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APPENDIX 1 (LOGCAP PLANNING CHECKLISTS) to ANNEX N (INTERNAL 
OPERL\TING PROCEDURES) for LOGCAP CSP 

This Annex is composed of two pmts. Section L the Plmming Checklist is e.xtmcted tl·om U.S. Anny 
Field Manual 63-3. and is designed to assist logistic and engineer plmmers in identifying issues that 
should be addressed dming the prep:.1r:.1tion of a Logistics Support Plan. Section II. Planning 
Com:ideratiom: (page N-1-11) is a more detailed set of opeiational checklists. It is designed to assist the 
Contm.ctor or Ciovemment Planner in the execution of a LOGCAP EVENT. 

SECTION I- PLANNING CHECKLIST 

Does the plan desctibe how supply. maintenance. tl'anspOitation. and 
field setvices are to be · 
Does it specify which logistics elements provide the supp01t? Are the 
logistics elements adequate? Is there any excess capability? Does the 

· force · · 
Has the logistics planner developed the suppmt to complement the 
tactical · 
Have initial preplmmed supply support and emergency supp01t paclmges 
been co11sidered? 
H:.1ve the terrain and enemy intelligence been analyzed to detenn:ine the 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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A.re provisio11~ made for contl'acting. local pmchase. and contmctor-
operated p:uts store suppmt? 
A.re the stockage ol~jectives specified for each class of supply? 
Is a known or estimated order ship time provided? 
Are automated or non-automated procedures used? 
Is the comnnmication~ tl'm1~ceiving c:.:~pability provided compatible with 
the automated system being deployed? 
Have inter-se1vice suppmt requirements been identified? 
What suppmt is to be provided by the host nation. allies or other 
se1vices? 
'W1tat :intm-theater suppmt is required? 
A.re procedmes described for cmtcellation or diversion of materiel that 
has been in-processed or is :in tmnsit at the tennination of the operation? 
Does the plan address contn\1 of aviation intensively managed items? 
Are provisio11~ made for eme1-gency resupply? 
Is there covered storage in the area of operation to protect supplies from 
the elements? If not. aTe shipments packed for outdoor storage? 
Are materials handling equipment requirements addressed? 
Is sufficient rigging material available for airdrop? 
Has the Army Air Clearance Authmity been :.:~dvised of cargo tmmage 
projected for movement through the designated pmt? 
Is the Defen~e Automatic Addressing System aware ofthe 
comnnmicatio11~ routing identitler andDODACC to be used for 
processing direct requisitions and direct supply status? 
Have distlibution procedures for maps been addressed? 

A.re the ration cycles described by phase? 
Are fi·esh eggs. fi1rits. vegetables, meats. jlrices. ultm lrigh temperature 
milk. and cmmed soft drink supplements to l'viRE. T. and B ration meals 
con~idered? 

Are bakery supplements to MRE. T. and B m.tion meals con~idered? 
Do local fi·esh fnrits and vegetables meet U.S. standards? 
H:.:~ve mritized operational ratio11~ been considered for ease of handling 
and accmmtability? 
A.re cash meal payment procedmes established? 
\Vh:.:~t is the method of distl'ibution (mrit distl'ibution or supply point 
distl'ibution)? 

Sustaining the Soldier (continued) 
Hem 

Are field bake1y seiVices reqlrired? Can the host nation s:.:~tiszy the 
reqlrirements? 
A.re veterina1y personnel adequate fore the Slibsistence supp01t 
reqlrirements? 

Are hospital ratio11~ addressed? 
A.re chill and tl'eeze reeter reqlrirements for lurit ditling facilities and 
Class I supply points addressed? 

I I Is a ration cycle proposed? 
0 A.re EPW captme rates included :in Slibsistence plan~? 

Data Subject to Title Page Restrictions 

Otherwise. Treat as 
N-1-2 
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Have e);.treme weather a:::pects (heat cold. Jnunidity. du.st. etc.) been 
co11sidered? 
Have site secmity and storage requirements been identified and :included 
in 
Have special powerrequirements for maintemmce facilities been 
identified (voltage, phase. fi·equency. stability. and anticipated load)? 
Are tl'anstonners · · 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-4 
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Is co:.1stalline of comnnurication reqlrired (Anny freight ships. landing 
craft.lightemge )? 
A.re there coastal restrictiom:? 
Is a logistics over the shore (LOTS) ope1-ation reqlrired? 
Have materials handling eqlripment reqlrirements been addressed? 
'W1wt must be done to repair. renovate. or restore the LOCs? 
Are :in-cmmt1y Jlighway, rail. air. and inland waterway mode 
requirements addressed? 

I 'W1wt pmt~ are available0 'W1wt i~ acce~~ to or from the p01t~0 .. . . .. . 
'W1wt special pmt Clearance reqlril'ements apply? 
Is transpmtation movement p1iority provided? 
'W1tat is the weather impact on pmts. ahtleld~. and highway nets? 
'W1tat is the av:.1ilability ofDefe11~e Intelligence Agency data or analysis 
regarding the cmmt1y or area tlnl1~pmtation infmstructme? 
'W1wt are the tm11~pmtation ft.mding arrangements? .. I A.re trm1~p01tatwn accmmt code requrrements specified? 
Are the seapmts ofdebad(..1tion (SPOD) :.1nd embadmtion (SPOE) mtd 
aerial po1ts ofdebmbtion (APOD) and embarkation (A.POE) specitled? 

I Has the use of foreign flag sea or aiilift. been addressed? 

~ij@i.t!Jid$.!kij(j.Ji!.i,jii§sl 
Item Remarks 

Is :.1n intm-theater. :inter-theater. and in-cmmtly movement system tor 
pelSOllllel and cmgo specified? 
Are procedmes for shipping supplies and eqlripment that anive at home 
station aft.er mrits have deployed addressed? 
Have medical evacuation reqlrirements been :included in the plan? 
Is refrigerated trm1~01tation reqlrired? 

I 'W1tat suppmt is provided bv the host natiotl allies. or other se1vices? . 
\Vhat is the container policy? 
'W1tat civilimt contmct or HN personnel mtd eqlripment assets are 
available to assist intennodal operations? 
'W1tat is the capability of milts and pmts to handle container shipments? 
Can containers be used with earlier delive1y dh·ect to the supply suppmt 
activity? 
Wh:.1t fned po1ts are available to suppmt nrilitmy mmine tenninal 
operation~? 

\Vhat are the characte1istics and capabilities of the fned po1ts? 
What type and quantities of materials handling eqlripment are available 
for use :in suppmt of nrilitmy mmine terminal operatio11~? 
How many be1ths and anchomges are available tor use in suppmt of 
military marine terminal opemtio11~? 
'W1wt is the enemy's capability to :interdict the po1ts? 
'W1tat pmt secmity measmes are cmrently :in u.se? 
'W1tat is the pmt·s capability to handle containerized cargo and roll-
on/roll-off (RORO) cargo? 
'W1wt routes access the po1ts? 
reqlrirem ents? 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Are there any special pmt clearance 
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A.re retl'og:rade procedmes spelled out for excess and 1.mse1viceable 
items? 
A.re there provisio11s in the plan for manenver/wal' damage :res1.ilting 
tlom ons? 
Are special Depmtment of Ag1ic1.iltme cleaning :requirements for 
n~t··o'A<=>·ov.>,rt<> <>n••·inon<>nt identified? 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-7 
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com:idered accessibility. geographicaL tenain. and secmity 
requirements? 
A.re maintainers. operators. and managers assigned and well tmined? 
A.re sufficient copies of user manuals on hmtd and cl.ll'rent? 
Are repair pmts on h .. 1nd and up to required levels for computer hardware 
:including generators and other Sltbsvstems? 
Have provisiom: been made for backup suppmt of repair palts. hardware 
maintenance. and the receipt of softwaTe change packages and 
emergency change messages? 
Has coordination been made with the ne;.;.t higher SSA for catalog 
update. reconciliation schedule. and loading of suppmted lnrit 
DODAACs? 
Have details been worked out for tiam:mission of doclunents to higher 
echelom:? 
Have appropriate parameter changes been made :in the automated 
systems (for example. signal and overseas deployment codes)? 
Do customer units require tmi:ning, and are customer u.ser manual 
available for automated system suppmt? 
Are provisio11s made for the types of tlnance suppmt required? .. I 'W1tat are the funding aspects oflogJ.stlcs support? . . 
Have all requirements been costed? 
Has an accmmt processing code been established? 
Are local cmTencies authmized!desirable tor financial transactio11s :in 
suppmt ofthe contingency torce? 
Have local clmency acquisition points been identitled? 

I Have Class A agents been appointed to the servicing finance officer0 ... ·, 
Have contracting/mdeting officets and :impress fi.md cashiets received 
:instructio11s concerning interface and coordination vvith the setvicing 
fmance lurit or element? 
Are there provisio11s tor contmcting suppmt/local purchase? 
Have an adequate munber of contmcting officets with the proper 
wanants been provided? 
Is tlnance suppmt available to the con.tmct:ing officer? 
Have individuals been tmined!appointed for local procl.ll'ement? 
clmency available? .. I Have local procl.ll'ement procedl.U'es been established? 
Are linguists available to suppmt contiacting/local purchase 
re lrirements? 

SECTION II- PLANNING CONSIDER\ TIONS 

Is local 

The pl.U'pose oftlris section is to pro-vide the u.ser with a more detailed set of opemtional checklists that 
co11stitute a road:map tor LOGCAP plmming, tmi:ning, and execution. The user of this pmtion of the 
Annex should be a planner (either Government or Contractor), a member of the Contractor's Advance 
Team, or a manager or key member of the Contmctor·s wmk torce. httonnation contained in this section 
may also be helpfi.ll to the deploying militmy torce and Team LOGCAP. 

The actio11s contained in tlris section checklist are linked to milestone events tomtd in the 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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Synchronization Mattix (A.1mex X). This Appendix and Annex X complement each other by providing a 
comprehensive overview of a LOGCAP Event and pmctic::~l tools for executing LOGCAP supp01t. 
Common items that should be considered in all checklists are: 

Review selected operations for efficiency. cost 
eftectiveness and.,... ,"'"""'"'"' 
Prepare Qtwlity Control checklists in coit~Oitance 
with BRS Control Plan. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Em:me Logistics and Engineeting Setvices Managers 
are on dist1ibution tor all software upgmdes of all 
G·ovemment STA!viiS (SAMS. SAAS. SARSS. ULLS. 
JOPES. ALPS. etc . 

Prepnre and submit Government required Rep01ts and 
Record~ 

Do not obligate resomces/t::~ke actions :involving 
expenditme of ftmds: requests must be submitted tJm1 
BRS PM to ACO!PCO 

Continuous process improvement based on Quality 
Plan. 

Maintain accmmtability and high standards. 

Pertonnance reviews docmnented IA W lOP: conduct 
tTaining as required e11~ming quality in the worlctorce. 

Focus on new requirements/cltanges in opemtion. 

N-1-9 
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Phase to decre::~se capabilities as the requirements tor 
those · decrea~. 

This section of the Annex is divided into eight Tabs. These TABS are detived from the conesponding 
appendices contained in i\Jmex F. H. L and Q. Each Tab provides the user with a checklist containing 
essential actions that must be com:idered dming the Pre-Deployment. Deployment Matmation 
( Sustaimnent). and Re-Deployment Phases of a LOGC AP Event 

(Supply) 
( Tlnnspmtati on) 

TABA 
TABB 
TABC 
TABD 
TABE 
TABF 
TABG 
TABH 

(Encineetin2/Com:tnlctiolliEt12.ineering Services) 
~ ~ ~ ~ 

(Field Services) 
(Maintenance) 
(Health Service Snpp01t) 
(Pers01mel Services) 
(Miscellaneous) 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-10 
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TAB A (SUPPLY) to APPENDIX 1 (LOGCAP PLANNING CHECKLISTS) to ANNEX N 
(INTERNAL OPERL\TING PROCEDURES) for LOGCAP CSP 

1. GENER\.L: The toll owing checklist provides the u.ser with a list of quest.io11s and! or key events that 
must be considered dming pre-deployment. deployment. matmation (sustaimnent). and redeployment 
Because of varying t"hctors tl1.1t include size of force. composition offm·ce. mission. location ofE\IENT. 
climatic conditio11s. geo-political and cultmal conditio11s. timeline and length of mission. and contmctor 
co11stmints, the tollo-vving checklist should be used as a stmting point for planning <1nd execution. As 
specifics are developed or provided. the checklist must be modified by the user to retlect the actual 
requirements. 

2. MISSION: On order. provide all classes of supply :including: Class I (Ratio11s and Water): Class II 
(Clothing and Equipment): Class III (POL- Bulk and Pack<1ged): Class IV (Constn1ction Mate1ials): 
Class V(Ammunition) and (Ammunition Supply Point Operations): Class VI (Personal Demand Items). 
Class VII (Major Items). Class VIII (Medical Supplies): and Class IX (Repair Pmts). Also. provide the 
audit t1-ail and tracking ~stems necess<.1ry to provide se1vices etl'ectively. 

Identify Supply Branch Chief and other key 

Determine optimmn number of supply 

Select key mmtage1-s. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Chief of Supply Branch wmt:s for the Manager 
of the · Division. 

Confinn deployment sched1ile & Hmnan 
Resomce · · 

Review physic<.1l requiiements tor S/APOD. and 
Rear and Forward Bases. 

Includes Stock Records accmmt and stock 
contl'oL 

N-1-A-1 
SECRET As of 3 December 2002 



SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONTINGENCY SUPPORT PLAN (CSPJ 

Adjust as necessary. Con~ider customer snppmt. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-2 
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a. Supply operations are organized and managed by fi.mctioml supply classes. Detailed Supply checklists 
are included in tlris Tab as follows: 

Section1 Class I (R~tiom: and Water) 
Section2 Class II (Clothing ~nd Eqlripment) 
Section3 Class III (POL -Bulle and Packaged) 
Section4 Class IV (Com:truction Mate1iru) 
SectionS Class V (Mmritiot1,;;:) 
Section6 Class VI (Peisoml Denumd Items) 
Section 7 Class VII (Major Items) 
SectionS Class VIII (Medical Supplies) 
Section9 Class IX (Repair Pmts) 

Data Subject to Title Page Restrictions 

Otherwise. Treat as 
N-1-A-3 

"'3ECRE:J: 

pg4 
pg6 
pg8 
pg 10 
pg 12 
pg 13 
pg 15 
pg 17 
pg 19 
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SECTION 1. Class I operatiom;:, 

Ammmt. location and quality. 

Determine ifthere are local or nem'by contm.ctors. Includes well drilling, pipeline. and tood se1vice 
contl'act ors. 

Develop requirements for ratiom: and water. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Contlrm the schedlile of rations. caloric value. 
desired quantity on hand. and desired water 

N-1-A-4 
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Key to the master menu and special holidays. as 
directed. 

Review special requirements - box hmches for au: 
crews. HN meals. contingency operations. shift. 
work etc. 

Contm.ctor and military requirements. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

com:olidated 

N-1-A-5 
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SECTION 2. Class II operations. 

Assm:e that materials are adequately protected. 

Establish and opemte a Centml Issue Facility 
(CIF). 

Continue Class II operations to supp01t the 
force. 
Provide MMC with list of zero balance items 
vve 
Investigate all material release denials 

Do not obligate resom:ces. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-6 
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Provide for com:olidated Class II operations 
dmw down ofthe force. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-7 
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SECTION 3. Cla~ III opemtiom:. 

Continue Class III opemtiom: to supp01t the 
force. 
Provide MMC with com:mnption repmts 
we 

Do not obligt:~te resom:ces. 

Petfonn periodic im:pectiom:/assessments. Het:~lth., tlre. safety and spot audit at a 
mininnun. 

Conduct quality contn\1 on Class III 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Pertonn spot checks. 

N-1-A-8 
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Project seasonal need~. 

Review special requirements - hazardous 
material clothing, tlre resistant items. aviation 
fnel and new etc. 

Review Class III requirement tor time phased 
oftorce. 

Review Demobilization Plan and adjust tor 
Clment situation. 

Identify special need~ & obtain permission to 
order. 

Contm.ctor and militmy requirements. 

Provide tor co11~olidated Class III opemtio11~ 
dmw down ofthe torce. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-9 
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SECTION 4. Class IV opemtiom:. 

Warehouse Leader (Class IV) works for 

Revievv special requirements - change :in size 
or composition of snppmted torce, contingency 
requirements. ::md new opemtional 

etc. 

Chief Brandt 

For contractor and snpp01ted force. 

Do not obligate resomces. 

Identify special need~ & obtain permission to 
order. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-10 
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Data Subject to Title Page Restrictions 
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SECTION 5. Class V operations. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-12 
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Continue Class VI operatiom: to supp01t the 
force. 

Submit replenislunent requisitions tlu·ough 
AAFES chmmek 

Provide MM C and AAFES with list of zero 
balance items "'.,.,'n'" 

Investigate all material release denials 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-13 
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SECTION 7. Class VII opem.tiom;:, 

Continue Class VII opemtio11~ to supp01t the 
force. 

Assme that vehiCles and other equipment are 
stmted weekly and that motor stables are 

Perfonn periodic i11~pectio11~/assessments. 

Do not obligate resomces. 

Use FIFO muess otherwise directed. 

Health. tlre. s:.1tety and spot audit at a 
mininnun. 

Pertonn spot checks. 

Identify special need~ & obtain pennission to 
order. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-A-14 
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Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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SECTION 8. Class VIII operations. 

SECTION 9. Class IX operations. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

For contmctor and supp01ted force. 

Initial stockage. Assme Geneva Convention 

N-1-A-16 
SECRET As of 3 December 2002 



SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONTINGENCY SUPPORT PLAN (CSPJ 

we 
Conduct quality contn\1 on Class IX 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Pertonn spot checks- Fire life. satety. and 
audits. 

Identify special needs & obtain permission to 
order. 

Contmctor and militmy requirements. 

N-1-A-17 
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Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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TAB B (TRL\NSPORTATION) to APPENDIX 1 (LOGCAP PL~ING CHECKLISTS) 
to "L\NNEX N (INTERNAL OPERL\TING PROCEDURES) for LOGCAP CSP 

1. GENER\.L: The toll owing checklist provides the user with a list of qne~.io11'; and! or key events that 
1mt~t be considered dming pre-deployment. deployment, matmation (slt~ta:imnent). and redeployment 
Becau~e of varying ta.ctors that include: size of torce. composition of torce. mission. location of EVENT. 
climatic conditio11~. geo-political and cultmal conditio11~. timeline and length of mission. and contTactor 
co11~tmints, the tollO\·\ing checklist should be u~ed as a stmting point tor plmming and execution. As 
specifics are developed or provided. the checklist must be modified by the user to retlect the actual 
requirements. 

Receive Initial Force List.1mtme ofmissiotl 
and E\IENT location. 
Identify Tra11~p01t.ation & Movements 
Branch Chief and 
Identify key pmticipants/respo11~ibilities and 
establish coordination channels. 
Conduct mission analysis: identify options 
tor mission accomplislunent and resomces 

Develop. coordinate. and integmte tentative 
Contm.ctor TPFDD. 

Identify Govenunent reqlrired Rep01ts and 
Record~ 

Determine munber of personnel & type lurits to 
be 

LSE. USTRANSCOM. Host Nation (HN) 

Evaluate ability to snppmt with local/regional 
resomces using LOGCA..P Database 

To snpp01t contmctor torce and deploying 
torce. 

Laws. pennits. regulatio11~. 

Adjust lOP as necessary. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-1 
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Continue/ expand Deployment Phase 
activities/operation~. as required. 

Manage and coordinate resources 
utilization/realloc:.1tion to meet evolving 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

With LSE, deploying torce and HN 
Govemment! commercial entities. 

Continually- collectively and individually. 

N-1-B-2 
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Stnltegic. operatio1J.al. as required. 

Contiactor and snpp01ted torce. 

a. Tmm:p01tation operations are organized and mamged by fimctional areas. Detailed Tmm:p01tation 
checldists are :included in tlris Tab as follows: 

MCC 
AJDACG· 
SPOD 

Section 1 
Section 2 
Section 3 
Section 4 Installation Transp01tation Oftlce 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-3 
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SECTION 1. Movement Contn\1 Center (MCC). 

Identify key pmticip:.mts/respom:ibilities :md 
establish coordination channelsiPOCs. 
Conduct mission analysis: detenn:ine options 
for mission accomplishment and resomces 

LSE. USTRANSCOM. ALCE. HN Customs. 

Evaluate ability to support with localiregional 
resomces using LOGCAP Database 

For contTactor and snpp01ted force. 

Laws. pennits. regulatiotts. 

Coordinate withMTiviC. 

Coordinate with MTivi C. 

Interface with Countly Team. local 
vendors/contmctors. HN Govenunent 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-4 
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Plan, route. schedule & contn\1 :in-theater 
common-user assets. 
Coordin ... "lte and monitor inlmtd container 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

SPOD/APOD. 

From APOD/SPOD 

N-1-B-5 
-&EGRET 

force. 

movement tl'oops 

As of 3 December 2002 



SECRB= 

Logistics Civil Augmentation Program (LOG CAP) 
CONTINGENCY SUPPORT PLAN 

Continue/ expand Deployment Phase 
activities/ uired. 
Manage and coordinate resomces 
utilization/reallocation to meet evolving 

Initi1:1te redeployment plmming and 
coordination. 

With M CC and HN G·ovenunent!commercial 
entities. 

Continually- collectively and :individually. 

Procme washing/cleaning equipment to meet Water/steam hoses/equipment. stands. 
customs · at APOD. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-6 
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SECTION 2. AnivaliDepmtme Airfield Control (troup (A...iDACG). 

Identify key pmticipants/respom:ibilities and 
establish coordination chmmels!POCs. 
Conduct mission analysis: determine option~ 
for mission accomplishment and resources 

Determine aircmft. types & schedules. pax & 
and tlnal dest:inatio11~. 

Identify HN customs. inmrigration. and 
clemnnce · · 
Identify smface t1nnsp01tation modes & 
somces. 
Determine APOEs. air tlow. depmtme 
schedules. 
Identify APOD air tlow ani val schedules. 
times and of 

Determine munber of personnel & type mrits 
to be air. 

MCC. US.i\F ALCE. HN Cl1~toms. 

Evaluate ability to support with localiregional 
resources using LOGCAP Database 

K-loadeis, 463L pallets. truck~. and buses. 

Laws. pennits. regulatio11~. 

Type/capacity/quantity oftrucks. bu~es. and 
MHE. 
Coordinate with USTRANSCOM. 

Review APODs physical reqlrirements. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-7 
SECRE'f As of 3 December 2002 



"SECRR 

Logistics Civil Augmentation Program (LOG CAP) 
CONTINGENCY SUPPORT PLAN 

With MCC: buses. trucks tor movement of 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

and 

With MCC/ALCE 

With MCC/ITOs 

In coordination with supported torce. 

N-1-B-8 
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Water/steam hoses/equipment stand~. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Contm.ctor and militmy requirements. 
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SECTION 3. Sea P01t ofDebmkation (SPOD). 

Identify key pmticipants/respom:ibilities and 
establish coordination chmmels!POCs. 

MCC. MTMC. MSC. HN Customs. 

Conduct mission analysis: determine option~ 
for mission accomplishment and resomces 

Evaluate ability to support with local/regional 
resomces using LOGCAP Database 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-10 
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With MCC/MTMC 

WithMCC/MTMC 

With MCC: buses. trucks tor movement of 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

and 

With MCC/MTMC 

With MCC/ITOs 

In coordination with supported torce. 

N-1-B-11 
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Review SPOD/E operations for efficiency. cost 
effectiveness and veness. 
Conduct projection~ tor supp01t requirements. 

Provide Commander and key staff with 

Water/stemn hoses. stand~ . 

Contm.ctor and militmy requirements. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-12 
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SECTION 4. In~tallation Tmnsp01tation Oftlce (ITO). 

Identify key pmticip::mts/respott~ibilities and 
establish coordination chmmelsiPOCs. 
Conduct mission analysis: determine optiom 
for mission accomplishment and resomces 

Coordinate RSO&I procedmes/tl'affic flow 
withMCC. 

Base Camp Commander. Local HN 
authorities. 
Evaluate ability to support with local/regional 
resomces using LOGCAP Database 

For contmctor and supp01ted force. 

Laws. pennits. regulatio11~. 

For contmctor and supp01ted force. 

Define ITO organization (manpower. vehicles. Per each Base Camp (RSAiFSA) 
and 
Identify tentative ITO t"hdlity locations at Base Review physical requirements for TMP. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Tenn:in.al Warehouse. 

Adjust lOP as necessary. 
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Inte1face with MCC. HN. 

Per each Base Camp (RSA.!FSA). 

hrt.e1face with MCC/Supp01ted Force. 

Per each Base Camp (RSA!FSA). 

Establish and activate the TMP and Terminal Per each Base Camp (RSA.!FSA). 
Warehouse. 
Manage TMP tleet and em:me its operational 
et1ectiveness. 
Establish and maintain prope1ty book In accordance with the lOP as amended. 
accmmtability tln·ough standard Prope1ty Book 

Re . SPB 

M:.1itrtain invent01y coirtrol of assigned 
vehicles. 
Obtaiit. issue. and accmmt tor toll tickets and 
credit card~. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-14 
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Coordinate and supetvise im:pections of 
:inbmmd!outbmmd shipments and conunercial 
carrier facilities. · and setvices. 
Supetvise pmt call. office/operations. 

TMP vehicle and equipment fleet 

Intetface with MCC. APOD. and SPOD. 

To and from PODs and Base Camps. 

Per each Base Camp (RSAiFSA). 

Per each Base Camp (RSAiFSA). 

Sem:itive items. VIPs. dependents. 

Coordinate action~ on overages. shmtages. and With Tmnspmtation and Movements Branch. 
on hibmmd 

Prep:.1re and issue tl'anspmtation requests. local 
payment of aidines. port call requests. and 
meal tickets. 
Issue receipts tor and cancel unused 
tl'ansportation requests. meal tickets. and 
commercial canier tickets. 
Anange tor vehicle rental tor authorized 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-15 
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Maintain accmmtability 

Petfonnance reviews docmnented as per lOP. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-B-16 
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TAB C (ENGINEERING/CONSTRUCTION/ENGINEERING SERVICES) to APPENDIX 
1 (LOGCAP PLANNING CHECKLISTS) to ANNEX N (INTERNAL OPERL\.TING 
PROCEDURES) for LOGCAP CSP 

1. GENER\.L: The toll owing checklist provides the user with a list of que~.io11'; and! or key events that 
rmt~t be considered dming pre-deployment. deployment. matmation (slt~ta:imnent), and redeployment 
Becau~e of varying ta.ctors that include size oftorce. composition oftorce. mission .. location ofE\IENT. 
climatic conditio11~. geo-political and cultmal conditio11~ .. timeline and length of mission .. and contractor 
co11~tmints, the tollO\·\ing checklist should be u~ed as a stmting point tor plmming and execution. As 
specifics are developed or provided. the checklist must be modified by the user to retlect the actual 
requirements. 

2. :MISSION: On order .. provide engineering/co11~mction services that include: design and engineering: 
co11~tn1ction and constnJCtion management: bed-down and ta.cilities construction: other co11~truction 
engineering se1vices (Intlnstmctme repair and comtruction, road repair and constn1ction, bridge repair 
and construction, mil line repair and construction. nmway repair and constnJCtiotl p01t repair and 
co11~tructio1l pipeline repair and constn1ctiotl and walkway repair and co11~tmction): repair and upgrade 
of utilities for fixed facilities: and power generation. 

Confmn design & comtruction requirements. 
Also confmn the extent of planned u~e oflocal 
utilities. 
Determine construction mate1ials and substitutes 
list 

Identify Engineering Services Division Manager 
and other 
Determine optinnun munber ofEngineering 
Services Division pe1sotmel required based on 
LOGCAP EVENT mi~sion intensity and tlow of 

requirements. 

Obtain approvals as required. 

Engineering Services Division Manager wod.;:s 
for the PM LOGCAP. 

Evaluate ability to snpp01t from in-cmmtly/in-

Co11~tmction begins at Rear and seven Forward 
Camps. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-C-1 
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Identify Engineering and Construction projects 
tlwt will be required to sust::~in the force. 

Identify seasonal or clim::~tic requirements for 
incre::~sed ::~nd Construction se1vices. 

Provide :interface with cmnp co1mn::~nd and 
administ.1ntion elements. Follovv-on t::~sks must 
be thePCO/ACO. 

Engineering and enginee1ing se1vices opemtiom: are orgmrized and managed by fi.mctional areas. 
Detailed Engineering/Enginee1ing Se1vices checldists are :included :in this Tab as follows: 

SECTION 1. Inst.allation Se1vices. 

1. :MISSION: As directed. provide: re<~l estate acquisition assistance: t'h.cilities maintenance tor 
horizont::~l and ve1tical fudlities: operation. maintenance and rep<~ir of utilities: sewage and wast.e 
disposal: Hazardous M::~te1ials/Waste Man::~gement: Director ofPublic Wmts fi.mctions such <~slatline 
maintenm1ce and sewage collection/dispos::~l. space management and master plmming, road m1d l1.1rd~tand 
maintenance. i11~e.ct/pest and rodent .controL HVAC maintenance and repair: and design/construct and 
operate billeting t'hdlities. 

Include Engineer representatives in BRS 
EVENT Operatio11~ Center (EOC) upon 
activation to plan1detennine h1stallation 
Services requirements. 

IA W LOGCAP CSP, h1~tallation Se1vices 
includes. but not limited to: Real Est.ate 
Acquisition: Facility Maintenance: Fire 
Protection: Pest M::~nagement: Utilities 
Operations and Maintenance: Sew::~ge. Waste 
and H::~zardous Materiel Dispos<~l: and 

Deploy BRS Re::~l Estate Team to EVENT 
::~rea. 

Coordinate with Cmps of Engineers Re::~l 
Est::~te Team tor · facilities/land. 
Determine availability of Force Provider 
modules: GP Medimn tentage: Refi.1se 
Collection 
CONOPS reqtmes 
and Utilities Maintenance Plm1~: 

Maintenm1ce Action Plan 

Data Subject to Title Page Restrictions 

Otherwise. Treat as 

RlviAP 

N-1-C-2 
""SECRET As of 3 December 2002 



SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONTINGENCY SUPPORT PLAN 

(RiviAP): 
-Emergency Repair Action Pl<:~n (ERA.P): 
-Minor Constrnction!Renov<:~tion Action 
Pbn: and 

-Equipment List with Spares Kit and 

BRS must submit a He<:~lth <:~nd Satety Plan to 
PCO/ACOfor 
Develop Enviromnental and Hazm·dous 
Materiel Pla1t BRS will provide sewage and 
waste 
Develop Qn<:~lity Contn\1 checklists in 
co11sonance with BRS Contn\1 Pbn. 

Contmct tor facilities not provided by U, S. 
govemment ICW Corps ofEngineeis Real 
Estate Team. 

Works fi.mctio11s as directed. 
Provide tl'ansit cmnp (Comf01t Station) 
facilities to snpp01t (per d<:~y): 400 personnel at 
APOD, 250 personnel <:~t secondmy APOD, and 
50 at SPOD. 

Pertonn det<:~iledmaintenance on facilities (to 
include tents. l<:~tlines. sewage <:~nd cesspools. 
showeis. kitchen and lmmdries. pmtable 
buildings, roads. paddng areas <:~nd grounds. 
and inst<:~nt buildings) and provide set vices 
(fire protection and pest m<:~nagement) as 
directed/when · 

approved by ACOiPCO. 
See Tab B/AppendL'X 7/Annex L for detailed 
requirements for each plan. 

To be developed tl'om the comprehe11sive 
H<:~z<:~rdons M<:~teti<:~ls/W<:~ste Management 
Plan. See Tab D/ 7 /Annex L 

Be prep<:~red to provide 24-hom st<:~ndby 
respo11se capability for emergency repail' of 
facilities. 
See para 3a.(5) 
7 to Annex L 
Required at S+L 

See Enclosmes 1-10 to Tab B to AppendL'X 7 
to AnnexL 

Engineering Services M<:~nager provides 
:intonnation tor petiodic reviews tor 
ACO/PCO. BRS PM and supp01ted 

staff. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-C-3 
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TAB D (FIELD SERVICES) to APPENDIX 1 (LOGCAP PLANNING CHECKLISTS) to 
ANNEX N (INTERNAL OPERATING PROCEDURES) for LOGCAP CSP 

GENER\L: The toll owing checklist provides the user with a list of questions and/ or key events that 
must be considered dming pre-deployment deployment, matmation ( sustaimnent). and redeployment 
Because of varying factors that :include: size of force. composition of torce. mission. location of EVENT. 
climatic conditiom:. geo-political and cultmal conditiom:. t:imeline and length of mission. and contmctor 
com:traints, the tollovving checklist should be u.~ed as a stmting point for plmming i'lnd execution. As 
specitlcs are developed or provided. the checklist must be moditled by the u~er to retlect the actual 
requirements. 

Identify Field Services Manager and other key 
persmmeL Services Branch Manager repmts to 
Manager. Logistics Opemtiom: Division. Field 
Se1vices Supe1visors to be located :in RSA and 
each FSA. 

Develop operating procedmes tor: 
Lmmdly. Clothing Exchange & Repi'lir. 
Bath. 
Food Se1vice. 
Water Pmification. 

Atlairs. 
Determine c1itical supplies and stockage levels 
ne,ces:sm:v to each Field Se1vice · 

Esti'lblish dialog between Se1vices Supe1visor at 
each Base and Se1vices Managei: and between 
each Base and d Force Commander. 
Field Se1vices Manager repmts directly to the 
Logistics Operatio11~ Division Manager. 

Logistics Operation~ Division Manager 
deploys with BRS Advm1ce Temn: advises 
Advance Team Leader of actio11~. schedules 
and resomces necessi'llY to provide tleld 
se1vice opemtio11~. Se1vices Mm1.1ger to 
assmne on site respcmibility within two 
week~. 

Detailed Analysis at 
Section!. 
Section2. 
Section3. 
Section4. 
SectionS. 

Evaluate ability to suppmt from in-countly or 
· · Determine domestic somces. 

Field Se1vice SupeiVisors i'lre OPCON to 
Se1vices Manager but repmt to respective 
Base tor admin and· 
Suppmt Log Operatiom: Division Manager 
with intonnation to snppmt pe1iodic reviews 
for ACO!PCO. BRS PM and suppmted 

staff. 

Field SeiVices operatio11~ are organized and managed by ftmctioml areas. 
checklists are included :in this Tab as follows: 

Detailed Field Se1vices 

Section 1 Lmmdly. Clothing Exchange. and Repair 
Section 2 Bath 
Section 3 Food Se1vice 
Section4 Water Pmitlcation 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-0-1 
SECRET 

pg3 
pg5 
pg7 
pg 10 

As of 3 December 2002 



GECREf 

Logistics Civil Augmentation Program (LOG CAP) 
CONnNGENCYSUPPORTPLAN 

SectionS Mmtua:ry Affaiis 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-0-2 
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SECTION 1. L::nm&y. ClotJring Exchange & Repair 

Coordinate with ACO to detennine availability of 
GFE/GFl'vL 
Develop operating procedmes. 

Develop plan tor dist1ibntion of potable water from 
water som·ce to 

Utrits deliver and pickup individuallnmdles on a 
72 hom tmnarmmd twice weeldy to a designated 
hun :in point 

P1iority ofLmm&y supp01t is: 
Medical Treatment Facilities: 
Militmy /W 01'k U trifonns: 
Orgmrizational Prope1ty: 
Civilian · 

P1ior to mission operatio11~. a Maintenance Plan 
must be slibmitted to ACOiPCO outlining Level-10 
maintenance on eqlripmenL 

Establish procedmes tor: receiving, mm'king. 
and classi:t)t:ing lamld:ty to ensme proper 
processing and accountability~ direct 
exchange of orgmrizational items (sleeping 
bags. sheets, pillowcases and blankets): repair 
of organizational items with rips less than two 
inches: and repair of individual clothing 

inBRS 
Anny doctline reqlrires potable water to be 
used in an mid enviromnenL 
Ideal situation would be to dispose oftJu·ough 
the use of the local approved sewage system 
Must check with local enviromnental 
engineers before discharging waste watei onto 
the ""''"' ........ . 

Lmm&y will not be delivered lmless directed 
by the PCO/ACO: all lmm&y will be fluif 
&'ied and tolded-no ir01ring or hanging 
service provided. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-0-3 
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Data Subject to Title Page Restrictions 
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SECTION 2. Bath. 

Identify key peisotmeL 

Determine munber of personnel to be supported 
and n1.unber of shower points/shaving stand~ 

. FSA.iRSA. 
Ve1ity degree of service (Le .. fi:equency of 
showen;:/person) to be provided: one ten minute 
shower/person! day. 

Facilities to be located :in close proximity to 

Detennine most cost effective 
approach! operation mJd submit recommendation 
to PCO/ACO tor approval prior to execution. 

Develop operating procedmes. 

Develop plan tor distlibution of potable water 
tl'om water somce to Shower 
Develop waste water disposal plan. 

showedtead~, side supp01ts. and fal)lic/plastic 
shower cmtains attached. 
Bathing facilities to be opemtional 24 homs per 
day/365 days per year. 

Bathing Facility Supe1visor rep01ts to Lmmmy 
and Bath Se1vices 
One showerhead per 20 persons supp01ted: 
assembled in modules of 12 showers/shaving 
stand~ 240 
Requirement to be operational 24 1m per day/7 
days per week. Degree of Service to be provided 
to be influenced by situation. stability of 
operation. climate. materials available. cost 

Possible options include: 
-contm.cting :in local area (sports centers. 

swimming pools. etc.) but tmnspmtation and 
availability consideiatiott~: 

-Availability of GFEiM such as modular 
shower ti:l.cilities (Force Pro-vider) or mobile 
shower sections of a Field SelVice 
Establish procedmes tor proper operation. 
facility cleaning and assming continuou~ 

· at the shower · 
Anny doctline requires potable water to be used 
in an arid environment 
Ideal situation would be to dispose oftlrrough 
the use ofthe local approved sewage system. 
Must check with local enviromnental engineeis 
be tore · waste water onto the 

Each shower complex to be monitored and 
served by an on-site potter. 10 homs per day. to 
ensme proper operaticn clean facilities. 
continuous and towel controL 

Data Subject to Title Page Restrictions 

Otherwise. Treat as 
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SECTION 3. Food Se1vice. 

peisoJmeL 

Develop food service pl:.1n to provide all tood 
se1vice ftmctio11-s:: approximately 50 dining 
facilities tor 25,000 person torce list--b:.1sed on 
Force Provider modlile = 550 dineis per Camp 

Plan tor·· A-MRE-A" meal se1vlce at Base 
Camps. APOD. SPOD. etc .. as shown on 
attachment 
Determine loc:.1l somce of supply tor 14.5 shmt 
to11-s: of ice per day. 

Will Government provide Force Provider sets? 

Determine cost etlectiveness of plastic 1.1tem:ils 
and paper products verses u.-s:e of dishware and 

Develop plmt tor distlibution of potable water 
tl·om water supply somce to Dining Facilities. 

Develop waste water disposal plan. 

Develop Dining Facility Sanitation i11-s:pection 

· Se1v1ce Mmwger repmts to Serv1ces 
Branch Manage I: Food Se1vlce Supe1visors (US) at 
RSA and FSAs. 

Requirement to be operational 24 homs per day/7 
days per week Degree of service provided to be 
influenced by sitmtioll stability of operatiOil 
climate. materiels available. cost 

See attaclunent 

If not locally available. BRS must establish an ice 
plant :in close proximity to dining facilities at RSB 
and each FSB. 

IfForce Provider is available. BRS will supplement 
with additional pots. pa11s, skillets as required: if 
not available. BRS will provide all equipment and 
ute11-s:ik 
To be placed in each Dining Facility. 

If potable water not av:.1ilable locally. BRS: 
-must provide equipment capable of producing 

3.000 gallons of potable water per hom for tood 
service opemti011-s:. luunan consmnption. lmmdry 
and showers. 

-will store 3 days of supply of bulk water in 
bladders near dining fucility at each FSB. 

-will maintain bottled water :in rese1ve at TISA 
@RSB ( 4 DOS): each dining facility @FSBs (3 

Ideal situation wmild be to dispose of tlm.l the use 
of the local approved sewage system Must check 
with local enviromnental engineeis be tore 

· waste water onto the 

Must :include gm'bage and reft1se disposaL 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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Adv::mce Team to detennine availability of and 
COlltl'aCt for: 

local tl'esh 1hrits <1nd vegetables. bakety 
items. and other perishable and non­
petishable toodstuffs: 
..,.,.,h,.,,~ and tl'ash · . 

Provide .. A-MRE-A" food setvice supp01t tor the 
locations and troop stl'ength shown on the 
attaclunetl.t .. 

Each Base Camp Dining Facility will mailJ.t.ain a 
maxinnun of 3 DOS of Class L 

Conduct requil·ed inveJJ.t.ories. 

Conduct Motl.thly Ad~:is01y Cmmcil Meeting 
lAW p<1ra 6-4. AR 30-L 

Plan menus lAW AR 30-1. para 6-5. 

Train new employees and provide semimmual 
refi:esher tmini11g on the ptinciples ofml.t.tition 
and COiltl'OL 
Ptior to mission operatio11s. a Mahl.t.enance Plan 
must be stibmitted to ACOiPCO outlillli1g Level­
l 0 mffitl.t.enance on "'"'.111.1111.., 

lfb<1ke1y not locally <1vailable, BRS will establish a 
centmlly located b<.1ke1y and provide daily delivety 
to each Camp Dining Facility. 

See attaclunetl.t: goal is to feed 2 .. A" Ration me<.1ls 
per day or as dil·ectedby ACPiPCO. 

See attaclunent 
Supp01ted customers not constuning noon meals at 
Camp Dilling Facilities will draw MRE at 
Breaktast meat 
Foodstuffs will be delivered fi:om TISA on a 2-2-3 
day Delivety Schedule. On hand iltvent01y at a 
Dining Facility will not exceed one issue cycle plus 
one 's rations. 
Mml.th end invetl.t.my following the eveniltg meal 
onl<1st day of the month: other iltvent01ies as 

the ACO. 
BRS LOGCAP Food Setvice Manager will 
conduct as a nonvotilJg membei: minutes to be 
distl'ibtl.t.ed to each Cmnp Dillli1g Facility. the ACO. 
and AlviC Team LOGCAP. 
Be prepared to provide sh01t order me<.1ls. tltness 
meals. box lunches. specialty meals and hospital 

· meals as directed · ACO/PCO. 

As reqttired. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-0-8 
-&ECRE'f As of 3 December 2002 



SEC REf 

Logistics Civil Augmentation Program (LOG CAP) 
CONnNGENCYSUPPORTPLAN 

ATTACHMENT 

RSASPOD Comtcnt Station (S+l-16) 

RSAAPOD Comtcnt Station (S+l-16) 

RSAAPOD-S Comtcnt Station (S+1-16) 

Medical Facility Patient Support 

1 RSA Base Camp Dining Facility 

7 FSA Base Camps Dining Facilities 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-0-9 
SECRET 

50/day 

120/day 

250/day 

20/day 

0-4000 (550iDining Facility) 

Up to 3000 @ S+l5 
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SECTION 4. Water Pmification. 

Identify Key petsonneL 

Develop water stomge and distlibution plan based 
on absolute requirement to provide 20 gallom: of 
potable water per person per day. 

Assmne nnmicipal water not avail::lble: determine 
somce of water supply--fresh or salt water? 
If not locally available, BRS Advance Team vvill 
determine regional availability 

Advance Team to detennine availability of 
nnmicipal potable water and if available. negotiate 
cotl.tmcts tor production and delivety. 

Develop plan tor dist1ibution of potable water fi·om 
water supply somce to Dining Facilities. 

Initial capability may be bottled water lmtil BRS 
can have cotl.t.m.cts in place or establish a 
production facility. 

Provide 20 gallons of potable water per pet-son per 
day. 

Develop distlibllt.ion and equipment maill.t.enance 
schedules while distlibution 

Water Point Supervisor repmts to Field 
SetvicesM 
Determine storage/production capacity 
required. and munber of water poin.ts/mnount 
of distlibution capability required. 

If not available locally orregionally. BRS to 
establish a production tl:lcility with equipment 
capable of producing 3.000 gallons of potable 
water per hom for tood setvice operatio11~. 
lnunan and showe1s. 
BRS to detennine cost etJectiveness of: 

-Bottled Water: 
-Commercial cotltTact: 
-BRS Pmification: 

vvells. 
If potable water not available locally. BRS: 
-will store 3 days of supply of bulk water in 
bladders near dining tl:lcilities at each FSB. 
-will maintain bottled water in resetve at: 
TISA @RSB (4 DOS); each dining facility@ 
FSBs 

Determine cost et1ectiveness ofwater 
pmification equipment (ROWPU or GB I-
3000 Series WPU) tor snppmted site based on 
salt or tl'esh water somce--procme required 

C~oal: co11~truction of water production and 
distTilnJ.tion systems to be completed in RSA 
and each FSA~ water to be produced from 
wells or RO'W'PU (if not connected to 
nnmicipal w::~ter somce ), stored in bladders. 
and dist1ibuted to all water poilus by 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-0-10 
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Di8tribute (via truck?) potable w:.1ter needed tor 
dining, laundiy, and b:.1th facilitie8 fi:om 8omce8 to 
LOGCAP Water Points 1.mtil 
productionidi8tlibution8y8tem8 are opemtional. 

Conduct required routine daily te8t8. 

Provide requiredrepOit8U8:ing DA Fonn8 1716-R 
and 1717-R. 
Ptior to mi88ion operatio11s. a Maintemnce Plan 
must be 81.ibmitted to ACOiPCO outlining Level­
l 0 mnintemnce on .... ,,. ..... .., ....... 

Tra11sfer, redi8tribute or di8pose of 8upplie8 and 
equipment. 

E11sme 8uftlcient bottled vvater i8 available tor 

Water truck available locally. GFE or 
procmed by BRS? 

Stomge c:.1pnbility at each water point must be 
at least a 12 hom 
Rep01t te8t re81.ilts to Preventive Medicine 
Section using DA Form 1715-R~ copy to BRS 
PM and Control 
S1.ibmitted to Quality Contn\1 Office. 

A8 mpp01ted F orce8 redeploy. water 
pmification tacilitie8 will be 8hut down or 
tmned over to Government or local 
authoritie8. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-D-11 
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SECTION 5. Mmtnmy Affairs. 

facilities and if available, negotiate contmcts for 
use. If not available, plan to constn1ct an 
acceptable tempormy facility 

Retlt1e the process and procedmes fmmd :in the 
lOP. 

Provide mortnmy affai.Is snppmt as directed. 

Non-U.S. remaim: will be separated and retmned to 
the Host Nation as directed. 
All required forms and documentation will be 
'""'r'"' 1

""
11

. in an accmate and manner. 

Advance Team will investigate facilities 
available tlu·ough donatiOil lease. or pmchase. 

Provide the capability to identif).: remaim:. 
dean and prepare remains (only U.S. citizens 
will work on U.S. 

As snppmted Forces redeploy. the 
atll:lirs ftmction will diminish. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-D-12 
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TAB E (lVL\.INTENANCE) to APPENDIX 1 (LOGCAP PLANNING CHECKLISTS) to 
ANNEX N (INTERNAL OPERATING PROCEDURES) for LOGCAP CSP 

1. GENER\.L: The toll owing checklist provides the u.ser with a list of quest.io11s and! or key events that 
must be considered dming pre-deployment. deployment, matmation (sustaimnent). and redeployment 
Because of varying t"hctors tl1.1t include: size oftorce. composition of torce. mission. location of EVENT. 
climatic conditio11s. geo-political and cultmal conditio11s. timeline and length of mission. and contmctor 
co11stmints, the tollo-vving checklist should be used as a stmting point for planning <1nd execution. As 
specifics are developed or provided. the checklist must be modified by the user to retlect the actual 
requirements. 

2. MISSION: On order of the PCO, provide Unit. Direct Suppott. General Suppott. and Aviation 
Intennediate Suppmt Maintenance tor <11l tactical and commercial equipment deployed to execute a 
LOGCAP EVENT. See attachment tor Concept of Opemtions to :include type maintenance. contractor 
capability by location a11d p1iority of maintenance suppmt. 

Identify Materiel Maintenance Bianch Manager 
and other 
Determine critic<1l supplies and Class IX ASL 
stockage levels: identif).: in-countly repair p<11ts 
somces tor equipment suppmted. 

Assme lease agreements specify who maintai11s 
leased equipment: ifBRS.lease must include 
provisioning of all Teclm:ical Manuals. Forms and 
initial issue 
Develop Equipment C<.1libration Plan: program to 
be implemented tor all GFE/CFE pmcllJ'lsed tor 
the LOGCAP EVENT --c<1librationnot required 
tor leased equipment 1.mless required by lease 

Plan tor AOAP at each Base Camp. 

Prepare Quality Control checklists in consonance 
with BRS Control Plan. 

Plan to1iiden.tif).: facilities tor Mission operations. 

Initial Unit maintenance capability to support 
ContJ·actor . NLT NTP+5. 

M<1teriel Maintenance Bianch Manager wm'ks tor 
the · Division. 
Coordinate with Supply branch tor visibility of 
ASLs. 
Evaluate ability to supp01t with contmct 
maintenance in AOR 

How provided? By BRS Calibration Section? 
Subcontl-acted to a local test and repair t"hcility? 
Retmned to CONUS? 

Develop plan tor AOAP. AOAPiFuel Lab pmt of 
BRS? S1.ibcontmcted to a loc<.1l celt.itled 
petrole1.un l<.1b? Retmned to CONUS for 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

N-1-E-1 
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If directed to pelt"onn Unit maintenance for 
supported Force equipment. deploy UMTs to 
anive 5 to · lurits. 
Initial Direct Support (DS) maintenance 
capability to support Contractor with limited 
vehicle 1.1nd engineer equipment suppmt must be 
in place NL T NTP+l 0/S-5 1.1nd conducted IA W 
BRS DS Maintenance SOP. 

Ilritial DS Maintenance capability for 
supported Force required NL T NTP +1 0: ftilly 
operational NL T S Day. 

Includes Automatic D1.1ta Processing Eqlripment 
(ADPE). Tab D. App 14 to Annex L and Aviation 
Maintenance. Tab E. 14 to Allllex L 
By S Day/NTP+l5, organize and deploy MSTs to 
APOD, .~OD-S and SPOD to provide 
maintenance to · · · 
Initial General Support (GS) Maintenance 

, NLTS 

Maintenance Snpe1visor contacts couJ1te1pmts in 
suppmted Force. 

Assme complete set of maintenance and se1vice 
manuals for all leased and 
Must establish velricle recovery cap1.1bility at all 
Base 
M01ritor status of an'ival of critical supplies/ ASLs. 

Maintenance Supervisor establishes di1.1log with 
Log Opemtio11.;: SupeiVisor and Maintenance 
Supe1visors at each base and with supported Force 
Commander at each base. 
Assme suftlcient rep1.1ir pmts. mmmals. tools m1d 
test eqlripment are available to suppmt all tacticaL 
commerciaL ADPE. and aviation eqlripment l1.;:ed 

Contl'actor and . Force. 
Use and operate Govemment provided ST A:rvns 
to conduct and docmnent all maintenance 

ons. 

equipment to E\IENT Site to be operational NL T 
NTP+5. 
Requires 3 UMTs per day begimring NTP+l1 
tluough NTP+ 15. 

Reqlrires deployment of 50 maintenance 
pen;:onnel (supe1visors. mechmrics and in.;:pectms) 
with eqlripment to arrive at EVENT Site prior to 
NTP+lO. Assme adequate copies ofBRS DS 
Maintenance SOPs available. 

GS maintenance is in suppmt of supply system 

Chgmrize and schedlile b1iefmgs and mientation 
visits for 1.1ll snppmted lurits to education them on 
Materiel Maintenance Bnmch 
Must have eight sets ofUtrit and Direct Support 
level maintenance manuals. 

SAivi S, SARSS. ULL S. etc. ULL S loc:.1ted in 
Contm.ctor TMP: if Contmctor provides 

· maintenance to Force. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

N-1-E-2 
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Review Demobilization Plan and adjust tor 
e1ment situation. 

Com:olidate operations dming draw-down of 
torce. 

Otgmrize Mainte11.ance Si.1ppmt Teams to snppmt 
retTogmde of GFE/CFE being tmned over to 
Govenunent controL 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

one ULLS and opemtorrequired per Unit 
Mainten:mce Team: SA.l'viSl from Base Camp 
Maintenance Section to RSB Maintenance 
Production Control Section: SAiviS2 between 
Mainten:mce Control Bianch and Logistics 

· ons Center. 

Suppmt Logistics Operation~ Mm1.ager with 
:intonnation to support periodic reviews tor 
ACO/PCO. BRS PM ;:md snppmted 
Commander/key staff. 

Review open work orders and p:.uts status to 
determine if any open wo1'k ordets will not be 
completed ptior to deployment: if so retmn to 
owning mrit Ptioritize remaining work to assme 
completion lAW owning 1urit redeployment 
schedule. 
Pl1.1se to decrease cap:.1bilities as the req1rirements 
tor those · decrease. 

N-1-E-3 
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TAB F (HEALTH SERVICE SUPPORT) to APPENDIX 1 (LOGCAP PLANNING 
CHECKLISTS) to ANNEX N (INTERNAL OPERATING PROCEDURES) for LOGCAP 
CSP 

1. GENER\.L: The toll owing checklist provides the user with a list of que~.io11'; and! or key events that 
1mt~t be considered dming pre-deployment. deployment, matmation (slt~ta:imnent). and redeployment 
Becau~e of varying ta.ctors that include: size of torce. composition of torce. mission. location of EVENT. 
climatic conditio11~. geo-political and cultmal conditio11~. timeline and length of mission. and contTactor 
co11~tmints, the tollO\·\ing checklist should be u~ed as a stmting point for plmming and execution. As 
specifics are developed or provided. the checklist must be modified by the user to retlect the actual 
requirements. 

Identify Key peisotmeL 

Determine sites/facilities for Medical Treatment 
Facilities (MTF)iHospital (if included) and 
evacuation sites. 
Determine extent ofHealth Se1vice Suppmt. 

Determine requirement tor intm-theater A.ir 
Amblilance snppmt: initiate action for standing Air 
Amlnilance Provider inter-theater evacuation 

Snpe1visor. Health Services Section repmts to 
Se1vices Bmnch Manager miless Hospital is 
established: then Hospital and Health SeiVices 
Branch is established with SupeiVisor repmting to 

Division 

Include Hospital capability in addition to Medical 
Evacuation? 

-hritial Evacuation capability in place NL T 
NTP+5: completely operational NL T S-Day. 

-hritial Hospital capability. if required in place 
NL T NTP+ 15: fi.mctional NL T S+ 30. 
SOWiPlan indicates to be provided by deploying 
TaskForce vice BRS. 

Ten Teams reqlrired? Detennine mininnun 
acceptable vehicle for amblilances. Amlnilances 
GFE? Somce of supply tor ambulance radios and 
GPS? 

Deploy Health Service personneL Initial medical Monitor hire ofLN/TCN Workforce. 
suppmt capability required NL T NTP+5: requires 
movement of 16 snpe1visor and medical persotmel 
(to include 2 membeis of Veterlnmy Se1vices Team) 

1.1~ ambulances to be onsite NL T NTP+5. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-F-1 
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Availability ofMedical tacilities in Host Cmmt1y? 
Adequacy of medical supplies in cmmhy? 

Identify any luriqu.e medical maintenance 
reqlril'ements/:.wailabilit:y of medical materiel 
calibmtion support: availability of rep:.1ir pmts 
supp01t? 

Identify HAZMAT!Biomedical Waste dispos:.1l 
reqlril'ements/ cap:.1bility. 

Identify any mriqu.e Vector Control 
reqlril'ements/indigenous animals. 

Plan for Ambulm1ce Teams to be collocated in Base 
Camp motor pools. 

Establish dialog between Health Services Section 
Su.pe1visor located in RSA and Field Services 
Manager and with each Services Su.pe1visor at each 
base and supported Force Commander. 

Review Demobilization Plan and adjust tor cmTent 
situation. 

Begin demobilization. 

Contiact/com:tmct medical treatment 
facilities/hospital with reqlril'ed utilities to be ready 
for occu.p:.1ncy by S Day. 

If equipment is to be leased, assme availability of 
Teclurical Mmmals. forms and ilritial issue of Iep:.'lir 
pmts. 

Medical equipment maintenance cap:.1bility required 
NLT S+lO. 

Health Se1vices Su.peiVisor supp01ts Field SeiVices 
Manager/ClriefLog Operations Division with 
intonnation tor pe1iodic reviews with ACO/PCO. 
BRS PM and suppotted Commander/key staff 

Com:olidate operations dming draw-down of 
supp01ted torce. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-F-2 
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TAB G (ADMINISTRATIVE SERVICES) to APPENDIX 1 (LOGCAP PLANNING 
CHECKLISTS) to ANNEX N (INTERNAL OPERATING PROCEDURES) for LOGCAP 
CSP 

GENER\L: The toll owing checklist provides the user with a list of questions and/ or key events that 
must be considered dming pre-deployment deployment, matmation ( sustaimnent). and redeployment 
Because of varying tactors that :include: size of force. composition of torce. mission. location of EVENT. 
climatic conditiom:. geo-political and cultmal conditiom:. t:imeline and length of mission. and contmctor 
com:traints, the tollovving checklist should be u.~ed as a stmting point for plmming i'lnd execution. As 
specitlcs are developed or provided. the checklist must be moditled by the u~er to retlect the actual 
requirements. 

