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CHAPTER 1
CGENERAL | NFORVATI ON
1000. SCCOPE. The policies, guidance, and instructions of this
Manual pertain primarily to real property facilities nmaintenance

managenent and certain services categorized as general or other
engi neering support.

1001. FACLITIES MAINTENANCE FUNCTIONS AND LIM TATI ONS

1. Real Property Miintenance Activities (RPMA). RPMA is identified
in the Naval Established Resources System under Functional Category
Codes (FCCs) M N P, and R For purposes of this Manual, RPMA
costs apply to the undertakings of the M ntenance Branch, Facilities
D vi si on. The work may be perfornmed in-house or by contract, and
include services perforned on a reinbursable as well as nonreimburs-
abl e basis. Briefly, costs of the RPMA include planning, |abor,
material, hourly use of equipment, and contracted services grouped by
FCC's as follows:

a. FCC M Mai ntenance and repair of all buildings, grounds,
paved surfaces, utilities systens, and other real property
facilities. Al so includes those support services performed in
conjunction with in-house maintenance and repair efforts.

b. FCC N Qperation of wutilities systenms, including utilities
pur chases.

c. FCCP. O her engineering support services, such as pest
control and refuse collection and disposal.

d. FCC R M nor construction, inprovenents, and alterations.
2. Oher Qperational Support. The Head, Mintenance Branch,
performs other limted operational support as directed by the _
Director, Facilities D vision. Additionally, equipnent install ation

costs for itenms procured by other fund admnistrators and

rei nbursabl e customers nust be funded by the procuring activity.
Costs for items procured by MCB, Quantico activities wll exclude
civilian labor costs if equipnment is installed by Mintenance Branch
per sonnel .

3. Wk Support for Personal Property. The Head, Mintenance
Branch, Facilities Division, is not responsible for services to
personal property, as distinguished from real property or installed
equi prent included in the RPNA

4. Limtations. Staffing within the Miintenance Branch, Facilities
Division, is based on workload and functions to be performed in
executing the RPVMA program Accordingly, acconplishing work external
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to the RPMA program serves to divert personnel from needed nmainte-

nance and repair

functi ons. To ensure proper execution of the RPVA

program the following support will not be provided by the Head,
Mai nt enance Branch, Facilities Division:

a. Repairs

b. Repairs
such facilities

c. Repairs

1-4

to organizational power tools and equipnent.

to facilities or installed equipnent while
or equipnent are still wunder warranty.

or nodifications to table of equipnent itens.
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CHAPTER 2
MAI NTENANCE ~ RESPONSI Bl LI TI ES

2000. GENERAL. Units and personnel that occupy facilities at MB,
Quantico, are considered tenants and have limted facilities

mai nt enance responsi bilities. Tenant activity heads have the
responsibility for effective use, care, and preservation of
facilities and the conservation of resources (especially utilities).

2001. RESPONSI BI LI TI ES

1. CG MCB. Responsible for the inplenentation and execution of a
facilities maintenance nanagenent program for this Base, as required
by MCO P11000.7.

2. Head, Mintenance Branch, Facilities D vision. Has overall
responsibility for the maintenance and repair of all buildings,
grounds, roads, paved surfaces, utility systens, and other real
property facilities, including installed equipnent, refuse

collection, and operation of wutilities systens. Mai ntains and
repairs training ranges, |anding zones, and transportation corridors,
including rights-of-way and tank trails.

3. Oganizational and Area Conmanders. Responsible for ensuring
that occupants of assigned facilities maintain buildings, structures,
and adjoining grounds in the sanme condition expected of a prudent
hormreowner . Responsibilities include:

a. Protecting facilities and grounds from nmalicious danage and
vandal i sm

b. Restricting the use of vehicles on grassed areas.

c. Reporting maintenance and repair problens to the Head,
Mai nt enance Branch, Facilities D vision.

d. Appointing responsible personnel (usually wthin the G4/S4
sections) to serve as naintenance coordinators with the Head,
Mai nt enance Branch, Facilities Division.

e. Establishing and inplenmenting an aggressive self-help
pr ogr am

f. Fol | owi ng guidance of Base energy conservation per MZBO
4100. 1.

g. Maixtaining exterior policing and ensuring routine
housekeeping duties are acconplished.

2-3
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h. Reporting lights that are inaccessible and not working due to
electrical or fixture problenms to the Head, Mintenance Branch,
Facilities Division, for repair.

i Purchasi ng necessary housekeeping supplies such as floor wax,
cleaners, light bulbs, and fluorescent tubes.

j. Policing of Ilawns, sidewal ks, parking areas, and streets
adj acent to their buildings. This includes grass cutting, |eaf
raki ng, bush and tree trimmng up to 10 feet, and snow renoval and
the enptying of small trash/litter containers.

2002. COORDI NATION__AND LI Al SON

1. The execution of an effective facilities maintenance managenent
program is dependent wupon receiving full support, cooperation, and

assi stance from occupants. Support can best be achieved through
proper coordination and liaison between the Facilities Mintenance
Oficer and representatives of the occupant organizations. Li ai son
should encourage all levels within the chain of command to be aware

of the respective maintenance requirenents.

2.  Oganizations occupying facilities at this Base wll acconplish
the follow ng:

a. mMajor commands/units: Designate a facilities officer
(ordinarily from the G4/ S 4 section) to coordinate facilities
mai ntenance and repair matters for their respective organization.

b. Conpany size units: Designate a police sergeant to serve as
mai nt enance representative for individual facilities assigned to that
unit.

3. Separate staff sections and tenant activities: Appoint facility

mai nt enance representatives, as appropriate, to coordinate
mai ntenance and repairs for facilities occupied.

2003. FUNCTIONS OF DESI GNATED COORDI NATOR/ LI Al SON  PERSONNEL

1. Facilities Oficer/ Representative

a. Prevent wunauthorized additions, nodifications, and altera-

tions to all facilities. Damage caused by disregard for public
property or damage resulting from negligence and inproper use wll be
imediately reported to the respective commander/staff officer. A
danage cost estinmate wll be prepared by Mintenance Branch

personnel, if appropriate.

2-4
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b. Conduct effective coordination of facilities naintenance
requirements with the Head, Mintenance Branch, Facilities Division.

c. Develop and inplenment self-help prograns that fix mnor
facility problens as they occur.

d. Provide quality control feedback to the Facilities
Mai ntenance Oficer regarding lack of nmaintenance support or
unsatisfactory repairs nade by Facilities Maintenance personnel.

e. Fol | ow gui dance of Base energy conservation per MXBO 4100. 1.

2. Police Serqgeants and M ntenance Branch Representatives

a. Be totally famliar with the facilities under their charge.
b. Report energency and routine requirenents to either the
organi zational facilities officer/representative or submt a NAVFAC
Form 9-11014/20, Wrk Request (Miintenance Managenent), figure 3-1.
c. Inplenent and execute an aggressive self-help program

d. Fol | ow gui dance of Base energy conservation per MZBO 4100. 1.

2004. PROCEDURES

1. Subm ssion of Wrk Requests

a. Specific procedures for reporting enmergency requests and for
the preparation of the NAVFAC Form 9-11014/20 are contained in
chapter 3 of this Manual.

b. Norrmal ly, the preparation of the witten work request
originates with the organization's G4/S4 or facilities nmaintenance
representative who wll sign/initial and date the request prior to
forwarding to the Head, Mintenance Branch, Facilities D vision.

c. NAVFAC Form 9-11014/20 for nmesshalls wll be submtted by the
Base Food Services Oficer, Logistics D vision.

2. Reconciliation of Wrk Requests. Unit S 4 officers and

mai nt enance representatives should maintain a copy of all NAVFAC
Forms 9-11014/20 submtted and a log of all phone requests. NAVFAC
Form 9-11014/20 requests should be reconciled nonthly with the Wrk
Reception Section of the Mintenance Branch, Facilities D vision.
Appoi ntments for reconciliations wll be scheduled upon request by
calling extension 4-2089.
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3. Cust oner Cooper ati on

a. A list of individuals authorized to sign and submt NAVFAC

Form 9-11014/20, and requests for cost estimates wll be provided in
witing to the Head, Mintenance Branch (Attn: Operations Oficer),
Facilities D vision. Lists should be updated when redesignations

occur. See chapter 3, paragraph 3002.

b. NAVFAC Form 9-11014/20 should be subnitted in tinme to pernit
the work to be prioritized, programmed, and acconplished by the
desired conpletion date.

c. Telephone requests are limted to energency work as defined
in appendi x A

d. Tel ephone inquiries for status updates will be nade to the
Qperations Oficer, Miintenance Branch, Facilities D vision at
extensi on 4-2089.

e. Tenant activities and other customers receiving services on a
rei nbursable basis should provide advance funding docunentation to
the Director, Conptroller Dvision (B 181).

