.
11.22. Grounds Maintenance and Contract Services (Grass Cutting/Snow Removal): Ensure grounds are maintained according to local base standards.  Maintenance includes policing the area, ensuring sidewalks are kept clear and swept, and parking instructions are enforced.  General upkeep and cleanliness of the grounds surrounding the building, including streets, is the facility manager’s responsibility. 

a. Contract Grounds maintenance is provided to most facilities on base.

b. Snow removal contract work does not include all facilities, sidewalks, and parking lots.  It is the facility managers responsibility to have a shovel and ice melt (available at the Self-Help Center) to insure immediate pathways are clear and not slippery for his/her facility.

c. Grounds Maintenance questions should be directed to Operations Management.

11.23. Asbestos/Lead Paint Contract Services.  All facility managers must be aware of lead and asbestos health hazards if their facility has been identified as having these health hazards.  If you have concerns or questions, please call Operations Management.

11.24. Paint Contract Services: Contracted paint services are provided to all facilities and tenant organizations of Scott AFB.  Organizations are encouraged to support and take an active role towards facility improvements by identifying targets of opportunity.

11.24.1. Facility Manager’s must submit an AF Form 332 to Customer Service prior to performing self-help work that requires purchase request or IMPAC buys.  New work must be reviewed. for clearance and evaluation of facilities for LBP hazards in accordance with State and Federal Environmental Protection Agency regulations.

11.24.2. No paint requirements will be accomplished until approval has been granted by BCE.

11.25. Washer/Dryer Contract Services: Before calling the QAE for service, it is the facility manager's responsibility to check for the following:

Circuit breakers, to ensure they are not tripped, and ensure the appliance is plugged in.

Water is turned on (where applicable) and ensure that the inlet screens are clean on the washer hoses.

11.25.1. Washer or Dryer questions or calls should be directed to the QAE if the above steps have been taken and the problem could not be resolved. 

11.26. Refuse Contract Services: Please refer to Materials Recycled section located under the Environmental heading.

Facility Manager Appointment Letter (SAMPLE)

“LETTER HEAD”

MEMORANDUM FOR CES/CE                                                   Date:  ____________

FROM:  ___________________________

SUBJECT:  Facility Manager Appointment Letter

1. The following personnel are appointed facility managers for facility(s) _________:  

                  RANK/FULL NAME
UNIT/
DUTY
HOME


OFF SYM
PHONE
PHONE


Primary:  












Alternate:  












2. Please contact _____________________ at ext. _____ if you have any questions.

                                                                           SQUADRON COMMANDER’S SIGNATURE

Attach 1

DSW LOGBOOK (sample)

JOB ORDER

NUMBER
DATE

SUBMITTED
BLDG NUMBER
DESCRIPTION


STATUS


DATE

CLOSED




































































































































































































































































 




NO.
ACTION
YES
NO

1
Are all energized switches, receptacles, and junction boxes covered with suitable

plastic covers?



2
Are breaker switches free from being taped in the on/open position?



3
Does a built-in fuse or circuit breaker control multiple-typed electrical outlets?



4
Are blocked doors or passages marked “Not an Exit”?



5
Is the facility clean and orderly?



6
Are the building floors kept smooth and free of obstruction and slippery material?



7
Is flooring (carpets, tiles, and linoleum) in good condition, no tripping hazards?



8
No more than a day's supply of paint or other flammable material is kept in the 

immediate work area?



9
Are aisles and passageways kept clear and in good repair, with no obstructions across

or in the aisles that could create a tripping hazard?



10
Do temporary barricades guard temporary floor openings?



11
Are areas adjacent to sprinkler control valves, fuse boxes, and electrical switch panels kept free of obstructions?



12
Are all portable metal ladders stenciled "DANGER-DO NOT USE AROUND ELECTRICAL EQUIPMENT" in 2" high red letters if not marked with safety 

Instructions by the manufacturer?



13
Are defective ladders (missing nonstop bases, wobbly, rickety or in poor condition) tagged with a danger tag and removed from service until repaired or destroyed?



14
Is office furniture (desks, chairs, filing cabinets, tables, etc.) in good repair?



15
Are office fans well guarded, front and back, with guards to prevent fingers and hands

from getting inside the guard?



16
Have power cords running through doorways, walls, under carpets or rugs been eliminated?



17
Is personal protective equipment (goggles, gloves, safety-toed shoes, ear muffs) used

by personnel when operating powered equipment?



18
To prevent tripping hazards, close desks and filing cabinets' drawers when not in use?



19
Are personnel opening only one file drawer at a time to prevent the cabinet from toppling over?



20
Are doors that open directly into passageways marked with signs stating "OPEN DOOR SLOWLY"?



21
Are file cabinets arranged so those file drawers do not open into aisles?



22
Are paper cutters equipped with guards to prevent hand and finger injuries?



23
Is there a HAZCOM Program established in the facility?  Does it include a list of chemicals used in the facility, and MSDS for each chemical, labeling for each chemical, and worker's training?



24
Are paint and insulation materials in poor repair?  Have these been tested for lead or asbestos (call Bioenvironmental,)



25
Fire reporting phone numbers are attached to all phones?



26
Are fire extinguishers in proper working order?:

a).  Is pin inserted to prevent accidental damage?

b).  Is seal installed to keep pin secure?

c).  Is proper working pressure indicated on gauge to insure proper operation?

d).  Extinguisher in overall good repair (free of dents, rust, and damaged parts)    



11.27. Documentation:. Maintain a facility book for each facility or group of facilities managed. A current listing of all open work for each facility may be obtained from Customer Service. This will list all the open work for each facility along with the statuses.  This book should include, as a minimum:

a. AFPAM 32-1004V3 attachment 3, Building Manager’s Handbook 

b. -Key control register/hand receipts

c. -Direct Scheduled Work Order Log 

d. -Work Request Log

e. -Copies of all outstanding AF Forms 332 submitted

f. -Current AF Form 1219

Chapter 12 IWIMS Report Utility

12.1. Mastering a skill is not just being able to use the tools of your trade but understanding how they work.  Two basic components of the Report Utility, Data and Control Files.  More than anything else this will increase the amount of services you can provide your customers. Also, having a basic understanding of Data and Control files will enhance your ability to create reports and clarify the mechanics of the Report Utility. As a 3E6X1 one of your primary tasks is providing information about in-house work orders to customers, both internal and external.   The tool most often used to extract and organize this information is the IWIMS Report Utility.  

12.2.  Data Files.  In short, Data files contain the raw information on numbered lines in a string of characters.  If you could look at a work order record stored in the “MWOA” data file it would look like Figure 1 shown below.


Figure 1.
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.
12.3. What you see is the raw data for work order “KNMD A 00011”.  It would be difficult to analyze the data in this format making it necessary to have some way of extracting only the data you wish to view.

12.4.  Control Files.  Hence, the Control file, think of it as a road map for the Data file.  Addresses for individual fields are contained within the Control file.  Here is an example of how a Control file works; Control file “MWOA” contains a field called “WONR” the information contained within “WONR” tells the computer the data on line 0, character 6 through 10, is the work order number.   If you apply this to the record above you can see this refers to “00011”.  Having this basic understanding of what Data and Control files are and how they work will help clarify each step of the report building process.  Also, it easier to comprehend each step of the process, including the more advanced features.

12.5.  Creating a report is a step by step process beginning with identifying a need for the  information.  Once a need for the information has been identified determine which Data and Control files correspond to the information required.  Also, if you obtain a list of the fields contained within the Control file it is easier to determine which fields to select during report creation.  Then try to visualize how you want the information organized.  Finally begin creating your report using the IWIMS Report Utility.  With that in mind let us create a basic report.  

12.6.  Writing A Basic Report.  The following is a request for information you may be expected to provided.  Follow along using IWIMS starting at the Utility Menu (Screen 1 & Screen 2).

Screen 1.
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12.6.1.  Information Required.  Your Chief of Operations has requested a list of all open Direct Scheduled Work Orders (DSWs) by the office of primary responsibility (OPR).

12.6.2.  Determining the Files Required.  For this report the required information can be found in the files shown in Figure 2. Use the Data & Control File Listing (Attachment 1) to assist in locating files for other reports, or contact your System Administrator.


Figure 2.
 





FILE

LIBRARY

VOLUME
PRIMARY DATA = 
 
MWOA

MWOXDATA

CEHICK
PRIMARY CONTROL = 
MWOA

MWOXCTL

CEHICK

The Volume will vary from base to base ask a coworker or the Computer Systems Administrator the actual VOLUME for you location.

12.6.3.  Obtaining a List of Fields.  An easy way to obtain a list of fields in the Control file is to use the DISPMANY (File Manager) utility (Screen 3).

Screen 3.
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12.6.3.1. Select the DISPMANY Utility from the Utility Menu (Screen 3) and type in the LIBRARY and VOLUME for the Control file (Screen 4) and hit the “ENTER↲” key on the keyboard to proceed to the next screen. 

Screen 4.
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12.6.3.2.  Once at the next screen (Screen 5) place an “X” next to the file going to be viewed and hit the “ENTER↲” key again. 

Screen 5.
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12.6.3.3.  Then change the ACCESS field to “RECORD” and the MODE to “SHARED” and hit “ENTER↲” (Screen 6). 

Screen 6.
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12.6.3.4.  Now the contents of control file “MWOA” are being displayed and are ready to be printed (Screen 7).
Screen 7.
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12.6.3.5.  To print the Control file select PF15 to proceed to the Print Function Request Menu (Screen 8).  From this Menu simply hit “ENTER↲” and a list of the fields will be printed on your default printer.

Screen 8.
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12.6.3.6.  After printing the list use PF16 to return to the Utility Menu (Screen 3).  Then use the list to help determine which fields will provide the information required. Reading the report is explained in Figure 3.

Figure 3.
KEY = APPVWR                            Field Name                             

    0   00APPVWR  U00609930100000060100 00                                

   64           00   DATE WORK REQUEST APPROVED                           Field Description

  128                                                                     

KEY = APRVAMT                                                             

    0   00APRVAMT U00808580100000080100 00                                

   64          00        APPROVAL LIMIT AMOUNT                   0008  

  128                                                                     

12.6.4.  Selecting Fields.  Using the list of fields I determined the fields in Figure 4 were best suited to this report. 

Figure 4.


FACIDNR – Facility ID number

RECSTAT – Work order record status

SUFFIX – Facility Suffix

TRKIND – Current tracking indicator

TYPESVC – Type service

WOIND – Work order indicator

WONR – Work order number

WOSTATUS – Work order current status

WOTITLE – Work order title

12.6.5.  Visualizing how to Organize the Information.  Before using the Report Utility organize the information using a Report Worksheet (Attachment 2) or scratch piece of paper.  For this example a Report Worksheet was used (Figure 5).

 Figure 5.
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12.6.6. Creating the Report Definition.  Now, follow the step by step instructions to create the report definition.  As we go through the steps take the time to read all information on each screen, further familiarizing yourself with the program.  However, do not be concerned with using the features not used to define this report as they are explained in later chapters.

12.6.6.1.  Starting from the Utility Menu (Screen 3).  Select PF1 - REPORT  to proceed to the Report Utility (Screen 9).  

Screen 9.
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12.6.6.2.  Since this is a new report select PF2 - Create a Report Definition . Next, refer to the Report Worksheet (Figure 5) and, type the report file name into the REPORT ID field (Screen 10).  Also, be sure to use all Caps when typing in the file information.   Then select “ENTER↲” when everything is type in correctly.


Screen 10.
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12.6.6.3.  Type in the Primary Data file indicated on the Report Worksheet, Figure 5.  Again, be sure to use all Caps (Screen 11) and hit “ENTER↲” once the file information is typed in.

Screen 11.

[image: image12.png]hickamce.hgpacaf.af.mil - VUPort Windows Front-end T
File Edit Settings Help Attention!

oo e o o

PRIMARY DATA FILE SELECTION

Specify the name of the primary file to be used in the report.
The primary file is the only file on which a sort can be performed,
and 1t must contain the key to chain to any other file used in the
report.

Primary File = WWOA in Library = MWOXDATA  on Volume = [CEHICK

" Press ENTER to Continue or Select **
(8) Specify a particular control file  (16) Return to report definition





12.6.6.4.  Just as you entered the Primary Data file enter the same information for the Control Files and hit “ENTER↲” (Screen 12).

Screen 12.
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12.6.6.5.  Once again, using the Report Worksheet (Figure 5) place an “X” to the right of each field selected for the report  pressing  “ENTER↲” to proceed through the list (Screens 13, 14, 15, & 16).


Screen 13.
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Screen 14.
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Screen 15.
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Screen 16.
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12.6.6.6.  Since we do not have to define any new fields press “ENTER↲” (Screen 17).

Screen 17.
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12.6.6.7.  This next screen is the Report Definition File (Screen 18) simply leave the information as is and press “ENTER↲”.

Screen 18.
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12.6.6.8.  Define the report starting with the Report Title Information (Screen 19).  A basic title consists of a brief statement of the report function, the location of the report file, and the date the report was created. Once the report title is typed in hit “ENTER↲”.

Screen 19.
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12.6.6.9.  Column headings are the next consideration (Screen 20). It is a good idea to change column headings to something easily understood (Screen 21).  After determining the column headings hit “ENTER↲”.

Screen 20.
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COLUNN HEADINGS
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Screen 21.

[image: image22.png]hickamce.hgpacaf.af.mil - VUPort Windows Front-end T
File Edit Settings Help Attention!

[0 021 [o5 o3 os[fo [o7 os o[ [+ iz 5 12 6] 7 [15] o]

COLUNN HEADINGS

The Field ID is the field's Column Heading unless a different heading is
specified below. The space allocated for the field on the report is the
Column Heading Length, or Edited Field Length, whichever is greater
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5 FACIDNR FACILITY
1 RECSTAT RECSTAT (NOT DISPLAYED)
2 SUFFIX
10 TRKIND OPR
2 TYPESVC PRI
1 WOIND OIND(NOT DISPLAYED)
5 WONR 108
10 WOSTATUS STATUS
30 WOTITLE DESCRIPTION

** Press ENTER to Continue **

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.6.6.10.  Next, modify the spacing between fields.  Spacing is empty spaces between fields on the report.  For this report I have reduce the number spaces preceding the SUFFIX field from two spaces to none (Screen 22).  The reason is I want the field to appear as though it were a part of the FACIDNR field.  Once spacing has been modified hit “ENTER↲”.


Screen 22.
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SPACES BETWEEN FIELDS
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12.6.6.11.  For the Field Sequences refer back to the Report Worksheet (Figure 5) and order as  previously selected.  Then press PF12 to reorder the fields in their new sequence. Finally, ensure this is how you wish them ordered (Screen 23) and hit “ENTER↲”.


Screen 23.
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12.6.6.12.  There is no need to adjust the Field Size so hit “ENTER↲” (Screen 24).


Screen24.
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EXTERNAL FIELD SIZE

Indicate the number of character positions that the field is To ocoupy on
the report. This can be used To add blank characters, or To truncate fields.
Character fields are left-justified, numeric fields right justified.

Field ID size Field ID size Field ID size Field ID size
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12.6.6.13.  There is no need to modify the Data Options so hit “ENTER↲” (Screen 25).


Screen 25.
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12.6.6.14.  However, for this and most other reports Data Limits are required (Screen 26).  This function makes it possible to extract only records meeting the specified Criteria.  These are the data limits for this report (WOIND .EQ.  “J” .AND. RECSTAT .NE. “C” .AND. NE. “M”).  Enter the Data Limits one field at a time hitting “ENTER↲” to proceed to the next field  (Screens 26, 27, 28).  Then, hit “ENTER↲” on the first blank Data Limit to proceed to the next function, File Sort.

Screen 26.
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DATA LINITS
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Screen 27.
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DATA LINITS
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Screen 28.
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DATA LINITS

This option allows the user To select the records to be printed by
defining 1imits on the values of certain fields in the records.
The allowed 'OP' values are:

GT = Greater Than GE = Greater than or Equal to

LT = Less Than LE = Less than or Equal to
EQ = Equal o NE = Not Equal to
Field 1D OP _ Field/Constant And/Or OP _ Field/Constant And/for

The Logical Connector to the Next Set of Limits = (AND/OR)
Hotes: The Tirst blank 'AND/OR' defines the end of the expression
Press ENTER to define another set of limits. (Maximum is ten)
Press PFKey 13 to delete this set of limits.

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.6.6.15.  File Sort is the order in which the records are to be organize.  Therefore organizing the records by TRKIND, then WONR, then TYPESVC will produce a readable and organized report (Screen 29).  Once the field names are typed in hit “ENTER↲”.


Screen 29
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FILE SORT

This option allows the user To define the order of records printed on
The report. Specify the field IDs (from the primary file only)
on which the file is to be sorted, and their order of importance

(1: Highest Level, thru 8: Lowest Level

Field ID Level Ascending/Descending

cooooGe=

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.6.6.16.  The Control Fields are TYPESVC and TRKIND. Set to skip 3 Lines and start a new page as seen on Screen 30. After entering the data hit “ENTER↲”.


Screen 30.
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CONTROL FIELDS

Control fields are fields which control the totaling and printing of
subtotals during the report. When the value in a control field changes
subtotals are printed. Specify the fields To be used as control fields
and their order of importance. (5: Highest Level, thru 1: Lowest Level)
Also specify the action to be taken at the control break, and whether
you want the control break values printed with every detail line.

Action Control Fields
Field ID Level New Page  Skip n Lines Printed on Every Line
i fo B
2 VES o
o Ho o
o no o
o o o

Note: When 'YES' is entered for New Page, Skip n Lines is ignored
Control break descriptors may be defined in the Titles Screen.

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit




 

12.6.6.17. From the REPORT MODIFICATION OPTIONS select PF16  to return to the Report Utility (Screen 31).  


Screen 31.
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REPORT MODIFICATION OPTIONS

PFKEY

ACTION

Select the appropriate program function key to indicate the desired
report modification option.

Display the Report Modification Menu

Modify
Modify
Modify
Modify
Modify
Modify
Modify
Modify
Modify
Modify

the
the
the
the
the
the
the
the
the
the

Report Title Information
Column Headings

Spacing Between Fields

Field Sequence on Report
External Field Size

Edit Options

Data Limits for Record Selection
Sort Fields

Control Fields

Report Summary Options

Print Headings and Dummy Detail Lines

EXit (without Modification)
Exit from the Report WModification Phase

[T [

Attention!





12.6.7.  Printing the Report.  Perform each of the following steps to print this report or any other report you may create in the future.

12.6.7.1.  Select PF4 – Print Report from the Report Utility (Screen 32).  

Screen 32
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VUPort Report Utility

Please press the desired PFkey To continue:

Create a Report Definition
Modify Report ATtributes
Print a Report

To exit REPORT

Parameter Name: FUNCTION
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Message ID: 00000

Program: REPORT





12.6.7.2.  Enter the Report ID “ODSWSHOP”, change the Output DEVICE to “DISPLAY”, Lines per PAGE to “57”,  Printing SILENT to “NO”, and hit “ENTER↲” to begin the report (Screen 33).


Screen 33
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Program: REPORT

Information Required By Procedure REPORT

Select the Options Tto Print a Report
This option is used To print a report that has been previously defined
by the Report Definition Option.

Report 1D
Report DATE

(Filename of the Report Definition)
(Any date, plus edit characters)

Output DEVIGE (PRINTER/DISPLAY)
Change Data FILES (YES or NO)
Count OPTION (YES, HO, or 001 - 999)
sum ONLY (YES or NO)
Lines Per PAGE (05 - 99)

Select LINES
Print Line SPACING
Printing SILENT

(Combination of 1 2 and 3)
(Combination of numbers 0-5)
(YES or NO)

** Press PF14 for an explanation of the Print Options **
** Press PF16 To return to the Report UTility Menu **
**  Press ENTER to Continue **





12.6.7.3. Now the computer is processing the records (Screen 34) this can be seen because the Printing Silent option was set to “NO”.

Screen 34.
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12.6.7.4.  Once the procedure has finished processing you will be looking at the report on your computer display (Screen 35).  Quickly preview the report and make sure it is what you expected then select PF15 – Print to go to the Print Function Request Menu.