MISSION: On order ofthe PCO. BRS will provide Personnel Services tor the Deployed Force. to 
include: 

Section I 
Section2 
Section 3 
Section4 

Pe1sonnel Accmmting/StrengtlJ!Casnalty Repmting suppmt 
Morale. Weltare, and Recreational (M\VR) SeiVices 
Bi'lnking Services 
Postal Services 

SECTION 1. Pe1sonnel Accountin.g/StrengtlJ!Casualty Repmting. 

pg 1 
pg3 
pg6 
pg8 

other key persmmeL 
Chief of Ad:tninistl<ttive Services Section works tor 
the Pe1sonnel Suppmt Section Supervisor. 

Coordinate with Govemment!Deploying Force 
Sl/Gl to determine repmting requirements. 

Determine optinnun nuniber ofpersmmel required 
based on LOGCAP E\IENT mission inte11~ity and 
tlow of persotmel and equipment 

Determine computer hardware and software 
requirement dedici'lted LAN/WAN. secme FAX. 
STU-3. printers. copie1s. and workstations. 

Assme lease agreements specify vvho maintah1~ 
leased equipment: ifBRS.lease must include 
provisioning of all Teclm:i.cal Manuals. Forms and 
initial issue repair pmts. 

Evaluate ability to suppmt tl'om in-cmmtly/in­
region. Detennine domestic somces. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-G-1 
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Establish comnnmication with Snppmted Force 
cmmterp::nts to assme SIDPERS connectivity: and 
BRS cmmterp::nts to assure TAlvlMIS and MFFIS 
connectivity 

Administl'ative Se1vices Chief makes contact with 
cmmterpmts :in supported Force to assme stl'ength 
rel3ted tl'ansactiom: are Slibmitted on a coordinated 
schedule. 

Establish di::~log with BRS Snpe1visors 3t each base 
and with suppmted Force Commander cmmterp::nts 
at each base. 

Prepare m1d Sllbmit Personnel St3tus Repmt lAW 
AR 600-8-6: PSR must reflect v3lid d3ta to update 
d3tabases through all levels to include HQDA. 

Review Demobilization Plan and adjust tor ctment 
sitmtion. 

Com:olid3te operations dming draw-down of 
suppmted force. 

Customer SeiVice Section to conduct smveys of 
customer mrits m1d activities to assme best possible 
suppmt m1d to identi:t)'iconect real/perceived 
problems. 

Detenn:ine connectivity between Personnel 
Accmmt:ing m1d StrengthRepmting (PASR) 
System, Command m1d Control Stl'ength Repmting 

and SIDPERS. 
to muve at PERSCOM 

Ph ... 1se to decre3se capabilities 3S the requirements 
for those cap::~bilities decrease. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-G-2 
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SECTION 2. Momle. WeUhre. ::~nd Recre::~tion::~l (MWR) Services. 

Initiate allocation ofM\VR assets to operational 
requirements. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Ev::~luate ability to suppmt with local!regional 
resomces LOGCAP Database 

For contl'actor and suppmted force. 

Phone. t"hx. television. computeis. electl'icity. 

POC location. address. 

N-1-G-3 
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Plan and coordinate M\\!R mmketing and 
adve1tising progmm. 

Establish and maintain M'W'R maintenance and 
supply mm1.agement programs. 

Establish and maintain liaison with AAFES. Prepare to nm AAFES Program. if required. 

Establish and maintain coordination with ITOs. 

Develop and mamge a non-approp1iated flmd 
(NAF). 

Assist :in establishing an Armed Forces 
Protessional Ente1taimnent Program Overseas. 

Identify and deconflict M'W'R supp01t priotities. 

Validate M'W'R supp01t requirements and tailor to 
actmlneeds. 

Plan. schedule & contnil MWR assets and 
activities. 

Plan, coordimte and supervise tmm: and 
recreational events. 

Coordimte and monitor contmct implementation. 

Request input from supp01t Force to improve 
program. 
Prepare augmentation plans to ta.cilitate e;,,:pam:ion 
of MWR activities/ opemtiom:. 

E.x-pand Deployment Pl1.ase activities/ opemtio11.;;:. 
as required. 

Procme additioml pers01mel. vehicles. equipment 
and/or facilities. as required. 

Validate personneL equipment and supply secmity Continmlly- collectively and :individmlly. 

Assme pe1iodic inspectiot1.;;:/assessments. Health. f11'e and satety at mininnun. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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Contm.ctor :md militmy requirements. 

Review Demobilization Plan and adjust tor cmTent 
situation. 

Close t3dlities. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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SECTION 3. B::m.king Services:. 

MISSION: Provide lxm.king s:npp01t s:e1vices: for up to 5.000 pers:otmel. including hut not limited to: 
c1.mency s:tomge and exchange. limited check cashing. and Cashier's: Checks:. 

Identify Banking Supp01t Officer and other key 
persotmeL 

BRS Res:omce Manager will work with local 
banking im:titutiom: to provide banking s:e1vice. 

Plan to operate and mmt:'\ge banking facilities: at 
all s:upp01ted FSA :.1nd RSA B as:e Camps:. Must be 
prepared to opemte and provide mmm~l banking 
s:e1vices:. 

Determine c:.1pability to establish and maill.tain 
Electl'onic Data s:eiVices:. 
Develop pay and bmlldng support plan tor all BRS 
US. TCN andLN 
Identify facilities: required for mission. 

E11sme lease agreements: s:peci:ty who maintai11s 
leased equipment. 

Deploy Bmlldng s:npp01t persotmel: initial 
operating ftmd to s:npp01t anticipated bmlldng 
requiremetl.ts: to be established by Day S+L 

Establish repmting channels: with BRS Houston 
office. 
Contlrm location ofRSA and FSA Banking 
operations:. 

Chief of Banking Supp01t Section (Banking 
Suppmt Officer) wmi\:s: for the Supe1vis:or of the 
Pers:mmel Section. 
Must be able to provide p:.1yment in both US and 
local c1.mency. 

Must be able to make p:.1yment to commercial 
accmmts: tor goods and s:e1vices: tlrrough tonnal 
cotl.tmcting procedmes: and immediate needs of 
the · torce. 
BRS b:.1nking employees: must be ce1tified and 
bonded. 
Determine type sates: required to s:ecme ftmds: at 
each FSA and the RSA. 

Establish procedmes: tor dil·ect deposit to 
ins:tit1.1.t.ion of choice torUS 
Facilities: to be collocated with Postal Operations:. 

IfBRS. lease must include provisioning of all 
Teclmical Manuals:. torms: and initial issue of 

Monitor hire ofL N/TCN Workforce. 

Do deploying persmmel deploy with US and local 
c1.mency or is: it locally available? 

Es:t:.1blis:h 3 person (US or TCN) Secmity Team at 
each decetltl'alized B:.1tllcing Snpp01t Te:.1m: 
provide continuou.s security tor ftmds :in sates: or 
en route tl'om one location to another. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
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BRS SnpelVlSOIS at 
base and with snppmted Force Commander 
co1.mterp::nts at each base. 

Anange tor on-call military escmt service with 
snppmted Connmmder w:hen ammmt of cash 
involved or threat conditiom: dictate. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

'"''-''IL'"'"'"''· smveys 
all customer mrits and activities to em:me best 
possible snppmt is provided and to 
identify/ correct real or perceived problems. 

Phase to decrease capabilities as the requirements 
for those decrease. 
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SECTION 4. Postal Se1vices. 

MISSION: Supp01t the Government operation of an APO by providing. on order ofthe PCO. Postal 
Se1vlce and Oftlcial Mail Supp01t to the deployed force. 

Identify Postal Officer and other key peisotmeL 

ClmifY mission Receive direction tl'om PCO/ACO. 

Detenn:ine equipment required to support Postal 
Operations: Le .. X-'ray equipment, safes. metering 
equipment. stamp dispen~ing machines. etc. MHE 
to load/offload of mail containers? 
Develop requirement tor BRS to establish a Centnil. 
Mail Room to receive. s01t. and deliver 
accmmtable and non-accmmtable mail from Mail 
Distl'ibution Points at APOD and Pickup Points :in 
FSAs andRSA. 
Prepare Quality Control checklists in co11~onance 
with BRS Control Plan. 

Plan to1fidentifY facilities for Mission operations: 
collocate with Banking Facilities when possible. 

Coordinate Transportation Se1vices: assme 
scheduled mail nm~ between APO and RSA:FSAs. 
Postal Officer produces a mail collection/delive1y 
nm schedule: update continuously and provide to 
each location. 

Postal Officer makes contact with cmmterpmts in 
supp01ted Force. 

Contlrm location of APO. Cential Maih·oom. and 
RSA and FSA Mail J..JL.,l.LLl.'lH.J.VJ 

Determine optimum number of Postal 
augmentees required based on LOGC AP E\IENT 
mission intensity and flow ofpeisotmel and 

Coordinate with USPS tor initial stockage of 
stamps. Postal Money Orders and special tonus 
tor Ce1titled Mail. 

Connectivity to SIDPERS tor :individual 
assignments and mrit relocatio11~. 

Establish an alternate Delive1y and Collection 
Plan to be implemented dming severe weather. 
hostile action or other activity limiting nonnal 

Schedule briefmgs and orientation visits tor all 
supp01ted units to educate them on Postal 
Section 
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Monitor and review routes and utilization to 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

APO. Collect mail and deliver to APO. Process 
Accmmtable Mail utilizing PS Form 3883 and 
3849. Provide mail se1vices--stmnps. money 
ordeis. ce11ified mail. etc. 

Phase to decrease cap::ibilities as the requirements 
for those · decrease. 
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TAB H (MISCELLANEOUS) to APPENDIX 1 (LOGCAP PLANNING CHECKLISTS) to 
ANNEX N (INTERNAL OPERATING PROCEDURES) for LOGCAP CSP 

1. GENER\.L: The toll owing checklist provides the u.ser with a list of quest.io11s and! or key events that 
must be considered dming pre-deployment. deployment, matmation (sustaimnent). and redeployment 
Because of varying t"hctors tl1.1t include: size oftorce. composition of torce. mission. location of EVENT. 
climatic conditio11s. geo-political and cultmal conditio11s. timeline and length of mission. and contmctor 
cor1stmints, the tollo-vving checklist should be used as a stmting point for planning <1nd execution. As 
specifics are developed or provided. the checklist must be modified by the user to retlect the actual 
requirements. 

2. MISSION: At the direction of the PCO: provide a self-sufficient Contingency Wm1dorce vvith 
adequate snpervismy personnel. unskilled laboreis, drivers/opemtors and its own sustaimnent strnctme: 
provide conmnmicatio11s and conmnmicatior1s suppmt to :include telephone and teleconmnmic<1tions 
installations and service. telephone repair. cable, wire and <1ntenna installatiort and comnnmication 
network access: provide intonnation management: provide guard services. 

Section 1 
Section 2 
Section3 
Section4 

Contingency Workforce and Equipment 
Signal Services 

pg 1 
pg3 
pg5 
pg 7 

Intonnation Management 
Guard Services 

Contingency Task Force Manager and the 
Contingency W m1dorce are 1mder the over'<'lli 
control ofthe Logistics Operatio11s Division 
Manager. 

Identify specific personnel and equipment 
requirements upon receipt of a specific tasking. 
Determine optior1s tor mission accomplishment and 
resomces required. 

Probable key equipment required: 44 p<.1x busses: 
2&1/2 and 5 ton cmgo tlucks: 8 pax vans w/4 wheel 
drive: 5 ton wreckers: R/T toi1difts ( 5 & 10 ton: 
50K); generators; Sanitation Service Tmcks. 

Is Contingency Force requirement :in addition to the 
Co11strnction RSAiFSA cap<1bility? 

American Equipment. subsidimy company of Fluor 
Daniel. has $115 million ofheavy construction 
equipment woddwide. 

Probable key services to be provided: line haul and 
local tmnspmtation: supply operations: 
facility/utility rep<1ir: hazardous waste/sanitation 
opemti ons; horizontal construe tion. 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-1-H-1 
SECRET As of 3 December 2002 



SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONTINGENCY SUPPORT PLAN 

E\iENT Prqiect M:mager will identitY specific 
peiso1mel and equipment Iequired upon receipt of a 
specitlc tasking from the Government 

Senior snpetvisors to be identified from the 
approptiate ftmctional areas. 
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SECTION 2. Signal Services. 

Identify Supervisor. Communications Section and 
other key personneL Process secmity clearances. 

Receive comnnmications plmuring g1.ridance. 

Determine optinnun mmiber of Comnnmications 
pe1-sonnel req1rired based on LOGCAP EVENT 
mission intensity and flow ofpe1-sotmel and 

Determine c1itical supplies and stockage levels: 
identify :in-cmmtry repair pmts somces tor 
eq1.ripment 

Assme lease .:~greements specify vvho maint.:~im: 
leased equipment: ifBRS. le.:~se must :include 
provisioning of all Teclmical Manuals. Forms and 
initial issue · 
Prepare Conmnmic.:~tiom: Quality Control 
checklists :in consonance with BRS Quality 
Control Plan. 

Assure all Connmurications Personnel are tra:i:t1ed. 

Develop plan tor connmurications coveiage by 
mode. 

Determine teleconmnmications capacity. capability 
and qu.:~lity. Detenn:ine :intercontinental capabilities. 
Locate potential nodes. 

Look at emth stations and commercial phone 

Evaluate .:~bility to supp01t from in-cmmtly/in­
region. Detennine domestic somces. 

Handheld m.dios will be used initially. beg:i:turing 
with the Advance Team 

Telecomnnmicatio11<::. radio. and satellite. 
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Plan for and identifY t"h.cilities for mission 
operations. 

I11~ta1l standby/backnp power systems. 

Supe1visor. Conmnmicatio11~ Section makes 
contact with cmmterpmts in snpp01ted Force. 

Establish dialog with conumuricators of the 
supp01ted Force at each base. 

Maintain communicatio11~ and improve as 
directed. 

Provide capability as reqni:red for changing 
requirements. 

Review selected operations for efficiency. cost 
et1ectiveness and respomiveness 

Maintain comnnuricatio11~ as reqtrired dming 
redeployment 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

As required. 

Assme that issues such as tl'equency management 
and comm1.micatio11~ procedmes are 1.mderstood. 

Co11~ider initiatives such as lrigh speed data 
tl'ansnrission cap(lbility and prog1nms to support 
tl'oop calls home. 

Continuous process :improvement based on Quality 
Plan 
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SECTION 3. Information Mmwgement 

Identify C omnnmicatiom: and Infonnation 
MaJillgement Manager mld other key personneL 

Detennme optmnun 
Management peisotmel required based on 
LOGCAP EVENT mission :intensity and tlow of 
peisotmel and equipment 

Determine capability /availability of Infonnation 
Mmillgement support in AOR 

Determine hardware requirements. 

Detenn:ine c1itical supplies and stockage levels: 
identify :in-cmmtry somces tor eqlripment and 
supplies. 

Prepare m co11sonance 
with BRS Quality Control Plan. 

Deploy Information Mamgement personneL 

Plan f01fidentifY facilities for Mission operations. 

Information Mmillgement Manager makes contact 
with comrt.e1pmts in supp01ted Force. 

Establish Information Management capability. 
I11.;;:tall systems and eme1g,ency power. 

Protect data (against compromise and lovv quality). 

Establish dialog v\ith Intonnation Management 
Supe1vison:: at each base and with snpp01ted Force 
Commander cmmterpa1ts at each base. 

Comnnurications and Information Management 
Manager work..;: tor the PM. LOCiCAP. 

Plan for emergency/backup electl'ical power 
requirements. 

Evaluate ability to supp01t from in-cmmtly/in­
region. Detennine domestic somces. 

Monitor lrire ofLN/Tl"'N WOI1dorce. 

Orgmrize and schedule b1ietlngs and 01ientation 
visits for all supported mrits to education them on 
Information Management capabilities. 

Coordinate with conumuricatio11.;;:, 

Audit Information Management stmage, processing 
ru1d transmission. 

Customer Se1vice Section to conduct surveys of all 
customer lnrits and activities to assme best possible 
supp01t is provided mld to identifY/correct real or 
perceived problems. 
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Provide Information Mamgement s:upp01t as: 
required. 
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SECTION 4. Gu.m·d Se1vice;;;. 

Determine optinnun nuniber of Guard Force 
pe1-sonnel required b::~;;;ed on LOGC AP EVENT 
mi;;;;;;ion inten;;;ity and flow of pe1-sotmel and 

Assure per;;;onnel are tl-ained and tl'aining record~ 
are available and cmrent 

Phy;;;ical Security Manager focuse;;; on the 
protection ofper;;;onnel. wodc ;;;ite;;;/ta.cilitie;;; and 
materiaL 

bli;;;h dialog with the P1immy Supervi;;;or;;; at 
ba;;;e and with . Force Commander 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 

Guard Force Commander wmi\:;;; for the LOGCAP 
PM. 
Include;;; thll range of ;;;e1vice;;;: Police 
ad:mini;;;tmtion. law enforcement. police 
inve;;;tigatiott~. phy;;;ical ;;;ecmity. acce;;;;;; contl'oL and 
;;;tatic and · 

Include badge;;;, identification, acce;;;;;;mie;;; 
balli;;;tic 

Coordinate with the ;;;uppmt force to receive tl11'eat 
:intonn<~tion. 

Orgmrize and ;;;chedule b1ietlng;;; "nd mientation 
vi;;;its for all ;;;uppmted 1urit;;; to education them on 
Guard Force 

Conduct ;;;mvey;;; of all customer mrit;;; and activiti 
to as;;;me be;;;t · ded and to 
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Monitor and respond to im:tRlled alarms and 
:intn1sion detection 
Produce a daily activity report that will include 
··blotter" entlies. 
Review selected operations for efficiency. cost 
et1ectiveness and 'veness 
Conduct law enforcement. police administiatiOil 
access control. physical secmity and tmi:ning. as 

Develop and maintain a database on Limited 
Access · 
Conduct tmining to maintain protlciency. 

Data Subject to Title Page Restrictions 

Otherwise. Treat as 

Use DA Form 3997. 

Continuous process :improvement based on Quality 
Plan 

Includes refresher tmining (law enforcement 
procedmes, u.se offorce. driving. conmnmicatiom. 
and we 
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APPENDIX 2 (GLOSSARY) to ANNEX N (INTERNAL OPER~TING PROCEDURES) to 
LOGCAPCSP 

GLOSSARY /DEFINITIONS 

advance team (SOW) The BRS TEAJvi or other element which moves to the LOGCAP E\i"ENT Site upon 
receipt of Notice To Proceed from the Procming Contiact Officer. 

area of interest (DOD) Tlmt ::~rea of concern to the cmmn::~nder, :including the :.1rea of influence. ::~re::~s 

adjacent thereto. ::~nd e.xtending into enemy territmy to the ol~jectives of cmre11t or pl::~nned oper::~tiom:. This 
::~rea ::~lso :includes areas occupied by enemy forces who couldjeop:=~rd:ize the accomplishment ofthe mission. 
(AOI) 

area of operations (DOD) An operatiotwl ::~rea defmed by the joint force c01mn::~nder tor bnd ::~nd naval 
forces. Areas of operation do not typic:.1lly enconlp<'lSS the entire operatioml area of the joint torce 
connnander. but shmud be large enough for component commanders to accomplish then· mission~ and protect 
then· torces. (AO) 

area of responsibility (DOD) L The geogxaphical area ::~ssociated with a comb:.1tant command within which a 
combatant commander h .. 1.s authority to plan and conduct operation~. 2. In naval us:.1ge. a predetlned :.1rea of 
enemy tenain for which suppmting ships are respomible for covering by fire 011 known targets or tmgets of 
oppmtmrity and by observation. (AOR) 

Army senice component commander (Fl'vi 5.0) The commander of the Army component in suppmt of a 
theater connnm1der. combatant commander. or joint torce commander. 

automatic resupply (DOD) A resupply mission :fiilly planned betore insettion of a speci::~l operatio11~ team 
into the oper:.1tions area tlmt occms at a prearmnged time and location. 1mless clmnged by the ope1<1ting te:.1m 
aft.er ii1~e1tiotL 

basic load (DOD) The quantity of supplies required to be on hand withii1. and \vlrich can be moved by, a mrit 
or fomwtion. It is e.x-pressed according to the wmtime orgmrization of the mrit or tonnation and maii1tained at 
the prescribed levels. 

basis of issue (DOD) Authmity wlrich prescribes the munber of items to be issued to ::~n ii1dividuaL a miit. a 
nrilitmy organization. or for a mrit piece of equipment 

bulk cargo (DOD) That \Vlrich is genemlly slripped in vohune where the trampmtation convey::~nce is the 
otuy e.xtemal contaii1er: such as liquid~. ore. or grain. 

bulk storage (DOD) 1. Stot<~ge in a wareh01.1~e of supplies and equipment ill brge quantities, us1mlly ill 
otigitwl containers. :.1s distinguished fi·om bin storage. 2. Storage of liquids. such as petrolemn products ill 
tmu~s. as distii1guished fi·om drmn or packaged stm<~ge. 

C-day (DOD) a. The 1ummned day on wlrich a deployment operation commences or is to commenceThe 
deployment may be movement of troops, cmgo. weapon systems. or a combimtion of these elements using 
any or all types of trm1~p01t. The letter "C" will be the otuy one used to denote the above. The lrighest 
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comm3nd or headqumters responsible for coordinating the plmming will specifY the exact me3ning of C-d3y 
within the 3forementioned detlnition. The connnmtd or headqumters directly respom:ible for the execution of 
the operation, if other than the one coordin3ting the pl3nning. will do so :in light of the memring specified by 
the lrighest connnmtd or he3dqumteis coordinating the pl3nning. 

chain of command (DOD) The succession of connnrutding officeis fi·om a superior to a subordinate tln·ough 
wlrich comm3nd is exercised Also c3lled command chmmeL 

combined force- (DOD) A militmy force composed of elements of two or more Allied n3tio11s. 

communications zone (DOD) Rem· pmt of athe3ter of war or the3ter of opemtio11s (belrind but contiguous to 
the combat zone) wlrich cont3i11s the lines of conmnuricatio11S. establislnnents tor supply and evacuation. 3nd 
other agencies required for the inunedi3te suppmt and m3:intenance ofthe tleld torces. (COMJ.VIZ) 

concept of logistics support (DOD) A ve1'bal or giaplric st3tement in a broad outline, of how a commander 
intends to support and integrate with a concept of oper3tions :in 3n ope1ntion or c3mpaign. Oper3tion3l 
environment or situation in which a 1mit. system or individu3l is expected to opemte and nwy affect 
peltonn3nce. 

concept of operations (DOD) A ve1'b3l or graphic statement, in broad outline, of a comnwnder's 3ssmnptions 
or intent in regard to an opemtion or series of operatio11s. The concept of oper3tio11s 
tlequently is embodied in c3mpaign pla11s m1d opemtion pl3ns: in the latter c3se. pmtic1ilmly when the pla11s 
cover a se1ies of connected oper3tions to be canied out sinniltaneously or :in succession. The concept is 
designed to give an overall pictme of the operation. It is included primarily tor additioml clarity of pmpose. 

contingency operations stocks (SOW: CSP) A potential somce of supply tlom FORSCOM owned 3ssets 
loc3ted at F01t Polk. LA. SOW requires screening of ContTactmfE\IENT eq1rip-ment req1rirements for 
possible fill tlom these assets. 

corporate phase-in team (CSP) A BRS TEAM element that is called torward by the BRS TEAivl LOGCAP 
Advmtce Te3m. The CPIT will be piepared to accomplish ad:milristmtive actio11s such as lri1ing the Loc3l 
National work force: i11st3ll:i:ng tlnanci3l repmting. mtd prope1ty contn\1 systems: 3nd begimring acquisition of 
loc3l resomces. (CPIT) 

countennining (DOD) L L3nd mine wmf3re--Tactics m1d tecluriques used to detect. avoid. breach, 3nd!or 
nent1'3lize enemy mines and the use of av3il3ble resomces to deny the enemy the opp01tmrity to employ 
mines. 2. N3V3lnrine wmf3re--The detonation of mines by nem'by explosio11s. either accident3l or delibe1nte. 

Country Team (DOD)- The se1rior, in-cmmtly, US coordin3ting and snpe1vising body, headed by the chief 
of the US diplom3tic mission, and composed of the se1rior meniber of each represented US depmtment or 
3gency. as desired by the chief of the US diplom3tic nrission. 

c1itical point (DOD) L A key geograplrical point or position imp01tant to the success of 3n opemtion. 2. In 
point of time. a crisis or a tmning point :in an opemtion. 3. A selected point along a line of march used tor 
reterence in giving imtructions. 4. A point where there is a change of direction or change :in slope in a ridge or 
stTemn. 5. Any point 3long a route of m3rch where :interference with a tl'oop movement m3y occm. 
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Delivery Order (Alv1C) Aft.er a decision has been made to use LOGCAP. the customer prepares a Delive1y 
Order Package for the contm.ctor consisting of the following elements: Statement of Work h1dependent 
Govemment Cost Estimate and Fm1ding Document 

Disaster Assistance Response Team (DOD) United States Agency tor Intemational Development's (USAID) 
Oftlce of United States Foreign Disaster Assist;mce provides this rapidly deployt:lble temn in respom:e to 
intemt:ltional dist:lsters. A Disaster Assistt:lnce Respom:e Tet:lm provides specialists. tmined in a vmiety of 
dist:lster relief skills, to t:lssi~t US embassies and USAID missions with the management of US Government 
resp011~e to disasters. (DART) 

D-day (DOD). The lummned day on which apmtiClilaroperation commences oris to commence. 

earliest arrival date (DOD) A day, relative to C-dt:ly. t1illt is specitled by a plmmer as the eadiest dt:lte when a 
mrit. a resupply slripment. or replacement personnel ct:ln be accepted at a pmt of delxn'kation dming a 
deployment Used with the latest anival dt:lta. it defines a delive1y window tor tl'mt~pOitation planning. 
(EAD) 

emergency resupply (DOD) A resupply nrission that occms based on a predetermined set of circmnstm1ees 
and time ilrt.ervt:ll shmild mdio co1rt.act not be established or. once established, is lost between a special 
operatio11~ tactical eleme1rt. and its base. See also automatic resupply: on-call resupply. 

end item (DOD) A tlnal combilwtion of end products, component palts. and! or nwterials t1illt is ready tor its 
ilrt.ended u~e. e.g .. slrip. tank mobile maclrine shop. ail'craft. 

essential element of friendly information (DOD) Key questio11~ likely to be asked by adversa1y officials 
and il1telligence systems about specific friendly hrtentions. capabilities. and activities. so they can obtain 
a11~wers c1itical to their opemtional effectiveness. (EEFI) 

expendable property (DOD) Prope1ty that mt:ly be consmned ill use or loses its ide1rtity in use and nwy be 
dropped fi:om stock record accomrts when it is issued 01· u~ed. 

field medical card (DOD) Used to ta.cilitate medical processilJg of patients. 

fly-away package (SOW: CSP) a collection of tools. automt:ltic &ta processil1g eqlripmellt. office 
equipment. t:lnd conmnurict:ltio11~ equipment reqlrired to begil1 work immediately and is deployed with the 
contmctor's advance team (FAP) 

Force Provider (F1v1 4-20.07) Is a contt:linerized, mobile. t:lnd modlilal' collective field camp. il1cludi1Jg all 
facilities and utilities required to supp01t a battalion-size torce of 550 tl'oops. 

Forward Support Area (CSP) That geogmplric area of the E\/ENT site which encompasses. as a milwmun. 
a Forward Suppmt Base camp capable of suppmtilJg up to 3. 000 persmmeL (FSA) 

Forward Support Base camp (CSP) The eleme1rt. of the torwal'd suppmt area (FSA) that provides billetil1g 
and life suppmt services to the Task Force eleme1rt. in tlillt area. 
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fragmentary order (DOD) An ::~bbrevi::~ted form of an opei::~tion order. usually issued on a day-to-d::~y basis. 
th::~t elimimtes the need tor rest::~ting intonnation cont::~ined :in a b::~sic oper::~tion order. It may be issued in 
sections. (FR\.GO) 

generic developed plan (SO\\!) A pl::~n tor a cmmtly th::~t is developed with infrastructm·e ::~nd a vi::~ble ::~nd 
diplom::~tic::~lly recognized govemment 

generic undeveloped plan (SOW) A plan tor a countly with little or no :infrastrnctme ::~nd a we::~k or 
nonexistent govemmenL 

government furnished equipment (SOW) Equipment :in the possession of or acquired directly by the 
Ciovenunent ::~nd slibsequently delivered or otherwise made ::~v::~il::~ble to the contractor. (GFE) 

government furnished materials (SOW) Material~ :in the possession ot: or acquired directly by the 
Govenunent ::~nd Slibsequently delivered or otherwise made av::~il::~ble to the contractor.(GFM) 

government furnished property (AR 310-25) All t::~ngible prope1ty of the Govenunent fmnished to the 
contractor. :including both prope1ty acquired by the Govenunent ::~nd delivered to the contmctor. ::~nd prope1ty 
acquired by the cotl.tractor tor the accmmt of the Govenune11t .. (GFP) 

H-hour (DOD) . The specific hom on D-day ::~t \Vlrich a p::nticlil::~r oper::~tion conunences. 

hardstand (DOD) 1. A p:wed or st.::~bilized area where vehicles ::~re p::n'ked. 2. Open grmmd ::~rea lmving a 
prepared smta.ce ::~nd used for the stomge of materieL 

hazardous and ! or dangerous materials (AR 310-25) Hl'lz::~rdous m::~teril'lls consist of e;.;.-plosives: 
tlanmwble substances:toxic chemic::~ls: somces of i01rizing m.di::~tion or Iadimlt. ene1gy: oxidizing mate1i::~l: 
cotTosive material. compressed gases: any com-pmmd.mL'\.tme. eleme11t. or material wlrich. because of its 
mtme. is hazz::~rdous to store mHlior lmndle. D::~ngerous materil'lls ::~re any m::~teri::~ls wlriclt lmder conditions 
:incide11t. to tnmsportl'ltiott are liable to c::luse fil'es, cre::~te serious dmnage by chemical actioit or creates 
serious tm11~p01tation hazard. They :include, tlmmn::~bles. corrosives. combustibles. oxidizing mate1ial. 
poiso11~. compressed gases, toxics. lutdlily magnetic mate1ials, defensive bio-logic::~l! etiological ::~gents ::~nd 
r::~diologic::~ls. medicl'll depmtme1l.t doctrine. hel'llth rel::~ted resem'Clt tmnsp01tation of the sick and wmmded. 
selection of the medic::~lly fit and disposition of the medicl'llly mlfit: medic::~l supply ::~nd maintenm1ce. m1d 
medical. dent::~l veterinmy.laborat01y. ::~nd optic::~l se1vices. (HA.ZMAT) 

host nation support (DOD) Civil ::~nd!or nrilitmy assistance rendered by a nation to toreign torces witlrin its 
tenit01y dmiJ1g peacetime, times of c1isis/emeigencies. or wmtime under agieements mutually concluded 
between the mtions.(HNS) 

joint task force (DOD) A joiJJ.t torce tlll'lt is co11~tintted and so desigmted by the Secretary of Detl.m~e. a 
comb::~tml.t. commander. a submrified commander. or ::~n existi11gjoiJJ.t t::~sk torce commander .(.ITF) 

L-hour (DOD) The specitk hom on C-day at which a deployment operation conunences or is to commence. 

level of supply (DOD) The qlmntity of supplies or mate1iel ::~uthorized or directed to be held in mlticip::~ti011 of 
futme demands. 
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lines of communications (DOD) All the route~. land water. and air. which c01mect an operating militmy 
force with a ba~e of operati011~ and along which ~upplie~ and military force~ move .(LOC) 

logistic assessment (DOD) An evaluation of a. The logi~tic ~npp01t required to ~upport pmticular militmy 
operation~ in a theater of operation~. cmmtly, or area. b. The actual and/or potentiallogi~tic~ ~upp01t available 
for the conduct of militmy ope1-ation~ either within the theater. cmmtly. or area. or located el~evvhere. 

logistics civil augmentation program (SOW!FM 4-93.31) An initiative by the U.S. Anny to pre-plan dming 
peacetime for the use of civilian con.tmctor~ to perfonn ~elected ~ervice~ :in wmtime and other contingencie~ 
to augment U.S. force~ in ~upp01t of DoD mi~~io11s.(LOGCAP) 

logistic estimate of the situation (DOD) An appmi~al re~lilting from an ordel1y examination of the logistic 
factoi~ ini1uencing contemplated cmuse~ of action to provide conclu~io11s concerning the degree and manner 
ofthat influence. See al~o e~imate of the ~ituation. 

logistics support element (Bvl 4-93.31) I~ a ~ingle logi~tic~ command and COlltl'Ol element which centmlly 
manage~ ~tl'ategic logi~tic~ pers01mel on the battlefield or militmy area of opemtio11s. AlviC mm1s the LSE 
headqumter~ and deploy~ tc)lward at the reque~t of the ~upported ope1-ational commander.(LSE) 

logistics-over-the-shore operations (DOD) The loading and miloading of ~hi~ without the benefit of tlxed 
p01t facilitie~. in fliendly or non-defended tenit01y. and. in time of war. dm.ing phase~ of theater development 
:in vvhich there i~ no opposition by the enemy. (LOTS) 

logistics sourcing (DOD) The identification of the 01igin and detenn:ination ofthe 
availability of the time-phased torce and deployment data non-mrit logi~tic~ requirement~. 

M-Day (DOD) The term used to de~ignate the day on wlrich mohilization i~ to commence. 

main supply route (DOD) The route or route~ de~ignated vvithin an area of operation~ upon wlrich the bulk 
oftl'affic flow~ :in ~upp01t ofmilitmy operation~. (lVL()R) 

manifest (DOD) A doclunent ~peci:tying :in detail the pas~enger~ or item~ carried for a ~pecific de~tination. 

mass casualty (DOD) Any large munber of casualties produced :in a relatively ~h01t period of time. usually 
a~ the re~lilt of a ~ingle incident ~uch as a nrilitmy aircraft. accident lnmicane. t1ood emthquake. or armed 
attack that exceeds locallogi~tical ~upp01t capabilitie~. 

materials handling equipment (DOD) Mechmrical device~ for handling of ~upplie~ with greater ease and 
economy .(MHE) 

materiel (DOD) All item~ (including ~lrip~. tanks. ~elf-propelled weapon~. aircraft, etc .. and related ~pare~. 
repair pmts, and ~upp01t eqlripment, hut excluding real prope1ty. :installatio11s. and utilitie~) nece~~my to 
eqlrip. operate. maintain, and ~upp01t militmy activitie~ without di~tinction as to it~ application tor 
ad:nri1ri~.mtive or combat pmpose~. 

materiel readiness (DOD) The availability of materiel reqlrired by a militmy orgmrization to ~upp01t it~ 
wmtime activitie~ or contingencie~. di~asterrelief (flood emthquake. etc.). or other eme1g.encie~. 
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materiel release order (DOD) An order issued by an accmmtable supply system manager (usu~lly an 
:invent01y contn\1 point or accmmtable depot/stock point) directing a non-accmmtable activity (usually a 
stomge site or matetiel drop point) within the same supply distribution complex to release and ship matetieL 

Military Sealift Command (DOD) A major command of the US Na:vy, and the US Tnmsp01tation 
Conun::md·s component conunand responsible tor designated common-user sealift trm1sportation setvices to 
deploy. employ. sustain. and redeploy US forces on a global basis. (lVL~C) 

lVfilitary Traffic Management Command (DOD) A major command of the US Anny. and the US 
Tm11sportation Command's component conunand respom:ible tor designated continental United States land 
tnmsportation as well as conunon-user water tenn:inal and tm.ftlc management setvice to deploy. employ. 
sustain. and redeploy US torces on a global basis. (lVITMC) 

mission (DOD) The p1immy task assigned to an individual. mrit. or torce. It contah1s the elements of \Vho. 
what when. where. and why. but seldom specifies how. 

mode of transport (DOD) The various modes used tor a movement For each mode, there are several means 
of tnmsp01t. They are: L Inland smface trm1sportation (mil. road and inland waterway): 2. Sea tm11spott 
(coastal and ocean): 3. Air tnmsportation: and 4. Pipelines. 

mortuary affairs (DOD) Covers the search tor, recove1y. identification. preparation. and disposition of 
remait1s of persons tor whom the Setvices are responsible by status and Executive Order. 

National Command Authorities (DOD) The President and the Secretmy ofDetl.:mse or theit· duly deputized 
alternates or successors. (NCA) 

net call sign (DOD) A call sign wlrich represents all stations within a net 

net conti·ol station (DOD) A conmnurications station designated to contnil tiaffic and entorce cit'cuit 
discipline witJrin a given net (NCS) 

noncombatant evacuation operations (DOD) Operatio11s dit·ected by the Depmtment of State. the 
Depmtment of Detl.mse. or other approptiate authority whereby noncombatants are evacuated from foreign 
cmmtries when their lives are end~ngered by war. civil 1uu·est. or natmal disaster to sate havens or to the 
U1rited States. (NEOs) 

nonexpendable supplies and material (DOD) Supplies vvhich are not coitsnmed itt use and wlrich retaitt 
their original identity dming the period of 11se. such as weapons. machines. tools. and equipment 

nongovernmental organization (DOD) Transnational orgmrizations of private citizens that maintain a 
consultative st.atus with the Economic and Social Cmmcil of the United Natio11s. Non-govemmental 
orgmrizations may be professional associations. to1mdations. multittationallms:inesses. or simply groups with 
a common :interest :in lnunanitmian assistmtce activities (development and reliet). "Non-govenunental 
mgmrizations" is a term normally used by non-U1rited States organizatiotts. (NGO) 

notice to proceed (AMC) A formal notification (leeter) or 1m-p1iced Delivety/Task Order with the SOW and 
ceiling p1ice. authorizing the contractor to begin wodc (NTP) 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-2-6 

SECRET As of 3 December 2002 



SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONTINGENCY SUPPORT PLAN 

off-the-shelf item (DOD) An item which lws been developed and produced to militmy or commercial 
standards and specificatiom:. is readily available for delive1y from an industrial somce. and may be procured 
without change to s::~tisfY a militmy requirement 

on-call re-supply (DOD) A re-supply mission planned be tore im:e11ion of a special operations team into the 
operations area but not executed lmtil requested by the opemting team. 

operating level of supply (DOD) The qumJtities of materiel required to sustain operations :in the :i1Jt.e1val 
between requisitiom: or the arrival of successive shipments. These qumJtities should be based on the 
established replenishment pe1iod (moiJt.hly. qumteliy. etc .). 

operation order (DOD) A directive issued by a connnander to subordilwte commandeis tor the pmpose of 
eftecting the coordiltated execution of an opemtion. (OPORD) 

operations other than war (Fl\1100-20) Militmy activities dming peacetime and conflict that do not 
necess::~rily iltvolve armed dashes between two organized torces.(OOT\\) 

order and shipping time (DOD) The time elapsiltg between the ilritiation of stock reple1rislunent action tor a 
specitlc activity and the receipt by th::~t activity of the materiel resultiltg tl'om such action. Order mtd shipping 
time is ::~pplicable only to mate1iel within the supply system. and it is composed of the distiltct elements. order 
time. and slrippiltg time. 

organizational maintenance (DOD) That mailttenance vvlrich is the respom:ibility of mtd pertonned by a 
using orgmrization on its assigned eqlripment Its phases nonnally com:ist. of iltspectiltg. seiVicing. hib1icating. 
adjust:i11g. and replaciltg palts. milwr assemblies. and Slibassemblies. 

packaged petroleum product (DOD) A petn\lemn product (generally a hib1icant. oiL grease. or specialty 
item) normally paclmged by a mmmfactmer and procured stored tmm:pmted, and issued in cotJt.ailteis havh1g 
a till capacity of 55 lhrited States gallons (or 45 Impe1ial gallons. or 205liters) m· less. 

pallet (DOD) L A flat base tor conibilllitg stores or canyiltg a siltgle item to tonn a mrit load tor hmtdli11g, 
transpottation, and storage by materials handl:i11g eqlripment 2. (DOD mily) 463L p::~llet - An 88" x 108" 
ahunilnun t1at base used to tadlitate the upload and download of ail-craft 

payload (DOD) 1. The total smn weiglJt of the p::~ssengers and cargo that an ::~il-crafl can cany. 2. The 
wmhead, its containei, and activating devices ill a militmy missile. 3. The s::~tellite or research velricle of a 
space probe or research missile. 4. The load (expressed in tom: of cargo or eqtripment gallons ofliqlrid or 
munber of p::~ssengers) wlrich the velricle is designed to transpott lmder specified conditions of opemtion. ill 
addition to its lulloaded weiglJt. 

pipeline (DOD) In logistics, the channel of mppott wlrich materiel or personnel flow from the:h· somces of 
procmeme1Jt to their point ofuse. 

port of debarkation (DOD) The geograplric point at wlrich cargo or peisomtel ::~re disch::~Tged. May be a 
se::~pott ( SPOD) or ae1ial ( APOD) pmt of debm'kation. For lmit reqlm·emeiJts. it may or may not coincide with 
the destiltation. (POD) 
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port of embarkation (DOD) The geog:r<:~phic point :in a routing scheme from which cargo or personnel 
dep:.ut. May be a se<:~pOit or aetial p01t from which personnel <:~nd equipment tlow to port of debmk<:~tion. For 
mrit and notHmit requirements. it m<:~y or m<:~y not coincide with the origin. (POE) 

project manager (CSP) The individual who has ovemll respom:ibility for BRS TEAM LOGCAP activities at 
the E\IENT location. 

program manager (CSP) The individual who has ovet<~ll responsibility for BRS TEAM LOGCAP Progmm. 
The P:rogmm Manager oftlce is located in Houston. Texas. 

radio frequency automated identification technology (Fr\!16-02) A generic name given to devices, e.g. RF 
tag, used to provide useis with timely and accmate intonnation on the location. movement. status. and 
identity of1urits. personnel. eq1ripment and supplies via radio frequency. (RF-AIT) 

Rear Support Area (CSP) Includes Rear Supp01t Base (RSB) activities such as the APOD, SPOD. TISA. 
POL stomge. Supply. Maintenance. etc. and the Rear Si.lppmt Base camp (Troop billeting).(RSA) 

Rear Support Base camp (CSP) The element of the real' snpp01t area (RSA) that provides billeting and life 
slq)pOlt services to the TaskForce element in that area. (RSB) 

Recoverability Code (AR 710-2) The code designating the level (Direct Supp01t. General Supp01t. Depot. or 
Special Repair Activity) that may decide fmal disposition of 1meconomically repairable. condemed 
reparables. Also see Source. Maintenance andRecovembility (SMR) Code. (RC) 

regional management plan (s) (SOW) Plm1 tor a specitlc region or collection of geograplrically located 
cmmtlies as designated by the supported CINC or Army Setvice Component Conun<:~nd. 

retrograde cargo (DOD) Cargo evacuated fi:om a theater. 

rough order of magnitude (SOW) Det<:~ils the resomces <:~nd est:im<:~ted cost to peltonn the requirements 
mticulatedinthe CINC /MACOM Scope OfW01k (ROM) 

rules of engagement (DOD) Directives issued by competent militmy anth01ity that delineate the 
circmnst<:~nces and limit<:~tions 1mder which US torces will ilritiate and/or continue combat eng<:~gement with 
other encmmtered torces.(ROE) 

S-{lay (SOW) The d<:~y contmctor snpp01t to the EVENT Task Force begins (Le. 15 calendar days after the 
PCCrs Notice To Proceed (NTP) to execute an approved plan). 

shelf life (DOD) The length of time dming wlrich an item of supply. subject to detetioration or having a 
limited life vvhich cmmot be renewed. is com:idered serviceable wllile stored. 

site manager (CSP) The individual with ovemll respom:ibility tor BRS TEAlvi LOGCAP activities :in the 
Rear Support Area and Forward Supp01t Areas. 

small arms (DOD) Man p01table. individuaL and crew-setved weapon systems used m<:~inly agaim:t persollllel 
and lightly annored or 1mannored eq1ripmenL 
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SOURCE, lVl~INTENANCE AND RECOVER~BILITY CODE (AR 710-2) A combination of codes used 
:in the m<:~nagement of rep:.1rables. The fhst two positions represent the somce code which identities the mem1s 
of acquiring the item. The tlrird position is the mai:nten:.1nce use code which identifies maintenance levels 
<:~uthorized to remove <:~nd replace <:~n item. The fomth position :indicates whether <:~n item is a rep:.1r<:~ble <:~nd 
the maintemnce level authorized to do complete repai:r. The fifth position is the recovembility code which 
design<:~tes the level (DS. GS. depot or SRA) th<:~t m<:~y decide fiml disposition oflmecononric<:~lly repai:mble. 
condemned repaimbles. (SMR) 

specified command (DOD) A connn<:~nd th<:~t has a broad continuing mission, nonn<:~lly ftmction<:~L <:~nd is 
est<:~blished and so design<:~ted by the President tluough the Secret<:~ry of Defe11se with the advice <:~nd 

<:~ssistance of the Chairman of the Joint Clriefs of St<:~t1~ It normally is composed of forces fi:om a single 
fvlilitary Dep:.11tment Also called specified combatant command. 

stockage objective (DOD) The maximmn quml.t.ities of materiel to be maint:.1ined on hand to sustain c1.ment 
operatio11s. It co11sists ofthe smn of stocks represented by the operating level and the s:.1tety leveL 

stock control (DOD) Process of maintaining inve1l.t.ory data on the quml.t.ity. location, <:~nd condition of 
supplies and eq1.ripment due-ilL on-hand and due-out to deternrine quantities of material and eq1.ripme1l.t 
available and/or req1.rired tor issue and to t'h.cilitate distrilnl.t.ion and management ofm<:~terieL 

stock record account (DOD) A b:.1sic record showing by item the receipt and issuance of propelty. the 
balances on hand and such other ide1l.tifying or stock control d<:lta as may be required by proper authority. 

supply point (DOD) A loc:.1tion where supplies. se1vices. <:~nd materiels me located and issued. These 
locations are temporary and mobile. nonn<:~lly beiltg occupied for up to 72 homs. 

supply point distl'ibution (FM 4-93.3) A method of distlilnl.tiltg supplies to the receiviltg n1rit <:~t a supply 
point railhead. or tn1ckhead The mrit then moves the supplies to its own area usi11g its own trmtspmtation. 
Tlris is the norm<:~l distribution method tor 1.urits wlrich receive dil·ect supp01t (DS) from DS supply and 
mai11tenance mrits. 

supply support activity (DOD) Activities :.1ssigned a Depmtme1l.t of Detense activity address code <:~nd th<:~t 
have a supply suppmt nrission (i.e .. direct suppmt supply 1.urits. missile suppmt elements. m<:~i11tenance 
suppmt mrits).(SSA) 

sustaining stocks (DOD) Stocks to suppmt the exec1.l.t.ion of approved opemtion<:~l plmts beyond the initial 
predetennilted period covered by basic stocks 1.mtil re-supply is available tor suppmt of cotl.tinued operations. 

S}llchronization (DOD) The arr.:mgeme1l.t. of militmy actio11s ill time. sp:.1ce, <:~nd pmpose to produce 
maximum relative combat power at a decisive place and time. 2. In the ill.telligence cotl.te;..t. application of 
ill.telligence somces and methods ill conce1t \Vith the opemtional plan. 

tasks (DOD) Specitlc A.nny. Navy. and Air tasks which have to be done to ilnpleme1l.t successftilly the 
phased concept of operati011s stenuni11g from the basic m1de1t<:~kings and the overall stmtegic concept In 
st<:~ti11g the tasks. so much of the who. wh:.1t, when, where. why. m1d how, as are appropriate. are given. The 
tasks tall iltto t\vo categories: a. Initial operations. and b. subsequent opemtiotts. 
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theater (DOD) The geographical area outside the continental United States for which a connnm1der of a 
combatant connnm1d has been assigned respom:ibility. 

theater of operations (DOD) A sub-area within a theater of wal' detlned by the geogmphic combatant 
commander required to conduct or suppmt specific combat operatio11.;:. DiHerent theaters: of opemtio11.;: within 
the same theater of war will normally be geographically separate and tocu..;:ed on different enemy forces:. 
Theaters: of ope1ntions are usually of significant size. allowing tor opemtio11.;: over extended petiods of time. 
(TO) 

throughput (DOD) The average quantity of cargo and passengers th ... 1t can pass: t]u·ough a pmt on a daily 
basis tl'om ani val at the pmt to loading onto a ship or plane. or tl'om the dis:chmge fi:om a ship or plane to the 
exit (clearance) fi:om the pmt complex. Throughput i.;: usually e:x-pres:sed in meas:mement tons:. shmt to11.;:. or 
pass:en.geis:. Reception and stmnge limitation may aHect final tlu·oughpuL 

Time-Phased Force and Deployment List (DOD) A Joint Operation Plmming and Execution System 
database located at Appendix 1 to Annex A of delibetnte pla11.;:. It identities types: and/or actual milts: required 
to suppmt the operation plan and indicates origin and pmts of debmkation or ocean area. This listing i.;: to 
:include both a. In-place 1nrits: and b. Units to be deployed to suppmt the delibemte plan. (TPFDL) 

total asset \'isibility (F1v14-0L8) The capability to provide u.;:ers with timely and accmnte infonnation on the 
location, movement, statl1'=. and identity of1urits. pers01meL eq11ipment, matetiel and supplies. It also includes 
the capability to act upon that intonnation to :improve overall pettonnance of the Depmtment of De feme· s: 
logistic pmctices. (TA V) 

unified command (DOD) A command with a broad continuing nrission mlder a single commander and 
composed of sigtrificant assigned components: of two or more Militmy Depmtments:, that is established and so 
designated by the President tJrrough the Secretary ofDefe11.;:e with the advice mld assistance of the Chairman 
of the Joint Clriefs of StatT Also called 1urified combatant command. 

unit designation list (DOD) A list of actualmrits by unit identification code designated to thltill req1rirements 
of a torce list (UDL) 

unit distribution (F1v1 4-93.3) A method of distributing supplies by wlrich the receiving mrit is issued 
supplies in its own aJea with tmnspmtation ftmris:hed by the iss1ring agency: the receiving 1nrit is respomible 
for timely downloading of tm11.;:pmtation assets. It is the standard method of distlibution fi:om General 
Suppmt (GS) to D:iTect Suppmt (DS) supply mrits:. 

unit identification code (DOD) A six-chamcter. alphamuneric code that 1niiquely identities each Active. 
Res:etve. and National G·uard 1nrit ofthe AnnedForces. (UIC) 

warning order (DOD) L A prelim:inmy notice of an order or action wlrich is: to follow. 2. (DOD mily) A 
ctisis: action plmuring diTective issued by the Chairman of the Joint Chiefs of Staii that itritiates the 
development and evaluation of coms:es: of action by a suppmted commander and requests: t1tat a connnander· s: 
estimate be submitted. 3. (DOD mily) A plmmit1g directive that desctibes the situation. allocates forces and 
resomces:. establishes connnand relatio11.;:lrips:. provides other ilritial plmming g1ridance. and itritiates 
Slibordinate 1urit mission plmming. 
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APPENDIX 3 (ACRONYMS) to ANNEX N (INTERNAL OPER~TING PROCEDURES) 
to LOGCAP CSP 

Glossary of Abbreviations and Acronyms 
ACRONY1l1 DEFI1'v1710JV 

AiDACG ArrivaliDep::ntme Airfield Contn\1 Group 

AiE ArclritectiEttgilteer 

AAFES Army & Air Force Exchm1ge Service 

A ALPS Automated Air Load Plamring System 

AAR After Action Review 

ABB Automated Battle Book 

ABL Authmized Basic Load 

AC Active Component 

ACCS A.nny Command and Cont1'01 Systems 

ACO Adnritristlative Contl'acting Officer 

ACOM Atlantic Command 

ACP Air Contl'ol Point 

ACR Armored Cavahy Regiment 

ACS11v1 Assistant Chief of Staff for Intonnation Management 

ACVv'P Actual Cost of W olic Petfonned 

ADA Air Defense A1ti1lety 

ADP Automatic Data Processing 

ADPE Automatic Data Processing Equipment 

AFARS Army Federal Acquisition Regulation Supplement 

AFB Air Force Base 

AFCS Army Facilities Components System 

AFMIS Army Food Management httonnation System 

AFPDA Army Force Planning Data and Assmnptiom: 

AISSPP Automated Information System Standard Practice Procedme 

ALCE Aiditl Con.tl'ol Element 

ALPS Air Load Plmming System 

AMC Air Mobility Conunand 

AMC Army Mate1iel Command 

AMDF Army Master Data File 

AMS Automated Mmrifest System 

AO A.rea of Ope1ation 

AOAP A.nny Oil Analysis Program 

AOI Area of Interest 

AOR Area of Respo11~ibilitv 
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API 

APO 

APOD 

APOE 

APS 

AQCTS 

AR 

ARCENT 

ARFOR 

ARNG 

ASB 

ASC 

ASCC 

ASG 

ASIOE 

ASL 

ASLP 

ASO 

ASOS 

ASP 

ASP 

AT 

ATC 

ATCCSS 

ATP 

AUTODIN 

AVIM 

AVUM 

AWDS 

AWRDS 

A 'W'RS 

BAC 

BAN 

BASOPS 

BCT 

BCWP 
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Glossary of Abbreviations and Acronyms 

DEFINITION 

American Petrolemn lm:titute 

Army Post Oftlce 

Aerial Pmt ofDebm1mtion 

Aetial Pmts ofEmbm'kation 

Anny Pre-Positioned Stocks 

Automated Quality Contn\1 Tracking System 

Army Reglilation 

Army Central Conunand 

Army Forces 

.A.nny Natioml Guard 

Area Suppmt Battalion 

Anmnmition Supply Company 

Army Service Component Command(er) 

Area Suppmt G-roup 

Associated Suppmt Item of Equipment 

Authmized Stoclillge List 

Army Strategic Logistics Plan 

Airfield Safety Office 

Army Suppmt to Other Services 

.Annmmition Supply Point 

Associate Safety Professioml 

Aerospace Teclmology 

Air Tm.ftlc Control 

Air Tm.ftlc Control Conmnurications Switching System 

Amnnurition Transfer Point 

Automatic Digital Network 

Aviation Intermediate Maintenance 

Aviation U1rit Maintemmce 

Automated Weather Distlibution System 

Anny War Resetve Deployment System 

Army War Reserve Stocks 

Budget At Completion 

Battletleld Account Nlunber 

Base Operatio11s 

Btigade Combat Team 

Budgeted Cost tor Work Pertonned 
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BCWS 

BDP 

BDS 

BIDS 

BLAHA 

BOE 

BOM 

BOSS 

BPA 

BRS 

BSA 

BSB 

BSC 

C/SSR 

C" 
CA 

CAC 

CALS 

CAM::; 

CAP 

CAPR 

CAS 

CASE 

CASCOM 

CBL 

CBRNE 

CBS-X 

CDR 

CDRL 

CDR OM 

C-E 

CECOM 

CENT COM 

CEOI 

CFE 

CFT 
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Glossary of Abbreviations and Acronyms 

DEFINITION 

Budgeted Co::;t tor Work Scheduled 

B ::~::;e Development Plan 

Biologic::~l Defen~e System::; 

Biologic::~! Integmted Detection Sy::;tem 

B::~sic Load Anmnmition Holding Area 

B::~::;i::; ofEst:imate 

Bill of M::~teii::~l::; 

Base Operatio11~ Suppmt Service::; 

Blanket Pmchase Agreement 

Brown & Root Service::; 

B1igade Support Area 

B::~se Suppmt Batt::~lion 

B ::~lkm1~ Suppmt C ontiact 

Cost/Schedule Statu::; Repmt 

Command and Contnil 

Contmct Adm:ini::;tl'ator 

Combined Ann::; Center 

Continuous Acqui::;ition & Logi::;tic Suppmt 

Cost A voidance Measme::; 

ContTactor-Acquired Prope1ty 

Contmctor Acquired Prope1tv Reque::;t 

Contmct Adm:ini::;tl'ative Service::; 

Cost Accmmting Standard~ Board 

Combined Arm::; Suppmt Command 

Containerized Batch Lmmdrv 

Chemical. Biolocic::~l. Nuclear. RadiologicaL E}:plo::;ive 

Continuing Balance Sy::;tem-E.x-panded 

Commander 

Contmct D::~ta Requirement::; Li::;t 

Compact Di::;c Read CMy Memmy 

Comm1mic::~tioi1~-Electroiric::; 

U.S. Anny Comnnuric:.1tion::; andElectTonic::; Command 

Centml Command 

Comnnmication~-Electrmric::; Opeiating In::;tnlction::; 

Contmctor Fmni::;hed Equipment 

Contmct Field Te::~m 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-3 
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ACRONY1\1 

CID 

CIF 

CIMM 

CINC 

CLIN 

CLS 

CM 

CMSP 

CMST 

COBRA 

COE 

COMMEL 

COMMZ 

COM SEC 

CON CAP 

CONCAP 

CONOPS 

CONOPS 

CONUS 

coo 
CO PARS 

COR 

COS COM 

COS IS 

COTR 

COTS 

COTS 

CPI 

CPI 

CPIT 

CPM 

CPU 

CPX 

CRP 

CRSP 

CS/CSS 

&ECRE+-

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Ctimimllnvestigation Division 

Centml Issue Facility 

Comnnmicatiom: and Intonnation Management Manager 

Coinmmtder-ilt-Clrief 

Contmct Line Item N1unber 

Containerized Lmmdrv System 

Consequence Management 

Consequence Management Suppmt Plan 

Consequence Management Support Team 

COBRA Cost Management Soft.ware 

Common Opetnting Environment 

C omnnuricatiom:-Electronics 

C omnnuricatiom: Zone 

Comnnuricatiom: Security 

Construction Capabilities Contmct 

Contingency Capability Contmct 

Concept of Opemtiom: 

Contingency Operations 

Continental United States 

Chief Operating Officer 

Contmctor Operated Pmts Store 

Contmcting Officer's Representative 

Corps Support Command 

Care of Supplies in Storage 

Contmcting Oftlcer's Teclnrical Representative 

Commercial on:. The-Shelf 

Commercial Otithe Shelf 

Correction, PreventiOil & Improvement 

Cost Pertonnance Index 

Corpomte Phase-In Team 

Ctitical Path Method 

Centml Processing Unit: Computer Processing U1rit 

Command Post Exercise 

Central Receiving Point 

Central Receiving/Shipping Point 

Combat Suppmt/Combat Service Suppmt 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-4 
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esc 
CSP 

css 
CSSR 

CTA 

CTV 

cv 
CWA 

DA 

DAForm 

DA PAl'vi 

DART 

DCA 

DCAA 

DCMA 

DCMD-I 

DCS. LOCi/OPS 

DCSENG 

DC SLOG 

DC SOPS 

DCSPER 

DDForm 

DDE 

DDN 

DEA 

DEH 

DFAC 

DFAR 

DEARS 

DG 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Convoy Support Center 

Contingency Support Pl::m 

Combat Se1vice Suppmt 

Cost/Schedule Status Repmting 

Common Table of Allowances 

Cable Television 

Cost Variance 

Co:.1stal Water Authority 

Depmtment of Anny 

Depmtment of Anny Fonn 

Depmtment of Anny Pamphlet 

Disaster Assistance Response Team 

Defem:e Comnnmications Agency 

Defense Contmct Audit Agency 

Defe11~e Conhact Management Agency 

Defe11~e Contract Management District-International 

Deputy Chief of Statffor Logistics and Operations (AMC) 

Deputy Chief of Statffor Engineeis 

Deputy Chief of Statffor Logistics 

Deputy Chief of Statftor Opeiatio11~ & Plans 

Deputy Chief of Statitor Pe1-sonnel 

Depmtment ofDeten~e Form 

Dynmnic Data Exch.m12,e 

Dete11~e Data Network 

Dn12, Entorcement Agency 

Directorate ofEncineering & Housing 

Dining Facility 

Defen~e Fedeml Acquisition Regulation 

Dete11~e Fede1<1l Acquisition Reglilation Supplement 

Dete11~e Guidance 

DII!COE Detense Information Infi:astructme! Common Opemting Environment 

DIS Defen~e Investigative Se1vice 

DISA Defen~e Intonnation Agency 

DISCOM Division Suppmt Conunand 

DLA Defe11~e Logistics Agency 

DLR Depot Level Rep:.1rable 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-5 
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DNA 

DO 

DOD 

DODAAC 

DoDD 

DOL 

DOL 

DORS 

DOS 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Deo}.ytibonucleic acid 

Delive1y Order 

Depmtment ofDefem:e 

Depmtment ofDefe11se Activity Address Code 

Depmtment ofDetlmse Directive 

Depmtment ofLabor 

Director( ate) of Logistics 

Defe11se Outpatient Refenal System 

Days of Supply 

DOT Depmtment ofTmnsp01tation: Dictionary of Occupational Titles 

DPM Deputy Program/Project Manager 

DPSC Defe11se Personnel Suppmt Center 

DPW Directorate ofPublic Works 

DRlviO Defe11se Reutilization & Mm'keting Office 

DS Direct Supp01t 

DS4 Direct Supp01t Unit Standard Supply System 

DSA Division Suppmt Area 

DSR Damage Smvey Repmt 

DSS Direct Supp01t System 

DTG Date Time Group 

DWSH Dishwashers 

DX Direct Exchange 

EiL NTP Emiy/Limited Notice to Proceed 

EAC Estimate At Completion 

EAD Eadiest Anival Date 

EECP Emiy Ently Command Post 

EEFI Essential Elements of Friendly Infonnation 

EEM Emiy Ently Management 

EMR EA-petience Modification Rate 

EOC Event Ope1ntio11<:: Center 

EOD Explosive Ordnance Disposal 

EPA Enviromnental Protection Agency 

ESDM Engineeting Services Division Manager 

ESPQ Electronic Personnel Secmity Questionnaire 

EUCOM Emopean Conunand 

EUSA Eighth U.S. A.nny 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-6 
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EVMS 

FAP 

FAR 

FA..:"\: 

FCOM 

FEiBR 

FEMA 

FFP 

FIFO 

FM 

FMC 

FOIA 

FORSCOM 

FP 

FPRA 

FRAGO 

FSA 

FSB 

FSS 

FSSP 

FSU 

FSW 

FTP 

FTP 

FTX 

GBL 

GCSS-A 

GFE 

GFJ\!1 

GFP 

G-L 

CfP 

GPA 

GPS 

GS 

GSA 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Emned Value Management System 

Fly Away Package 

Federal Acquisition Regulation 

Facsimile 

Facilities Capital Cost of Money 

Fore ed Entw Ballistic Restraint 

Federal Emergency Management Agency 

Finn Fixed P1ice 

Fhst-ilt Fhst-out 

Field Manual: Frequency Modulation 

Field Medical Card 

Freedom of Information Act 

Forces Command 

Force Provider 

ForwardP1icing Agreement 

Fragmentary Order 

Forward Suppmt Area 

Forward Supp01t Base 

Federal Supply System 

Fuel System Supply Point 

Field Storage Unit 

Food Service Wod\:ers 

Field Training Protocol 

File Tram:ter Protocol 

Field Training Exercise 

Government Bill ofLading 

Global Combat Supp01t System- Anny 

G·overnment-Fmnished Equipment 

G-overnment Fmnished Material 

G-overnment Fmnished Prope1ty 

G·ene1-al Ledger 

Geneml Pmpose 

Government Prope1ty Ad:ministmtor 

Global Positioning System 

Gene1-al Supp01t 

Geneml Se1vices Administration 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-7 

SECRET As of 3 December 2002 



ACRONY1\1 

Cl-SAC 

GUI 

GWI 

HA 

HASP 

HAZMAT 

HAZWAS1E 

HCN 

HCSS 

HED 

HET 

HF 

HFS 

HIV 

HMS 

HN 

HNS 

HQDA 

HQUSEUCOM 

HR 

HSE 

HVAC 

HZ 

IAR 

lAW 

IBCT 

ICS 

IFOR 

IFSSP 

llviA 

IMS 

INiviARSAT 

INTSUM 

lOP 

IPMS 

IPR 

SECRff 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Govenunent Se1vices Contl'act 

Gr::~phical User Interface 

Geneml Wage Incre::~se 

Hmnmritmim1 Assist::~nce 

Health ::~nd Safety Pl::~n 

H::~z::~rdous M::~teri::~ls 

H::~zm'dous W::~ste 

Host Comrtw N::~tional 

Heavy Civil Systems S'peci::~lties 

Heavy Equipme1rt. D1ivers 

He::~vy Equipment Trru1sp01ter 

High Frequency 

H::~llibmton Finm1ci::~l System 

Hmnan hnnnmodeficiency Virus 

H::~llibmton Mmtagement System 

Host N::~tion 

Host N::~tion Supp01t 

Headqumters. Depmtment ofthe Army 

Headqumters United St::~tes Emope::~n Command 

Human Resomces 

He::~ltJt Satety. & Envlromnent 

Heating. Ventilating. ru1d A.ir Conditioning 

He1tz (cps) 

h1ventory Adjustment Rep01t 

In Accordance With 

Inte1im B1igade Combat Team 

Inventory Control System 

hnpleme1rtation Forces 

hnproved Fuel System Supply Point 

h1fonnation M::~nageme1rt Office 

h1tonnation Man::~gement System 

h1temational M::~ritime Satellite 

llrtelligence Sununmy 

h1temal Opemting Procedme 

Integmted Project M::~nagement System 

h1 Process Review 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-8 
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ISB 

ISP 

ISSO 

IT 

ITF 

ITO 

JAB 

JMC 

JOA 

JOC 

JOPES 

JPO 

JTF 

KBR 

KO 

KTR 

LAN 

LAO 

L\P 

LASH 

LDD 

LIF 

LIN 

LMR 

LMS 

LN 

LNO 

LOC 

LOGCAP 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Intermediate Staging Base 

Interim Support Pacbge 

Intonnation Se1vices S'uppmt Oftlce 

httonnation Technology 

hwoice Tmm:mittal Form 

h1~tallation Trm1~portation Office 

Joint Acquisition Board 

Joint Movements Center 

Joint A.rea of Operatio11~ 

Job Order Contm.ct 

Joint Operatio11~ Planning and Execution System/Staff 

Joint Petrole1un Office 

Joint TaskForce 

Kellogg Brown & Root htc. 