2-6
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CHAPTER 3

SUBM SSION OF WORK REQUESTS

3000. GENERAL. Facilities officers/representatives should review
the facilities maintenance procedures and standards in chapter 4, and
the definitions in appendix A  Requests for maintenance support may
be acconplished either by telephone or by NAVFAC Form 9-11014/20,
Work Request (Mintenance Managenent). Telephonic requests are
limted to energency work as defined in appendix A Certain types of
support (i.e., signs, equipnment installation, and |ocksmth

functions) nust always be requested by a NAVFAC Form 9-11014/20.

3001. TELEPHONE REQUESTS FOR NAI NTENANCE AND REPAIR
1. The 24 hour energency work telephone nunber is 784-2072/2073.

2. Emergency calls wll be accepted by the Wrk Reception personnel
(during duty hours) or the N ght Duty NCOC (after duty hours) from
any caller. However, whenever possible, energency calls should be
passed through organizational S-4 officers or the maintenance
representatives. This will alert the Base to the problem and al so
all ow Miintenance Branch, Facilities D vision personnel to coordinate
with established points of contact in the event further information
i'S necessary.

3. Enmergency callers and unit representatives requesting nmaintenance

and repair service work should be prepared to provide the follow ng
i nf ormati on:

a. Requester code for the organization/activity (see appendi X
B).

b. Building or structure nunber.

c. Nane and tel ephone nunmber for point of contact at the
location or vicinity of the problem This individual should be
soneone who will be available and who knows about the problem

d. Description of the problem

e. Specific location of the work or problem within the building,
structure, or area.

f. Plant account nunber if available (when the work or problem

involves Cass IllI/dass |V equipnment serviced by the Head, Minte-
nance Branch, Facilities D vision).

3-3
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3002. WRITTEN WORK REQUESTS

1. Ceneral . Requests for services other than those categorized as
energency-type work must be subnmitted on a NAVFAC Form 9-11014/20.
Forns are available at the Self-Service Issue Point or electronic-
ally. The electronic form can be found through the Quantico Bulletin
Board under "General Interest," then "Electronic Forns." Contact the
Forms Managenent O ficer, REA Branch, GConptroller D vision, Bldg.

3140, to access information (telephone 784-5966).

2. Pr epar ati on

a.  NAVFAC Form 9-11014/20 will be submtted by the unit S 4
officer or designated naintenance representative. O gani zations wll
provide the Head, Mintenance Branch, Facilities Dvision, an up-to-
date roster of personnel authorized to sign NAVFAC Form 9-11014/20.
Aut hori zed signature lists should be Iimted to S-4 personnel who are
familiar with maintenance, repair, and new work request procedures.

b. NAVFAC Form 9-11014/20 will be submtted with at |east an
original and four copies. If the requested work is a result of a
formal inspection (i.e., fire, safety, environmental, health/
sanitation) attach a copy of the inspection discrepancy report and
cite applicable references. Wrk requested to neet regulatory
requi rements should also have a copy of the applicable portion of the
regul ation attached to the NAVFAC Form 9-11014/20 (include any
speci fic standards and specifications that nust be net). The NAVFAC
Form 9-11014/20 containing inconplete information or an unauthorized
si gnat ur e/ endor senent , W ll be returned for correction w thout
action.

c. An exanple of a conpleted Wrk Request is shown in figure
3-1.

d. Prepared work requests from organizational/activity heads
should be forwarded or hand carried to the Head, Maintenance Branch,
(Attn: Qperations Oficer (B 041)), Facilities Dvision, Bldg. 3252.

3. Reconci liation. O gani zations should reconcile work request
subm ssions on a nonthly basis with Wrk Reception personnel in the
Qperations Section, Mintenance Branch, Facilities D vision.
Reconciliation can be coordinated by contacting the Qperations
Oficer, Miintenance Branch, Facilities Dvision, at extension 20809.

4, Status of Wrk Requests. Inquiries regarding the status of work
requests should follow the same chain as submssion requirenments. |If
proper reconciliation has been perfornmed, the S 4 or maintenance
representative should be able to answer nobst inquiries from subordi-
nate units. For additional information or specific inquiries
relative to planning and estimating, material, scheduling, etc.,
contact the Qperations Officer, or the Deputy Qperations O ficer,

Mai ntenance Branch, Facilities Dvision, at extension 20809.
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3003. WRK REQUESTS FOR NEW WORK AND CONSTRUCTI ON

1.  NAVFAC Form 9-11014/20 that includes new work or construction
nust be acconplished as Mnor Construction. Funding limtations for

this type work require that requests be prioritized and acconplished
based on the overall needs of this Base.

2. NAVFAC Form 9-11014/20 for new work/construction wll be
submtted per procedures established in paragraph 3002.

3004. WORK REQUESTS FOR EOQOU PMENT | NSTALLATI ONS

1. Requesters should thoroughly review the provisions of MCO
P11000.5F, chapter 6, prior to submtting requests for equipnent
install ation. Activity heads will be requested to reinburse the
Head, Maintenance Branch, Facilities Dvision for equipnent
installations which have not been previously approved. Reinbursable
costs for equipnent procured by MXB activities will not include
civilian |abor when equipnment is installed by Mintenance Branch

per sonnel .

2. Activity heads should coordinate with the Head, Mintenance
Branch, Facilities Dvision prior to equipnment purchase/lease to
ensure conpatibility with electrical system and to confirm that
existing utility systens can support the equipnent.

3005. COST _ESTI MATES. Cost estimates will be provided to conmanders
for the purpose of establishing governnent charges, for docunentation
in investigations, to reinbursable custoners and as directed by the
Director, Facilities D vision.

3006. RESOQURCE  MANAGEMENT

1. Miintenance Policy. The installation's real property wll be
maintained in the nost efficient and life cycle cost-effective manner
consistent with available resources. To inplenent this policy, the
Head, Maintenance Branch, Facilities Dwvision, wll primarily direct

resources towards naintenance and repair projects which wll:

a. Extend the useful life of the facilities and base
i nfrastructure.

b. Conply with State and Federal regulations.

C. Reduce annual nmintenance costs over the life of the
facilities.

d. Reduce wutility costs.

3-5
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2. Miintenance Priorities. In keeping with the above policy,
mai ntenance priorities are generally as follows:

a. Emer gency worKk.

b. Repairs to wutility plants and distribution systens.
c. Preventive maintenance.

d. M nor repair work.

e. Maj or repair projects.

f. Construction projects.
3. Wirk Scheduling. The OQperations Oficer, Operations Section,
Mai ntenance Branch, Facilities Division, Wl schedule work per
established policy and priorities. Wrk to correct environnental,
fire, safety, health, or security deficiencies will be programed for

conpl etion based upon justification submtted per paragraph 3002.2.

3-6
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WORK REQUEST (MAINTENANCE MANAGEMENT) {PW Dep see |
NAVFAC s-1101420 (REV. 294 (&F) (New S/N number pending) in NA VFAC MO-32 1

R tor see in on Reverse Side

PART [|---REQUEST (Filled out by Requestor)

1. FROM 2. REQUEST NO.
Conmandin Oficer, H&S BN 3HB0O001
3. TO 4. DATE OF REGUEST
Facilities Mintenance, Bl dg. 3252 1 Mar 93
6. REQUEST FOR Ba. REQUEST WORK START
COST ESTIMATE E} PERFORMANCE OF WORK 1
c | Apr 93
6. FOR FURTHER INFORMATION CALL 7. SKETCH/PLAN ATTACHED
GySgt Marine, Bldg. 2006, Ext. 2555/2556 [ e Q.

8. DESCRIPTION orF work AND JusTricaTion (Including location, type, size, quantity, etc.)

Repair | eaki ng water cool er, Bldg. 2006, 1st Floor Hallway.

9. FUNDS CHARGEABLE 10. SIGNATURE (Requesting Officiall

Coordinate with Director, Comptroller Division

PART 11---COST ESTIMATE
(Filed out by Maintenance Control Division if estimate requested)

11. TO 12. ESTIMATE NO

13. COST ESTIMATE 14. SKETCH/PLAN ATTACHED

s [

$
a. Labor 16.
D APPROVED. PROGRAMMING TO START IN
§
b. Material
c. Overhead D APPROVED. BASED ON PRESENT WORK, THIS JOB CAN BE
andfor Surcharge $
PROGRAMMED TO START IN JF
d. Equipment
Rental/Usage
$ AUTHORIZED BY 26TH OF AND FUNDS

ARE MADE AVAILABE.

