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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                IN REPLY REFER TO:

                                                         BaseO P1110.2 Ch 1

                                                         LFM

                                                         3 SEP 1998

BASE ORDER P11010.2 Ch 1

From:  Commanding General

To:    Distribution List

Subj:  STANDARD OPERATING PROCEDURES FOR FACILITIES MANAGEMENT 

       SERVICES/SUPPORT (SHORT TITLE: SOP FOR FMSS)

Encl:  (1) New page inserts to BaseO P11010.2 of 18 Sep 97

1.  Purpose.  To transmit new page inserts to the basic order.

2.  Action.  Remove Appendix A and replace with corresponding pages contained in the enclosure.

3.  Summary of Chances.  Procedural changes are made for tenant facility advisory committees and for outside agencies providing facilities support.

4.  Chance Notation.  This Change redefines certain facilities procedures for Camp H. M. Smith.

5.  Filing Instructions.  This Change transmittal will be filed immediately following the signature page of the basic order.

6.  Certification.  Reviewed and approved this date.

                                     M. L. OLSON

                                     Deputy Commander

DISTRIBUTION: A
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APPENDIX A

FACILITIES PROCEDURES FOR CAMP H. M. SMITH

1.  General.  The Facilities Office at Camp H. M. Smith is a Division of the Facilities Department (LF), Marine Corps Base Hawaii (MCBH).  Marines assigned to Camp Smith Facilities Division (LFC) are administratively attached to Headquarters and Service Battalion, Marine Forces Pacific, but, along with their civilian coworkers, remain operationally under the control of the Commanding General, MCBH.

2.  Responsibilities.  The Camp Smith Facilities Division is responsible for maintaining Marine Corps facilities and grounds at Camp H. M. Smith, Pu'uloa Rifle Range and Mariana Housing Area (less the homes themselves).  These installations are on the Leeward side of the
 island of Oahu.

3.  Organization.  The Division is comprised of five branches, but generally consists of an Office Staff and a Maintenance Shop.

    a.  Office Staff.  The Office Staff includes the Facilities Officer, General Engineer, Facilities Management Specialist, Maintenance Operations Chief, Contract Compliance Representative and other support personnel.  The staff provides long and short term facilities planning and management of routine and emergency maintenance and repair work, construction and renovation projects, space allocation, utilities, energy and water conservation, and base services such as custodial, grounds maintenance and refuse collection.  An Environmental Protection Specialist from the MCBH Environmental Department is also assigned to the office.  Services provided include planning and management of asbestos and lead abatement, pollution and erosion control and the recycling program.  The MCBH Safety Center provides inspectors to oversee safety and fire protection matters.

    b.  Maintenance Shop.  The Maintenance Shop is led by a Work Leader and is a mufti-trade organization.  It exists primarily to provide routine and emergency maintenance and repair support for facilities.  It also has a limited capability to perform minor demolition, construction and renovation work.  It consists of tradesmen with specialties such as electrical, plumbing, carpentry, concrete/masonry, general mechanical and other facilities maintenance‑related skills.
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4.  Tenants.  All organizations assigned space aboard Camp H. M. Smith

are considered tenants of Marine Corps Base Hawaii.  Tenant responsibilities include:

    a.  Maintain and keep clean those areas assigned for the organization's sole use;

    b.  Conserve natural resources such as energy and water, and recycle materials such as white paper, newspaper, cardboard, aluminum and other items;

    c.  Promptly and properly dispose of excess/undesired class 3 and 4 property (furniture, equipment, etc.) and miscellaneous documents/records: In particular, vacant rooms, passageways, closets, loading docks and other. spaces will not be used to store, stage or dispose of unwanted gear/materials.  The intent of this requirement is to maximize the productive use of available space, to prevent fire/ safety hazards and pest/health/hygiene problems, and to facilitate good housekeeping in order to enhance the appearance of the headquarters complex.

    d.  Obtain approval from. the Camp Smith Facilities Officer before:

        (1) Making structural changes;

        (2) Making changes that affect utilities, Such as electricity, water, sewer or gas;

        (3) Installing devices that will significantly increase power consumption or the load on a particular electrical circuit, such as disintegrators, large copy or print machines, air conditioners, ranges, large refrigerators/freezers, etc.;

        (4) Making changes that will in any way affect base services paid by MCBH, such as custodial service, grounds maintenance, trash collection, etc.;

        (5) Moving into or out of any space.