Contmcting Oftlcer 

Contmctor 

Local Area Netwmk 

Letter of Agreement 

Logistics Assistance Program 

Lighter Aboard Ship 

Loss. Damage. or DestmctionJDestToved 

Logistics Intelligence File 

Line Item N1unber 

Land Mobile Radio 

Labor Management System 

Local National 

Liaison Officer 

Lines of Conmnmication 

Logistics Civil Augmentation Progimn 

LOGJA1v1SS Logistics Joint Administiation Management Suppmt Se1vices 

LOGMARS Logistics Maddng and Reading Symbol 

LOGOPS Logistics Operations 

LOTS Logistics Over the Shore 

LR-BSDS Long-Range Biological StandoffDetection System 

LSE Logistics Suppmt Element 

LSP LOCiCAP Support Plan 

Data Subject to Title Page Restrictions 

Otherwise. Treat as 
N-3-9 
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LWBS 

MAC 

MACOM 

MARKS 

MCC 

MCT 

MDEP 

MEDMNT 

METT-T 

METT-TC 

MFFllvlS 

MFT 

MH 

MHE 

MIL CON 

MIL NET 

MILSTAlvlP 

MIL STEP 

MIL STRIP 

MIS 

MKT 

MLMTS 

MMC 

MOBSS 

MOS 

MP 

MR 

MRD 

MRE 

MRE 

MRE 

MRO 

MROC 

MRR 

MSB 

MSC 

SECRE~ 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

LOGCAP Work Breakdown Structm·e 

Militmy Aidiil Command 

Major Anny Command 

Modem Army Record-keeping System 

Movement Contn\1 Center 

Movement Contn\1 Team 

Mmwgement Decision Package 

Medical Maintenance 

Missiott Enemy. Terrain. Troops. Time available 

Missiott Enemy. Terrain. Troops. Time available. Civiliam: 

Mass Fatality Field Intonnation Mamgement Svstem 

Maintenance Field Team 

Man Hom 

Materials Handling Equipment 

M ilitmy Construction 

Militmy Network 

Militmy Standm'd Tinm:pmtationand Movement Procedmes 

Militmy Supply and Tram:portation Evaluation Procedmes 

Militmy Standard Requisitioning and Issue Procedmes 

Management Information System 

Mobile Kitchen Ti-ailer 

Multi-leg Tank:er Mooting System 

Materiel Management Center 

Mobility Support System 

Militmv Occupatioml Specialty 

Militmv Police 

Material Requisition 

Material Release Denial 

Meal. Ready-to-Eat 

Mission Rehearsal Exercises 

Mobilization Readiness Exercises 

Materiel Release Order: Medical Regulating Officer 

Materiel Release Order Control System 

Material Receiving Repmt 

Main Support Battalion 

Major Subordimte Command 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-10 
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MSDS 

MSE 

MSR 

MTDA 

MTF 

MTMC 

MTOE 

MTS 

MWO 

MWR 

NAl'viSA 

NATO 

NAVAIDS 

NBC 

NCA 

NCO 

NCOIC 

NCS 

NEO 

NESC 

NGA 

NGO 

NICP 

NISPOM 

NLT 

NOK 

NRO 

NSN 

NTP 

O&M 

OAC 

OAS 

OBS 

OCIE 

OCONUS 

ODCSLOCf 

SEC~ET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Matetial Satet.y Data Sheet 

Mobile Subscriber Equipment 

Main Supply Route 

Moditlcation Table ofDistlibution and Allowances 

Medical Treatment Facility 

Militmy Traffic Management Command 

Modified Table of Ot-gmrization & Equipment 

Material Tracking System 

Moditlcation Work Order 

Morale. Welfare. & Recreation 

NATO Maintenance & Supply Agency 

N01th Atlantic Treaty Organization 

Navigational Aid System 

Nuclear. Biological Chemical 

National Command Auth01ity 

Non-Commissioned Officer 

Non-Commissioned Officer in Charge 

Net Control Station 

Noncombatant Evacuation Operatio11<:: 

National Elect1'ical Satet.y Code 

Non-Government Agency 

Non-Government Orgmrization 

National Inventory Control Point 

National Industrial Secmity Program Operations Manual 

Not Later Than 

Next of Kin 

National Reconnaissance Oftlce 

National Stock N1unber 

Notice To Proceed 

Opemtio11<:: & Maintemnce 

Oil i\Jtalysis Coordinator 

Oveno:eas Associated Services 

Orgmrizational Breakdown Stmctme 

Orgmrizational Clotlring & Individual Equipment 

Outside the Continental United States 

Office Deputy Clrief ofStatl Logistics 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-11 
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OES 

OF 

OJF 

OM&L 

OMS 

OOTW 

OPCON 

OPLAN 

OPORD 

OPSEC 

OS&D 

osc 
OSHA 

OSI 

OST 

P3I 

PACOM 

PAO 

PARC 

PC 

PCO 

PCSA 

PDCD 

PERSTAT 

PGM 

PKO 

PLCO 

PLL 

PM 

PMCS 

PMO 

PMP 

PMT 

PO 

POC 

PODiE 

SECREI 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Occupatioml Employment Statistics 

Optioml F onn 

Opeiation Joint Forge 

Opemtiom:. Maintenance. & Logistics 

Opeiatioml Mode Sunnnary 

Opetatiom: Other Titan War 

Opemtioml C ontn\1 

Opemtiol1':: Plan 

Opemtiom: Order 

Opet-atiom: Secmity 

Over. Sh01tage. or Damaged 

Opet-atiom: Supp01t Command 

Occupatioml Safety & Health Agency/Act 

Office of Special hlVestigatiom: 

Order Ship Time 

Pre-Planned Product hnprovement 

PacitlcConunand 

Public Atlairs Office 

Principle Assistant Respom:ible for ContTacting 

Personal Computer 

Procming Contmct Officer 

Propetty Control System Analysis 

Pmtable Data Collection Devices 

Personnel Status Rep01t 

Project Geneml Mamger 

Peacekeeping Operations 

Plant Clearance Officer 

Prescribed Load List 

Progmm Managei: Project Mmtager 

Preventive Maintemnce Checks and Services 

Progmm Manager's Office: Prqject Manager's Office 

Preventive Maintemnce Programs 

Performance Measmement Teclmique 

Pmchase Order 

Point of Contact 

Pmt ofDebmkationiEmbm'kation 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-12 
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POL 

POLOG 

POM 

PPBES 

PPE 

PPWR 

PTOS 

PTT 

Pvl\ITMED 

PVO 

PWS 

QA 

QA!QC 

QAE 

QAR 

QASAS 

QC 

QI 

QIP 

QM 

QMS 

QOL 

QSS 

RC 

RCRAC 

RDD 

RF 

RF/ID 

RFI 

RFP 

RFQ 

RHA 

Rlvi 

RlviO 

RO/RO 

ROD 

&ECRE'f 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Petrole1un. Oils and Lub1icants 

Pmchase Order Log 

Prepamtion tor Overseas Movement 

Planning. Prognnmn:ing. Budgeting. and Execution System 

Personal Protective Equipment 

Prepositioned War ReseiVes 

Pmt Tenn:inal Operations System 

Postal Telephone and Telegmph 

Preventive Medicine 

Private V ohmteer ()Igmrization 

Performance Work Statement 

Quality Assmance 

Quality Assmance/ Quality Control 

Quality Assmance Evaluator 

Quality Assmance Representative 

Quality Assmance Specialist (Anmnurition Smveillance) 

Quality Control 

Quality Improvement 

Quality Improvement Plan 

Qltmtennaster 

Quality Management System 

Quality OfLife 

Quick Supply Store 

Recoverability Code 

Remote Console Radio Access 

Required Delivery Date 

Radio Frequency 

Radio Frequency IdentifYing Device 

Radio Frequency Intelterence 

Request For Proposal 

Request tor Quote 

Records Holding Area 

Resomce Manager 

Resomce Management Oftlce 

Roll-oniRoll-oti 

Repmt ofDiscrepancy 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-13 
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ROE 

ROF 
ROM 

RO\VPU 

RPM 

RSA 

RSB 
RSO 

RSO&I 

RSOs 

RTCH 

RTO 
R_.."{ 

S&P 
S&SBN 

SAAS 
SAAS-MOD 

SAILS 

SAMS 

SAR 

SAR 
SARSS 

SB 

SCA 

scu 
S-D::.v 
SEll 

SF 

SIDPERS 
SIR 
SIR 

SITREP 

SLIN 

SMR 

SMSPP 
SOFA 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Rules OfEngagement 

Rules for the Use of Force 
Rough Order ofM::.gnitude 

Revet-se Osmosis W::.ter Pmific::.tion Unit 
Re::.l Propetty M::.intenance 

Re::.r Supp01t A..rea 

Re::.r Supp01t B::.se 
ReceptiotL St::.ging. Onw::.rd Movement 

Reception. St::.ging. Onw::.rd Movement & Integr::.tion 

Region::.l Secmity Officers 

Rough Ten::.in Cont::.iner H::.ndler 

Radio-Telephone Oper::.tor 
Repamble Exch::.nge 

St::.ke ::.nd Pl::.ttonn 
Supply ::.nd Setvices Batt::.lion 

St::.ndard Army Ammunition System 
St::.ndard Army Ammunition System- Moditlc::.tion 

St::.ndard Army Intennedi::.te Level Supply System 

St::.ndard Army Mainte.tl::tnce System 

Semdt ::.nd Rescue 

Se::.rch ::.nd Rescue 
St::.ndard Anny Ret::.il Supply System 

Supply Bulletin 

Service Contmct Act 

S::.tellite Comnnmic::.tions Units 
Supp01tDay 
Setvices Employee Intem::.tion::.l Inc. 

St::.ndard Fonn 
Standard I:nst::.ll::.tion!Division Pet-sollllel System 

Seriou.<:: Incident Rep01t 
Specific Intonn::.tion Requirements 

Situation Report 

Sub-Line Item N1.unber 

Somce. M::.inten::.nce. Recover::.hility Code 
Secmity Mamml of Stand::trd Pm.ctice Procedmes 

St::.tus OfForces Agreement 

Data Subject to Title Page Restrictions 

Otherwise. Treat as 
N-3-14 

SECRET As of 3 December 2002 



ACRONY1\1 

SOP 

SOUTH COM 

sow 
sow 
SP 

SPBS-R 

SPI 

SPOD 

SRA 

SRC 

SSA 

SSL 

SSP 

SSPLAN 

sssc 
SSUPS 

ST 

SPM 

STAJviiS 

sv 
TAA 

TAACOM 

TAC 

TACAPS 

TACSAT 

TALCE 

TAMMIS 

TAMMS 

TAT 

TAV 

TB 

TBD 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Standing Opemting Pmcedme 

Southern Command 

Scope ofWork 

Statement of W mk 

Supply Point 

Standard Prope1ty Book System-Revised 

Schedule Pertonnance Index 

Sea Pmt ofDebadmtion 

Stock Record Accmmt 

Standard Requirements Code 

Supply Suppmt Activity 

Shared Se1vices Lead 

System Support Pacbge 

Service Suppmt Plan 

Self Se1vice Supply Center 

Solid-State Unintem1ptible Power Supply 

Shmt Ton 

Single Point Mooring 

Standard Army Management Infonnation Systems 

Schedule Variance 

Total Army Analysis 

Theater Anny Area Command 

Tactical Air Command 

Theater Army Construction Automated Planning System 

Tactical Satellite 

Tactical Aidift. Control Element 

Theater Anny Medical Management Infonnation system 

The Army Maintenance Management System 

To Accompany Troop; 

Total Asset Visibility 

Technical Bulletin 

To Be Determined 

TCAII'viS Tmmpmtation Coord:imtmJs Automated Intonnation Management Systems 

TCC Teleconmnmications Center 

TCMD Transpmtation Control and Movement Docmnent 

TCMS Theater Construction Management System 

Data Subject to Title Page Restrictions 

Otherwise, Treat as 
N-3-15 
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TCN 

TCPI 

TDA 

TEMPER 

TFF 

TISA 

TM 

TMDE 

TMEP 

TMP 

TMT 

TO 

TO 

TOE 

TOG·S 

TP 

TPFDD 

TPFDL 

TQG 

TQM 

TRADOC 

TRANSCOM 

TSC 

TSCA 

TSDF 

TTP 

TTW 

TUSA 

UBL 

UCA 

UDL 

UHF 

UIC 

ULLS 

ULLS-G 

UMMIPS 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

Glossary of Abbreviations and Acronyms 

DEFINITION 

Third Cmmtry Natio11:'ll 

To-Complete Performance Index 

Table of Distribution and Allowances 

Tent. Exp:.mdable. Modular. Peiso1mel 

Task Force Falcon 

Troop Issue Subsistence Activity 

Technical Manual 

Test Measmement and Diagnostic Equipment 

Theater M01tu.ary Evacuntion Point 

T1nnsp01tation Motor Pool 

Tactical Mmine Tenn:inal 

Task Order 

Theater of Operations: Teclmical Order: Task Order 

Table of ()Iganization and Equipment 

Theater Otiented Guide Specification 

Tlnnsp01tation Priority 

Time Phased Force Deployment Data 

Time Phased Force Deployment List 

Tactical Quiet G-enerator 

Total Qunlity Management 

Training and Doctrine Command 

U.S. Tram:pmtation Command 

Theater Supp01t Command 

Toxic Su:bstance Control Act 

Tmnster. Storage. and Disposal Facility 

Tlniler Tmnster Point 

Tlnnsp01tation Tenninal Warehou~e 

Third U.S. Army 

Unit Basic Load 

Undefmitized Contmct Action 

Unit Designation List 

Ultm-High Frequency 

Unit I denti fi cation Code 

Unit Level Logistics S'ystem 

Unit Level Logistics System- Ground 

Uniform Materiel Movement and Issue Ptiority S'ystem 
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ACRONY1\1 

UMR 

UN 

UOM 

U.S. 

USACE 

USA COM 

USAEUR 

USAF 

USAID 

USAMC 

USAR 

USAREUR 

USART 

USARPAC 

USARSO 

USG 

VAN 

VAT 

VCSA 

VHF 

VIP 

VTC 

WAN 

WBS 

WLMP 

WMSP 
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Glossary of Abbreviations and Acronyms 

DEFINITION 

Um:atisfactory Materiru Repott 

United Nations 

Unit ofMeasme 

United States 

U.S. Anny Corps ofEngineers 

United States Atlantic Command 

US .A.nnv Em·ope 

United States Air Force 

United States Agencv of International Development 

United States Annv Materiel Command 

United States Armv Rese1ve 

United States Annv. Emope 

United States Annv. Jap::m 

United States Annv. Pacitlc 

U.S. Anny Forces Southem Command 

United States G·ovemment 

Value Added Network 

Value Added Tax 

Vice Chief of Stafl: Army 

Very High Frequency 

Very Importmrt. Person 

Video Teleconferencing Center: Video Teleconfurence 

Wide Area Network 

Woti\: Breakdown Structme 

Wolldwide Logistics ModemizationProgiam 

Wotldwide Management & Staftlng Plan 

WMSPIBCT Wotld Wide Management and Staffing Plan. Interim B1igade Combat Team 

WWTP Wastewater Treatment Plant 
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Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

APPENDIX 4 (REFERENCES) to ANNEX N (INTERNAL OPER4.TING PROCEDURES) to LOGCAP CSP 

INDEX 

TABLE 1: JOINT, DOD & ARMY PUBS (ARs, TMs, TBs, etc., EXCLUDING FMs) 

TABLE 2: FMs in LEGACY NUMBER SYSTEM ORDER 

TABLE3: FORMS 

TABLE 4: DOCUMENTS RELEVANT TO IRAQ'S ENERGY INFRASTRUCTURE 

TABLE 1: JOINT, DOD & ARMY PUBS (EXCLUDING FMs) 

PUB NUMBER PUB NAME AND DATE 

Joint PUB 1-02 DoD Dictionruy OfMilitruy And Associated Tetms 12 Apr 2001 
Joint PUB 3-0 Doctrine For Joint Operations 1 Feb 1995 
Joint PUB 3-07 Joint Doctrine for Military Operations Other than W ru· 16 Jun 199 5 
Joint PUB 3-56 Tactical Command and Control Planning Guidance and Procedures For Joint Operations 01 

Apr 1974 (with change 1, 16 May 1979) 
Joint PUB 4-0 Doctiine for Logistics Supp01t of Joint Operations 6 Apr 2000 
Joint PUB 4-01 Joint Doctline for the Defense Transportation System 17 Jan 1997 
oint PUB 4-0 1.3 Joint Tactics, Techniques and Procedures for Movement Control 21 Jun 1996 
oint PUB 4-02 Docuine for Health Senrice Support in Joint Operations 26 Apr 1996 
oint Test PUB 4-08 Joint Doctrine for Multinational Logistics 15 May 2001 

DOD 4145.19-R Storage and Wru·ehousing Facilities and Services 15 Jun 1978 
DOD 4500.32-R V1 Military Standard Transportation and Movement Procedures 15 Mar 1987 (with changes 1-5) 
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PUB NUMBER 

DOD 4500.32-R V2 

DOD 4525.6-C 
DOD 4525.6-M V1 
DOD 5030.49 .R 
DOD 5100.76-M 

DOD 5220.22-C 

DOD 5220.22-M 
DOD 5220.22-R 
DOD 5220.22-S 

DOD 7420.13-R 
AR5-3 
M5-9 
AR 11-2 
AR 11-11 
AR 11-27 
AR 25-1 
AR 25-30 
AR 25-50 
AR 25-51 
AR25400-2 
AR 30-1 
AR 30-5 
AR 30-18 
AR 30-21 
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PUB NAME AND DATE 

Military Standard Tnmsportation and Movement Procedures (MIL STAMP): 
Account Codes (TACS) 15 Feb 1987 (with changes 1-2) 
DoD Postal Supply and Equipment Catalog 00 Apr 1990 
DoD Postal Manual (Volume I) 00 Dec 1989 
Customs Inspection 27 May 1977 (with change 1) 

Tnmsportation 

Physical Security of Sensitive Conventional Arms, Ammunition and Explosives 3 Feb 1983 

Canier Supplement to Industrial Secmity Manual for Safeguarding Classified Information 00 
Oct 1986 
National Industrial Secmity Program for Operating Manual 00 Jan 1995 
Industlial Secmity Regulation 4 Dec 1985 
COM SEC Supplement to Industrial Security Manual for safeguarding Classified Information 
17 Mar 1988 
Stock Fund Openrtion 1 Jun 1986 
Installation Management and Organization 9 Oct 1992 
Area Support Responsibilities 16 Oct 1998 
Management Control 01 A~ 1994 
(C) WarResetves (U) 1 Jun 1985 
Anny Energy Program 03 Feb 1997 
Anny Information Management 15 Jan 2000 
The Almy Publishing andPtinting Program 21 Jun 1999 
Preparing and Managing Conespondence 5 Mar 2001 
Official Mail and Disttibution Management 30 Nov 1992 
The Modem Almy Record Keeping System (MARKS) 1 Oct 2000 
The Almy Food Service Program 1 Jan 1985 (with chan,ges 1-5) 
Food Cost and Feeding Strength Summ.aty 1 Nov 1985 (with change 1) 
Anny Troop Issue Subsistence Activity Operating Policies 04 Jan 1993 
The ArmyFieldFeeding System 24 Sep 1990 
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PUB NUMBER 

AR 37-12 
AR 37-103 
AR40-5 
AR 40-61 
AR40-535 
AR40-538 
AR40-656 
AR40-657 
AR 55-15 
AR 55-38 
AR 55-228 

1\.R. 55-355 
AR 58-1 
AR 59-3 
AR 75-1 
AR 115-11 
AR 190-5 
AR 190-11 
AR 190-13 
AR 190-22 
AR 190-30 
AR 190-40 
AR 190-45 
AR 190-47 
AR 190-51 

AR 195-5 
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PUB NAME AND DATE 

The Inte1fund Billing System 12 Aug 1985 
Disbursing Operations for Finance and Accounting Offices 04 Dec 1987 
Preventive Medicine 15 Oct 1990 
Medical Logistics Policies and Procedures 25 Jan 1995 
Worldwide Aeromedical Evacuation 1 Dec 1975 (with change 1) 
Prope1ty Management During Patient Evacuation 01 Jun 1980 
Vete1inary Surveillance Inspection Of Subsistence 15 Oct 1986 
Vete1inary I Medical Food Inspection and Laboratory Service 06 Nov 1997 
Land Transportation within AI·eas Outside the Continental United States 22 Jun 1973 
Rep01ting Of Transportation Discrepancies in Shipment 31 Aug 1992 
Transportation by Water ofExplosives and Hazardous Cargo 30 Apr 1969 (with change 1, 05 
Aug L971) 
Defense Traffic Management Regulation 31 Jul1986 (Volumes 1-4) 
Management, Acquisition, and Use of Administrative Use Motor Vehicles 10 Jun 1999 
Air Transportation Movement of Cargo by Scheduled Military Air Tnmsportation 2 Apr 2001 
Malfunctions Involving Ammunition and Explosives 20 Aug 1993 
Anny Topogmphy 30 Nov 1993 
Motor Vehicle Traffic Supervision 8 Jul 1988 
Physical Secmity of Alms, Ammunition. and Explosives 12 Feb 1998 (with change 1) 
The Almy Physical Secmity Program 30 Sep 1993 
Searches, Seizures, and Disposition ofPrope1ty 01 Jan 1983 
Militruy Police Investigation 0 1 Jun 1978 
Serious Incident Report 30 Nov 1993 
Law Enforcement Reporting 20 Oct 2000 
The Almy Conections System 15 Aug 1996 
Security of Unclassified Army Property (Sensitive and Nonsensitive) 30 Sep 1993 

Evidence Procedures 28 Aug 1992 
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PUB NUMBER 

AR 200-1 
AR 200-2 
AR 210-10 
AR 210-11 
AR 210-50 
AR 210-130 
AR 215-1 

AR 215-2 

AR 215-3 

AR 220-1 
AR 310-25 
AR 340-21 
AR 380-13 

AR 380-19 
AR 380-40 
AR 380-49 
AR 380-67 

AR 381-12 
AR 385-10 
AR 385-32 
AR 385-40 
AR 385-55 
AR 385-64 
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PUB NAME AND DATE 

Environmental Protection and Enhancement 21 Feb 1997 
Environmental Effects of Almy Actions 23 Dec 1988 
Administmtion 12 Sep 1977 (with changes 1-2) 
Installations- Billeting Operations 15 Jun 1983 
Housing Management 26 Mar 1999 (with change 1) 
Launchy and D1y Clea.nilw, Opemtions 15 Apr 1993 
Morale, Welfare and Recreational Activities and Non-Appropriated Fund Instnnnentalities 25 
Oct 1998 
The Management and Operation of Morale, Welfare and Recreational ProgiamS and Non-
Appropriated Fund Instrumentalities 31 Oct 1986 (with changes 1-5) 
Non-Approptiated Funds and Related Activities Personnel Policies and Procedures 20 Apr 
1984 (with changes 1-14) 
Unit Status Repmting 01 Sep 1997 
Dictionary ofU.S. Army Tetms 15 Oct 1983 (with Change 1) 
The Almy Privacy Program 05 Jul1985 
Requisition and Stmage oflnf01mation Concerning Non-Affiliated Peisons and Organizations 
30 Sep 1974 
Infotmation SysteiTIS Secmity 27 Feb 1998 
(O)Policy for Safeguarding and Controlling COMSEC Information (U) 30 Jun 2000 
Industrial Secmity Progrnm 15 Apr 1982 
The Department of Almy Personnel Secmity Progiam 9 Sep 1988 
Subversion and Espionage Directed Against the U.S. Almy (SAEDA) 15 Jan 1993 
Almy Safety Program 23 May 1988 
Protective Clothin,g and Equipment 31 Oct 1985 
Accident Rep01ting and Records 01 Nov 1994 
Prevention ofMotorVehicle Accidents 12 Mar 1987 
U.S. Almy Explosives Safety Program 28 Nov 1997 
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PUB NUMBER 

AR 385-65 
AR405-70 
AR 415-16 
AR 420-10 
AR420-17 
AR420-22 
AR 420-41 
AR420-46 
AR420-47 
AR420-49 
AR420-90 
AR 525-12 
AR 570-9 
AR 600-8-1 
f\.R600-8-3 
AR 600-8-6 
AR 600-8-23 
AR 600-55 
AR 611-201 

AR 640-30 
AR 670-1 
AR 700-8 
AR 700-15 
AR 700-84 
AR 700-127 
AR 700-128 
AR 700-137 
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PUB NAME AND DATE 

Identification of lnett Ammunition and Ammunition Components 15 Apr 1983 
Utilization of Real Property 15 Sep 1993 
Anny Facilities Components Systems 17 Mar 1989 
Management of Installation Directorates of Public Works 15 Aptill997 
Real Propetty and Resource Management 13 Dec 76 (with changes 1-2) 
Preventive Maintenance and Self-Help Programs 6 Jul 1976 
Acquisition and Sales ofUtilities Services 15 Sep 1990 
Water Supply and Wastewater 1 May 1992 
Solid and Hazardous Waste Management 1 Dec 1984 
Utility Services 28 Apr 1997 
Fire and Emergency Services 10 Sep 1997 
Non-Combat Evacuation 28 May 1973 
Host Nation Suppmt 09 Oct 1990 
Anny Casualty Operations I Assistance I Insurance 20 Oct 1994 
Unit Postal Operations 28 Dec 1989 
Personnel Accounting and Strength Reporting 20 May 1994 
Standard Installation/Division Personnel System (SIDPERS) Database Management 0 1 Mar 92 
The Almy Driver and Operator Standardization Program 31 Dec 1993 
Enlisted Career Management Fields And Militmy Occupational Specialties 26 Jun 1995 

Photographs for Militmy Personnel Files 0 1 Oct 1991 
Wear and Appearance of Almy Uniforms and Insignia 01 Sept 1992 (change 1 recinded) 
Logistics Planning Factors and Data Management 27 May 2000 
Packaging ofMatetiel 31 Mar 1998 
Issue and Sale ofPersonal Clothing 28 Feb 1994 (with changes 1-13) 
Integrated Logistics Support 10 Nov 1999 
Plime Power Program 05 July 1985 
Logistics Civil Augmentation Program (LOGCAP) 16 Dec 1985 
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PUB NUMBER 

AR 700-139 
AR 702-11 
AR 702-12 
AR 710-2 
AR 710-3 
AR 715-27 
AR 725-50 
AR 735-5 
AR 735-11-2 
AR 740-3 
AR 740-26 
AR 750-1 
AR 750-43 
DAPAM 25-30 
)APAM 25-91 
)APAM 75-5 
)APAM 385-1 
DAPAM 385-3 
DAPAM 385-8 
DAPAM 385-64 
DAPAM 420-10 
DAPAM 690-80 

DAPAM 700-16 
DAPAM 700-19 
DAPAM 710-2-1 
DAPAM 710-2-2 
DAPAM 738-750 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

PUB NAME AND DATE 

Anny Wauanty Program Concepts and Policies 10 Mar 1986 
Anny Quality Program 15 Apr 1979 
Quality Assurance Specialist (Ammunition SUIVeillance) 15 Jull982 
Invent01y Management Supply Policy Below the Wholesale Level 31 Oct 1997 
Invent01y Management Asset and Transaction Repotting System 31 Mar 98 
Petroleum Contract Quality Assurance Manual 10 Oct 1988 
Requisitioning, Receipt, And Issue System 15 Nov 1995 
Policies and Procedures for Propetty Accountability 31 Jan 1998 
Reporting of Item and Packaging Discrepancies 06 Dec 1991 
Care of Supplies in Storage (COSIS) 26 Feb 1993 
Physical Inventoty Control 1 Ju11980 (with change 1) 
Army Materiel Maintenance Policy and Retail Maintenance Operations Control 
Almy Test, Measurement, and Diagnostic Equipment Program 28 Nov 1997 
Consolidated Index of Anny Publications and Blank Forms 01 Ju1200 1 
Visual Information Procedures 31 Sep 1991 
List of Sto~e and Outloadi:ng Dmwi:ngs for Ammunition 15 Oct 1984 
Small Unit Safety Officer/NCO Guide 22 Sep 1993 
Protective Clothing and Equipment 3 May 1976 
Safety Back Injmy Prevention 1 Jun 1985 
Ammunition and Explosive Safety Standards 28 Nov 1997 
Space Management Guide 5 Feb 1987 

01 Aug 1994 

Use and Administration of Local Civilians in Foreign Areas dming Hostilities 12 Feb 1971 
The Anny Ammunition Management System 1 Dec 1982 
Procedme for the United States Army Munitions Repotting System 16 Apr 1993 
Using Unit Supply System (Manual Procedures) 31 Dec 1997 
Supply Support Activity Supply System: Manual Procedures 30 Sept 1998 
Functional Users Manual for The Army Maintenance Management System (TAMMS) 01 
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PUB NUMBER 

DAPAM 738-751 

DAPAM 750-10 
DAPAM 750-35 
SB 700-20 
SB 708-3 
SB 725-12 
SB 742-1 
SB 755-1 

TM 1-1500-204-23-1 

TM 1-1500-204-23-2 

TM 1-1500-204-23-3 

TM 1-1500-328-23 
TM 5-232 
TM 5-300 
TM 5-301-1 
TM 5-301-2 
TM 5-301-3 
TM 5-301-4 
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Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

PUB NAME AND DATE 

Aug94 
Fllllctional U set'S Manual for The Almy Maintenance Management System- Aviation 
(TAMMS-A) 15 Mar 1999 
U.S. Army Equipment Index ofModification Work Orders (24xMicrofiche) 1 Aug 1989 
Guide for Motor Pool Operations 01 Aug 1994 
Almy Adopted/Other Items Selected for Authorization/List ofRepottable Items 1 Dec 2000 
Depattment ofDefense Anununition Code (48 x Microfiche) 01 Jan 1988 
Non-Expendable Reusable Shipping and Storage Containers 27 Ju11984 
Ammunition Smveillance Procedures 01 Jllll1998 (with change 1) 
Disposition ofUsed Ammunition Packing Material and Cettain Specified Ammunition 
Components 20 Mat· 1981 
Aviation Unit Maintenance (AVUM) and Aviation Intetmediate Maintenance (AVIM) Manual 
for General Aircraft Maintenance (General Maintenance and Practices) Vol. I 31 Jul1992 
(with change 1) 
Aviation Unit Maintenance (AVUM) and Aviation Intermediate Maintenance (AVIM) Manual 
for General Aircraft Maintenance (Pneudraulics Maintenance and Practices) 31 Jul1992 (with 
changes 1-2) 
Aviation Unit Maintenance (AVUM) and Aviation Intermediate Maintenance (AVIM) Manual 
for General Aircraft Maintenance (Maintenance Practices for Fuel and Oil Systems) Vol. 3 31 
Ju11992 (with changes 1-2) 
Aeronautical Equipment Maintenance Management Policies and Procedures 30 Jun 1999 
Elements of Smveying 0 1 Jun 1971 
Real Estate Operations in Overseas Commands 10 Dec 1958 
A11ny Facilities Component System-Planning (Temperate) 27 Jllll 1986 
Almy Facilities Component System-Planning (Tropical) 27 Jllll1986 
Anny Facilities Component System-Planning (Ftigid) 27 Jun 1986 
Anny Facilities Component System-Planning (Desett) 27 Jllll 1986 
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PUB NUMBER 

TM 5-302-1 
TM 5-302-2 
TM 5-302-3 
TM 5-302-4 
TM 5-303 
TM 5-304 
TM 5-315 
TM 5-332 
TM 5-610 
TM 5-624 
TM 5-654 
TM 5-665 

TM 5-682 
TM 5-683 
TM 5-684 
IM 5-704 
TM 5-810-5 
TM 5-814-5 
TM 5-818-1 

TM 5-848-1 
TM 9-243 
TM 9-247 

TM 9-1300-200 
TM 9-1300-214 
TM 9-1300-250 
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PUB NAME AND DATE 

Anny Facilities Component System-Design 28 Sep 1973 (with changes 1-4) 
Anny Facilities Component System-Design 28 Sep 1973 (with changes 1-4) 
Anny Facilities Component System-Design 23 Sep 1973 (with changes 1-4) 
Anny Facilities Component System-Design 23 Sep 1973 (with changes 1-4) 
Anny Facilities Component System-Logistic Data And Bills Of Materiel 1 Jun 1986 
Anny Facilities Component System-User Guide 01 Oct 1990 
Fire Fight:i.ng and Rescue Procedures in Theaters of Opemtion 20 Apr 1971 
Pits And Quarries 10 Dec 1967 
PM for Facilities Engineering, Buildings and Stmctures 01 Nov 1979 
Maintenance and Repair of Surface Areas 27 Oct 199 5 
Maintenance and Opemtion of Gas Systems 30 Nov 1970 
Opemtion and Maintenance of Domestic and Industrial Wastewater Systems 01 Jan 1982 

Facilities and Engineeting: Electdcal Facilities Safety 8 Nov 1999 
Facilities and Engineeting: Electdcal Intedor Facilities 15 Dec 1995 
Facilities and Engineeting: Electdcal Extetior Facilities 29 Nov 1996 
Constmction Plint Readin,g in the Field 02 Jan 1969 (with change 1) 
Plumbing 31 Aug 1993 
Sanitaty Landfill 15 Jan 1994 
Soils and Geology Procedmes for Foundation Design of Buildings and Other Stmctures (Except 
Hydraulic Stmctures) 15 Nov 1983 
Gas Distdbution 14 Dec 1990 (with change 1) 
Use and Cru·e of Hand Tools andMeasming Tools 12 Dec 1983 (with changes 1-2) 
Mate tiel Used for Cleaning, Preserving, Abmding, and Cementing Ordnance Mateti.als and 
Related Mateti.als Including Chemicals 20 Oct 1960 
Ammunition, General 03 Oct 1969 (with changes 1-5) 
Military Explosives 20 Sep 1984 (with changes 1-4) 
Ammunition Maintenance 29 Sep 1969 (with changes 1-7) 

Data Subject to Tit I e Page Restrictions 

Otherwise, Treat as 

N-4-8 
SECRET 

z u 0 ~ ...::l ...... r.1 ~ 
> 

2Z f-< ;:.... r.1 u ::r: '1/1 

~ ...::l '1/1 z > f-< ~ 
...... z 

r.1 p.. z 0 
'1/1 z ~ ~=== ~ z ~ p.. ~ ~ 

...... ~ 0 ~~ (5 ;;::, z ::!; r.1 
0 ::r: ...... 

'1/1 f-< r.1 ~ '1/1 v< ,!!. 

p 
p 
p 
p 
p 
p 
p 
p 

p 
p 
p 
p 

p 
p 
p 
p 
p 
p 
p 

p 
p 

p 

p 
p 
p 

As of 12 December 2002 



PUB NUMBER 

TM 9-1375-213-12 

TM 9-2610-200-14 

TM 10-8400-201-23 

TM 11-6140-203-14-
1 
TM 38-214 
TM 38-L09-11 
TM 43-0139 
CTA 50-900 
CTA 50-909 
CTA 50-970 

TB MED 1 

TB MED 530 

TB MED 577 

TB 9-2300-247-40 
TB 38-750-2 

TB 43-0002-Seties 
TB 43-0106 
TB 43-0142 
TB 55-1500-337-24 
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PUB NAME AND DATE 

Operators and Organizational Maintenance Manual for Demolition Matetials 30 Mru: 1973 
(with changes 1-18) 
Opemtor, Unit, Direct Support and General Supp01t Maintenance Manual for Care, 
Maintenance, Repan·, and Inspection of Pneumatic Tires and bmer Tubes 1 Sep 2000 
Unit and Direct Support Maintenance Manual for Genet-al Repair Procedmes for Clothing 07 
May 1990 (with changes 1-2) 
Opemtors, Organizational, Direct Support and General Support Maintenance Manual for 
Aircraft and Non-Aircraft Nickel-Cadmium Batteries (Geneml) 14 Oct 1980 
DOD Small Anns Serialization Program (DODSASP): Functional Users Procedures 20 Ju181 
Users Manual for Maintenance Rep01ting and Management (MRM) 4 Feb 1985 
Painting Instructions for Almy Matetiel 27 Ju11988 (with changes 1-3) 
Clothing and Individual Equipment 0 1 Sep 1994 
Field and Ganison FumishiiJ?;s and Equipment 01 A~ 1993 
Expendable/Durable Items (Except: Medical, Class V, Repair Parts, and Heraldic Items) 21 
Sep 1990 
Storage, Presetvation, Packaging, Packing, Maintenance, and Surveillance ofMatetial; Medical 
Activities 15 Jun 1981 
Occupational and Environmental Health Food Service Sanitation 28 Nov 1991 

Occupational and Environmental Health Sanitary Control and Surveillance of Field Water 
Supplies 7 Mar 1986 
Tactical Wheeled Vehicles: Repairs ofFrrunes 04 Dec 1990 
Maintenance Management Procedmes for Medical Equipment 12 Apr 1987 (with changes 1-3) 
Maintenance Expenditme Limits (Vruious Dates) 
Aeronautical Equipment Almy Oil Analysis Progrrun (AOAP) 10 Apr 1987 (with changes 1-2 
Safety Inspection and Testing ofLifting Devices 28 Feb 1997 
Phase Maintenance System for Almy Aircraft 18 May 1984 

Data Subject to Tit I e Page Restrictions 
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PUB NUMBER 

TB 55-9150-200-24 

TB 600-1 

TB 600-2 

TB 750-25 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

PUB NAME AND DATE 

Engine and Transmission Oils, Fuels and Additives for Anny Aircraft 30 Ju1 76 (with changes 
1-8) 
Procedures for Selection, Training, Testing, and QualifYing Operators of Equipment/Systems, 
Excluding Selected Watercraft and Aircraft, Managed/Suppotted by US Army Troop Support 
and Aviation Materiel Readiness Commands 25 July 1977 (with cha.nges) 
Procedures for Selection, Training, Testing, and QualifYing, and Licensing Operators of 
Construction Equipment, Matetiel Handling Equipment and Aim or-Vehicle-Launched Bridge 
(A VLB) Managed I Suppotted By U.S. Anny Tank Automotive Materiel Readiness Command 
28 Jun 79 (with changes) 
Maintenance of Supplies and Equipment: Anny Test, Measurement and Diagnostic Equipment 
(TMDE) Calibration and Repair Supp01t (C&RS) Program 1 Mar 1997 

Data Subject to Tit I e Page Restrictions 
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SECRE'F 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

TABLE 2: FMs in LEGACY NUMBER SYSTEM ORDER 

LEGACY PUB JOINT PUB 
NUMBER NUMBER 
SYSTEM SYSTEM 

FM 1-100 FM 3-04.100 
FM 1-500 FM 3-04.500 
FM 1-513 FM 3-04.513 
FM 5-33 FM 3-34.330 
FM 5-34 FM 3-34.310 
FM 5-100 FM 3-34 
FM 5-100-15 FM 3-34.226 
FM 5-102 FM 3-34.1 
FM 5-103 FM 3-34.112 
FM 5-104 FM 3-34.250 
FM 5-105 FM 3-34.230 
FM 5-114 FM 3-34 
FM 5-116 FM 3-34.212 
rM 5-125 FM 3-34.311 

FM 5-134 FM 3-34.344 
FM 5-163 FM 3-34.471 
FM 5-232 N/A 
FM 5-233 N/A 

FM 5-250 FM 3-34.214 
FM 5-277 FM 3-34.341 
FM 5-424 FM 3-34.472 

Data Subj eel to Tille Page Restrictions 

Otherwise. Treat as 

PUB NAME AND DATE 

Almy Aviation Operations 21 Feb 1997 
Almy Aviation Maintenance 27 Jan 1995 
B attle:field Recovety and Evacuation of Aircraft 27 Oct 2000 
Tenain Analysis 11 Ju11990 (with change 1) 
Engineer Field Data 30 Aug 1999 (with change 1) 
Engineer Operations 27 Feb 1996 
Corps Engineer Operations 06 Jun 1995 
Countetmobility 14 Mar 1985 
Smvivability 10 June 1985 
General Engineering 12 Nov 1986 
Topographic Operations 3 Sep 2000 
Engineer Operations Shott of War 13 Jul1992 
Engineer Operations: Echelons Above Corps 09 Feb 1999 
Rigging Teclmiques, Procedures, and Applications 03 Oct 1995 (with 
change 1) 
Pile Construction 18 Apr 1985 
Sewerage 15 Oct 1973 
Topographic Smveying 27 Sep 1989 
Constmction Smveying 04 Jan 1985 
Explosives and Demolition 30 Jul1998 (with changes 1-2) 
Bailey Bridge 09 May 1986 (with change 1) 
Theater of Operations Electrical Systems, 25 Jun 97. 
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SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

LEGACY PUB JOINT PUB 
NUMBER NUMBER 
SYSTEM SYSTEM 

FM 5-430-00-1 FM 3-34.461 

FM 5-430-00-2 FM 3-34.462 

FM 5-434 FM 3-34.464 

FM 5-480 FM 3-34.484 
FM 5-482 FM 3-34.485 
FM 5-484 FM 3-34.481 

FM 7-32 FM 3-21.31 

FM 8-10 FM 4-02 
FM 8-10-8 FM 4-02.8 
FM 8-30 N/A 

FM 8-55 FM 4-02.55 
FM 8-250 N/A 
FM 9-6 FM 4-30.1 

FM 9-13 FM 4-30.13 

FM 9-15 N/A 

FM 9-20 FM 4-30.13 
FM 10-1 FM 4-20 
FM 10-15 FM4-20.06 

FM 10-16 FM 4-20.31 
FM 10-23 FM 4-20.2 

Data Subject to Tit I e Page Restrictions 

Otherwise. Treat as 

PUB NAME AND DATE 

Plamring and Design of Roads, Airfields, and Helipmts in the Theater 
of Openrtions -Road Design 26 Aug 1994 
Plamring and Design of Roads, Airfields, and Helipmts in the Theater 
of Openrtions - Airfield And Heliport Design 29 Sep 1994 
Earthmoving Operations 15 Jun 2000 
Pmt Constmction and Repair 12 Dec 1990 

Militruy Petmleum Pipeline Systems 26 Aug 1994 
Multi-Setvice Procedures for Well-Drilling Operations 08 Mar 1994 

Interim Btigade Combat Team (Coordinating Dmft) 

Health Service Support in a Theater of Operations 01 Mar 1991 
Medical Intelligence in a Theater of Operations 07 Jul1989 

Vetetinary Food Inspection Specialist 12 Aug 1986 
Planning for Health Service Supp01t 09 Sep 1994 

Preventive Medicine Specialist 27 Jan 1986 (with change 1) 
Munitions Supp01t in Theater of Opemtions 20 Mar 1998 
Ammunition Handbook: Training, Tecluriques and Procedures for 
Munitions Handlen; 1 Mar 2001 
Explosive Ordnance Disposal Service and Unit Operations 08 May96 

Technical Escott Operations 03 Nov 1997 

Quartermaster Principles 11 Aug 1994 
Basic Doctrine Manual for Supply and Storage 12 Dec 1990 (with 
change 1) 
General Fabric Repair 24 May 2000 
Basic Docttine for Army Field Feeding and Class I Openrtions 
Management 18 Apr 1996 
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SECRET' 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

LEGACY PUB JOINT PUB 
NUMBER NUMBER 
SYSTEM SYSTEM 

FM 10-23-1 FM 4-20.51 

FM 10-27 FM 4-20.1 
FM 10-27-1 FM 4-20.02 

FM 10-27-2 FM4-20.03 

FM 10-27-3 FM 4-20.04 

FM 10-52 FM 4-20.21 
FM 10-52-1 FM 4-20.23 
FM 10-67 FM 4-20.12 

FM 10-67-1 FM 4-20.12 
FM 10-67-2 FM 4-20.13 
FM 10-286 N/A 

FM 11-2 FM 6-02.2 

FM 12-6 FM 1-0 
FM 19-30 FM 3-19.30 

FM 19-40 FM 3-19.40 

FM 20-32 FM 3-34.32 

FM 21-10 FM 4-25.10 

FM 21-305 N/A 
FM 24-1 FM 6-02 
FM 24-12 N/A 

Data Subject to Tit I e Page Restrictions 

Otherwise. Treat as 

PUB NAME AND DATE 

Commander's Guide to Food Service Opemtions 17 Mru· 1992 

General Supply in Theaters of Operation 10 Apr 1993 
Tactics, Techniques and Procedures for Qurutermaster General 
Support Supply Openrtions 20 Apr 1993 
Tactics, Techniques and Procedures for Qurutermaster Direct Supp01t 
Supply and Field Setvice Operations 18 Ju11991 
Tactics, Techniques and Procedures for Quartetmaster Headquarters 
Operations 30 Oct 1990 (with change 1) 
Water Supply in Theaters of Operation 11 Ju11990 

Water Supply Point Equipment and Operations 18 Jun 1991 
Petroleum Supply in Theaters of Operations 18 Feb 1983 (with 
change 1) 
Concepts and Equipment of Petroleum Operations, 2 Apr 1998 
Petroleum Laboratory Testing and Operations, 2 Apr 1997 

Identification of Deceased Personnel 30 Jun 1976 
Command, Control, Communications and Computer (C4) Operations: 
Intetim Brigade Combat Team (Coordinating Dmft) Apr 2001 
Pers01mel Doctrine 09 Sep 1994 
Physical Secmity 8 Jan 2001 

Enemy Prisoners of Wru·, Civilian Intemees and Detained Persons 27 
Feb 1976 (New Title: MP Intenunent and Resettlement Operations) 
Mine/Countetmine Openrtions 29 May 1998 (with change 1) 
Field Hygiene and Sanitation 21 Jun 2000 

Manual for the Wheeled Vehicle Driver 27 Aug 1993 
Signal Support in Airland Battle 15 Oct 1990 
Communications in "Come As You Are" Wru· 17 Jul1990 
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SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

LEGACY PUB JOINT PUB 
NUMBER NUMBER 
SYSTEM SYSTEM 

FM 42-414 N/A 

FM 42-424 FM 4-20.07 

FM 55-1 FM 4-01 
FM 55-10 FM 4-01.30 
FM 55-15 FM 4-01.15 

FM 55-30 FM 4-01.40 
FM 55-50 FM 4-01.50 
FM 55-65 FM 4-01.011 
FM 63-2 FM 4-93.2 

FM 63-3 FM 4-93.3 

FM 63-11 FM 4-93.31 

FM 63-20 FM 4-93.20 
FM 63-21 FM 4-93.21 
FM 100-1 FM 1 
FM 100-5 FM 3-0 

FM 100-10 FM4-0 
FM 100-15 FM 3-92 
FM 100-16 FM 3-100.16 

FM 100-17-2 FM 3-35.2 
FM 100-17-3 FM 4-01.8 
FM 100-20 N/A 
FM 100-21 FM 3-100.21 

Data Subject to Tit I e Page Restrictions 

Otherwise. Treat as 

PUB NAME AND DATE 

Tactics, Techniques, and Procedures for Quartermaster Field Service 
Company, Direct Suppmt, 03 Ju11998 
QuaitetmasterForce Provider Company 6 Aug 1999 

Almy Transportation Services in a Theater of Opemtions 03 Oct 95 
Movement Control in a Theater of Operations 09 Feb 1999 

Transportation Reference Data 27 Oct 1997 

Almy Motor Tnmsport Units of Operation 27 Jun 1997 
Anny Water Transport Operations 30 Sep 1993 
Strategic Deployment 3 Oct 199 5 
Division Support Command, Annored, Infuntry, and Mechanized 
Infuntiy Division 20 May 1991 
Corps Suppmt Command 30 Sep 1993 

Logistics Suppmt Element Tactics, Techniques and Procedures 08 
Oct 1996 
Fmward Support Battalion 26 Feb 1990 
Main Support Battalion 07 Aug 1990 
The Army 14 Jun 2001 

Operations 14 Jun 2001 

Combat Service Support 03 Oct 1995 

Corps Operations 29 Oct 1996 
Almy Operational Supp01t 31 May 1995 

Almy Pre-Positioned Land Operations 16 Feb 1999 

Reception. Staging, Onward Movement, and Integration, 17 Mar 99 
Military Operations in Low Intensity Conflict 05 Dec 1990 

Contractors on the Battlefield 26 Mar 2000 
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SEC~ET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

LEGACY PUB JOINT PUB 
NUMBER NUMBER 
SYSTEM SYSTEM 

FM 100-23 FM 3-07.3 

FM 101-5 FM 5.0 

Data Subject to Tit I e Page Restrictions 

Otherwise. Treat as 

PUB NAME AND DATE 

Peace Opemtions 30 Dec 1994 

Staff Organization and Operations 31 May 1997 
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SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

TABLE3: FORMS 

FORM NUMBER FORM NAME AND DATE 

DDFmm282 DoD P1inting Requisition I Order Apr 1971 V2. 0 
DDFmm314 Preventive Maintenance Schedule and Record Dec 1953 VLO 1 
DDFmm362 Statement of Charges I Cash Collection Vouchers Jul1993 
DDFmm518 Accident Identification Card Oct 1978 
DDFmm626 Motor Vehicle Inspection (Tnmsporting Hazardous Mate1ials) Sep 1998 
DDFmm836 Dangerous Goods Shipping Paper and Emergency Response [nformation of Hazardous 