$ D DISAPPROVED. /See Reverse Side)
C i Yy
16. SIGNATURE 17. DATE

$

f. TOTAL
PART IlI---ACTION (Filled out by Requestor)
18. TO
18. AUTHORIZATION TO PROCEED IS ATTACHED {Check one if other than PW funds &8 involved/ 20. WORK REGUESTED
HAS BEEN HAS BEEN WiILL BE PERFORMED
NAVCOMPT 140 OTHER
c | D D CANCELLED D DEFERRED BY OTHERS

21. SIGNATURE 22. DATE

{See Part IV on Reverse Side)

Figure 3-1. - - Sanple of Mintenance Management Wrk Request. 3.7
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In addition to the standard information described on the form the
following notations are required:

(1) Item?2. Requests wll be nunbered in the format 1AA0001,
defined as follows:

(a) 1 = Last digit of the current fiscal year.

(b) AA - Two character unit code per appendix B.

(¢) 0001 - Consecutive nunber assigned by the organiza-
tion. Begin with 0001 at the beginning of each fiscal year.
(2) Item8. Denote the building or structure nunber.
Describe the work to be perforned. Indicate the specific |ocation
within the building (i.e., 2nd deck head, room 210, etc.). A
realistic and detailed justification should acconmpany all requests

for maintenance and repair work not self-evident by the description.
Sket ches/drawi ngs should acconpany the request whenever possible to
mnimze the need for on-site inspections by planners and estinators.

(3) Item?9. Custoners requesting services on a reinbursable

basis will conplete the information in this columm. Rei mbur sabl e
custoners should annotate the applicable reinbursable order nunber to
be charged. Base fund admnistrators should provide the chargeable
financial information pointer for services when applicable. In sone

cases, custoners may be required to coordinate further with the
Director, Conptroller Dwvision (B 181) and provide appropriate
fundi ng docunments before services can be perforned.

Figure 3-1. --Sanple of Maintenance Managenent Wrk
Request - - Cont i nued.
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CHAPTER 4
DICTIONARY  OF  FACGLITIES NANAGEMENT  PROCEDURES AND  STANDARDS

4000. 1 NTRODUCTI ON. Subsequent paragraphs of this chapter serve to
provide general guidance and to explain nmanagenent procedures and
standards for itens normally associated wth the Mintenance Branch,
Facilities Division.

4001. AR CONDTIONNG AR CODTIONRS AND HEAT PUWS

1. Requests for installation, reinstallation or novement of air
conditioners or heat punps wll be submtted wth conplete justifi-
cation per procedures contained in chapter 3.

2. The ‘installation, renoval, and nmaintenance of central air
conditioning/heat punp wunits wll only be acconplished by the Head,
Mai nt enance Branch, Facilities Division.

3.  Replacement of wndow air conditioning wunits wll be acconplished
by Base Property. The Head, Mintenance Branch, Facilities Dvision
wll renmove and/or install units when requested via a standard work
request. Using organizations are responsible for the proper
operation and care of wunits and wll ensure that they are turned off
en facilities/roons are not occupied or the tenperature is below 78
degrees Fahrenheit. Additionally, air conditioning units wll not be
gper ated prior to or after published seasonal startup and shutdown
ates.

4002.  ANTENNAS. The installation of antennas or guy wres to any
roof or structure is prohibited except in famly quarters. Tele-
vision antennas are not naintained by the Head, Mintenance Branch,
Facilities Division, and are the responsibility of the building
occupant . Qccupants  of famly quarters have the option of cable
service or wusing and maintaining their own television antennas.
Refer to the Famly Housing Munual for restrictions. The Head,
Training and Audiovisual Support Center Branch, Qperations Division
(extension 4-2381), is the liaison for cable television problems in
famly quarters and Dbachelor officers quarters.

4003.  BLEACHERS. Requests to relocate bleachers should be submtted
to the Head, Mintenance Branch, Facilities Dvision, on the standard
NAVFAC Form 9-11014/20, Wrk Request él\/ai ntenance Managenent), at
least 7 days prior to the date required.

4004. BRI DGES. The posted safe load limts are for tw-way traffic.
Qganizational representatives wth vehicles heavier than the posted
safe load limt wll obtain witten permssion from the Drector,
Facilities Dvision, before exceeding the safe load limt.
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4005.  CARPETI NG Installed wall-to-wall carpeting is a floor
covering and is replaced when necessary wth naintenance funds. Area
rugs or carpeting not affixed to the floor are the responsibility of
the organization for purchase and/or replacenent.

4006. COFFEE MESS.  Coffee brewers and other snall appliances will
not be repaired or mintained by Mintenance Branch, Facilities
Division personnel.

4007. CRISIS. MB, Quantico is vulnerable to crisis situations
created by flash flooding, hurricanes, thunderstornms, hazardous

material incidents, terrorist activities, and civil disturbances or
other disasters. In a crisis situation, the Head, Mintenance
Branch, Facilities Division, wll acconplish assigned mssions in the

MOCDC CP Plan [-90, Cisis Mnagenent Plan, Volumes 1 and 2.

4008. DAMAGE QOST  ESTIMATES. Danage cost estimates wll be provided
upon request when culpability 1is apparent. Requests wll contain a
statenent that the cost estinmates are to be wused in a formal or
informal investigation or in connection wth Article 15  Uiform Code

of Mlitary Justice. Damage cost estimates wll include the direct
cost of labor and material overhead costs. Conpleted estimates that
reflect negligence or malicious damage wll be referred to the

applicable commanding officer for appropriate actions.

4009. DEAD AN MALS. For renmoval of dead aninals aboard this Base,
contact the Head, Contracts COfice, Public Wrks Branch, Facilities
Division, at extension 4-3625/6.

4010.  DEMOLI TI ON. Requests for denolition of excess or unservice-
able facilities wll be addressed to the Drector, Facilities

Di vi si on. Buildings approved for denolition wll receive only the
mnimum rmaintenance required for safety, sanitation, and protection
of  government  property.

4011. DESK NAMEPLATES. Itens should be procured as organizational
personal property and wll not be fabricated by Mintenance Branch,
Facilities Division personnel.

4012.  DRAPERI ES. The installation, <cleaning, and naintenance of
draperies is an occupant responsibility. This includes the purchase,
installation, and repair of drapery rods.
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4013. ELECTRC FANS. Hectric fans are property itens unless
installed in the facility, i.e., exhaust fans. Requests to install/
renove exhaust fans should be submtted to the Head, Mintenance
Branch, Facilities Division, via standard NAVFAC Form 9-11014/20.

4014. ELECTRICAL GENERATORS. The frequency and duration of
electrical outages does not justify the expense of electrical
generators except at the nost critical facilities. In nost cases,
generators are only installed at nedical, comunication, utility, and
environmental ly controlled facilities. The list of electrical
generators installed and nmaintained is included in appendix C
During lengthy electrical outages of nore than 4 or 5 hours,
personnel responsible for refrigerated food storage should keep
freezers and refrigerators closed. \Were practicable, food service
personnel  should transport readily perishable foods to other
refrigerated storage areas wth electrical or generator service. To
avoid possible death or serious injury, electrical generators will
not be wred into a facility's distribution system wthout prior
witten approval from the Head, Mintenance Branch, Facilities

Di vi si on.

4015. ELECTRICAL WATER COOERS. Installed electrical water coolers
are defined as a conponent of the facility. The Head, Maintenance
Branch, Facilities Division, is responsible for the procurenent,
installation, renoval, and maintenance. Requests for new installa-
tions should be submtted to the Head, Mintenance Branch, Facilities
Division, for approval per paragraph 3003. Using organizations are
resrlJonsi ble for the proper care and cleanliness of electric water

cool ers.

4016. ELECTRONIC DEVICES. Requests for maintenance or repair of
commercial intercons, public address systens, radios, intrusion
detection systens, fire and hard-wired naster smoke alarm systens,
master TV antenna, and other electronic devices should be forwarded
directly to the Drector, Conmmunication Electronics Division,
extension 4-5970/2176.

4017.  ELEVATORS. El evator nmmintenance, repair, and energency
service is provided by a service contract. FElevators are located in
Bldg.'s 17, 1001, 2004, 2009, 2010, 2011, 2033, 2034, 2079, 2082,
2101, 2116, 2121, 2033, 2034, 2040, 2079, 2102A, 2200, 2201, 2201-A
3300, 3307, 3308, 3255, 24165, and the FBl Acadeny. Requests for
service to these elevators should be submtted per chapter 3.