5.  Facilities Representative.  Each tenant unit/organization will

establish a single point-of-contact for facilities matters at the highest organizational level present at Camp Smith.  This individual must be authorized to make certain facilities-related decisions and to speak on behalf of the commander.  For the Commander-in-Chief, U.S. Pacific Command (USCINCPAC), we recommend that this representative be the Facilities Engineer (J449).  For Commander, Marine Forces Pacific

A-2

Ch 1 (3 SEP 1998)

SOP FOR FMSS

(COMMARFORPAC), we recommend the Facilities Engineer Officer (G-8 Section) or the Executive Officer, Headquarters and Service Battalion. For other tenants, the representative should be the individual most responsible, on a day-to-day basis, for local facilities-related issues.  Advise the Camp Smith Facilities Officer in writing who the current Facilities Representative is for each tenant organization.  Each organization's Facilities Representative serves as its central clearing house, spokesman and advocate for facilities‑related matters.

6.  Camp Smith Facilities Planning Board.  The Camp Smith Facilities Planning Board is comprised of the Camp Smith Facilities Officer, General Engineer, Facilities Management Specialist, Maintenance Operations Chief, Environmental Protection Specialist and the Facilities Representative from each tenant organization.  The Board meets at least quarterly to discuss facilities-related topics of interest/concern, and to review and prioritize minor maintenance (M1) and mew work (R1) projects.  It meets at least annually to review, justify and prioritize major maintenance (M2) and new work (R2 and MILCON) projects to be submitted to higher headquarters for approval/funding.

7.  Tenant Facilities Advisory Committees.  Camp Smith tenants, especially larger organizations, are encouraged to form internal advisory committees which meet periodically to discuss facilities‑related concerns and to establish facilities priorities for their commands.  The Tenant Facilities Representatives should chair these committees and forward the staffed results to Camp Smith Facilities Division.  It is important to note that these committees set priorities for their parent organizations only and not for MCBH or even Camp Smith as a whole.  The priorities for Camp Smith are

established lay MCBH through the Camp Smith Facilities Planning Board.

Due consideration will be given to the concerns and priorities of each

tenant.

8.  Requesting Support.  Tenants will request facilities support as follows:

    a.  Repair.  Any person identifying a problem may report it by telephone to the Camp Smith Facilities Division Trouble Desk 477-0717 directly.  The Trouble Desk Operator will open a Trouble Ticket, categorize the problem as routine, urgent or emergency, enter the data into the computer data base, and pass the request to the Maintenance Shop or Public Works Center for action. The above mentioned categories are:

        (1) Routine - A problem that has no significant near-term adverse impact on safety, sanitation, property, security or daily operations.
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        (2) Urgent - A problem that has or soon will have some significant adverse impact on safety, sanitation, property, security or daily operations.

        (3) Emergency - A problem that is or will imminently have a significant adverse impact on safety, sanitation, property, security or mission accomplishment/readiness.

    b.  Maintenance.  Required maintenance will generally be identified through scheduled periodic inspections by Camp Smith Facilities Division of all structures/systems, technical publications and practical experience. Tenants may also identify maintenance requirements by submitting a formal written work request or by calling the Trouble Desk.  To the maximum extent possible, preventive maintenance is scheduled at least one year in advance. Demolition, unless it is to allow for construction, alteration, upgrade or installation, is usually considered as maintenance.

    c.  New Work.  New work includes all construction, certain demolition/ renovation and most alteration/upgrade/installation projects.  Requirements are identified in one of two ways:

        (1) Tenants desiring support will submit a work request. Provide as much information as possible using available plans, specifications, sketches, layouts and narrative description.  A written justification. must accompany the request.  Use as many addendum pages as necessary.  Staff all work requests through the organization's designated Facilities Representative for screening and approval.  Without a signature from the Facilities Representative, no action will be taken on a request for new work.

        (2) Routine scheduled or as-required facilities inspections, control inspections and special studies by the Camp Smith Facilities Division will also be used to identify

    d.  Base Services.  Submit requests for new or increased services (custodial, grounds maintenance, pest control, trash collection, etc.) or to eliminate or reduce services using a formal written work request.  Staff all requests through the organization's designated Facilities Representative for screening and approval.  Without a signature from the Facilities Representative, no action will be taken on a request to increase or decrease services.