Mate1ial Transported by Government VehiclesiContainersN essels Jan 200 1 
DDFotm844 Request for Local Duplicating Service Feb 1989 
DD Fmm 1155 Order for Supplies and Services Apr 1993 
DDFmm 1348 DoD Single Line Item Requisition System Document (Manual) Ju11991 
DD Fmm 1348-lA Issue Release I Receipt Document Ju11991 
DDFmm 1384 Transportation Control and Movement Document Sep 1998 
DDFmm 1385 Cargo Manifest Nov 1978 
DDFmm 1387 Military Shippi~ Label Sep 1998 (Available on DoD Web Site) 
DD Fotm 1387-2 Special Handling Data I Cettification Jun 1986 (Available on DoD Web Site) 
)D Fo1m 1608 Unsatisfactmy Materiel Rep01t (Subsistence) Oct 1988 
)D Fmm 1970 Motor Equipment Utilization Record Apr 1981 
)DFotm2026 Oil Analysis Request Mar 1999 
DDFmm2064 Certificate ofDeath (Overseas) 01 Apr 1977 
DDFotm2257 Designation/TetminationMPC-FPC-COPE-PFO May 2000 (Available on DoD Web Site) 
DDFmm2259 Rep01t of Audit Postal Accounts Jan 1982 
DDFotm2260 Unit Mail Clerks I Orderly Destination Log Jan 1982 
DDFmm2261 Registered Mail- Balance and Inventory Jan 1982 
DDForm2273 hTegu1arities in Make-Up and Dispatch Of Mail Jan 1982 
DAF01m 12-R Request for Establislunent of a Publications Account Apr 1996 V2.01 * 

Data Subj eel to Tille Page Restrictions 

Otherwise, Treat as 
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FORM NUMBER 

DAF01m 17 
DAF01m 137-R 
DAFotm348 
)AFotm444 
)AFotm 1131-R 
)AFotm 1298 
)AFOlm 1352 
DA F01m 1352-1 
DAForm 1687 
DAForm 2000-3 
DAForm2064 
DAForm2402 
DAForm2404 
DAForm2405 
)AFotm2406 
)AFotm2407 
)A F01m 2407-1 
DA Fotm 2408-4 
DAF01m 2408-5 
DA Fotm 2408-9 
DAF01m 2408-12 
DA Fotm 2408-13 
DAF01m 2408-13-
1 
DAForm 2408-13-
2 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

FORM NAME AND DATE 

Requisition for Publications and Blank Fotms Oct 1979 V3.0 
Installation Cleanmce Record Dec 1992 V2 
Equipment Operators Qualification Repo1t (Except Aircraft) Oct 1964 Vl.O 
Inventory Adjustment Report Jan 1982 VLO 
IPtisoners Cash Account-Personal Deposit Fund Apr 1986 VLO 
Due Out Record Jun 1982 VLO 
Almy Aircmft Inventory, Status, and Flying Hours Apr 1993 V2.0 
Daily Aircraft Status Record Apr 1993 VLO 
Notice of Delegation of Authority- Receipt for Supplies Jan 1982 V3.0 
Installation Inventory Count Card Oct 1963 Vl .0 
Document Register for Supply Actions Jan 1982 
Exchange Tag Dec 1985 
Equipment Inspection and Maintenance Worksheet Apr 1979 Vl, 10 
Maintenance Request Register Apr 1962 
Materiel Condition Status Report Apr 1993 V 4.0 
Maintenance Request Ju11994 
Maintenance Request Continuation Sheet Ju11994 
Weapon Record Data Jan 1979 
Equipment Modification Record Oct 1991 
Equipment Control Record Oct 1972 
Almy Aviators Flight Record Jan 1992 VLO 
Aircraft Status Inf01mationRecord Oct 1991 VLO 
Aircraft Inspection and Maintenance Record Oct 1991 Vl .0 

Related Maintenance Actions Record Oct 1997 Vl .0 

Data Subject to Tit I e Page Restrictions 

Otherwise, Treat as 
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FORM NUMBER 

DA F01m 2408-13-
3 
DAForm 2408-14 
DAForm2408-15 
DAForm 2408-17 
DAForm 2408-18 
DAForm 2408-19 
DAForm2408-20 
)AF01m2409 
)AFoim2410 
)AFoim2415 
DA Fo1m 2675-R 
DAFo1m 2715-R 
DAFoim2717 
DAFo1m 2765-1 
DA Fo1m 3020-R 
DAFotm3032 
DAFoim3034 
DAFoim3034-1 
DAForm 3151-R 
DAForm3161 
DAForm3254-R 
DAForm 3266-1 
DAForm3294-R 
DAForm3546-R 
DAF01m3626 
DAFoim3643 

SECRE'F 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

FORM NAME AND DATE 

Aircraft Technical Inspection Worksheet Nov 1991 VLO 

U nconected Fault Record JW1 1994 
Historical Record For Aircraft Oct 1991 VLO 
Aircraft Invento1y Record Nov 1991 VLO 
Equipment Inspection List Oct 1997 
Aircraft Engine Turbine Wheel Historical Record Nov 1991 VLO 
Oil Analysis Log Oct 1997 
Equipment Maintenance Log Apr 1962 
Component Removal and Repair/Overhaul Record Oct 1997 
Ammlllition Condition Rep01t Dec 1977 VLO 
Ce1ti:fication ofWork IncmTed Injmy or Disability (LRA) May 1982 
Unit Status Rep01t Apr 1996 
!Optical Laboratory Repo1t Jun 1968 
Request for Issue or Tum-In Apr 1976 VLO 
Magazine Data Card (LRA) Aug 1989 VLOl 
Signature Headcount Sheet Aug 1986 VLO 
Production Schedule Aug 1984 VLO 
Sensitive and High Dollar Item Disposition Aug 1984 V1 .0 
Ammlllition Stores Slip (LRA) Apr 1976 VLO 
Request for Issue and Tmn-In Dec 2000 
Oil Analysis Recommendation and Feedback (LRA) Nov 1980 V1.0 
Army Missile Materiel Readiness Repo1t Apr 1993 V2.0 
Ration Request I Issue I Tmn-In Slip JW11990 Vl.O 
Control Record for Dining Facility Jan 1977 V1 .0 
Vehicle Registration I D1iving Record Jun 1978 V1 .0 
Daily Issues ofPetroleumProducts Apr 1985 VLO 

Data Subject to Tit I e Page Restrictions 

Otherwise, Treat as 
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FORM NUMBER 

DAF01m3645-I 
DA F01m 3734-R 
DAF01m3988-R 
DAF01m3997 
)AF01m4697 
)AForm4808-R 
)AForm4999 
DAForm 5037-R 
DAF01m5203 
DAF01m5409 
DAF01m54IO 
DAF01m 55I9-R 
SF 9I 
SF364 
SF368 

SECRET 

Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

FORM NAME AND DATE 

Additional Organizational Clothing and Individual Equipment Record Dec I983 VI .0 
Customer Transaction Ledger Account (CTLA) Jan I982 VLO 
Dining Facility Equipment Replacement Record Aug I985 VLO 
Militaty Police Desk Blotter Dec I998 
Depmtment of Almy Report of Survey Sep I98I VI .0 
Table of Meal Rates (Reguhu Meal Rates) Aug I984 VLO 
Due-In Record Jan I982 VLO 
Inventory Contt·oi Listing (LRA) Feb 1982 VLO 
DODIC/Master Lot Locator Record May I983 VI .0 
Inoperative Equipment Rep01t Apr I987 
Unit Level Deadlining Pmts Report Apr 1987 
Tool Sign Out Log I Register Apr I986 
!Operator Report on Motor Vehicle Accidents Feb 1993 
Report of Discrepancy (ROD} Feb I980 V3.0 
Product Quality Deficiency Rep01t Oct I985 (NSN 7540-00-133-554I) 

Data Subject to Tit I e Page Restrictions 

Otherwise, Treat as 
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Logistics Civil Augmentation Program (LOG CAP) 
CONDNGENCYSUPPORTPLAN 

TABLE 4: DOCUMENTS RELEVANT TO IRAQ'S ENERGY INFRASTRUCTURE 

I Pulication Name 
Jane's Sentinel Secmity Assessment; 
IIaq Special Rep01t, 
CIA World Fact Books 
(Iraq, Jordon. Kuwait, Sytia, Saudi 
Arabia, Tmkey) 
Deprutment of Energy 
Energy Inf01mation Administration 
Countty Analyses Briefs 
(Iraq, Jordon. Kuwait, Syria, Saudi 
Arabia, Tmkey) 
Guide to Iraq's Oil Industry 

IIaq Blowout Contingency Plan 
IIaq's Weapons of Mass Destluction 
Oil Exports under the United Nations 
Oil-For-Food Programme 
United Nations Expert Report 
(h"aq Oil Industry) 
United Nations Resolution 687 

Data Subject to Tit I e Page Restrictions 

Otherwise, Treat as 

I Publication Date I Publisher/Source 
30 August 2002 

2002 

2002 

August 2002 

October 24, 2002 
September 2002 
2001 -2002 
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Logistics Civil Augmentation Program (LOGCAP) 

FIRE AND EIVIERGENCY SERVICES 
SOP No.lA 

References: 

• LOGCAP 3 Support Contract- DACA 78-97-D-0003 and it successions 

• Statement of\Vork BOSNIA 3.3.20- FIRE AND EMERGENCY SERVICES 

(F &ES)- WBS 465 

• Statement of\Vork HUNGARY 3.2.11- FIRE FIGHTING SERVICES­
WBS 165 

• Sb-.tement of\Vork KOSOV03.5.12 FIRE FIGHTINGSERVICES­

WBSK65 

• Sb-.tement of\Vork MACEDONIA3.4.15 FIRE FIGHTING SERVICES­
\VBS 765 

• Department of Defense Instruction (DoD I) 6055.6, Fire ~md Emergency 
Services. 

1.0 Purpose 
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Logistics Civil Augmentation Program (LOGCAP) 

FIRE AND EIVIERGENCY SERVICES 
SOP No.lA 

To establish, to the maximum extent possible, within the constraints of loc;:~l 
requirements and specific Cmmhy Statements of Work (SOW), st.andm·dized Fire and 
Emergency Services (F&ES) operational procedmes. These standardized procedmes 
are applicable to the Balkan Suppoli Contmct, Emopean Theater of Operations. 

2.0 Scope 

Continuous 24-hom F&ES are provided for loc;:~tions t1uoughout the Balkan Snppmt 
Contmct Theater of Opeiations as specitled by each Cmmhy's SOW. Services 
gener;:~lly include fire prevention and suppression fimctions for U.S, owned and/or 
leased ta.cilities, strnctmes, and airfield/aircraft. rescue f1refighting se1vices. 

3.0 Responsibilities 

3.1 The~lter Lead Fire Services Manager 

Provides advice to the Theater Director on request for management and 
administmtion of the Theater F&ES Programs. Coordinates with other 
Cmmtly Fire Chiefs for the establishment and revision to the Theater F&ES 
Standard Operating Procedme (SOP). Visits and meets periodically with other 
Cmmtly Fire Chiefs to review fire/risk mm1agement trends, tire related and 
other topics of mntunl concem and :interest Receives, reviews, m1d maintains 
f1re repmt fiLes and other F&ES Thenter of Operatim1s related activities as 
appropriate and/or as required by the SOW reterences or BRS policy, 

3.2 Fire Chief 

Re;;:ponsible for :implementing Theater SOP pelt.aining to the management and 
adnrinistmtion oflocal and site specific F&ES fi.mctions. Establishes tailored 
pr~rams to meet mrique operational needs, orgmrizational structmes and 
mmngement preferences, based on manpower, eqlripment, geograplrical 
location and area(s) of resp011sibility. Assmes compliance with applicable 
Cmmtly Statement of Work. Investigates and repmts fires and F&ES related 
activities. Provides statistical, an;:~lytical, and the loss information as 
appropriate to the Theater Lead Fire Services Manager. 

33 Assistant Fire Chief 

Re;;:ponsible f()l' implementing the Fire Clriefs established program(s) and 
supervision of one or more of the following fi.mctional areas: Operations, 
Trai:tring, Prevention!Risk Management, and Logistics/ProcmemenL 

3.4 Fire Crew Chief 

Re;;.-ponsible for cany:ing out the instmctions of the Assistant Fire Clrief and 
the day to dny opemtion and readiness of assigned resomces. 

Data Subject to Title Page Restrictions 3 
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Logistics Civil Augmentation Program (LOGCAP) 

FIRE AND EIVIERGENCY SERVICES 
SOP No.lA 

3.5 Firefighter 

Accomplishes assigned tasks and follows im:tructions of the Fire Crew Chief 
to :include driver/operator and thetlghter duties and re~:ponsihilities. 

3.6 Host Country Natiomlls 

As pennitted by recognized safety standaTds, local labor laws and/or codes, 
employment of Host ComrtTy National (HCN) personnel is encomaged. 
Appropriate tTaining/celtifications are required. Where employed, the Fire 
Chief determines the duties and respmt<::ihilities assigned to HCN employees. 

4.0 lVIanagement/Administration 

4.1 General Administration 

The Fire Chief establishes progiams to assme sound management and 
adminish·ation snpp01t of all F&ES operating sections. 

4. 1.1 Determine requirements for adminish·ative fimctions including 
development of teclmical libraries, persmmel training databases, fire 
organization activity data, and snpp01ting files. 

4.L2 A Fire Alarm Connmmications Center (FACC) program is established 
that provides 24 hom continuous staffed operations for receiving 
emergency and non-emergency conmnmications. FACC Operator 
duties include: 

• Maintaining Log book enhies 
• Passing on emergency notifications 
• Recall of personnel 
• Emergency and non-emergency dispatch ofresomces 
• Operating conmnurications eq1ripment 
• Completing administrative rep01ts and records as req1rired. 

4.L3 Safety and Health Programs 

Fire tighter occupational safety, health, and physical conditioning 
programs are established. 

4 " Organizational Planning and Preparedness 
The Fire Clrief establishes programs to ensme the operational readiness and 
effectiveness of assigned manpower, eq1ripment, and velricles to snppmt 
required activities dm.ing emergency and non-emergency opemtion<::. 

Data Subject to Title Page Restrictions 4 
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Logistics Civil Augmentation Program (LOGCAP) 

FIRE AND EIVIERGENCY SERVICES 
SOP No.lA 

4.2J Determine the need and develop pre-incident plans for potential high 
tire/life/risk fa.cilities, hazardous operatiom:, and aircraft 

4.2.2 Establish a proficiency-training progrmn commensmate with expected 
duties to be pe1fonned by tire protection personneL 

4.2.3 Develop policies and procedmes to comply with recognized F&ES 
Mininnun Qualitlcation Standard~ and Ce1titlcation Requirements. 

4.2.4 Establish a vehicle and appamtns daily operational inspection and tirst 
echelon maintenance program to ensme a constant high state of 
readiness. 

5.0 Prevention/Risk lVbnagement 

5.1 Public Information and Education 

The Fire Chief establishes programs to provide emergency rep01ting 
information, hazard a>vareness, f1re extinguisher im:pection/use and general 
tire safety training/education to the militmy customer and BRS conmnmity. 

5.2 Facility Risk 1\hnagement Surveys 

The Fire Chief establishes programs to evaluate facilities and operations (fire 
risk management smvey/building inspection) on a recmring basis to identitY 
f1re h.azard~ and! or deficiencies within required militmy and BRS fa.cilities. 

5.2J Provide recommendations for corrective action based on National 
Consensus, DOD, allJ:i/or local standards for each identified hazard or 
deficiency. 

5.2.2 Where applicable, develop procedmes for pertorming f1re engineering 
analysis or f1re safety teatmes review dming initial design and plans 
review, construction phase review, and tinal acceptance of facilities. 

5.3 Special/Seasonal Programs/Missions 

Where applicable, develop plans, procedmes and provide input, on request, to 
suppmt Base/Installation wide exercise scenarios, special programs, special 
missions, seasonal campaign~ and/or training. 

5.4 Vehicle Risk Management 
The Fire Chief establishes :fire vehicle Risk Management stand-by services 
commensmate with requirements. 

6.0 EmergencyOperations 

Data Subject to Title Page Restrictions 5 
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Logistics Civil Augmentation Program (LOGCAP) 

FIRE AND EIVIERGENCY SERVICES 

6.1 General Emergency Operations 

SOP No.lA 

The Fire Chief e~tabli~he~ policie~ and procedme~ u~ing National Con~en~u~ 
Standard~ and Depmtment of Defen~e In~tn1ction~ a~ guideline~ for the ~afe 
operation, comnnuricatiom: and ~elective re~pon~e to ~tructmal, aircmft, 
vehicle, re~cue, and medic:.1l emergencie~. 

6.2 Speci~ll Emergency Operations 

The Fire Chief e~tabli~he~ policie~ and procedme~ tor fir~t re~ponder re~pon~e 
to ~-peci:.1l emergency operation~ ~uch a~ contined ~pace, high angle re~cue, 
and hazardou~ material relea~e or ~pill a~ applicable to loc:.1l requirement~. 

6.3 Fire Suppression 

Specific mininnun munber(~) ofF &ES per~mmel :.1nd appamtn~ are required 
on-site to initiate firefi.ghting and other emergency ~cene opemtion~. The Fire 
Clrief e~tabli~he~ program~ covering ~pecitic tire and emergency ~ervice~ 
(mininnun incident ~t.affing, th~t/~econd ahnn, agent re-~upply) operation~. 
Policie~ and procedme~ are developed to en~me availability of an adequate 
munber of per~onnel to ~:.1fely conduct the~e operatio11<::. Operation~ are 
linrited to fhose that can be ~:.1tely performed by fhe personnel at the ~cene. 

6.4 Emergency Medical Response 

Develop policie~ and procedme~ for maintaining orgmrizational readine~~ to 
provide emergency medical ~ervice~ :in compliance with loc:.1l reqlrirement~ 
and medic:.1l protocol~. 

6.5 Hazardous Material Response 

E~tabli~h a progrmn and policie~ for hazardou.<:: m1.1terial~ re~pon~e at fhe 
approp1iate level to a~~m·e compli1.1nce with local requirement.<::. Procedme~, 

re~pon~e teclmique~ and emergency re~ponder trauring requu·ement.<:: are ba~ed 
on the fimcti011<:: member~ are expected to pertonn at a HAZivL\ T ~pill or 
relea~e incident 

7.0 Fire Report Fornult 

(See Enclos-me 1) 

Interim/Final Fire Report Format 

Data Subject to Title Page Restrictions 6 
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Logistics Civil Augmentation Program (LOGCAP) 

FIRE AND EIVIERGENCY SERVICES 

MEMORANDUM FOR: SEE DISTRlBlJTION Date 

Subject Interim I Final Report of Fire 

Insh"tlhttion: Location: 

Date of Fire: Time of Fire: 

Building#: Apmiment#: 

SOP No.lA 

Occupancv :involved: _______________ (~~~al~l~~~e~o~tw'Fwi~re~:~------------

Method of Alarm: ---------------

Annv Loss: $ (Estimate) Non Annv Loss: $ 

Annv Exposme Value: $ (Estimate) Non Annv Exposme Value: $ 

Responded Fire Depmtment: ______________ _ 

Mutual Aid received: Yes D NoD tl:mn: 

Responded V elricles: 

Inimies: Yes D NoD Fatalities: Yes D NoD 

Person rescued bv FD: Yes 0 No D 

Milit.mv: Yes D No D Ranlc Civilian: Yes D NoD 

Age ofVictim: Sex: ____ __ 

Firefighter:inimed: Yes D NoD Tvpe oflnimv: 

Alarm Svstem provided: Yes 0 No 0 Tvpe ofSvstem: 

Data Subject to Title Page Restrictions 
Otherwise, Treat as For OFficial Use 011ly (FOUO) 
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Logistics Civil Augmentation Program (LOGCAP) 

FIRE AND EIVIERGENCY SERVICES 
SOP No.lA 

Alarm Svstem tirst :indicator of Fire: Yes 0 No 0 

Operated at Fire: Yes 0 No 0 

Alarm Svstem connected to Fire Alarm Communication Center: Yes 0 NoD 

Narrative: 

Distribution: 
Project Manager D 
Theater Lead Fire Se1vices Manager 0 
USAREUR Fire & Emergency Se1vices 0 
DPW, Director D 
BRS Safety Office D 
Chief: Fire and Emergencv Se1vices 0 
Tech Services, Fire a~1d E;nergency Se1vicesO 
Fire Alarm Comnnmication Center 0 

Fire Control Operator on Duty: Signatme: ______ _ 

Assistant Fire Chief on Dutv: Signatme: ______ _ 

Fire Chief 

Signatme 
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Logistics Civil Augmentation Program (LOGCAP) 

BILLETING OPER~TIONS 
SOP No.lC 

This S t;:mdal'd Operating Procedme (SOP) 1s designed to est<:1blish guidelines for 
Billeting services. 

2.0 Scope 

This SOP <:1pplies to the LOGCAP 3 Snppmt Conhact 

3.0 Responsibilities 

The Brown mtd Root Services (BRS) Billeting Desk is resp011~ible for the day to day 
oper<:1tions ofthe Billeting Mission. 

4.0 Procedures 

4.1 Permanent Billets 

4.U Incoming personnel must in-process with the milit.my or designated 
representative where they receive all in-processing m<:1terials <:1nd <:11l 
applicable briefings. In areas where there is no militmy assigned to 
this task BR<> will perform <:11l in-processing assistance <:1nd orientation 
briefings. These briefmgs will include information on the following 
where/when applicable: 

C<:1mp Rules 
Unif'tmn and Dress 
S peci<:1l Orders 
DFAC hmm of operation 
AA.FES Se1vices t:lVt:lilable 
Chapel Sen1.ces 
Milit.my Pay 
Post Office 
AID Station 
MWR 
Gener<:1l Orders 

4.L2 Indiv'idlmls will sign for the key to their assigned billet When/Where 
applic<:1ble BRS will provide linen services to include laundering 
services. Billeting space will be <:11located per local milit.my billeting 
policies. 
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Logistics Civil Augmentation Program (LOGCAP) 

BILLETING OPER~TIONS 
SOP No.lC 

4. L3 Billeting records :1re updated upon arrival of new personnel to 
maint::rin an accmate count of billeted soldiers/authorized personnel 
and location :in case of emergencies. 

4. 1 A It is the responsibility of the militmy or designated representative to 
noticy BRS Billeting when someone is dep<nting. Billets will be 
i11~pected by the designated representative or a BRS representative, 
when applicable, prior to out processing. Identified deficiencies will 
be repmted to the militmy or designated representative or to BR.S. 

4 '! Transient Billets 

4.2J Billeting space will be allocated per local militmy billeting policies. 
Upon arrival a BR.S representative or militmy representative will 
perform fhe applicable arrival brietings and orientatio11~ as required. 

4.2.2 Billeting records will be updated to reflect the number of personnel, 
location, date of arri"-al and depmture. BR.S maint:1i11~ an inventmy of 
tents, facilities and their contents. Occupants are not authorized to 
remove or relocate any items in fhe tents or fa.cilities without prior 
militmy or BRS approval 

4.2.3 Upon depmtme occupants will out process tlu·ough BR.S or fhe militmy 
designated representative. Tents or facilities will be inventmied to 
ensme that all of the contents remain and that fhere is no damage to the 
contents or structme. Any discrepancies will be repmted to the 
indi"idual unit Commander, lSG, or fhe designated representative. 

4.3 Key Control 

4.3J Where applicable, BR.S is responsible for seeming, issuing and 
retl'ie"ing keys for billets. The BRS billeting office will retain the 
proper number of keys tor billets based on the capacity of each billet 

4.3.2 Lost keys will be replaced according to the cmTent militmy policy and 
only with fhe approval of the designated representative. 

4.3.3 Keys will be labeled by building and room munber. Keys will be 
tagged, stored and seemed tor ease of access and accmmtability. 

5.0 Terrain lV.b'lnagement 

Terrain Management Services shall be provided as required. 
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CUSTODL~L SERVICES 
SOP No.lD 

1.0 Purpose 

To establish procedmes for custodial services oflatlines, showers and pmi.able 
toilets. 

2.0 Scope 

This SOP is applicable to the LOGCAP 3 Suppmi ContJact 

3.0 Procedures 

A daily schedule will be maintained for the cleaning, disinfecting and replenishment 
of supplies and other services required to maintain all areas to acceptable stand<~rds. 

3.1 Latrines and Common Areas 

• Latrines and common areas will be inspected daily. 

• Showers, toilets minals and sinks will be cleaned twice daily with a 
disinfectant and or scmuing powder to remove soils and mold. Shower 
cmtaim: will be washed weekly. 

• Each toilet will receive two rolls of paper as needed. 

• Paper towels will be placed :in each mrit as they need reple1rishment 

• Mirrors will be cleaned daily with a non-streaking cleaner. 

• Floors will be swept and moped twice daily with a general pmpose 
cleaner. 

• Windows will be cleaned once weeldy with a non-stJeaking cleaner. 

• Basebom-d~, dom"S, light switches and dust collecting smfaces will be 
cleaned with a general pmpose cleaner weeldy or as needed based on 
environmental conditions. 

• Fans ;,vill be cleaned weeldy or as needed based on environmental 
conditions by the O&M electl'icimt~. 

• Exterior steps and porches will be swept and mopped twice d<~ily or as 
needed based on environmental conditions. 
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Logistics Civil Augmentation Program (LOGCAP) 

CUSTODL~L SERVICES 
SOP No.lD 

• All latrines designated for service will contain check sheets for cleaning to 
identitY the day and time of service and the initials of one of the cleaner's 
who pe1fonned the service. 

3.2 Portable Toilets 

• Waste will be removed from milts by a smiltation Service Truck (SST) on 
a d~ily basis, ::md removed to an approved location tor dispos::~l 

• All milts will be cleaned and smiltized daily or more tl:equenfly when 
conditions warrant, and provided with two rolls of paper as necessmy. 

• Al milts will contain a service check sheet for SST and a sepm·ate check 
sheet tor clemilng to identitY the d~y and time of se1vice. 

• All mrits will be munbered tor serviceability. 

• All 1uilts >vill contain an anti-fi:eeze solution dming winter months. 

3 3 Latrine waste will be removed by SST from latrines, if applicable hauled to 
an approved location and disposed of tor appropriate treatment 

3.4 Gray water fi:om shower mrits and ditring facilities will be removed by SST 
and hauled to an approved location and disposed of by appropiiate treatment 
or discharged into established and approved locations where feasible. 
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IDENTIFICATION CARD PRODUCTION 
SOP No.lE 

To establish procedmes for the Brown and Root SeiVices (BR<:1) opeiation of the 
Identification (ID) Production Mission. 

2.0 Scope 

This Standard Opemting Procedme (SOP) outlines the procedmes peltaining to the 
issuing procedmes, management, accountability repmting and :inventmy of 
Identification Cards (IDs) within the LOGCAP 3 Suppoli Contmct 

3.0 Hours of Operation 

The Card Issuing Center (CIC) vvill be open to conduct business 7 days a week or as 
directed by the A CO. 

4.0 Procedures 

4.1 Issuing 

• BRS will issue badges when the appropriate (approved) docmnent.ation is 
presented by the individuaL The types of badges and badge restrictio11<:: 
issued to the individual will be identified by the client 

4 '! M<lnagement and Accountability 

• A record that reflects the receipt, issue and destmction of each ID card will 
be maintained. 

43 Reporting 

• Repmis shall be submitted as required. 

4.4 Inventory 

• BRS will maintain a badge inventmy based on requirements provided by 
the client 

5.0 Security 

All ID card stock shall be stored in the CIC office safe. 
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The pmpose of tlris Standard Operating Procedure (SOP) is to prescribe the 
procedmes for the Brown and Root Services (BRS) Material Handling Equipment 
(MHE) Section in LOGCAP 3 operations. 

2.0 Scope 

Tlris SOP applies to the LOGCAP 3 Contract 

3.0 Overview 

The MHE Section provides RTCH, MHE, Manlitl, Fodditl suppmt tor BRS, .-:\nny 
and other govemment missions. 

4.0 Procedures 

4. 1 JV1issio11<:: will not be perfonned without an approved TMR or a task munber. 

4 ':> All mission requests mu.<::t be received in advance to allow tor proper plmming 
and scheduling. 

43 MHE 

43J All MHE operations will be in reference to BRS safety st.andm·ds. 

4 3.2 Only qualified operators, designated in writing shall operate MHE. 
Tlris docmnentation must be on tlle at the job site. MHE operatois will 
test all controls for proper operation at the begimring of each wotkday 
or slritl 

43.3 All pmts ofMHE, including load<:: hoisted, will be kept at least 10 feet 
from energized overhead electrical lines or eqlripment Mininnun 
clearance varies according to line voltage. 

43A Eve1y MHE ;,vill have the tollowing doclunents with them at all times: 

• A copy of the operating m::~nu.al developed by the manufactmer for 
the specific m::~ke and model of MHE~ a copy of the operating 
manual for any MHE operator aids with wlrich the MHE is 
equipped. 

• The load rating chmt for the MHE, wlrich will include: 

1. The MHE make and model, serial munber and year of 
manufactme. 

2. Load ratings K)r ::~11 MHE operating configmatio11<::, including 
optional eqlripment 
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3. Wire rope type, size and weaving~ line pull, line speed and 
dnun capacity. 

4. Operating limits in windy or cold weather condition<::. 

• The MHE operator's log chmt and checkli<::t will be u.<::ed to record 
operating homs and all MHE inspections, tests, maintenance and 
repair. The dispatch will be updated daily as the MHE is used and 
will be signed by the operator and supervisor~ service mech::mics 
shall sign the log after conducting maintenance or repairs on the 
MHE. 

4.3.5 Communications 

• A standard signal system will be utilized when opem.ting MHE. 

• In situations where the operator cannot see the load, radio 
connmmications will be u.<::ed. 

4.3.6 In<::pection of MHE :.md derrick<:: will be m reference with the 
mmmfactmer's reconunendations. 
Performance Load Tests 

MHE will be load tested: 

• Prior to initial use of the MHE in which load sustaining pmis have 
been <.1ltered, replaced or repaired (excluding replacement of the 
rope\ 

• Ammally. 

4.3.7 Based on the MHE Supervisor's determination, or when a litl '.vill 
exceed 7 5% of the load chali, a criticallitl plan will be prepared. The 
plan will be reviewed and signed by all persmmel involved in the litl 

4.3.8 Environmental Safety Considerations 

• MHE will not be operated when wind speed<:: at the top of the MHE 
approach the maxinnun allowable wind velocity per mmmfactmer 
recommendation. 

• Operations dming adverse weather conditions or reduced \ii.sibility 
shall be performed <1t reduced fi.mctional speeds and with sigmling 
means appropriate to the situation. 

• When conditions are such that lightning could occm, MHE 
operations should cease. 
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• For night oper<1tions, lighting will be adequ<1te enough to illumilwte 
the working area while not inte1fering with the opemtor's vision. 

4.3.9 Outriggers 

• Outriggers will be utilized <1t <11l times dming litling opem.tion~ or 
when mov1ng the boom. Out riggers will be fiuly extended and set 
to remove the machines weight hom the tires. 

• Blocking mtder outriggeis tlo<1ts will meet the follovving 
requirements: 

• Sufficient strength to prevent crushing. 

• Bending or shem· t"i:lilme. 

• Thiclmess, width and length should completely suppmt the 
outrigger, tl'mtsmit the load to the suppmting smface and 
prevent slritling, toppling or excessive settlement lmder 
load. 

4.3.10 Barric~-.des 

When <111 obstruction is necessary to deter pedestlian or vehicle traffic 
barricades will be utilized. 

4.4.0 Maintenance 

Organization<1l m<1inten<1nce will be petfonned by the opemtor 
according to maintenance manunl provided by the manuta.ctmer. 

Suppoli maintenance vvill be coordinated by the BRS mechanic to the 
BRS suppmting Direct Supp01t Activity. 
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The pmpose of Uris St.mdard Operating Procedme (SOP) is to establish procedmes 
for fhe pick-up and disposal of refi.lse & solid waste accumulated at Brown & Root 
Se1vices (BRS) suppmted sites. 

2.0 Scope 

Tlris SOP is applicable to the LOGCAP 3 Suppmt Contmct (BSC). Rethse is defined 
as h·ash accumulated in dmnpster bins, wlrile solid waste includes, but is not limited 
to, construction scrap (wood and metals), tires and plastics. Bio-medical waste and 
hazardous material (HAZMA T) waste are not a pmt of Uris scope and al'e addressed 
sepal'ately. 

3.0 Procedures 

3.1 The BR<> Rethse & Solid Waste Section provides daily pick-up and disposal 
of solid \Vaste. 

3.2 Schedules will be established based on vohune of hash produced Urroughout 
the co1.u-se of a twenty-tom hom period. For remote operated sites, the clienrs 
designated representative will coordinate their req1.rirements wifh BR<:>. 

33 Dmnpsters will be provided tor each BRS-operated camp as requested. For 
remote operated sites, the clients designated representative coordinates their 
req1.rirements with BRS. 

3.4 V elricles picking up refi.t.;,:e & solid waste \Vill comply \vith all safety 
req1.rirement.s, regulations and procedmes. 

3.5 BR<> will provide a refi.1se and solid waste repmt each 24-hom period, 
showing 

the location and magnitude of seiVice pertonned. 

3.6 Disposal of refi.1se and solid waste will be at designated locatio11..;,:, 

3. 7 All operators will maintain a log tor hash collected by location that they 
serv1ce. 

3.8 Inspection of Dumpsters 

• All dmnpsters will be insvected as determined necessmy tor each location. 
The only exception will be those containers at remote locations that must 
be checked by fhe eq1.ripment operator prior to servicing each dmnpster. 
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• All i11~pection:::: conducted will be docmnented on a log. 

• BRS dump::::ter in::::pector willnotit}r a de::::ignated BRS ::::upervi.::::or or client 
per::::onnel in the event an unidentitled hazard i:::: fmmd. Infonnation will be 
collected to include: 

1. Site location 
2. In::::pector:::: name and badge# 
3. Ihunp::::ter n1.unber and more ::::pecific location 
4. Date? time 
5. Item:::: fmmd 
6. Di::::positionofitem:::: 

• BRS d1.unp::::ter in::::pector will not handle explosive:::: or mridentifi.ed hazard:::: 

• Tra::::hcan~ will be in::::pected prior to emptying content:::: :into dmnp::::ter:::: by 
opening the lid, vi::::uallv :impecting content:::: and identifving anv vi::::ible ._ .,; .... .,; .... .,; 

hazard. 

• With a ::::tick or a ::::hovel e<~re:fiilly move the tra::::h armmd wlrile looking for 
hazard::::. 

• Carefully break open bag:::: that appear to contain hazardou:::: material::::. 

• En::::me in::::pector:::: take the nece::::::::ary precaution:::: in the event of an 
emergency. 

• Position the worker on a ::::tmdy ::::mface i.e.: edge of d1.unp::::ter or ladder? 
en::::ming the ladder i:::: ::::ecmed. 

• All hazardou.~ material:::: will be handled according to the pmticular 
direction:::: at each camp or location. 

• Site manager:::: will contact camp mayor:::: immediately when mmmurition or 
explosive:::: are di::::covered. 

• In the event that the Camp Mayor i:::: not available the Milit.my Police and 
EOD team will be notitled. 

• BR<; per::::onnel will evacuate area and keep per::::mmel away. 

• Sign:::: will be placed near eve1y dmnp::::ter ale1ting all u.~er:::: of their 
re::::pon::::ibility for proper di::::posal of hazardous materiak Sig11~ will li::::t 
item:::: and ::::tate: 
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All hazardous materials must be properly disposed of. 

DO NOT PLACE HAZARDOUS J\IATERL4.L IN 
D"UlVIPSTERS. IF YOU DO NOT KNO\V \VHERE TO 
DEPOSIT J\!L4.TERIAL OR ARE UNSURE, CONTACT 
CAJ\!IP J\!IAYOR OR THE BRO\VN & ROOT OFFICE 

PROHIBITED ITEJ\!IS: 
• Propane cylinders - ~lny type 
• Fuel cans - any type 
• Aerosol cans 
• Paints 
• Fuels/Oils 
• Chemicals 
• Ammunition 
• Explosives 
• Flammables 
• Any other hazardous material 
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To establiih guidelines :.1nd procedmes for the inc:ineiation of solid waste and bio­
medic:.'ll waste collected at Brown and Root Services (BRS) Suppmt sites. 

2.0 Scope 

These Standm·d Operating Procedmes apply to the LOGCAP 3 Supp01t Contmct 

3.0 Responsibilities 

BRS is responsible for the overall development and implementation of all collection 
and disposal procedmes and, when tasked, for the supervision of the incinemtor site, 
maintenance of each incinemtor, and for monitoring performance and compliance. 

4.0 Procedures 

4.1 Bi~Medic~-.1 \Vaste Operations 

4.U BR') will collect mJd handle bio-medic:.1l waste for pick up and 
delivety to the inc:inemtor site. 

4. L2 All personnel requesting the destn1ction of bio-medic:.1l waste must 
coordinate with BR<:>. 

4.L3 Under no circumstances will bio-medical \Vaste be disposed of in a 
landfill, solid waste incinetator, or placed in dmnpsters. 

4.L4 BR') will maintain a log of all bio-medic:.1l waste deliveries. 

4. 1.5 No contnilled substances or medicines will be handled, transpmted or 
disposed of by BRS personneL If a controlled substance requires 
disposal, a designated member of the militmy mrit generating the waste 
will escmt the substance. Only the military mrit representative will 
handle the controlled substance. 

4 ':> Bi~lVIedical Incineration Procedures 

4.2J The residue ash will remain in the incinerator for at least 24 homs 
pnor 
to removal to a metal container. 

USE OR DISCLOSURE OF DATA CONTAINED ON TillS SHEET IS SUBJECT TO RESTRICTIONS ON 
COVER. PAGE 
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4.2.2 The ash will be stored in a metal container for at least 24 homs prior to 
tinal disposal in the mmricipality dmnp. 

4.3 Incinerator Operation and Maintenance 

Operation and maintenance procedmes will be conducted in accordance with 
mmmfacnuer·s i11~tmctions. Additional safety precautions will be taken 
during inclement weather (i.e., high wind speeds, stonns), up to and including 
shutdown of operations. 

4.4 Solid \Vaste Operations 

4.4J All customers will check in with the :inc:inemtor site supervisor. 

4.4.2 BRS \Nill maintain a Iecord of all deliveries. 

4.4.3 Solid waste will be spot-checked to avoid hazardous waste, bio­
medical waste, batte1ies, explosives or POL being discarded as solid 
waste. 

4.4.4 The BRS Incinerator site is a designated hard hat and eye protection 
area. 

4.4.5 The BRS Incinerator site supervisor will ensme that all solid waste is 
discarded in designated areas and that the site is kept clean of loose 
debris. 

4.4.6 Solid \Vaste Incinerator Procedures 

4.4.6.1 The operator must ensme that the incinemtor is at full bmn 
betore loading solid waste. 

4.4.6.2 The doors of the incinerator are only opened dming loading 
operations, when Cleaning residue trom fhe incinerator or when 
allowing the lnrit to cool in preparation for cleaning. 

4.4.6.3 Once a day the incinerator ;,vill be shut down to remove the ash 
and other residue. Prior to removal trom site, all residual ash 
must be cold or doused with water to ensme there are no hot 
ashes. Residual ash may only be removed to a BRS approved 
dumping area. 

4.4.6.4 All fuel must be stored correctly and placed :in a designated 
sate area. The :incinerator site supervisor will enforce the no 

USE OR DISCLOSURE OF DATA CONTAINED ON TillS SHEET IS SUBJECT TO RESTRICTIONS ON 
COVER. PAGE 
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smoking nue near fhel and ensme tlnt all workers are fitlly 
aware of the safety nues concerning fi1el handling. 

4.4.7 Solid Waste Incinerator Operation and Maintenance will be conducted 
in accordmtce with manufactmer's instructions. 

USE OR DISCLOSURE OF DATA CONTAINED ON TillS SHEET IS SUBJECT TO RESTRICTIONS ON 
COVER. PAGE 
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To develop :md manage an effective Selt:Help Store (SHS) for the pmpose of 
allowing ::::oldier:::: to improve their living area to foster a feeling of p1ide and 
ovvner::::hip. 

2.0 Scope 

2.1 Brown and Root Service:::: (BR<>) will operate the Selt:Help Store (SHS) tl'om 
which material, lo:.1ner tool::::, and technical ::::nppmt are provided in a timely 
mmmer to ba::::e customer:::: who want to perform ::::elf-help wmk 

2.2 Record:::: will be kept of all prqiect:::: including bill of m:.1teri:.1l:::: (BOM) and 
tool:::: i::::::::ued. Monthly repmt:::: will include material:::: and tool:::: i::::::::ued, cmrent 
mate1iah and tool:::: available, and project:::: developed and executed for the 
month. 

3.0 Procedures 

3.1 Tools 

3.1.1 Tool:::: will be ::::tored in a room with controlled acce::::::::. The reque::::ting 
individual ::::hould ::::ign for all tool:::: i::::::::ued. The reque::::ting pmiy will be 
held accmmtable in the event oflos:::: or ::::tolen took 

3. 1.2 Tool:::: ::::hall be i::::::::ued out for a period not to exceed 72 hom·::::. Atler 72 
hmm, tool:::: not retmned will be brought to the attention of the ::::hop 
::::upervi::::or :.1nd inve::::tigated. The Selt:Help cledc check:::: to en::::me that 
all tool:::: are retmned in a clean and ::::erviceable condition. 

3.2 Constmulble Materials 

3.2J The Selt:Help Cle1k ::::hall provide m:.1terial:::: to ba::::e cu::::tomer:::: that do 
::::elt:help work within their capabilitie::::. The Selt:Help Clerk ::::hall 
keep on hand a current approved invent01y li::::t of con:;,:mnable 
materials that can be i-;;::::ued out to the reque::::ting ba::::e cu::::tomer. 

3.2.2 The Selt:Help Clerk will keep a record of reque::::ted materials/item:::: 
that are not on the m1fhorized ::::tockage li::::t and once a month pre::::ent to 
DP\V for approval to be added to the ::::tockage li::::L 

3.2.3 The reque::::ting individual will ::::ign for all con:::.1.unable material:::: i::::::::ued 
on a materi:.1l request form. The Selt:Help Clerk will di::::tribute 
quantitie:::: that repre::::ent the mininnun mnmmt required to accompli::::h 
the ta::::k Thi:::: mnmmt will be determined by the t.a::::k being performed, 
::::upply on hand, and cost of the con::::mnable item. 
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3.2.4 The Selt:Help Cled\: shall pert<.mn a daily material inventmy, Results 
of these :inventories shall be the basis for bimonthly warehouse 
requisitions being tmued in to BR.<:> wareho1.1se. The BRS warehouse 
manager will requisition only mate1ials fhat aTe available from fhe 
DOD/GSA supply system to suppmt the stockage leveL 

3.2.5 BR.<:> will submit bimonthly requests to DPW for local pmchase by 
JCC, for supplies and materials that aTe not available trom government 
supply somces. Once approved the Self-Help Clerk will contact 
vender to order items ~1nd monitor b~lck orders to insure receipt of 
items in a timely numner. 

3.3 BR.~ Support 

3.3.1 BR.<:> will provide basic supervision and guidance on selt:help projects, 
to include project development, tl'aining the cu~tomer when necessary, 
and developing bill ofmaterials for projects. 

3.3.2 BR.<:> will provide suppmt to pre-cut lmnber to be used for self-help 
kits and projects. This assistance is for the sole pmpose of conse1ving 
resomces. 

3.4 Approval Process 

3.4.1 The Selt:Help Clerk has the authority to approve minor selt:help 
requests (i.e. 10 wood screws, pair ofhinges, hammer and nails, can of 
spray paint), A request is considered minor if the material request is 
less than $20 and the request is not a change to a permanent facility. 

3 .4.2 Penn anent Facility improvements and selt:help requests over $20 must 
be sent to DPW for approval before materials and tools can be issued 
by fhe SHS. Upon approval, self.:help personnel shall issue materials. 
Depending on the availability of materials, the customer will be given 
a tentative delive1y time. If any BR.<:> suppmt i~ required, the SHS will 
schedule wifh fhe appropriate BRS personneL 

3 .4.3 Customers are required to provide a detailed description of work to be 
performed wifh suppmt justification in the form of sketches, site plans, 
and a list of materials. Selt:help personnel should review and assist 
the customer :in determining requirements allJ:i getting approval with 
appropriate agencies based on type of wmk to be done to help speed up 
the process. 

3.4.4 Customers are requested to retmu all mmsed consmnable materials 
including spent paint cans for proper disposal once their selt:help 
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prqiect i~ complete. The Selt:Help Clerk will then retmn ~mpln~ 
matetials back into ~tock to be re-i~~ned. Old paint can~ will be tmned 
in a~ hazardon~ waste and di~posed of propetly. 
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1.0 Purpose 

To establish guidelines and procedmes for septic waste collection and dispos::~l 

operations. 

2.0 Scope 

This Standard Opeiating Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Procedures 

3.1 Ablution Units/Septic Holding Tanks 

• Brown and Root Services (BRS) is respo11~ible for fhe collection, tran~pmt 
and dispos::~l of septic waste fi:om AB units and septic waste holding tanks. 

3.2 Porblble Toilets 

• BR<; will collect all septic waste materials tl'om p01table toilets. 

• Pmiable toilets placed in remote aTeas will be cleaned, serviced and 
mate1ial re-supplied by BR<:>. 

• Smritation Service Truck (SST) operators will sign the SST Service Check 
Sheet aft.er each mrit is serviced. 

3.3 Portable Toilet Chemical Solution 

• The chemic::~l solution for the pmtable toilets will be replaced in each 1.urit 
afler removal of waste. 

• If required, a non-fi:eezing chemic::~l solution will be used. Solution must 
be compatible with Waste Water Treatment Plants. 

• The ammmt of solution used will be in accordance with the mmmfactmer's 
recmnme1tdatim1. 

3.4 HazlVbt Support 

• SST will suppmt HazMat clean ups when requested. Proper cleaning 
procedmes be tore and afler HazMat suppmt is mandatmy. 
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• SST will suppmt other camp missio11~ :md remote sites when requested. 

• Water accmnulated armmd genemtion equipment 

• Spills 

4.0 \Vaste Disposal 

4.1 Each individual SST vehicle has a capacity rating and load gage/meter to 
determine the ammmt of waste that is collected. iJl vehicles maintain a 
collection log tor each camp or location they service. The log records time, 
location and quantity of waste collected. 

4" Grease tl·om DFAC facilities will not be disposed of in Waste Water 
Treatment suppmted systems miless specifically approved. (location 
dependent) 

4.3 If ;:,·ubcontmcted: When the SST vehicle enters the commercial disposal site 
they are given load receipt slips to determine the charge for each vehicle. 
Load receipt slips are tmned into the SST supervisor ::~tler each shitl ch::~nge. 
The SST superv-isor torwards the load receipt slips to the Procmement office. 
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To establish procedmes tor fhe Wastewater Treatment System Facilities. 

2.0 Scope 

This Procedme covers Wastewater Tre:.1tment System Facility and equipment 
operations vvithin the LOGCAP 3 Suppmt Contract 

3.0 System Description 

• The wastewater tl'eatment system is designed to process wastewater. The h·eated 
wastewater, having achieved acceptable C-BOD-5, COD, and TSS characteristics 
will then be disposed of 

• Black and Grey wastewater is hm1.;,:ferred tl'om vmious points of dischm:ge to litl 
stations and pmnped to fhe sewage treatment plants. The line enters the plants 
1mder pressme. The w:.1stewater tlows tluough static screens, where solids greater 
than 0.08 inches are removed. TI1e screened water falls into the screen tank . .;,:. 

• The screen tank . .;,: aTe a tempormy holding basin that is pumped to the equalization 
t.an.ks. Pmticles may also settle in fhe screen tm1..k, so aeration is supplied to keep 
these tanJ.:s well mi.xed. Submersible pmnps with auto level tloat switches trm1.;,:fer 
the wastevvater from the screen tanks to the equalization tanks. 

• The equalization tank is a b:.1lancing t.ank fhat aid.;,: in normalizing fhe incoming 
wastewater tlow and concenhatiOJ1'>. Subsmface fine pore diffnseis aerate the 
equalization t.ank. The fine pore diffusers are :.1nanged on a piping grid in a 
contJ.gmation that ensmes 1mitonn aeration tluoughout the entire tank 

• Suction cenhifngal solids handling pmnps (operating and standbys) are 
intedocked to auto float level switches. The stream/s flow from the equalization 
t.ank to h'iclding filter (TF) t.anlds. The w:.1stewater is fhen recycled to fhe top of 
the TF towers and h'icldes down tlu·ough fhe towers and collects in the TF t.ank. 
The TF t.ank is aemted with fine pore difthseis . 

• Wastew:.1ter is disbibuted evenly over the top of the trickling filter tower. The 
b'iclding filter tl'eatment is achieved through attached growth biologic:.1l methods 
by a film of bacteria, which grows as slime on the tllter media. 

• From the TF tower and t.anl:, fluid is either recycled tJmnJgh the tower or tlows to 
the Extended Aeration (EA) tanks. In the EA tank aeration by subsmface 
diffhsers enhances the dissolved oxygen levels tlum1gh the wastewater, 
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facilitating fiuiher biodegradation of the wastewater tlrrough suspended growth 
biologic~ll methods by bacterial floes (colonies) suspended in the wastewater. 

• The wastewater from each of the EA tanks is fed by gravity to two secondmy 
clarifieis where bio-solids or biological sludge is allmved to settle out The 
supernatant, or clarified effluent, is allowed to overtlow to the chlorine contact 
tanks. The biological sludge is either recycled to the Extended Aeration tank to 
maintain proper biological solid levels or pumped to the sludge holding tank as 
waste activated sludge. 

• The sludge holding tank/s is an aerated tan.k and is u::,:ed K)r thickening the sludge 
by co11-:,:tant supply to oxygen. The overt1ow thud from the sludge holding tanlc 
(supernatant) is recycled to the extended aeration tank. 

• Constant aeration and sludge recycling within the sludge holding tank 
concentrates the solido:,: content :in the holding tank The bottom sludge is 
periodically p1.unped to an aerobic sludge digester tank t<.)r fiuiher digestion and 
concentration of sludge. The aerobic sludge digester is a completely aerated tank. 

• The hydraulic powered sludge press squeezes excess water out of the sludge and 
forms it into cakes for disposaL 

4.0 \Vastewater Treatment Procedure 

• Equipment will be operated in reference to Teclmical Manuals provided with the 
eqttipment 

• Wastewater will be treated in reterence to the US Federal Water Pollution Control 
Act? 40 CFR pmt 136 and amendments thereto? - Standard Methods for the 
Evaluation ofWater and Waste WATER 

• Water will be tested t<.)r chlorine and pH? 4 times daily. Waste\vater tTeatment 
systems will be operated and maintained by trained Wastewater peisoimeL 

• All m·eas located at the wastewater facilities will remain clean and safe at all 
times. 

5.0 Monitor Testing 

The follo\ving tests will be performed: 

• Carbonaceous Biochemical Oxygen Demand (C-BOD-5) Test 
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• Chemi~l Oxygen Demand (COD) Te~t 
• EA ~olid~ Level T e~t 
• Mixed Liquid Sn~pended Solids (MLSS) Te~t 
• Sludge Vohune Index (SVI) Te~t 
• Food to Ma~~ R:.1tio (F: M) Te~t 
• Pmmd~ ofC-BOD-5 proce~~ed Daily 
• Fecal C'.olifonn Te~t 
• Trickling Filter Tower Continuous Flow In~pection 
• Contim1ous Clarifier Sludge Retmn Line In~pection 
• Aeration Sy~tem In~pection 
• Clmifier Weir In~pectio1L 

SOP No.ll-2 

Te~t~ and ittspection~ :.1re de~cribed as follows and ~h:.1ll be recorded daily/weekly as 
required (Te~ts re~ult.s are utilized tor tracking pmpose~ and to make adju~tments as 
nece~~my). 

5.1 c.ubomlceous Biochemical Oxygen Demand (C-BOD-5) Test 

The biochemical oxygen demand i~ the mnmmt of oxygen con~mned by the 
microorgmri~m~ to biodegrade the orgmric matter in the wa~tewater. The C­
BOD-5 te~t i~ an empit·ical te~t, wlrich require detennitmtion of oxygen 
requirement~ tor wastewater. 

The ~tandm'd C-BOD-5 te~t i~ a 5-day te~L C-BOD-5 concentration in most 
wastewater exceeds the concenhation of di~wlved oxygen available in an air­
~attu·ated ~mnple. 

It i~ nece~~my to conb'Ol the quality of dilution water. The oxygen uptake Iate 
on the dilution water mu~t be mitrimal and it i~ recommended to nm a te~t with 
oxygen uptake fi.·om the dilution water with eve1y C-BOD-5 te~L In the event 
that the oxygen uptake in the dilution water over the 5-day te~t exceed~ 0.2 
mgiL 

Atter the 5-day it1cubation test, determine the di~~olved oxygen concentration 
in the ~mnple~ and when the dilution water i~ not ~eeded, the C-BOD-5 i~ 
determined. The guaranteed C-BOD-5 of the wa~tewater effluent atler 
treatment mu~t be 30 mg!L on a 30-day average and a peak daily 
concentration of 45 mg/L Acceptable Range: - 0-45 mg/1 daily, -monthly­
<31 mg/L 

5.2 Chemical Oxygen Demand (COD) Test 

Thi~ te~t i~ to be pertonned daily. COD i~ a measme of the ammmt of 
biodegradable and non-biodegradable orgmric matter in water or wastewater. 
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Daily samples should be taken and examined for their COD levels :in mg!L 
This test should be pedonned weekly. Since fhe COD tests aTe simpler and 
faster than the C-BOD-5 tests, it is recommended to determine a correlation 
between the C-BOD-5 and the COD values at the inlet and at fhe outlet Once 
the ratios and correlation's aTe determined, C-BOD-5 results can be 
extmpolated from these ratios. Acceptable R...<~nge: - 0 - 1 7 4 mg.il 

53 Extended Aeration (EA) Solids Level Test 

This test is a simple approximation of the total su;:;pended solids for the 
wastewater leaving the EA tank, t1owing by 6-inch gravity lines to the clarifier 
1mits. The sample may be taken tl·om the extended aeration tank at the pmt 
leaving for the secondmy clarifier. Take a sample in an :i:mhotl cone or a clear 
and tTansparent vohunetTic graduated cylinder. Allow the sample to settle for 
30 minutes and observe. This test should be conducted daily. It can take up to 
two days to adjust the solid-:; level by 5% to 10%. Acceptable Rm1ge: 150 
mg!l - 350 mg/L 

5.4 Mixed Liquid Suspended Solids (MLSS) Test 

Mixed liquid refers to the contents of fhe extended aeration tanl.;:, which 
contains suspended micromganisms and other sludge components. MLSS 
(mg.iL) is a measme of the strength and density of the mi.xtme as it t1ows trom 
the aeration tank (EA tank) to the clarification tm1ks. These parameters have 
to be determined by flltratic>ll of a lmmvn volume of mi.xed liquid, dty:ing of 
the filter, heating of the tilter, and \veighing of the filter betore and afler 

~ ~ ~ 

heati11g. Results shall be :in a logbook Acceptable Range: 0- 15 mg/l 

5.5 Sludge Volume Index (SVI) Test 

Closely related to the MLSS test, the S VI will also help determine \\ihat the 
retmn sludge pmnp:ing rate should be as well as indicate the settling 
characteristics of the sludge. The SVI is the volume (in ml) of one gram of 
sludge after 30 minutes of settling, It is also a measme of the settling 

~ ~ ~ 

characteristics of sludge. 

Sludge with low SVI will settle and compact well, however an SVI that is too 
low is indicative of pin floc. A high SVI is :indicative ofbulki11g conditions. 
This index relates the weight of the sludge to the vohune the sludge occupies. 

Good quality sludge could have a SVI range of 40 to 150. Anything greater 
tl~an 200 would be classified as a poor quality sludge memring a poor liquid 
solids sepmation. Record SVI and date :in logbook Acceptable Range: 40 -
170ml!L 
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5.6 Food to Microorganism (F:M) Ratio Test 

SOP No.ll-2 

The F: M test ratio is to be calculated periodically. This ratio is directly 
related to the over<11l tTeatment efficiency of the plant A proper F: M ratio 
en::::mes that biological sludge of good physical quality is m<1intained which in 
Tmn will allow for good, rapid settlement The microorganisms will perform 
best when they aTe fed the right amount of food. If overfed or underfed they 
will not fimction propedy resulting in bulking sludge or ineffective tTeatment 
Record the results of the calculation in the logbook as kg C-BOD-5/Day 
Acceptable Range: Sludge Blanket Clarifier depth 14 - 18 inches and/or the 
Settlometer readings between150 to 320 milliliter. 

5.7 Mass of C-BOD-5 & COD Processed Daily 

CmlKmaceous Biochemical oxygen demand (<.>BOD-5) is a measme of the 
mnmmt of oxygen required by microorg<1nisms in the biochemical oxidation of 
organic matt.er. Record the results of the calculation :in fhe logbook as mg 
COD/Day. Record the results of the calculation in the logbook as mg C-BOD-
5/Day. Acceptable Range: 25 mg!l Permit Related. 

5.8 Fec<ll Coliform Test 

This test is a 24 hom test to detennine if bacteria colonies exist in the clarified 
effluent Effluent is treated in the chlmine contact tanks. The mnmmt of 
residual chlorine is an :indicator of the level of bactetia colonies that existed. 
Chlorine dosage can be aqiusted based on the residual chlorine detected. 

5.9 Trickling Filter Tower Continuous Flow Inspection 

This itt'!pection is a simple visual ilt'!pection on top of the tower mrit The 
pmpose is to ensme that wastewater is continuously '"splashing" down the 
media plate packs. Up to 70~1c. of the actual wastewater tTeatment takes place 
in fhe tower mrits tln·ough the black media modules. Ensme th<1t the 
distributor system is mrifonnl.y dispeising water over the top of the tower. 
Em:me all holes are unclogged and draining water. Aqiusting the hangers that 
suppmt the distTibntors c<1n level the distribution. The splash pad'! may also 
be aqiusted to fLx the distribution. This should be checked daily. 