4018.  EQUI PMENT  PROCEDURES

1. The installation of dass IlIl and |V plant equipment and organic
(mnor) property wll be per mMcoO P11000.5.
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2. Justification for new equipment that requires electricity,

plunbing, construction, etc., wll be approved in advance by the
Head, Mintenance Branch, Facilities Dvision, by submtting NAVFAC
Form 9-11014/20. The request wll contain conplete nonenclature,

model, specifications to include anperage, voltage, size, weight,
etc., and mnufacturers of the iten(s) being installed. Upon receipt
of the request, the Planning and Estimating Uit wll determne
conpatibility wth power source and facility structure, and estimte
the cost of installing the proposed equipnent.

3. The estimated cost of equipment installation and any construction
expense wll be included as part of the budgeted cost for equipnent.
The Head, Mintenance Branch, Facilities Dwvision, wll install the
equipnent on a reinbursable basis subject to scheduling and resource
constraints.

4019.  EQUIPMENT _ MAI NTENANCE.  The Head, Maintenance Branch,

Facilities Division, wll mintain and repair equipment listed on

?I antI account records or installed as a permanent part of the
acility.

4020.  FABRI CATI ONS/ MANUFACTURI NG, The manufacture or fabrication of
itenms such as picture frames, shelving racks, desk naneplates,

pl aques, furniture, picnic tables, and other items is not the
responsibility of the Head, Mintenance Branch, Facilities Division.
These items can be nmore readily obtained by followng supply or
purchasing and contracting procedures. Requests for such services
will be returned wthout action.

4021.  EFENCI NG Chain-link security fencing wll be installed,
renoved, relocated, and repaired by personnel in the Mintenance
Branch, Facilities Division or by contract. Requests for new fencing
or nodifications to existing chain-link fencing is classified as
mnor construction. Al fencing and obstructions (less housing)
desired for decorative purposes or for the protection of grassed
areas and road shoulders nust be approved by the Drector, Facilities
Di vi si on.

4022. FIRE ALARM SYSTEM5. The Head, Fire Protection/Prevention
Branch, Security Battalion, reviews all fire alarm projects/

mai ntenance contracts.  Power supply, conduit, and [lighting
requirements for the installation of the fire alarms wll be
acconplished as equipment installation. Mintenance of the fire
alarm systens is the responsibility of the Head, Fire Protection/
Prevention Branch, Security Battalion. See paragraph 4016.
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4023. GRASS SEED/FERTILIZER.  Initial seeding of large lawn areas

will be done by personnel in the Mintenance Branch, Facilities
Division.  Self-help grass seed and fertilizer may be requested for
repair and reseeding of small [awn areas.

4024, FMF_ENGNEER UNITS ~ Cuidance contained in MCO P11000.5, and
Mco 5312.13 permts the use of FMF units and Naval Construction

Forces to acconplish facilities projects. Requests to use FM
engineer units to acconplish project(s) wll be submtted to the
Director, Facilities Dvision for approval.

4025. FURNITURE REPAIR.  The repair of furniture or furnishings by
personnel in the Mintenance Branch, Facilities Dvision s
prohi bi t ed. Furniture repair is an organizational responsibility.

4026. GALLEY GREASE (@G ease accunulation in messhall exhaust
ducts creates a serious fire hazard  Each messhall nanager is
responsible for the cleaning of the range hoods and cleaning
and/or replacenent of the grease collection filters. Grease
traps in messhall drain piping should also be periodically
cleaned by messhall personnel.

4027. RASS QUITING  Refer to the procedures for lawn novers
in paragraph 4034. Responsibilities for grass cutting are detailed
in MBO 11104.1.

4028. HOMC FACQLITIES PRAECTS PROGRAM The HMC Facilities
Projects Program is a centrally-managed, interrelated program of
devel opi ng, prioritizing, and funding major repair, mnor
construction, and equipnent installation projects at Mrine Corps
activities.

1. Monetary Limtations

a. Construction Proiects M nor construction (R2) projects
having a funded cost between $100,001 and  $300, 000.

b. Special Proiects. Mnor construction projects which are used
for armory and ammunition storage, security, Chapel Life Extension
grogram fire, environment, etc., having a funded cost between $1 and
200, 000.

c. Repair Projects. Mjor repair (M2) projects have a total
funded cost Dbetween $300,001 and $3,000,000.

2. Proiject Subm ssion

' a. Oonstruction and Special Projects. Submit requests identify-
ing requirenents and justification to the Drector, Facilities
Di vi si on.
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b. Repair projects. Subnit requirenents to the Head, Minte-
gance Branch, Facilities Dvision, per procedures outlined in chapter

3. Project Validation. Projects are validated and assigned a
nunerical rating by a representative from HQMC during an annual site
visit to this Base. Validation score determnes funding based upon
Marine Corps requirenments.

4029. = HEATING COOLING SWTCHOVER.  The switchover period for heating
and air conditioning is nornmally Cctober and My. Specific details
and dates are issued by the OG MZB shortly before those periods.

4030. JANITORIAL SERVICES. The Head, Mai nt enance  Branch, Facilities
Division, provides limted janitorial support wth available in-

house  forces. If increased service is desired, wunits can obtain
janitorial services via a service contract wusing unit funds or by

sel f-hel p.

4031.  KEYS, COMBINATIONS, LOCKS, AND SAFES

1. For security, all locksmth work nust be submitted in witing via
work request and signed by the organizations authorized represen-
tative. In emergency situations, an on-site request may be

tel ephonically approved. However, mon arrival of the locksmth, the
requestor nust provide an approved WFAC Form 9-11014/20.

2. Keys and locks that are broken or damaged due to nornmal or

reasonable circunstances wll be repaired or replaced by Mintenance
Branch personnel. Lost keys, lock replacement, or other [ocksmth
services that are determned to be the result of abuse, negligence,
lack of security, or unsatisfactory care wll be identified for

rei mbur sement . Procurenent of high security padlocks is a wunit
responsibility. Hgh security padlocks and keys wll be repaired/
duplicated by Mintenance Branch personnel. Regular padl ocks/keys,
desk/ cabi net keys, and automotive keys wll not normally be provided

by the Mintenance Branch. This service my be procured comercially
using unit funds.

3. Master keys have restricted control. Barracks' master keys wll
be limted to tw per building, regardless of organizational
occupancy. Barracks' nmaster keys that are Dbroken or unserviceable
wll Dbe replaced by Mintenance Branch personnel on a one-for-one
exchange. Lost master keys wll be replaced by Mintenance Branch
personnel upon receipt of a letter from the battalion conmander.
Requests to re-key a building due to a lost master key wll normally

be satisfied on a reinbursable basis.

4.  Conbination safe repairs wll be acconplished on a routine basis
unl ess OIcIaSS|f|ed material or nonies indicate an wurgent response IS
required.
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5. Changes to safe conbinations wll Dbe acconplished by Mintenance
Branch  personnel  only.
6. Locksmth services required after normal working hours, weekends

and holidays wll be requested by the respective Cficer of the
Day/ Command Duty Officer.

4032.  LANDFI LL

1. The landfill, located on MXB-2, is open on regular workdays for
dunping from 0800 to 1500. Dunping will onIY be permtted in the
trenches and areas designated by the landfill personnel.

2. The Base landfill has a large anount of clean wood naterial

available to Base personnel, free of charge, on a first-come, first-
served basis. The material consists of wooden pallets, wood ammo

boxes, cabinets, table/counter tops, other construction wastes such
as boards (1x6, and 2x4, etc.) of wvarious lengths, and mulch. Atten-

dants at the landfill wll direct you to the surplus material .

3. Blank amunition, pyrotechnics, or other explosive-type material
or devices wll not be disposed of at the sanitary landfill at any
time.

4033.  LANDSCAPI NG Requests for small area landscaping, tree
planting, trimmng or renoval, or other grounds vegetation projects
my be submtted to the Head, Mintenance Branch, Facilities
Division, via NAVAC Form 9-11014/20, with an attached sketch/draw 1g
of the project. Self-help is encouraged on nmost |andscaping
proj ects.

4034. LAWNMOVERS AND WEEDEATERS. Organizations which require the
use of power nowers are requested to submt a NAVFAC Form 9-11014/20
to the Head, Mintenance Branch, Facilities Division, b%/ 15 March
annual |y, stating the areas to be cut, the nunber and type of novers
required, and the days of the week mowing is required.

1. Mwers wll be issued by nenorandum receipt and returned to the
Head, Miintenance and Repair Section, Mintenance Branch, Facilities
Dvision, Bldg. 3252

2. A schedule for training operators and issuing nmowers wll be
published each spring by separate correspondence. Mower issue will
be Dbased wupon availability and need.