Screen 35.
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PF2=First, 3=Show, 4=Prev Screen, S=Next Screen, 6=Prev Record, 7
PFB=Search, 9=Lmost, 10=Rmost, 1i=lefti5, 12=Righti6, 15=Print

Report Date 03/11/98 ALl Open Direct Scheduled Work Orders By OPR

ODSWSHOP / BBGRP T/ GEHICK
1 Mar 1999

OPR wioF DESGRIPTION STATUS PRI FACILITY
aa1 J0407  A/G INOP ENTIRE BUILDING IN PROG R 01654
441 J4483  CHANGE SIGN AT ENTRANCE 1710  IN PROG R 01710
441 J6877  WODIFY AWARDS BOARD IN PROG R 01110
441 J9399  REKEY LOCKS ON INTERIOR DOORS  IN PROG R 00988
441 J9406  POSSIBLE WTR BREAK,NR MAILBOX  IN PROG R 84200
441 J9610  CHANGE LSD DIRECTIONAL SIGNS  IN PROG R 00000
441 J9708  FAB 18 RESERVED PARKING SIGNS  IN PROG R
441 J9754  ERECT WHITE CROSS FOR EASTER  IN PROG R 03465
441 KO022  PROV 4 MAIL BOX CLUSTER PANEL  IN PROG R 02094
441 K01221  INSTALL X-07 LOCK ON VUALT DOO IN PROG R 01102
441 K0214  RPR BATHRM DOOR LOCK,B315 IN PROG R 01843
441 K0260 MK TWO COPIES OF EA KEY IN PROG R 02094
441 K0284  SUPPORT HICKAM OPEN HOUSE IN PROG R 00000
441 KO341E  CHANGE LOCK COMBO'S (DOORS) IN PROG R 01102





12.6.7.5. Finally, hit “ENTER↲” to print the report (Screen 36).

Screen 36.
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Print Function Request Menu

ENTER - Print the range of records described below
PF1 - Return to displaying the file
PF2 - Print the range of pages described below
Starting record number : [ALL
Ending  record number
~or
Starting Page number: AL
Ending  Page number

Hote: FIRST, LAST and ALL are valid range delimiters.





12.7. Additional Report Features: Within the report utility there are additional features which can further add to a report.  These features can be used during initial report creation after by modifying the report.  For simplicity the report created in Chapter 2, “ODSWSHOP”, will be modified to include these additional features.

12.7.1.  Adding Additional Fields.  After creating a report additional fields and other modifications can be made to a report.

12.7.1.1 To modify a report select PF3 from the Report Utility (Screen 37). 


Screen 37.
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12.7.1.2. Type in the file name of the report to be modified, in capital letters, and hit “ENTER↲” (Screen38).


Screen 38.
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WODIFY A REPORT

The Report Modification Option allows the user to modify an
existing report. The Report ID is the name of the Report
Definition File.

Report ID: [ODSWSHOP

*r Press PF16 To return to the Report UTility Menu *+*
**  Press PF8 to change data and control files **
** Press ENTER to Continue **
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12.7.1.3. Place an “X” next to each field you wish to add to the report and hitting “ENTER↲” to proceed.  In the examples below APRVAMT and TOTCOST were added to the report Screens 39 & 40).


Screen 39.
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Primary File Field Selection

Indicate with an 'X' the fields that are to be used for the report

The sum of the primary

Field ID x
ACCTGODE
ACTDESGN

APPVID

APRVANT x
AUTHDATE

CDAY

CHGHRS

CLOSID

CON - TRAN

CRETINE

CUSTCDE1

CUSTPRI

CYDONHRS

CYMIL

cyoveT

secondary, and new fields selected cannot exceed 80.

Field ID x
ACTCONT
ADJREQDT
APPVNANE
APRVPCT
AUTHID
CEPRI
CHGORD
CMONTH
CREATEID
CTLONTR
CUSTCDE2
CYCIVHRS
CYEAR
CYMILHRS
CYSHOP

Press ENTER to Continue **

Field ID
ACTDEPN
APPVDATE
APPVWR
APRVTYPE
CAPIND
CHGCOST
CIVHRS
CON -PEND
CREDATE
CTLINST
CUSTCODE
CYCONT
CYMAT
CYOTH
cYToT

x






Screen 40.
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12.8.  Defining New Fields.  Defining a new field basically lets you further process existing data or create data not in the data file. To show how this function works two new fields will be created one will be a percentage of the approved amount already used.  The other will combine the FACIDNR and SUFFIX into one field. 

12.8.1. Start by typing “YES” at the Define New Fields Screen (Screen 41).


Screen 41.
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Define New Fields

This option allows the user To create new fields for the purpose of
the report, using a combination of the fields already selected

You may add, subTract, multiply, or divide numeric fields with other
numeric fields and/or new_literal constants. Also you may concatenate
(put two fields Together side by side) character fields and/or new
literal constants.

Do you wish to define any new fields? [VES

** Press ENTER to Continue **





12.8.2. Specify the name, type, length, and decimal places of the new fields.  The fields created in this example are seen below (Screen 42).


Screen 42.
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12.8.3.  Now define the fields you have named. For this example PERCENT is going to be the percentage of approved funds already spent.  To do this the total cost of the work order (TOTCOST) will divided by the amount it was approved for (APRVAMT) and the product will be multiplied by 100 resulting in the percentage (Screen 43).  The BUIDING is simply the facility number (FACIDNR) and facility suffix (SUFFIX) combined (Screen 44).


Screen 43.
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Screen 44.
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oOptional OF values include: +, -, /, *  (for numeric fields)
& (concatenation, for character fields)
(for example)

NEWFIELD =  FIELDY + 123.00
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BUILDING =  [FACIDNR & SUFFIX
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**  Press Enter to Continue **





12.9. Report Titles.  The report title can be whatever suits the situation always try to make it simple.  It is recommended that you title the report so it uses letters from the topic and further recommend placing the name of the report on the title page in the utility report so it prints on the top of the page.  It can further be useful to type the report library and volume on the tile page. 

12.10.  Column Headings.  The column headings default to the field name this, however, can make it confusing to read.  When assigning column heading use ones that describe the field making it easier to read and comprehend.  Also, use the Sub Headings which displays just below the Column Heading on the Report (Screen 45).


Screen 45.
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COLUNN HEADINGS

The Field ID is the field's Column Heading unless a different heading is
specified below. The space allocated for the field on the report is the
Column Heading Length, or Edited Field Length, whichever is greater

Field Size Field ID Column Heading Sub Heading
5 FACIDNR Facility Number
2 SUFFIX
12 TOTCOST ToTcoST
10 TRKIND Current OPR
2 TYPESVC fork Pri
5 WONR 10 Humber
10 WOSTATUS current Status
30 WOTITLE Brief Description

** Press ENTER to Continue **

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





Example: See Screen 45 refer to Figure 5 to see how these Headings will show up on the actual report.


Figure 6



Report Date 03/15/99                All Open Direct Scheduled Work Orders By OPR

Page 1

                                             

       ODSWSHOP/BBGRPT/CEHICK             

                                                  


      1 Mar 1999                    

 Current   W/O       
Brief                           Current     Work     Facility     TOTCOST                          

 OPR 
Number 
Description
Status
Pri        Number

12.11.  Field Sequence.  Field sequences are important to the organization of you report, a poor choice for field sequence can make it difficult to read.  When determining sequence try to order it in a the way that it compliments the requirement.  For example, if asked for a report of all work orders for a specific facility use the work order number and facility number as you number one and two fields.  Furthermore, fields can be assigned to one of three lines (Screen 46).  Assigning different lines organizes the data and becomes necessary when the fields sequenced on a single line take up more the 132 characters, including spaces between fields.  Also the instruction in the program are self explanatory.


Screen 46.
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FIELD SEQUENCE

Fields selected for the report are listed below. Indicate the sequence in
which the fields are To appear on the report by specifying the line (1,2,0r
and the position (1-80) on that line. Fields with '99'sequence do not appear
on the report, but are used in the preparation of the report

Field ID Seq  Field ID Seq  Field ID Seq  Field ID seq
TRAKIND 11 wonR 12  SUFFIX 13 WOTITLE i
WOSTATUS 16 TYPESVC 16  FACIDNR 17 TOTCOST 18
APRVAMT 199 RECSTAT 199 WOIND 1 99 PERCENT 1 99
BUILDING 1 99

" Press ENTER to Continue *
12-Show new sequence  13-Set line only  14-Set position only  15-Set both
i-Menu 2-Titles G3-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.12.  External Field Size.  External Field Size is a brief  way of saying, “The number of Characters to be displayed”.  If you read the instructions about this function (Screen 47).  They explain that it can be used to shorten or length a field.  For Character fields if its size is modified characters are added or taken off from the right side dn for numeric fields from the left. For example, if TRKIND was reduced from 10 to 5 characters in size only the first five letters would be displayed, PLANNING would be PLANN.


Screen 47.
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EXTERNAL FIELD SIZE

Indicate the number of character positions that the field is To ocoupy on
the report. This can be used To add blank characters, or To truncate fields.
Character fields are left-justified, numeric fields right justified.

Field ID size Field ID size Field ID size Field ID size
FACIDNR 5 SUFFIX 2 TOTCOST 12 TRKIND 1o
TYPESVC 2 WONR 5 WOSTATUS 10 WOTITLE 30

** Press ENTER to Continue **

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.13.  Data Edit Options.  Data Edit Options determine how the numeric fields are to be displayed.  The default is raw numbers based on the length of the field.  For dates this means begin able to change 980101 into 98/01/01 and for monetary numeric fields from 000001.23 into $1.23.

12.13.1.  If there are numeric fields selected they will be displayed on the Data Edit Options Screen.  To modify the way it is displayed place an “X” next to it and press “ENTER↲” to proceed (Screen 48).


Screen 48.
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DATA EDIT OPTIONS

Hominal data edit formats are displayed for each numeric field that
is to appear on the report. Indicate with an 'X' any field whose
whose data options are to be modified.

Field 1D Edit Example X (Modify

ToTcoST 999999999.99 [

** Press ENTER to Continue **

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-Exit





12.13.2. Suppress Zeroes determines how zeros are displayed.  *N protects the leading zeros except for N, the number of positions on the right, Ex *3.  ZN suppresses leading zeros and protects the right most N positions, Ex. Z8 (Screen 49).

12.13.3.  Sign Control indicates who to mark negative numbers.  CR tells it to print the letters “CR” immediately following the numbers if it is negative.  DB tells it to print the letters “DB” immediately following the numbers if it is negative.  9- tells the computer to print a “-“ sign immediately after the numbers if it negative (Screen 49).

12.13.4.  Decimal positions indicates were the decimal position should be in the nu1mber starting from the right side (Screen 49).

12.13.5.  Special Insertion allows you to insert up to three characters after a specified character in the field.  The characters allowed are ( - ), ( , ), ( / ), ( . ), and a blank space.  The character is preceded by a number from 1 – 9 indicating which character to insert the special character after.  For example date fields are displayed by default as YYMMDD. If you set the special insertion to 2/ and 4/ it will be displayed YY/MM/DD (Screen 49).


Screen 49.
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OUTPUT DATA EDIT OPTIONS

The nominal data edit formats are displayed for each field that is to
be modified. For an explanation of the codes, press PF14.

("N, ZN) (M) NC i) (88,89)

Suppress (CR,DB,9-) Decimal special Dollar (YIN)
Field ID Zeroes Sign Control Positions Insertion Sign Gommas
TOTCOST r r ko rr Fg v

** Press ENTER to Continue **

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.14.  Data Limits.  Data limits as described earlier in Chapter 2 tell the report how to filter the data.  The OP is brief for operator and the allowed operators are described on the program screen (Screen 50).  The Field/Constant is the values you do or don’t want to include in your report.  If the field is a character field the constant must have quotes or be compared to other character fields, Ex “J0001”.  If the field is a numeric field it must not have quotes, however, it can be compared to either character or numeric fields.


Screen 50.
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DATA LINITS

This option allows the user To select the records to be printed by
defining 1imits on the values of certain fields in the records.
The allowed 'OP' values are:

GT = Greater Than GE = Greater than or Equal to

LT = Less Than LE = Less than or Equal to
EQ = Equal o NE = Not Equal to
Field ID OF _ Field/Constant And/Or OP _ Field/Constant And/for

WoIND EQ [0

The Logical Gonnector to the Next Set of Limits = AND (AND/OR)

Hotes: The Tirst blank 'AND/OR' defines the end of the expression
Press ENTER to define another set of limits. (Maximum is ten)
Press PFKey 13 to delete this set of limits.

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.15.  File Sort.  The key to organizing the report is file sort.  Records can be sorted in ascending or descending order, alphabetically or numerically and in any combination of those orders (Screen 51).  When determining the file sort order determine how to sort it to minimize hunting for records.  For example if you right a report to look for the oldest work orders tracked to a specific TRKIND it would probably make sense to sort by the tracking indicator in either ascending or descending order and by work order in ascending order placing the oldest work orders first.


Screen 51.
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FILE SORT

This option allows the user To define the order of records printed on
The report. Specify the field IDs (from the primary file only)
on which the file is to be sorted, and their order of importance

(1: Highest Level, thru 8: Lowest Level

Field ID Level Ascending/Descending

cooooGe=

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.16. Control Fields.  To further organize the report data control fields can group and separate records when the data in the field selected changes.  The options include skipping a page or skipping a specific number of lines.  Also, the control field can be made to print only in the first record of a grouping so it is not repeated when it contains the same data (Screen 52).  Finally, by identifying a control field the control field when insert summary data for numeric fields selected in the summary options.


Screen 52.
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CONTROL FIELDS

Control fields are fields which control the totaling and printing of
subtotals during the report. When the value in a control field changes
subtotals are printed. Specify the fields To be used as control fields
and their order of importance. (5: Highest Level, thru 1: Lowest Level)
Also specify the action to be taken at the control break, and whether
you want the control break values printed with every detail line.

Action Control Fields
Field ID Level New Page  Skip n Lines Printed on Every Line
i fo B
2 VES o
o Ho o
o no o
o o o

Note: When 'YES' is entered for New Page, Skip n Lines is ignored
Control break descriptors may be defined in the Titles Screen.

i-Menu 2-Titles G5-Column Headings 4-Spacing 5-Sequence 6-Ext. Field Size
7-Edit 8-Data Limits 9-Sort 10-Gontrol Fields 11-Summary Options 16-EXit





12.17. Report Summary Options.  Adding to the usefulness of the report is the Summary report options.  Using this option allows you to total, find the highest value, the lowest value, and the average of a numeric field (Screen 53).  The report will perform these summary operations at changes in control fields and a total at the end of the report.  (When trying count individual records create a new numeric field five characters in length and make it a constant of 1.  Then use the summary options to total the field.)


Screen 53.
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12.18.  Print Headings and Dummy Detail Lines.  A useful tool available from the Repot Modification Options (Screen 54) is the Print Headings and Dummy Detail Lines.  Using this tool will allow you to preview how a report is setup to print allowing you to go back and make minor adjustments without first having to run a lengthy report.


Screen 54.
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12.19.  Special Options When Printing. When printing a report there are two options which could be useful when printing a report (Screen 55).   The Count option will total the number of records selected for the report and the SUM Only option which only prints the Summary Data.


Screen 55.
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** Press PF14 for an explanation of the Print Options **
** Press PF16 To return to the Report UTility Menu **
**  Press ENTER to Continue **





12.20. Writing a Report Using Two Data Files: At times it may be necessary to link two data files to compile all the data for a requirement. This can be a difficult and frustrating process.  This chapter will explain how to link data files.  However, keep in mind all data files will not be able to link even when they are similar in content.

12.21.  Linking Two Data Files at Report Creation.  Linking two data files may involve some trial and error.  The important things to remember are persistence and trying every reasonable solution before moving on.  Your System Administrator can help you determine which field to use for linking if one is available at all.

12.21.1.  First, print the control files for each of the data files as described earlier using one file.

12.21.2.  Identify fields which may be used as linking fields.  This is were the trial and error methodology can become necessary.  First try using the fields set aside as key fields, those having the work “key” in their name.  Then try the other fields in the files if the key fields fail.  For example to link MWOA and MTRK if MTRK is the primary data file identify WO-KEY as the linking field and if MWOA is the Primary Data File identify JOB-KEY as the primary linking field.

12.21.3. Begin creating the report as you would any report.  At the screen where the Report ID is typed in also change the Additional Data File Indicator to “YES” (Screen 56).


Screen 56.
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12.21.4.  Then hit “ENTER↲” to verify the Report Definition File Name (Screen 57).


Screen 57.
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12.21.5.  Type in the name of the Primary Data File, Library, and Volume (Screen 58).  Its very important to identify the Primary Data File as the file containing the fields you will be sorting by as fields in the secondary Data File can be used to sort the records.


Screen 58.
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12.21.6.  Type in the name of the Primary Control File, Library, and Volume (Screen 59).
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12.21.7.  Type in the name of the Secondary Data File and the name of the field in the Primary Data File linking it to the Secondary Data File (Screen 60).


Screen 60.
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12.21.8.  Type in the name of the Secondary Control File (Screen 61).


Screen 61.
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12.21.9.  Then select the fields in the Primary Data File and Secondary Data File to be used.  First, the Primary Data File Fields will be selected and scrolled through.  Then, the Secondary Data File Fields will be selected.

12.21.10.  The rest of the report construction is the same as described in first 10-12 pages of this chapter.

Attachment 1

Work Order Data & Control Files

The Data File Volume will vary from base to base.  To find out the correct Volume for the Data Files ask a coworker or the System Administrator.

Data File
Library
Volume


Control File
Library
Volume
Description

MCDH
MWOXDATA
(Varies)
Work Order Description  & Justifications

MCDS
MWOXCTL
PGM001
for Work Order Online History (MWOH)

MCDS
MWOXDATA
(Varies)
Work Order Description & Justification

MCDS
MWOXCTL
PGM001
for Active Work Order File (MWOA)

MCHO
MWOXDATA
(Varies)
Work Order Change Order Data

MCHO
MWOXCTL
PGM001

MCUS
MWOXDATA
(Varies)
Customer Account Codes

MCUS
MWOXCTL
PGM001

MRMH
MWOXDATA
(Varies)
Work Order Remarks for Online History

MRMK
MWOXCTL
PGM001
(MWOH)

MRMK
MWOXDATA
(Varies)
Work Order Remarks for Active Work

MRMK
MWOXCTL
PGM001
Order File (MWOA)

MTRH
MWOXDATA
(Varies)
W/O Tracking, Status, Type of Service,

MTRK
MWOXCTL
PGM001
Approval, Authorization Log (MWOH)

MTRK
MWOXDATA
(Varies)
W/O Tracking, Status, Type of Service,

MTRK
MWOXCTL
PGM001
Approval, Authorization Log (MWOA)

MWCH
MWOXDATA
(Varies)
Work Order Shop Data for Online

MWCN
MWOXCTL
PGM001
History (MWOH)

MWCN
MWOXDATA
(Varies)
Work Order Data for Active Work Order

MWCN
MWOXCTL
PGM001
File (MWOA)

MWKH
MWOXDATA
(Varies)
Work Order Work Performed & Potential

MWKP
MWOXCTL
PGM001
Problems Data, Online History (MWOH)

MWKP
MWOXDATA
(Varies)
Work Order Work Performed & Potential

MWKP
MWOXCTL
PGM001
Problems Data, Active File (MWOA)

Data File
Library
Volume


Control File
Library
Volume
Description 

MWOA
MWOXDATA
(Varies)
Work Order Data active File

MWOA
MWOXCTL
PGM001

MWOH
MWOXDATA
(Varies)
Work Order Online History File

MWOA
MWOXCTL
PGM001

MWOP
MWOXDATA
(Varies)
Work Orders in Offline History

MWOP
MWOXCTL
PGM001

Labor Data Files
One Data File is created for  each month of the year. All Labor Data Files are located in the same Library on the same Volume and use the same Control File.  Again, the Volume for the Data File will vary from base to base. To find out the correct Volume for the Data Files ask a coworker or the System Administrator.