5.10 Continuous Clarifier Return Line Inspection 

Tlris inspection is also a daily visual activity, wlrich e11'!mes that constant tlow 
of sludge is being recycled to the extended aeration tank from the clarifier 
lmit The valves at fhe bottom of fhe claritJ.er aTe lefl open so that sludge can 
be ai:rl:itled tluough fhe 2-inch diameter PVC pipe into the sludge digester. 
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This will prevent sludge build up in the clarifieis mtd nwintain a clear effluent 
product over the weirs and out to chlorine contact tank. 

5. 11 Aeration System Inspection 

Maint.aining constant air supply within the screen t.ank, equalization t.ank, 
bidding ftlter t.anl..:., extended aeration tank, sludge holding and sludge digester 
tank~ is critical to e11~me aerobic cond:iti011~ tlu·oughout these aerated tanJ.:s. 
The oxygen level :in fhe t.anks will govern the health and stl'ength of the 
microorganism population and their etfectiveness in tl'eating the wastewater. 
The aeration system inspection must also :include proper working of the ail1itl 
p1unps, which are essential for recycling sludge to the extended aeration t.anlc 
This has to be a daily vi.sual inspection to ensme that air is being supplied to 
the proper areas and that there are no air leaks in the piping. 

5.12 Dissolved Oxygen (DO) Test 

To en~me efficient treatment it is :impmtant that fhe DO levels are monitored 
At all points in the system. At least 1.0 to 2.0 mg/L of dissolved oxygen 
should be present at all points :in the aeration tanks. The DO readings should 
be t.aken n~ing a pmtable oxygen meter. The DO concentration in an aerating 
tank may change signiticantly if the sample is left to sit mta.sselted as the 
oxygen is quicldy consmned. In the case of a shock load, such as excessive 
dmnping of waste product, the DO level may change drastically as fhe 
increased loading tlows to the W"\V!P. Acceptable Range: 0-4 mg/1 . 

5.13 Clarifier/DAF \Veir Inspection 

This is a simple visual check done daily to ensme tltat the clmifier weirs are 
relatively clean and fi·ee of debris. This \Viti aid :in controlling odor and 
maintaining a low suspended solids concentration in the product (eftluent) 
water going to the chlorine contact t.ank A high-pressme water hose is 
us1tally sufficient to clean tlte weirs. All clarifier weirs should be tlushed 
clean daily. 

5.14 Collection System Inspection 

The wastewater is collected in screen tanlc at the wastewater tl'eatment plant 
and then pmnped to onward biological tl'eatment systems. The screens receive 
water from 2 nos. 8" pressme mains. The int.ake at the screen is 3" and is 

equipped with a buttertly valve for regulating the tlow tlu·ough each screen. 
The opemtor must routinely check for the tlow on the screens and e11~me that 
the wastewater is free tlowing and that solid materials aTe not caught up in the 
pipelines and/or in the valve. The screemngs of the solid waste must be 
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periodically sciaped oti the face of the screen to ens1ue that fhe screen does 
not get blinded wifh solids. The screen t::mk area must be kept clean and 
hygienic at all times. A smnp is provided for ·wash down of the area and the 
wash water tlows to fhis smnp, which contai11<:: a submersible pmnp with an 
automatic level conh'Ol to pmnp the wash water back into the screen tank 

5. 15 Free Chlorine Test 

Chlorine is used for disintecting of the effluent atler biological tl'eatment 
Sodimn hypochlorite solution is used as a chlorine source. It is recommended 
to maintain a residual of 1 to 2 mg!L residual chlorine :in the treated eftluent at 
the discharge. The chlorine dosage can be contl'olled based on the residual 
chlmine detected. 

6.0 Maintenance 

Equipment shall be maintained m reference to fhe Mmmta.ctme Maintenance 
Publi cati 011<::. 
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To develop a system t\.)r distlibution and accmmtability of all work being conducted 
for b.:1se camps, remote sites, .:1nd base suppmt operations. Both :intenwl and external 
work and service orders will be processed .:1nd tmcked to be sure .:1ll .:1re authorized 
.:1nd completed :in a timely mmmer. 

2.0 Scope 

This SOP covers Brown and Root Se1vices (BRS) Se1vice/Work Order Desk 
procedures for base c.:1mps, remote sites, mtd base suppmt operatim1.;,: :in suppmt of the 
LOGCAP 3 S uppmt Contiact 

3.0 Responsibilities 

BRS is responsible for the implementation mtd execution of the following procedures 
performed by the Service/Wmk Order Desk. 

4.0 Procedures 

BRS is responsible for implementing the following procedures on a d<~ily basis. 

4.1 Receive incoming service/work order requests. 

4 ':> Assign applicable hacking munbers and enter into the d<~t<:lbase. 

4.3 Make copies mtd distribute the se1vice/work order to the person(s) 
responsible for the wml:, either by telephone, distribution system or e-maiL If 
e-mailed, a copy of the sent message will be tlled with the request 

4.4 En;:,1.ue that all Service/Wmk Orders Logs are kept cmrent and accurate on a 
d<~ily basis. 

4.5 Make periodic spot checks to en.;,:me that all work is done as repmted. 

5.0 Approval Process 

5. 1 External Service Order 

5. Ll The Billeting Coordinator will determine if the service request falls 
mtder the BRS area of responsibility. 
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5. 1.2 If the service request is the respom:ibility of BRS and within BR.<.> 
scope of work, BRS will contact the responsible section for action. 
The service order is then added to the service order log for hacking. 

5. L3 If the service order is the respom:ibilit:y of another agency, BRS will 
notizy the applicable agency for action. 

5.2 Extermll \Vork Order 

Work orders are forwarded to the approp1iate agency to begin the approval 
process. 

53 Internal Service/\Vork Request 

53.1 BRS determines if the request is a service or work request 

53.2 A work order is sent to the senior manager of the depmiment for 
approval. 

53.3 If approved by the senior manager it is then forwarded to Project 
Contnils for the tinal approval process. 

53.4 If approved the request is fonvarded to the depmiment that will be 
responsible for the >vmk 

53.5 A service request, no approval is required and it is fonvarded to the 
responsible section for action. 

53.6 In both cases, if not utilizing an email system, a hard copy is kept on 
file in the office and the internal se1vice/work request log is updated 
for tmcking pmposes. 
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To establish procedmes for m::magement and oveisight of the Vector Control services. 

2.0 Scope 

This Stand Opem.ting Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Procedures 

3.1 When directed, Brown :.md Root Services (BRS) is responsible f()f the 
implementation, administration and operation of the vector control program. 
BRS will conduct periodic checks of Camps and remote sites to ensme 
compliance with this program 

3.2 BRS will e11~me ::Ill Vector Control Pers01mel are fully ::rware of the 
mmmfactmer's instructions and procedmes for the proper application of 
chemicals and that :.1ll personnel are aware of the hazards associated with each 
chemical prior to its use. 

3.3 U.S. Government-designated representatives will cClOrdinate with BRS for 
non-routine or emergency vector contwl services. 

3.4 The government Preventative Medicine (PM) representative mu.~t approve all 
chemicals utilized by BRS Vector Contn\L 

3.5 )Jl chemicals utilized by BRS Vector Control will have an MSDS on file prior 
to utilization. When applying chemic:.1ls for the treatment of any vector 
contTol problems, the numuta.ctme's instruction for the application of the 
chemical will be followed. 

3.6 In the event of an accidental spillage or contamination, follow the instructions 
as dictated by the applicable MSDS. 

4.0 Animal Capture and Removal 

4.1 Upon identitication of a requirement for mrimal removal, the designated 
government representative will contact BRS. 

4 ':> BRS will captme the animaL~ or restrain the mrimal/s. BRS Vector Control is 
responsible for the hanspmtation ofthe animal/:::: to the U.S. Militmy 
Veterinarian. 

4.3 Animals that cannot be captmed by tmpping will be tnmqnilized using an 
authorized dmt gmL Vector Control personnel will1mintain the dmt gmt with 
the t1·:.1nq1.rilizer drug being stored by the U.S. Milit.my When the dmt gmt is 
required, Vector Control persmmel will inform the U.S. Militmy Veterinarian 
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section oftheir need.;:. The U.S. Militmy Veterin:.:~rim1 will authmize the issue 
of a set qn~ntity (according to the size of the mrim:.:~l) of the tranquilizer. Atler 
tmnquilizing, the mumal will be tmnspmted to the veterinarian. 

4.5 A.:nimals identified for removal will be capt:med using the approved method.;:. 

5.0 Herbicide Application 

5.1 BR<; will conduct periodic checks of Camps/Facilities and design:.:~ted remote 
sites to ensme compliance with tlus program. BRS will establish a program to 
mmritor operations at the cmnps and sites to ensme site personnel are in 
compliance with established procedmes. 

5.2 Vector Control will ensme camp personnel involved :in the direct applic:.:~tion 
ofherbicides are fully aware of the mmmfa.ctmer's instmctim1.;: and procedmes 
for fhe proper application. All personnel will be aware of fhe hazards 
associated with each chemical. p1ior to its use. 

5.3 It is the responsibility of Camp Mayors or designated government 
representatives to identifY req1lirements for herbicide applicatim1.;: for all U.S. 
Army cmnps, sites or facilities to the BRS Camp Manager/Site Supervisors. 

5.4 All personnel will wear required Personnel Protective Eq1ripment when 
spraymg. 

5.5 Pe1sotmel/supe1visors involved in the application of hell)icides will e11.;:me 
that all empty containers ofhe1:bicides are properly disposed of 

6.0 Pest Control 

6.1 BRS will utilize Integrated Pest Management (IPM) to aclueve effective 
Pest/Vector ControL Tlris IPM ;,vill consist of fhe following: 

• Relying on smveillance, preventive measmes ~nd reactive control 
measmes, minimal chemic:.:~l controls will be utilized~ 

• Conducting routine inspections/assessments~ 

• Comnnuucating wifh site residents~ 

• Maintaining records to identifY trends and potential problem areas~ 

• Recommending solutio11.;:~ 

• Applying pesticides when required. 
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\VASH R~CK/OIL \VATER SEPER~TOR 
SOP No.lL 

To establish procedmes for the opeiation and maintenance of wash racks and wash 
rack equipment including oil/water sepal'ators where applicable. 

2.0 Scope 

This SOP applies to the Balkans Suppmt Contl'act 

3.0 Procedures 

3.1 Brown and Root Services (BRS) will maintain a daily record to include fhe 
date, time, quantity and type of vehicles washed. 

3.2 The BRS will ensme that washing is peifonned :in designated al'eas. 

3.3 The follmving checks will be conducted daily: 

• Check all oil levels 
• Check and clean air filters per manufactmer guidelines 
• Check for fuel and oil leaks 
• Check thellevels 
• Ensme hoses and wands are serviceable 
• Check water supply system 
• Check pump and associated equipment 
• Check external piping and valves 

3.4 Draining of oil or other substances from engines, smnps, ch1uns or containers 
will not be permitted on or in the >vash rack area. 

3.5 No equipment will be removed from the site >vithout the knowledge/ 
permission ofBRS. 

3.6 In the event of a pressme -.vasher t"i:l:ilme, BRS will inform the equipment 
maintenance persmmel immediately. 

3. 7 BRS persomtel will only wash vehicles assigned to or operated by BRS. 

3.8 BRS will e11<::me that the wash rack is always at the operational capacity 
directed by the govenunent and is monitored 24 homs a day. 

3.9 No solvents or detergents are to be used. 

3. 10 All fuel will be stored in a designated safe area. 
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\VASH R~CK/OIL \VATER SEPER~TOR 
SOP No.lL 

3. 11 In case of an oil or fi1el spill, take appropriate action to prevent fiuther spread 
of the spill then contact the designated BRS spill response POC. 

3. 12 Hard lt."l.t::::, eaT protection and safety glasses will be >vorn by all persmmel 
operating wash rack equipment 

3.13 W1.1sh Rack. sediment tr1.1ps, oil!\vater separators and sediment basins vvill be 
monitored and maintained per mmmfactmeis' ope1ntion and maintenance 
mmmak 

3.14 Only BRS-authmized persmmel may perform maintenance on the oil/water 
sepal'atms and sedimentation basins. 

3. 15 Contaminated material will be stored and! or disposed of 1mder fhe guidance of 
BRSHAZMAT 
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References: 
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Logistics Civil Augmentation Program (LOGCAP) 

\VATER OPER~TIONS 
SOP No. 11\!I 

• TB Med 576, Sanitary Control and Surveillance of Water Supplied at fixed 
locations, 15 March 1982. 

• USACHPPMTG 179, Guidance for Providing s.-.fe Drinking \Vater at Army 
Installations, Nov 1995. 

• Armv Regulation (AR) 40-5, Preventive Medicine, 15 October 1990. 

• Technical Bulletin Medical (TB MED) 577, Occupational and 
Environmental He<llth Sanitary Control <md Surveillance of Field Water 
Supplies -7 March 1986. 

• U.S. Department of Defense, Overseas Environmental Baseline Guid<lnce 
Document (OEBGD), 15 1\hrch 2000. 

• U.S Code of Federal Regulations, Title 40, Part 143, N<ltional Secondary 
Drinking \Vater Regulations, 1999 edition. 

1.0 Purpose 

Brown & Root Services (BR<>) will provide management :.1nd oversight for ovemll 
water opemtions? including production? testing? maintenance? trouble shooting? 
repairs? and repmting. 

2.0 Scope 

This Standm'd Operating Procedme (SOP) is applicable to BRS :in suppmt of the 
LOGCAP 3 S uppmt ContJact 

3.0 Procedures 

3.1 Production 

3.1 J A water tre:.1tment system vvill be designed fix the treatment of specit!c 
water? i.e.? to treat s1uface? grmmd? nnmicipality water or s:.1lt water. 

3. 1.2 The water is drawn from the somce into a pretreatment system to help 
remove pmticles from the water prior to filtration when necessary. 
Water moves fi:om the pretreatment system tlrrough a filtration system. 
A variety of filters are used with vmying pore sizes. Water may be 
chlminated p1ior to being stored in bladders/tank~. 

3.2 Operations 
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\VATER OPER~TIONS 
SOP No. 11\!I 

3 .2J When utilized, filteis will be changed depending on water flow and 
pressme diiferentiaL Gages will be u.<::ed and monitored. 

3.2.2 Wi'lter operations will be suppmted as required to meet mtsston 
requirements, utilizing government provided plmming figmes of 
gallons per soldier per dny and gallons per medici'll facilities per dny. 

3.2.3 Water personnel will use a chlorine compound to destroy pathogens. 

3 .2.4 Safety and environmental precautionmy mea~:mes will be taken when 
handling chlorine compmmd<::. 

3 .2.5 Water will enter a holding reset voir afler chlorine is il~jected and 
bet()re utilization to e.nsme proper mixing i'lnd contact time. Tests 1--vill 
be performed atler water leaves the holding reservoir. 

3.3 Testing 

3.3 J BRS will designate a competent person to be responsible for testing 
i'lnd filter ch.m1ging. Competencies will be developed by ''on the job 
haining". 

3.3.2 Chlmine testing will be completed homly while water is being 
produced. Tra11<::ition from 1 hr to 2 lu then 4 In· time ti'mnes as system 
dependnbility is continued. All potable wi'lter mu.<::t be checked a 
mininnun of tlu·ee times per twenty-fom hom period. Testing will be 
done with the Hach Pocket Chlmimeter 46700-00 or similar chlorine 
measming testing equipment 

3.3.3 The Army Preventive Medicine Officer (PMO) must designate, in 
writing, the targeted fi·ee available chlorine level (FAC) at the point of 
consmnption. This will become the targeted standard. 

• If the level of chlorine is below the targeted standard, BRS water 
persmmel will add chlmine to the water 1.urti1 the required level of 
chlmine is reached. 

• If the chlorine level is above the targeted standard, BRS water 
persmmel will add non-chlorinated potable water (to fhe water) 
until the required level of chlorine is reached. 

• The Free Available Chlorine (FAC) level will be tested at least 
tlu·ee time's eve1y 24 homs, utilizi11g the manut3ctmer's instruction 
as a guide. 
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\VATER OPER~TIONS 
SOP No. 11\!I 

3.3 A All test results will be maintained. Results will be recorded. 

3.3.5 When determined necessmy to monitor (\vater som:ce dependant), the 
pH level will be maintained between 6.5 and 8.5 with no Colifonn 
bacteria. 

3.3.6 BRS will visit remote locations and test the potable water for FAC 
levels a mininnun of twice a week. 

3.4 Maintenance & Repair 

• In-line chlorinating equipment will be operated, maintained and repaired 
in accordance with the manufactmers recommended guidelines. 

3.5 Reporting 

• BR') will maintain accmmtability of all water produced, received and 
issued. 

4.0 Chlorinating of Pobtble Water Trucksfhnks 

4.1 Super Chlorinating 

4.2J Water bucks will be Super Chlorinated on a qumtedy basis or >vhen: 

• Non-Potable water has been transpmted in the tank 

• Maintenance and/or Repairs were conducted on the interior of the 
tank. 

• When deemed necessmy by fhe Water Supervisor, Foreman and! or 
Manager. 

4.2.2 Super Chlorinating Procedm:e 

• Determine the targeted maxinnun and mininnun FAC level range 
necessmy. 

• Determine an acceptable ratio of chlorine compo1md necessmy for 
the size ofthe tank to achieve the targeted FAC level range. 
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\VATER OPER~TIONS 
SOP No. 11\!I 

• Prepm·e the chlorine mixtme e11~ming the solution is mi.xed 
thoroughly and all solid pmiiculate dissolved. 

• Pom mixtme into empty water truck. 

• Fill truck with water. 

• Drive vehicle for no less than 30 minutes to mix calcimn chlorine 
compound thoroughly and/or cmmect issue polt to the receiv-ing 
pmt on tank, and recirculate water tor no less than 10 minutes 
ensming a good mixtme. 

• Let truck sit for one hom for chlorine contact time. 

• Drain truck, retlll with processed water and Ch·ain once more. 

• Super-chlorinating process is complete. 

4.2.3 Tanks 

5.0 Key Control 

• Determine the maxinnun and minimum FAC level rm1ge necessary. 

• Determine an acceptable ratio of chlorine compmmd necessary for 
the size ofthe tank to achieve the targeted FAC level range. 

• Prepare the chlorine mixtme e11~ming the solution is mi.xed 
thoroughly and all solid pmiiculate dissolved. 

• Let sit for 24 homs. 

• Test to e11~me not less than the targeted mininnun level FAC level 
exists . 

• Conduct microbiological analysis, as required. 

Chlorine storage rooms and ii~jector rooms will be locked and keys retained by 
designated individuals. 

6.0 Chlorine Storage 

Chlorine will be stored in accordance with applicable MSDS requirements. 
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\VATER OPER~TIONS 
SOP No. 11\!I 

7. 1 BR.S water per~mmel will en~me full PPE i~ worn dming the handling of 
chlmine. 

7.2 Material Safety Data Sheet~ (MSDS) will be in the vicinity of it~iector pmnp~ 
and in the chlorine ~torage area. 

7.3 Proper PPE and precaution~ will be utilized dming loading, tran~pmting and 
lulioading operatio11s. 
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l\lOR4.LE, RECREATION AND \VELFARE 
SOP No.lN 

This St.and.ard Opemting Procedme prescribes procedmes for the MWR Mission. 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Contmct. 

3.0 Procedures 

3.1 Brown and Root Services (BRS) employees assigned to each MWR facility 
will augment the DOD MWR staff in mmming and operating those f3.cilities as 
directed. 

3.2 BR<; will assist with accmmtability of the MWR eq1.npment, but ass1.une no 
Property Book responsibility. 

3.3 BR<; O&M cleaning teams will clean facilities daily ;,vith augmentation 
cleaning by BR<; MWR employees. 

3.4 BR<; will :install, maintain, and provide teclmical suppoli of fhe hardware and 
sotb.vare for Internet access at MWR facilities and DOD MWR staff offices as 
required. 

3.5 BR<; will assign an employee with overall responsibility for the employees 
and operation of fhe BRS M\VR Mission. 

3.6 BR<; will coordinate with the DOD MWR Director/Coordinator on pe1tinent 
issues/significant events. 

3. 7 BR<; will schedule employees to ensme coverage of facilities on each shitl. 

3.8 BR<; ;,vill provide Video Telephone Comnnmication (VTC) capability, 
including staffing and maintenance, as directed. 

3.9 M\VR Employees will: 

3.9.1 Provide cmuteous cu:,:tomer service. Perform routine inspection of 
MWR facility, and repmt any discrepancies or missing/dmnaged/ 
inoperative equipment 

Data Subject to Title Page Restrictions 
Otherwise, Treat as F'o1 Official Use 01 ily (FOUO) As of 518/2008 



,c:or Of:fieiei Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

l\lOR4.LE, RECREATION AND \VELFARE 
SOP No.lN 

3.9.2 Issue out MWR equipment as prescribed, maintaining accmmtability 
tJn·ough use of sign-out logs (e.g., videos, headsets, games). Repmt 
any equipment not retmned or retmned dmnaged. 

3 .9.3 Control as directed the use of computers and (\\ihen applicable) phones 
tln·ough the use of usage logs, prescribed usage time limits, and/or 
informal monitoring. 

3.9.4 Post and update all publicity literatme as coordinated with the DOD 
MWR Director/Coordinator. 

3.9.5 BRS •vill en'!me MWR facilities are maintained in a clean, neat, and 
orderly state. 

3.9.6 Maintain a fiill stock ofbottled water in MWR fa.c.ility. 

3.9.7 Provide/replenish fi:esh towels daily. 

3.9.8 Maintain DVD, video and book librmies as directed. 

3.9.9 Maintain and operate video channels as required. 

3.9JO Show movies as required. 

3.9J 1 Make popcorn and clean machine as required. 

3.9J2 Brush/vacuum felt on pool tables as directed. 

3 .9. 13 Assist with MWR programs and special events. 

3. 10 Provide IT support 

3.HU Perfonn petiodic in'!tallation of updated anti-virus profiles upon 
availability. 

3. 10.2 Upon notice trom the MWR staff, make site visits to fix hardware or 
software problems as they occm. 

3. 10.3 Perfonn periodic clea1ring of computer interiors to remove dust and 
dilt as req1.rired. 
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Brown & Root Services (BRS) will provide m:magement and oversight of fa.cilities 
maintenance in BRS maintained camps, to include hilltops and forward operating 
bases (FOB<::). 

2.0 Scope 

This SOP applies to the Balkans Suppoli Contract 

3.0 Procedures 

3.1 Exterior Structure IVbintenance 

• Maintain the exterior smfaces of all structmes on an as needed basis to 
prevent the advancement of decay and rot by the periodic application of 
weather preventative coating such as paint or other suitable protective 
coating. Application frequency will be determined by exposme to the 
elements ::md the general outward appe::mmce of the stntctme. Caulk or 
seal to prevent water penehation armmd doors, window and any other 
structme penetratiom:. 

• Maintain and repair doors, vvindows, entmnceways and exits to ensme 
smooth operation and secme opening and closing. 

3.2 Interior Structure Maintenance 

• Maintain and repair all phunbing tixtmes to include wash basins, toilets, 
1.uinals, showers and water heaters. 

• Maintain and repair electrical tixtmes to include lights, outlets, switches, 
exhaust fans and electrical panels. 

• Where required, maintain and repair water and electrical lines. 
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GROUNDS 1\!L~INTENANCE 
SOPNo.lP 

Brown & Root Services (BRS) will provide nuntagement and oversight in grmmd~ 
maintemmce in BRS maintained camps to include hilltops and tonvard operating 
bases (FOB~). 

2.0 Scope 

This SOP applies to the Balkans Suppmt Contract 

3.0 Procedures 

• Clean and police common grmmd~ areas on an as needed basis to include picking 
up trash, debris, leaves and any other items that would otherwise lend to an 
unkempt appearance. 

• Provide snow and ice removal on walkways and entrances to structmes/fa.cilities, 
to include sand and salt, on an as needed basis. 

• Provide gmss cutting and weed control se1vices on an as needed basis to maintain 
the general orderly appearance of the camp and to contnil fhe spread of vermin :in 
suppmt of the Vector Control Plan. 

• Trim trees and bmnches on an as needed basis to maintain a safe distance between 
trees and power lines, facilities and any other area where talling branches might 
cause a satety concern. Tree cutting and removal 1.vill be coordinated with the 
approp1iate government agency, if required, prior to work being perfonned. 
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Brown & Root Services (BRS) will provide management and oveisight in the 
maintenance and repair of roads in BRS maintained camps to include hilltops and 
forwal'd operating bases (FOBs). 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

Camp Managers are responsible for the safe and effective operation of all BRS 
operated base camps and sites as described in the LOGCAP 3 Suppmt Contmct The 
following procedmes are used as a guide to provide camp managers with the required 
basic intonnation to accomplish these requirements. 

4.0 Procedures 

• Maintain base camp roads by sweeping or clemring on an as needed basis to 
maintain the ovemlllongevity of the smface and general appearance. 

• Repair asphalt or concrete roads and parking areas as needed to maintain the sate 
passage and lite expectancy of the road smt3.ce. 

• Improve, establish and maintain proper chninage on base camps, to include the 
ingress and egress to main supply routes (MSR) roads as needed to maintain safe 
passage. 

• Grade, compact and add aggregate to gravel and d:ilt road~ as needed to maintain 
sate passage and proper ch·ainage. 

• Pro'Vi.de dust abatement contl'ol measmes on an as needed basis to control airborne 
pmiicles. 

• Provi.de snow removal on base cmnp road~, ingress and egress to MSR roads and 
parking lots utilizing the Base Camp Snow Removal Plan. Apply sand and salt as 
needed to prevent hazardou.~ road conditions. 
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TITLE 

OPERATIONS 

• Fire & Emergency Services 

• VACANTSOP 

• Billeting Operations SOP 

• Custodial Services for Latrines and Showers SOP 

• Identification Card Production SOP 

• Material Handling Equipment SOP 

• Refuse & Solid \Vaste Pick-up and Disposal Operations 
1. Rejilse & Solid Waste Pick-up rn1d Disposal SOP 
2. Incineration Operations SOP 

• Self-help Desk SOP 

• Septic \Vaste Collection and Disposal Operations 
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• Vector Control SOP 
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• \Vater Operations SOP 

• lVI\VR 

MAINTENANCE 

• Facilities lVIaintenance SOP 

• Grounds :Maintenance SOP 

• Road lVbintemmce and Rep~lir SOP 
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1.0 Purpose 

To provide movement control airlift. supp01t for inhound!outbmmd cargo? personnel 
and Unit deployments/re-deployments. 

2.0 Scope 

This procedme covers all areas that deal with the movement of inbound and outbmmd 
cargo? personnel and Unit deployments/re-deployments via military and commercial 
aiditl in suppmt of the LOGCAP 3 Suppmt ContJact 

3.0 Procedures 

The ATMCT will retlieve the daily tlight schedule from the Global Tmnspoliation 
Net>vork (GTN). On a daily basis tl1e ATMCT will receive the Daily Forecast of all 
scheduled flights trom the ATOC. The A TMCT is required to send a daily rep01t to 
appropriate agencies. The A TMCT is responsible tor contacting the 1mit and/or 
customer. 

3. 1 Inbound Cargo 

3.Ll Upon receipt of cargo manifest from the ATOC? the ATMCTwill 
verifY cargo was received and will retmn the signed copy of the 
manifest back to the ATOC. Any discrepancies between the manifest 
and actual cm·go shipped, shmt shipment or cmp;o shipped but not 
manifested (over shipment) will be annotated on the manifest and the 
A TOC se1vices personnel will notifY originating and intermediate 
terminals. A TOC seiVices Personnel will then hun over actual cargo 
received to the A TMCT with tl1Tee copies of a Truck Manitest Form. 

3.L2 ATMCT receives all copies and retmns a signed copy to ATOC. The 
second and tlrird copies are maintained for file 1.1nd customer copies 
once the cm·go is delivered to the appropriate end user. The cmgo is 
tmnspmted to the Supply Suppmt Activity (SSA) by A TMCT SSA 
;,vill receipt tor cm·go by signing one copy of the tmck mmrifest The 
signed copy will be retained for ATMCT station tlle and the third copy 
provided to SSA tor in check of cargo. 

3.L3 When uHim1.1te consignee is other than SSA? AThlCT will contact 
recipient of cm·go and coordinate receipt 1.1nd transfer of assets. 
A TMCT will assist by providing MHE and operator? if needed? to 
supp01t the loading of cargo onto customer provided conveyance. 
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3.2 Outbound Cargo 

3.2J The ~hipper deliver~ cmgo to ATMCT for air ~hipment ATMCT 
per~onnel will detenn:ine/cla~~i:ty cargo a~ either general or hazardous. 
Celtain docmnents mn~t be completed prior to or together with ~hipper 
to e11~me cargo i~ air eligible. 

3.2.2 Fir~t docmnent i~ a Tran~pmtation Contn\1 Movement Docmnent 
(TCMD) or DD Form 1384. Shipper~ mn~t provide the ATMCT with 
~pecific information (i.e., origin and de~tination DODAA.C, in the cleaT 
addTe~~' billing TAC code, etc) K)r proper completion of the TCMD 
and ~ub~equent movement of a~~et~. 

3 .2.3 A TMCT per~onnel will u~e the TCMD to proce~~ the ~hipment into the 
Defe11~e Tra11~pmtation Sy~tem utilizing R-GATES progmm. 

3.2.4 Fom copie~ of the TCMD are needed, orig,inal ::~nd one copy goe~ to 
the Air Tennin::~l Se1vice~, one copy i~ retained a~ the ATMCT file 
copy afler receipt of cargo, and one copy i~ retained by the ~hipper for 
audit trail accountability, proof of ~hipment, and fi.uiher hacing action, 
if required. 

3.2.5 The ~econd document i~ the Milit.my Shipping Label, (DD Form 
1387). The Militmy Shipping Label can be filled out using 
inform::~tion contained on the TCMD (DD Fonn 1384), in addition to 
an in-the-cleaT addre~~- Once completed, ~hipping label~ will be 
placed on all cargoe~ for air ~hipment 

3 .2.6 The third docmnent i~ fhe Shipper~ DeclaTation of Dangerou.~/ 
Hazardous Good~. Only qualified per~mmel mu~t complete fhi~ form 
and proof of ce1tification must be provided to the ATMCT Normally 
the ~hipper i~ re~po11~ible in completing tlri~ form, but may ~olicit 

ATMCT per~onnel K)r a~~i~tance when needed. Tlri~ form mn~t 
accompany all cargo that i~ hazardou~ in natme i.e.: fi.lel ~mnple~, 
labomtmy ~::~mple~, my ice, compre~~ed ga~e~ etc. 

3.2.7 The ~tripper~ declaration come~ in fom copie~~ one original and tl1Tee 
copie~. Fir~t two copie~ goe~ to ATOC, tlrird copy goe~ to A TMCT, 
fomih copy goe~ in a packing li~t and placed on the em-go. Stripper~ 
are encomaged to maintain an additional copy for ~tripment file~. 

3. 2.8 A TM CT per~mmel along vvith A TOC per~onnel will then in check all 
cm·go u.~ing the computer R-GATES progrmn/~y~tem. All ::~ir outbound 
cm·go will then be palletized. A TMCT ~ervice~ per~mmel will a~~i~t 
the ~tripper in preparing the pallet for ~tripment when needed or 
reque~ted. 
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3.2.9 The ATMCT is responsible to the ATOC for ensming cmgo pallets are 
air-w01ihy. A TOC will then select, load plan, and manifest the cargo 
for air shipment A TivfCT personnel will assist A TOC personnel in 
loading the pallets on K-loaders prior to flight 
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This St::mdm·d Operating Proced1.U'e (SOP) establishes Brown and Root Se1vices 
(BRS) ;:md cu.stomer responsibilities, describes general operating procedmes, ::md 
identifies required processing steps used to suppmt personnel, cargo, and equipment 
movements on U.S. milit.my andmilitmy spo11sored commercial aircraft .. 

2.0 Scope 

This docmnent covers air tnmspoliation operations and mission suppmt requirements 
of US Anny A/DACG/ATMCTs and US A.ir Force Air Tenninal/Ae1ial Poli 
functim1s . Services provided include: Air Operations Command and Control, Cargo 
Processing (inbound!outbmmd), Ramp Services, Passenger Services and Reception, 
Staging, and Onward Movement (R<;O) activities. The terms ADACG (A .. :rrival! 
Depmtme Airfield Contnil Group) or A TS (Air Tenninal Services) are 
interchangeable 1.ulless otherwise indicated. 

3.0 Responsibilities 

3.1 Specifically BRS Anival!Depmtme Airfield Contwl Group (ADACG) or Air 
Tenninal Services (ATS) is responsible for the following: 

3. U Coordinate and provide aircraft/ail1ift. tlight :information and publish 
schedules. 

3.L2 Prepare cargo/equipment and process personnel for movement on Air 
Force and Air Force s-ponsored commercial assets. 

3. L3 Receive, process, and ship cargo according to priority. 

3. 1 A Ensme 1.mit equipment is propelly mmked and prepared for an 
hanspmt. 

3. 1.5 Develop and produce aircraflload plm1s. 

3. L6 Coordinate and schedule cargo prepmation appointments. 

3. 1. 7 Provide pallets, plastic pallet covers, and cargo nets and ensme they 
are available for 1.urit use when building pallets. 

3.1 .8 Supervise and assist 1.mits :in palletizing and l)\rilding up of cm·go loads. 

3. L9 Assist customers :in preparing cargo docmnents, to include: 
Trm1spmtation Contn)l and Movement Documents (TCMDs), shipping 
labels, and pallet placards. 

3. U 0 Pe1fonn Joint Inspectio11s of 1.urit equipment to ensme readiness/ 
eligibility for air trans-poli. 
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3.1.11 Operate Materials Handling Equipment, (MHE), provi.de aircraflload 
temns :md offload-onload aircrafl. 

3. U 2 Coordinate staging, loading and movement of personnel and 
equipment for Air movement 

3.1.13 Coordinate onward movement of sustaimnent supplies and equipment 

3.U4 Provide customer servi.ce to all customers requiting airlitl suppmt. 

3.U5 Stage inbound and outbound cargo and equipment m designated 
staging areas. 

3. 1.16 Process, brief and manifest passengers. 

3. 1 . 17 Pro vi de passenger and baggage transpmtati on to and fi:om aircrafl. 

3. U 8 Compile and deliver load docmnentation (t1ight packages) to all 
depmting aircraft 

3.1.19 Track and maintain historical records for all air movements. 

3.2 Customer/Unit Responsibilities 

3.2J Prepare paperwmk in accordance with (V\ Vv) applicable DOD 
regulati om:. 

3.2.2 Prepare cmp;o and equipment for shipment IA W applicable regulations. 

3 .2.3 Arrange delive1y of cargo and equipment to the cargo processing area. 
Trm1<::pmtation supp01t can be arranged thTongh BRS tmnspmtation, or 
the Movement Control Team (MCT) office. 

3.2.4 Unit or shipper representatives will accompany cargo tmned over for 
shipping and remain present to correct any paperwork or load 
discrepancies identified dming the receivi.ng or Joint Inspection 
process. 

3.2.5 Meet prescribed timelines for personnel and equipment processing. 

4.0 Procedures 
4.1 Air Operations Command and Control 

4. U Operations 
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BR') will operate an Air Terminal or A/DA(Xi OperatiOJ1'> Center to 
centralize :information management and control operatim1'>. This work 
center will provide connmmd and control over air tenninal operations 
:md disseminate daily and forecasted tlight/air movement schedules. 
The primmy somce of this information will he autom::lt.ed scheduling 
systems (when available). 

4. 1 .2 Flight Infonnati on 

The Operations section will repmt tlight inJimnation to applicable 
·wmk centers, and concerned agencies. Data repmted will include 
aircratl anival!depmime status, aircrafl contlgmation, load infonnation 
(cargo and passenge1) and cargo/passenger space available/used. 

'- ._ . ._ "-

4. 1.3 Load Plmming 

ATS or ADACG Personnel will produce load plans tor all depmting 
cargo/unit airlift. missions. 

4. 1.4 Aircrafl Docmnentation Packages 

Operations will assemble aircraft load packages and place on each 
depmi:ing aircraft.. As required, packages will :include load plans, 
Declm·ations tor Danger01.1'> Goods, and passenger/cargo manifests. 

4. 1.5 Repmts 

Repmting requirements will he based on client/mission requirements. 
Operations will slibmit the tollowing repmts when required: 
Situational Repmt (SITREPS), Materials Handling Equipment (MHE) 
Statu . .;,: Repmi, Pallet and Net/Aircratl Tie-down Inventmy Repmi, 
Daily Work-load Repmt, and Aircraft- Movements Smnmmy Repmt. 

4.1.6 Record Keeping 

Movement records will he maintained on a yearly basis. Paperwork 
retained will include copies of all off-load, tluough-load, on-load 
passenger mmrifests, all oti-load, thl'mlgh-load, on-load cargo 
manifests, Transpmtation Contl'ol and Movement Docmnents 
(TCMD), Declaratiot1'> tor Hazardous Good.;,:, and Joint Inspection 
Checklists. 

4 " Cargo Processing (Outbound/Originating Shipments) 
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4.2J Peiso1mel ;,vill review all shipment documentation and ensme 
paperwork is complete i'lnd correctly tilled out Shipments will be 
i11.;,:pected to ensme cargo is properly marked and labeled. 

4.2.2 All cm·go pallets will be weighed and the following information 
attached: Gross Weight, Origination Station, Destination station, and 
pallet height 

4.2.3 For rolling stock, vehicles, or mrit equipment mm1cing will include 
axle(s) weight, gross velricle weight, and center ofbalance. 

4.2.4 Cargo arriving pre-pi'llletized by the originating agency will be 
checked to e11.;,:me that the pallet/cargo is adequately restrained. 

4.2.5 Cargo vvill be weighed, marked, and measmed in accordmlCe with load 
plan configmatio1L 

4.2.6 Once cargo is assembled and ready tor shipment, BRS personnel will 
produce cargo manifests using government provided automated 
systems (if available) or by manual means. 

4.2.7 Unless dedicated aiditl is provided, all cargo will be moved according 
to DOD procedmes using a priority, f1rst in/t"irst out, system. 

4.2.8 Authority to handle Registered Mi'lil, Signatme SeiVice or se11.;,:itive/ 
lrigh value cargo must be designated in writing. BR<.> personnel will 
not process these shipments until day of movement unless secme 
storage is available. 

4.3 H~uardous Material 

BRS will review all Declarations for Dangerous Good.;,: i'lnd ensme paperwork 
and slripments are properly docmnented!prepared for air slripment 

4.3J Palletized loads will be inspected to ensme all hazm·dous cmgo 1s 
identified and docmnented. Any hazards reqlriiing special storage 
provisions will not be accepted until the day of slripment 

4.3.2 File copies of paperwmk on all originating cm·go shipments will be 
retained tor record keeping pmposes. 

4.4 Cargo Processing (Inbound/Terminating Shipment<>) 
4AJ All inbound air cargo will be receipted for u.;,:ing the mmrifest to in­

check slripments. Over/sholi. shipments will be annotated on the 
mmrifest, totals adjn.;,:ted, and approp1iate agencies notified. When 
capabilities exist, the cm·go will be processed u.;,::ing government 
provided automated systems. 
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4.4.2 File copies of paperwm1.;: on all terminating em-go shipments will be 
retained for record keeping pmposes. 

4.4.3 Release of cargo to cu.~tomers will be accomplished using government 
provided automated :system (if available) or by having personnel sign a 
copy of the :inbmmd manifests. 

4.5 Ramp Services 

4.5.1 BRS will provide Ramp Services and Ramp Services suppott 
personnel to onload!offload of cargo and equipment, apply aircratl tie­
down restraint, and on/offload baggage on military and militmy 
sp011~ored cargo aircmfl. 

4.5.2 Persmmel will be tmined and qunlitled in the operation of aircrafl 
loading and Materials Handling Equipment 

4.5.3 As required EXPAT personnel will act as Load Team Chief~ and 
oversee all aircratlload:ing!unl.oading, operations under the supervision 
of the aircraft.load:m aster. 

4.5.4 Load Team Chief~ will be respon~ible for and en~me all loading satety 
directives are complied wifh. 

4.5.5 If required/delegated by the client. ATS/ADACG will designate Load 
Team Expats to retrieve :inbmmd cargo manitest.s and sign/receipt. for 
inbmmd signatme selVice, registered mail, or sen~itive cargo. 

4.5.6 For outbmmd load~ ATS/ADACG personnel will ensure fhe 
manitest!aircmtl doc1unentation package is delivered to the aircm.tl, 
brief the aircrafl conunander or representative on the natme and set up 
of the load, any hazardous items within the load, and rehieve signed 
copies ofpapenvork for office records. 

4.6 P~-.ssenger Services (Clumnel Operations) 

4.6.1 ATS/ADACG will provide passenger services for personnel moving on 
US militmy and militmy sp011~ored commercial aircraft Services 
include :inbmmd!outbmmd passenger processing, manitesting, 
briefings, baggage handling, and transpmtation for persmmel and 
baggage to/tiom the aircraft 

4.6.2 Personnel eligible f()r air trm1~p01tation must. be tmveling in a 
Duty/Space Required Status with valid travel anthmization. Space 
available (non-duty) travel will be in accordmtce with cmrent policies. 
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Travel priority is identified lAW DODI 4515J3R and Joint Travel 
Regulations. 

4.6.3 Passengers desiring au: trm1<::pmt and mrit personnel on dedicated air 
movements will be present/show at presc1ibed processing times. 
Processing times will be established based on <1ircraft arrival, number 
of aircrafl to be worked, or other movement/processing requirements. 

4.6.4 Once processed, personnel will remain in the direct vicinity of 
passenger terminal unless released by A TS or Passenger Service 
personneL 

4.6.5 BRS Passenger Servi.ce personnel ;,vill prep<.1re a manifest (DD Form 
2131 or compnter-genemted), give required briefings, and tnmspmt 
passengers/baggage to the aircraft 

4.6.6 The craft, ATS or ADACG Passenger Service will give copies of the 
manifest to the aircraft. commander or designated representative. 

4.6.7 Deplmring passengers and baggage will be tl'anspmted by ATS 
Passenger SeiVices to the tenninaL 

4. 7 Passenger Services (Dedicated/Unit Air Movement~) 

4. 7.1 Peiso1mel Processing 

Peiso1mel moving \iJa mrit move or dedicated air mission vvill provide 
an advance passenger (personnel) listing to the Passenger Service 

section a minimum of 48 homs prior to depmtme. Unit representatives 
and ATS or ADACG personnel will coordinate times for 1urit 
processing, pre-depmtme briefmgs, and manitesting. 

4. 7.2 Unit Baggage Processing 

Units deploying more than 40 personnel will coordinate baggage nun 
in-palletization 24 homs prior to movement Processing and pallet 
lnrildnp times will be mntllally agreed upon by the unit and BRS 
representatives. For movements of less th<1n 40 peisolmel, baggage 
Will be processed!palletized as passengers repmt for depmtme 
processmg. 
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Brown and Root Se1vices (BRS) will provide blocking, bracing, and crating (BB&C) 
se1vices as directed by the U.S . .-:\:rmy. 

2.0 Scope 

This St.andm-d Operating Procedme (SOP) applies to the LOGCAP 3 Supp01t Contract 

3.0 Procedures 

3.1 General 

• BB&C :requirements will be identified in w:riting th:rough designated U.S. 
Army personnel to BRS. 

• Com:idemtion mu;:,:t be given to the cargo being hnnsp01ted, distance of 
travel, and the method oftmnsp01t. This will assist in detennining the extent 
ofBB&C required. 

• Material used for BB&C should be strong enough to withst.and the abuse it 
will receive tl-om the means of tmnspmtation utilized. The heavier the 
cm-go, the stronger the material 

• When utilizing hunber for BB&C, harvested hunber vvill be utilized mliess 
the fmal destination location and associated customs requirements 
necessitates the use of new hunber. 

• The timber used should be thorougllly dty, clean on all sides and have 
mininnun knots. 

• When tl-anspmting cm-go via road, cargo will be placed on the center of 
balance of the mode of tmnspmiation im:ming that axles are not over 
loaded. Load will be blocked, braced and lashed in a manner that will 
prevent upward, forward, rearward, and sideward movement as determined 
necessary, but not to the extent that it dmnages the cargo, i.e. over 
tightened cargo straps. 

• Empty space between boxes, crates, and barrels will be minimized and 
filled with cribbing and! or packing mate1iaL 

• Crib-type blocking is preferred for general cargo with heavier items on the 
bottom. 
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• Individual boxe;:,: or crate;::: that require litling by MHE or forlditl will be 
fitted with ;:,:kid;:,: or placed on dmmage capable of :s1.1ppmting the load. 

• Any pallets, cargo net;:::, and ;:::happing used in ;:,:uppmt of BB&C mu;:::t be 
im:pected periodic:.1lly for dmnage, and ;:,:ig11<.: of exce;:,:;:,: weal' & teaL 

3.2 Containers 

• Load-.: ;:,:hould be di;:::hibut.ed evenly throughout the container with heavier 
item;:,: on the bottom. 

• When p:.1llet;:,: :.1re utilized, double tier;:,: are permi;:::;:::ible if ;:,:pace permit.;::: and 
weight. will not cau;:,:e damage to the lo•ver tier cargo. 

• When cm·go require;:,: bracing against. container wall;:,:, a 4 -by 8- foot ;:,:heet of 
%-inch plywood ;:,:hould be placed agait1-.:t. the container wall and propedy 
braced using appropriate material to at lea;:,:t the cm·go height 

• Load;:,: will be bm.ced at the back: of the container to prevent em-go fi:om 
;:,:pilfu1g when the container doms are opened at the destination. 

3.3 Vehicles 

• Refer to A.:nny Regulation 55-48 ""Blocking and Brac.it1g tor Motor 
Trm1-.:pmf' as a guide tor the proper steps to blocking and bracii1g vehicles. 
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For Ofiiciafllse 0/4~1 (FOLIO) 

Logistics Civil Augmentation Program (LOGCAP) 

CERTIFYING DANGEROUS GOODS 
SOPNo.lOD 

This St.mtd:u·d Operating Procedme G<>OP) is designed to est::~blish procedmes for 
Celtifv:ing D::~ngerous Goods Declmatio11<:: for cm·go moving bv air. roa;~ r::~iL mtd!or .,; ._ ._ ._ ._ .,; ' \.1., ' 

sea. 

2.0 Scope 

This SOP identifies the procedmes for Brown mtd Root Se1vices (BRS) employees 
that are celiified to sign Dangerous Goods docmnent.ation for h::~zardous caTgo 
movements by air, road, mil, and/or sea, within the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

This procedure covers the responsibilities and limitati011<:: of BRS employees 
regaTding: (1) when they are authorized to celtifY Dangerou<:: Goods, (2) when they 
should have the customer celiity the em-go, and (3) when they should seek addition::~l 
guidance. 

4.0 Procedures 

4.1 Hazal'dous cargo that BRS 1s responsible for preservation, packaging and 
shipping. 

4, Ll Wlten BRS has the responsibility to prese1ve, pack and ship a piece of 
equipment and the materi::~l is classified as hazardous, and meets the 
criteria for air, road, rail and/or sea shipment, BRS is authorized to 
ce1tity the Shipper's Declaration for Dangerous Goods (SDDG} 

4. L2 Under om TMO mission, when a customer brings a piece of equipment 
for preservation, pacbg:ing and shipment by BRS, then it is within the 
contJact scope for a BRS employee to celiifY the SDDG. 

4.L3 As pmt of om SSA missions, >vhen a customer brings in a piece of 
equipment or if it comes from stock and the SSA has i11<::tructions to 
ship the item, it is within om scope to preserve, pack, celiifY the 
SDDG as required and ship the item. 

4 ':> When Hazardous CaTgo is packed by the customer an:l is tmned over to BRS 
for shipment: 

4.2J U.S. Army doctline states th::~t it is norm::~lly the shipper's (mlifs) 
responsibility to ce1tity the SimG, mark and l::~bel (placal'd) the 
hazardous cargo for sllipment 
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4.2.2 \Vl1en BRS receives ce1titlcation of hazaTdou.~ cargo by the shipper, 
BRS will veritY authorization by requesting to see a copy of the 
indi"i.dual's ce1tificate and orders appointing authority. Examples 
would be m1der om air cargo mission, vvhen a customer brings 
hazardous cargo to be shipped by air or to the BMCT to be shipped by 
smface mem1~. 

4.2.3 Under no circmnstances will BRS employees celtifY any shipments of 
Dangerous Good~, which were not packaged and declaTed by BRS 
except in circumstances discussed :in paragraph 4.3. 

4.3 Hazardous cargo that a militmy mrit or agency is moving and the milt/agency 
does not have a qualified individual to celtifY HAZMAT for slripment: 

4.3J If the shipping orgmrization does not have a qualitled individual to 
celtifY hazardous cmgo, BRS can celticy the slripment atler 
receiVmg a 
Letter ofTeclmical Direction from the ACO. 

4.3.2 The Letter of Technical Direction is required since 1.urits are 
responsible tl.w ce1tity:ing their own cargo. This task would be 
considered additional work, muike the perfonnance of the TMO and 
SSA missions, which are witlrin scope to pedonn these ce1tification 
tasks. 

4.4 BRS employees that are ce1tified to s1gn SDDG must also msme the 
following: 

4.4J Prepare slripment in accordance with appropriate reg1.uations based on 
the mode of hanspmt.ation to be used. 

4.4.2 Insme appropriate labels and/or markings aTe affLxed to the cargo and 
placard~ affixed to the vehicle as required in specitlc reg1.uations. 

4.4.3 When accepting a Dangerous Goods shipment that has been celtified 
by the slripper, i11~pect the SDDG for accmacy and completeness. 
Inspect the placaTd~ and labels/markings to in;:,:me they aTe correct and 
affixed IA W the approp1iate reg1.liation. 
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Logistics Civil Augmentation Program (LOGCAP) 

FREIGHT FOR\VARDING AREA/TRi\ILER TR4NSFER POINT 
SOP No. lOE 

The pmpose of fhis SOP is to outline t.:~sks .:~nd procedmes for the perform.:~nce of the 
FFAiTIP mission by Brown .:~nd Root Services (BRS). 

2.0 Scope 

These procedmes apply to the LOGCAP 3 Suppmt Conhact 

3.0 Procedures 

• Operate Freight Forwarding Are~-. (FFA) &Trailer Transfer Point (TTP) for 
inbound/outbound cargo/equipment ~md military trailers. 

All militmy containerized_ break bulk, .:~nd rolling stock c.:~rgo will be received 
and processed tluough the FFA prior to onw.:~rd movement to fitwl destination or 
the customer. 

Milit.mv tTailers 1--vill be received_ inventoried, and staged at the TIP. Tmilers .:~re - ~ 

inventmied and logged into the TIP hailer repmt .:~nd disp.:~tched to the militmy 
mode oper.:~tor as required. 

BR<; Materi.:~l H.:~ndling Equipment (MHE) provides heav-y litl suppmt to the 
FFAiTIP mission. BR<; MHE pedonns .:~11 cargo tr.:~ns-loading oper.:~tions. 

BR<; M.:~intenance provides .:~ll of the mainten.:~nce snppmt for the Tr.:~iler Tr.:~nsfer 
Point They pertonn a 100% pre-operation i11.;,:pection of .:~11 outbmmd haileis 
prior to notitlcation of a convoy depmtme. 

A nwintenance team is required .:~t the FFAiTTP on the d.:~y of depmtme to correct 
m1y tr.:~iler mech.:~nical problems prior to convoy depmtme. 

FFAiTIP peiso1mel conduct daily m.:~intenance inspections in co1\i1.mction with 
the 100% tTailer :invent01y of all fhe hailers staged in the TIP. 

• Prep~ue and submit various reports on the status of c~ugo and equipment 
received, su-.ged, and shipped from the FF A ~-.s required by higher 
headquarters. 

The FFAiTIP prepaTes a trailer repmt that shows munber, location, and service 
dates tor military hailers. 

Various rep01is on movement control m1d tnmspmtation operations are prepared 
tor historic.:~l .:~nd an.:~lytical pmposes. These rep01is .:~re forwm·ded at various 
times to selected mrits and agenc1es as directed by lrigher headqumteis or 
requesting agency. 
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• Receive and process (inbound/outbound) military cargo and equipment 

Inbound Cargo: 

The FFA1TTP processes each vehicle's Tram:poli.ation Control and Movement 
Docmnent (TCMD) upon anival 

All docmnent.ation is received and logged in. BRS MHE is notified if heavy litl 
suppmt is required to conduct download, upload or hnns.:loading operation. The 
ilibmmd!outbound trailer and cargo is inspected to veritY trailer, container 
munber, serialmunber of any rolling stock cargo, serial munber of any container 
seals, locks, and f(.)r the presence of sensitive items or h.azm·dous materials. 
Inbmmd drivers are questioned to determine if their load contait1'> h.azardous 
mate1ials or sensitive items. 

Any cargo 1--vith sensitive items or designated as ''l.mit sustaimnenf' must have a 
Radio Frequency (RF) Tag attached. The RF tag is "read" using an interrogator 
device tl1at sends a message to an Internet location that allows the hacking of the 
tagged cm:go. 

Hazardou.;,: materials cargo must have the appropriate required docmnents 
describing the hazards and actions to take in the event of a spill. The point of 
contact at destination is also checked. 

The load is checked for proper blocking, bracing and tie down (BB&T) to ensme 
it is secme and road wolihy. 

Trailers are checked for proper equipment such as serviceable spare tires and 
locking pins. When parking trailers, they are segregated according to destination. 
Trailers carrying se11.;,:itive items are spotted in a special location lmder secmity 
lighting. All trailers are pad(ed in a neat and ordedy manner to facilitate safety 
and ease of movement Once all itibmmd loads are in-processed, the FFA1TTP 
retains the original TCMD for f.Lling or onward movement The driver is issued a 
Xerox copy of their TCMD as a receipt 

Outbound Cargo: 

Cargo i.;,: scheduled to leave the FFA yard for movement to tlnal destination as 
soon as pmctical based on transpmi.ation priority and asset availability. 

The shipping lurit/agency prepares the TCMD, takes it to the BMCT, aft.er wlrich 
it goes to the FFAiTTP. 

Outbmmd drivers repoli. to the FF.A./TTP office prior to depmtme. They are given 
the original TCMD and all customs clearance doclunents required for their load. 
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Outbmmd missions are checked for any cargo wifh the same destination. This 
cargo is hans-loaded prior so that cm:go with like destination is grouped onto the 
same hailer. 

Date/time of outbound tmck/convoy depmtme is mmotated on the TCMD. A 
copy of the logged out TCMD is retained on ftle at the FFA . .!TTP. 

The BMCT directs fhe FFA;TTP on individual cargo movements as >veil as cargo 
hansload requirements. In the absence of specific guidance fi:om the customer, 
the FFA/TIP and BMCT will program trailer load~ tor depmime according to fiist 
in, tirst out 

• Perform quality control check on all cargo shipping documentation and blke 
action to correct <my shipping documentation deficiencies. 

Quality contwl checks are pertonned on shipping doc1unent.ation verifYing tmiler, 
container munber, serial munber of any rolling stock cargo, serial munber of any 
container seals, lock~, destination, and for the presence of sensitive items or 
hazardous materials. 

• Load and tie down cargo and equipment on trucks as required. 

The FFA;TTP will load equipment and block, brace and tie down (BB&T) 
equipment as required to e11~me it is secme and road w01ihy prior to truck 
depmtme. 

• Prepare <md submit a daily custom clearance request form to the appropriate 
headquarters for host nations requiring it. 

Prepare and submit a daily custom clearance request form to the 01stoms and 
Docmnentation Assistance Team (CDAT). The customs request includes all of 
the pe1tinent details relevant to the movement The request may be submitted via 
fax or e-mail aft.er a check of the docmnentation for the cargo that is destined tor 
specified cmmtries. 

• Provide FF AJTTP services 24 hours a d<lY unless othenvise directed by 
appropriate higher headqmlrters. 

Maintain the capability to provide FFAiTIP services 24 homs a day muess 
otherwise directed by approp1iate higher headqumteis. 
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The pmpose of this SOP is to outline tasks and procedmes for movement contn\1 
operations performed by Brown and Root Services (BR<:>). 

2.0 Scope 

These procedmes apply to all movement control operations performed by BR<:> in the 
LOGCAP 3 Area of Operations. Listed below aTe t:.1sks that can be performed by a 
BR<:> movement control orgmrization. A listing of specific task~ performed at the 
MCT in each cmmtry location can be fmmd in each cmmhy's mission detail repmt. 

3.0 Procedures 

3.1 Mainb-.in visibility over surl~-.ce and air movement control operations for 
U.S. Forces in the assigned AOR 

The Regional Movement Contml Team (RMCT) LOGCAP 3 maintains 
visibility over movement contml ope1ations in the Area of Responsibility 
(AOR) and other al'eas as directed by militmy higher headqumters. The 
RMCT uses several management tools to maintain an accmate pictme of what 
is moving in the AOR such as~ daily SITREPS, Road Movement Bids, 
Diplomatic Clearances, Tran~pmtation Coordinated-Automated Command and 
Contl'Ol Infonnation System (TC-ACCIS), and Global Command and Contl'ol 
S ,, ··c·c_,c...,s '') vstem- .-:;.nnv ( r _ .. _... -.'-1. • . . . 

3.2 Serve ~-.s the mode determination authority for ~-.n movements of U.S. 
Forces cargo outside of, or that cross divisional boundaries. 

The MC:Ts serve as the mode detenn:ination authmity for all movements of 
U.S. Forces cargo outside ot: or that cross divisional bmmdaries. Req1.rired 
Dehvety Date (RDD), cost, available assets, type of cargo, and command 
priorities are the main items that an MCT takes into accmmt when detenniiring 
the best mode of tl'anspmtation (1:ail, militmy tntck, commercial buck, mr, 
slrip, etc.) to fill a movementreq1.rirement 

3.3 Receive and process customer requests for tnmsporb-.tion, generate 
Transportation Movement Releases (TMR~) and enter all movement~ into 
the Movement Control System (UMCS) using the Department of the 
Army Movement Management System-Redesigned (DAMMS-R). 