9.  Providing Support.  Facilities‑related support is provided as follows:
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    a.  Repair.  Support is usually provided by the Facilities Division's in‑house Maintenance Shop during normal work hours.  After hours support may be provided by Public Works Center (PWC), Pearl Harbor.  Initial response times vary depending upon the work load and priority of effort, but to the extent possible will comply with the following criteria:

        (1) Emergency:  0-4 hours (situation dependent)

        (2) Urgent:     4 hours-4 days (situation dependent)

        (3) Routine:    4-15 days

The initial response to a trouble call may not effect a complete repair.  It may only resolve or stabilize the immediate problem, thus buying time to effect a more deliberate and permanent solution.  At a minimum, the initial response should downgrade the problem to a lower category (e.g., from emergency to urgent or routine, or from urgent to routine).

    b.  Maintenance.  To the maximum extent possible, maintenance is scheduled at least one year in advance, and performed per an annual maintenance plan.  Preventive maintenance of boilers, ventilation and central/split‑system air conditioning systems, fire protection systems, elevators, etc. is performed by PWC.  Major maintenance work is normally completed by commercial contractors via PWC.  Minor maintenance projects are usually accomplished by the Facilities Division's in-house Maintenance Shop. Minor deferrable maintenance is locally prioritized by the Facilities Division, with occasional input from the Facilities Planning Board.  Major projects are prioritized by the Board, integrated with similar requirements from MCBH Kaneohe Bay, and submitted to higher headquarters for approval/funding.

    c.  New Work.  Major construction/alteration/upgrade/installation and applicable renovation/demolition work is usually performed by commercial contractors via PWC.  Minor projects may be completed by the Facilities Division's in‑house Maintenance Shop.  Projects are prioritized through the Facilities Planning Board, integrated with similar requirements from MCBH Kaneohe Bay, and submitted to higher headquarters for approval/funding.

10.  Self-Help Program.  Tenants who wish to expedite simple

maintenance/repair or new work projects that do not involve utilities

(electric, water, sewer, gas) or other systems (ventilation, air

conditioning, fire protection, security, telephone/other
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communication, data processing) may be allowed to do the work themselves. Submit work requests with.  plans, sketches and written justification to the Facilities Division Maintenance Operations Chief (477-0718).  Highlight the fact that self-help is desired.  Indicate who will do/lead/supervise the work and what makes that person qualified for the job.  Materials, tools (temporary loan) and technical expertise may be provided for approved projects.  No project may begin until the Maintenance Operations Chief gives written approval.

11.  Approval of Work.  Any project that substantially affects a

structural or utility feature of a facility, to include its appearance

as viewed by other organizations or future tenants of the space/area,

must first be approved by the Camp Smith Facilities Officer or higher

headquarters (if it is of sufficient scope).  This includes self-help

work and unit/tenant funded projects using outside sources (PWC, DISA,

commercial contractors, etc.).

    a.  Examples of work requiring prior approval include:

        (1) Tapping into existing electric, water, sewer or gas lines;

        (2) Constructing new structure, including walls, floors, ceilings, partitions, doors, windows, built-in shelves, etc.;

        (3) Penetrating existing structure, including ceilings, floors, walls, doors, windows etc.; whether to provide access, ventilation, run wires, cables or pipes or for any other reason;

        (4) Painting fixed structure, whether exterior or interior;

        (5) Applying or removing wall coverings such as paneling, fabric, or wall paper;

        (6) Installing or removing of floor coverings, to include tile, rolled vinyl, wall-to-wall carpet, etc.;

        (7) Running wires, cables, conduits and pipes, whether exposed or unexposed, regardless of the purpose;

        (8) Installing fixed or semi-fixed equipment/systems, such as antennas, intrusion detectors, video monitors, alarm panels, etc.

    b.
The following installations/removals may be performed within a tenant's assigned sole-use space without seeking approval:

        (1) Floor mats/area rugs
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        (2) Wall clocks

        (3) Bulletin boards

        (4) Chalk/dry erase boards

        (5) Map boards

        (6) Status board

        (7) Framed posters/notices

        (8) Removable hanging art/decorations

For advice concerning the best way to install/mount these or similar items, call the Maintenance Operations Chief at 477-0718.

12.  Controlled Spaces.  Camp Smith Facilities Division periodically inspects controlled spaces to identify maintenance requirements.  Due to the difficulty of gaining access/obtaining escorts, etc., primary responsibility for identifying problems in controlled spaces lies with the assigned tenant, and, in particular, with the Levant's Facilities Representative.

13.  Roof and Machine/Utility Room Access.  Access to roofs and machine/utility spaces is restricted to authorized maintenance personnel only. For entry, contact the Maintenance Operations Chief at Camp Smith Facilities Division at 477-0718.

14.  Space Allocation.  Tenant organizations requiring more space or wishing to vacate an assigned space will submit a formal written request to the Camp Smith Facilities Officer.  Space allocation will be based primarily upon Basic Facilities Requirements (BFR) guidance published in.  higher level directives.  Tenants with excess space will promptly identify it to the Facilities Division for possible recovery and reassignment.