Data File Name

Library

Volume

MDLT+YY+MM

MLABDATA

(Varies)

Ex. MDLT9901

Control File


Library

Volume
MDLT



MLABCTL

PGM001

Attachment 2

REPORT WORKSHEET

REPORT OBJECTIVE:










  FILE

LIBRARY
   VOLUME
REPORT FILE NAME = 

PRIMARY DATA FILE = 
 


PRIMARY CONTROL FILE = 


SECONDARY DATA FILE =

SECONDARY CONTROL FILE =

PRIMARY FILE FIELD LINKING TO SECONDARY FILE = 

PRIMARY FILE FIELDS SELECTED & SEQUENCE

  *Seq
Field Name
*Seq
Field Name
*Seq
Field Name
*Seq
Field Name






*Sequence( Line Number – Order on that Line Ex 1-1 = Line One – Field One, 2-1 = Line Two – Field One, Max. of 3 Lines)

SECONDARY FILE FIELDS SELECTED & SEQUENCE
*Seq
Field Name
*Seq
Field Name
*Seq
Field Name
*Seq
Field Name


NEW FIELDS REQUIRED & SEQUENCE

Seq
Field Name
N = Numeric
Length
Decimals
Field/Constant
*Op
Field/Constant



C = Character
N≤15 / C≤132
if Numeric





*Operators ( +, -, /, * for numeric fields. Concatenation for character fields)

Chapter 13 Vehicle Control

13.1. The first step in establishing a sound vehicle program is the appointment of a Vehicle Control Officer (VCO) and Vehicle Control Noncommissioned Officer (VCNCO).  IAW AFI 24-301, paragraph 3.1.7, the unit commander or civilian equivalent is charged with the responsibility of appointing a primary and alternate VCO.

13.1.2. There is no rank requirement for either position, but keep in mind that the VCO is the commander's designated liaison with the base transportation activity.  Individuals appointed should have a minimum retainability of 1 year.

13.1.3. After the commander has selected the candidates, an appointment letter must be submitted to Fleet Management (fig 1-1).

13.1.4.  Upon receipt, Fleet Management will schedule the person(s) for training.

13.1.5. A new VCO/VCNCO must be appointed NLT 30 days prior to the current individual's PCS, retirement or separation.  It is important to note that the current VCO/VCNCO cannot be relieved of their duties until the new representative has been fully trained.

DATE

MEMORANDUM FOR 16 TRNS/LGTO

FROM:  YOUR UNIT/CC

SUBJECT:  Appointment of Vehicle Control Personnel

1.  The following personnel are hereby assigned as Vehicle Control Officer and Vehicle Noncommissioned Officer.

      a.  Vehicle Control Officer

            Name:_________________ Rank:________ Duty Phone:_______________

                     (Last, First, MI)

            Bldg #:___________ Address:_________________ Office Symbol:______

            E-mail Address:________________ Home Phone: To be used for emergencies only

       b.  Vehicle Noncommissioned Officer

            Name:_________________ Rank:_________Duty Phone:_______________

                      (Last, First, MI)

            Bldg #__________ Address:__________________ Office Symbol:______

            E-mail Address:________________ Home Phone: To be used for emergencies only

3.  Our squadron 3-digit fuel account code is:_______

4.  This letter supersedes previous letters on same subject.

                                                                                      UNIT CC SIGNATURE

Figure 1-1 Sample of Appointment Letter

13.2. The VCO and VCNCO have many duties to ensure the basic goal of vehicle management and care for the unit vehicle fleet.  These duties are described below and are found in 

AFI 24-301, paragraph 1.2.16.

13.2.1. The VCO serves as the unit focal point for all vehicle matters.

13.2.2. Control unit vehicles and obtain transportation services to meet mission requirements.

13.2.3. Defend unit vehicle requirements, justify requests for additional vehicle requirements, and comply with vehicle rotation policies.

13.2.4. Ensure proper operator care, inspections, and maintenance are performed.  Report vehicle malfunctions to vehicle maintenance and ensure vehicles are made available for repair and servicing.

13.2.5. Prevent misuse, abuse, and damage to unit vehicles, investigate vehicle incident, accident, misuse, and abuse cases; recommend corrective action to the unit commander.

13.2.6. Identify unit instructors for approval by the VOO and VOS to train and supervise unit vehicle operators.

13.2.7. Train unit personnel on use and control of the Voyager Fleet Services Card (If Voyager Cards are issued to your squadron).

13.2.8. Promptly, usually within one hour, turn in vehicles identified on the priority recall list to support a higher priority mission.

13.2.9. Develop and maintain unit vehicle lesson plans.

13.2.10. Brief all vehicle operators on Air Force policy regarding official use, accident reporting procedures, vehicle abuse, misuse, discrepancy reporting procedures, the use of DD FORM 518, Accident Identification card, and the use of SF 91, Operators Report of Motor Vehicle Accident. (ref: AFI 24-301, paragraph 4.4.1.2.)

13.3. Just like the VCO, vehicle operators have duties and responsibilities.  They are outlined below and can also be found in AFMAN 24-306, 1-6.

13.3.1. Safely operate your vehicle and comply with applicable federal, state, local, and host nation laws and regulations.

13.3.2. Perform before, during, and after operation inspections of your vehicle.

13.3.3.  Follow all operator maintenance outlined in the appropriate vehicle technical order, or policy letters.

(a) Care for clean your vehicle at all times.

(b) Ensure the safety and comfort of your passengers (includes ensuring that seat belts and shoulder belts are fasten.

(c) Exercise common sense.

(d) Ensure cargo is properly loaded and secured.

(e) Notify the VCO or VCNCO of any personal status changes (e.g. physical profile, significant infraction of civil traffic laws, suspension of state or military driver’s license).

13.3.4. Government Directives Required: Listed below are the current directives that will help you in your position as a VCO/VCNCO.  These directives may be cross-referenced to CD-ROM or unit publication sections, but must be available for your use.

(a) (a) AFI 24-301, Vehicle Operations 


MANDATORY

(b) AFI 24-302, Vehicle Maintenance 


MANDATORY

(c) AFI 24-307, Procedures for Maintenance Management
MANDATORY

(d) HFI 24-301, Vehicle Abuse and Accidents

MANDATORY

(e) HFI 24-302, Commando Wheels Program

MANDATORY

(f) HFI 24-303, Vehicle Misuse



MANDATORY

(g) AFMAN 24-306, Manual for Wheeled Vehicle Driver
MANDATORY

(h) VCO Handbook





MANDATORY

13.4. Public Law for Government Motor Vehicles: In accordance with AFI 24-301, Chapter 2, Official Use of Government Vehicles (GOV) is defined to restrict the use of all DoD motor vehicles, including those rented or leased, to official purposes only.  That is, uses that would further the Air Force mission.  Providing a government vehicle solely or even principally to enhance the comfort or convenience of the member is not permitted.

13.4.1. Official use of the government vehicle: Misuse and/or failure to prevent misuse of government-owned or leased vehicles is punishable under title 31 U.S.C. Section 1349.  The unauthorized or willful misuse of a government motor vehicle can be cause for the following disciplinary actions:

13.4.2. Military personnel are subject to disciplinary action under provisions of the Uniform Code of Military Justice or other administrative procedures deemed appropriate.

13.4.3.  Civilian personnel are subject to suspension from duty by SECAF, without pay, for not less than 1 month, and shall be suspended for a longer period or summarily removed from office if circumstances warrant.

13.4.4. When questions arise about official use of motor vehicles, they shall be resolved in favor of strict compliance with statutory provisions and the polices of the instructions.  When guidance does not specifically fit a request for transportation support, commanders will use the following factors when making official use determinations:

(a) Is the purpose of the trip official?

(b) Does the request have the potential to create a perception that will reflect unfavorably on the Air  Force or cause criticism? 

(c) Will the request impact on mission requirements?

(d) Is commercial or DoD scheduled transportation available?  It is important to note that the Air Force does not provide transportation support that competes with commercial services.

13.4.5. For more information on official use of GOVs, and authorized uses, please see 

AFI 24-301, chapter 2.

13.5. Permissible Operating Distance (PDO): The POD is a distance in a given direction to which an activity normally dispatches administrative use vehicles.  A distance of 75 miles one way is considered the normal permissible operating distance. (Ref. DoD 4500-9) Your local POD is available through Transportation.

13.5.1. The POD for your base will be determined by the Transportation Squadron.  Any unit needing to exceed the POD must submit a request through the transportation squadron Chief Dispatcher.

13.5.2. Depending on your base’s requirements, when unit vehicles are dispatched off-base, the vehicle may need to be equipped with an emergency highway warning kit.  This kit should contain the following; spare tire and wheel, jack, lug wrench, and road flares or reflectors.

13.5.3. Additionally, when you request to exceed the POD you should also request a trip packet from transportation. 

13.6. Obtaining Unit Vehicles: Federal law controls the purchase of passenger-carrying vehicles for government use.  Through the Appropriations Act, Congress sets statutory price limits for purchasing vehicles.

13.6.1. Tables of Allowance (TA) 019 through 033 prescribe the maximum allowances (NOT AUTHORIZATIONS) to accomplish organizational and functional missions.  

13.6.2. Requests for vehicle authorizations must be completed according to your local Transportation’s requirements.  Fig 3-1 shows a sample of a vehicle authorization letter.  Each item must be addressed individually.  Disregard items that do not apply to your requested vehicle, i.e. forklifts/tugs only.  References to maintenance down time or backup vehicles are not valid justifications for an authorization.  When a basis of issue (BOI) covers multiple vehicle types, it means more than one vehicle type may be authorized for that BOI.  Any technical data or other pertinent information required to substantiate the request should be included.  The more information you can include, the better.  Any justification not submitted according to the outlined example will be returned.

13.6.3. After justification is submitted to your local Transportation Squadron’s, Fleet Management must be able to answer the following questions as part of an authorization analysis.  

1) Is the type vehicle requested the most suitable to perform the task, or can a smaller more fuel efficient vehicle do the same job?

2) Can the requester be furnished with another source of transportation without using an additional authorization?

3) Is there a lower priority vehicle available to fill the requested authorization?

4) How has this requirement been supported in the past, and why can’t the present support continue?

5) How are presently assigned vehicles utilized?

6) Can this requirement be satisfied by “coutilization” within the organization or with another organization?

7) Is the requirement seasonal or sporadic?  Can it be satisfied by short-term lease or rental to prevent investing in a new vehicle?

13.6.3.1. Other questions Fleet Management must be able to answer in the affirmative prior to forwarding the request to HQ AFSOC/LGTV are as follows:

1) Does the justification indicate the current Vehicle Authorization Listing using activity or the proposed user?

2) Does the justification cite the directive, project, or publication that generated the request, if appropriate?

3) Does the justification fully explain the proposed use of the vehicle?

4) Does the justification identify expected utilization information (miles, hours, passengers, equipment, supplies, materials, and number of trips, etc.)?

5) Does the justification list the number of vehicles currently authorized and assigned to the requesting unit and justify why co-utilization will not meet mission requirements?

6) Does the request justify why transportation support from vehicle operations cannot satisfy the requirement?

7) Does the justification include a mission impact statement of the organization, base, or wing if the request is denied?

8) Does the justification cite any actions taken to realign other unit authorizations to accommodate the requirement?

13.6.4. Once they have completed their analysis Trans will make a recommendation and forward the request to the Logistics Group Commander through the Transportation Commander.  The LG will then approve or disapprove the request based on the justification and our analysis.  If approved, it will then be forwarded to MAJCOM HQ for final approval or disapproval. If approved, the authorization will be filled at the earliest possible time.  On occasion, substitute vehicle types will be assigned to assist the unit on meeting mission requirements.  Keep in mind that the type of vehicle authorized is the type which will be assigned when assets are available. 

13.6.5. Periodically, reviews are conducted for possible authorization realignments or reductions.  Units must be prepared to defend their needs if the requirement is still valid.

13.7. Accounting for unit vehicles: Periodically Fleet Management will send you two computer generated Master Vehicle Listing/Hand Receipts, as shown in figure 3-2.  A VCO will need to ensure the vehicles listed are the vehicles assigned to your unit.  If any discrepancies are found, make corrections and contact Operator to resolve any errors.  If everything is in order, sign both copies, put one in your VCO book and send the other back to Fleet Management to be filed in their  records.

OFFICIAL LETTERHEAD












DATE

MEMORANDUM FOR 16 TRNS/LGTO

FROM:  YOUR UNIT 

SUBJECT:  Justification for Vehicle Authorization

1. Type vehicle requested: (Nomenclature as stated in T.O. 36A-1-1301)

2. National stock number: (I&S number as stated in T.O. 36A-1-1301)

3. Number requested:

4. Allowance source code: As stated in applicable Tables of Allowance (TA) 019 through 033

5. Justification: List using activities, description of intended use and explains why the specific vehicle is required.  Cite directives, projects, or pubs, which drive this request. 

6. Indicate vehicle usage: number trips, miles or hours, tonnage or amount of passengers, one shift or 24 hour requirement.

7. Forklift only: Amount of storage area, space supported, and estimated usage in 24-hr period.

8. Tugs/acft tow tractors only: state area of operation and estimated usage in 24-hour period.

9. Impact statement if request is disapproved.  Do not use mission support as part of the justification.  Mission essential may be used along with explanation.

10. Explain how the job/function/mission is currently being accomplished.

11. State number of vehicles currently authorized/assigned.

12. If the request is to support a special project, a project name/number must be included along with the project completion date.  Vehicle will be returned to transportation upon completion.

Figure 3-1 SAMPLE LETTER OF VEHICLE JUSTIFCATION

13.7.1 Vehicle Priority Buy: Fleet Management is responsible for submitting the annual vehicle priority-buy.  This submission will identify shortages and vehicles eligible for replacement for host base vehicles, as well as all tenant units. The priority-buy is based on vehicle requirements two years in advance, allowing time for funding by Congress.  After Fleet Management compiles the data and prepares the priority-buy package, it is sent to the MAJCOM HQ or the tenant unit's command.  The MAJCOMs compile this information and forward it to Warner Robbins-ALC.  There the data is once again compiled and forwarded to HQ USAF as the recommendation for that fiscal year's purchase requirements.  HQ USAF allocates funds to WR-ALC, to purchase vehicles and distribute them to the MAJCOMs which, in-turn, distribute them to their bases.

13.8. Short-term lease: Transportation commanders may rent or lease vehicles to meet peak work load and unusual or emergency requirements for periods not to exceed 1 year without established authorizations (provided the user has funds available).  When a rental or lease will exceed 60 days, we must use General Service Administration (GSA) vehicles if they are available.  Fleet Management will confirm non-availability from GSA before executing a commercial lease exceeding 60 days for general purpose vehicles.  Lease time frames are subject to local base policies.

13.8.1. Long-term lease: Leasing over one year is generally to fill valid authorizations when no GOV is available.  Fleet Management will obtain a non-availability letter from GSA for commercial design, general-purpose vehicles and include this statement with the request when it is sent to MAJCOM HQ and WR-ALC/LVD for approval.  Lease requests for other than commercial design vehicles are sent to MAJCOM HQ/LGT for approval.  To extend leases past the approval period, you must obtain written approval.  Justifications will include:

1) Current authorizations and assets by type to be leased.

2) Number of vehicles on hand that exceed the Air Force standards for age and mileage. 

3) Model year, mileage, and estimated repair cost of the vehicle to be replaced. 

4) Other types of excess vehicles on-hand which are suitable for substitution.

5) Whether the vehicles are required to fill open authorizations or required to replace existing inventories.

6) Impact or course of action if authority to lease is not granted.

7) Whether the request is a new or renewal lease.

8) Monthly and annual cost for the lease.  It must include the basic cost, mileage charges, and fuel and maintenance cost.

9) Anticipated period of use. 

13.8.2. Fleet Management validates all rentals and leases for installation activities.  For more information on vehicle rentals and leases see AFI 24-301, Chapter 5.

13.9. Organization Maintenance: As the term indicates, organizational maintenance is the using organization's responsibility and is usually completed by the vehicle operator.  Vehicle operators will perform at least the following inspections, servicing, and maintenance: (ref: AFMAN 24-307, para 1.6).

13.9.1. Check all fluid levels IAW applicable technical orders and the AF Form 18XX series, Operator's Inspection Guide and Trouble Report. General purpose vehicle operators will check/service fuel, engine oil, and windshield washer reservoir.  All other fluid levels, i.e., coolant, automatic transmission, power steering, brake and batteries are checked by vehicle operators and reported to maintenance for servicing when required.  Vehicle maintenance checks manual transmission and differential fluid levels at scheduled inspection intervals.  Additionally, for special purpose vehicles, vehicle operators check and service hydraulic fluid reservoirs on special units or attachments.  Units must purchase and properly store oil and windshield washer fluid themselves.

13.9.2. Keep vehicles clean at all times to include the interior.  Operators will not steam clean engines or engine compartments.  

13.9.3. Wax vehicles often enough to preserve the painted finish, but do not wax vehicles with flat or chemical agent resisting coating finishes.

13.9.4. If excessively dirty vehicles are towed in, the using organization arranges to clean the vehicle.

13.9.5. Change flat tires or tires suspected of leaking on other than oversized vehicles with split rim wheel assemblies.  Vehicle maintenance may provide assistance upon request.  

13.9.5.1. Properly trained tire shop maintenance personnel are responsible for tire maintenance on most outsized special purpose vehicles/equipment, particularly when outfitted with split rim wheels.

13.9.5.2. Operators assist tire shop personnel in the removal and installation of tires on vehicles when taken to vehicle maintenance for repair work.  

13.9.6. Unit VCO/VCNCOs ensure adequate spare tires and tools are on-hand to support their requirements. 

13.9.7. Keep tires properly inflated.  Pressure checks are required once a month. (recommend this be accomplished within the first 5 duty days of the new month).

13.9.8. Maintain the operator's inspection guide and trouble report.

13.9.9. Tighten loose nuts, bolts, and screws; replace light bulbs, and windshield wiper blades.

13.9.10. Special purpose vehicle operators make adjustments to mechanisms affecting operating characteristics.

13.10. Abuse and misuse: VCOs  are responsible to your commander for preventing, reporting and investigating vehicle abuses and misuses within your unit.  IAW AFMAN 24-307, paragraph 1.28, local procedures are established and must be fully supported by all commanders to be totally effective.

13.10.1. Vehicle abuse: Abuse is any mechanical failure or damage that is not the result of fair wear and tear or defective materials or workmanship.  The using organization investigates all damages not attributable to fair wear and tear IAW AFI 23-220, Reports of Survey.  Vehicle Maintenance notifies the commander and VCO of the unit involved, along with Base Legal, Finance, and Safety offices (usually by form letter of abuse to a GOV).  Vehicle Maintenance commences repair unless otherwise notified by that using organization, after a predetermined period of time.  Some examples of vehicle abuse are:

1) Tampering with governors.

2) Running engines at excessive speeds.

3) Operating a vehicle with insufficient oil or coolant.

4) Using a vehicle for other than its designed or intended purpose.

5) Starting and/or stopping too fast when not in an emergency.

6) Not washing or waxing the vehicle(s).

13.10.2. Vehicle Misuse: Misuse is simply any unauthorized use of a GOV.  A GOV must be used for official purposes only.  The Vehicle Operations Officer can give guidance in specific cases where the official nature of the vehicle use is in question.  Also, refer to Chapter 2 in this guide on "OFFICIAL USE" for details on legitimate GOV usage.  If someone witnesses a suspected vehicle misuse, please contact your local Fleet Management. They will need the following information to investigate the incident:

1) Registration number of the vehicle.

2) Date, time, and location, and details of the incident.

3) POC and duty phone number for any additional questions.