• Customers must request tmnspmiation suppmt using a TMR request form 
that is available from the servicing MCT. Once the TMR is received, it is 
reviewed by a MCT representative for accmacy and completeness. 
Coordiitation and plmmiitg is st.mted to determine the best way to move the 
cargo based on RDD, cost, available assets, type of cargo, and command 
priorities. 
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• The MCT create:::: a Tr::m~p01tation Movement Relea::::e (TMR) u::::ing the 
DAMMS-R ::::y::::tem. TI1e DAMMS-R ::::y::::tem i:::: a movement contTol 
automation ::::y::::tem that provide:::: vi::::ibility of movement:::: within the AOR 
Thi:::: DAMMS-R TMR ::::e1ve:::: a:::: the official t.a::::k:ing for the movement of 
cm·go viamilitaTy, commercial, BRS orra:il mode::::. 

• Comnnmication i:::: conducted with other MCf:::: by means of DAMMS-R 
and FAX to proce:::::::: TMR~. Tlli:::: comnnulication proce:::::::: allow:::: the origin 
MCT to ::::end out notification to the de::::tination MCT of an impending 
movement DAMMS-R conmnulication al::::o allows the various MCT:::: to 
::::ee what i:::: ilibmmd to their AOR 

3.4 Provide d~lily situation reports (SITREPS) to the ~lppropriate higher 
headquarters tlult cover BMCT and ATMCT openltions in the ~lssigned 
AOR 

• The RMCT prepare:::: a SITREP that provide:::: an overview of all major 
movement:::: in the AOR The repmt include::::, but i:::: not limited to, air, rail, 
commercial/ militmy tmck and bu::::, and ::::ea movement:::: of U.S. Force:::: 
cargo. Area road condition:::: and the ::::tatn:::: of Rrv1CT and ::::nbordinate 
elements movement conhol comnnmication and automation ::::y::::tem:::: are 
al::::o repmted on tJli:::: SITREP. 

• The RMCT SITREP i:::: cla::::::::ified SECRET and i:::: ::::tored, maintained, and 
handled following the procedme:::: outlined in AR 380-19 and DOD 
5220.22 l'vL The SITREP i:::: ::::ubmitted to higher headqumter:::: on a twice­
dnily ba::::i:::: u::::ing the GCCS-A cla::::::::itled computer ::::y::::tem. 

3.5 Provide daily situation reports (SITREPS) to the appropriate higher 
headquarters that cover BMCT openltions in the assigned AOR 

The SITREP ::::how:::: an overview of all ::::mface tmnspottation mi::::::::ion:::: in the 
a::::::::igned AOR Formats may vmy but information indnde::::, but i:::: not limited 
to mil, commercial and m:ilitmy tTnck/bn::::, and ::::ea movement::::. The SITREP 
i:::: :S'llhmitted to the appropriate lligher headqumter:::: on a once daily ba::::i::::. 

3.6 Prep~ue and submit nlfious reports on movement control and 
transporultion operations in the assigned AOR as required by higher 
headquarters. 

V mious repmt:::: on movement control and tTm1::::p01tation operatio11~ are 
prepared for hi::::torical and analytical pmpose::::. The::::e repmt:::: are torwarded at 
variou:::: time:::: to ::::elected lulits and agencie:::: a:::: directed by higher headqnmter:::: 
or reque::::ting agency. 

3. 7 Attend meetings with Host Nation ~luthorities on movement control and 
tnmsporultion issues as required. 
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• MCT personnel are sometimes required to <.1ttend various meetings and 
conferences relating to US. Forces movement control and trmt~pmtation 
operations in the Balkan AOR Meetings can be held by the U.S. milit.my 
and! or various Host Nation agencies. 

3.8 Assist units in the prep~uation and/or perform quality control check of 
shipment documentation for the movement of U.S. Forces cargo. 

• It is normally a mrit responsibility to complete all slripping paperwork that 
must accompany a piece of cargo dming movement (TCMD, Statement of 
Dangerous Goods Declaration, container packing list, sen~itive item 
inventmy sheet, etc), Upon request, the MCT will assist fhe lhrit 
Movement Office (UMO) with the preparation of such forms, except 
HAZMAT celiification. 

• The MCT can celtifY dangerous goods (HAZMA T) for shipment only aft.er 
receiving contractual direction from the ACO. 

• MCT personnel examine all shipping docmnentation for accmacy and 
completeness and take coiTective action if any deficiencies are found 
PRIOR to cargo or eq1.ripment movement 

3.9 Task military and Brown ~lnd Root Services (BRS) transportation ~lssets 
for the movement of U.S. Forces cargo. 

• Once the MCT determines the mode for the mission, the TMR is sent to 
the mode operator (the local militmy transpmiation mrit or the BRS 
tnmspmtation section). The TMR will stipulate the spot, load, pull, and 
RDD dates requested by the customer. It will also give the cargo 
description and dimensions and any special con~iderati011.~ (oversize, 
HAZMAT, etc.). 

• The mode operator reviews the TMR and determines if they can perfonn 
the mission as requested. 

• If they cannot perform the mission as requested, fhey notifY the MCT of 
the first available date to complete the mission. 

• The MCT checks with fhe customer and determines if the ne\v date for the 
mission is acceptable based on the RDD. Iffhe date is acceptable, then the 
BMCf notifies the mode operator, and then the mode opemtor submits the 
nfonnation req1.rired for movement (inarch credit request, dip clemnnces, 
tonn-e intonnation, 302 intonnation, etc.) as required to the MCT. 
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• The TMR will be modified in DAMMS-R to r-eflect. the new mi~~ion date. 
Once the mi~~ion date i~ tJ.nn, fhe origin MC:T perform~ a Positive 
Inbound Clearance (PIC) with the de~tination MCT. The PIC provide~ all 
mi~~ion data (munber of tmck~, cm·go, de~tination POC, MHE ~uppmt 
requirement~, etc.) fhat the de~tination MCT needs. The date, time, and 
individual PIC"d are annotated on the DAMMS ThiR a~ well a~ the daily 
MCTSITREP. 

• If the mode operator cannot perform the mr~~10n then the MCT will 
initiate action~ to obtain commercial tran~pmiation. 

3.10 Assist military units \:vith deployment and redeplo}1nent operations. 

MCT~ will a~~i~t military mrits with deployment and redeployment operation~ 
by providing fhe proper docmnentation required to move cargo from point to 
point (TMRs, TCMD~, packing li~t, SDDG, etc.) and a~~i~t~ the mrit in the 
preparation of tlri~ doc1.unentation. MCT~ will veritY movement date~ n~ing 
the late~t Time Pha~ed Deployment Data (TPFDD) docmnent available on the 
GCCS-A ~y~tem. The MCT 1-vill also provide g1.ridance and infonnation on 
u1rit movement operation~ to the reque~ting mrit a~ req1.rired. Once fhe mrit 
movement i~ 1.mderway, the MCT keep~ the cn~tomer informed of all mi~~ion 
progre~~ and provide~ updates of any change~ in mi~~ion req1.rirements. 

3.11 Request and coordinate the use of commercial truck tnmsporb•tion when 
military or BRS assets are not available or not able to complete the 
mission. 

• If BRS or military truck~ are unable to perform a mi~~ion a~ reqne~ted, a 
One Time Only Tender (OTO) i~ reqne~ted from the Intratheater 
Commercial Tran~pmiation Brnnch (ICTB) to contract commercial 
huck(~). The OTO request mn~t ~tate the ~pot, pull, load, and RDD date~. 
It mu~t al~o ~how the cargo de~cription and dimen~ion~, the origin and 
de~tination addre~~e~ and POC~ and de~ired route tor the truck~ to traveL 
The reque~t i~ ~nbmitted to ICTB approximately 14 day~ prior to the 
reqne~ted move date. Tlri~ ~nhmi~~ion time varie~ depending on the type 
of move and command p1iority. ICTB will contact the reque~ting MCT to 
reqne~t additional information a~ req1.rired. 

• ICTB will notitY fhe reque~ting MCT when the tender (contmct ft)r 
commercial ~ervice~) ha~ been awarded via an advanced notitJ.cation fonn. 
A copy of the tender itself i~ ~ent to the reqne~ting MCT once both the 
carrier and ICTB ~ign it The reqne~ting MCT maintain~ a copy of tlri~ 
tender on tile. 

• The reqne~ting MCT contact~ fhe carrier to get the req1.rired diplomatic 
clearance intonnation a~ req1.rired. The diplomatic clemnnce i~ forwarded 
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to the appropriate coordinating <1gency according to the submission 
timelines for each cmmhy to be tl'ansited. 

3.12 Prep~-.re payment documentation for commercial truck transportation 
services ~md submit to appropriate higher headquarters. 

• When the commercial truck tender is received from ICTB, a fimd cite 
request is s1ibmitted tlu·ough the approp1iate headqumteis for piOcessing. 

• Upon receipt of fhe fimd citation munber, an AE Form 68B (freight 
>varrant) is prepared for payment of commercial truck services. 

• The 68B is given to the driver prior to depmtme from origin location. The 
driver signs fhe 68B and copies of the signed AE 68B are distributed as 
follows: Copies 1, 2, mJd 6 go with the driver to final destination. The 
t"inal destination MCT ce.J.titles receipt of cargo and closes out fhe 68B by 
annotating download time. The cmrier submits copy 1 to tlnance for 
payment Copy 2 remait1<:: with the destitwtion MCT Copy 6 is retained 
by the canier for tlle purposes. Copy 3 and copy 4 aTe submitted to the 
appropriate higher headqumters for submission to fmance. Copy 5 is 
mait1tait1ed on file by the origin MCT 

3.13 Request •md coordinate the use of commercial bus transportation when 
military or BRS assets are not available or not able to complete the 
mission. 

• Customers <1re required 
requit·ed it1fonnation. 
passengers, spot, load, 
destination. 

to tlll out a bus movement request with all 
This infonn<1tion includes mrit, munber of 
and pull dates/times and location, and bus 

• If the MCT holds a Special SeiVice Tender (SST) for the requested route, 
they activate that tender by ordering bus se1vices fi·om the carrier 
teleph01rically and follmv up, in writit1g, at least 24 homs (one working 
day) prior to scheduled movement 

• Iffhe MCT does not hold a Special Service Tender (SST) for the requested 
route, they fax an OTO request to ICTB. The request must include mrit, 
munbei of passengeis, ~:pot, load, and pull dates/titnes and location, and 
bus destination. 

• ICTB then contmcts a cmner for the m1SS101L ICTB will notizy the 
requesting MCT when the tender (conhact for commercial services) has 
been a:wm·ded via an advanced notitlcation form. A copy of the tender 
itself is sent to the requestit1g MCT once both the carrier and ICTB sign it 
The requesting MCT maintains a copy of tlris tender on tile. 
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• The requesting MCT contacts the c::~rrier to get the required diplomatic 
cleamnce int<.mnation as required. The diplomatic cleamnce is forwarded 
to the appropriate coordinating l'lgency according to the submission 
timelines for each cmmhy to be transited. 

3.14 Prepare p~lyment documentation for commercial bus transportation 
services and submit to appropriate higher headquarters. 

• When the commerci::~l bu.~ tender is received tl'om ICTB, a fimd cite 
request is submitted through the approp1i::~te headqumteis tor processing. 

• Upon receipt of the fimd citation munber, ::~n AE Form 40 (freight wanant) 
is prepl'lred tor payment of commercial bus services. 

• The copies of fhe AE 40 l'lre distributed as follows: 
Originl'll (white) is given to the driver who submits it to finance tor 
payment 
Copy 2 (yellow) and copy 4 (green) are submitted to the appropriate 
higher headqumters tor submission to tl.tt."lnce. 
Copy 3 (pink) is maintained on tile by fhe origin MCT. 

3.15 Prepare Export Traffic Release Requests (ETRR<;) for the movement of 
U.S. Forces c~lrgo to CONUS and submit to appropriate coordinating 
agency ~ls required. 

• An Expmt Traffic Release (ETR) is required to ship release unit loads to a 
seapmt of embarkation for expmt from Centr::~l Emope. 

• The origin MCT prepl'lres an ETRR following guidelines tom1d in 
Regulation 55-355 and DOD Reg 4500.32-R ::md submits it to OCCA (the 
military expmt cargo offering and booking office} Submission timelines 
tor ETRR~ vmy according to mission requirements. 

• Upon receipt of the ETR from OCCA, planning and coordination is made 
to move fhe cargo or equipment to the designl'lted poli by the specitl.ed 
date using the most efficient mode of tr::~nspmtation. 

3.16 Prepare and submit highw~lY march credit request<; to the appropriate 
higher he~ldquarters for the movement of U.S. Forces equipment and 
cargo by road. 

• March credits serve as both the movement order (permission tor convoy, 
oversize or heavy litl move) ::~nd as permission gianted by the host nation 
authority tor convoy, oversize/ overweight, or heavy litl movements on a 
specific route at a specified time. They can also be used (l'llong with 
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diplomatic cle:.1rances) to infonn borden: of the loads and number of 
vehicles that will cross the borders. 

• March credits :.1re required for convoys, oversize vehicles, and vehicles 
tJ::mspmting hazaTdous mate1iak 

• The March Credit Request (MCR) must include tmcldbniler, driver, and 
caTgo information along with the requested SP date/time. The origin MCT 
and mode operator determine a proposed route ft)r the mission (with HTD 
input as required) and fhat propos:.1l is incorporated into fhe M CR th:.1t is 
submitted to the Host Nation authorities by the HTD. Submission 
timelines for march credits vmy based on the co1.mt1y tram:ited. 

3.17 Prep~ue and submit highw~lY m~lfch credit request-; to the appropriate 
Host Nation government agencies for the movement of U.S. Forces 
equipment and cargo by road. 

• March credits se1ve as both the movement order (permission for convoy, 
oversize or heavy litl move) and as pennissi on gtnnted by the host nation 
authority for convoy, oversize/ovenveight, or heavy litl movements on a 
specitlc route at a specitled time. Specific requirements for march credits 
vmy by cmmhy. 

• The RMCT HTD receives MaTch Credit Request (MCR) fi·om ongm 
MCTs and checks the request for completeness and accmacy, i.e. Stmt 
Point (SP)/Release Point (RP) times, munber and types of vehicles, c:.1rgo 
description, and dimensions. 

• The HTD completes the MCR wod(sheet received tl:om the migin BMCT 
and submits it to the appropriate Host Nation approv:.1l authority via fax. 

• Host Nation :.1gencies will approve or disapprove the MCR based on 
various fa.ctors such as munber and type of truck~ :.1nd loads, date of move, 
time of move, :.1nd requested route of tmveL Approved m:.1rch credits will 
be assigned a convoy contn\1 munber by the Rlv1CT mtd route permit 
munber by fhe Host Nation :.1pproval authority. The HTD provides a copy 
of the approved maTch credits to the origin BMCT upon receipt t]:om Host 
Nation authorities. Disapproved march credits will identifY the re:.1son tor 
disapproval and recommendations to co11~ider in order toobtain an 
approved march credit 

3.18 Prep~ue and submit diplomatic cle<lfance requests to the ~lppropriate 
higher headquarters for the movement of U.S. Forces equipment and 
cargo by road and rail. 

A Diplomatic Clearance is required tor all assets (commercial or milit.my) 
bm1~pmiing U.S. Forces cm:go/equipment across :international borders. The 
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request nn1st include tmck and hailer license int<.mnatimt, dl'iver's name and 
passp01t number, cargo infonnation, and border enhy and exit points with date 
and time. The request is submitted to the Theater Movement Control Center 
Operation Section. 

3.19 Phm and document rail movements of U.S. Forces cargo and equipment. 

• The Rail Movement Management Team (RMMT) is fhe section wifhin the 
MCT fhat plans and doc1unents rail movements oflLS. Forces cargo and 
equipment 

• RMMT persmmel receive a list of cm·go and/or equipment fi:om the 
customer and begin the mil plmming process to determine the munber and 
type of rail cars required. 

• A DAMMS-R TMR is cut for the rail mission. Once the mission date is 
trrm, the origin MCf pedonns a Positive Inbound Clearance (PIC) wifh 
the destination MCT TI1e PIC provides ali mission data (munber of rail 
cars, cargo, destination POC, MHE suppmt requirements, etc.) that the 
destination MCT needs. The date, time, and individual PIC'd are 
mmotated on the DAMMS-R TMR as well as the daily MCT SITREP. 

• A cost estimate for the rail move is then completed to determine the 
amotmt of money to be placed on the ftmd cite request The RMMT 
prepares a ftmd cite request and submits it to the appropriate higher 
headqumters for submission to tl.nance. 

• Once the ftmd cite is approved and received back from finance, the 
RMMT orders the required rail cars from the appropriate coordinating 
agency. 

• A Diplomatic Clearance is required for trains tmnspmting U.S. Forces 
cm·go/equipment across international bordeis. The request must :include 
munber and type of rail cars, munber of passengeis (when applicable), 
cargo information, and border enhy and exit points vvith date and time. 
The RMMT submits the diplomatic clearance request to the Theater 
Movement Control Center Operation Section. 

• The Rlv1MT then coordinates rail load or download activities with the 
agency responsible tor railhead operations in their respective area. 
Specific coordination intormation includes, but is not limited to~ date and 
time ofload!mlload, MHE requirements, number m1d type of rail cars to be 
loaded, cargo desctiption, and dl'iver requirements. 

• Documentation required to accompany the train: 
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It is nonnally a mrit responsibility to complete all slripping paperwork that 
must accompany a piece of cargo dming movement (TCMD, Statement of 
Dangerous Goods Declaration, container packing list, se11-:itive item 
invent01y sheet, etc). Upon request, the RlvHviT will assist the lhrit 
Movement Oftlcer (UMO) with the preparation of such forms, except 
HAZMA T celiification. 

• The Rlv1MT can celiifY dangerous goods (HAZiv1A. T) for shipment only 
afler receiving contractual direction tl'om the ACO. 

• RMMT peisonnel exmn:ine all shipping docmnentation for accmacy and 
completeness and take conective action if any deficiencies are tcnmd 
PRIOR to cargo or eqlripment movement 

• Once the rail load is complete, the RMMT prepares the AE 212 (Rail car 
mmrifest). Tlris tonn shows the following inf<.mnation: each rail car by 
se1ial munber, fhe weight of each car, the cm·go loaded on each car, the 
weight of the cargo loaded on each car, and HAZMA T :information (as 
applicable} An adequate munber of copies of the AE 212 must be made 
to assme that it anives at t"inal destination with the fi:eight wauant (CIM). 

• C:\1-:toms docmnentation must also accompany the train. Specific Cl1-:toms 
docmnentation reqlrirements vmy based on the countlies to be transited. 

3.20 Prepare payment documentation for commercial rail transportation 
senices ~md submit to ~lppropriate higher he~1dquarters. 

• The fi·eight wanant tor commercial rail movements is fhe CIM tonn. The 
CIM tonn is an intemational fi'eight tonn accepted by all Emopean 
cmmtries. A stamp must be placed on eve1y copy of fhe original CIM 
fonn to ce1tity that the slripment is U.S. Forces cargo. The fi.md citation 
munber and the customs tonn munberG-:) must be mmotated on the CIM 
tonn. If the cargo cont<1i11-: HAZMAT, fhe type, UN munber, proper 
slripping name, class, and quantity must also be mmotated on the CIM 
tonn. 

• The si.x copies of the CIM form are distlibuted as tollows: 

Page 1: Original Freight Wanant (the carrier subnrits tlris copy to finance 
to receive payment tor fhe slripment) Page 2: Invoice (Billing sheet, wlrich 
details all charges~ tlris accompmries the consigmnent to the destination/re­
invoicing station and remai11-: with the destination/interchange railway 
company) 

Page 3: Receipt (accompanies the consigmnent to the destination station 
and remains with the destination Iailvvay company). 
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Page 4: Duplic::~te Freight Warr::~nt (will be lwnded to the co11signor afler 
the fi:eight has been accepted.) 

P::~ge 4a: Disp::~tch Note (forw::~rd to HQ, Joint Comm::~nd, J-4 office) 

P::~ge 5: Dispatch Note (rem::~ins with the disp::~tching r::~ilway comp::~ny) 

Note: For shipments originating ::~nd terminating :in BiH, ::~n exha copy of 
the CIM ::~nd of the Manifest (photocopy) nnLst be :included for the 
Republic of S1pska. Copies should be in ::~n envelope clem1y marked for 
11 Railw::~ys of the Repliblic of S1pska and attached to the origiml 
p::~perwork. 

• The AE form 464 will be prepared, if accessorial se1v1ces such as 
switching, st::~bling etc., are requested tl'om the loc::~l railway company. 
The AE 464 form consists of five copies. Copies 1 & 5 are given to the 
local se1vic:ing railway company, one copy is submitted to finance, one 
copy is submitted to the appropriate higher headqumters, and the last copy 
is m::~intained by the origin RMiviT or MCT 

3.21 Serve ~-.s ~-. Ih-.ison between the Host Nation n-.ilway agencies/dep~-.rtments 
and the U.S. Forces. 

The RMMT personnel serve as the foc::~l point of relations between the Host 
Nation milways and the U.S. Forces. The RMMT conducts meetings from 
time to time with the Host Nation rail authorities in their assigned AOR to 
facilitate the use of the HN mil system and to address minor issues related to 
the use of these systems by the U.S. Forces. 

3.22 Perform duties ~-.s U.S. Customs stamp holder. 

The AE Form 302-1 is a NATO sanctioned customs clearance docmnent tor 
the duty tl'ee :impmi/expmt of goods that are the propeJ.ty ot~ or destined to be 
the prope1iy ofthe U.S. Forces, across :international borders. This form must 
be stamped with an authmized U.S. C~ustoms Stamp. The stamp celtifi.es that 
the cmgo listed on the tonn is indeed U.S. Forces cmgo and therett)re exempt 
tl'om any taxes, duties, or fees. Stamp holdeis are appointed and tenninated in 
writing by m:ilitmy authmities (usually a LTC or above). Appointment and 
tenn:ination orders must be maintained on file at the respective stmnp holder's 
location. The stamp holder is responsible for the proper use and safeguarding 
of the stamp. Designated US Forces customs clearance officers are 
responsible tor preparation of AE Form 302-1, and will stamp and sign 
origiml ::~nd all copies. Specific U.S. cu.stoms stamp holder procedmes ::~re 

outlined :in REG 55-355. 
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The MRT assists in the movement of convoys, bu:~es, and repmts vmious 
movement information to higher headqumters as necessary or directed. The 
MRT may be used to fa.cilitate border crossings for vehicles or convoys 
canying U.S. Forces em-go. The MRT may also be used to esc01t commercial 
buses or trucks onto and within U.S. :installatio11~. 

3.24 Prepare, process, reconcile, and file AE Form 302-1 (NATO customs 
document) to facilib-.te border clearance of U.S. 

• The AE Form 302-1 is aNA TO sanctioned cu.~ toms clearance document 
for the duty free imp01t/expmt of goods that are the property ot: or 
destined to be the property of the U.S. Forces, across intemational borders. 
The MCT prepares an AE 302-1 after receipt of a request fi:om fhe 
shipping customer. The request for AE 302-1 must state 11.1me and address 
of consignor and consignee, number and description of packages, 
description of goods, seal number (as applicable) and the cargo weight 
The MCT then requests vehicle information fi:om the mode operator and 
prepares fhe 302-1. AE Forms 302-1 s are published in sets consisting in an 
original and 5 copies, munbered copy 1 tluough 6. 

• All copies (except copy 4) will be presented to the Customs Officials at fhe 
various borders. They will stamp all the copies and retain (if required) a 
copy (except the original) for their records. 

• Copy 4 is maintained on file by the origin MCT 

• The destination customer closes out fhe 302-1 by signing and dating the 
fonn in the appropriate place. Consignee will also annotate on the back of 
the original302-1 ifthe shipment presents any discrepancies. 
Consignee will then maintain a copy on tile, and mail the original back to 
the issuing MCT Upon receipt of original 302-1 celtified by the 
consignee, the issuing MCT will reconcile and file the original form >vith 
copy 4 ah'eady on tile. 

• The 302-1 is an accountable form~ therefore an automated or written log 
must be maintained to record the date and reason each 302 was issued. 

• More specific procedm·es and instructions for the use of the AE 302-1 are 
outlined in Regulation55-355. 

3.25 Submit, reconcile, and file fund citation requests for commerchll 
transportation services. 

• Fmtd cites are the approved accmmt code citation that authorize the 
expenditme of funds to suppmt movement opeiations. Fmtd cites are u.~ed 
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to pay for commercial tnm~pmtation a~~et~ moving U.S. Force~ pei~o1mel 
and cargo. 

• The higher headqumter~ that pro\iide~ the MCT operation ~upp01t will 
receive fi.md cite reque~ts from origin MCT'~. Flmd cite reque~t will be 
verified (valid TMR!Frago), logged in and torwarded to the appropriate 
headqumter~ for proce~~ing/approval 

• Appmved fi.md cite~ reque~t~ are received tl'om :s·uppmting tJ.nance office 
and a copy of the reque~t will be torwarded to fhe origin (reque~ting) 
MCT The ~uppmting higher headqumter~ will tile a copy of each reque~t 
tor fi.md tracking and reconciliation. 

3.26 Submit, reconcile, and file freight w•-.rnmts for commercial 
transportation services. 

• Freight warrant~ (AE Fonn 68b[tmck], AE tonn 40 [bu~], and CIM form 
[rail]) are the docmnent~ that are i~~ued to the commercial compmrie~ to 
receive payment tor tran:svmtation ~ervice~ rendered :in ~uppmt of the U.S. 
Force~. The~e docmnents ~etve a~ the validation ~omce documents u~ed 
by the appro\iing tln.ance office to confirm that fhe ~ervice~ were 
pertonned as reque~ted. 

• Supp01ting higher headqumter~ receive~ copie~ of freight wanants for 
completed move~ from each 01igin MCT The ~uppmting headqumter~ 
confmn~ fi.mding information, vetifie~ hacking data, and torward~ fhe 
billing copy of each freight warrant to the ~ervicing fmance office. 

3.27 Perform container management functions for US. Forces in the assigned 
AOR 

• The container management ~peciali~t ma:intaim: intonnation on the 
location and ~t.atn~ of all government owned and lea~ed containeis in the 
a~~igned AOR 

• Reque~ting u~e of empty container~. If a ~ituation ari~e~ wifh a unit or 
organization needing an empty container for ~lripment of cm·go, 
coordination i~ made with the container ~peciali~t and appropriate higher 
headqumter~ to have a container relea~ed to the reque~t:ing lmit 

• Exce~~ Container Tmn-in. Periodically, due to the redeployment of mrit~, 
~upply u~age, and content con~olidation~, the ammmt of empty container~ 
exceed~ de~ired level of on hand empty container~ and create~ a need to 
retmn the exce~~ container~ to the tnm~pmtation ~y~tem. Once emptied 
and cleaned, the container~ are ~ent to a de~ignated area for ~taging. When 
a ~ignificant ammmt (varie~ based on mi~~ion requirement~) of empty 
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containers ::1re collected, coordin::1tion is made with the MCT to ship a 
celi.a:in munber of cont:.1iners to the container holding yard. R:.1il or truck 
tnmsp01t::1tion c:.1n be used to ship these empty containers back to the y::1rd. 

• Cont::1iner Repmti11g Procedmes. The container m::1nagement specialist 
produces and maint::1ins a weeldy container repoli (fonnat may vmy) 
encompassi11g data that is submitted from subordinate milt::::/orgmtiz::1tions 
mtd then t<.)nv:.1rded to the ::1ppropri::1te Jilgher headqumters. Container 
repmis ::1re m::1intained and e-m::1iled out to approp1iate Jilgher headqumters 
::1s required. The container mmwgement specialist will perform a periodic 
physical im:pection of the conta:ineis in his/her :.1::::signed AOR to ensme 
accmacy of the repmted :inform::1tion mtd to ::1::::sess cont::1iner utilization. 

3.28 Operate and maintain the Transportation Coordinated Automated 
Command and Control Information System (TC-ACCIS) 

• The Transpmiation Coordin::1ted Automated C'.omm:.1nd ::1nd Control 
Intonnation System (TC-ACCIS) is an :intonn:.1tion m::1nagement ::1nd data 
comnnuilc::1tion system u::::ed to plan and execute luilt moves. The MCT's 
TC-ACCIS operator provides assist.ance to milt;:; utilizing the system 
dming deployment :.1nd redeployment operations a;:; required. When milt;:; 
do not have ::1n ::1ssigned Unit Movement Oftlcer (UMO) or TC-ACCIS 
oper::1tor the MCT operator will a::::sist with inputting Automated lhilt 
Eqlilpment List (AUEL) mtd Deployment Eqlilpment List (DEL) into the 
system. 

• Cre:.1te and maintain AUELs. Cre::1ting :.1n AUEL :.1ssists milt;:; :in 
maint.a:ining :.1nd tmcking their eqlilpment so that they c::1n be prep::1red tor 
milt movements. AUEL~ ::1re norm::11ly cre::1ted ::1t home station prior to 
deployment 

• Develop ::1nd update DEL~. A DEL is a list of eqlilpment that a milt will 
deploy with to snppmt their oper::1tion. The DEL is t.ailored by the luilt 
connnander b::1::::ed on mi~sion requirement::::. A lmifs DEL is essenti::1l in 
the redeployment process. The DEL is the key data element used by the 
MCT to order tran~poli::1tion ::1sset:::: tor milt movements. 

• Create militmy slilpping bbek Mil:itmy Slilpping Labels (MSLs) are bar 
coded l:.1bels placed on eve1y piece of milt eqlilpment tlwt are used to hack 
::1nd manage cargo dming milt movements. l11e l::1bels give a c::1rgo 
description, weight, dimen~ion::1l data, ::1nd identity •vh::1t mrit owns the 
eqlilpment 

3.29 Perform system administrator functions for the Transportation 
Coordinated Automated Command and Control Information System 
(TC-ACCIS) 
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• The TC-ACCIS administrator assists remote TC-ACCIS useis in the 
assigned AOR The TC-ACCIS administrator maintains the TC-ACCIS 
database and perfonns daily maintenance to ensme no loss of data. The 
administrator also troubleshoots any problems with the system server and 
provides guidance to the remote locations as required. 

• Access TC-ACCIS database :in Central Region (CR) and CONUS. TC­
ACCIS co1mmutications to CR and CONUS enables information 
dissemination to all concerned MCTs. The infonnation that is sent fi:om 
TC-ACCIS is u:~ed in the development of the TPFDD and theretore is a 
vital pmt in the plamring stages of unit movements. 

3.30 Operate ~md nulintain the Glob~ll Command and Control System-Army 
(GCCS-A). 

• The Global Command and Control System-Army (GCCS-A) is a secme 
automation system used to transmit classified movement data. GCCS-A 
provides a secme means of receiving and sending Timed Phased Force 
Deployment Data (TPFDD's), FR.A .. GOS & Movement Ordeis, and daily 
Situation Repmts (SITREPS) for projected missions :in and out of the 
AOR Employees with valid SECRET clearances are the only BRS 
persmmel authorized access to information contained in the GCCS-A 
system. 

• All infonnation on the GCCS-A system is classified and is stored, 
maintained, and handled following the procedmes outlined in AR 380-19 
and DOD 5220.22JVL 

3.31 Coordinate convoy escorts with Host Nation authorities for movements of 
U.S. Forces cargo as required. 

• Depending on the munber or type of velrides :in the convoy, 
type/dimension of the cargo, and! or the route of travel~ Host Nations may 
require escmis for buck movement There are tom different types of 
escmis~ mrit owned, Militmy Police/Host Nation Militmy Police, Host 
Nation Civilian Police, or Contmcted Commercial Escmis (special tender). 
Approved March Credits will dictate the type of escmis required. 

• Unit Owned: thtit owned escmis are escmis provided by the 
mtit!organization conducting the move. Normally, two are required, one 
as the lead vehicle and one as the trail veltide. In some situations, the last 
velticle of a convoy can suffice as the tmil escmt velticle. The escmt 
veltides can be militmy type (green) or commercial type (1wn-tactical). 
Rotating Amber Warning Lights (R.A. WLs) are required to be mounted on 
the vehicle(s) peltonning Escmt duties. 
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• U.S. Militmy Police/Host Nation Militmy Police: Militmy Police escmt 
are required when tmnspmting ceti.a:in types of cargo (class I 
:mmnmition/militmy personnel) tluough specified areas within the AOR 
for secmity and force protection pmposes. H1D will coordinate MP 
Escmis when required tlmmgh the militmy opem.tiom: channels via phone, 
fax, and written cone~vondence. HTD will coordinate Host Nation 
Militmy Police escmts when required with the United States A.:rmy Liaison 
officers in the respective countries via 1st TMCA. 

• Host Nation Civilian Police: Requirements for Host Nation Civilian Police 
escmis are determined by the Host Nation March Credit Approving 
Authority. Once Host Nation Civilian Police escmts have been identitled 
as a requirement for movement, that requirement can only be removed by 
the Host Nation March Credit Approving Authority. All changes to SP 
time mu;:,:t be coordinated with the Host Nation l'v!arch Credit Approving 
Authority via HTD (any chm1ge requires two hom minimum notice). 

• Contmcted Commercial Escmts: Contracted escmt services are required 
for ce1tain oversize/overweight moves exceedi11g specified dimensions 
within cmmtries. HTD will coordinate with the origin MCT and 
destination MCT and the servici11g fmance office to request fi.md.:.ing and 
obtain escmt setvices. 

• Origin MCTs must submit a fimd cite request for escmts to the appropriate 
headqumters. Flmd cite request will be processed by the approving 
finance office. The HTD will torward approved fi.md cite request, copy of 
approved march credits, and written request tor commercial escmts to 
destination MCT 

• The HTD will confirm the contracted escmt setvice request telephonically 
with MCT Graf and noticy origin BMCT of convoy/contmcted escmt 
setvice link up time and location. 
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RULHEAD OPER~TIONS 
SOP No. lOG 

1.0 Purpose 

To establish procedmes for R<tilhead Operation<::. 

2.0 Scope 

Brown ::md Root Services (BRS) will provide Railhead Suppmt. BRS \Nill be capable 
ofloading and luiloading mil cars and provide transpmtation and MHE suppmt. 

3.0 Procedures 

Upon notice of ha:in arrival BRS will load or otiload rail cars as directed. BR<.> will 
hanspmt cargo as requested (to/from the railhead) by Tmn<::pmtation Movement 
Request (TMR). 

3.1 Pr~Railhead Open-.tions 

3. Ll Coordinate with client on mission requirements and conduct Risk 
Assessment tor the opem.tion. 

3. 1.2 Coordinate with client on Traffic Contwl Points (TCP) and militmy 
police suppmt and ently/exit of camps as required. 

3.L3 Coordinate with client on rail Subject Matter Expelt (SME) as 
required. 

3. 1 A Coordinate medical suppmt as required. 

3. 1.5 Coordinate with client on tie down requirements. 

3.L6 Coordinate MHE and Tmnspmtation requirements to suppmt the 
mlSSlOIL 

3. 1. 7 Coordinate Class 1 requirement (water and Iation<::) and Services 
suppmt (Pmtable Toilets/SST, Trash, Water, Vector Contn\1 and Fuel). 

3.L8 Provide comnnmications net control station for command and control 
of railhead operations. 

3.1 .9 Ensme sufficient lighting is available tor night operations if required 

3.1.10 Coordinate blocking and bracing requirements if required. 

3.2 Railhead Operations 

Data Subject to Title Page Restrictions 
Otherwise, Treat as Fo7 01 licial Use 01 1l9 (FOIJG.)- As of 518/2008 



Fo1 Official Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

RULHEAD OPER~TIONS 
SOP No. lOG 

3.2J Conduct Total Safe1y Task Instruction (TSTI), ensme that PPE is 
provided and used by all persmmeL Ensme any visitors are wearing 
PPE as required. 

3.2.2 Marshall all movement and MHE activity dming operations. 

3 .2.3 Maintain control of access to/tl'om railhead operations area. 

3.2.4 Conduct load/down-load operations efficiently and sately as required. 

3.3 Post Railhead Operations 

At the completion of each mission facilities shall be policed and seemed. 
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1.0 Purpose 

Logistics Civil Augmentation Program (LOGCAP) 

l\!IARSIL~LLING AREA SERVICES 
SOPNo.lOH 

To est.:~blish Stmtdard Operating Procedmes (SOP) for the Marslwlling/Vehicle 
Staging Area for the The.:~ter ofOpem.tion~. 

2.0 Scope 

These procedmes cover the movement and staging of deploying, re-deploying, 
sustainment and retrograde supplies .:~nd equipment in suppmt of the LOGCAP 3 
Suppmt Contract 

3.0 Responsibilities 

This SOP is applicable to all ten.:~nt and tl'mtsient based activities that require use at 
the Marshmling/S taging area. 

4.0 Procedures 

• All vehicles tlwt aTe deploying, re-deploying or canying sustainment and/or 
retl'ograde supplies and equipment will be provided escmis into fhe marshalling 
area. The escmt(s) will assign the vehicle(;;:) to a staging lane for processing. 

• Convoy commanders and/or li.:~ison officers (LNOs) are respon~ible for providing 
vehicle escmis to the tlnal convoy staging lmtes once an escmt assigns a lane. 

• Once in fhe staging lanes, movement of vehicles will be coordin.:~ted with the 
Staging Oftlce or designated representative. Once movement is coordinated, 
Brown and Root Services (BRS) personnel will escmt .:~11 vehicles and equipment 
in .:~nd! or depmting the Mm·shalling Area. 

• The MarsliDlling/S taging al'ea speed limit signs and tmffic p.:~ttems .:~re posted and 
will be followed. 

• Unit formations/assemblies will be held m designated .:~reas outside of fhe 
marsliDliing area. 

• The marshalling/staging area will not be used as a jogging or physical tJaining 
area. Foot traffic is limited to the 1mit staging lanes and the fuel point 

• The Materiel Handling Equipment (MHE) area is for .:~uthorized personnel only. 
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• Unit LNOs will coordinate with the Staging office to coordinate for the loading or 
downloading supplies and equipment on their vehicles. 

5.0 Vehicle Staging 

• Staging lanes are designed with safety/maintenance areas for use by the BRS 
maintenance contact teams. This allows easy access to select vehicles without 
d:ismpt.ing the lanes assigmnents. It will also maintain mrit integ1ity in the lanes. 

• Staging lanes will be clear of foot- haffic, velricle components, trash and other 
debris. 

• All staged velricles will remain muocked. A key will remain with the eqlripment 
Key(s) shmud be taped or secured to the steering wheeL Tlris is required for 
emergencies or to temporarily re-locate a velricle. 

6.0 Safety Briefings 

• Upon anival, the staging specialist or a designated representative will provide a 
safety briefmg to the incoming convoy commander or LNO concerning the 
Marshalling Yard safety rules. It is the convoy commander or LNO's 
responsibility to brief the lurit members :in Iris/her convoy about the satety 
reqlrirements :in the marshalling area. 

• Satety violations will be brought to the attention of the local commander for 
corrective action. 

7.0 Services and F~lcilities 

The man:d1.1ll:ing/staging area is eqlripped with a heating area, water point, hazardous 
waste point, fi1el point, trash collection points and pmiable toilets. 

8.0 Fueling Operations 

All velricles requiring fi1el will rotate through the fi1el point located inside the 
marshalling area. Once refi1el opemtions are completed, vehicles retmn to the same 
assigned lane. Refi1eling velricles in the lanes may occm at the discretion of the 
Marshalling/Staging area supervisor or designated representative. 
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9.0 H•umat Spill Prevention 

SOPNo.lOH 

• Units 1.-vill place d:.tip p::~ns (when avaibble) 1mdemeath their equipment 

• Hazardou..;,: Material (HAZMA T) spill, users will take immediate action to cont::~in 
and pick up the spilL The staging specialist or his/her designated representative 
will be notitled immediately to assess the situation and call the BRS HAZMAT 
team. 

10.0 s.-.fety 

• .All weapons will be cleaTed p1ior to entering and/or depmting the marshalling 
area. 

• All mrits will use chock blocks when available. 

• All velricles will have ground glrides/or esc01ts while in the Marshalling/ Staging 
area. 

11.0 Administrative Vehicle Use 

thrits are authorized two small velricles for ad:.tni1ristmtive use while on the base. 
These vehicles will be repmted to the Staging Office upon anival, or as soon as 
possible the.reafler. Tactical vehicles used for adminishative use must be retmned to 
the Marshalling area upon completion of adm:Uristrative use. All other uJrit velricles 
will remain in the staging area, unless directed to the waTehouse or other area for 
upload or download procedmes. These velricles will also be rep01ted to the Stagil1g 
Office. 

12.0 Sustainment/Resupply Convoys Procedures 

• All milit.my and commerci::~l velricles c::~nying sustainment supplies and 
eq1ripment will be logged i11 at the mmshalling yaTd entmnce gate. An esc01t will 
be provided to lead the velricle to the appropriate location. 

• The doc1unents will be retrieved from the carrier and a detenn:Umtion will be made 
where the :i11Comi11g velricle(s) will be staged. 

• The Movement Control Team (MCT) will be notified of all incoming connnerci::~l 
velricles that h::~ve ''Tmmdtrip" auth01ization so load detennil1ations can be made 
in timely a manner. 
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• The st..:1ging specialist will coordinate with the container foreman and the MHE 
section to download contents when required. An escmt will lead the vehicle to 
the appropriate area to complete customs docmnentation. No commercial contmct 
vehicles will be released tl·om the marshalling yard miless cleared to do so by fhe 
MCT or appropriate office. 

• Cargo will be segregated for onward movement or local 1mit distlibution. 

• To retrieve equipment or supplies from the yard, all organizations must obtain a 
release authorization docmnent from the Task Force commander, or his/her 
designated representative prior to removing any poliion of their equipment tl·om 
the mmshalling yard. No mate1ial will be released without the release docmnent 
bearing the authorized representative signatme. Sustaimnent supplies will be 
released for shipment vi.a Trans-pmiation Movement Request (TMR) or Positive 
Inbound/Outbound Clearance fonn (PIC). 
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The pmpose of this SOP is to prescribe policies ::md procedmes for the Brown :md 
Root Services (BRS) shuttle bu.<:: operation. 

2.0 Scope 

This SOP applies to the LOGCAP Supp01t Contlact 

3.0 Procedures 

3.1 Trm1<::p01iation Movement Requests (TMR's) <.1re received tl'om the designated 
military anthmity that receives and valid<.1tes the request fi:om the milts. The 
TMR is fhen forwarded to either the Branch Movement Control Team 
(BMCT) or designated BR<.> representative. If sent to the BRS representative, 
it is forw<.1rded to BR<.> for execution. The mission w.ill then be either selt: 
perfonned or sub-contracted. 

3.2 BR<.> also uses an internal Tiv1R form for internal BRS personnel movements. 
T1ris is forwarded tl'om the requesting section directly to the designated BRS 
POC, who will coordinate its execution. 

3.3 Shuttle bus seiVice is pro'.!i.ded for the US Forces. Bus routes and schedules 
shall be posted at each on-base stop. 

3.4 BR<.> maintai11<:: a 24-hom on call capability to respond to 1mscheduled 
1lllSS1011'::. 

3.5 BR<.> also manages subcontracted bus services. See BMCT SOP. 
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The pmpose of tJris SOP 1s to establish procedmes for Loc:.1l and Line haul 
tmnspmtation operations. 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Conhact 

3.0 Procedures 

3. 1 The procedme~ will be u~ed dming Local and Line haul tran~poli.ation for the 
light, medimn and heavy mode~ of tnm~pmtation tor the movement of 
pa~senger~, mail, Star~ and Stripe~, cmgo, all cla~~e~ of ~upply, retrograde, 
and heav-y eq1.ripment within theater of operation~. The~e procedme~ are 
applicable tor regular loc:.1l, line haul, or expre~~ trm1~pmtation operatio11~. 

3. Ll A Tran~pmi.ation Movement Reque~t (TMR) or a Brown and Root 
Service~ (BRS) Di~patcher will be u.~ed to ta~k tnm~pmtation a~~et~. 
The TMR i~ nibmitted from a ~ervicing Movement Contn\1 Agency 
(MCA) or any competent authority requiring trm1~pmtation ~ervice. A 
Tran~pmtation Control Movement Docmnent (TCMD), Warehou~e 
Req1.ri~ition, or an :.1nthorized Tran~pmt~tion Movement Reque~t 

(TMR) receipts movement of cm·go. The only exception i~ Star~ and 
Shipe~ new~paper~. Ta~king i~ on-c:.1ll, and di~tlibution in~truction~ are 
provided with new~p:.1per~. 

3. 1.2 Pre-mi~~ion re~pon~ibilitie~ 

• En~me the appropriate mi~~ion vehicle(~) i~/are di~patched. 

• Preposition and/or mar~hal vehicle~ to maintain comm:.1nd and 
control, positive control of property, and ~:.1feiy of per~onneL 

• En~me driver(~) have the proper licen~e (~)and tmining to operate 
a~~igned vehicle~. 

• En~me Proper Protective Equipment (PPE) on hand tor the vehicle 
operator(~). 

• En~me the driver(~) receive proper TSTI II on vehicle operation 
and u~e of ~uppmt equipment 

3. 1.3 Mi~~ion Planning Re~pon~ibilitie~ 

• Check the TCMD, TMR or Warehou~e Req1.ri~ition and coordinate 
with MCA or authorized reque~ter. 
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• If mission has changed, mmotate changes on fonn with all pe1tinent 
details per local procedmes. 

• Mission cancelled or mwuthorized? retmn TivfR to requestor. 

• IdentifY vehicle (s) requirements. 

• IdentifY mission and suppmt personnel, as applicable. 

• Conduct route reconnaissance? as applicable. 

1. Conduct map recom1.aissance? and select p1immy and alternate 
routes. 

2. IdentifY halts? remain over night (RON) sites? route restrictions? 
and prepare strip map. 

3. IdentifY checkpoints (CP) tor rep01ting m1sswn progress? 
arrival times? and depmtme times. 

• Submit appropriate inronnation for border and/or diplomatic 
clearances and Cltstom clearances? as applicable. 

• Preposition and/or stage vehicle(::::) tor loading? as applicable. 

3.L4 Plan Vehicle(::::) Movement 

• IdentifY and coordinate special mission requirements. 

• Ensme comnnmication equipment is in vv01king order. 

• Coordinate mission supp01t requirements. 

• Determine in trm1sit visibility. 

3.L5 Prepare Driver(::::) 

• Ensme driver(::::) have the opp01tmrity for necessary rest and sleep 
prior to velricle(s) depmtme time. 

e. Conduct pre-b'ip inspectio11s to check peisonnel, equipment, 
documents? and PPE. 

• Ensme d:river(s) receive proper TSTI II on velricle operation and 
use of suppmt equipment 

• Preposition express drivers for receipt ofnrission velricles. 
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3.L6 Prep::~re Vehicle(s) 

• Schedule driver(s) for pre-bip vehicle inspection. 

• Check load to en~:me proper c::~rgo m::~ik:ings, ::~nd placm·ds. 

• Receipt the TCNID ::~nd!or approp1i::~te shipping documents from 
shipper, ensme docmnents ::~re complete, ::~s applicable. 

• Ensme each vehicle lws appropriate safe1y ::~nd suppmt equipment 

3. 1. 7 Mission Responsibilities 

• TSTI II, brief persotmel, ::~nd cover ::~ny ~:peci::~l requirements that 
::~re ::~pplicable to yom pmticu.bl' mission. 

• Ensme vehicle (s) depmtme is on time. 

• Repmt depmime time to Tr::~nspmtation. 

• Monitor movement of assets. 

• Ensme ::~rriv::~l ::~nd depmtme of CPs ::~nd fhe ::~rriv::~l at destination 
::~re repmted to Tmnspmt::~tion, ::~s ::~pplic::~ble . 

• Process cle::~r::~nce and custom p::~perwork with approp1i::~te offici::~ls, 
::~s required. 

• Conduct periodic load inspections ::~nd m::~inten::~nce checks. 

• Receipt the TCMD, TMR, Warehouse Requisition, ::~ud!or 
::~ppropriate shipping docmnents to the receiver. 

• Express drivers will prep::~re for receipt of ilibmmd vehicles and 
cargo one (1) hmu·prior to scheduled delivery. 

3. 1.8 Post Mission Respom:ibilities 

• Conduct m::~inten::~nce ::~ud post tl'ip check on vehicle(s). 

• Secme blocking, bracing ::~nd tie dow11~, as ::~pplicable . 
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1.0 Purpose 

This St:mdard Operating Procedme (SOP) provides guidelines ::md procedmes for the 
operation of the Transpmi.ation Motor Pool (TMP} 

2.0 Scope 

This SOP is applicable to the management and oversight of the Brown and Root 
SeiVices (BRS) TMP services in suppmt of the LOGCAP 3 Suppmt Contract 

3.0 Mission 

To snppmt elements with TMP se1vices and provide for 24-hom maintenance and 
emergency road services for vehicles assigned to the TMP. 

4.0 Responsibilities 

4.1 TlVIP Supervisor 

• Responsible for daily operation of the TMP. Ensmes procedmes for 
dispatching ;:md maintenance are followed. 

• Coordinates with the Division Transpmi.ation Officer (DTO) and/or 
Milit.my TMP Supervisor on vehicle requirements. 

4 ') Dispatcher 

• Dispatches vehicles in accordance with established procedmes. 

5.0 Dispatching 

5.1 Request for Dispatch 

• Cu.~tomeis requesting vehicles must do so tlu·ough the G-4 and/or DTO 
office. 

• The G-4 and/or DTO will verifY availability of vehicles and validate the 
request A ''vehicle request" type docmnent will be forwarded from the G-
4 and/or DTO to the TMP and will include the following intonnation: 

1. Appropriate hacking munber (if utilized) 
2. The Requesting Unit or Agency 
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3. A Point of Contact (POC) :md Phone Number 
4. Type ofVehicle 
5. Ihlt.e and Time of requested pull 
6. Dmation of Dispatch (Date ofRetmn) 

SOPNo.llC 

• The dispatcher will ensme that the G-4 and/or DTO are ad'.iised of 
availability ofTMP vehicles on a daily basis. 

5.2 Dispatch Procedures 

The operator from the requesting Unit or Agency will repmt to the TMP 
dispatch office on the date & time indicated. 
The following actiom: will occm: 

• The operator must have :in their possession a valid Chiver's licen<:e with 
appropri:.1te endmsements (location dependent). If the operator fails to 
produce a valid license the dispatch will not occm and the G-4 and/or 
DTO will be infonned by BR.S. 

• The dispatcher will genetate a Motor Vehicle Equipment Utilization 
Record using the information provided on the •'vehicle request" type 
doc1unent and will include the following entries: 

a. Date 
b. Type ofVehicle 
c. Govemment Property N1unber GP# 
d. Licen.::e Plate # 
e. Operators Name 
f Supervisors Name (repmting senior) 
g. Cmrent Mileage ofVelride 
h. Signatme block for operator 
L Signatme block for dispatcher 
J. Fuel usage block 
k Oil usage block 
L Emergency information (i.e., POC, telephone munber) 
nL Remarks 

• The dispatcher/assistant will inspect the vehicle along with the operator. 
A checklist will be provided ft)r tlris pmpose. The checklist \Vill include 
preventive maintenance (PM) and safety items reqtriring inspection by the 
operator daily. The operator will be instructed on the requirement to 
perfonn daily PM. 

NOTE: The vehicle inspection check sheet must be filled out in order to 
validate the disp~ltch. 
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• The operator vvill receive the necessmy keys to operate fhe vehicle. Tltis 
will be annotated in the rema11( block on the dispatch form. A spare key 
for the velticle will be retained in a key box at the TivlP dispatch office. 

• The dispatcher will brief the operator on breakdown, accident and retmn 
procedmes. 

• The dispatcher and operator will sign the dispatch torm. It will be placed 
along with fhe PM checklist in the eqltipment "dispatch tolder". This 
"dispatch folder" is a controlled item and must remain with vehicle when 
operated. Loss or thefl of the "dispatch folder" will be repmted 
immediately to the G-4 and/or DTO and BRS security. 

53 Return Procedures 

• The operator will retmn the velticle to the TMP on or before the dispatch 
expiiation date. At time of retmn fhe velticle will be cle:med and the fi1el 
tank filled, subject to wash rack availability. 

• The velticle will be inspected when retmned. If any major mechanical 
deficiencies and/or damages aTe noted the velticle will be sent to fhe 
maintenance shop tor conective action and placed in a non-availability 
statu.<::. The G-4 and/or DTO will be notified by BR<:>. 

• The operator must record the mileage and thel usage in the appropriate 
blocks on fhe dispatch tonn. The vehicle dispatch status will be updated 
to "available tor dispatch". 

5.4 Delinquent Dispatches 

Rehmt of the vehicle on the required date is necessal'y to till pending 
requirements, maintenance procedmes and to identifY possible velticle 
damage. If fhe lhtit fails to retmn the vehicle on the required date BRS will 
notizy fhe G-4 and/or DTO. 

6.0 :Maintenance 

Scheduled se1vices and required repairs will be pertonned. 

6.1 Production Controls 

Repair information will be maintained within a maintenance database. 

Data Subject to Title Page Restrictions 4 
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Logistics Civil Augmentation Program (LOGCAP) 

TR~NSPORTATION 1\!IOTOR POOL 

6.2 Scheduled Services 

SOPNo.llC 

• Vehicles will be maintained in reference to mannfactme' s maintenance 
specifi cati 011~. 

• When scheduled m<~intenance is required, the equipment shall be removed 
tl'om dispatch availability stat\1~ and taken to the maintenance shop for 
SelVlCe. 

• TMP willnoticy G-4/ DTO when dispatched vehicles are not tmned in for 
maintenance. 

7.0 Vehicle D~-.mages 

7. 1 When a TMP vehicle is damaged by accident or incident and the operator is a 
BRS employee, BRS standard procedmes will apply for investigation, 
rep01ting, Estimated Cost of Damage (ECOD) and Lost, Damaged, and 
Destroyed repair process. 

7.2 When a TMP vehicle is damaged by accident or incident, by anyone other 
than BRS peisonnel, the Milit.my Police will conduct the on~ite 

accident/incident investigation and BR<:> will complete the Lost, Damaged, and 
Destroyed (LDD) repmt utilizing the Militmy Police Repmt if one is 
available. 

7.3 The damaged piece of equipment vvill be taken to the maintenance shop to 
have the ECOD prepared by a qualified teclmic<~l inspector. TMP willnoticy 
BRS Propelty Control of the incident and place the vehicle in a non­
operational stah1~. 

7 A BR<:> Prope1ty Control will noticy the Government GPA of the damage, 
providing the n<~me <~nd unit of the service member involved. BRS Property 
Contl'Ol has the responsibility of the LDD submittal to the GPA in accordance 
with the approved Property ContTol Procedmes. 

7.5 Upon completion of the repairs the vehicle will be Ieleased to the TMP and 
the status updated to ••available for dispatch" 
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BY DmECTION OF 
DCIVIA AND ON BEIL~LF 

OF DRlVISI FOR THE 

UNITED STATES 
GOVERNMENT 

AMERICAN ENGLISH VERSION 

I hereby acknowledge the receipt of the 
bid package No. XX-XA.'XX. 
I understand that when I (my company) 
submits a bid that the bid must. be 
submitted by __ 1m? DATE 200 L 
If not here before 1m yom 
bid will not be considered for the pmchase 
OfU.S. Government Propelty. 

41 
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EX CESS PROPERTY /SCR~P l\!IATERIAL LA YDO\vN YARD 
SOPNo.12A 

SAMPLE 
~ 
~ 

Brown & Root Services 
EPL Y/SML Y Sales 

MEMO FOR RECORD 

FROM: EPLY/SML Y Sale~ Manager 

TO: Solicitation File: 

SUB.JECT: Pre-Bid Conference Memo for Record 

Enclosure 7 

A pre-bid conference \Va~ held in (TBA) ~ followed by a 
~ite vi~it to . All comp::my repre~entative~ attended both the pre-bid 
conference and ~ite vi~it A form in Engli~h and i~ in tile ~tating they have 
picked up a copy of the bid package and the time & date in which bid-: mu~t be ~nbmitted by. 

The bid package wa~ read aloud, ~o that if fhere were any qne~ti011-: they could a~k them. 
All of thi~ wa~ done fhTough a tran~lator. l11e "Tip~ to Bidder'~" wa~ gone over to en~me no 
mi~undeistanding~ to the IFB. 

Once again., we eJqJlained that each LOT would be ~old a~ i~ where i~ and not ~01ted item by 
item (iw picking & choosing). 

Brown & Root Se1vice~ 
EPL Y/SML Y Sale~ Manage1· ________________ _ 

Data Subject to Title Page Restrictions 42 
Otherwise, Treat as F'o1 Official Use 011ly (FOUO) As of 51812008 



For O#ioiel Use Ollfy (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 
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SOP No.12A 

SAMPLE Enclosure 8 

Brown & Root Services (BRS) 

Buyer: 
From: 
Subject: 

EPL Y /SML Y Sales 
Hereafler referred to as "PURCHASER" 
Smplns Property Sales Mmtager 
Pre- Petfonnmtce Briefing 

DATE: 

The pmpose of tltis Pre-Pertonnance briefing is to e11sme and clarifY the BRS EPL Y/SMLY 
Sales Office policies and niles that govem<:: the removal process and specified time limits. 
The tollo>ving acti011<:: :MUST be accomplished >vi thin this 30 CALENDAR DAY PERIOD: 

• Bank: deposit and c::ustoms application, set appointment tor customs to view the propetiy 
so they can m::\ke their assessment, pay assessed amount, complete Customs paperwork 

• Bring copies ofthe above paperwmk to the EPLY/SMLY Sales Office. Before release of 
the matetial!propeliy EPLY/SMLY Sale Office must be able to verifY the above acti011<::. 
Once vetitled, paperwork is faxed to SCO in Wiesbaden, Germany who authorizes the 
release of the propeliy. Upon authorization Sales Manager stamps and sig11<:: awm'd 
docmnent in the paid block: and sends to Site Foreman to let pick up of propetiy to begin. 