4035.  LEAVES. Each autum the large nunber of fallen leaves in
the mainside area requires organizational raking to permt healthy
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lawns and safe sidewalks and streets. Excess leaves will be gathered
by nenbers of each organization for the areas adjacent to their
facilities and delivered to the MB landfill for disposal.

4036. LIGHT BULBS.  Purchase and replacement of [light bulbs is
normal [y an organizational responsibility. The smallest wattage bulb
consistent wth safe illumnation should be wused for replacenent.

4037. LIMTED TECHNICAL INSPECTION (LTI). ©rLTI's for plant property
will be requested by a NAVFAC Form 9-11014/20 and nust 'include the
plant account nunber, serial nunber and stock nunber (as applicable),
and acquisition cost. Voltage and BTU information should be included
for air conditioner LTI's. Upon conpletion of LTI's, the Head,

Mai ntenance Branch, Facilities Division, wll issue a serviceability
code statement to be wused wth property turn-in.

4038. LOAD TESTI NG

1. Load testing of Mirine Corps comercial and tactical load lifting
equipnent wll be conducted by the Head, Mintenance Branch,

Facilities Division. Organizations possessing equipment requiring
load testing per Mco 11262.2, wll submt a NAVFAC Form 9-11014/20,
and follow guidance per MBO 11262.1 with the follow ng infornation:

a. Nonenclature.

b. Serial/ID nunber.

c. Location.

d. Date load test due.

e. Lifting capacity of equipnent.

2. Units are requested to provide an operator during the load test.
Hydraulic jacks and jackstands do not require load testing, but nust
be permanently marked with the rated |oad capacity) Overhead
industrial cranes/hoists in permanent facilities wll be inspected
per NAVFAC P-307 in conjunction wth the annual facilities inspection
program

4039. MECHANICAL ROOVB.  Mechanical roons house the heating,
plunbing, and electrical equipnent required to support the building.
These roons are accessible only to Mintenance Branch personnel and
wll not be used for storage by building occupants. Unsecured
mechanical roons should be reported to the Qperations Cficer,

Mai nt enance Branch, Facilities Dvision, at extension 2089.
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4040. CFFICE  MACHNES AND  REPRCDUCTION  EQU PMVENT. Repai r support

for office machines and reproduction equipnent 1s not ‘provided by the
Head, Mintenance Branch, Facilities Division. Repairs can be
requested by calling the Ofice Equipnent Services Branch,

Communi cation Electronics Division, extension 4-2569.

4041. QAL DISPGBAL. Contact the Head, MNatural Resources and
Environmental Affairs Branch, Facilities Division, extension 4-4030.

4042. QL WATER SEPARATCRS. Q| water separators will be cleaned
on a routine basis. If a requirenent arises that calls for an
unschedul ed cleaning, request via NAVFAC Form 9-11014/20.

4043. PARKING AREAS. Requests to pave unpaved parking areas,
construct — parking areas, or expand existi n% par ki n? areas is
classified as mnor construction and wll e submtted per chapter 3.

4044. PAINT. Building interiors and exteriors are painted as
needed, and the frequency varies wth building use. The Head,

Mai nt enance Branch, Facilities Division, will routinely inspect
buildings to determne when the interior and exterior ‘should be

repai nted. Mst buildings require interior and exterior repainting
every 4 years, although some Ilittle wused facilities wll last |onger.
Tile, concrete floors, steps, and brick walls wll not normally be
pai nt ed. Even the best floor paints wear quickly under foot traffic.
Special skid resistant coatings may be used for safety when other
methods of safety protection are not practical. Skid resistant
coatings wll not normally be approved for self-help application.

4045. PEST OONTROL. Termtes, wasps, rodents, roaches, and
mosquitoes are sone of the nmore common pests that are controlled

for an inproved health environment. Only certified pest control-
lers wll apply pesticides. Pest control services are currently
acconpl i shed through comercial contract and services can be obtained
by submtting a conpleted NAVFAC Form 9-11014/20 to the Head, Public
Wrks Branch, Facilities Division, (Attn: Facilities Support
Contracts).

4046.  RECYCLI NG MBO 5090.3 establishes the Qualifying Recycling
Program and provides guidelines, responsibilities, and procedures for
recyclable material sales.

4047.  REFRI GERATORS. Refrigerators are Base Property itenms and wll
not be repaired by Mintenance Branch personnel.
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4048. REI MBURSABLE CUSTOVER WORK. Rei nbursable activities will
designate in witing, the person(s) authorized to commt funds on a

rei nbursabl e basis. Requests for work or cost estinmates should be
submtted via NAVFAC Form 9-11014/20. The Head, Mintenance Branch,
Facilities Dwvision, wll provide cost estimates by return endorse-
nment . Requests for reinbursable work/cost estimates signed by

unaut hori zed personnel wll be returned wthout action. Upon receipt
of the chargeable reinbursable order nunber by the Head, Mintenance
Branch, Facilities Division, a reinbursable financial information
pointer wll be established and the work scheduled for acconplish-
ment .

4049. ROCFS. For safety and to prevent danages, access to roofs is
restricted to personnel from M ntenance Branch, Facilities D vision,
and designated contractor personnel.

4050. SCREENS. Screens wll be repaired/replaced by Mintenance
Branch personnel for all facilities or spaces that are not air
condi ti oned. The use of self-help in screen repair/replacenent is
encour aged.

4051. SECURITY AND FIRE ALARM SYSTEMS. The Provost Marshal's Ofice
reviews all security alarm projects/maintenance contracts. Al arm
systens classified as intrusion detection (IDS), also referred to as
renote sensor systens or burglar/unauthorized access alarm systens
are Cass IlIl plant property. Power supply, conduit, and Ilighting
requirements for the installation of IDS systens wll be acconplished
as equipnent installation. Mai ntenance for the IDS system is the
responsibility of the E ectronic Mintenance Branch, Conmmunication

El ectronics D vision.

4052. SEPTI C TANK CLEAN NG Requests for cleaning of septic tanks
will be submtted via NAVFAC Form 9-11014/20. For energenci es,
contact the Qperations Oficer, Miintenance Branch, Facilities

D vision, extension 2089.

4053. SI GNS. Signs will be provided and installed per MBO 5560. 1.

4054. SMOKE  DETECTORS. The Head, Fire Protection/Prevention Branch,
Security Battalion, reviews all snoke detector projects. Har d-wi red
snmoke detectors wll be provided and installed by the Mintenance
Branch, Facilities D vision. Mai nt enance of hard-wired snoke
detectors which are connected to the Master Alarm System is the
responsibility of the Head, E ectronic M ntenance Branch,

Conmuni cations El ectronics D vision. Hard-wi red snoke detectors not
connected to the Master Alarm System are naintained by the Head,

Mai nt enance Branch, Facilities D vision. Battery-operated snoke
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detectors are provided by the Head, Fire Prot ection/ Prevention
Branch, Security Battalion. The respective organization is respon-
sible for the installation of the snoke detector. See paragraph
4016.

4055. SNOW REMOVAL. Responsibilities for snow renoval are contained
in MCBO P11210.1.

4056. STREET LI GHTS. Broken/ burned-out street lights should be
reported to the Maintenance Trouble Desk Operator at extension
4-2072.

4057. TRAI NI NG RANGES. Inspection of training facilities, to
include real property, structures, obstacle courses, confidence
courses, repelling towers, dry net trainers, bleachers, towers,
targets, heads, flagpoles, denolition beds, firing positions, roads,
mess areas, lateral |imt nmarkers, boundary fencing, etc., wll be
jointly conducted by the Miintenance Branch, Facilities D vision
inspectors and representatives from Training Branch, Operations

Di vi si on. NAVFAC Form 9-11014/20 for energencies, safety deficien-
cies, and routine naintenance of training/range facilities wll be
submtted to the Head, Miintenance Branch, Facilities D vision, by
the Director, Qperations Division.

4058. TRASH AND GARBAGE

1. Requests for enptying of overflowing trash and garbage dunpster
containers should be telephoned to the Mintenance Branch D spatcher
at 784-2229.

2. Requests for relocation of containers or additional dunpsters
should be submitted via NAVFAC Form 9-11014/20.

4059. UTILITY METERS. Meters are maintained by the Head, Minte-
nance Branch, Facilities D vision. Established Interservice Support
Agreenments nornally require reinbursable custoners to have neters
installed by the Head, Maintenance Branch, Facilities D vision.

4060. UTILITY QCOSTS. Uility rates are established annually based
upon recommendations nmade by the Wilities Conservation and Appraisal
Boar d. Rates are published per MXBO 11300. 1.