13.10.3. Accident Reporting and Investigating Procedures:  All accidents that involve GOVs must be reported on a Standard Form 91, Motor Vehicle Accident Report, regardless of the amount of damage or nature of the accident.  Anytime a GOV is involved in an accident Security Forces must be called.  More procedures can be found in AFMAN 24-306, Chapter 10.  We recommend that accident reporting procedures be written on a 3"X5" card and placed with the accident cards in the vehicle, and everyone in your unit be briefed of their location.  When a GOV is involved in an accident, the VCO is responsible to report, document, investigate, and take appropriate actions necessary to prevent reoccurrence within the organization.  Information on investigating accidents can be found in AFIs 31-201 and 91-204.  We recommend you establish a case file for each GOV accident, abuse, or misuse case occurring within your unit.  Check with your local Transportation Vehicle operations flight for proper guidance on vehicle accident reporting.

NOTE:  The SF 91 and DD Form 518 must be in the vehicle at all times while being operated.  The purpose of the DD Form 518 is to provide persons involved in an accident with a DoD owned/leased vehicle the identity of the person with the authority to act on the matter. 

13.10.4. The following is helpful information you will want to put in the accident investigation file:

1) The completed SF 91

2) Vehicle Maintenance work order  

3) Vehicle release letter (fig 4-1) 

4) Police report 

5) Photos of accident or abuse

6) VCO investigation letter of accident or abuse

7) AF Form 20, Repair Cost and Repairable Value Statement  

8) A finalized copy of any one of these three reports if applicable:

9) AF Form 198, Report of Survey

10) DD Form 362, Statement of Charges for Government Property Lost, Damaged, or Destroyed

11) DD Form 1131, Cash Collection Voucher.

13.10.5. Accidents: If a vehicle is involved in an accident, it must be turned in to Vehicle Maintenance immediately.  If the accident occurs after duty hours or on a weekend or holiday, then the vehicle must be turned in the next duty day following the accident.  This applies even if the vehicle was not damaged.  Failing to turn a vehicle into maintenance after an accident can result in vehicle abuse action.  Vehicle Maintenance Management determines what is considered vehicle abuse.

13.10.6. The VCO/VCNCO must release the accident vehicle for repair when you no longer need the vehicle to conduct the investigation.  No repairs will be conducted until maintenance receives the release letter.  Figure 4-1 is an example of a release letter.  More information on accident causes and reports can be found in AFMAN 24-306 chapter 10.

MEMORANDUM FOR 16 TRNS/LGTM












DATE

FROM:  YOUR UNIT 

SUBJECT:  Vehicle Repair Release

1.  Vehicle 98B1234 is no longer needed for the investigation of (Abuse/Accident) and is hereby released for repair.

2.  POC and duty phone.








VCO/VCNCO SIGNATURE BLOCK

Figure 4-1 SAMPLE OF RELEASE LETTER

13.11. Contingency Support, Minimum Essential levels: Annually, VCOs are tasked to provide Fleet Management with the unit’s Minimum.  Essential Level (MEL), for vehicles (fig 5-1).  The Vehicle Operations Officer, Superintendent, and Vehicle Maintenance Officer/Superintendent will review VCO inputs and make their recommendations for the MEL.  If their recommendations differ from the VCO’s, the VCO will be asked to re-justify their inputs.

13.11.1. The MEL (fig 5-1) will enable the Vehicle Operations Officer to recall lower priority vehicles from units above their MEL to satisfy organizational shortages in another unit when the number of vehicles falls below their MEL.

13.11.2. Revisions to the MEL will be considered throughout the year when necessary to reflect changes in the unit's mission or fleet.

13.12. Vehicle Priority Recall List: The vehicle priority recall list is a management tool used to determine the order in which unit vehicles should be recalled.  The list is developed from the data contained in the MEL (fig 5-2).

13.12.1. The recall list is used by vehicle operations to replace higher priority vehicles that require extended maintenance, and support emergency operation plans.

13.12.2. This information all depends on your base recall plan. When notified of a recall, ensure vehicles are brought to Vehicle Operations Fleet Management.  Vehicles must be cleaned, full of fuel and free of any open discrepancies noted within the AF FORM 18XX.  Unit VCOs must respond within 1 hour to recall requirements.

13.13. Deploying unit vehicles: When your unit is notified of a pending TDY where vehicles will be deployed the VCO/VCNCO must notify Fleet Management of the following information.

1) Tasking authority for the deployment.

2) Type of vehicle to deploy and registration number.

3) Date due to depart.

4) Date due to return.

5) Location unless classified.

13.13.1. This will allow vehicle maintenance to track the vehicle. 

                                                                                                                         DATE

MEMORANDUM FOR: 16 TRNS/LGTO

FROM:  UNIT COMMANDER 

SUBJECT:  Vehicle Minimum Essential Level (MEL)

1. Listed below is our MEL for assigned vehicles:

Vehicle Type Assigned           # Authorized        # Assigned          MEL

MULTISTOPS                                 6                           6                    3

BOBTAILS                                      4                           4                    3

P/U 6 PAX 4X4                               3                           2                    1

                                   TOTAL       13                          12                    7

2. JUSTIFICATIONS:

a. Multi-stops - we must have full time access to three M/S to provide 24-hour coverage for 4 cargo crews to support on-and off-loading of transient aircraft.

b. Bobtails - Three bobtails are required to transport 80 pieces of towed equipment to four separate locations three miles apart, 24 hours a day.

c. P/U 6 PAX 4X4 – One truck must remain in continuous operation for the Maintenance Super/Crash recovery.

3. This letter supersedes previous correspondence, same subject.

          Figure 5-1 SAMPLE MININMUM ESSENTIAL LEVEL INPUT LETTER 





  DATE

MINIMUM ESSENTIAL/PRIORITY RECALL LIST

VEH                     MGT          PRI        ORG        UNIIT           AUTH   ASSGN   MEL     RECALL     REMARKS

TYPE                  CODE        SEQ 

SDN CMPT          B102                             TD          AGOS               1              1              1              0             GSA

SDN CMPT          B102             4              4B          SFS                    1              1              1              0

SDN CMPT          B102             8              0A          TRNS                 9             9               7             2              4 GSA’S   SOW/CC/CV    SPTG/CC

SDN CMPT          B102                             TB          USAF BTS        1             1               1             0    

                              B102 TOTAL                                                        12           12             10            2

CONTINUES THRU EACH VEHICLE  TYPE.

Figure 5-2 SAMPLE MINIMUM ESSENTIAL LIST

13.14. Transportation support services, vehicle dispatch: The vehicle dispatch section of Vehicle Operations Flight is a service organization with an array of support services which can assist your unit in meeting mission requirements.  Listed below are some of the services available that Transportation MAY provide as a service to your unit.

13.14.1. Military Taxi Service: Military taxi service is provided as a quick response, point to point service to all requesters requiring official transportation.  To reach this goal, taxis cannot be dispatched to one user for an extended period of time.  The maximum waiting time at each destination is 5 minutes unless otherwise approved by the dispatcher.  If a user requires additional time, it may be necessary to call for another taxi or explain the circumstances to the dispatcher at the time of request.  Taxis will not be used as a messenger service or distribution service.  Taxi operators will not leave their vehicles to pick up or deliver correspondence, BITS is responsible for this task.

13.14.2. Passenger and Cargo Service: Vehicle Operations Flight has a limited number of passenger and cargo vehicles to support organizations that do not have vehicles available and to augment units with assigned vehicles.  Large cargo vehicles, tractors, trailers, forklifts, and buses are provided with a Vehicle Operations operator if qualified operators are not available in the requesting unit.

13.14.3. You-Drive-It (UDI) Vehicles: The Vehicle Operations Flight has a limited number of general purpose vehicles assigned to be used in support of base operations.  UDI vehicles are dispatched on a first come first serve basis.  Please submit your request at the earliest possible time to better ensure support can be provided.  If the requirement will be for more than 24 hours, please submit a written request to the Chief Dispatcher.

13.14.4. Wrecker and Vehicle Recovery Service:  Wrecker service is provided by the Vehicle Operations Flight during normal duty hours when requested by Vehicle Maintenance.  During normal duty hours an operator must accompany the vehicle to maintenance to expedite entry into the repair system.  Wrecker service after normal duty hours may be obtained by contacting the Vehicle Operations Dispatch Section.  Request after normal duty hours will be limited to emergencies only i.e., vehicles blocking traffic on or off the flight line creating a hazard and vehicles disabled off base.  The wrecker operator will transport the disabled vehicle to the Vehicle Maintenance compound.  The unit VCO must have someone report to vehicle maintenance the following duty day to formally turn the vehicle into maintenance.

13.14.5. Aircrew Transport:  Aircrew transportation support is provided for both permanent party crews and transient aircrews from the aircraft and support facilities.

13.14.6. For unique transportation support i.e., DV, IG, TDY support, a standard request letter on white bond paper stating who, what, when, where, and how long is required to initiate vehicle support (fig 6-1).  This letter should be forwarded to the chief dispatcher as soon as possible to ensure appropriate transportation support.

MEMORANDUM FOR 16 TRNS/LGTO












DATE

FROM:  YOUR UNIT 

SUBJECT:  Vehicle Transportation Support 

1.  Request one sedan to support Col John Doe from 20 Feb 98 to 25 Feb 98.

2.  Justification:








VCO Signature Block

Figure 6-1 SAMPLE VEHICLE REQUEST LETTER

13.15. Operator Records and licensing (ORL): This section is responsible for licensing all military, civilian and contractor personnel operating GOVs, and maintaining operator licensing records and training documentation.  Military and civilian personnel who possess a valid motor vehicle license issued in any of the 50 states, District of Columbia, Puerto Rico or similar licensing jurisdiction can apply for a license to operate GOVs.  NOTE:  Everyone who operates a GOV must be entered in the licensing computer at ORL.  For questions on the licensing of others, refer to AFI 24-301, chapter 4.

13.15.1. Vehicle Operator Training: Each organization conducts all required vehicle training for its personnel.  (A list of qualified instructors by vehicle type that they operate, is designated by the VCO as instructors, for your unit).  This must be updated annually (fig 6-2).  The VCO will then forwarded the trainers list to Fleet Management who will request a background check to be conducted by Security Forces personnel and based on the check the Vehicle Operations Officer/Vehicle Operations Manager will approve or disapprove the request.

MEMORANDUM FOR 












DATE

FROM:  YOUR UNIT 

SUBJECT:  Designation of Vehicle Trainers

1.  Request the following individual(s) be designated as vehicle trainer(s) for (your unit).


LAST NAME_______________________
GRADE___________


SSAN_____________________________ 
DUTY PHONE_________________

2.  I certify the above individual(s) is qualified to instruct and supervise student operators.  Listed below by vehicle type and management codes are vehicles on which this individual(s) will train and qualify our vehicle operators.



MGT CODE

VEHICLE TYPE



L350


TRK ACFT TWG MB2







VCO SIGNTURE BLOCK

Figure 6-2 SAMPLE VEHICLE TRAINER DESIGNATION REQUEST LETTER 

13.15.2. AF Form 171, Request for Drivers Training and Addition to US Government License:

Personnel undergoing initial or specialized training are considered student operators and must possess an AF Form 171.  The AF Form 171 serves as a learner's permit until certified by an instructor.  After a student operator demonstrates competency in operating the vehicle and is certified by an instructor, the unit commander or VCO/VCNCO validates the successful training by signing the form.  ORL will use the form as a source document to initiate or update an operator's record.

13.15.3. AF Form 2296, Master Driver's Record and Vehicle Qualifications:  This form is established and maintained for each vehicle operator issued an AF Form 2293 driver's license.  It provides information on official qualifications, background and experience.  The AF Form 2296 is a permanent record and is forwarded to the new duty station each time a member transfers.

13.15.4. AF Form 2293, U.S. Air Force Motor Vehicle Operator Identification Card:  When an individual meets licensing requirements in accordance with AFI 24-301, Chapter 4, an 

AF Form 2293 is prepared for the approval of the VOO/VOM (or personnel designated as authentication officials).  The AF Form 2293 is the actual license carried by the operator and is valid indefinitely, unless suspended or revoked.

13.15.5. Personnel in TDY status may operate Air Force vehicles when on official orders and they possess a valid state and military license for the vehicle to be operated.

13.15.6. Members separating from the service may keep their license provided that they bring it to ORL to be over stamped "NOT VALID-SEPARATED FROM THE SERVICE."  When transferring to another military station, the ORL office at the gaining base must validate the government operator’s permit before operating a GOV at that installation.  For information concerning licensing of federal civilian personnel, contractors, duplicate licensing, suspension or revocation of driving privileges, restoration of driving privileges, and reexamining an operator see AFMAN 24-309, Chapter 4.

13.16. Vehicle Maintenance: The vehicle maintenance flight, is a service organization whose goal is to provide its customers with the best maintenance service possible to units in meeting their mission requirements.  Listed below are some of the services available to your unit.

13.16.1. Maintenance on Non AF Procured Vehicles: All requests to locally purchase equipment for which Vehicle Maintenance has a primary or assistance maintenance responsibility are sent through the Vehicle Maintenance Manager (VMM) or Vehicle Maintenance Superintendent (VMS).  Coordination on the subject should be accomplished prior to purchasing equipment.  This ensures maintenance can be performed and parts are obtainable.  The VMM or VMS will not accept maintenance responsibility for equipment if the request to purchase the equipment was not properly routed through vehicle maintenance for coordination and without the necessary technical data, if in their opinion inspection, servicing, adjustment, or repair work cannot be performed properly.  Organizations procuring non-registered equipment will coordinate with the VMM or VMS to make sure parts, facilities, manpower, and funds are available for support  before it is required.  Organizations will first consider purchasing a maintenance agreement to support the equipment.

13.16.2. Turning vehicle in for maintenance: When turning a vehicle into the shop for scheduled or unscheduled maintenance, please ensure the following:

1) The AF Form 18XX card for the vehicle is completely and properly filled out.

2) The vehicle is clean inside and out, and waxed if needed.

3) The vehicle has at least a 3/4 tank of fuel, unless the vehicle problem is fuel related.

4)  The individual turning the vehicle in for maintenance is knowledgeable of the problem with the vehicle

13.16.3. Contact your local vehicle maintenance shop for vehicle Turn-in hours: These hours apply to all NON-SAFETY related vehicle discrepancies.  For all safety related discrepancies take the vehicle to maintenance and if it's past the hours posted above, they will keep the vehicle.  The next duty day someone from your organization will have to return to maintenance to formally enter the vehicle into the maintenance system.

13.16.4. Mobile Maintenance: Contact Vehicle maintenance hours of operations for mobile maintenance calls.  After normal duty hours, the stand-by mechanics can be reached through Vehicle Dispatch.

13.16.5. Vehicles requiring minor repairs should be driven to vehicle maintenance as soon as possible. Examples of items considered to be minor maintenance are: wiper blades, vehicle lighting, tire repairs, and engine belts.  If there are any questions concerning vehicle safety or repair requirements, please contact vehicle operations.

13.16.6. Requesting Vehicle Status:  Only appointed squadron VCO/VCNCOs should call Vehicle Maintenance to request status of vehicles in maintenance.  

13.16.7. Vehicle Ready for Pickup:  Its imperative that repaired vehicles be picked up in a timely manner.  This is especially true during exercise and contingency operations.  During these times, vehicles provide a prime target for enemy or terrorist actions.  When your unit is notified a vehicle is ready, all efforts must be made to have the vehicle picked up as quickly as possible. 

13.16.8. Vehicle Modification/Additions: In accordance with AFMAN 24-307, a vehicle modification is a major change to the configuration of a vehicle.  A vehicle addition is the adding of special equipment, commercial optional part, or accessories to meet certain operational needs.  These items do not change the original purpose of the vehicle.  Organizations must submit a written request to Vehicle Maintenance for all modifications/additions.  Unit O&M funds will be used for initial and replacement items for installation.  If Vehicle Maintenance can not install the required items, the organization must also budget for commercial installation.  Here are some examples: camper shells, bed liners, radios, bins/shelving, lift gates, pintle hooks, and extra lights.  Organizations requesting to install their own equipment must have the vehicles inspected by vehicle maintenance after installation, to ensure safe and serviceable operation.  If you have any questions concerning this please contact Vehicle Maintenance Control.  See fig 6-3,  for sample modifications/additions letter.

13.16.9. Deploying Unit Vehicles:  All vehicles going TDY for 30 days or more and all vehicles being processed through the cargo deployment function must be turned into Vehicle Maintenance for a Limited Technical Inspection (LTI).  This ensures the vehicle is safe and serviceable and that all scheduled maintenance is accomplished before it leaves the base.  Also, these vehicles are required to have an incoming LTI upon return from the deployment or TDY so that any damage may be charged to the fund cite of the deployment.

13.16.10. Scheduled Maintenance Policy:  A computer-generated appointment letter is provided to the unit VCO/VCNCO when vehicles are due scheduled maintenance (annual inspections, oil changes, etc.).  Every effort will be made to provide these letters 3 to 4 weeks prior to the actual appointment date.

13.16.11. Vehicles must be processed into Vehicle Maintenance, CSC, on the date and time of the scheduled appointment.  Vehicles projected for TDY during this appointment must be turned in prior to departing.  Others may be brought in earlier to meet mission requirements.  Maintenance Control will work with all units on a case-by-case basis to resolve scheduling conflicts.

13.16.12. Waiver of Vehicle Repair: Repair for mechanical discrepancies that are not cost effective to repair immediately, will not cause further damage to the vehicle, and are not safety items may be waived.  Vehicle Maintenance maintains a computerized database of all repair waivers in the  CSC.  If you need to know what may or may not be wavered on a specific vehicle, just stop by the CSC and a print out of wavered items can be provided to you.

MEMORANDUM FOR TM












DATE

FROM:  YOUR UNIT 

SUBJECT:  Request for Vehicle Modification/Installation of Added Equipment

1.  Request authorization to install a pintle hook assembly on our vehicle, 98B1234.  Installation of pintle hook will allow for the towing of trailer mounted welding unit that weighs 1800 lbs.

2.  Unit will purchase the pintle hook and all materials needed for the installation.  Funds will also be provided to restore the vehicle to original condition if vehicle is rotated to another squadron.

3.  POC and duty phone.








VCO SIGNATURE BLOCK

Figure 6-3 SAMPLE OF VEHICE MODIFICATION/ADDITION LETTER

13.16.13. Standby Mechanic: During other than normal duty hours, the vehicle dispatch office, will receive requests for emergency roadside repairs.  The dispatcher will ensure the using organization is requesting absolute mission essential or emergency vehicle repairs and is below their MEL for this specific vehicle or the vehicle is critical to real-world requirements.  Additionally, the dispatcher will ensure a replacement vehicle is not available within the using organization or through vehicle dispatch.  After verifying all criteria and determining that the vehicle is needed for mission accomplishment and no substitute is available, the dispatcher will then contact the stand-by maintenance technician.

Chapter 14 Command and Control

14. PURPOSE: It can be used as a guide for members of the Civil Engineer community, when preparing for and during, Deployment OCONUS / CONUS.  The purpose of this document is to provide a predeployment check list. This document is  inclusive as each deployment is unique and requirements may change. The same fundamentals apply to each deployment and this document is to be used in that manner. Civil Engineer Squadron’s (CES), are world wide deployable and this document covers the four primary conditions and personnel responsibilities.  Outside Continental United States (OCONUS), in austere or field conditions.  Outside Continental United States (OCONUS),  U.S. Active Duty Base\ Host Nation.  Continental United States (CONUS), in austere or field conditions.  Continental United States (CONUS), Active Duty or Active Reserve Base and other U.S. locations.  To prevent duplication within this document, requirements that apply to all four primary components will be listed only once and marked accordingly. All applicable Air Reserve Component (ARC), and United States Air Force (USAF), rules and regulations apply.  Under general requirements, is information that is critical to start the process of preparing for a deployment. The OIC and NCOIC is responsible for obtaining this information and verifying its accuracy and distributing the information to other units that will assist during the predeployment process.

14.1. Command and control, how do they relate: The relationship between command and control is that command is effectiveness and control is mechanically driven. Command and Control cannot work independently of each other but must be a harmonious relationship that is mission driven. Command seeks mission accomplishment and leadership is the primary means to achieve the desired results. Control is an adjunct to command and sound management of people and resources.