• NOTE: It is understood that witltin the material!propeliy yon pmchase there maybe items 
you will discard. You agree not to discard or tluow away material/propeliy along the 
roadside or on empty lot not owned by "THE PURCl!ASER". If placing any of the 
matetial!propeliy in a land fill or dump, you nntst provide a vetifiable receipted permit 
TJtis mu.<::t be done in accordance with local environmental rules and regulations. All 
procedmes must be done legally and a lawfiu manner. THIS MUST BE 
ACCOMPLISHED NO LATER THAN OR YOU WILL FORFEIT ALL CLAIMS 
TO THE MATERLA.L!PROPERTY AND THE BID AMOUNT WITH NO CliA.NCE OF 
REFUND. 

• Once at the EPLY/SML Y Sales Site, the Site Supervisor prior to begimting pick up will 
conduct a safety briefing. This briefing is given to "THE PURCHASER" employees. 
They must mtderstand that they will be working in a Hazm·dous Environment and that 
their employer is fillly responsible tor them at all times wlrile working at tltis facility. 
''THE PURCHASER" is responsible tor it\imies (to ittclnde death and or 
dismemberment) or losses (to it1elude actual or anticipated) ittcmTed wltile at tltis facility. 
Remember while at the EPL Y/SML Y ,)ales Site you are required to wear and use safety 
eqltipment such as hm·dhats and steel toed boots or shoes. 
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EXCESS PROPERTY/SCR~P l\iiATERIAL LAYDO\\N YARD 

SOP No.12A 

Enclosure 8 
(Cont.) 

• Yo1.u· operation may be monitored or in~pected by the following sections witlrin Brown & 
Root Services, to ensm:e the s::~fety and secmity of the EPL Y/SML Y Sales Program is 
adhered to~ a) Safety~ b) Secm:ity~ c) QAQC [quality assm:ance quality control]. Yon must 
follovv their direction and g1.ridance. It is yom: responsibility to ensm:e the niles are 
followed and all safety requirements are met Make sm:e yom eq1.ripment is :in good 
mechanical working condition [NO LEAKS -oil, fuel, hydrmuic t1nid, anti-freeze, etc.]. 
Must make sm:e equipment is properly operated and :in a safe protessional mmmer. 

• Brown & Root Se1vices (BRS) have ::~nd maint::~in an excellent SAFETY record operating 
the EPLY/SML Y Sales Site to date. Tlris success can be pmtially attlibuted to a well­
developed s::~fety program to en~me the s::~fety of om: workers and ymm. 

• Brown & Root Se1vices on site snpervi~or at the EPL Y/SMLY &ties Site will be ::~ble to 
answer any and all questions regarding operations there at the s::~les yard. The BR.S 
EPL Y/SML Y Sales Afrmager will answer and address any and all questions concenring 
policy and contract issues. 

BROWN AND ROOT SERVICES 

EPLY/Sl'v1L Y Sales Manager 
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EXCESS PROPERTY/SCR~ 1\!IATERIAL LAYDO"\vN YARD 

SOP No.12A 

Annex I 

For the pmposes of indicating condition of the propeliy, the Federal Condition Codes 
indicated below will be u.sed. Use a combination of a letter and a number (such as Al or F7) 
or 2letter (when salvage or scrap is :indicated). 

FED ERA.L CONDITION CODES 

Supply Condition Codes 

A New, used, repaired, or reconditioned property, which is serviceable and issuable to all 
customers without limitations or restriction. Includes mate1ial with more than 6 months 
shelflife remaining. 

B. New, used, repaired, or reconditioned prope1ty which is serviceable and issuable or f<.)r its 
intended pmpose but restricted from issue to specific 1urits, activities, or geograplrical 
areas because of its limited usefi.uness or shmt service-life expectancy~ includes material 
and remaiiring shelflife of three to six months . 

F. Economically repairable property, wlrich req1rires repair, ove1hmu, or reconditioning 
(:includes repairable items wlrich are m.dioactively contaminated). 

H. Property, which has been determined to be unserviceable and does not meet repau 
crite1ia. 

S. Property that has no value except tor its basic material content 

Data Subject to Title Page Restrictions 9 
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EXCESS PROPERTY/SCR~ 1\!IATERIAL LAYDO"\vN YARD 

Disposal Condition Codes 

SOP No.12A 

Annex I 
(Cont.) 

1. Unused-Good. Unused property tlwt is usable without repmrs and identical or 
interchm1geable with new items from normal supplies somces. 

2. Unused-FaiL Unused proper1y that is usable without repairs but is deteriorated or 
dmnaged. Enough utility remains to classifY the prope1ty better than salvage. 

3. Unused-pooL Unused prope1ty that is usable without repair but is considerable 
deteriorated or damaged. Enough utility remains to classifY the property better than 
salvage. 

4. Used-Good. Used property that is usable without repairs and most of its usefitl lite 
remams. 

5. Used-Fair. Used propeliy that is usable \Vithout repairs. 

6. Used-PooL Used propeliy that is usable without repairs, but i~ considerably worn or 
deteriorated to the degree that remaining utility is limited or major repairs will soon be 
required. 

1 Repairs Required-Good. Required repairs aTe mmor and should not exceed 15% of 
original acquisition cost 

8. Repairs required-Fair. Required repairs are considerable and are estimated to rm1ge from 
16% to 40% of the original acquisition cost 

9. Repairs Required-PooL Required repairs are major because the prope1ty is badly 
damaged, \VOnl, or deteriorated, and are estimated to range from 41% to 65% of original 
acquisition cost 

X Salvage. Propeliy has some value in excess of its basic material content, but repair or 
rehabilitation to u.~e for the originally intended pmpose is clemly impractical Repair for 
any use wo1.tld exceed 65% of the mig:inal acquisition cost 

S. Proper1y that has no value except for its basic material content 

CONDITION CODES TO BE USED ON THE INVITATION FOR BIDS ARE AS 
FOLLOWS: 

1. GOOD 
2. FAIR 
3. POOR 

Data Subject to Title Page Restrictions 10 
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CONDITION CODES-FEDERAL 

SOP No.12A 

Annex I 
(Cont.) 

DEFINITION: The specific v:=~lue that denotes the condition of excess prope1iy received ::~t 
disposal activity. 

CODE 
Al 
A2 
A3 
A4 
A5 
A6 

Bl 
B2 
B3 
B4 
B5 
B6 

Cl 
C2 
C3 
C4 
C5 
C6 

Dl 
D2 
D3 
D4 
D5 
D6 
D7 
DS 
D9 

E7 
ES 
E9 

F7 
FS 
F9 
FS 
FX 

DESCRIPTION 
Se1viceable- lumsed, good 
Se1viceable-mmsed, fair 
Se1viceable- lumsed, poor 
Se1viceable-used, good 
Se1viceable-used, fair 
Se1viceable-used, poor 

Se1viceable-mmsed, good (w/qualifications) 
Se1viceable-mmsed, fair (w! qualificatiom:) 
Se1viceable-mmsed, poor (w /qu::~litJ.c::~tions) 
Seiviceable-lt~ed, good (w/qu::~lifications) 
Se1viceable-used, fair (\v/ qunlifications) 
Se1viceable-n~ed, poor (w/qualificatimt~) 

Se1viceable-mmsed, good (priority issue) 
Se1viceable-mmsed, fair (priority issue) 
Se1viceable-mmsed, poor (primity issue) 
Se1viceable-used, good (p1iority issue) 
Se1viceable-used, fair (p1iority issue) 
Selviceable-lt~ed, poor (priority issue) 

Se1viceable-mmsed, good (test/moditJ.cation) 
Se1viceable-mmsed, fair (test/modification) 
Se1viceable-mmsed, poor (test/moditJ.cation) 
Selviceable-lt~ed, good (test/moditJ.cation) 
Se1viceable-used, fair (test/moditJ.cation) 
Se1viceable-n~ed, poor (test!moditJ.cation) 
Se1viceable-good, repairs required (test/moditJ.cation) 
Se1viceable-tail·, repairs required (test/modification) 
Se1viceable-poor, repairs required (test!moditJ.cation) 

Unserviceable-good, repairs required (limited restoration) 
U nservi ceabl e-fail·, repairs required (limited restomti on) 
Unserviceable-poor, repairs required (limited restor::~tion) 

Unserviceable-good, repairs required (reparable) 
Unserviceable-tan·, repaiis required (reparable) 
Unserviceable-poor, repail·s required (repar::~ble) 
Unserviceable-scrap (reparable) 
Unserviceable salvage (reparable) 
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G7 Unserviceable-good, repairs required (incomplete) 
GS Unserviceable-fair, repairs required (incomplete) 
G9 Unserviceable-poor, repairs required (incomplete) 
GS Unserviceable-scrap (incomplete) 
GX Unserviceable s::llvage (incomplete) 

H7 Unserviceable-good, repairs required (condemned) 
HS Unserviceable-fair, repairs required (condemned) 
H9 Unserviceable-poor, repairs required (condemned) 
HS Unserviceable-scrap (condemned) 
HX: Unserviceable salvage (condemned) 
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EXCESS PROPERTY /SCRAP MATERIAL LAYDOWN YARD 
STANDARD OPERATING PROCEDURE 

EPL Y /SML Y Sales Flo,;v Program 

AnnyUnit:s hunAn excess 
Propert:yi•ctap material to 

EPLY/SIVILY 

Paperwork completed 
correctly 

(1348-1 A with two •ignature• 
andDODAAC li) 

NO 

YES 

YES lru;P"ction of <etap for 
DEIVDL, hazmat or ttash 

YES 

Receiving •ctap 
materials 

E•timate 
weight 

SOP No.12A 

BRS •\lru; 
completed 

docurnerdation 

Downloaded &, 
•egregated•ctap 

materials 

Annex III 

Authori:red 
.P'roonal 
m convoy 

Training for 
authorized 
f"r<onal Items issued to 

Army on 
1348-1A form 

YES Identify 
harve.ted 
materials 

OR 

NO 
msl$sue 0 ... BRS on 

Jte dt 

Who. requi•ition Placed •ctap in 
de•ignated location 

by 
categorizing/lo Hing 

! BRS forward. 
PLCOandlor BRS Mtifie• PLCO 

~ de•ignated rep. and TheaterGPA of 
~ 

BRS collect:o and Screening for PLCO &, DRMSI propo•ed Invitation Yardclcc;edfor 

attendo/ob•erve• ~ bid opening date proc .. <e•bido ~ bidder< and ~ Mtifle•BRS of ~ For Bid (IFB) to Invitation ForBid 

bid opening adverti•ing approval PLCO and DRMSI 
for approval 

BRS forward. bid. to 
PLCO &, DRMSI 

BRS P'rform• 
Awardee/• Awardee/• provided 

BRS coordinate• selects successful BRS Mte• processes payment&, cu•tom• PLCO &, DRMSI for 
~ bidder< and Mtifie• ~ awardee/s ____. pre-f"rformance 

~ payment&, ____. documentation to f---+ awardee Is 
award determination BRS of award briefing CU$toms BRS for verification equipment pickup 

selection documentation 

DRMS I forward. BRS forward. 
Awardee pick• 

BRS remove• all 
form714a .. ...._ clo•ing 

~ ~ 
identifying 

close out documentation to up equipment marking• from 
document PLCO/DRMSI equipment 

USE OR DISCLOSURE OF DATA CONTAINED ON THIS SHEET IS SUBJECT TO RES1RICTIONS ON COVER PAGE 
Brown & Root Proprietary Data 
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EXCESS PROPERTY /SCR~P 1\ilATERIAL LA YDO"\vN YARD 
STANDARD OPER~TING PROCEDlJRE 

INVITATION No. 00-LBOS-XX-XXXX 

BROWN &ROOT 

~ 
SERVICES (BRS) 
DAAA09-02-D-0007 

BRS 
EPLY/SMLY 

Program 

SOPNo.12A 

Annex II 
SALE No. XX-XXXX 

BY DIRECTION OF 
DCMAANDON 

BEHALF OF DRlVISI 
FOR THE 

UNITED STATES 
GOVERNMENT 

sY·i ' ~~ m m if;DI.J)I"f~Jim ~~Em m 9i~~N !0'1.5;"·9/~,R ti~~iJ?~P'Jf~~~*-If{~!~X.~·;~ 0tkm m m If; ~~ 
BID RECEIPT DEADLINE: all sealed bids must be received by BRS, Sales office in 
LOCATION, HOST COUNTRY, by 14:00 on DATE 2002. Note: If you would like to 
hand carry your bid into the bid opening or to attend the bid opening, you will need to 
arrive at least 10 to 15 minutes earlier to clear through BRS Security. 

> 61b.siRECEIVEb•AF.feR 14:60. 0.Afe2oo1,>W1L..L••NoT6e):iONS.IbERE0! >>I 
SITE VISIT/INSPECTION DATE: From DATE through DATE 2002, between 
08:00hrs to 17:00hrs. Vendors may go directly to BRS Sales Office Site located in 
LOCATION to inspect sale items. 

PRE-BID CONFERENCE: Meeting is located in the Brown & Root Sales Office 
Conference Room LOCATION. TIME: 14:00 hours DATE 2002. Attendance is 
optional, however this is the time to bring up any questions or concerns in 
regards to the Invitation for Bidders. Your attendance is highly encouraged! 

SCRAP OFFERED FOR SALE IS AS FOLLOWS: 

Miscellaneous steel-light metal, scrap 

Electrical cables, sera 

Tires, scrap-including of various sizes 

Payment for property must be via bank deposit only. Bank transfer fee and 
currency conversion rate fees shall be the responsibility and at the expense of the 
successful buyer. These fees shall be made at time of payment (deposit) and a 
copy of the receipt must be presented to this office with a signed, stamped copy of 
all receipts, customs paperwork, plus copies of any & all legal required landfill 
permits. 

SALES OFFICE: Brown & Root Service Sales Office is located at LOCATION, 
HOST COUNTRY Phone: Local PTT: (cell phone), 

;Fax: 
All bids should be m:uked: ''SEALED BID" and made to the Att.ention: BRS Sales Office. 
lnvi.tation for Bid No.: 00-LBOS-XX-XXXX. 

TIPS FOR BIDDERS 

Data Subject to Title Page Restrictions 13 
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SALE No. XX-XXXX 

BY DIRECTION OF 
DCMAANDON 

BEHALF OF DRlVISI 
FOR THE 

UNITED STATES 
GOVERNMENT 

Review the terms and conditions of this sale carefully. 

• If you have questions, consult with the BRS Sales Office. 

• DO NOT bid for more material than you can pay for and/or remove within 
the removal time allowed (30 days from time awarded sale - including 
weekends!) 

• Be sure your bid is responsive. Bids are solicited on many different bases; i.e., 
pound (noted as LBS; lbs; LB), foot (noted as ft., or as 9'), each (noted as Ea.), 
ton (noted as t). Be sure your bid is submitted on the proper unit of measure. 

• Always verify your unit price and your total price before signing and mailing the 
bid. Mistakes can prove costly to you and will delay processing your bid. Initial 
erasures and changes made on your bid. 

• Be sure to address your bid to the exact mailing address given on the invitation 
for bid. Please make sure to keep the BRS Sales office informed of any changes 
in your company, such as: Name of Company, Address, Telephone Number, Fax 
Number and or Point of Contact. 

END USE CERTIFICATE/BID and AWARD PAGE. 

• Be sure the End Use Certificate is properly filled out and accompanies your Bid 
and Award page, the name and address on the End-Use Certificate must be 
identical to that entered on your Bid and Award page. The outside of your bid 
envelope must be annotated with the following information to ensure your bid is 
processed: 

• Your complete return address. (Aivvays uses the same name and address that 
appears on your bid form). 

The sale number, and opening date and time, Invitation No.: XX-XXXX 

BRS by the direction of and on behalf of The United States Government reserves 
the right to add or delete item(s) from this invitation. Award(s) shall be made to the 
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SALE No. XX-XXXX 

BY DIRECTION OF 
DCMAANDON 

BEHALF OF DRlVISI 
FOR THE 

UNITED STATES 
GOVERNMENT 

highest responsive bidder(s) to this invitation for bid. All payments must be 
submitted directly to a bank account, deposit information will be provided to bidder 
who has been notified their company has received the awarded. Brown & Root 
Services can not accept any cash, currency of any type, from this or any sale. 

THIS INVITATION FOR BID CONSISTS OF THE FOLLOWING: 

• General Information & Instructions 

• Bidders Registration Form 

• Bid Sheet 

• General Classification of Items for Sale 

• End Use Certificate 

• Terms & Conditions 

Bidders are cautioned to review all parts of this invitation for bid. Successful bidders 
will be responsible for absolute compliance with all requirements listed within this 
invitation for bid. 

Any alteration of bid schedule may result in a rejection of bid and may not be 
considered for award. You must bid on items inclusively as they appear in the 
exhibit. 

A copy of your bank transfer, a copy of your customs paperwork, a copy of 
dump/landfill permits and copy (s) of all receipts for the above is required. It is the 
responsibility of the purchaser to provide a copy to the Sales office prior to removal 
of any property. 

NO VERBAL AGREEMENTS, ALL MUST BE IN WRITING. ONLY THE 
EXECUTED SALES DOCUMENTS WILL BE RECOGNIZED! 
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GENERAL INFORMATION & INSTRUCTIONS 
Potential Purchaser's shall be contacted by Brown and Root Services at least two (2) 
days prior to the inspection. All Purchasers' shall submit their proposal in writing 
using the enclosed Bid Sheet. Proposal shall be filled out properly in order to 
accurately identify item number, total bid price in United States Dollars. Failure to 
state bids in United States Dollars may result in determination of a non-responsive 
bid. 

*NOTE: YOUR BID MUST INCLUDE THE FOLLOWING ITEMS AT THE TIME 
BIDS ARE DUE IN ORDER TO BE ELIGIBLE TO PURCHASE U.S. 
GOVERNMENT PROPERTY. 

1) BIDDERS REGISTRATION FORM 
2) BID SHEET (DOCUMENT) MUST BE IN U.S. DOLLARS ONLY! 
3) END USE CERTIFICATE 

IF ANY BIDDERS NAME APPEARS ON THE DEBARRED LISTING HIS/HER 
PROPOSAL SHALL BE DENIED. 

PAYMENTS: Purchaser shall make net cash payments in U.S. DOLLARS ONLY 
OR GERMAN DEUTSCH MARKS ONLY. All bank and currency conversion 
charges shall be the responsibility of the Purchaser. If paying in OEM then it must 
equal the US Dollar amount bid no matter what the conversion rate is the time of 
transfer. 

LOSS OF FUNDS AND PROPERTY: All money and property will be forfeited if not 
completed within the time limits set forth in paragraph entitled "Loading Legend." 

ORIGIN OF PROPERTY: Unless otherwise stated in the Invitation for Bid, all items 
are considered to be of United States origin. 

CUSTOMS, DUTIES & TAXES: Items purchased outside the United States may be 
subject to foreign government taxes, customs duties or similar charges. Payment for 
such assessments is the responsibility of the Purchaser (BUYER). Should you the 
purchaser (BUYER) decide to further export items purchased you still must contact 
customs office in TUZLA; again copies of documentation must be provided to this 
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office. Customs must be properly taken care of. Purchaser (BUYER) must provide 
all documentation of payment of applicable customs, duties and taxes to BRS & the 
Sales Contracting Officer before removal of the property is allowed. 

LAW GOVERNING CONTRACT: Where a dispute arising under a contract requires 
consideration of the law, the rights and obligations of the parties will be determined 
by the law of the United States of America. 

TRANSLATION: Where a disagreement exists between the American English text 
and a foreign language translation of this document, the American English text will 
govern. 

LOADING LEGEND: Purchaser must load all materials on Purchaser supplied 
transportation. No Government or Brown and Root Services assistance will be 
provided. Purchaser shall ensure all materials are removed from site execution of 
DRMS 1427 as follows: 
Within 30 calendar days after execution of DRMS 1427. This period includes the 
time for obtaining ALL PAPERWORK i.e. Bank Transfer, necessary Customs 
Paperwork and any other permits required to dumps and or landfills; this includes 
the receipts to this office. 

SUCCESSFULL BIDDER HANDLING AND PACKAGING EQUIPMENT ON SITE: 
Successful bidder(s) may position and operate equipment for facilitation of the 
removal of purchased materials as required within the Scrap Yard subject to Brown 
and Root and US Army safety and security regulations. Any successful bidder's 
works and property in the yard are subject to all safety and security inspections 
deemed appropriate by Brown and Root. Brown and Root reserves the right to 
terminate any operation deemed unsafe and one, which poses potential safety or 
security, risk. There will be no consideration or compensation given to any 
successful bidder for losses (to include anticipated profits) due to the reinforcement 
of safety or security standards successful bidder(s) must abide by the terms of the 
loading legend regardless of delays or stoppages resulting from enforcement of 
safety or security standards. 
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REMOVAL OF PROPERTY: Property will be released to the Purchaser or its 
authorized representative when the official notice of award or a written authorization 
from the Purchaser is presented to the BRS Sales Office at the property location. 

STATE OR USE TAX: Purchaser will pay any sale or use tax imposed by any state, 
country or political subdivision. Purchaser is responsible for compliance with all laws 
and regulations vvhich may apply to this transaction and shall pay all customs duties, 
taxes and similar charges which may be levied by respective governments against a 
Purchaser of United States Government Property. The United States shall not be 
liable for taxes, duties or other assessments imposed by any government as a result 
of this transaction or imposed on any property transferred under this contract. 

EXPORT/IMPORT OF PROPERTY: All property purchased from the United States 
Government may not be authorized for export/import from or into the country where 
property is located. If export/import is allowed, the Purchaser (BUYER) has the 
solely responsibility for obtaining all required clearances or approvals. 

TRANSIT OF PROPERTY: Purchasers of United States Government property 
located in countries other than where the Purchaser resides, are reminded to check 
Host Country requirements for removal and transit of property. The local customs 
office of the Host Country may require a special type of conveyance and posting of 
monetary or other security before release of the property from the storage location. 

SAFETY EQUIPMENT: Customers must posses and use appropriate safety 
equipment, and clothing whenever in the operational areas of the excess property 
management yard. 

DENIAL OF ACCESS TO EXCESS/SURPLUS PROPERTY AND SCRAP 
FACILITY: The following individuals and firms are prohibited from participating in 
and receiving an award from any sale or entering facilities of this agency. a) Those 
who have committed a security trade control violation under a surplus or foreign 
excess sales contract. b) Those who are indebted to the United States Government 
under surplus or foreign excess sales contract. c) Those who are either suspended, 
proposed for debarment or debarred by DRMS, Department of Defense or any other 
Executive Agency from participation in the Surplus and foreign excess sales 
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program. d) Those who are listed in the Department of Commerce Table of Denial 
Orders. 

METHOD FOR WEIGHT/MONEY CONVERSIONS: Pounds is the normal method 
by United states standard converting to European standard of kilograms, the 
conversion ratio used is 2.2046 U.S. pounds equals 1 kilogram. There are 2 
abbreviations for pound or pounds- LB or LBS and or lb. or lbs. It is common in the 
United states of America to use the comma and decimal point different than in 
Europe. In money the decimal point is placed between the whole dollars and cents. 
The comma is used to show division between the third and fourth digits, the sixth 
and seventh digits, etc., this is to the left of the decimal point (every third digit to the 
left of the decimal point, if numbers represent U. S. money) - ex: 5,340 lbs 
/2,422kgs; $5.09, $1,987,123.96 

ESTIMATED LOT SIZES: Information in the item description pertaining to estimated 
weight is only an estimated weight and shall be sold by the unit of lot. 

Data Subject to Title Page Restrictions 19 
Otherwise, Treat as Fo1 Offieial Use 0Riy {FOYO) As of 5/8/2008 



Fer Offieiei Use OR!;' (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

EXCESS PROPERTY/SCRU' 1\!IATERL~L LAYDO\VN YARD 

INVITATION No. 00-LBOSXX-XXXX 

BROWN &ROOT 

(~ 
SERVICES (BRS) 
DACA78·99·D·0003 

BRS 
EPLY/SMLY 

Program 

SOP No.12A 

Annex II 
(Cont.) 

SALE No. XX-XXXX 

BY DIRECTION OF 
DCMAANDON 

BEHALF OF DRlVISI 
FOR THE 

UNITED STATES 
GOVERNMENT 

Terms and Conditions of BRS Sales Program 

1. DEFINITIONS: The terms "Seller" and "United States Government" shall mean 
the same entity in regards to Invitations, Sales Contracts and the application of 
rights and liabilities. 

2. INSPECTION: The Bidder is invited, urged, and cautioned to inspect the property 
prior to submitting a bid. Property will be available for inspection at the places 
and times specified in the Invitation. 

3. CONDITION AND LOCATION OF PROPERTY: 
a) Unless otherwise provided in the Invitation, all property is offered for sale 

"as is" and "where is". 
b) Unless otherwise provided in the Invitation, the BRS Sales Office and the 

United States Government makes no warranty, express or implied, as to 
quantity, kind, character, quality, weight, size, or description of any of the 
property or its fitness for any use or purpose. 

4. CONSIDERATION OF BIDS: 
a) Bidder agrees that his bid will not be withdrawn within the period of time 

specified for the acceptance following the opening of bids (60 calendar 
days if no period is specified by the Government or by the Bidder, but not 
less than 10 calendar days in any case) and that during such period his 
bid will remain firm and irrevocable. 

b) The Government reserves the right to reject any or all bids, to waive any 
technical defects in bids, and, unless otherwise specified by the 
Government or by the Bidder, to accept any one item or group of items in 
the bid. Unless the invitation provides otherwise, bids-

( i) Must be submitted on the unit basis specified for that item, 
(ii) Must cover the total number of units designated for that item. 

5. BID PRICE DETERMINATION: When bids are solicited on a unit price basis, 
Bidders will insert their unit prices and total prices in the space provided for each 
item. 

a) In the event the Bidder inserts a total price on the item but fails to insert a 
unit price, the seller will determine the unit price by dividing the total price 
by the quantity of the item set out in the Invitation. 
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b) When bids are solicited on "lot" basis, Bidders should submit a single total 
price in the total price column of the bid sheet. Bidders should NOT make 
any entry in the unit price bid column. In the event a Bidder submits a 
total bid price and also a unit bid price, which are not identical, the unit bid 
price will not be considered. 

6. CERTIFICATE OF INDEPENDENT PRICE DETERMINATION: 
a) The Purchaser certifies that: 

1) The prices in this offer have been arrived at independently, without, for 
the purpose of restricting competition, any consultation, communication, 
or agreement with any other Purchaser or competitor relating to 
(i)those prices, (ii) the intention to submit an offer, or (iii)the methods or 
factors used to calculate the prices offered; 

2) The prices in this offer have not been and will not be knowingly 
disclosed by the Purchaser, directly or indirectly, to any other Purchaser 
or competitor before bid opening or contract award unless otherwise 
required by law; and 

3) No attempt has been made or will be made by the Purchaser to include 
any other concern to submit or not to submit an offer for the purpose of 
restricting competition. (b) Each signature on the offer is considered to 
be a certification by the signatory that the signatory 1) Is the person in 
the Purchaser's organization responsible for determining the prices 
being offered in his bid or proposal, and that the signatory has not 
participated and will not participate in any action contrary to 
subparagraphs (A 1) through (A3) above; or 2) (i) Has been authorized, 
in writing, to act as an agent for the principals in certifying that those 
principals have not participated, and will not participate in any action 
contrary to subparagraph (A 1) through (A3) above. (ii)As an authorized 
agent, does certify that the principals have not participated, and will not 
participate, in any action contrary to subparagraphs (A 1) through (A3) 
above; and (iii) As an agent, has not personally participated, and will not 
participate, in any action contrary to subparagraphs (A 1) through (A3) 
above. (c) If the Purchaser deletes or modifies subparagraph (A2) 
above, the Purchaser must furnish with its offer a signed statement 
setting forth in detail the circumstances of the disclosure. 
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a) By signing the bid, the Purchaser certifies that they are the person in the 
organization responsible for determining the prices being offered in this 
bid, and that they have not participated and will not participate in any 
action contrary to the Certificate of Independent Price Determination 
provision or, 

b) Are authorized to act for the principal's of the Bidder's organization in 
certifying that the principals have not participated and will not participate in 
any action contrary to the Certificate of Independent Price Determination. 

s. PAYMENT: The purchaser agrees to pay for the property awarded to him in 
accordance with the prices quoted in his bid, and within the time specified in the 
Invitation and prior to delivery of any property. 

9. TITLE: Unless otherwise specified in the Invitation, title to the property sold 
under this Invitation shall vest in the Purchaser as and when removal is effected. 

10. DELIVERY, LOADING AND REMOVAL OF PROPERTY: 
a) The Purchaser is responsible for arrangements necessary for packing, 

removal and transportation of purchased property. The purchaser shall 
remove the property at his own expense within the time period specified in 
the Invitation. 

b) The Purchaser shall reimburse the United states Government and any 
other interested party for damages to property caused during the removal 
operations by the Purchaser or his authorized representative. 

c) When property is boxed, packed, crated skidded or in container the 
Government does not warrant that the property as packaged is suitable for 
shipment. 

d) Segregation, culling or selection of property for the purpose of effecting 
partial or increment removals WILL NOT be permitted except as 
specifically authorized and prescribed by the Government. 

11. DEFAULT: If after award the Purchaser breaches the contract by failure to make 
payment or removal operations within the times allowed by the contract, the 
Purchaser shall lose all right, title and interest which he might otherwise have 
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acquired in and to such property as to which default has occurred. In the case of 
failure to remove the property, the Government shall be entitled to retain 20% of 
the price paid. 

12.SETOFF OF REFUNDS: The Bidder or Purchaser agrees that the selling agency 
may use all or a portion of any bid deposit or refund due him to satisfy, in whole 
or in part, any debts arising out of prior transactions with the United States 
Government. 

13.ADJUSTMENT FOR VARIATION IN QUANTITY OR WEIGHT: Unless 
otherwise specifically provided in the Invitation, no adjustment for such variation 
will be made where property is sold on a "price for the lot" basis. 

14.RISK OF LOSS: The Government will be responsible for the care and protection 
of the property subsequent to it being available for inspection and prior to its 
removal. Any loss, damage, or destruction occurring during such period will be 
adjusted by the Contracting Officer to the extent it was not caused directly or 
indirectly by the purchaser, its agents, or employees. At the discretion of the 
Contracting Officer, the adjustment may consist of rescission. With respect to 
losses only, in the event the property is offered for sale by the "lot," no 
adjustment will be authorized under this provision unless the Government is 
notified of the loss prior to removal from the installation of any portion of the lot 
with respect to which the loss is claimed. 

15.0RAL STATEMENTS AND MODIFICATIONS: Any oral statement or 
representation by any representative of the United states Government, changing 
or supplementing the Invitation or contract or any condition thereof, is 
unauthorized and shall confer no right upon the Bidder or Purchaser. Further, no 
interpretation of any provision of the contract, including applicable performance 
requirements shall be binding on the United States Government unless furnished 
or agreed to, in writing, by the Contracting Officer or his designated 
representative. 

16.ELIGIBILITY OF BIDDERS: 
The Bidder warrants that he is not: 
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b) An employee of any agency of the Federal Government (either as civilian 
or as a member of the Armed Forces of the United States, including the 
United States Coast Guard, on active duty) prohibited by the regulations of 
that agency from purchasing property sold hereunder, 

c) An agent or immediate member of the household of the employee in b) 
above. For breach of this warranty, the Government shall have right to 
annual this contract without liability. 

17. CLAIMS LIABILITY: The Bidder or Purchaser agrees to save and hold harmless 
the United States Government from any and all actions, claims, debts, demands, 
judgments, liabilities, costs and attorney's fees arising out of, claimed on account 
of or in any manner predicated upon loss of or damage to property and injuries, 
illness or disabilities to or death of any and all persons whatsoever, including 
members of the general public, or to the property of any legal or political entity 
including state, local and interstate bodies, in any manner caused by or 
contributed by the Bidder or Purchaser, its agents, servants, employees, or any 
person subject to its control while in, upon or about the sale site and/or the site 
on which the property is located, or while the property is in the possession of or 
subject to the control of the Bidder or Purchaser, its agents, servants or 
employees after the property has been removed from the Government control. 

18. LIABILITY AND INSURANCE: 
a) The Purchaser, during the performance of this contract, shall be 

responsible for and shall hold the Government harmless from any and all 
loss of, damage to or liability incurred with respect to property of every 
kind and description, except as provided in Condition #14 of the General 
Sale Terms and Conditions entitled "Risk of Loss" whether or not such 
property is owned by the Government. The Purchaser shall also hold the 
Government harmless from bodily injury to or death caused either in whole 
or in part by the negligence or fault of the Purchaser, its officers, agents or 
employees in the performance of work under this contract. 

b) The general liability and responsibility of the Purchaser under this clause 
are subject to the following specific limitations: The Purchaser shall not be 
responsible to the Government for loss, damage, bodily injury to or death 
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of persons when the damage, injury or death results solely from an act or 
omission of the Government, its employees or results solely from proper 
compliance by officers, agents or employees of the Purchaser when 
specific written directions are provided from the Contracting Officer or its 
authorized representative. 

c) The Purchaser certifies that it will, at no expense to the Government, 
maintain adequate insurance to be effective during the term of this 
contract and any extension thereof. 

19. DISPOSITION AND USE OF PROPERTY: 
a) The Bidder agrees to submit with its bid a completed End- Use Certificate 

(Statement Regarding Disposition and Use Of Property) in the form 
prescribed in this Invitation. 

b) The Bidder represents and warrants that the ultimate destination, use and 
disposition of the property shall be in accordance with the End-Use 
Certificate as submitted and approved by the Contracting Officer. 

c) When property is annotated "Cat II" in the item description, changes to the 
Bidder's End- Use certificate will require the prior written approval of the 
Contracting Officer. 

d) The Bidder further agrees to notify in writing any and all subsequent 
Purchasers or Receivers of this property regarding the provisions of this 
article and of the Bidders End Use Certificate relative to the authorized 
destination; the requirement for approval by the Contracting Officer of any 
change of such destination prior to exportation thereto; the specific United 
States restriction on exports and re-exports directly and indirectly to denied 
areas or other prohibited destinations that may have been specified in this 
contract; the documentation (e.g. IC/DV documents, lading certificates, 
answers to follow- up requests) that may be required; and United States 
sanctions against violators. Subsequent Purchasers and Receivers must 
also agree to make similar notification to its Purchasers and Receivers. 
Any unauthorized disposition of the property by a Sub-purchaser or sub­
receiver of the property shall be the responsibility of such Sub-purchaser or 
Sub-receiver and, where at fault, of the original buyer from the United 
States. 

e) When property purchased under a single contract is intended for more 
than one destination, the Bidder agrees to submit, with the End - Use 

Data Subject to Title Page Restrictions 25 
Otherwise, Treat as 1"01 ()fficial Use t:Jnly (l"eJUeJ) As of 5/8/2008 



Fo1 Officiaf Use Only ,TOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

EXCESS PROPERTY/SCRU' 1\!IATERL~L LAYDO\VN YARD 

INVITATION No. 00-LBOSXX-XXXX 

BROWN &ROOT 

(~ 
SERVICES (BRS) 
DACA78·99·D·0003 

BRS 
EPLY/SMLY 

Program 

SOP No.12A 

Annex II 
(Cont.) 

SALE No. XX-XXXX 

BY DIRECTION OF 
DCMAANDON 

BEHALF OF DRlVISI 
FOR THE 

UNITED STATES 
GOVERNMENT 

Certificate, a listing of those items specifying quantities intended for each 
destination and consignee. The Bidder further agrees to furnish the listing 
referred to herein with each request for approval of a change in 
destination 

f) Whenever requested by the Contracting Officer to furnish information 
regarding the actual disposition made of the property awarded to the 
Purchaser, the purchaser agrees to furnish the requested information 
within 30 calendar days after date of the request. 

g) On those items requiring resale approval, the Purchaser agrees to 
maintain detailed records of their disposition and to provide such records 
to the Contracting Officer whenever requested to do so. 

h) The trade control actions required by paragraphs (a) through (c) of this 
article will be applied to all items included in the original sale. Resale 
breakdowns of such sales will still be subject to the same control 
requirements applicable to the original sale. 

20. COVENANT AGAINST CONTINGENT FEES: 
a) The Purchaser warrants that no person or agency has been employed or 

retained to solicit or obtain this contract upon an agreement or 
understanding for a contingent fee, except a "bona fide" employee or 
agency. For breach or violation of this warranty, the Government shall 
have the right to annul this contract without liability or, in its discretion, to 
deduct from the contract price or consideration, or otherwise recover, the 
full amount of the contingent fee. 

b) "Bona fide agency" as used in this clause, means an established 
commercial or selling agency, maintained by a Purchaser for the purpose 
of securing business, that neither exerts nor proposes to exert improper 
influence to solicit or obtain Government contracts nor holds itself out as 
being able to obtain any Government contract or contracts through 
improper influence. 

c) "Bona fide employee" as used in this clause, means a person, employed 
by Purchaser and subject to Purchaser's supervision and control as to 
time, place and manner of performance, who neither exerts nor proposes 
to exert improper influence to solicit or obtain Government contracts 
through improper influence. 

Data Subject to Title Page Restrictions 26 
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Fo1 Official U:se Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

EXCESS PROPERTY/SCRU' 1\!IATERL~L LAYDO\VN YARD 

INVITATION No. 00-LBOSXX-XXXX 

BROWN &ROOT 

(~ 
SERVICES (BRS) 
DACA78·99·D·0003 

BRS 
EPLY/SMLY 

Program 

SOP No.12A 

Annex II 
(Cont.) 

SALE No. XX-XXXX 

BY DIRECTION OF 
DCMAANDON 

BEHALF OF DRlVISI 
FOR THE 

UNITED STATES 
GOVERNMENT 

d) "Contingent fee" as used in this clause means any comm1ss1on, 
percentage, brokerage or other fee that is contingent upon success that a 
person or concern has is securing a Government contract. 

e) "Improper influence" as used in this clause means any influence that 
indicated or tends to induce a Seller's employee or officer to give 
consideration or to act regarding a Seller contract on any basis other that 
the merits of the matter. 

21. WITHDRAWAL OF PROPERTY AFTER AWARD: The United States 
Government reserves the right to withdraw for its use any or all the property 
covered by this contract, if a bona fide requirement for the property develops or 
exists prior to actual removal of the property from Government control. In the 
event of a withdrawal under this condition, the Government shall be liable only for 
the refund of the contract sale price of the withdrawn property or such portion of 
the contract price, as it may have received. 

22. REQUIREMENTS TO COMPLY WITH APPLICABLE LAWS AND 
REGULATIONS: It is the Bidder's responsibility to ascertain and comply with all 
applicable Federal, State, local and multi-jurisdictional laws, ordinances, and 
regulations pertaining to the registration, licensing, handling, possession, 
transportation, transfer, export, processing, manufacture, sale, use or disposal of 
the property listed in the Invitation. Purchasers or users of this property are not 
excused from any violation of such laws or regulations either because the United 
States Government is a party to this sale or has had any interest in the property 
at any time. 

23.1MPORT -EXPORT RESTRICTIONS : 
a) This sale document does not constitute a guarantee that the property 

listed herein can be legally imported into the United States, or other 
countries. 

b) This sale document does not constitute a guarantee that the property sold 
hereunder is authorized for export from the country where such property is 
located. It is responsibility of the Purchaser to obtain clearance and 
approval for export from the host country concerned. 
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F01 Officiaf Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

EXCESS PROPERTY/SCRU' 1\!IATERL~L LAYDO\VN YARD 

INVITATION No. 00-LBOSXX-XXXX 

BROWN &ROOT 

(~ 
SERVICES (BRS) 
DACA78·99·D·0003 

BRS 
EPLY/SMLY 

Program 

SOP No.12A 

Annex II 
(Cont.) 

SALE No. XX-XXXX 

BY DIRECTION OF 
DCMAANDON 

BEHALF OF DRlVISI 
FOR THE 

UNITED STATES 
GOVERNMENT 

24. DENIED AREAS: The Treasury Department's Office of Foreign Assets Control 
also administers sanctions programs involving Iraq, Libya, the Federal Republic 
of Yugoslavia (Serbia, Kosovo and Montenegro), Cuba, the National Union for the 
Total Independence of Angola (UI\JITA), Iran, and Terrorists who threaten to 
disrupt the Middle East peace process. It has certain residual authority with 
regard to sanctions against Cambodia. For additional information about the 1\Jorth 
Korean sanctions program, contact the: 

Office of Foreign Assets Control 
U. S. Department of the Treasury 

Washington, DC 

25. SPECIAL WASTE NOTICE: While the material offered under this solicitation is 
not regulated waste as offered, subsequent actions taken with regards to the 
material may cause a regulated waste to come into existence. Purchaser is 
cautioned that, if ultimate disposal of this material is intended, international, 
federal, regional and local laws and regulations of the country or regions where 
disposal is intended may apply specific restrictions concerning the disposal of 
this material. Purchaser is cautioned that it is solely responsible to ascertain the 
extent to which these regulations may affect it and comply therewith. A list of 
agencies, which should be contacted for information regarding restrictions that 
may apply to the disposal of this material, will be provided upon request. 

26. TRANSPORTING DANGEROUS GOODS: The inland transport Committee of 
the Economic Commission for Europe sets requirements for the shipping of 
dangerous goods by road (ADR), rail (RID), and inland waterway (ADI\J). Some 
nations also have laws and regulations, which impose additional requirements 
upon the shipper of dangerous goods. The Purchaser, as shipper, is solely 
responsible for determining the extent to which these regulations affect it and 
comply therewith. A list of some agencies, which should be contacted for 
specific information regarding restrictions, which may apply to the transportation 
of this material in the respective region or country, will be provided upon request. 

27. OFFICIALS NOT TO BENEFIT: 1\Jo member of or Delegate to Congress, or 
resident commissioner, shall be admitted to any share or part of this contract, or 
to any benefit arising from it. However, this clause does not apply to this contract 
to the extent that this contract is made with a corporation for the corporation's 
general benefit. 
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EXCESS PROPERTY /SCR~P 1\ilATERIAL LA YDO"\vN YARD 
STANDARD OPER~TING PROCEDlJRE 

SOPNo.12A 

Annex II 
(Cont) 

INVITATION No. 00-LBOS-XX-XXXX SALE No. XX-XXXX 
Warning Collusive* Bidding is a Crime. Punishable by a 3 Year Prison Term and/or a $10.000.00 
FINE. 

BROWN & ROOT BRS BY DIRECTION OF DCMA 

~ 
AND ON BEHALF OF DRlVISI 

EPLY/SMLY FOR THE 

SERVICES (BRS) Program UNITED STATES 
DACA78-99-D-0003 GOVERNMENT 

DATE of SALE: IFB No.OO-LBOS-XX-XXXX 
BIDDER REGISTRATION 

SALE No: XX-XXXX 

BIDCER REGISTRATIQ\1 No.: BIDCER IDENTIFICATIQ\1 No.: Bici:Er's TELER-ONE ard F.AX No.: 

Name and Address of Bidder ((ard title if anv) please crint) Name/Address of Issuino Office (No./street/citv/state/zip) 

BROWN &. ROOT SERVICES 
LOCATION 
ADDRESS 
HOST COUNTRY 

AGREEMENT/ CERTIFICATE (Check one of the blocks below) 

I AGREE TO ALL THE TERMS AND CONDITIONS AND PROVISIONS IN THE ABOVE 
INVITATION, INCLUDING ALL AMENDMENTS TO IT. I ALSO CERTIFY THAT I AM NEITHER 
SUSPENDED, PROPOSED FOR DEBARMENT, NOR DEBARRED FROM PURCHASING 
SURPLUS GOVERNMENT PROPERTY. 

(PURCHASER'S SIGNATURE) 

*COLLUSIVE: means acting in secret to achieve a fraudulent, illegal, or deceitful goal. 
*COLLUSION: means a secret agreement between collusive parties. 

REllRN 1HIS FORM WI1H YOUR BID! 
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STANDARD OPER~TING PROCEDlJRE 

INVITATION No. 00-LBOS-XX-XXXX 

BID SHEET 

SOPNo.12A 

Annex II 
(Cont) 

SALE No. XX-XXXX 

Enter only a Total Price for LDT, in the "Total Bid Price" column when the LOT'S solicits bids. NOTE: ALL WEIGHTS ARE ESTIMATED AS 
CLOSE AS POSSIBLE ACTUAL WEIGHTS MAY VARY. 

BROWN &ROOT 

~ (~j 

SERVICES (BRS) 
DACA78-99-D-0003 

Lot Price 

0002 Lot Price 

0003 Lot Price 

0004 Lot Price 

0005 Lot Price 

BID NUMBER TO BE FILLED IN BY 
SALES HOST COUNTRY OFFICE. 

COMPUTER GENERATED FCRM 

Data Subject to Title Page Restrictions 
Otherwise, Treat as Fer Offieial Use Only tFOUOj 

BRS 
EPLY/SMLY 

Program 

PURCHASER'S SIGNATURE 
(TYPE or PRINT) 
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BY DIRECTION OF DCMA 
AND ON BEHALF OF DRMSI 

FOR THE 
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DATE: 
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EXCESS PROPERTY /SCR~P 1\ilATERIAL LA YDO"\vN YARD 
STANDARD OPER~TING PROCEDlJRE 

INVITATION No.: 00-LBOS-XX-XXXX 

BROWN &ROOT 

~ F-&~&~ 
BRS 

EPLY/SMLY 
Program 

1 

2 

3 

SERVICES (BRS) 
DACA78-99-D-0003 

Exhibition 11A" 

Miscellaneous steel- light metal, 
scrap 

X LBI X kg 

Miscellaneous steel- heavy metal, 
scrap 

X LB I X kg 

Electrical cables, various size & 
condition, scrap 

X LB I X kg 

1 

1 

1 

SOPNo.12A 

Annex II 
(Cont) 

SALE No.: XX-XXXX 

BY DIRECTION OF DCMA 
AND ON BEHALF OF DRJ.VISI 

FOR THE 

Lot 

Lot 

Lot 

UNITED STATES 
GOVERNMENT 

~----M-is_c_e_ua_n_ex_o-~s-8a_/_~_mk~i~~u_m_._s_c_rn_p __ ~ ___ 1 __ ~I ___ L_o_t __ ~~-----~~----------~~ 

Tires- including various sizes, scrap 
X LB I X kg 

Miscellaneous plastic I canvas I textile 
6 items, scrap 

X LB I X kg 

RETLRN 1HIS FORM WilH YOUR BID! 

Data Subject to Title Page Restrictions 
Otherwise. Treat as Fo1 Official Use 0111}' fFOUOj 

Lot 

1 Lot 
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EXCESS PROPERTY /SCR~P 1\ilATERIAL LA YDO"\vN YARD 
STANDARD OPER~TING PROCEDlJRE 

INVITATION No · 00-LBOS->0<-XXXX 

SOPNo.12A 

Annex II 
(Cont) 

SALE No · XX-XXXX 

Brovn1 & Root INVITATION No.: 00-LBOS-XX-XXXX 

~~:32)}1) 
SALE No:XX-XXXX 

(1\JAME & ADDRESS OF BIDDER IN BID & AWARD PAGE) 

Services (BRS) Co. Name: --------------------------------
DACA78-99-D-0003 Address: 

EPL Y /SML Y Sales Program City /Country: 

(STATEJYIENT REGARDING DISPOSITION AND USE OF PROPERTY) 

1. INSTRUCTIONS: llis form must be submittEd to the Brown & RootServioes Sales Officer prior 1D the acceptance by the Uri ted States of America 
of the tid submitted by the above named bidder pursuant to the abo~.e numbered invitation. 

2. COMMODITIES: This statement appies to the commodities on which we have submittEd our bid pursuant to the abo~.e numbered invitation. 

3. NAlURE OF BUSINESS: (Use a separate sheet of paper if needed.) 

a. We are 
(sole proprietorshp, partnership, ccrpcration, other) 

b. Our Adctess is (PO Box adctesses of itself are not acoeptal::k): 

c. The names and addresses of our branch offi oes are: 

-------------------------------------
d. The names and addresses of Olf partners or ccrpcraiE offioers and directcrs are: 

e. If a bidder is actin;;J as an agent, the names and addresses of all prindples are: 

--------------------------------------
f. The natlfe of Olf (and OLf prindpal's) business is: 

--------------------------------------
4. DIPOSillON of COMMODillES: Check and compete appropriate entry of entries. (Entry c cr d must be checked). 

a. ( ) The COmmodities of sold to us, will not be sdd or otherwise disposed ofbyus for use outside of: 

(Name of ca.ntry or Co£.ntries) 
b. 0 Maybe re-expcrted in the form reoei~.ed to the fdlowin;;J country or countries: 

--------------------------------------
(Name of CtuJtry or Co£.ntries) 

c. ( ) If sold By us, Olf buyer(s) may be : 

(Name and A!Xtess) 
d. 0 Our oustomers are url<nown at the present time. Vlkitren appro1!.31 for the resale of any property c011ered by ths SLrpus will be required from the 

Defense Reutilization & Marketing Sales Bosnia Sales Offioe prior to sale when indicatEd on DRMS Form 1427, Notice of Award, StatEment and Release 
Dooument, unless they are named in paragra!::l14c above. 

--------------------------------------s. SPEO FI c END - USE.: (Check and complete appropriate entry or entries) 
a. We will use the commodties referred 1D in Paragraph 2 fcr: 

( 1) Resale in the form reoeived. 
(2) Production or manJfacture of: 

(Name of final prcduct) 
in: 

(Name of COUntry or COuntries) 

And dstribution in: 
(Name of COuntry cr Countries) 

REll.RN lHIS FORM WilH YOUR BID! 

END-lJSE CEBTIFICAJE (CONTIN\JID) 
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EXCESS PROPERTY /SCR~P 1\ilATERIAL LA YDO"\vN YARD 
STANDARD OPER~TING PROCEDlJRE 

INVITATION No. 00-LBOS->0<-XXXX 
b. OJr customers will use the commodities for : 

( 1) [ ) Resale in the form recei-.ed by us. 

SOPNo.12A 

Annex II 
(Cont) 

SALE No. XX-XXXX 

( 2) [ ) Proouction or manufacture of: ----------------::----:-::--:---:--:---------­
(Name of final proouct) 

In: 
(Name of Country or Countries) 

and distrit:ution in: --------------,----,-,---.,------,.------------------­
(Name of COUntry or Countries) 

c. Other end-use by us or by our customers: --------------------------------

ADDITIONAL INFORMATION (St:lte any other matErial facts relatin;J to the disposition and use of the commooities whch may be of value in 
Considering the bid.): 

UNDERSTJINDING JIND NOTIFICATION. 

a. We understand that the proj:erty on which we are ti dding originated in the Uri ted St:ltEs otherwise sped fically indicated in Sales offeri n;J. 

b. We acknowledge receipt of notification that use and dsposition, e;,qxrtof such property by us or any other j:erson will be subject to appicable Uri ted 
St:ltEs laws and reguations, which, amon;J other things, prohitit: 
( 1) The making of any false st:lrements and the concealment of any material information regarding the use or disposition, e:>q:>ortor re - e;,qxrt, of this 

Proj:erty, or any other subject matter of this statement, and 
( 2) Any use or disposition, e;,qxrt or re- e:>q:>ortof the property not authorized in accordance with the provisions of any Slfplus resuting from acceptance 

of Olf tid, including the restrictions specified in the DENIS) AREAS provisions of the invitation. 

c. We fiJrther acknowledge receipt of notification that special Urited StatEs restrictions bar unauthorized e:>q:>crts andre- e:>q:>orts of the United StatEs origin 
Commooities directly or indireclly 1D any of the areas identified in the provisions of sale enMed CENIED AREAS, cont:lined elsewhere in ths invitation 

d. Sanctions may be imposed against any person who contravenes any law relatin;J to the United St:ltes e;,qxrtcontrol. SUch sanctions will be in conformity 
Wth United States laws and regulations and mayindude the derial ofUnited St:ltes Government Sales. 

e. Comparable sanctions to the extent applical::le may be imposed for any wron;JfiJI or unauthorized act even when the property is not in the u.s. origin. 

f. The information provided in this st:ltement will be considered a part of Olf tid under the above- numbered invit:ltion, and a part of the SLrpus of sale. 

g. All LAWS of the ocuntry, whch the Property is located in or will be 1ransported to, or through shall be compied with. Any inconsistEncies between laws of 
all Countries invd-.ed shall be l:roughtto the attention of BRS and the BRS Sales Officer in writing. Any inconsistendes will make this sale to 
Become NULL AND VOID. 

CERTIFICATION: 
We certify that all of the information we ha-.e given in ths statement is true and correct 1D our knowledge and belief and what we do not know of and have 
Not omitted any information, wh ch is inconsistent with th s statement If stipulated of notice of Award, Statement and Release Document, we agree to submit 
a writtEn req.Jest for amendment 1D this 1D the Go-.ernment Prior 1D effecting and change of fact or intention IT om that st:ltEd herein or in any prior 
Amendment 1D this st:lrement 1D the Government Prior 1D effecting and chan;Je of factor intention !Tom that stared herein or in any prior amendment, 
V\hether oocurring before or aftEr the release of the commooities to us. 

(Da IE of Signin;J) 

RETlRN 1HIS FORM WllH YOUR BID! 

Data Subject to Title Page Restrictions 

(Sl GNATURE IN INK ONLY) 

Brown & Root 

~:D 
Services (BRS) 
DACA/8-99-D-0003 

EPL Y /SML Y Sales Program 
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For Offteta/ Use Onty ( FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 
EXCESS PROPERTY/SCR~ 1\!IATERIAL LAYDO"\vN YARD 

SOP No.12A 

SAl\!IPLE Enclosure 1 

Brown & Root Services (BRS) 

EPL Y /SML Y Sales 
BRS - Biddea·'s 1\!Iailing List 

IFB#· ... 

Vendor Name: 
Street!P .0. Box: 
City. State: Country: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Ntunber: 

Vendor Name: 
Street!P .0. Box: 
City. State. Country: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Ntunber: 

Vendor Name: 
Street!P.O. Box: 
City /State/Country: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Ntunber: 

Vendor Name: 
Street!P.O. Box: 
City/State/Cotnltry: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Ntunber: 

It has been verit1ed that none of the above vendors are listed on the General Services Administration 
lists ofpmties excluded fi·om Federal Procurement and Non-Procurement programs debarred 
suspended and ineligible t1nns. 

DATE: ------• EPLY /SMLY Sales lVbnager Signature; ________ _ 

Data Subject to Title Page Restrictions 1 
Otherwise, Treat as For OTTielal Use 01 lly (FOUO) As of 5/8/2008 



F01 Official Use Only {f"OUO) 

Logistics Civil Augmentation Program (LOGCAP) 

EXCESS PROPERTY/SCR~PJ\!IATERL~L LAYDO\\N YARD 
SOPNo.12A 

SAMPLE Enclosure 10 

/'777~~ I \ \ 
\\\\1, -/)}/ '"-" '\. . .//// 

Brown & Root Services (BRS) 

EPL Y /SMLY Sales 

SHIPMENT RECEIPT/DELIVERY PASS 
1. TO: PURCHASERiAGENT {Buyer): 2. From: {Name & location of activityiinstallation from which 

Property is being removed.) 

Brown & Root Services. 
On Behalf of: Lhited states Government 

3. Invitation tor Bid Number. 4. Award/Contract Number. 

5. Ir~m No.: 6. DESCRIPTION OF MATERIAL BEING RELEASED ' · Unif.of Is<>t~e: 8. Qry. 
R~l~.aw;l: 

9. Shipment Number: .19A. "X'' Type of Shipment 10. Time Loaded: J 11. VehicleLicenseNo>: 

Partial: Final 
12. RELEASED BY{Signature of PLCO or SALES Manager) 13. Title of Authorized Disposal Representative releasing 

property: 

14. Signature of PurchaseriAgent: 15. Date Property Is Released: 

TO BE COMPLETED BY SURPLUS SALES PERSONNEL ONLY 
16. Time Shipment Leaves Installation: 17. SENTRY'S INITIALS 

COIYPUTER GENERATED FORM SHEET _ OF_ SHEET($) 

Data Subject to Title Page Restrictions 46 
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Logistics Civil Augmentation Program (LOGCAP) 

EXCESS PROPERTY /SCRi\P 1\!IATERIAL LA\'DO\VN YARD 

SAMPLE Enclosure 2 
IFB LOG/REGISTER 

IFB CASE Material/Property Number 
NUMBER: NUMBER: Category: Of Lots: REMARKS: 

Data Subject to Title Page Restrictions 37 
Otherwise, Treat as FerOflieisl Use Only (FOUO) As of 5/8/2008 



SAMPLE 

EXCESS PROPERTY/SCRAP :MATERIAL LA YDOWN YARD 
STANDARD OPERATING PROCEDURE 

Brown & Root Services 

EPLY/SMLY Sales 
Attendance Sheet; DATE: ____ ,,@ ____ Hrs 

SOP No.12A 

Enclosure3 

Printed Name of Pea·son Attending: Printed Name of Company Complete Phone No.: 

USE OR DISCLOSURE OF DATA CONTAINED ON TillS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
Brown & Root Proprietary Data 

38 



SAMPLE 

Solicitation No.: XX-XXXX 

EXCESS PROPERTY/SCRAP MATERIAL LAYDO\VN YARD 
STANDARD OPERATING PROCEDURE 

EPLY/SMLY 
ABSTRACT OF BIDS 

Bid Opening Date & Time . 