4061. VENETI AN BLI NDS. The Head, Maintenance Branch, Facilities
Division, wll repair or replace Venetian blinds wthin resource
constraints. Requests for repair or replacenent should be forwarded
via NAVFAC Form 9-11014/20.
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4062. WASH NG NACHI NES AND DRYERS. A comrercial contractor services
the clothes washing machines and dryers in bachelor enlisted quarters
and bachelor officer quarters throughout the Base. Requests for
repairs should be telephoned to the Property Control Oficer,

Material Branch, Logistics Dvision, extension 4-2846/7.

4063. W NDOW _WASHI NG Exterior and interior w ndow washing is a
normal housekeeping responsibility of building occupants.
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CHAPTER 5
SELF- HELP PROGRAM

5000. GENERAL | NFORNATI ON

1. Objective. A viable, effective self-help program helps
acconplish mnor naintenance, repair, equipnment installation, and

m nor construction work that would otherwise not be acconplished due
to higher priority work or funding limtations.

2. | npl enent ati on. O gani zational /tenant commranders are encouraged
to conduct self-help prograns as a neans of reducing maintenance and
utility costs and enhancing the appearance of facilities and grounds.
Self-help also enables commanders to better respond to quality of
life deficiencies.

3. Self-Help Tasks

a. Self-help tasks are limted to those types of tasks requiring

mninum craft skills and sinple handtools. Tasks to be perforned
should be simlar to those which a prudent honmeowner m ght
acconpl i sh. Exanpl es of self-help tasks are:

(1) Adjusting or replacing building hardware such as |ight
fixtures, screens, light globes and covers, door hardware, glass
repair, ceiling tile replacement, and light switch and socket covers.

(2) Freeing mnor plunbing stoppages, replacing shower heads,
and repairing mnor | eaks.

(3) Painting and sanding of interior walls.
(4) Patching of drywalls.

(5) Grounds nmmintenance such as grass cutting, snow renoval,
bush pruning, fertilizing, tree trimmng, and shrub replacenent.

(6) Weather stripping of doors and w ndows.
b. Self-help tasks should be conducted to the extent that it

will neither adversely affect mlitary duty assignments nor curtail
or otherwise unfavorably affect regularly assigned nmaintenance.

5001. PQOLI CY. MCO P11000.7 establishes Marine Corps policy and
procedures for the self-help program

1. The self-help program will augnent the work traditionally
performed by mlitary, civil service, and contractor personnel.

5-3



5002 FACI LI TTES MAI NTENANCE MANUAL

2. Troop training projects approved for acconplishment by either FM
Engi neer Units or Naval Construction Forces are not included under
the self-help program

5002. PROCEDURES

1. I nstructions. I npl ementation of the self-help program is the
responsibility of organizational commanders. Internal  procedures
devel oped should require coordination with the Head, Mintenance
Branch, Facilities Dvision, to periodically inspect barracks and

wor kpl aces for namintenance discrepancies. From this inspection, and
from other reported discrepancies, a listing of tasks appropriate for
self-hel p acconplishnent should be identified.

2. Self-Help Requests. Requests for self-help projects wll be
submitted on a NAVFAC Form 9-11014/20, Wrk Request (Mintenance
Managenent) . The requestor should be as explicit as possible about
the requirenent. A project supervisor/coordinator should be
identified on the request with work phone nunbers. The NAVFAC Form
9-11014/20 will be reviewed by the Qperations Oficer, Maintenance
Branch, Facilities Division, or Mintenance Liaison NCO and if
approved, materials issued. After receipt of materials, the

organi zation wll notify the Maintenance Liaison NOCO extension
4-2089, that work has started. Final inspection wll be acconplished
by the Maintenance Liaison NCO upon project conpletion.

3. Materials for small self-help jobs (usually work requiring |ess
than 16 nman-hours) are issued imediately whenever possible.

4. Materials for large (nore than 16 man-hours) wll be ordered by
specific job order. Materials are issued as soon as they becone
avai | abl e. For efficiency and material control, self-help jobs

should be conpleted 30 days after receipt of materials.

5003. SELF-HELP  GJ DELI NES

1. Structural  Wrk

a. Screens. Screen repairs are encouraged to be acconplished
sel f - hel p. Wod frame screen doors and screens nay be repaired by
repl acenent, retacking |oose screen wire, securing fasteners,
tightening hinges, or adjusting or replacing springs. Do not renove
screens from windows unless it is absolutely necessary. Never secure
screens by driving nails through wooden or netal frames.

b. Door s. Door repairs are limted to tightening of hinges and
hardware and light lubrication of hinges and locks. If required, a
small bit of wood as filler in enlarged holes will help obtain a

sound fastening when the screw is replaced.
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c. dass and Glazing. Self-help glass replacenent is encouraged
for warehouse and low visibility storage/general purpose facilities.
Pre-cut glass and glazing conmpound wll be provided as required.
Requests for pre-cut glass panes wll include exact nmeasurenents.
Installation instructions can be received from the Maintenance
Liaison NCO at extension 4-2089.

d. Spackling, Plaster, and Sheetrock. M nor spackling, plaster,
and sheetrock repairs to walls and ceilings may be approved for self-
hel p wor k. Contact the Maintenance Liaison NCO to inspect the area
prior to requesting approval of materials.

e. Pai nti ng

(1) The Head, Maintenance Branch, Facilities Dvision, wll
issue paint on a self-help basis. Al self-help work requests wll
include the approxinmate area square footage to be painted.

(2) Canouflage and other tactical paints are not issued
through the self-help program Brushes, rollers, trays, paint
thinner, tape, dropcloths, and other materials required for painting
are provided by the unit.

(3) Prior to self-help painting; dust, wash, or degrease the
surface with a comon household detergent solution. Use only a
danpening application and clean snmall areas at a tine. Results may
indicate that painting is not required. Danage to the surface such
as holes, punctures, or splits must be corrected prior to painting.
Repairs to large areas to be painted should be coordinated with the
Head, Mintenance Branch, Facilities Division, in advance of gelf-
help. Apply paint to dry surfaces only and ensure the surface
remains dry for at least 4 hours after application. Sel f-hel p paint
projects will be coordinated and inspected by the Maintenance Liaisor
NCO.

(4) Concrete surfaces on steps, slabs, buildings, curbs,
etc., should not to be painted. Sign posts are constructed of
treated lunber and will NOT be painted.

2. El ectri cal / Mechani cal Vor k

a. El ectrical. El ectrical maintenance is limted to relanping
standard bulb fixtures and fluorescent tubes and cleaning/replacing
globes and reflectors. Al other electrical system repairs and
repl acements wll be made by Mintenance Branch personnel.

I ncandescent lanps (up to and including 200 watt and spotlights) and
fluorescent tubes should be purchased by the organization. The

| argest size lanp that can be safely used in standard sockets is 200
watts. Do not use a size larger than specified on the socket base.
Under no circunstances should |anps be used which are too large to
permt easy replacenent of the gl obe. Do not handl e globes nore
often than necessary. Avoid cleaning hot globes, shades, and
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reflectors with danp cloths. Wen replacing globes, turn off Iight
until cool . Resetting circuit breakers and replacing fuses may be
acconpl i shed by self-help. Repeated tripping of breakers or blow ng
of fuses indicates an electrical problem that requires Mintenance
Branch personnel. DO NOTI' BYPASS CIRCU T PROTECTION WTH "JUWERS' OR
METAL CONNECTORS OR SECURE CIRCU T BREAKERS IN THE CLOSED POCsI TI ON
Extension cords and nultiple connector male plugs may be hazardous
and should never be |eft wunattended. Extension/spliced cords will

not be fabricated by Maintenance Branch personnel. Organizations
will ensure that cleared areas are maintained in front of all
electrical panels to provide accessibility and elimnate fire/safety
hazar ds. Electrical conduit wll not be used to support hanging
decorations, clothing, or other naterial. Installations, nodifi-
cations, alterations, or additions to any electrical system wll be

acconplished ONLY by the Head, Maintenance Branch, Facilities
Di vi si on. Base Safety or Fire Departnment inspections that identify

electrical problens will be reported by the organization to the Head,
Mai nt enance Branch, Facilities Dvision, for corrective action. The
NAVFAC Form 9-11014/20 will include a copy of the applicable
I nspection report.

b. Heat i nq. Organi zations are responsible for the care and
cleaning of space heaters. Mai nt enance on steam hot water, forced
air and gas heating systens wll be acconplished by Mintenance

Branch personnel.

c. Plunbing. Self-help plunbing is encouraged for renoval of
stoppages in toilet bows, renoval of stoppages in |avatories
(excluding renoving traps), and cleaning, adjusting, and replacing
shower heads.