14.2. Establishing and Operating Civil Engineer Control Centers (Wartime & Peacetime): There isn’t anything that can get more confusing, frustrating, or aggravating than have someone yelling and screaming about the priorities during a full scale contingency operation. This just seems to be the life in the Damage Control Center (DCC). Life need not be this way!!!! The DCC is the hub of Civil Engineers and all functional areas rely on clear and concise information that is being channeled to them. In order for them to receive clear and concise information we the DCC must be prepared to deliver it, clear and concise. DCC’s are set up in many different ways and in many different parts of the world. The basics though have not change and we will try to identify them. 

14.3. The DCC is a vital CE function in wartime and peacetime to assess, equip, repair and maintain USAF bases, (OCONUS, CONUS) during natural disasters, manmade disasters, accidents, and war. Civil Engineers take the lead in emergency response planning, pre and post disaster attacks, and we assess damage, fight fires, clear hazards, provide emergency utilities, beddown military forces and disaster victims, repair facility damage, and control and monitor contamination. In order for us to accomplish this we need to Establish and Operate the Damage Control Center.

14.4. The 3E6X1 is the NCOIC of the DCC and is responsible for the setup of the Operation and management of the DCC. At some locations the rank of the NCOIC may be E-5 through E-9, typically the senior rank enlisted person holding the 3E6X1 AFS is the NCOIC. The DCC is typically a contingency operation and Production Control Center (PCC) is the peacetime version.  In war and peace they still process, direct and deliver vital information to the BCE personnel. The NCOIC reports directly to the OIC of operations or the BCE (Civil Engineer Commander) or his/her representative. For simplicity we will call the Civil Engineer Control Center the “Control Center”. The control center is the focal point for all BCE operations. All functional areas within a base call the control center to report problems associated with buildings, utilities, grounds, airfields, and to also process work requests, self help requests, and since most of these routine operations are explained in other parts of this pamphlet, we will concentrate on the contingency portions.

14.5. The control center NCOIC needs to interpret and respond rapidly to incoming information and distribute this information quickly. The USAF or its reserve components within civil engineer units are not restricted to on base emergencies, while being a good neighbor, we also may be required to respond off base. This may involve accidents, floods, hurricanes, terrorist activities, and war OCONUS and CONUS.  The flow of information is as follows.

14.6. Wing Operations Center (WOC): This group of individuals is the top echelon of the organization for base recovery operations. The WOC is primarily concerned with continuing flying operations or the base mission, and the general condition and operations of the base facilities. Typical staffing within the WOC consists of the Wing Commander and representatives from aircraft operations, aircraft maintenance, logistics support, intelligence, and weather. Other personnel maybe added as the situation dictates.

14.7. Survival Recovery Center (SRC): The SRC is established specifically to direct all base operability, survivability, and recovery operations. The SRC is typically located with or near the WOC battle staff area to allow close coordination of the recovery effort and allow easy viewing of the SRC displays. In the SRC, the support group commander and his/her staff form the nerve center for base recovery as they collect, analyze, prioritize, display, and report information on the status of the base. Several control centers support the SRC. 

14.8. Damage Control Center (DCC): This is the Civil Engineer hub. Civil Engineer strategies and priorities are determined in the SRC; however, most of the actual engineer functions are controlled by the next tier of command and control, the damage control center. The DCC is managed by the Chief of Operations and predominately staffed by senior enlisted personnel from various elements of the operations flight. Engineering (AFS3E5X1) and operations (AFS 3E6X1) are part of the staff acting as damage plotters, status keepers, schedulers, resource allocations and coordinators. Typically the 3E6X1 AFS is responsible to set up and supervise the DCC operation. The following checklist is to set up and operate the DCC.

14.9. All purpose checklist and activation of the DCC:

1) If operation is Recall/Mobilization related see Recall and Mobilization OI and Checklists.  If The DCC is activated for a mobility operation, see Mobility Operations OI and related checklist.  

2) If operation is Employment/Primary Contingency Response related, see your Contingency Response Plan, or whatever plans that pertains to your unit, and follows checklist. 

3) Establish the following positions for Employment/Primary Contingency Response Management:

a. DCC Officer (32E3G)

b. DCC NCOIC/Vehicle Control NCO (3E6X1)

c. Plotter/Recorder (3E6X1)

d. Comm Operator Administration (3S051)

14.9.1 Run DCC position checklists for OIC as follows:

(1) Insure all DCC positions are filled and DCC Activation Checklist is being run.

(2) Supervise action as required.

(3) Advise SRC when DCC Activation Checklist is completed.

(4) Distribute Developed Resource Priority List to DCC.

(5) BRIEFS DCC staff on entry control points pass codes and procedures.

14.9.2. Run DCC position checklists for NCOIC as follows:

(1) Insure all DCC positions are filled/assigned, members have DCC Activation Checklist available and position checklists are being run.

(2) Get personnel attendance roster from 1st Sgt (recommend all personnel sign in when they report for duty) work with Ops OIC/NCOIC to complete Organizational Charts for Primary Contingency Response and RRR.

(3) Continue with rest of DCC Activation Checklist assigning items 1-17 to personnel for accomplishment as they are available.

(4) Advise OIC when assigned actions have been accomplished.

14.9.3. Run DCC position checklists for Vehicle Control NCO as follows:

(1) Identify all CES vehicle assets.

(2) Recall all vehicle keys.

(3) Control vehicle operations using the vehicle sign-out log in the DCC.

(4) Review CES vehicle dispersal plan.

(5) Advise OIC when assigned actions have been accomplished.

14.9.4. Run Communication Operator position checklists as follows:

(1) (1) Establish communications with: SRC - EXT _________ FACC - EXT_________

(2) Ensure all comm systems are operational.

(3) Establish phone numbers to reach critical agencies.  

(4) Advise OIC when assigned actions have been completed

14.9.5. Run Recorder or Plotter position checklists as follows:

(1) Insure events status board and base/airfield map is available and ready.

(2) Plot wind speed and direction and temperature.

(3) Insure written log sheets are available for permanent record of events.

(4) Advise OIC when assigned actions have been accomplished.

14.10. The following actions will be taken by the Damage Control Center whenever notified of an actual or simulated disaster.

14.10.1. The Service Call function will serve as DCC. All current Civil Engineering activities will be terminated until the disaster response is controlled.

14.10.2. The DCC will coordinate with DCC Officer for extent of implementation.

14.10.3. The DCC function will maintain a record of events.

14.10.4 Initiate recall of personnel depending on the time of day use the pyramid or supervisor methods.

14.10.4.1. During normal duty hours, Service Call function will contact all supervisors of branches / shops / sections by radio/ telephone communications:

(1) SRC  Ext. ________

(2) Fire Alarm Control Center (FACC) Ext. _________

(3) Damage Assessment  Ext.  __________

(4) Pavements  Ext. _________

(5) Mechanical  Ext.  _________

(6) Structural  Ext.  __________

(7) Electrical  Ext. __________

(8) Utilities Ext.  _________

14.10.4.2. After normal duty hours, contact the Commander to initiate pyramid recall.

14.10.5. The DCC will implement a sign-in location for recovery team personnel at the classroom.

14.10.6.The DCC function will notify personnel to turn in radios and vehicles.

14.10.7. Orderly room will need to provide status of personnel to determine who is TDY or on leave and who should be expected to be available for duty.

14.10.8. The DCC function will issue radios and vehicles to damage response teams.  

14.10.9. Damage Control Officer will assemble the following:

a. Utility Maps

b. OPLAN 32-1

c. Contingency Response Plan 10-211

d. Prime BEEF Implementation Guide (if required)

e. Tracking charts, logs, etc.

f. Unit Recall Rosters

g. Contingency Checklists that are comprehensive and complete

14.11. Controller/Dispatch: Limit access to DCC.  Post Controlled Access sign to DCC door including list of those authorized  access. Insure radio call signs are organized and displayed in DCC.  Insure radio call signs are available to SRC and Fire Department.  Insure contingency checklists (or briefcases/field books), radios and call signs are assigned to each DRT/ SRT OIC/NCOIC.  Insure recovery teams are available for immediate dispatch (DAT, RRR, ABERO, DCG, etc).  Give status to OIC/NCOIC.  Insure utility maps, base and aircraft maps, DCC Data Book and flashlight are available to DCC  and alternate DCC.  Advise OIC when assigned actions have been accomplished.

14.11.1. DCC will assume responsibility to record all log of events items and notify appropriate personnel.

14.11.2. Electrical Superintendent NCO will check status of generators and aircraft arresting system and notify DCC of status.

14.11.3. Vehicle Control NCOIC will check status of vehicles on the vehicle chart, and log position of each vehicle and notify DCC of staus. 

14.11.4. Mechanical Superintendent NCOIC will check status of Fuels Storage and Dispensing status:  NCOIC, Material Control, will obtain status of general supplies such as lumber, piping, sheet metal, cement, etc. and notify Damage Control Officer.  Contact with Base Supply may be necessary to obtain base-wide availability of such items.

14.11.5. DCC will receive reports on any limiting factors (LIMFAC) and up channel input.

14.11.6. The DCC will direct and control reallocation of vehicles among recovery teams.

14.11.7. DCC will relay information on situation to all ABERO, RRRDAT, SCC and SRC members.

14.11.8. If necessary, Damage Control Officer will direct the establishment of a two-shift operation for the recovery force.

14.11.9. The DCC will keep the SRC informed of damage.  Information will be provided for the submittal of Operations Event Incident Reports.

14.11.10. The DCC will notify the Civil Engineering Duty Officer through the SRC of initial damage reports.

14.11.11. If extensive damage renders facilities inoperative, the DCC will determine facilities to be utilized by displaced personnel.

14.11.12. If necessary, off-base contractor assistance will be obtained through the Contracting Officer to repair facilities damaged beyond the Civil Engineering ability to repair.

14.11.13. The DCC will direct the efforts until completion of operations or as determined by the Commander.

14.11.14. The Damage Control Officer will direct the termination of recovery operations and release of personnel. 

14.12. Recovery teams. The next layer in command and control encompasses the senior personnel on the on the various recovery teams such as the RRR, damage assessment and response, utilities and facilities repair, NBC survey, and EOD. These teams, in turn, may be divided into numerous crews, with each crew member performing a specific function. We will discuss team compositions a little later. 

14.13. Display Boards should be easy to read and maintain. As information is gathered this data should be displayed, plotted and/or recorded. Display boards come in many styles and shapes and are kept updated as the information becomes available. Some display boards can be made and stored or displayed during non contingency operations. Each contingency is different and may require different display boards but the following is the basics and necessary for everyone within the DCC to read and be kept current to what is happening with the contingency. Display boards should be mobile in case the DCC has to relocate to alternate area. All damage and status should be tracked in a laptop computer in case there is no time to remove boards.  This way the DCC can be quickly set up at another location.

a. Generator status, Size, Bldg. Number, Spares, Fuel Capacity and Refueling Times.

b. Vehicle Listing, All CES vehicles, who, what, when ,where.

c. Damage Plotting, Normally done on base grid map, to include runway damage, uxo's, facilities, utilities, etc.

d. Barrier Status, Mobil Aircraft Arresting System (MAAS) or fixed arresting gear. (if required)

e. Work in progress, indicating damage repair.

f. Radio call signs

g. Team Compositions

h. Personnel Rosters ( who is available by AFS)

i. Other display boards as needed

14.14. Planning is the key here in order for us to prepare for contingencies, we are required to have plans on file and ready to use on a moments notice. The following are minimum requirements and each different location may have a different plan, due to geographical location, mission or other reasons. This plans should be in the DCC in wartime or peacetime. If deployed to barebase some of these plans, even though are written for a certain base, could be useful for the checklist that they contain. You may also want to have some field guides in the DCC, such as, AFPAM 10-219, Vols 1-10, AFPAM 10-222, etc. These can be used as a quick reference guide. When the DCC is relocated take this reference material with you, if possible. 

a. Contingency Response Plans 10-211

b. OPLAN 32-1

c. 10-401 Mobility Plan

d. Snow Plans (I f required)

e. Standard Base Checklist or Operational Instructions 

f. Vehicle Dispersal Plan

g. Camouflage, Conceal and Deception CCD plan

h. Other plans as required    

14.15. Resources (Personnel and Material): The most valuable asset in any CE organization is personnel.  Personnel makes things happen and can get you through the contingency. In order to do this the personnel need to be trained and equip to handle the operations. This means that practice makes them more efficient and mentally prepared to carry out the CE mission. Another important asset is material to do expedient repairs and long term repairs. Some materials can be stockpiled and stored, but in reality, it is not economically feasible to store large amounts of materials, OCONUS or CONUS. During any contingency some materials will be available on base, but with any contingency, the bulk of the materials will be purchased off of the local economy.  If the contingency necessitates a personnel recall the following checklist can be used to accomplish this.

14.15.1. When notified of recall/mobilization (through command post) activate DCC and establishing the following DCC positions:

1. OIC or NCOIC

2. Communications Operator/Recorder

3. Personnel sign-in function (First Sergeant)

14.15.2. Notify CE Commander or acting Commander that a recall has been initiated.

14.15.3. Determine the following information pertaining to the recall provided from command post.

a. Purpose of recall

b. Where to report

c. When to report

d. What recalled members are to bring

e. Expected duration of operation

f. Reference start time (RST)

g. Verify recall strength status reports needed by MCC and list times reports are required.

14.15.4. Base on urgency of recall, determine if media (and other outside agency) support will be required.

14.15.5. Initiate CE recall (as directed by CES/CC) utilizing CE recall roster.  Pass along information in items 3a-3f as required, to those recalled.

14.15.6. Initiate contingency response checklists if so directed by Survival Recovery Center or ODC.

14.15.7. Report personnel strengths to the Mobility Control Center (MCC) in accordance with requirements established by the Base Mobility Plan.

14.15.8.Utilize Mobility Operating Instruction (OI), Appendix 11 and BCE Mobility Checklists as appropriate.

14.16. Materials: Supplies vary from location to location and at a typical USAF or reserve base there are normally  some bench stock items available and there may be other sources as well, i.e. self help stores, etc. Your unit may be tasked into a bare base or other contingency that will require the use of bare base assets. It is very important to read and understand the packing list of these assets. The following checklist can be used to determine your available material assets. It is important to remember that most of the materials that you will need will probably come from the local economy. As the NCOIC of the DCC you need to become familiar with purchasing regulations. Know your contracting officer/NCO, material controller and procedures, the use of the US Government IMPAC card and other procedures that are available to procure materials. We will discuss bare base assets a little later. 

14.16.1 Sources of basic materials and stockpiled materials available for recovery operations.

14.16.1.1 Basic materials to augment Base stockpiles may be available through the Base Contracting Office. 

a. Aggregate 
Plumbing Supplies

b. Box Pallets Sandbags and Ties

c. Electrical Supplies Strap Bands

14.16.1.2. Contingency stockpiles are not normally maintained at USAF/Reserve Bases.  Adequate inventories of basic construction materials are on hand for initial recovery efforts through bench stock levels in each work area and stocks on hand at Base Supply.  The following list gives quantities that could normally be expected to be immediately available on Base.

MATERIAL

QUANTITY

LOCATION
a. Lumber

Bench Stock

Carpenter Shop/Base Supply

b. Plywood

Bench Stock

Carpenter Shop/Base Supply

c. Electrical

Bench Stock/Various
Electrical Shop/Base Supply

d. Plumbing

Bench Stock/Various
Plumbing Shop/Base Supply

e. Sheetrock

Bench Stock

Carpenter Shop

f. Sand

Varies (Location)
Sand Pile

g. Aggregate

Variable

h. Fuel Pumps  
Varies 


Utilities Shop

i. Fuel Bowsers
Varies


Utilities Shop 

j. Sand Bags




Pavements

k. Pumps




Pavements

l. Heavy Equipment



Pavements

m. Bark Chips



Pavements

n. Rebar




Pavements

o. Visqueen

Varies


Pavements

NOTE:  Quantities may vary at times as supplies are used and replenished. As the NCOIC it is not important that you track quantities of materials, but to have a general idea of where to have someone look for the materials in the event of a contingency.

14.17. Reports are very important and there are many different levels of reports and we will discuss a few here.  At any given time during a contingency operation, reports will have to be made from the information that you have available. Reports may be handwritten, printed, typed or given verbally.  Once damage is assessed it must be immediately recorded, plotted, and a DART team must be assigned according to priorities. Facilities and utilities priorities are normally listed in the Contingency Response Plan, 10-211 and if this is not available at your location, you must generate your own facility and utility priority list, which you can do so from many available AFPAM’s and from the direction of the SRC staff. The following are some of the reports that you may have to provide data so the report can be generated.

a. Damage Assessment Reports

b. Higher Headquarters Reports (Normally done by Command Post, but will require Civil Engineer input for damage assessment activities.

c. Event / Incident Reports (OPREP-3) Extent of damage to utilities, housing, facilities.

d. Personnel Reports (CE AFS Personnel)

e. Tempest Rapid ( Employment of military resources in Natural Disaster Emergencies)

f. Commanders Situation Report (SITREP) Follow on report to OPREP-3.

g. Bulk Petroleum Contingency Report (REPOL). Normally submitted by the LG community, which list the damage to POL storage, piping, etc.

h. Contract Repair Documentation

i. Vehicle and Generator status Reports

j. Other reports as directed or needed.

14.18. Communications: Leaders use various means of communications to control troops, gather and send out information, and to ask for support. Communications are every leader’s responsibility. If communications are not established or are broken, both parties must take action to restore them. There are several means of communications. Each has its own capabilities, advantages, and disadvantages. If at all possible there should be a backup means of communicating. For CE units the BCE is responsible for providing and maintaining the communication systems of the unit. 

14.19. RADIO COMMUNICATION.  Radios are the most frequently used means of communications. DCC personnel should be trained to use this communication properly, as well as the contingency teams. There is typically a base station and a set of hand held radios. You may or may not have experience with the scope shield radios, and this is taught at Silver Flag training. Some units may or may not have the scope shield radios in their mobility package. If your unit does have this type you should become familiar with them and their use. Radios come in many different styles and all are assigned a frequency from base communications. When deployed OCONUS frequencies are normally given by Host Nation in order for you to operate. 

14.19.1 Factors that effect the range of radio equipment are weather, terrain, antenna, power, and the location of the unit itself. Interference in the form of static often occurs when you use radios near power lines, generators, other radio stations, bad weather or enemy jamming. 

14.19.2. Communications security denies or delays unauthorized personnel from gaining information of value from telecommunications. Common security practices are shown in the following table.

a. a Use authentication to ensure the other communications station is a friendly one.

b. b Use only approved codes to send information.

c. c Designate periods when all radio equipment is to be turned off.

d. d Restrict the use of radio transmitters (monitoring radio receivers / listening silence).

e. e Enforce net discipline and radio procedures.

f. f Use proper site selection, minimum power, and minimum transmission times.

g. g Use directional antennas when possible.

14.19.3. Visual Communications: Recent radio jamming enhancement development is causing more emphasis to be placed on visual communications for command and control. Visual signals include arm and hand signals, pyrotechnics, smoke, flashing lights, and panel markers. The effectiveness of any signal will depend upon a set of prearranged meanings. Of course visual signals require that the receiver be able to see the signal. 

14.19.4. Sound Communications: Sound signals, like visual signals, depend upon a prearranged meanings. Sound signals include the use of the voice, whistles, horns, weapons, and other noise making devices to transmit simple messages over short distances. Their best application is as a command post warning alarms.

14.19.4. Wire Communications: Wire communications will not often be used during a work party undertaking. However, since it does have an application with other Prime BEEF activities such as beddown. Installing a wire network is time consuming, but is more secure than radios, and is subject to damage from vehicular traffic and other enemy offensive action. 

14.19.5. Messenger Communications: Messengers are a means of transmitting large and bulky items such as maps and documents, as well as oral and written correspondence. 

14.19.6. As you can see there are many types of communications and all have disadvantages and advantages. In the high tech world of today, you may have a computer to send and receive messages, or fax capabilities. Whatever types of communications you use always have a backup system. The following is a simple checklist for communication failure.  During any contingency checklists can be developed as situations warrant.