15.  Fiscal.  Tree cost of certain utilities and base services are to be reimbursed by the tenant.  Such arrangements will be formally defined in an Inter-Service Support Agreement (ISSA) or Host‑Tenant Agreement (HTA).  Any work that supports a tenant-unique requirement or which is not part of the normal work that the Facilities Division would do in the affected structure or at that time will be paid for by the tenant as well.  This includes all equipment installation/maintenance‑related work, most new work and any maintenance/repair work that is out-of-cycle due to tenant neglect, malfeasance or special desires.   Tenants have the option of using their own funds to
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expedite approved projects that MCBH will fund for but which would not otherwise be accomplished in the near future.  Funding must come from a proper appropriation. Camp Smith Facilities Division will not begin reimbursable work until funds are received.

16.  Equipment and. Garrison Property.

    a.  Camp Smith Facilities Division is only responsible for class 1 and 2 (real) property.  Class 3 and 4 (personal) property, which includes equipment that is not a fixed part of the facility, is a tenant or MCBH Supply Department responsibility.  This includes all costs associated with its purchase, installation and maintenance.

    b.  Tenants who desire to install equipment that is likely to significantly increase floor loads or the demand on utilities, especially electrical, will first request authorization from the Facilities Division via a formal_ written work request.  Installation may not begin until written approval has been given.

    c.  Portable air conditioning units (through-the-wall and window-mounted), telephones, telephone systems/lines, Local Area Network and other communication equipment/lines, data processing and other office equipment, furniture and decorations are not provided, installed or maintained by Camp Smith Facilities Division.

    d.  Portable air conditioners will not be installed until formal written permission has been received from the Camp Smith Facilities Officer.  Since approval is not automatic and authorization letters specify maximum capacity and minimum efficiency ratings, it would not be prudent to purchase an air conditioner until after approval has been received..

    e.  Equipment and furniture that becomes unserviceable or is no longer desired will be properly disposed of through appropriate supply channels. These items will not be stored, staged or disposed of in passageways or common areas, whether indoors or out.

17.  Dumpsters

    a.  The personal use of government-owned or provided dumpsters and trash collection is strictly prohibited.  The only exception is that personnel residing in the Bachelor Enlisted Quarters (BEQ) may use the dumpsters adjacent to the barracks to dispose of trash generated in their rooms.

    b.  Unserviceable or undesired furniture and other equipment will
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be disposed of at the Defense Reutilization and Marketing Office (DRMOI via the appropriate supply system.  It will not be placed in or around the dumpsters, nor will it be stored, staged or disposed of in passageways or common areas, whether indoors or out.

    c.  Cardboard, aluminum, plastic, glass, white paper and newspaper will be recycled, vice disposed of.  Collection centers for recyclable materials are scattered throughout the Camp, and a central collection point is located behind Building 56 in Parking Lot 11.

    d.  The large 40-cubic yard dumpster behind Building 600 is for Camp Smith Facilities Division's construction and demolition debris only.  No other person or organization is authorized to use this dumpster.

18.  Notices and Wall Decorations.  Tenants will strictly adhere to the following:

    a.  All notices will be hung on bulletin boards and posters/ prints/paintings/photographs in suitable frames within assigned sole-use space.

    b.  Nothing will be hung/mounted on the walls in a common area (i.e., front lobby, main passageways, MWR passageway/lobby area, etc.) without approval from the Camp Smith Facilities Officer.

    c.  Notices will only be hung on designated approved bulletin boards in common areas.

    d.  Approved posters/prints/paintings/photographs will be attractively framed before hanging in a common area.  The purpose of these requirements is to preserve and protect the structure, reduce maintenance costs and to enhance the appearance of the headquarters complex.

19.  Outside Agencies Providing Facilities Support.  Any outside agency providing facilities‑related support aboard Camp Smith will report to Camp Smith Facilities Division office in Building 600 to log-in during regular business hours (0730-1630, Mon-Fri, except Federal holidays).  After hours, they will sign‑in at the main gate with the sentry.  This applies to every visit and is without regard to what organization requested or is funding the support being provided.  PWC-Pearl Harbor; Pacific Division, Naval Facilities Engineering Command (PACDIV); Army Corps of Engineers and civilian/commercial contractors are just a few examples of organizations falling into this category.  Special arrangements will be made for the convenience of contractors providing regular daily service or performing work that will take several consecutive days or more to complete.
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