3. Roads and G ounds. Each organi zational commander s responsible
for the general care and police of assigned facilities. Ar ea
commanders are responsible for exterior police per MBO 11104.1.
Vehicles and equipnment will be operated in such a manner as to
preclude damage to roads, road shoulders, grass areas, drainage
systens, sewer nmains, water nmains, comunication cables, and overhead
el ectrical and telephone lines. Should damage occur to the above
systens, the Head, Miintenance Branch, Facilities Dvision, wll be
notified immediately at extension 4-2072/2073. Prior to digging or
driving posts or pilings in any inhabited or inproved area or along
any road, a request to locate utilities wll be submtted to the
Head, Maintenance Branch, Facilities D vision per chapter 3.
Landscaping and beautification projects acconplished by self-help
will be properly maintained by the organization, i.e., watering new
shrubs, plants, flowers, trees, etc.; weeding; mulching; trinmng
bushes and trees up to 10 feet; and fertilizing.

5004. SELF-HELP LI M TATI ONS. The following tasks wll not normally
be approved for self-help projects:
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1. Struct ural

a. Painting of concrete facilities.

b. Painting of shower floors.

c. Painting the exterior of facilities.

d. Painting of information on buildings.

e. Repl acenent of w ndows and doors.

f. Installation of w ndow air conditioners.

g. Mnor construction, e.g., the installation of walls,
partitions, fencing, doors, etc.

2. El ectri cal / Mechani cal

a. Rewiring or installation of electrical fixtures.

b. Installation of receptacles, light fixtures, or toggle
swi t ches.

c. Repair to electrical systens.
d. Repl acenent of commodes, valves, or urinals.
e. Installation or renoval of plunbing fixtures.

3. Roads and G ounds

a. Cutting of trees.
b. Altering existing ground contours.
c. Renoving soil next to sidewal ks, curbing, etc., as a nethod

of edgi ng. (This practice creates a tripping hazard and pronotes
erosion and eventually wll cause the sidewalk to fail structurally.)
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APPENDI X A

DEFI NI TI ONS

1. BACKLOG CF MNAINTENANCE AND REPAIR End of fiscal year
nmeasurenent of nmaintenance and repair work remaining as a firm
requi rement of the annual plan but which |ack of resources prohibit
acconplishnment in that fiscal year.

2. CONSTRUCTION (NEW_WRK). The erection, installation, or assenbly
of a new facility, the addition, inprovenent, alteration, expansion,
or extension of an existing facility, the conversion or replacenent

of an existing facility; the relocation of a facility from one

| ocation to another, including equipnent installed in and rmade a part
thereof; and related site preparation, excavation, filling, and

| andscaping, or |and inprovenents.

3. CONTROL | NSPECTI O\ Continuous inspection involving the periodic
schedul ed examnation or test to determne the physical condition
with respect to the naintenance standard of facilities, including
utilities systenms and installed equiprment (dass 2 Real Property),

for the purpose of identifying deficiencies in the early stages of
devel opnent . The inspections generally pertain to electrical,
nmechanical, and structural features.

4, CR SIS A sudden and unforeseeable occurrence or condition,
either as to its onset or as to its extent, of such disastrous
severity or magnitude that Base intervention beyond nornal _
activities, State and local governments in assisting this Base, Orf il

the event assistance is required from this Base. so see paragraph
4007.

5. CRISIS IANAGEMENT. The planned response of this Base to contain
a crisis situation and mnimze the loss of life and property and to
provide crisis recovery assistance and limt residual effects of a
crisis situation. Al so see paragraph 4007.

6. CUSTOVER. An activity, conponent of an activity, unit, organiza-
tion, or tenant which is authorized by an activity commander to
request any type of facilities support.

7. CYCLI C NAI NTENANCE. A recurring mnor structural, electrical, or
nmechanical repair to high-use structures; e.g., barracks, admnistra-
tive buildings, etc. The work is authorized by a standing job order
which specifies work center tasks by type and optinum time variables
within a 30-mnute nmaxi num range per task. The work scope is limted
to that which can be acconplished with sinple hand tools. Exanpl es
are tightening hinges, replacing faucet washers and shower heads, and
repairing electrical swtches.

a. EMERGENCY WORK. Wrk requiring immediate action to correct or

prevent loss or damage to government property, restore disrupted
essential services, or elimnate hazards to personnel or property.

A
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9. EQU PMENT | NSTALLATI ON. The installation of equipnent that is
engineered and built into or affixed as a part of the facility and is

an integral part of the facility. Excluded from this category is
portable or easily detachable equipnent such as plug-in equipnent,
furniture, etc. That type of equipnent is classified as organiza-

tional personal property.

10. ESTI VATE. The inforned analysis of all known and probable

elements of a proposed job and the forecast of personnel, naterials,
and related itens needed to perform the job.

11.  FACLITY. A separate, individual building, structure, or other

item of real property inprovenment which is subject to reporting under
DoD real property inventory.

12. I NSTALLED EQUI PMENT. (Not to be confused with "Equipnent
Installation.™) Itemrs of equipnent that are attached to or an
integral part of a facility. Sometimes called "built-in equip-
ment," these are accessory equipnment and furnishings designed into,
affixed to, and required for the operation of the facility.

Equi pnrent of this category are considered part of the real property.

a. Typical Exanples Are:

(1) Venetian blinds and shades.
(2) Eevators.
(3) Fire and intrusion alarm systens.

(4) Heating, ventilating, and air conditioning installa-
tions.

(5 Eectric generators, water coolers, and auxiliary gear.
(6) Hoods and vents.

(7) Wvalk-in refrigerators.

(8) Chapel pews, pulpits, theater seats.

b. Sone  Exclusions Are:

(1) Loose furniture, furnishings, and rugs.
(2) Filing cabinets and portable safes.
(3) Portable office nachines.

(4) Portable food preparation and serving equipnent,
i ncluding appliances.

(5) Training aids and equipnent, including sinulators.
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(6) Shop and Automated Data Processing (ADP) equi pnent.

(7) Any operational equipnment for which installation,
nmounting, and connections are provided in building design and
which are detachable w thout danmage to the building or equipnent.

13. JOB ORDER A docunent issued to authorize and specify work to
be acconplished under a coded nunbering system It is used to
identify the various segnents of an allotrment or order and related
accounting classifications in order to collect costs for the work
aut hori zed. Job planning and estimating in the docunment should be
detailed and conplete.

14, MAI NTENANCE. The recurring day-to-day, periodic, or scheduled
work required to preserve or restore a facility to such condition
that it may be effectively used for its designed purpose. Mai nt e-
nance includes work undertaken to prevent damage to a facility which
otherwise would be nore costly to restore.

15. M LITARY CONSTRUCTION (MILCON). New construction projects
estimated to cost in excess of $300,000. Such projects are submtted
by this Base to the OMC for approval and appropriate funding. There
is a normal leadtime of 3 to 5 years between subm ssion and funding
of MLCOON Projects, even for projects previously incorporation in the
Base Master Pl an.

16. MNOR CONSTRUCTION. Wrk to erect, install, or assenble a new
facility or to expand, alter, or convert an existing facility to
anot her use. M nor construction refers only to such work authorized
to be acconplished with operations and maintenance funds.

17. REAL PROPERTY NMAINTENANCE ACTIMTIES. The various functions for
the maintenance and repair of facilities, the acconplishment of m nor
construction, the operation or purchase of utilities, and the _
provision of operating services and other engineering support. Thi's
specifically includes naintenance and repair of all buildings,

grounds, paved surfaces, utilities including utilities purchases; and
other engineering support services, such as maintenance and public
works admnistration and engineering, custodial, entonology, refuse
collection and disposal, fire protection, and environnental control.
The term "activity" in this context refers to a function or operation

rather than the general Marine Corps inference of an organizational
entity.

18. RECYCLABLE NATERI ALS. Materials normally discarded (i.e., scrap
and waste) which may be reused after physical or chemcal reprocess-

ing. Recyclable materials do not include precious netal bearing
scrap or items which may be used again for their original purposes/
functions without special processing; e.g., used vehicles, vehiclel/
machi ne parts, bottles (not scrap glass), electrical conmponents, and
unopened containers of wunused oil/solvent. Recyclable naterials also

do not include ships, planes, weapons, or any discarded material
which nmust undergo demlitarization prior to sale.
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19. REI MBURSABLE WORK. Wrk perfornmed for tenant activities and for
custonmers funded by other than Qperations and Mintenance, Marine
Corps is considered reinbursable work. For exanple, the work may be
performed for famly housing; other mlitary services; Mrale,

Wl fare and Recreation activities; and private parties including
concessi onaires, contractors, and tenants of rental housing.