14.20. Communication Failure: There must be steps in place to cover the communication failure.

a. Assemble and brief runners to act as a backup communication system.

b. Alert the electrical response team to standby if required.

c. Notify base communications personnel of communication failure. (Runner)

d. Utilize fire crash truck public address system if needed / available.  

e. Utilize visual communication if available.

14.21. Key Personnel:  Personnel assigned to the DCC will play a vital part of the recovery operation. Depending on the availability of personnel the following is the typical manning in the DCC.

a. OIC of Operations

b. COIC of the DCC (3E6X1) 

c. Operations Management (3E6X1) 1-2 each (Plotters, Communications Operator, Plotter, etc.)

d. Logistics Personnel 1 each

e. Administrative personnel (1 each)

f. EOD Supervisor

g. Engineers (3E5X1) 1-3 each

h. Readiness (3E9X1) 1 each

i. Fire Dept Rep. May be at a different location (Maintain Contact with fire alarm control center)

j. Superintendents from the following shops utilities, pavements, structures, electrical, HVAC, 

14.21.1. In order to track who is in charge of each area the following checklist is to assign CE personnel to each position, as each contingency dictates.  CES Key position roster.

a. SRC Rep

b. DCC OIC

c. DCC NCOIC

d. Fire Chief

e. ARO NCOIC

f. Logistics Supervisor

g. RRR Area Supervisor

h. Critical Vehicles Supervisors

i. MAAS Supervisor

j. Airfield Lighting Supervisor

k. RRR Damage Assessment Supervisor

l. DECON Supervisor

m. Air Base Damage Assessment

n. Electrical Supervisor

o. Mechanical Supervisor

p. Structural Supervisor

q. Utilities Supervisor

r. DPCC Supervisor

s. E.O.D. Supervisor

14.21.2. The following functions are typically performed by the above personnel and are implemented when certain situations occur. Operations and duties are listed below.  

14.22. Force requirements: Normally Civil Engineering will be the primary unit to manage all base recovery and disaster contingency response. It may be necessary for Civil Engineering to be augmented by any or all units on Base, civilian employees or contractors as the need exists depending on the actual situation.

14.22.1. Employment, General: The Civil Engineering mission is to provide the support required to establish or restore the operational capability of an installation or area.  This applies to both peacetime and wartime operations in that the same basic functions will be conducted by mobile contingency response core and specialty engineering teams to include:

14.22.2. Force Beddown.  Force beddown is the prompt establishment of deploying units using either expedient facilities or existing facilities that have been expanded to support launch and recovery of air weapons systems at a Main Operating Base (MOB), Collocated Operating Base (COB), or Bare Base.  The expedient facilities may include modular or kit-type facility substitutes.  Civil Engineering contingency response forces and resources are used to beddown other deploying units and weapons systems.  The type of force beddown work includes, but is not limited to:

14.22.2.1. Revetting unsheltered aircraft, arresting barriers and other key operational resources.

14.22.2.2. Erecting fuel bladders and fuel bladder storage facilities.

Erecting Air Force bare base assets, hardening facilities and utility systems.

14.22.2.3. Constructing expedient housing, dining and sanitation facilities.

14.22.2.4. Establishing expedient sources for water, electricity and other needed utilities, including operation of water purification devices and portable generators.

14.22.2.5. Erecting prepackaged kits for munitions, avionics, and maintenance facilities.

14.22.2.6. Preparing the site for mobile control towers and other mobile or transportable information systems.

14.23. Emergency Repair of War Damage.  Emergency repair is defined as the least amount of immediate repair to damaged facilities necessary to accomplish the installation’s primary mission.  Emergency repair includes rapid runway repair (RRR) to provide a minimum operating strip for assigned and transient aircraft and a taxiway from shelters to the minimum operating strip.  Expedient methods and materials must be used to make emergency facility and utility repairs.  Examples of emergency repairs are to cover holes with plywood, shore weakened buildings, secure breaks in utility lines, eliminate hazards from live electrical wires, reroute utility lines above ground, and temporarily stabilize roofs, walls and floors.  Modular or kit type facility substitutes may be used if emergency repairs cannot be made to essential facilities in time to meet mission requirements.

14.23.1. Managing Air Force War Damage Repairs.  Since the amount of war damage may exceed the immediate repair capability of Civil Engineering resources, the work must be prioritized.  Initially, Civil Engineering forces must make rapid runway repairs to provide a minimum operating strip and taxiway from shelters to the launch strip.  Next, they must provide rapid minimum emergency repairs to critical command post and communications, aircraft, and weapons maintenance facilities.  Emergency repairs made to facilities must be expedient. 

14.23.2.  Operating and Maintaining Facilities and Installations during Contingencies.  This includes the maintenance and repair of real property, operation of utilities, and provisions for other services such as refuse collection and disposal, pest management and control, and snow removal.

14.23.3. Crash Rescue and Fire Suppression.  The fire department must maintain both aircraft and structural fire fighting and rescue capabilities.  Their primary responsibility must be crash rescue support.

14.23.4. Acquiring Material and Equipment to Perform Emergency Repairs.  This requirement includes procuring and storing necessary equipment and materials to ensure they are available during an emergency.

14.23.4.1. Contingency Response Teams.  Personnel are organized into mobile teams to get them to the deployed location and are then reconfigured into specific contingency response teams as follows:

14.23.5. Survival Recovery Center (SRC). The SRC is composed of several representatives from various organizations who conduct survival recovery operations in support of the deployed mission, including:  Mission Support Commander, Civil Engineering, Plotter, Disaster Preparedness, Security Police, Medical Squadron, Communications and Intelligence.  Specific Civil Engineering responsibilities to this staff include three positions:

14.23.5.1. The Civil Engineer representative is the liaison between the Base Commander and three critical subordinate control centers -- Fire Department, Civil Engineer Damage Control Center (DCC), and Explosive Ordnance Disposal (EOD).

14.23.5.2. The Plotter is responsible for posting/plotting critical information and status on available display boards.

14.23.5.3. Disaster Preparedness is responsible for the Disaster Control Group (DCG), and for setting up the Disaster Preparedness Control Center..

14.23.6. Damage Control Center (DCC).  The DCC becomes the management hub of Civil Engineering Contingency Response Operations at the deployed location.  The DCC is highly mobile and is able to operate from a personnel shelter or other location as required.  The DCC organizes and directs all Civil Engineering operations, consolidates damage inputs, directs responses and operates the Civil Engineering communication network to coordinate recovery operations.

14.23.7. Fire Department.  The general tasking of the Fire Department is to establish the fire suppression and crash rescue mission where one is not available, or to augment an existing in-place fire department.  This is generally accomplished by operations conducted from the main fire station (alarm control room) through Fire Response Teams.

14.23.8. Damage Assessment Teams (DAT).  These are specialized teams comprised of a cross-section of AFSCs as required to assess a general or specific type of damage, search and identify unexploded ordinances (UXOs), evaluate repair and demolition requirements, estimate manpower and equipment requirements, and coordinate on-scene recovery operations.  They are dispatched to a location or area by the DCC.

14.23.8.1. Facilities Damage.  Damage that occurs to everything except the airfield launch surface.  Usually 3-person DAT teams will be dispatched to assess and report the damage and follow-up teams will expediently repair the damage.

14.23.8.2. Airfield Damage.  Damage to the airfield including runways, taxiways, aprons, etc, utilized to launch aircraft.  Usually 2 each 3-person DAT teams are combined to form a 6-person ADAT team.

14.23.9. Damage Assessment and Repair Teams (DARTs).  These teams are of variable sizes and AFSCs necessary to perform expedient repair of facilities and utilities other than RRR.  They can be of 2 specific types.

14.23.9.1. Specific Function DARTs, including:

a. Pavements.  Rescues, wrecks, demolishes, excavates, clears and removes debris, repairs pavements and decontaminates areas.

b. Structures.  Rescues, demolishes, shores, repairs, and restores damaged facilities, and constructs temporary facilities.

c. Mechanical.  Restores or expediently re-establishes essential utilities to critical Base facilities.

d. Electrical.  Restores or expediently re-establishes electrical power to critical Base facilities.

e. Sanitation.  Repairs, restores, or expediently re-establishes water and waster systems, conducts entomological prevention, and controls insects, rodents, pests and vegetation.

14.23.9.2. General Function DARTs are a combination of various skills required to repair a specific type of damage.

14.23.10. Decontamination Teams.  These teams are variations to the DRT teams and include people specifically trained on decon equipment and procedures.

14.23.11. Rapid Runway Repair (RRR) Team.  This team is composed of 11 specialized crews/functions and is responsible to assess and report damage to airfield pavements, plot damage to the airfield (craters, spalls, bomblets, unexploded ordinance (UXO)), select candidate 50’ x 5000’ minimum operating strips (MOS) and repair pavements to allow aircraft operations off the MOS.  The crews/functions supporting the RRR mission include:  

14.23.11.1.  SRC:  Advises Base Commander of damage and MOS locations, monitors progress of repair operations and redirects priority resources as necessary to achieve the commander’s objectives.

14.23.11.2. DCC:  Implements commander’s objectives by management and direction of the specialized recovery teams.

14.23.11.3. ADAT:  Teams assess war damage to airfield surfaces, report damage types, sizes and locations to MOS selection crew and mark location of centerline of MOS to be repaired.

14.23.11.4. MOS Selection Crew:  Monitors incoming damage reports by ADAT teams, plots damage on a runway map, selects 3 candidate MOS strips, briefs candidate locations to DCC/SRC for commander’s decision on which area to repair.

14.23.11.5. Field OIC of RRR:  Takes responsibility for field execution of RRR mission including management of overall process and execution of RRR checklist.

14.23.11.6. Field NCOIC of RRR:  Implements RRR checklist and coordinates heavy construction/repair between crater, hauling, mat and spall repair crews.

14.23.11.7. Crater Crew:  Directs repair of crater damage to airfield surface.

14.23.11.8. Hauling Crew:  Transports airfield repair vehicles, equipment, materials and personnel to the repair site.

14.23.11.9. Mat Crews: Fiberglass matting or AM-2 matting is assembled and placed over the repaired surface.

14.23.11.10. Spall Crew: Repairs spalled pavements with elastromeric or asphaltic mix.

14.23.11.11. Centerline Crew: Paints the centerline on the new MOS.

14.23.12. Disaster Preparedness Control Center.  The DPCC becomes the management hub for the DPCC Response Operations at the deployed and in-place locations.

14.23.12.1. The DPCC equips and provides information on a continuing basis to the Disaster Control Group (DCG) and the Disaster Response Force (DRF).

14.23.13. Mobility Operations. The Civil Engineering Contingency Response Force is organized into mobile engineering core and support teams utilizing the building block concept to meet mission needs.  The specific purpose of mobility operations is to deploy the civil engineering force to a desired location where it is organized into specific contingency response teams.  Core teams can be augmented by support teams to establish the size of the civil engineering force required to support the operation.

14.24. Key Assumptions: It is assumed that the Survival Recovery Center (SRC) is activated and that all actions of Civil Engineering, Fire Department, ABR, and EOD will be a coordinated effort with other base activities.

14.25. Operational Constraints: Multiple events, either natural or wartime, may happen at a rate or size that response may be limited depending on manpower and /or materials available.

14.26. Time to Commence Effective Operations: 

14.26.1. Mobility teams are simply a management tool to organize the Civil Engineering Contingency Response Force via the building block concept and to transport it to a deployed location.  Normally forces will be mobilized in less than 28 hours.

14.26.2. Once Civil Engineering personnel arrive at a deployed location they organize into a work force similar to that of the peacetime structure to accomplish force beddown requirements.

14.26.3. The Civil Engineering work force then transitions into a contingency response mode for performing recovery operations following an attack, by forming specialized contingency response teams.

14.26.4. Force Beddown. Construction work accomplished during this phase of operations, according to pre-established priorities, are as follows:

(1) Category 1. The Airfield: Runway, taxiways, hardstands, apron and other airfield pavements, navaids, barriers, airfield lighting and markings, overruns and approach zones.

(2) Category 2. Sanitary Facilities:  Kitchens, dining areas, showers and latrines.

(3) Category 3. Direct Operational Support Facilities Ammo Storage:  Storage and distribution of aviation fuels and lubricants.

(4) Category 4. Maintenance, Operations and Supply Facilities:  Aircraft maintenance, base shops, operations buildings, base communications, photo labs, fire stations, weather facilities, general storage and medical.

(5) Category 5. Indirect Operational Support Facilities:  Roads and exterior utilities (water supply, electric power, central heat plant, etc.).

(6) Category 6. Administration and Special Housing:  Headquarters, personnel services, recreation and welfare, and enlisted and officer quarters.

(7) Category 7. General Housing:  Enlisted and Officer

14.26.5 Emergency War Damage Repair (WDR).  This repair of essential facilities following an attack or disaster is accomplished in expedient fashion (short term fix) according to pre-established resource priority lists.

14.27. Command and Relationship: The following generally apply to management of the Contingency Response Force:

a. The Civil Engineering Commander is the acting Contingency Response Force Commander.

b. The Civil Engineering Commander generally occupies the SRC as the Civil Engineering representative or SRC Commander.

c. The Chief of Operations generally manages the DCC.

d. d.The Chief of Resources and Requirements generally manages the RRR team

14.28. The following is the flow chart for information. Please Note: Information does not flow one way but up and down the chain.


14.29. Predeployment Planning: The 3E6X1 is a vital part of the pre-deployment planning and should be involved in all aspects of the planning including being a member of the advance deployment team. The NCOIC of operations management team needs to know what is available at the deployed site and what resources are available. There are numerous checklists and information available to assist you during your pre-planning phase and they are available from AFCESA and other Air Force publications. You should include these in your deployment kits. The following are some general checklists that may assist you in your planning process. Please NOTE: The checklist was developed for generic contingencies and you can develop the checklist as your own as it fits your needs.

14.29.1. One of the main tools to be used by the theater civil engineer planner is the Joint Engineer Planning and Execution System (JEPES). JEPES is the computer model used by theater planners to estimate theater‑level wartime requirements for facilities, construction material, and civil engineer capability in support of deployed U.S. forces.

14.29.2. The civil engineer's base and contingency support planning provide complementary detail to the joint planning requirements. For example, the civil engineer's Contingency Response Plan provides needed detail to permit rapid implementation of joint planning efforts.

14.29.3. In planning for any contingency, the civil engineer support plans should make maximum use of local resources. For short duration operations, facility requirements normally will be met through use of existing facilities, organic field equipment, and portable facility substitutes such as Harvest Falcon and Harvest Eagle sets. When the situation may involve longer term, sustained operations, maximum use is made of modular or pre-engineered facilities and supporting utilities. The civil engineer must consider environmental and force protection policies in its support planning. Air Force instructions require the Environmental Impact Analysis Process (EIAP) be conducted on contingency plans; performing the EIAP during planning may reduce or eliminate environmental impacts that would otherwise result from contingency operations. In the absence of specific command guidance, engineers will analyze the threat and expected damage and plan for sufficient facility hardening, dispersal, NBC warfare defense, and toned-down/camouflage to ensure the survival of adequate facilities, equipment, and personnel to continue essential combat support operations.

14.29.4. While the deployed civil engineer's focus is beddown and subsequent sustainment, they must always be cognizant and ready to recover the base from enemy attack. When operating in areas that put resources in harm's way (a function of specific instructions or based on an analysis of the known threat), the civil engineer must ensure sufficient high threat capability is present.

14.29.5. Prime BEEF Mobility Employment: The principal objective of the deploying Prime BEEF team is to beddown and support a deploying aircraft squadron. While there are numerous variables in size and mission associated with each different type of aircraft squadron, the civil engineer's tasks are similar in type, though scope and intensity may vary greatly. The following page shows an overview of Prime BEEF's principal employment categories. Beddown constitutes the first and most important effort for civil engineer contingency employment.

14.30. Force Beddown: Force beddown generally divides into three categories‑aircraft, personnel, and infrastructure support. Aircraft support provides the maintenance shops, hangars, squadron operations, munitions storage, fuel storage, and other facilities directly supporting the flying mission. Personnel support provides the housing, feeding facilities, latrines, showers, administrative offices, and other indirect support facilities. Infrastructure support provides the utility systems, solid and hazardous waste disposal, roads, and communications which serve the beddown site. Beddown locations range from main operating bases with adequate existing facilities to bare bases with no facilities other than runways, taxiways, and aircraft parking aprons. As indicated earlier, the unpredictable nature of Air Force deployments dictates civil engineers are able to provide beddown support under a variety of conditions/scenarios. There are three beddown stages: initial, intermediate, and follow‑on, leading to sustainment of operations. The task discussions below outline the most severe base development requirements‑a bare base. As more of a deployment base's facility and infrastructure assets are host nation provided, the civil engineer's job focuses more on repair, renovation, and operation and maintenance.

14.30.1. Initial Beddown Stage: During the initial stage of base development, engineer efforts are concentrated on accomplishing those tasks that are necessary to meet the mission requirement within 72 hours. The following outlines typical tasks accomplished during the initial phase of beddown. Not in priority order.

a. • Develop and establish water points

b. Haul water to purification site 

c. Establish basic water treatment plant 

d. Haul potable water to water points or pump to distribution system

e. Establish around‑the‑clock airfield support operations

f. Inspect and repair/mark airfield pavements as required 

g. Verify aircraft arresting system serviceability, or install mobile aircraft arresting system 

h. Verify airfield lighting serviceability, or install emergency airfield lighting system

i. Establish fire protection capability, particularly flightline fire‑crash‑rescue

j. Assist with fuel system set‑up

k. Provide mission essential power to critical facilities using mobile generators

l. Set‑up emergency/security area lighting

m. Perform EOD inspection of entire installation

n. Set up engineer command and control center and billeting/dining area

o. Operate engineer control center to control work effort for duration of deployment

p. Establish munitions holding area

q. Prepare site plan for entire installation, e.g., facilities, roads, utility systems

r. Provide site preparation support for NAVAIDs and mission critical facilities

s. Lay out facility groups and roads, grade primary roads to major facility group areas 

t. Start layout of utility systems 

u. Assist with shelter setup

v. Establish force protection measures in conjunction with Security Forces

w. Establish engineer supply points

x. Establish basic base defense network

y. Check host nation environmental restrictions/regulations for water, waste, siting, etc.

z. Establish environmental protection plan

aa. Establish expedient field latrines

ab. Establish a taxi/bus service to move work crews to and from work areas

ac. Establish base alerting system and contamination control areas

ad. Establish locations for NBC detectors, collective protection systems, and contamination control areas, etc.

ae. Perform initial hazards survey for radiological waste, heavy metals, HAZMAT, etc.

af. Prepare base denial plan

ag. Obtain, disseminate, and maintain information on:

ah. Threat‑related details and instructions (force protection purposes) 

ai. Site‑specific environmental needs and precautions (heat/cold/survival info)

aj. Initial and planned command, control, and communications details, including systems, personnel, positions, responsibilities, locations, etc. (tools to "hit the ground running")

ak. Reporting and documentation requirements (to satisfy wing and MAJCOM). The data is needed to build lessons learned)

al. Local contracting authority

14.30.2. The following are simple beddown checklist that you could use in any contingency. By the determining the number of personnel and aircraft type you can determine the team compositions and priorities.

FORCE BEDDOWN 






YES 
NO  
NIA

1) Appoint OPR from Civil Engineering for developing the Force Beddown Plans.

2) Obtain map of Base/area for which beddown will be required.

3) Establish points of contact for Beddown Plan with:

a. LGX

b. Host Nation

c. Other agencies as required

4) Obtain data from LGX about in‑bound forces. Include:

a. Number of personnel in‑bound.

b. Amount of equipment1supplies.

c. Arrival times.

5) Obtain specific information from other agencies/units to be bedded down including:

a. Proposed asset dispersal locations.

b. Complete functional area location for each agency/unit.

6) Develop the Beddown Construction Priorities List (Atch 1); include all functions to be bedded down, their specific location and the specific construction requirements. Include hardening requirements. Insure priorities are sanctioned by the US forces command element (agreed upon by all key agencies).

7) Determine the number of people to be bedded down, specifically:

a. Male Officers:

b. Female Officers:

c. Male Airmen:

d. Female Airmen:

8) Complete Admin/Housing Space requirements Table (Atch 2) based on number of people to be bedded down.  

9) Determine number of tents required for Administration and Housing facilities.

10) Complete Admin/Housing Tent Summary Table (Attch 2).

11) Determine concept proposal on Tent City for briefing to SRC, Include:

a. Tent City Layout (layout will be determined according to situation).

b. Functional locations within Tent City.

c. Proposed Expansion Plan (for beddown of additional forces).

d. Utility Requirements and Proposed Connections. (Water, Electricity, Sewer)

12) Develop a construction plan/work schedule for Civil Engineering operations to perform required construction in priorities dictated by the Beddown Construction Priorities List.

13) Insure Host Nation representative is kept informed at each step of beddown process, especially on proposed construction.

14.30.3. Intermediate Beddown Stage: During the intermediate stage of base development, emphasis is on either erecting all Harvest Falcon assets or ensuring serviceability of existing facilities, and placing utility systems in service. Some engineer manpower is devoted to system operations and maintenance. The thrust during this stage is to provide the ability for all base agencies and functions to establish operating capability within the first ten days of deployment. 
Not In priority order.

a. a.Lay out aircraft revetments and start construction  

b. Expand aircraft parking areas, as required 

c. Construct expedient berms for munitions storage area 

d. Clear hazards in airfield clearance zones 

e. Clear perimeter areas and expand base defense network 

f. Establish fully functioning water plant  

g. Install over‑the‑ground pipeline and pumps from water source to treatment plant  

h. Lay out flexible hose for initial water distribution system to latrines, kitchens, and storage  

i. Connect facilities and systems requiring water to the flexible hose distribution system  

j. Start above‑ground layout and connection of hardwall water distribution system once  softwall distribution system   is in service

k. Install static grounds at fueling points, arming pads, hot cargo pads, maintenance areas, munitions areas, etc.

l. . Identify utility isolation points 

m. Establish field deployable latrines and shower/shave units

n. Establish a waste collection capability using sewage collection trailers  

o. Start construction of evaporation ponds/stabilization lagoons 

p. Level sites and constructs berms and dikes for POL storage areas 

q. Grade road network throughout installation

r. Establish power plant using 750 KW generators 

s. Lay outs and connects electrical distribution system 

t. Connect base facilities to power system 

u. Place available MEP generators into service as backup power for mission essential facilities once primary power is established 

v. Develop load shedding plan

w. Erect engineer maintenance and shop facilities 

x. Provide technical guidance to other base organizations on temporary facility erection 

y. Start sanitary landfill operation (in an area that will not create a bird air strike hazard)

z. Install heaters in facilities 

aa. Establish environmental protection procedures (i.e., develop spill control plans)  

ab. Establish hazardous waste control areas 

ac. Prepare site‑specific plans for operations in an NBC‑contaminated environment 

ad. Stand up NBC operations cell and reconnaissance teams 

ae. Create facility priority lists and pre‑fire plans for emergency response

14.30.4. Follow‑on Beddown Stage. During the follow‑on stage, Harvest Falcon or Harvest Eagle final installation takes place. Survivability enhancements to the base's facilities are. accomplished. Most of these tasks should be completed within the first 30 days. Figure 4‑7 outlines typical engineer tasks in the follow‑on stage.

14.30.5. Follow On Beddown Tasks, not in priority order:

a. Build fixed defensive fighting positions around base perimeter 

b. Build and place obstacles supporting base defense requirements 

c. Construct basic personnel shelters for survivability purposes 

d. Bury the hardwall water distribution system  

e. Connect all facilities requiring water to the hardwall pipe system

f. Harden critical facilities/utilities nodes with revetments, sandbags and berms 

g. Install air conditioners 

h. Construct aircraft and vehicle wash racks 

i. Install Harvest Falcon sewage collection system 

j. Connect showers and latrines to sewage collection system 

k. Bury electrical distribution cables that were originally on the ground surface 

l. Establish ice making capabilities within water plant 

m. Modify host nation provided facilities for U.S. use 

n. Site and develop dispersal locations 

o. Perform camouflage, concealment, and deception activities with available resources 

p. Prepare an emergency disposal range for EOD use in munitions destruction

14.31. Sustainment: The transition from beddown to sustainment is reached when most of the temporary assets (e.g., Harvest Falcon) support work is complete and the engineer's operational focus shifts to operations, maintenance, and upgrade activities. The anticipated duration of the deployment drives the extent of many of these activities. Typical engineer tasks during this period will be those shown in Figure 4‑8 on page 17.

14.32. Reconstitution: Prime BEEF, and all other users of bare base facilities and equipment, will be responsible for properly preparing their facilities and equipment for loading and shipment. Facilities and equipment are packaged and marshaled in accordance with the guidance provided in the redeployment section of the unit mobility plans and in a manner which provides the least disruption of base support. Civil engineering personnel will aid others in the packaging and marshaling of their facilities and equipment on a time available basis. Each user is responsible for bare base asset preparation and turn‑in to aerial port personnel for eventual loading and transport. This preparation includes cleaning, damage reporting, proper packing and delivery to a designated location. Reconstitution phasing will typically be incremental and associated with the planned phase‑down of the base support functions. The depot level reconstitution of bare base assets will typically be accomplished by others (e.g., 49 MMG at Holloman AFB, NM). Depot level reconstitution for the various end‑item assets includes missing parts replacement, damaged item repair, and repacking and storage for the next use.  Not in priority order:

a. Improve personnel protective shelters 

b. Increase hardening features of base facilities 

c. Increase security measures such as area lighting and fencing 

d. Replace temporary pavement surfaces or repairs with permanent fixes 

a. Construct permanent berms for munitions storage areas 

b. Provide maintenance and repair support to Harvest Falcon/Eagle assets and U.S. used in‑place facilities/utilities 

c. Provide essential services such as utility plant operation, refuse collection, airfield sweeping, snow removal, fire protection, environmental protection, and hazardous waste management 

d. Upgrade roads through use of soil cement, asphalt paving or crushed stone 

e. Construct flooring in non‑critical facilities 

f. Establish material stocks for potential base recovery efforts 

g. Develop contingency response plans for base recovery and natural disasters 

h. Establish supply contracts with local vendors 

i. Develop contingency training and exercise programs 

j. Provide quality of life improvements, such as increased square footage, air conditioning, etc. 

k. Construct recreational facilities 

l. Provide increased utility support to outlying and heavily populated areas 

m. Construct protective structures such as sun shades and wind breaks

n. Identify augmentation teams for shelter operations, contamination control areas, BRAAT operations, etc.

14.33. Restoration. At the conclusion of the deployment the host nation owned land and facilities made available for U.S. use must be restored. The host nation status of forces agreement or other binding bilateral document will normally describe the restoration conditions required. The civil engineer will be responsible to accomplish this task or coordinate with the host nation to have it done. Typically, the restoration will be accomplished by contract, usually through host nation auspices. Site restoration to host nation stipulated conditions are an important step to successfully bring final closure to the deployment. An inadequate site restoration effort could generate adverse political, environmental, and economic ramifications.

14.34. Recovery: The civil engineer is a key ingredient for rapidly recovering a base and its assigned mission from damages inflicted during contingency operations. Proper application of contingency base operations techniques is critical to minimize potential damage and recover the base from whatever damage may have occurred.

14.35. Manpower is based on many factors and contingencies. Typically in a wartime scenario US forces are built against Unit Tasking Codes (UTC).  This does not mean that you will have the exact number of Civil Engineer AFS during a contingency. You may have a fragmented UTC, a full UTC or a combination of CE UTC's. The following are some of the UTC's that you may have available. The main issue here is to build your teams with the available personnel that you have.  Also you may have civilians or contractors available to assist you during the contingency that you are involved with.

14.35.1. Background. Prime BEEF is the primary organizational structure for supporting both mobility and in‑place contingency requirements. The structure, organization, and size of the Prime BEEF program have continuously evolved with the needs of the Air Force, though its support role and associated specific capabilities have remained relatively constant. Its genesis grew out of the experiences and needs of the Lebanon crisis of 1958, Berlin crisis of 1961 and the Cuban Missile Crisis of 1962. However, it was Southeast Asia (Vietnam) that first tested the concept when, in 1965, Prime BEEF teams deployed to erect aircraft revetments, construct barracks, and perform electrical and plumbing work. Eventually over 1,600 personnel from nearly 60 Prime BEEF teams had responded to urgent facility support requirements. The need for a rapid response, skilled infrastructure support system was set in concrete from that time. Since those early days explosive ordnance disposal (EOD) and disaster preparedness capabilities have been added to the civil engineer (and by extension Prime BEEF) functional responsibilities. Civil Engineer EOD personnel protect air and space systems from the effects of hazardous explosive ordnance, materials, and devices. Civil Engineer Readiness personnel assist command authorities and base personnel in mitigating the effects of nuclear, biological, and chemical warfare, and perform emergency management operations for contingencies and natural disasters.

14.35.1.2. The Prime BEEF concept has repeatedly proven itself, receiving high marks from senior leadership for its responsiveness and can do capabilities, supporting the various conflicts and military operations other than war that continue to occur around the globe.

14.35.1.3. Prime BEEF manpower requirements are based on recurring military force sizing reviews. The actual positions which support Prime BEEF requirements are identified from within peacetime authorized manning at selected Air Force bases.  Prime BEEF supports two essential components of wartime requirements ‑ mobility and base sustainment missions. First, the most widely recognized aspect of Prime BEEF, its mobility capability.

14.35.1.4. Prime BEEF Mobility. The Prime BEEF mobility program is, structured as part of the Air Force's concept for core Unit Type Code (UTC) packaging. The Air Force Council approved this concept in January 1990, ". to improve overall Air Force combat capability by providing a consistent, coherent, and readily identifiable force structure which delivers the essential combat, combat support, and combat service support for the projection of global air power." The basic concept is to source the deployment requirements tasked in Operations Plans (Oplans) and fully integrate combat support with the deploying flying unit. 

14.35.1.5. The civil engineer's Prime Beef Mobility structure is best understood by addressing four UTC groupings: core, destination unique, round-out, and tailored.

14.35.1.6. Core UTCs include Lead and Follow teams whose mission focus is to beddown the forces. The following UTC's give the number of personnel for each UTC. For a breakdown of the UTC by AFS, refer to Prime BEEF managers handbook.

1) Lead Teams:

a. 4F9E5, Active duty Engineer and Fire Team - 132 Personnel

b. 4F9E6, Reserve Engineer Team, Note: The ANG no longer has lead teams. - 111 personnel.

c. 4F9F3, AFRES and ANG Fire Team - 24 personnel.

d. 4F9X1, Explosive Ordnance Disposal Team - 6 personnel.

2) Follow Teams:

a. 4F9E7, Active duty Engineer and Fire Team - 61 personnel

b. 4F9E8, AFRES and ANG Engineer Team - 55 personnel

c. 4F9F2, Active Duty Fire Team - 12 personnel

d. 4F9F4, AFRES and ANG Fire Team - 12 personnel

e. 4F9X2, Explosive Ordnance Disposal Team - 4 personnel

3) Destination Unique UTCs

a. 4F9AC, Civil Engineer Maintenance, Inspection, and Repair Team (CEMIRT)

a. 7 personnel provides depot level maintenance of major electrical power generation and distribution systems, and mobile and fixed aircraft arresting systems.

b. 4F9AD, Pavements Evaluation Team

c. 4 personnel provides airfield pavements technical expertise and guidance for design, construction, and repair. Team uses destructive and non‑destructive techniques to evaluate pavement structural integrity

d. 4F9S4, Fire Protection Staff Augmentation Team 3 personnel provides unified command, major command, numbered Air Force, or combined/Joint Task Force command staff augmentation for fire protection.

e. 4F9S6, Engineer Staff Augmentation Team 12 personnel provides unified command, major command, numbered Air Force, or combined/Joint Task Force command staff augmentation for engineer management, technical design, construction, construction management, and command and control.

f. 4F9AF, CES Prime BEEF Self‑Sustainability Package I package USAFE developed supplemental team kit to increase self‑sustainability of a deployed Prime 13EEF Follow team to seven days. Allows capability for feeding, limited power generation, billeting, communications, and command and control when the team is employed separately from a major Air Force operational deployment.

g. 4F9SW, CES Snow Removal 1 set equipment only, used to provide 24 hour snow removal capabilities for direct airfield support up to and including a 10,000 foot by 150 foot active runway.

h. 4F9E9, CES Prime BEEF Enroute Support Team 20 personnel multi disciplined engineer team to provide direct airfield support, limited initial beddown and operations and maintenance support for AMC mission support forces at strategic airlift on load, off load, throughput, and enroute bases.

i. 4F9XB, Explosive Ordnance Disposal Contingency Support Team 6 personnel provides EOD support principally to Air Mobility Command worldwide tanker airlift control element operations.

4) Round‑Out UTCs

a. 4F9D I, Disaster Preparedness High Threat Augmentation Team- 2 personnel

b. 4F9D2, Disaster Preparedness High Threat Equipment I set

c. 4F9XA, Explosive Ordnance Disposal Management Team 2 personnel

d. 4F9X3, Explosive Ordnance Disposal Support Equipment Support equipment and 2 personnel

e. 4F9X9, Explosive Ordnance Disposal High Threat Augmentation Team 2 personnel

e. 4179X6, CES Armored Base Recovery Vehicle I each

f. 4F9X7, CES Armored Munitions Clearance Vehicle I each

14.36. Communications: We discussed communications in the previous sections. Typically during a major contingency you will probably be using the Scope Shield Radios. If CONUS you will probably use your base stations or cell phones. As we discussed earlier there are many different types of communications and what you have available may vary from place to place.

14.37. Resources: Construction tools, equipment, and supplies necessary for the civil engineers to do their jobs are available throughout the world. Bulk materials (e.g. sand, gravel, concrete, asphalt, lumber, metal, etc.) are fairly common and available when the tasks involve standard physical plant maintenance and repair activities. With the variety and quality of commercial contractors in existence, equipment installation, maintenance, and repair, particularly in foreign countries can present unique challenges. As the civil engineer deploys to a foreign location, the ever growing amounts of specialized equipment and associated controls, language difficulties, and unique sizes and types of infrastructure provide difficult challenges.

14.38. When rapid mobility response is required, as would be the case in a contingency, pre-packaged temporary shelters, structures, and equipment are essential. The Air Force developed bare base war readiness material (WRM). WRM assets are centrally procured and regionally stored to provide rapid response support to contingency operations. The most current types of WRM assets are configured HARVEST FALCON AND HARVEST EAGLE S sets. This material was purchased and designed to address all aspects of a bare base: flightline, industrial, and housekeeping. 

14.38.1. We discussed resources briefly before and determined where and how to procure additional materials. Bare Base assets are designed to support any aircraft weapon systems. Where mobility assets fall short, or additional items are needed, the civil engineer must look to the local, regional, or United States for equipment and supplies. You can read more about the HARVEST FALCON and HARVEST EAGLE sets in AFPAM 10-219.

14.39. Sustainment: Work Request: During peacetime work request generally come to the PCC on the standard form AF Form 332. During a contingency the information may come over a phone, radio, verbal or written on a piece of paper. The main concept here is to track and record the work request. As time allows the paperwork can be completed and formally prepared. It is very important to track and maintain the log of work request. Most requests that come during a contingency are real world, needed immediately in the eyes of the requestor. This may not be a priority in the eyes of the SRC and DCC. The SRC will determine the priorities and to the way and manner in which the requests will be accomplished. This could mean that you do nothing, make expedient repairs or simply hold the requests for later. 

14.39.1. The transition from beddown to sustainment is reached when most of the temporary assets support work is complete and engineers operational focus shifts to operations, maintenance, and upgrade activities. The anticipated duration of the deployment drives the extent of many of these activities. The following are typical sustainment tasks.  The importance of tracking and recording work request because they are important for follow on reports, end of deployment reports and lessons learned.  Not in priority order:

a. Improve personnel protective shelters 

b. Increase hardening features of base facilities 

c. Increase security measures such as area lighting and fencing 

d. Replace temporary pavement surfaces or repairs with permanent fixes 

a. Construct permanent berms for munitions storage areas 

b. Provide maintenance and repair support to Harvest Falcon/Eagle assets and U.S. used in‑place facilities/utilities 

c. Provide essential services such as utility plant operation, refuse collection, airfield sweeping, snow removal, fire protection, environmental protection, and hazardous waste management 

d. Upgrade roads through use of soil cement, asphalt paving or crushed stone 

e. Construct flooring in non‑critical facilities 

f. Establish material stocks for potential base recovery efforts 

g. Develop contingency response plans for base recovery and natural disasters 

h. Establish supply contracts with local vendors 

i. Develop contingency training and exercise programs 

j. Provide quality of life improvements, such as increased square footage, air conditioning, etc. 

k. Construct recreational facilities 

l. Provide increased utility support to outlying and heavily populated areas 

m. Construct protective structures such as sun shades and wind breaks

n. Identify augmentation teams for shelter operations, contamination control areas, BRAAT operations, etc.

14.40.Host Nation Support Agreements: Real Property. The minimum requirement for deployment of an Air Force flying unit to a specific location is a runway and water. The host nations supporting the deployment offer one of two real property conditions ‑‑ occupied host nation air bases or unoccupied host nation air bases. For non‑flying deployments the host nation offered real property support will normally be tied as closely to the mission requirements as possible, but could be simply an isolated, bare piece of land.

14.40.1. Host Nation Bases. In situations where U.S. forces deploy to host nation occupied air bases (collocated operating bases), they become tenants with specific facilities and areas of the base made available. Under these conditions the host nation shares the airfield (runway, taxiways, and parking aprons), but proffered airfield buildings and base support facilities will probably be limited. The civil engineer must plan and develop the U.S. portion of the base to accommodate the deployed forces, factoring in renovation, maintenance and repair requirements for existing facilities and infrastructure. At locations where the U.S. is offered an unoccupied host nation base, the civil engineer can usually expect a significant amount of renovation, maintenance, and repair effort to meet minimum deployment requirements. Joint Support Agreements, Status of Forces Agreements, or other country‑to‑country agreements will dictate tenant and host responsibilities throughout the deployment.

14.40.2. Non-Flying Deployments. Normally the host nation and the U.S. will have agreed to the provision of specific land, facilities and other infrastructure to meet the deployment's mission needs. Conditions range from full facility and utility support to nothing but a bare piece of land, but at the right location. The civil engineer must plan and develop a comprehensive package to ensure all infrastructure aspects of the deployment are met. Once again, Joint Support Agreements, Status of Forces Agreements, or other country to country agreements will dictate U.S. responsibilities throughout the deployment.

14.40.3. Other Host Nation Support. Besides land and facilities, host nation agreements may specify labor, supplies, equipment, and base services that the host nation will provide. Even if there is no specific requirement to use host nation support, at most locations local nationals can provide services such as refuse and hazardous waste collection, construction equipment rental, supply delivery, custodial support, and varying degrees of construction, base maintenance, and utility systems support. Depending on the deployment mission and identified threats, force protection measures may mitigate against extensive use of local national labor.

14.40.4. Host Nation support agreements vary from country to country and can become very complex. It is not expected for you to know how to write the agreements but to understand the agreements. The work request that you have civil engineer's perform may effect the agreement. This is why it is important that you understand the agreements and limitations. Typically Host Nation Support Agreements are written by CE/CC and reviewed and negotiated by the contracting officer and depending on the complexity of the agreement is reviewed by legal. When someone refers to a Memorandum of Understanding (MOU) it is the same as an agreement. 

14.41. Quality Assurance Evaluator (QAE): The QAE individual is appointed to evaluate contractor compliance with the contract documents.

14.41.1. Post Deployment Planning: The contingency has been resolved and things have slowed down. What happens next may or may not be a monumental task. Post Deployment Planning is as important as pre-deployment planning. It depends on the size and nature of the contingency. If it was full bare base beddown or a natural disaster and USAF equipment and supplies are scattered about, they must be cleaned, repaired and stored. This calls for a logical and systematical approach.  Every contingency is different and levels of effort will change. If you think about how the contingency started and have an accurate log of work requests and the list of the equipment and supplies that were used, you can do a preliminary list of work requirements by reversing the order (somewhat). Once the work outlines have been developed to start the clean up and repacking of the equipment and supplies, start thinking about the reconstitution and restoration.