20. REPAI R. The restoration of a facility to such a condition that
it may be effectively used for its designated purposes by overhaul,
reprocessing, or replacenent of constituent parts or materials which
have deteriorated by action of the elenents or usage, and which have
not been corrected through nmaintenance.

21. REPLACEMENT. A conplete reconstruction of a real property
facility destroyed or danaged beyond the point at which it may be
economcally repaired. Prefabricated structures nmay be utilized in
lieu of reconstruction when cost-effective.

22. SELF- HELP. Mai nt enance, repair, and mnor construction work of
a limted nature perforned by tenant personnel. Such work is limted
to that which a honmeowner mght acconplish to their own dwelling.

The types of tasks are those which require mninum craft skills and
sinpl e handtool s.

23. SERVI CE WORK. Wrk which is relatively mnor in scope, not
emergency work by nature, nornmally estinmated to require 40 hours or
less to acconplish. Service work is authorized by an emergency or
service work authorization on a locally prescribed form

24. SPECIFIC JOB CORDER. A specific job order will be issued to
authorize each single undertaking for which a starting and ending
date can be determned and for which separate cost data are required.
The scope of the job nust exceed the limtations of energency/ticket
work described in paragraph 3002.

25. STANDING JOB ORDER. A work authorization issued to provide the
performance of work of a highly repetitive nature and for which
accunmul ated costs for a specified period, usually 1 fiscal year, are
desired.

26. TROOP  TRAI NI NG Troop training is described as the acconplish-
ment of maintenance, repair, or new work by a mlitary troop unit.
Troop training projects may be authorized when either or both of the
following conditions exist:

a. Training. The project will clearly contribute to the
training of the mlitary unit for performng its wartinme mssion.
For approval, the scope of work nust be within the capability of the
mlitary unit to be utilized. Qualified civilian workers and
supervisors may be mnimally utilized to assist in approved projects.
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b. Securitv. The project is restricted by security so that the
acconplishment by civilian naintenance forces or contractors is not
practical or wthin time constraints.

27.  WRK CENTER A conponent of the Mintenance Branch QO ganization
identified by trade or type of work performed.

28. WRK REQEST. NAVFAC Form 9-11014/20 (Miintenance Managenent)
used to request the Head, Miintenance Branch, Facilities Dwvision, to
perform work or to prepare a cost estimate for specified work.
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APPENDI X B

ACTIMTY HEADS AUTHORIZED TO SUBM T WRK REQUESTS

UNNT CODE UNIT NAME BLDGH PHONE#
AD AUDI T SERVICE 3099 2016
AF MARINE CORPS AIR FACILITY 2100 2550
BH BACHELOR HOUSI NG 3078 3149
BN SUPPCRT BATTALION, THE BASIC SCHOOL 24115 5200
BS THE BASI C SCHOOL 24164 5317
CcD MARI NE CORPS COWVPUTER AND

TELECOVMUNI CATIONS  ACTIVITY 3255 2580
CG MARATHON 3035 2720
CH BASE CHAPLAI N 3098 2131
CM COWM SSARY 3400 2476
CP COWTROLLER DI VI SI ON 3250 3285
cS COALI TION AND SPECI AL WARFARE

DI VI SI ON 3094 4775
cu MCB FEDERAL CREDIT UN ON 2015 7181
cVv CVILIAN HUWVAN RESOURCES OFFICE -

QUANTI CO 2004 2368
cwW CIVI LI AN RECREATION AND WELFARE

ASSOCI ATI ON (CRWA) 3252 2088
DI COMMUNI CATION  ELECTRONICS DIVI SI ON 3095 2010
DN DENTAL CLINC 2004 2801
DP DEFENSE PROPERTY 27005 5397
DQ MORALE, WELFARE AND RECREATI ON

DI VI SI ON 3044 3800
DS QUANTI CO DEPENDENTS SCHOOL SYSTEM 3307 2319
ED TRAINING AND EDUCATION DI VI SION 2008 4240
FB FBI  ACADEMY 1 6131
FD MCB FI RE DEPARTMENT 2045 2636
FH FAM LY HOUSI NG BRANCH 3049 2739
FP DEFENSE PRI NTI NG SERVI CE DETACHVENT

OFFI CE 1001 2207
FS FOOD SERVI CE BRANCH 2011 3497
HB HEADQUARTERS AND SERVI CE BATTALI ON 2006 4447
MA MARI NE CORPS ASSOCI ATI ON 715 6161
MC MARI NE CORPS SYSTEMS COMVAND 2033 2034
MG MARI NE SECURI TY GUARD BATTALI ON 2007 3165
M. MATERI EL  BRANCH 2010 2734
VM MARI NE CORPS Al R-GROUND MJSEUM 2014 2606
MP MANPOAER DI VI SI ON 3250 2181
MT MARI NE CORPS OPERATI ONAL TEST AND

EVALUATION  ACTIM TY 3035 3141
MU MARI NE CORPS UNI VERSI TY 2076 4029
Mwv MORALE, WELFARE AND RECREATI ON

SUPPCRT ACTIVITY 2112 2454
NH NAVAL MEDICAL CLINC 2200 2524
NR NATURAL RESOURCES AND ENVI RONVENTAL

AFFAI RS BRANCH 3040 4030
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OFFI CER CANDI DATES SCHOOL
PUBLI C WORKS BRANCH

RESERVE AFFAIRS DI VI SI ON

REQU REMENTS DIVI SI ON

OPERATIONS DI VI SI ON

SECUR TY BATTALI ON

STUDES AND ANALYSIS DIVISION
SUPPORT  BRANCH

TRAFFI C MANAGEMENT  OFFI CE
TRAINNG  SUPPORT

AFGE (UNI ON)

VETERI NARY

FOURTH LIGHT ARMORED RECONN SSANCE
BATTALI ON

WEAPONS TRAI NING BATTALI ON

2189
2004
3035
2042
3250
2043
3093
2013
2043
2009
1002
PP1

26102
27212

2935
2020
2127
2283
2860
3191
3546
2900
2257
2381
7217
2770

2798
5248
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LISTING OF AUXILIARY CGENERATORS

LOCATI ON

CONSTRUCTI ON EQUI PMENT

REPAI R
R FLE RANGE SEWAGE
R FLE RANGE BUTT
UPSHUR SEWACE
BARRETT WATER WORKS
UPSHUR WATER WORKS
BARRETT HEAT PLANT
TBS DENTAL CLINIC
GUAD MAI NTENANCE
FUEL FARM
FI RE STATI ON
PROVCST NMARSHALL
OFFI CE
LYMAN PARK
THOMASON PARK
LI VERSEDGE HALL
CHAMBERLAI N VI LLAGE
SUGAR LQCAF HILL
MAI NTENANCE DI VI SI ON
MARI NE CORPS EXCHANGE
G NDER dTY
aG.D COW SSARY
WATER TREATMENT  PLANT
POST WATER WORKS
CENTRAL HEAT PLANT
LEJEUNE HALL
HOCHWUTH HALL
NEW AW
NEW PCST WATER WORKS
MCAF  SEWAGE
MCAF  CRASHBQOAT
BROM FI ELD
MCAF HEAT PLANT
BRI G
LARSON GYM
MCAF TONER
RADAR SITE
CRASH CREW
USNH SEWAGE
LUCAS HALL
U S NAVAL HOSPI TAL
HEAT PLANT
USNH CU ROOM
USNH OPERATI ON
MANN  HALL

BLDG

27054
27229
27207
2666

24150
2637

24162
24008
27001
27263
27400

2043
3950
2995
15
3201
2117
3252
3500
2038
2819
660
1303
2012
3250
2033
659
1304
2818
2172
5121
2113
3247
2112
5109

5156
2218
3104

2201
2200
2200
2004

KW

100
125

100
100

100
180
25
200
30

30
150
100
75
100
25
100
17.5
150
50
300
300
300
100
300
100
65
155
45
90
100
350
30
200

30
15

150
100
350
100

APPENDI X C

FUEL
CAP

100
550
275
1000
275
275
275
1000
250
275
550

275
100
275
275
100
275
275
275
275
275
1000
275
275
275
275
1000
125
275
275
275
275
1000
150
500

275
275
275

275
1000
1000
275

FUEL
HOUR

16
80
40
80
40
40
40
80
8

40
80

40
24
40
40
16
40
40
40
40
40
80
40
40
40
40
80
24
40
40
40
40
80
40
40

40
40
40

40
80
80
40

REFUEL

12
24
24
24
24
24
24
24
24
24
24

24
12
24

12
24
24
24
24
24
24

24
24
24
24
12
24
24
24
24

24
24

24
24
24

24
24
24
24

FUEL
TYPE

DIESEL
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3252
2204
2047
24164

60
75
150
15

80
150
275
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16
40
40
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