14.41.2.  After action reports are necessary to give our leaders, planners, and MAJCOM's the GOOD, THE BAD, AND THE UGLY. Reports give you the opportunity to explain what happened, why it happened, what worked and didn't work, and recommend changes to the way we do our business. This flow of information is based on the accumulation of data that the DCC has collected. Depending on the situation, the 3E6X1 may not write or sign the report, but will play a vital part in creating the report. An after action report can be a simple or complex report. It is hard to judge the size or complexity of the report without knowing the contingency. If the report is based on a regional conflict, such as Desert Storm then the report will be quite complex, with many players. If it is a small recovery effort (Natural Disaster), fire, tornado, at a local community and the USAF was the local neighbor and asked to assist with the recovery then the report would be a simple report. Normally during natural disasters or other incidents, civilian agencies, such as FEMA, or local police contain or managed the contingency. 

14.41.3. During a major war, MOOTW, or other major military operation we will be involved heavily and our commanders will rely on our expertise and documentation to generate their reports. As a general rule and as time allows you should track any problems that occurred with equipment, contracts with locals, supplies, and manpower. The following are typical topics or sections of an after action reports that will need to be generated from the data DCC generates.

a. Personnel:  This involves the number of CE personnel by AFSC that was involved in the contingency, typically, the information that is being sought, was the AFSC mixture correct. 

b. Equipment: This just explains what type of equipment was used. If bare base it could be harvest falcon sets, and what if any problems were associated with the equipment.

c. Supplies: Supplies are always a challenge and it seems that there is never enough of something and too much of another. Logistics play a large part if the material is coming from CONUS to OCONUS. In some situations equipment and supplies come at the wrong time or sequence. If there is a problem in this area, the situation needs to be tracked and reported so the next contingency the situation may be corrected. Don't forget the Damage reports for bare base assets. 

d. Contracts with local Suppliers / Contractors: This involves QAE responsibilities, time and energy. The reports generated from this involve many players. The contract could not be written well, may not cover enough areas, or any combination of things. This normally can be corrected in the field with change orders, addendum's, etc. 

e. Other Reports: As we had stated earlier that no two contingencies will be the same and all have their unique challenges. There is many other after action reports that may need to be generated and it is difficult to determine until the situation arises. 

14.42. Reconstitution: Prime BEEF and all other users of bare base facilities and equipment, will be responsible for properly preparing their facilities and equipment loading and shipment. Facilities and equipment are packaged and marshaled in accordance with the guidance provided in the redeployment section of the unit mobility plans and is handled with the least disruption to base support. Civil Engineering personnel will aid others in the packaging and marshaling of their facilities and equipment on a time available basis. Each user is responsible for bare base asset preparation and turn in to aerial port for eventual loading and transport. This preparation includes cleaning, damage reporting, proper packing and delivery to a designated location. Reconstitution phasing will typically be incremental and associated with the planned phase down of the base support functions. The depot level reconstitution of bare base assets will typically be accomplished by others. Depot level reconstitution for the various end item assets includes missing parts replacement, damaged item repair, and repacking and storage for next use. 

14.42.1 Re-palletize: This function typically relates to unit unique requirements such as consolidated tool kits, individual tool kits, and other unit equipment. The principle works the same as reconstitution. Inventory all the equipment and supplies that were brought, make a list of broken, damaged, or missing parts and when your unit arrives back to home station, repair, replace, clean and re-palletize your units equipment, to make sure your unit is ready for the next contingency. The following checklist may assist in re-palletizing your equipment. There also should be members on your team that are pallet build up trained. There are several versions of the proper way to lay in Prime BEEF equipment onto the pallet. The pallet build up manual is based on UTC's.  If at all possible check with the Aircraft Loadmaster to insure what the requirements are.

14.42.2. Palletized Cargo:  All Purpose Checklist follows:

1. Normally all pallets are shipped with three point dunnage, 4X4 inches with a minimum length of 88 inches.

2. Pallets should be clean and free of oil, grease, etc.

3. Pallets should not be warped, which will effect or bind the dual rail system during loading process.

4. There must be no bent lips on either side of the 88 inch pallet.

5. Is the pallet and load compatible with the aircraft width, height, and weight limitations. Use pallet cargo dimensions for C-141 and C-5 aircraft are 84" long by 104" wide - no safety aisle is required. For C-130 aircraft make sure there is:

a. A minimum of 14" between the outer edge of the cargo and the aircraft beginning no more than 36" above the cargo floor.

b. A minimum of 30" between the outer edge of the cargo and the aircraft beginning no more than 60" above the cargo floor.

c. Please note: We did not have the requirements for C-17 aircraft. 

6. All tie down equipment must be functional.

7. Netting will consist of two side nets and one top net, and they must be connected and tightened securely.

8. All tiedown equipment must be tightened securely to hold all cargo firmly to pallet.

9. There should not be any loose or free cargo on the pallet.

10. All strap ends, etc, must be stowed to prevent interference with the aircraft rail and roller system.

11. All pallets require a plastic covering, and the plastic covering must be under the netting and straps. The plastic must 

12. cover all of the cargo. Fiberglass containers do need a plastic cover.

13. Is hazardous Cargo readily visible and accessible on the pallet. Are DD form 1387-2 filled out and attached to cargo? Is Shippers Declaration of Dangerous Goods (SDDGS) visible and firmly attached to the cargo?

14. Pallets are limited to 250 PSI loading.

15. Is packing list attached to all containers on the pallet.

16. Is load list attached to the Fiberglass containers.

17. Has all the proper paperwork been prepared and delivered to Mobility Processing Center. This is very important or you may end up with frustrated cargo.

14.42.3. Restoration: At the conclusion of the deployment the host nation owned land and facilities made available for U.S. use must be restored. The host nation status of forces agreement or other binding bilateral document will normally describe the restoration conditions required. The civil engineer will be responsible to accomplish this task or coordinate with the host nation to have it done. Typically, the restoration will be accomplished by contract, usually through host nation auspices. Site restoration to host nation stipulated conditions are an important step to successfully bring final closure to the deployment. An inadequate site restoration effort could generate adverse political, environmental, and economic ramifications.

14.43. Command and Control Summary: Air Force civil engineers have a multi-faceted, key role to exercise in meeting the contingency basing requirements of the Air Force. As a critical component of Combat support, the civil engineer' daily effort strives for customer service, thriving on responsiveness, deployability, and sustainability capabilities. Whether providing robust support for the deployed basing system, high trained and capable emergency services, or key facets of force protection: The Air Force civil engineer community represents a commander's cornerstone to mission success!
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AFSC
Air Force Specialty Code


A/C
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ADAT
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ARO
Alarm Room Operator


AFFF
Aqueous Film Forming Foam


ASAP
As Soon As Possible


BRATT
Base Recovery After Attack


BCE
Base Civil Engineer


CEO
Chief of Operations


COB
Collocated Operating Base


CCL
Contamination Control Line


DRT
Damage Response Team


DCG
Disaster Control Group


DART
Damage Assessment and Repair Team


DAT
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DECON
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DPDO
Defense Property Disposal Office


DPCC
Disaster Preparedness Control Center


DCC
Disaster Control Center


ECP
Entry Control Point


EPA
Environmental Protection Agency


ETA
Estimated Time of Arrival


EOR
Explosive Ordnance Reconnaissance


EOD
Explosive Ordnance Disposal


FRP
Fiberglass Reinforced Polyester


FCC
Firefighting Control Center


HE
High Explosives


HN
Host Nation


IAW
In Accordance With


LDS
Lightweight Decontamination System


MOB
Main Operating Base


MARE
Major Accident Response Exercise


MOS
Minimum Operating Strip


MAAS
Mobile Aircraft Arresting System


MCC
Mobility Control Center


MOP
Mobility Operations Plan


MASO
Munitions Accountable Supply Officer


ODC
Operations Dispatch Center


OSC
On Scene Commander


POL
Petroleum Oil Lubricants


PA
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RRR
Rapid Runway Repair


SFO
Senior Fire Officer


SIK
Subsistence-In-Kind


SOB
Souls On Board


SOP
Standard Operating Procedures


SPCC
Spill Prevention Control Countermeasures


SPF
Security Police Flight


SPR
Spill Prevention Response


SRC
Survival Recovery Center


SRT
Spill Response Team


TFA
Taxi Free Area


UXO
Unexploded Ordnance


WDR


War Damage Repair
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PERSONAL EXPERIENCE

                                           General Information and Requirements

This information should be used during preliminary planning. The deployment information whether the location is OCONUS or CONUS needs to be channeled through CES/CC.  

Local dissemination of the information to clinic, food services, military pay, logistics, personnel and base operations will allow these units time to prepare for any request your unit may present to them. This information needs to be distributed at the earliest possible time. 

Point of Contact at Deployed Location:  


A. Name/s                       ________________________________________


B. Rank                           ________________________________________


C. DSN/Commercial        ________________________________________


D. Deployment Number   ________________________________________

   
E.  Location                     ________________________________________

   
F.  Dates                         ________________________________________

   
G. Military Airlift            Yes______   No______  Advance Team  Yes____ No_____

   
H. Commercial Airlift      Yes______  No______  Advance Team   Yes____No_____

   
I.  Fund Cite Information _______________________________________________

Airlift Information:

A. Name/s                       __________________________________________

B. Unit                            __________________________________________

C. Rank                           __________________________________________

D. DSN/Commercial       __________________________________________

E. Date of Arrival            __________________________________________

F. Aircraft Type/Tail No  __________________________________________

HOST NATION / UNIT INFORMATION

  OCONUS, CONUS, AUSTERE CONDITIONS

The information can be used for all deployments, regardless of location or conditions. 

Administrative:

A. Host Unit ___________________________________________________________________

B. Point/s of Contact ____________________________________________________________

                                 ____________________________________________________________

C. Phone Numbers:

     C.1 Commercial _____________________________________________________________

     C.2 DSN           ______________________________________________________________

     C.3 Emergency  ______________________________________________________________

     C.4 After Duty Hours _________________________________________________________

     C.5 Red Cross  ______________________________________________________________

D. Mailing Address _____________________________________________________________

                              ______________________________________________________________

                              ______________________________________________________________

E. Fax Number     _______________________________________________________________

F. Administrative Equipment Availability:

                                       Not Available                 Available       

     F.1 Computers:
_____________          ______________

     F.2 Typewriters:
_____________          ______________

     F.3 Orderly Room: _____________ 
______________ 
Bldg. No _______________

     F.4 Phones:            _____________         ______________  
Number_________________

     F.5 Radios:            _____________          ______________

G. Mail Delivery:    

     G.1 Address ____________________________________________________________

            
  ____________________________________________________________


              ____________________________________________________________

H. Storage Facility: To store tools and equipment.

     H.1 Bldg. No. __________________________________________________________

     H.2 Is the storage area secure? _____________________________________________

I. Weapons and Ammunition Storage: Available ______________  Not Available __________

J. Should Damage Control Center (DCC), equipment be taken on this deployment?__________ 

K. Are Security Clearances Required? __________________________________________

L. Are Flight Line Badges Required ?  __________________________________________

M. Normal duty hours of host unit.     ___________________________________________

Quarters:

A. Will the team members be housed on base or contract quarters?

     A.1 On base:

           Officers Quarters:

           Bldg. No. __________________________________________________________

           Phone Number    ____________________________________________________

           Male Enlisted Quarters:

           Bldg. No. __________________________________________________________

           Phone No. _________________________________________________________

           Female Enlisted Quarters:

           Bldg. No. __________________________________________________________

           Phone No. _________________________________________________________

    A.2 Off Base:

           Contract Quarters: 

            Address: __________________________________________________________

                          __________________________________________________________

                          __________________________________________________________

            Phone:    __________________________________________________________

            Fax:       __________________________________________________________

B. Local weather conditions during time of deployment:

            Temperature: _____________________________________

            Humidity:      _____________________________________

            Precipitation: Rain _______________ Snow ____________

            Extreme Weather Conditions. ________________________   

C. Will A, B or C bags be needed on this Deployment? ________________________________

Transportation:

A. Point of contact for vehicles at deployed location.

     Name: _____________________________________________

     Phone: _____________________________________________

B. How many general purpose and what type of vehicles will be assigned to our unit?

     B.1 __________________________________________________________

     B.2 __________________________________________________________

     B.3 __________________________________________________________

C. Heavy Equipment.                       Type                                             Available                                               

     C.1 Dozer


___________________         _______________________

     C.2 Dump Trucks         
___________________         _______________________

     C.3 Backhoe               
___________________         _______________________

     C.4 Grader                   
___________________         _______________________

     C.5 Trenchers              
___________________         _______________________

     C.6 Front End Loaders 
___________________         _______________________  

     C.7 Fork-lifts               
___________________          _______________________

     C.8 Others                  
___________________          _______________________

                                       
___________________          _______________________

D. Are there any rental cars available in the local area?

      C.1 What are the rates? ___________________________________________________

E. Is there any public transportation available on base? Off base?_______________________

F. Will Government vehicles be permitted to be used off base, after duty hours?____________

CONTINGENCY PROJECTS / NATURAL DISASTERS - HOST UNIT:

A. Did host unit provide copies of the following information or have available?             Yes    No

     A.1   Completed AF Form 327 (Base Civil Engineer Work Order).                        

     A.2   Completed AF Form 332 (Base Civil Engineer Work Request).                    

     A.3   Completed AF Form 103 (Base Civil Engineer Work Clearance Request).     

     A.4   Detailed work description and scope of work.                                              

     A.6   Planning sheets.                                                                                         

     A.7   Completed material listing for all projects and status of materials.                   

     A.8   Completed design drawings.                                                                       

     A.9   Points of contacts for each project that our unit will be assigned.                  

     A.10 Base maps and project locations.                                                                

B. Will the projects require any special tools? Can these tools be rented by host unit? 

     ________________________________________________________________________

     ________________________________________________________________________

     ________________________________________________________________________ 

C. What tools are available from the host unit?

     _________________________________________________________________________

     _________________________________________________________________________

     _________________________________________________________________________

Host Nation / Unit Key Personnel:






Name/Rank



Phone                                         

A. CE/CC or BCE:
         ____________________ 

________________________

B. Engineering Officer:             ____________________              
________________________

C. Superintendents                 ____________________             
________________________

Dining Facilities:

A. What are the normal dining facility hours available to our personnel.

     A.1 Breakfast ______________________________________

     A.2 Lunch      ______________________________________

     A.3 Dinner     ______________________________________

     A.4 Midnight  ______________________________________

B. Are there any other dining facilities on base? _____________________________________

C. Are there any civilian dining facilities on base?____________________________________

Medical:

A. What type of medical facilities are available on base. _______________________________

B. Do we need to bring medical records?___________________________________________

C. In the event of an accident during deployment, who do we contact, emergency personnel.

     C.1 Phone:                   ______________________________________________________

     C.2 Emergency Phone: ______________________________________________________

     C.3 Medical Evacuation: Unit _________________ Phone __________________________

     C.4 What are the procedures for Medical Evacuation (MED-EVAC)?

            Ground?__________________________ Air? ________________________________

     C.5 What forms are required? _________________________________________________

     C.6 Do you have blank copies? ________________________________________________

D. If an accident does occur, depending on the severity of the accident, contact:

     Home Station Medical Personnel:_______________________________________________

Recreational Activities:









A.1 What type of recreational activities are available?

     A.2 Does the base have an MWR Program?                                         

     A.3 Can recreational equipment be checked out?                                   

     A.4 Obtain information about group tours and local activities.

B. Are there enlisted and officer clubs available on base?                           

C. Are there recreational facilities on base, i.e., theaters, bowling alleys, etc?  

D. Are chapel or religious  services available?                                                

Miscellaneous:

A.1 Does the base have laundry facilities available?

A.2 Are there Check cashing facilities on base? Off base?

A.3 Does the base have a base exchange (BX), commissary, or other type of convenience stores?

A.4 Are there washer and dryers that are available for unit use?

Notes:________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

OCONUS                                                                                        

Administrative:

A. Are passports and/or visas required for entry/exit from the host nation/base? Where is this information obtained and what are the procedures? _____________________________________________________________________________ ______________________________________________________________________________   ______________________________________________________________________________

B. What are the local customs and guide lines that we should know? 

______________________________________________________________________________ ______________________________________________________________________________

C. What documents are required to clear customs upon entry/exit to the country?_____________

D. Are entry/exit taxes required? What are the costs? ___________________________________  

E. Are there duty free items that may be taken in or out of the country?_____________________

F. What type of currency is used? ________________ What is the rate?____________________

G. Has military intelligence been contacted for a security briefing on the country? ____________ 

H. Has medical personnel been contacted about a medical briefing on the country?____________

H.1 Are any special shots required?_______________________________________________

I. If weapons are required for this deployment, what are the procedures for moving weapons in and out the country? ___________________________________________________________

J. Are there any off limit areas to military personnel? ___________________________________

Special Conditions:

A. Are the training projects located on the base that we will be deploying to? Yes_____No_____

B. Is this a U.S. base or Host Country? ______________________________________________

C. If this is a host country base, does host nation / unit provide: 

     C.1 Billeting on the base?    ____________________________________________________

     C.2 Dining facilities?           ____________________________________________________

     C.3 Transportation?            ____________________________________________________

     C.4 Potable Water Source? ____________________________________________________

     C.5 Communications?         ____________________________________________________

     C.6 Is the electrical power compatible with our tools? _______________________________ 

D. If projects are located away from main base has the following been arranged:

     D.1 Transportation? __________________________________________________________

     D.2 Hot Lunches?   ___________________________________________________________

     D.3 Material Delivery? ________________________________________________________

     D.4 MED-EVAC Procedures? __________________________________________________

OCONUS/CONUS         

(AUSTERE CONDITIONS)

Austere or field conditions can vary from extremely harsh to mild environments and require special preparations in planning and executing a deployment. Safety is a key element on all deployments, but going into a harsh environment requires special considerations for personnel, working conditions, and travel. OIC and NCOIC should consult with medics, USAF Survival Manuals and other sources to gather information about the environment the deployment will take place in. This information should be distributed among deploying personnel. 

Administrative:

A. What are the emergency telephone numbers where unit personnel can be contacted. 

     A.1 Home station:

          A.1.1 During duty hours.     __________________________________________________

          A.1.2 After duty hours.        __________________________________________________

          A1.3 American Red  Cross. __________________________________________________

     A.2 Deployed Location:

          A.2.1 During duty hours.     __________________________________________________

          A.2.2 After duty hours.        __________________________________________________

     A.3 OCONUS:

          A.3.1 During duty hours. ____________________________________________________

          A.3.2 After duty hours.   ____________________________________________________

          A.3.3 International Red Cross. _______________________________________________

Quarters:

                                                                                                                  
Yes

No

A. Will unit be required to establish a base camp?                                

B. Will the base camp be established on or adjacent to a host base?       

C. Will base camp be established at or near the project site?                 

D. Will unit be required to bring any mobility assets?                              

     D.1 If yes on D. does this change Airlift requirements?                    

E. Will A, B, C, bags be required on this deployment?                           

Messing:  












Yes
No

A. Will a Mobile Kitchen Trailer (MKT) be needed?



             

B. Will Meals Ready to Eat (MRE)'s be required?                             

C. Will a water trailer be required?                                                               

D. Has food services been contacted?                                                         

E. Will generator power be required? How many units?                                

F. Are there any communications, phone/radio, in or out of the base camp?   

Personnel Hygiene:

A. Are established shower / latrine facilities located at the base camp?          

B. Are there latrine facilities at the project site?                                          

C. Is there potable water at the project site?                                               

D. Are there any local insects or reptiles that unit personnel should know about?          

F. Will a medic be required on this deployment?                                         

Each deployment into field conditions is unique and the requirements can and will change. It is the responsibility of the OIC and NCOIC to insure that all requirements and conditions are met.
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