Issuing Office: BIDDER INFORMATION: BIDDER NO.1: BIDDER NO.2: BIDDER NO.3: 
Brown & Root Services On behalf of NAME OF BIDDER: 
The United States Government STREET ADDRESS: 

CITY/STATE/COUNTRY: 
POINT OF CONTACT: 
COMPLETE PHONE#: 

COMPLETE FAX#: 
LOT#: DESCRIPTION: QTY: U/1: BIDDER# 1: BIDDER#2: BIDDER#3: 

1 
Miscellaneous steel-light metal items, scrap 

1 LOT X LB I X kg 

2 
Miscellaneous steel-heavy metal items, scrap 

1 LOT X LB I X kg 

3 
Miscellaneous lot, scrap 

1 LOT X LB I X kg 

4 
Miscellaneous aluminum, scrap 

1 LOT X LB I X kg 

5 Tires, various sizes and conditions, scrap 
1 LOT X LB I X kg 

SOPNo.12A 

Enclosure 4 

Page 1 of 1 

BIDDER N0.4: 

BIDDER #4: 

II CERTIFY THAT I HAVE OPENED, READ AND RECORDED ON THIS ABSTRACT ALL BIDS RECEIVED IN RESPONSE TO THE SOLICITATION 

SALES CONTRACTING OFFICER SITE SALES M ENAG ER ADMINISTRATIVE ASSISTANT II NTERPRETER 
GOVERNMENT REPRESENTATIVE; SIGNATURE and DATE: NAME & TITLE of APPROVING OFFICIAL; Sl GNA TURE and DATE: NAME AND TITLE PERSON WITNESSING BID OPENING; 

SIGNATURE and DATE 

USE OR DISCLOSURE OF DATA CONTAINED ON THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

Brown & Root Proprietary Data 

39 



Fo1 Official Use Ollly ,TOUO) 

Logistics Civil Augmentation Program (LOGCAP) 
EXCESS PROPERTY/SCR~P ~IATERIAL LAYDO\vN YARD 

SOP No.12A 
SAMPLE Enclosure 5 

lloL COIV.Il\UJNIC i\.TIONS SHOULD INCLUDE TilE CONTRACT NUIVIBER SHO\\-N IN BLOCK'\ BELOW ·- ' 

NOTICE OF AWARD, STATEMENT, AND RELEASE DOCUMENT 1.PAGE 1 of 1: 

2. FROM: (Name and address of Sales Office) 3. Date of Aw:m·(l: 

Defa1se Reutilization & l\iL~rketing Seni.ce 

Intemmional Sales Office- EUROPE 4. Im.i.tation No.: 
Postfach 202 7 XX-XXXX 
65010 \Viesba(\('11, G('l·m:m1y 5. Contract No.: 
Tel: 0049i611-380-7908 XX-LBOS-XX-XXXX 
F;nr:0049i611-380-7910 

6. B.(\(1('1· No.: 

XXX 

/. TO (Name and address ofPurcraser): 8. Paid StamJl: 

P.O.C.: 
Phone: 

l'OJ•:l.•••iPiof"')t,•OW.•! 

TI-llS IS TO INFORM YOU THAT YOUR FIRM HAS BEEN AWARDED A 9. PROPERTYMUSTBEREMOVED BY (Final date of removal) 

CONTRACT OF SALE FOR THE FOLLOWING MATERIALS AS A RESULT OF 
TI-lE ABOVE NUMBERED INVITATION FOR BID. 

10. SURPLUS AND/OR EXCHANGE/SALE ITE!viS 

a. b. c. d. e. UNIT f TOTAL g. QTY. 
LOT#: DESCRIPTION Ufl Qty.: PRICE PRICE RELEASED 

LOT 1 N/A $ 

Sub Total $ 

II RELEASE 12. STATEMENT OF ACCOUNT 
An agent of the purchaser obtaining release oftre material must prerentpurchaser 

aufrorization. 
~{~t:::.t"::o'f~~:~leU ~=mmerd must be made prior to removsl of any material. Refer to tre IFB 

A. I HAVE RECEIVED THE ABOVELISTEDMATERIALS IN THE A. TOTAL CONTR4.CT AMOUNT: $ 
QUANTITY INDICATED AND HAVE ACCEPTED SAME IN 

COMPLIANCE \vlTH THE TERMS OF THE ABOVE NUMBERED B. LESSDEPOSIT: NiA 
CONTRACT. 

C. Ril,.LANCE DUE: $ 

TYPED OR PRINTED NAIVIE & SIGNATURE OF D. REFUN!) DUE: NiA 
THE PURCHASER CR AUTHORIZED AGENT: 

B. R('lease(l By (SIGNATURE): E. STOR4.GE CHARGES N/A 

c. DATE: I D. VOUCHERNo.: F. PAYMENT RECEIVED: $ 

13. SALES COIURAC TIIIG OFFICER (Ty11ed or st<'ll11e<ln<'lne & G. REFUND MADE: $ 
sigmture) 

MONII<A ODEll SALES COIHRACTIIIG OFFICER 
DRMS FORM 1427 APR 95 COMPUTER GENERATED FORM (PrevrousEdrtronsto be used untrl el<lwusted) 

CU!>TOMS ST MIP & SIGNATURE 

Data Subject to Title Page Restrictions 40 
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SOP No. 12A 

Bro\vn & Root Services 

EXCESS PROPERTY /SCRAP MATERIAL 
LAYDOWN YARD 

STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
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EXCESS PROPERTY/SCRU' 1\!IATERL~L LAYDO\VN YARD 
SOP No.12 

The pmpose of tlris Standard Operating Procedme (SOP) is to presctibe the policies 
and procedmes for tmn-in of excess prope1ty and scrap material to the U.S. Army, 
Brown and Root Services (BRS) operated Excess Proper1y/Scrap Material Laydown 
Yard (EPLY/SMLY). 

2.0 Scope 

TJris SOP establishes fhe tmn-in procedmes for U.S. Depmiment of Defense (DOD) 
mrits assigned to and or operating witlrin the Theater area of operations, and the BRS 
management procedmes for Excess Propeliy/Scrap Material Laydown Yard 
operations. 

3.0 Applicability 

TJris SOP applies to ali DOD activities, contractors, and personnel responsible for 
tmn-in of excess propeliy and scrap wlrich includes the BRS personnel responsible 
for receipt of the excess propeliy or scmp material. 

4.0 Responsibility 

4.1 EPLY/SMLY Manager: will be respm1.;,:ible for fhe overall admilristmtion and 
supervision of the Excess Propetiy/Scrap Material Laydown Yard. Tlris 
responsibility will be lilnited to fhe followil1g duties: 

• Prepares Invitation For Bid (IFB) docmnents f(x review and appwval by 
Defe11.;,:e Reutilization Mmketing Service International (DRMSI) Office 
(Wiesbaden, Germany). 

• Prepares adveliisements and seeks out somces to get fhe widest exposme 
for up coming sales. 

• Prepares pre-bid conference and site visit to Material Laydown Yard 
Briefing Room and briets bidder's on all requit·ements to pmticipate in the 
bidd:i11g process. 

• Witness bids, prepares for bid ope1ring, and at the appointed time opens 
and records all bids. 

• Prepares award documents, makes award recommendation and forwards 
forrevi.ew and approval to DR1v1SI Office (Wiesbaden, Germany). 

• Conducts pre-loading meeting where all customs and bank transfer 
paperwork is tmned in and permission to begil1 pick up is given upon 
verification of docmnent.ation. 

4 ':> EPLY/SML Y Managei: will be responsible tt)r day-to-day operation of fhe 
EPLY/SML Y. This responsibility vvill be lilnit.ed to fhe followil1g duties: 

Data Subject to Title Page Restrictions 3 
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• Safe operation of all activities associated with the EPL Y/SML Y. 

• Receipt, classitication and placement of all excess property/scrap received. 

• Issue and docmnent all prope1iy and scrap going out of the ym'd. 

• Review all doc1.unentation for accmacy and completeness. 

• Arrange the maintenance ofEPLY/SML Y fa.cilities and equipment 

• Supervision of the local national work force. 

5.0 Overriew 

The prim my mission of the EPL Y /SML Y Activity is to: receive, classifY, store, and 
accmmt for, excess prope1iy and scrap. Dispose ot~ and sell scrap material, which has 
been detennined by an authorized U.S. Government resvonsible official (Unit 
Commander, Unit Executive Officer, Prope1ty Book Officer or Camp Mayor) to be 
transferred to fhe EPLY/SMLY for disposaL The sale procedmes tor scrap material 
will be accomplished in accordance with DFARS 245.7301 and the Detense 
Reutilization Marketing Services (DRMS) i11~tmctions and will be covered in a 
separate SOP. The Detense Reutilization Mm1cing Oftice (DRMO\ located in 
Wiesbaden, Germany, provides cmrent policy guidance. The Sales Contl-acting 
Officer ~<:>CO) DR1v10, Wiesbaden, Gennany, executes sales contJacts. BRS acts as 
the government agent ft)r coordinating solicitation and sales 1.mder guid<mce of the 
SCO, DRMO-Alpha. Additional regulatmy reterences are as follows: 

• DRMS-H 4160.3, VoL I, Prope1iy Accmmting 
• DOD 4160.21-H, Defense Scrap Yard Handbook 

6.0 Delivery of Scrap Materials 

6.1 The EPLY/SMLY Manager will receive all scrap material delivered to the 
SML Y. Prior to accepting delive1y of material or offloading any vehicle, the 
EPLY/SML Y Manager will inspect scrap loads to ensme no hazm·dous 
material, trash or De-mil items are present If any of these items are fmmd to 
be a pmt of the loacl the EPL Y/SML Y Manager shall not accept load. The 
EPLY/SML Y Manager will fhen validate the docmnentation accompanying 
the material to be tmned-in. (See Para 8). Once the load has been i11~pected 
and paperwork tom1d to be acceptable, the senior :individual delivering the 
scrap material to the SMLY will be directed to locations where scrap can be 
placed. The indi\ii.dualG~) making the delive1y will be responsible tor ofr 
loading the vehicle. Prior to enhy into fhe storage yard, visiting persotmel 
vvill be brieted on potentiallmzard~, which may be encmmtered :in the yard. 
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6.2 Scmp will be segregated by type. The only allowable scrap materials that will 
be accepted are the following: 

Heav-y· Metal 
Light Metal 
Ahuninum 

Wood 
Rubber Products 
Canvas 

Plastic 
Copper 

NOTE: Additional items may be approved by the ACO that al'e not included 
in this SOP. 

6.3 Trucks should arrive at the SML Y with material segregated into the above 
classificatiom:. This will ta.cilit.ate the acceptance of the scrap at the SML Y. 

7.0 Unacceptable Materials 

The following materials will not be accepted :in the SML Y. 

• Hazardous Materials i.e.~ POL products, chemicals, fnel, anmnmition, etc. 
• Trash 
• Petroleum cans or containers tlnt have not been cleaned or triple rimed and are 

not stenciled "Triple Rinsed". 
• Fire Extinguishers 
• Items requiring de-milital'ization will not be accepted. Example: Any palis from a 

\Veapon or any pmt oti a tactical vehicle. Units al'e respom:ible to hun in all items 
to the Supply Suppmt Activity (SSA). 

8.0 Required Documentation 

8.1 A DD Form 1348-1A shall be prepared :in accordance with the attached 
example. A sepmate DD Form 1348-1A shall be prepared for each shipment 
of scrap delivered to the SML Y. One DD Fonn 1348-1A is required t<.)r each 
type of scrap, regardless of the munber of vehicles deliveting the scrap fi:om a 
u11it Should the milt make separate deliveries in the same day, a DD Form 
1348-1A shall be prepared for each delive1y. Example: A milt delivers 4 
tmcldoads oflight scrap metal from Camp McGovern at 0900 on15 Jan OL A 
DD Form 1348-1A is reqlilted. T1ils same mrit delivers 2 tmcldoads oflight 
scrap metal and 1 trncldoad ofhea,ry metal at 1400 on 15 Jan OL A separate 
DD Form 1348-1A is reqlilred for tlris slilpment for each type of scm.p. 

8.2 The lhilt Commander/Camp Mayor/Propeti:y Book Officer/Camp Manager 
shall sign the DD Form 1348-1A. A statement will be included on the DD 
Fonn 1348-1A or a sepamte memo wlrich states "I ce1ticy that tlils delivety of 
propeti:y/scrap material contains none of the following items: HAZMAT, trash 
or items reqlilring demilitmization". 
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8.3 Units mnvmg without the proper paperwork will be denied access to the 
SMLY. 

9.0 Document Register 

9.1 A docmnent register will be prepared and used to document receipts of all 
scrap arriving into the SML Y This register will contain as a mininnun: 

• Unit DODAA.C munber 
• Setial munber 
• NIIN 
• Quantity of scrap delivered 
• Camp delivered from 

Julian date 
Stock munber 
Noun 
Date received 

9.2 The doc1unent register vvill be completed daily for all deliveties made that day. 

9.3 Upon completion of a sak all snppott documentation will be forwarded to the 
SCO located in Wiesbaden., Germany. This snppmt docmnentation will 
con~ist of a copy of the document register and the 1348-1A hum in docmnent 
to suppmt totals for that pmticular sale. 

10.0 Sale of Scnlp 

The directions of the SCO shall govern the procedmes for the sale of scrap materiaL 
Bids received shall only be open with a Government representative on hand who has 
been designated by the SCO. 

11.0 Tnlining Turn-in Procedures 

Conduct hai:ning classes per tToop rotations on tmn in procedmes to EPL Y/SML Y 
facility in co1~junction with Defense Logistics Agency (DLA). 

12.0 Definitions 

12.1 Excess Propetiy is identified as propelty determined to be excess to the need~ 
of the assigned 1urits and contractor acquired prope1ty excess to mission 
fimction~ or tasks. 

1 ') ') Scrap is identified as those items that have no value except for its basic 
material content The detemrination is made by authorized U.S. Govenunent 
personnel responsible for the transfer ofpropetiy and or scmp material 
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SAMPLE 
Enclosure 5 

liL C'Ol.VJJ.\UJNIC' A..TIONS SHOlJLD INCLUDE 1HE C'ONTRA.CT NUlVffiER SHO\\N IN BLOCK'\ BELOW . .• ' 

NOTICE OF AWARD, STATEMENT, AND RELEASE DOCUMENT 1.PAGE 1 « 2: 

2. FROM: 4. Date of Awm·d: 

Sllllllns Sales Office (Name and address of Sales Office) 
BRO\\IN & ROOT SERv1CES (BRS) 
IN THE NAJ.Vm OF AND ONBEH.UF OF THE UNITED STATES GOVERNJ.VffiNT 

5. ln"~<itation No.: 

XX-XXXX-
6.SALENO.: 

7. Bi<hler No.: 

3. ACCOUNT NUl\IBER:XXXXX-XXX-XXXXXX 

8. TO (l'bme and address of Purchaser): 9. Pai(l Stamp: 

(FOR RElEASE OF PROPERTY ONLY) 

1H!S IS TO INFORM YOU 1HAT YOUR FIRM HAS BEEN AWARDED A 10. PROPERTY :MUST BE REMOVED BY (Final date of removal) 

CONTRACT OF SALE FOR 1HEFOLLOWNG MA TER!ALS AS A RESULT OF THE 
ABOVE NUMBERED NV ITA T!ON FOR B !D. 

11. SURPLUS ANDiOR EXCHANGEiSALE ITEl.\'1~ 

LOT (c) (<1) (e)UNIT (f) TOTAL (g) Q1Y. 
#.:(a) DESCRlPTION (b) Uil Qty.: PRICE PRICE RELEASED 

12. RELEASE 13. STATEMENT OF ACCOlJNT 

An agent of the Jnn·chaset· obtaiuiug r<>lease of tl1e matet·ial must Paymellt of arroiUII (\lie rl1e U.S. Govennne~lltmt~l be tm<lepli.or 10 rerroval of any 

JH'ese~lt IntHhaset· autl10rizatiotL mme'l'ial, Refer 10 rl~e IFB for allnedw<t~ of accep «able paymetll .. 

Signature of Authorized Persormel Releasing Property Date: 

A. TOTAL CONTR\CT Al\:IOUNT: $ 

A. I have rec<>ive<l the above liste<l matet·ials in the quantity itulicated mul have acCEq)te<l the same in COIIIJ)liauce with the t.,nns mul cotHlitiotlS of 
the above me~1tioued cot1tract umnb.,1·. 

TYPED OR PRINTED NAI\!m & SIGNATURE OF THE PURCHASER OR AUTHORIZED AGENT DATE: 

14. SALES CONTRACllNG OFFICER (Typed or stamped name & signature) DATE: 

Plant Clearance Officer 

COMPUTER GENERATED FO~•l 
.. 

CU~TOMS ST ArviP & SIGNATURE 
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INVITATION No 
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SURPLUS SALE 

«~:•::JW 
Brown & Root Services (BRS) 

Surplus Sales Program 
BANK TRANSFER INFORlVIATION 

SOP No.12B 

Enclosure 5 
(Cont.) 

SALE No 

1. Deposit fimds into this accmmt at---~ any tTmlsfer fee's is yom responsibility. 
Name of Bank: 
Account Nmnber: 
Accmmt Name: Brown & Root Services. Smplu.s Sales OJGS Property Bosnia. 
(Once this tTansaction is complete, a copy must be provided to the Smplus Property 
Sales Office). 

2. Pmchaser(s) must provi.de copies ofthese pennits to the Smplus Prope1iy Sales 
Office. 
a) Landfill 
b) Dmnp and or any other type of di:~:posal fa.cility. 
c) Miscellaneous or any other pennitrequired by local government laws. 

3. Customs pt~perwork must be completed and the Notice of Award, Statement & 
Release Document MUST BE STAMPED and SIGNED by the Local Customs Office 
and a copy retmned to Uris office. 

4. THE ABOVE STEPS MUST BE FOLLOWED AND COMPLETED PRIOR TO 
THE REMOVAL OF ANY PROPERTY YOU HAVE 30 CALENDAR DAYS, 
FROM DATE OF A WARD TO MAKE ALL REQUIRED PAYMENTS, 
CLEARA.NCES, PERMITS AND REMOVAL OF PROPERTY FROM THE SALE 
SITE. THIS INCLUDES ANY AND ALL WEEKENDS AND HOLIDAYS! 
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SAMPLE 

BROWN & ROOT 

~ 
SERVICES (BRS) 
DAAA09-02-D-0007 

BRS 
Surplus 

Property Sales 
Program 

SOPNo.12B 

Enclosure 6 

BY DIRECTION OF DCMDI 
AND ON BEHALF OF THE 

UNITED STATES 
GOVERNMENT 

HOST COUNTRY VERSION AMERICAN ENGLISH VERSION 

TRANSLATION 

I hereby acknowledge the receipt of the 
bid package No: XXXX-XXXXXX 
I understand that when I (my company) 
submits a bid that the bid must be 
submitted by __ hrs, date. 
If not here before __ hrs your 
bid will not be considered for the purchase 
of U.S. Government Property . 

.............................................................. Fore1gn Translation .. 

.............................................................. Fore1gn Translation .. 

... ........................................................... Fore1gn Translation .. 

.••.•. ~ .•.••. '.~ ..•.•.••.•.•.•. •.•.~···:···········:··.~.•.; .•. ·~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~ .•. ~ .•. •.•.~.•.: .•. •.•.~ .•.••.. >.•.h.>.>S~i~ .•.•. ". a.•.:~.~t:f#=••;< •.. ><.J.!.......... . . JY ]\' /·····················<? ~ 

.............................................................. Fore.1g n Translation.... ••••••••••••··········································································•• 
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~ 
~ 

Brown & Root Services 
Surplus Sales 

MEMO FOR RECORD 

FROM: Smplus Property Sales Manager 

TO: Solicitation File: 

SUB.JECT: Pre-Bid Conference Memo for Record 

SOP No. 12B 

Enclosure 7 

A pre-bid conference was held in (TBA) ~ followed by a 
site visit to . All company representatives attended both the pre-bid 
conference and site visit A form in English and is in tile stating they have 
picked up a copy of the bid package and the time & date in which bid~ must be submitted by. 

The bid package was read aloud, so that if there were any questio11~ they could ask them. 
All of tlris was done tluough a trm1~lator. The 'Tips to Bidder·s" was gone over to e11~me no 
mislmderst.andings to the IFB. 

Once again, we explained that each LOT would be sold as is where i~ and not smted item by 
item (iw picking & choosing). 

Brown & Root Se1vices 
Smplus Property Sales Manager _________________ _ 

Data Subject to Title Page Restrictions 42 
Otherwise, Treat as For otnclal Use 01 il}' {F0UO) As of 5/8/2008 



SAMPLE 

Buyer: 
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Subject: 
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SURPLUS SALE 

SOP No.12B 

Enclosure 8 

Brown & Root Services (BRS) 

Surplus Sales 
Hereafter referred to a:::: ''PURCHASE" 
Smpln:::: Property Sale:::: Manager 
Pre- Pedonnance Briefing 

DATE: 

The pmpose of Uri:::: Pre-Perfonnance btiefing i:::: to en::::me and claritY the BR<:> Smplns Sale:::: 
Office policie:::: and rule:::: that govem:::: the removal proce:::::::: and ::::pecified time limit::::. The 
following action:::: 1\fUST be accompli::::hed wifhin thi:::: 30 CALENDAR DAY PERIOD: 

• Bank deposit and C\1::::tom:::: application, ::::et appointment for cn::::tom:::: to view the property 
::::o they can malce their a::::::::e::::::::ment, pay a::::::::e::::::::ed mnmmt, complete Cu.<::tom:::: paperwork 

• Bring copie:::: of the above paperwmk to the Smpln:::: S:.1le:::: Office. Before relea::::e of the 
matetial!propeliy Smpln:::: Property Sale Office mn::::t be :.1ble to veritY the :.1bove action::::. 
Once verified, p:.1perwork i:::: faxed to PLCO in Wie::::baden, Genmny who authorize:::: the 
relea::::e of the propeliy. Upon anthmization Sale:::: Manager ::::tamp:::: and ::::ig11<:: award 
document in the paid block and ::::end:::: to Site Foreman to let pick up of property to begin. 

• NOTE: Iti:::: lmder::::tood that wifhin the material!propeliy you pmcha::::e there maybe item:::: 
you will di::::cm·d. Yon agree not to di::::cm·d or throw away m:.1teri:.1l!prope1iy along the 
road::::ide or on empty lot not owned by 'THE PURCHASE". If placing any of the 
matetial/propeliy in a land tlll or dmnp, you mu::::t provide a vetitlable receipted permit 
Thi:::: must be done in accordance with loc:.1l environmental rule:::: and regulation::::. All 
procedme:::: mn::::t be done legally and a l:.'lwfiu manner. THIS MUST BE 
ACCOMPLISHED NO LATER THAN OR YOU WILL FORFEIT ALL CLAIMS 
TO THE MATERLA.L!PROPERTY AND THE BID AMOUNT WITH NO CHANCE OF 
REFUND. 

• Once at the Surplu:::: Propeliy Sales Site, the Site Supervi::::or prior to begimring pick up 
will conduct a ::::afety briefing. Tlri:::: briefing i:::: given to ''THE PURCHASE" employee::::. 
They nm<::t 1mder::::tand that they will be working in a Hazardous Environment and that 
their employer i:::: fiuly re::::pon::::ible for fhem at all time:::: while working at Uri:::: facility. 
''THE PURCHASE" i:::: re::::pon::::ible for illiurie:::: (to include death and or di::::memberment) 
or los::::e:::: (to :include actual or :.1nticipated) incmred wlrile at Uri:::: facility. Remember 
willie at the Smplus Sales Site you are reqllired to wear and n::::e :::::.1fety eq1ripment ::::nch a:::: 
hardhat:::: and ::::teel toed boot:::: or ::::hoe::::. 
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SOP No.12B 

Enclosure 8 
(Cont) 

• Yo1.u· operation may be monitored or in~pected by the following sections witlrin Brown & 
Root Services? to ensme the safety and secmity ofthe Smplus Property Sales Program is 
adhered to~ a) Safety~ b) Secmity~ c) QAQC [ qunJity assmance quality control]. You 
must follow their direction and guidance. It is yom responsibility to ensme the rules are 
tollowed and all safety requirements are met Make sme yom eq1.ripment is :in good 
mechanical working condition [NO LEAKS -oil? fuel? hydraulic t1uid? anti-freeze? etc.]. 
Must make sme equipment is properly operated and :in a safe protessional mmmer. 

• Brown & Root Se1vices (BRS) have and maintain an excellent SAFETY record operating 
the Smplus Property Sales Site to date. Tlris success can be pmtially :.1ttributed to a well­
developed s:.1fety program to en~me the s:.1fety of om workers and ymm. 

• Brown & Root Se1vices on site supe1visor at the Smplus Property Sales Site will be able 
to :.1nswer any and all questions regarding operations there at the s:.1les yard. The BRS 
Smplus Property Sales Afanager will answer and address any and all questions 
concenring policy and contmct issues. 

BROWN AND ROOT SERVICES 

Surplus Propetty Sales Mmmger 
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Property Book Register 

USE OR DISCLOSURE OF DATA CONTAINED ON TillS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
Brown & Root Proprietary Data 

45 

SOP No. 12B 

Enclosure 9 
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Annex I 

For the p1.U'pose:::: of :indic<.1ting condition of the propelty? the Federal Condition Code:::: 
indicated belmv will be n::::ed. U::::e a combination of a letter and a munber (::::uch a:::: AI or F7) 
or 2letter (when ::::alvage or ::::crap i:::: indicated). 

FEDER\L CONDITION CODES 

Supply Condition Code:::: 

A. New? u::::ed? repaired, or reconditioned prope1iy? which i:::: ::::erviceable and i::::::::uable to all 
cn::::tomer:::: without limitation:::: or re::::tliction. Include:::: mate1ial with more than 6 month:::: 
::::helflite remaining. 

B. New? used? repaired? or reconditioned prope1ty which i:::: ::::erviceable and i::::::::uable or t\.)r it:::: 
intended pmpose but re::::tricted from i::::::::ue to ::::pecific units? activitie::::? or geographical 
areas because of its limited u::::efhlne:::::::: or ::::hmt ::::ervi.ce-life expectancy~ include:::: material 
and remaining ::::helflite of tl1ree to ::::ix month~. 

F. Economically repairable prope1iy, which require:::: repair? ovedtaul? or reconditioning 
(:include:::: repairable item:::: which are m.dioactively contaminated). 

H. Prope1iy? which ha:::: been determined to be 1.m::::erviceable and doe:::: not meet repall' 
crite1ia. 

S. Prope1iy that ha:::: no value except tor it:::: basic material content 

Di::::posal Condition Code:::: 

1. Unu::::ed-Good. Unu::::ed prope1iy that i:::: u::::able without repam and identical or 
interchm1geable with new item:::: from normal ::::upplie:::: ::::omce::::. 

2. Unu::::ed-Fair. Unu::::ed prope1iy that i:::: u::::able without repair:::: but i:::: deteriorated or 
dmnaged. Enough utility remain:::: to classiry the prope1iy better than ::::alvage. 

3. Unu::::ed-poor. Unu::::ed propelty that i:::: u::::able without repair but i:::: con::::iderable 
deteriorated or damaged. Enough utility remain:::: to cla::::::::iry the property better than 
::::alvage. 

4. U::::ed-Good. U::::ed prope1iy that i:::: usable >vithout repair:::: and most of it:::: u::::efi.u lite 
remmn::::. 

5. U::::ed-Fair. U::::ed propelty that i:::: u::::able without repair::::. 
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6. Used-PooL Used prope1ty that is us:.1ble without rep:.1irs, but is co11siderably worn or 
deteriorated to the degree that remaining utility is limited or major repairs will soon be 
required. 

i Repairs Required-Good. Required rep:.1irs are mmor and should not exceed 15% of 
original acquisition cost 

8. Repairs required-Fair. Required repaiis are considerable and are estimated to rm1ge from 
16% to 40% of the original acquisition cost 

9. Rep:.1irs Required-PooL Required repaiis are m<'tior because the piOpeliy is badly 
damaged, vvorn, or deteriorated, and are estimated to range tl'om 41% to 65% of original 
acquisition cost 

X. Salvage. Propeliy has some value in excess of its b:.1sic m:.1terial content, but repair or 
rehabilitation to use for the origii1:.11ly intended pmpose is clemly iinpractic:.1l Repair for 
any use would exceed 65% of the migii1al acquisition cost 

S. Property that l1as no value except tor its basic material content 

CONDITION CODES TO BE USED ON THE INVITATION FOR BIDS ARE AS 
FOLLOWS: 

1. GOOD 
2. FAIR 
3. POOR 

CONDITION CODES-FEDERAL 

DEFINITION: TI1e specitJ.c value that denotes the condition of excess piOpeliy received at 
dispos:.1l activity. 

CODE 
Al 
A2 
A3 
A4 
A5 
A6 

Bl 
B2 
B3 
B4 
B5 
B6 

Cl 

DESCRIPTION 
Setviceable- lumsed, good 
Setviceable-mmsed, t'::lir 
Setviceable- lumsed, poor 
Setviceable-used, good 
Setviceable-used, tair 
Setviceable-used, poor 

Setviceable-mmsed, good (w/qualitJ.cations) 
Setviceable-mmsed, tair (w! qua1ificatim1s) 
Setviceable-mmsed, poor (w /qualifications) 
Setviceable-u.sed, good (w/qualifications) 
Setviceable-used, tair (\v/ qmlifications) 
Setviceable-used, poor (w/qualifi.catim1s) 

Setviceable-mmsed, good (priority issue) 
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C2 Se1viceable-mmsed, fair (priority issue) 
C3 Se1viceable-unused, poor (primity issue) 
C4 Se1viceable-used, good (p1iority issue) 
C5 Se1viceable-used, fair (Iniority issue) 
C6 Se1Viceable-u.~ed, poor (priority issue) 

D1 Se1viceable-mmsed, good (test/moditJ.cation) 
D2 Se1viceable-mmsed, fair (test/modification) 
D3 Se1viceable-mmsed, poor (test/moditJ.cation) 
D4 Se1Viceable-u.~ed, good (test/modification) 
D5 SeiViceable-used, fair (test/moditJ.cation) 
D6 Selviceable-lt~ed, poor (test/moditJ.cation) 
D7 Se1viceable-good, repairs required (test/modificatim~) 
DS Se1viceable-tai:r, repairs required (test/moditJ.cation) 
D9 Se1viceable-poor, repairs required (test/moditJ.cation) 

E7 Unserviceable-good, repairs required (limited restoration) 
ES Unserviceable-tail·, repairs required (limited restmation) 
E9 Unserviceable-poor, repail·s required (limited restoration) 

F7 Unserviceable-good, repairs required (reparable) 
FS Unserviceable-tail·, repaiis required (reparable) 
F9 Unserviceable-poor, repairs required (reparable) 
FS Unserviceable-scrap (reparable) 
FX Unserviceable salvage (repaTable) 

G7 Unserviceable-good, repairs required (incomplete) 
GS Unserviceable-fail·, repairs required (incomplete) 
G9 Unserviceable-poor, repairs required (incomplete) 
GS Unserviceable-scrap (incomplete) 
GX Unserviceable salvage (incomplete) 

H7 Unserviceable-good, repairs required (condemned) 
HS Unserviceable-tail·, repairs required (condemned) 
H9 Unserviceable-poor, repairs required (condemned) 
HS Unserviceable-scrap (condemned) 
HX Unserviceable salvage (condemned) 
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Annex II 
SALE No.-

BY DIRECTION OF DCJ\IDI 
AND ON BEIL~LF OF THE 

UNITED STATES 
GOVERNMENT 

INVITATION FOR BID 00-LBOS-0000 I 
BID RECEIPT DEADLINE: all sealed bids must be received by BRS, Sales Office in 
____ ,TBA, BY HRS. On . Note: If you would like to hand cany 
yom bid into the bid opening or to attend the bid opening, you will need to arrive at least 20 to 30 
minutes emher to clear tJn·ough BRS Secmity. 

BIDS RE<..'EI\.lED AF1ER Hours en . WILL NOT BE CONSIDERED. 

SITE VISIT/INSPECTION DATE: through between __ _ 
homs tJn·ough homs. May go directly to Sales site to inspect sale items without coming to 
the BRS Office at , Is located ________ _ 

PRE-BID CONFERENCE: Meet at (TBA) -----~ TIME: __ D_A_T_E: ___ OO 

Attendmtce is optionaL but it is for vom information. should von have questions. Att.endmtce is 
encomaged ! ! 

USED EQl.JIPMENT ITEMS OFFERED FOR SALE IS AS FOLLOWS· 

Plant Clearance Case Scrap 
Plant Clearance Case Scrap 
Plant Clearance Case Scrap 
Plant Clearance Case Scrap 

Payment for property must be via bank deposit only. Bank trmtsfer fee and cmrency conversion rate 
fees shall be the responsibility and at the expe11se of the successthl buyer. These fees shall be made 
at time of payment (deposit) and a copy of the receipt must be presented to this office and a signed, 
stamped copy of all receipts, customs papenvork~ plus copies of any & all legal required landfill 
permits (See Tab 3, 7.4 Banking Procedmes). 

SURPLUS SALE OFF1CE: BR<:> Sale Office is located at ___ LOCATION, ADRESS OF 
HOST COUNTRY, phone munbers _____ _ 

All bids should be :NL\RKED "SEALED BID" and made to the attention of Brown & Root 
SelVices~ Sales ffi.ce~ ~ In'.ii.tation No.: 00-LBOS-0000, Sale No :0000-XXXXXX. 

TIPS FOR BIDDERS 

Review the terms and conditions of this sale carefully. 
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• If you have questions? consult with the Sales Office? located at _________ _ 

• Don't bid for more material than you can pay for and/or remove within the removal time 
allowed. (Which is Uri1ty d~ys tl'om time of a:wal'd of sale? Uris includes weekends.) 

• Be sme yom bid is responsive. Bid~ are solicited on many different basis~ i.e.? pom1d? 
(noted as LBS)? foot (noted as tl? or as 9 each (noted as Ea.)? ton (1wted as t). Be sme yom 
bid is submitted on the proper mrit ofmeasme. 

• Always verifY yom mrit price and yom total price before signing and mailing the bid. 
Mistakes can prove costly to you and will delay processing yom bid. Ilritial erasmes and 
changes made on yom bid. 

• Be sme to address yom bid to the exact mailing address given :in the IFB. Please make 
sme to keep the Sales office informed of any changes :in yom company? such as: Name of 
Company? Address? Telephone Number? Fax N1.unber and or Point of Contact 

END USE CERTIFICATE/BID and A WARD PAGE. 

• Be sme the End Use Celiificate is propetly filled out and accompmries yom Bid and 
A\vard page? the name and address on the End-Use Ce1tificate must be identical to that 
entered on yom Bid andAwal'd page. The outside ofyom bid envelope must be annotated 
with the following information to ensme yom bid is processed: 

• Yom complete retmn address. (Always use the same name and addTess that appears on 
vom bid form). . . 

• The sale munbe.r? and ope1ring date and time? for example: Invitation No.: 
Sale No.: ? DATE 01~ __ HRS~ and marked "SEALED BID". 

BR<) by the direction of and on behalf ofThe lhrited States Govenunent rese1ves the right to 
add or delete it.em(s) from tlris :invitation. BRS by the direction of and on behalf of The 
lhrited States Govenunent rese1ves the right to make multiple award~. Award shall be made 
to the lrighest responsive bidder(s) to Uris IFB. All payments must be s1.ibmitted directly to an 
accmmt, bank deposit information will be provided to 
bidder who has been notified their company is the Successfi.il Bidder. Brown & Root Services 
cannot accept any cash? cmrency of any type? from this or any sale. 
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THIS INVITATION FOR BID CONSISTS OF THE FOLLO\VING: 

1) General Infonnation & Instntctions 

2) Bidders Registration Fonn 

3) Bid Sheet 

4) Geneml Cl3;:,:sifi.cation ofltems for Sale 

5) End Use Ce1iifi.cate 

6) Terms & Conditions 

Bidders are cautioned to review l'lll pmi;:,: of Uris invitation for bid. Successfiu bidders will be 
responsible for absolute compliance with all requirement;:,: listed within this invitation for hid. 

Any alteration of bid schedule may result in a non-responsive bid and may not be considered 
for award. You mu;:,:t bid on items inclu:;:ively a;:,: they appem· in the exlribit 

A signed stmnped copy of yom bank tiansfer, a copy of yom customs papenvod(, a copy of 
dump/hmdtlll pemrit;:,: mtd copy (s) of l'lll receipt;:,: f<.)r the above is required. It is the 
responsibility of the pmchaser to provide a copy to the Smplu;:,: Sales Office prior to removal 
of any propetiy. 

The bid sheet (page 7), must be bid in U.S . dollars, payment may be in other c1.urency 
provide that any tram:action fees are paid by bidder at time of deposit 

IMPORTANT NOTE: all doc1.unents in Uris solicitation must be completed :in 
AMERICAN ENGLISH and TRA.NSLATION. Should there be a contlictin memring the 
AMERICAN ENGLISH version will be used and considered the most correct 
NO VERBAL AGREEMENTS, ALL MUST BE IN WRITING. ONLY THE EXECUTED 
CONTRACT DOC1JMENTS WILL BE RECOGNIZED. 
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GENERA..L INFORMATION & INSTRUCTIONS 

All Bidders shall submit their proposal in wtiting using the enclosed Bid Sheet Proposal shall be 
filled out propedy in order to acc1.uately identitY item number, total bid price :in United States 
Dollars. Failme to state bids in United States Dollars may result in the determination of a non­
responsive bid. 

*NOTE: vo1.u· bid must include the following items at the time bid~ are due in order to be eligible to 
J)l.u:chase U.S. Govenunent Propeliv: 

1} BIDDERS REGISTRATION FORM 
2} BID SHEET (DOCJJMENT) 
3} END USE CERTIFICATE 

If any bidders name appears on the debarred listing his/her proposal shall be denied. 

PAYMENTS: Pmchaser shall make net cash payments, Any cmrency conversion charges shall be 
the responsibility of the Pmchaser. If paying in any other cmTency then it must equal the US Dollar 
amount bid no matter what the conversion rate i~ at the time of the bank transfer. 

LOSS OF FUNDS AND PROPERTY: ""All money and prope1ty will be forfeited" if not completed 
within the time limits set tenth in paragraph entitled •• Loading Legend •• 

ORIGIN OF PROPERTY: Unless otherwise stated in the IFB that all items are considered to be of 
United States origin. 

LAW GOVERNING CONTRA..(~: The laws of the United States of America will govem and 
determinations made where disputes arising 1.mder a conhact which may effect the rights and 
obligations of pmties 

TRA..NSLATION: Where a disagreement exists between the Ametican English text and a foreign 
language tran~lation oftlris doc1.unent, the Ame1ican English text will govern. 

LOADING LEGEND: Pmchaser must load all matetial pmchased onto their o-vvn transpoli.ation. 
It may be possible for BRS Sales Site to provide some assistance with loading provided om mission 
and worldoad permits. Pmchaser shall e11~me all pmchased materials are removed fi:om the sales 
site witlrin 30 calendar days including weekend days from the date of award. Tlris period includes 
the time for obt.aitring all paperwork (Bank Tra11~fer, Customs Doc1.unents and any other pennits 
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required to u::::e dmnp:::: or hmdfill::::, and receipts} A copy of all of the::::e doc1unents must be provided 
to the Smplu:::: Prope1iy Sale:::: Manager prior to the release of any prope1ty. 

SUCCESSFUL BIDDER HA.NDLING AND PACKA.GING EQUIPMENT ON SITE: Succe::::::::fiu 
bidder(::::) may position and operate equipment for facilitation of fhe removal of pmcha::::ed material:::: 
as required within fhe Sale:::: Site ::::ul~ject to BRS Satety/Secmity reg11lation::::. i\ny ::::ucce::::::::fiu 
bidder':::: wm1( and property in the yard are ::::ubject to all ::::afety and ::::ecmity i11spection:::: deemed 
appropriate by BRS. BRS re::::e1ve:::: the right to terminate any operation deemed m1safe or one tl1.1t 
pose:::: a potential ::::afety or ::::ecmity ri::::k There will be no con::::ideiation or compen::::ation given to 
any ::::ucce::::::::fiil bidder for los::::e:::: (to include anticipated profits) due to enforcement of ::::atety or 
::::ecmity ::::t.andard::::. Succe::::::::fiil bidder(::::) must abide by fhe term:::: of fhe loading legend regardle:::::::: of 
delay:::: or ::::toppage:::: re::::1ilting fi:om enforcement of ::::afety or ::::ecmity ::::tandard::::. 
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Terms & Conditions of Contract Excess/Surplus Propertv and Scrap Sales 

1. DEFINITIONS: TI1e terms 11Seller11 ;md 11United States Govenunent11 shall mean the s::nne entity 
in regm·d.:,: to Invitations, Sales Contracts, and the applic:.1tion of rights and liabilities. 

2. INSPECTION: The Bidder is invited to in:;.pect the prope1iy prior to stibmitting a bid. Prope1iy 
will be available fbr inspection at the places :.1nd times specified in the IFB. Failme to inspect 
propetiy does not constitute grmmds for the withdrawal of a bid afler opening. 

3. CONDITION AND LOCATION OF PROPERTY 
a. Unless otherwise specifically provided in the IFB, all property is otiered for sale "as is" and 

''where is". If the IFB provides that the Seller will load, then "where is" means fo.b. 
conveyance at the point specified in the IFB. 

b. The description is based on the best available int<.mnation. However, the Contiact Sales 
Office and The United States Government makes no warranty, express or implied, as to 
quantity, kind, chamcter, quality, weight, size, or desc1iption ofthe property or its titness for 
any use or pmpose. 

c. Except as provide in Conditions, Vmiations in Quantity or Weight, and Risk of Loss, no 
request for adjustment in price or for rescission of the s:.1le will be considered. This is not a 
s:.1le by s:.1mple. 

4. CONSIDERATION OF BIDS 
a. Bidder agrees that this bid is finn and irrevocable within the acceptance pe1iod specitled in 

the IFB (or, if not specified, not less than ten or more than 60 days). 

b. The right is reserved to r~iect any or all bid<::, to waive any teclmical defects in bids, and, 
tmless otherwise specitled in the offering or by the Bidder, to accept any one item or group 
of items in the bid. Unless the invitation provides otherwise, bid.;;-

1. May be on any or all items~ 
2. Must be submitt.ed on the mrit basis specitled for that item~ 
3. Must cover the total number ofmrits designated for that item & Unit prices govern. 
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5. BID PRICE DETERMINATION: When bids are solicited on a unit price basis, Bidders will 
in~elt fheir unit p1ices and total prices in fhe space provided tor each item. a) In fhe event fhe 
Bidder inselts a total price on the item but t;:.ils to in~elt a unit price, the seller will determine the 
mrit p1ice by dividing the total p1ice by fhe quantity of the item set out :in the Invitation. b) \Vl1en 
bids are solicited on a "Lot" basis, Bidders should submit a single total p1ice in the Total Price 
cohunn of the bid sheet Bidders should NOT m::~ke any enhy in the Unit P1ice Bid Cohunn. In 
the event a Bidder submits a total bid price ::~nd also a mrit bid price which are not identical, fhe 
mrit bid price will not be considered. c) Multiple Awards: BR<> ::~nd The lhrited States 
Government reserves the right to make multiple a\vards based on bids/oilers received. 

6. CERTIFICATE OF INDEPENDENT PRICE DETERlVIINATION: 

a) The Pmchaser ce1tifi.es th::~t-
1. The prices in Uris otler have been arrived at independently, without, tor the pmpose of 

restricting competition, any consultation, comm1.mication, or agreement with any other 
Pmch::~ser or competitor relating to: (i) those prices, (ii) the :intention to submit an ofter, 
or (iii) the methods or factors used to calculate fhe prices otlerecl 

2. The prices in tlris oiler have not been and will not be knowingly disclosed by tl1e 
Pmch::~sei, directly or indirectly, to any other Pmchaser or competitor before bid opening 
or conh-act award muess otherwise required by law~ and 

3. No attempt has been made or will be made by the Pmchasei to include any other concern 
to submit or not to submit an ofter tor fhe pmpose of reshicting competition. b) Each 
signat:me on the oiler is considered to be a ce1tification by the signatmy 1) Is the person 
in fhe Pmchase1Js organization responsible tor determining the prices being otlered inlris 
bid or proposal, and that the signatmy has not pmiicipated and vvillnot pmticipate in any 
action contm1y to subparagr::~phs (A)(l) through (A)(3) above~ or (2)(i) H::~s been 
authorized, in writing, to act as an agent tor the principals in ce1tizying that those 
principals have not pmiicipated, and will not pmticipate in any action contrmy to 
subparagraphs (A)(l) fhrough (A)(3) ::~hove. (ii) As an anthmized agent, does ce1ii:t}r that 
the principals have not pmticipated, and will not p:.11iicipate, in ::~ny action contr::~1y to 
subpm-agraphs (A)(l) fhrough (A)(3) above~ and (iii)As an agent, has not personally 
pmiicipated, and will not pmticip::~te, :in any action contrmy to subparagraphs (A)(l) 
tln·ough (A)(3) above. c. If the Ptn·chaser deletes or modifies subparagraphs (A)(l) 
tln·ough (A)(3) above, the Pmchaser must fimrish with its ofter a signed statement setting 
to1ih :in detail the circmnstances of the disclosme. 

7. CONSIDERATION OF BIDS 
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a. The Bidder <.1grees that his Bid will not be withdnrwn within the time period specified for the 
accept.<:~nce thereof following the opening of Bids. 

b. Unless othenvise specified in the In-v-itation, a Bid covering any listed item must be 
submitted on tl1e basis of the mrit specified for that item and must cover the tot.<:~l munber of 
milts designated for that item. 

8. PURCHASERS CERTIFICATION: By signing the bid, Pmchaser ce1tifies they are the person 
in the orgmrization responsible for determining the p1ices being offered in tlris bid, and that they 
have not pmiicipated and will not pmticipate in any action conti:ny to the Ce1titlcate of 
Independent Price Detennination provision, or b) are authorized to act for the principals Bidder's 
orgmrization in ce1ticying that the principals have not pmticip<1ted and will not pmticipate :in any 
action contrmy to the Ce1tificate ofindependent Plice Detenn:ination. 

9. PAYMENT 

a. Pmchaser agrees to pay the fiill pmchase price for awarded property at the prices quoted in 
the bid. Unless an aqjustment is required pmsuant to Condition or Vm'iations in Quantity or 
Weight, payment must be made witlrin tl1e time specitled for removal and p1ior to delive1y of 
any of the prope1iy. In the event that any aqju::;tment is made, payment must be made 
immediately aft.er such aqjustment 

b. The fiill pmchase price or balance if a bid deposit w<.1s required, shall be paid to the lhrited 
States Government The BRS Sm-plus Sales Office is not required to extend credit to any 
pmchaser. 

c. The Plant Clearance Officer reserves the 1ight to apply any bid deposits made under tlris 
Im-itation by abidder against any amounts due 1mder a contl-act awarded by the BRS Smplu.<:: 
Sales Oftlce Ullder tlris Im-itation. If the total sum due to the Pmchaser is less than tl1e 
mnmmt deposited with the bid, the ditierence shall be promptly refimded. Deposits 
accompanying bids wlrich are not accepted shall be promptly retmned. 

10. TITLE 
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a. Unless otherwise specified in the Invitation, title to property sold 1mder this Invitation shall 
vest in the Purchaser when fiill payment is made. If the Invitation provides for loading by 
the BRS Smplus Sales Office, title shall not vest mttil payment and loading is completed. 

b. A Standard Fonn 97, Celiificate ofRelease of a Motor Vehicle, (or a State celiificate of title) 
will be fiunished for motor vehicles and motor-propelled or motor-chawn equipment sold. 

11. DELIVERY AND REMOVAL OF PROPERTY 

a. Unless otherwise specitied in the Invitation, the Pmchaser skill be entitled to obtain tlte 
property upon vesting of title :in the Pmchaser. Removal will be at the Pmchaser's expe11~e 
within the time frame specitJ.ed in the Invitation or any additional time allowed by the Plant 
Clearance Officer. 

b. The Pmchaser sh .. 1ll reimbmse the United States Govenunent for ::my damage to the Sales 
Site or Property, can~ed by Pmchaser's removal operations. If additional time is required to 
remove the prope1iy, the United States Government, without limiting any other rights, may 
require the Pmchaser to pay reasonable storage charges. 

c. The Pmchaser is responsible for anangements necess::ny for packing, loading, and 
tJanspmtation of pmchased prope1iy. 

d. When prope1ty is boxed, packed, crated, skidded, or in containers, the Seller does not 
warrant that the propeliy, as packaged, f:.'l.ritable for slripment 

e. Segregation, culling, or selection of prope1iy for the pmpose of effecting pmtial or increment 
removals WILL NOT be permitted except as specific:.1lly authorized and prescribed by Seller. 

12. TRANSIT OF PROPERTY: Pmchasers of lhrited States Govenunent prope1iy located in 
cmmtries other tl1:.1n where the Pmchaser resides, are reminded to check Host Cmmhy 
requirements for rem oval and tnmsit of prope1iy. The loc:.1l Customs Office of the Host CmmtJ.y 
may require a special type of conveymtce and posting of monetmy or other secmity before 
release of the prope1iy tl:om the storage location. 

13. REMOVAL OF PROPERTY: Propeliy will be released to the Pmchaser (buyer), when the 
official Notice of Award or written authorization from Plant Clearance Officer and proof of 
payment and custom docmnents are obtained. 
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14. DEFAULT: If the ;;:ucce;;:;;:ful Bidder fail;;: to make fiill payment, remove propelty by tl1e 
;;:pecified date, or comply with any other term;;: and condition;;: of ;;:ale, BRS in the name of fhe 
United State;;: Government re;;:e1ve;;: the right to ;;:ell or otherwi;;:e di;;:pose of any or all ;;:uch 
property and to chnge los;;:e;;: and incidental expen;;:e;;: to fhe defaulting Bidder. Bid deposit;;: 
received (if required in the IFB) ;;:hall be applied against ;;:uch los;;:e;;: and expen;;:e;;:. 

15. VARIATIONS IN QUANTITY OR \VEIGHT: When propelty i;;: ;;:old on a ''unit price" ba;;:i;;:, 
the Conhactor re;;:e1ve;;: the tight to vary by up to 15 percent fhe quantity or weight li;;:ted in tl1e 
Invi.tation and the Pmcha;;:er agree;;: to accept delive1y of any quantity or weight within these 
limits . The pmcha;;:e price ;;:hall be aqju;;:tedin accord~nce with the mrit price and on the ba;;:i;;: of 
the qu~ntity or weight delivered. 

16. ADJUSTMENT FOR VARIATION IN QUANTITY OR \VEIGHT: Unle;;:;;: othenvi~e 

;;:pecifically provided in the Im-itation, no aqju;;:tment for ;;:uch vmiation will be made where 
propetiy i;;: ;;:old on a "ptice for the lot" basi;;:. 

17. SETOFF OF REFUNDS: The Bidder or Pmchaser agree;;: that the ;;:elling agency may u;;:e all or 
a pmtion of any bid deposit or refi.md due ]rim to ;;:ati;;::t}.r, in whole or in pmt, any debt;;: ari;;::i:ng 
out of prior tnm;;:actio11~ with the lhrited State;;: Govenunent 

18. RISK OF LOSS: The BRS Sale;;: Site i;;: re;;:pon;;:ible for rea;;:onable care and protection of the 
propetiy lmtil the date ;;:pecifi.ed for removal. All ri;;:k oflos;;:, damage, or de;;:truction from any 
cau;;:e what;;:oever ;;:hall be borne by the Pmchaser afler pas;;: age of tifle. 

19. LIABILITY: BR.<) and the lhrited State Government liability, when liability has been 
e;;:tahli;;:hed, ;;:hall not exceed the refimd of any pmiion of fhe pmcha;;:e price already received by 
the Sale. 

20. ORAL STATElVIENTS AND MODIFICATIONS: Any oral ;;:tatement or repre;;:entation by 
any repre;;:entative of fhe Seller or United State;;: Govemment, changing or ;;:upplementing fhe 
Im-itation or contract or any condition thereo:t: i;;: mwnthorized and ;;:hall confer no right upon the 
Bidder or Pmchaser. Fmiher, no inte1pretation of any provi;;:ion of the conhact, including 
applicable perfonnance requirements, ;;:hall be binding on the Seller or United State;;: 
Government mlle;;:;;: fimri;;:hed or agreed to, in writing, by the Seller;;: authorized repre;;:entative. 

21. ELIGIBILITY OF BIDDER.<): 

Shall celiifY fhat the Bidder i;;: not: 
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a. A civi.li::m employee of the Department of Defense or the United States Coast Guard whose 
duties include any fi.mctional or supervismy respom:ibility tor disposal of Sellers inventory~ 

b. A member of the United States Armed Forces, including the Coast Guard, whose duties 
include any fi.mctional or supervismy re.s-po11sibility tor disposal ofSellers inventmy~ 

c. An agent, employee or :immediate member of the household of peiso1mel :in paragraphs 
above. 

22. DENIAL OF ACCESS TO EXCESS/Sl.JRPLUS PROPERTY AND SCRAP FACILITY: 
The tollowing individuals and finns aJe prohibited tl'om pmticipating in and receiving an award 
from any sale or entering facilities of this agency. a) Those who have committed a secmity trl'lde 
violation under a sm-plus or foreign excess sales contmct b) Those who are indebted to tl1e 
United States Government lmder sm-plus or foreign excess sales contracts. c) Those who are 
either su.spended, proposed for debarment or debarred by DRMS, Depmtment ofDef(mse or any 
other Executive Agency from pmticipl'ltion in the Smplus and Foreign Excess Sales Program. d) 
Those who are listed in the Depmtment of Commerce Table of Denial Ordeis. 

23. CLAIMS LIABILITY: The Purchaser or Bidder agrees to save BRS and the United States 
Government harmless fi:om l'lny and ali claims, demands, actions, debts. Liabilities, judgments, 
costs, and attorney's fees aJising out ot: claimed on accmmt ot: or in any manner predicated upon 
loss of or damage to propeliy ot: and ii~imies to or the death of any and ali persons whatsoever, 
in any manner caused or contributed to by the Purchaser or Bidder, their agents, servants or 
employees, ~;vhile ii1, upon, or about the sale site on which the propelty sold or offered tor sale is 
located, or willie going to or depmiii1g tl'om such areas~ and to save BRS and the United States 
Government harmless tl'om and on accmmt of damages of any kind which the Purchaser or 
Buyer may sufrer as the result of the acts of any of the Purchaser's agents, servants, or 
employees while ii1 or about the said sites. 

24. LIABILITY AND INSURANCE 
a. The Purchaser dming the pe1fonnance of this contract, shall be responsible for and shall hold 

the Untied States Government harmless from any and ali loss ot: damage to or liability 
incmred with respect to property of eve1y kind and description, except as provided in 
Conditions of tl1e Geneml Sale Tenns entitled "Risk of Loss", whether or not such prope1iy 
is owned by the United States Govenunent The Purchaser shall also hold the United States 
Govenunent hannless fi:om bodily ii~imy to or death caused either in whole or in pmt by the 
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negligence or fault of the Pmchaser, its officeis, agents or employees in the performance of 
work 1.mder fhis Sale. 

b. The Pmch .. <~.ses celtifies that it will, at no expense to the United States Government, maintain 
adequate insm:mce to be effective dming the term of this Sale and any extension thereof 

25. SCRAP \VARRANTY: The following condition shall be used whenever property, other thm 
production scrap, is offered for sale as scrap: 

Scmp Warranty 

The Pmchaser represents and warrants that the property will be used only as scrap, and will 
not be resold mttil- a. Scrapping has been accomplished~ or 

b. The Pmchaser obtains an identical wanmrty tl·om any subsequent 
pmchaser. 

26. SAFETY EQUIPMENT: Pmchaser must possess and use approp1iate safety equipment, and 
clothing wheneverin fhe operational areas of the BRS Smplus Propelty Sales Site. 

27. DISPOSITION AND USE OF PROPERTY 
a. The Bidder agrees with End-Use Ce1iitlcate (Statement Regarding Disposition and Use of 

Prope1iy) in the form prescribed in this hrvi.t.ation. (Enclosed in IFB) 

28. COVENANT AGAINST CONTINGENT FEES 
a. The pmchaser wanunts that no peison or agency has been employed or retained to solicit or 

obtain tlris cmrtmct upon an agreement or understanding for a contingent fee, except as a 
bona fide employee or agency. For breach or violation of this warranty, fhe Seller shall have 
the 1ight to mmu.l this contmct without liability or, in its discretion, to deduct tl'om the 
contmct p1ice or com:ideration, or othenvise recover, the fiill mnmmt ofthe contingent fee. 

b. "Bona tlde agency", as u..;;ed :in this clause, means an established commercial or selling 
agency, maintained by a Pmchaser tor the pmpose of seeming business, that neither exetis 
nor proposes to exeli improper int1uence to solicit or obtain Seller Contracts nor holds itself 
out as being able to obtain any Seller contl'act or contracts fhrough improper int1uence. 

c. "Bona fide employee", as used in tlris clause, means a person, employed by Pmchaser and 
subject to Pmchaser's supervision and contn\1 as to time, place, and manner of performance, 
who neither exelt.s nor proposes to exe1t :improper int1uence to solicit or obtain Seller 
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conhacts nor holds out as being able to obtain an Seller contJacts Uuough improper 
influence. 

d. "Contingent fee", as used in Uris clau:~e, means any commission, percentage, brokerage, or 
other fee that is contingent upon success that a person or concern has :in seeming a Seller 
contJact 

e. "Improper :intluence'', as used in Uris clause, means any intluence tltat induces or tends to 
induce a Seller's employee or officer to give consideration or to act regarding a Seller 
contJact on any basis other than the merits of the matter. 

29. \VITHDRA \VAL OF PROPERTY AFTER A \V ARD: The seller rese1ves the right to 
withdlaw for its use any or all of the property covered by Uris contmct, if a bona fide req1rirement 
for the property develops or exists prior to actual removal of the propelty from Seller's contToL 
In the event of a withdrawal1mder tlris condition, the Seller shall be liable only for the reihnd of 
the contract sale price of the withdl·awn prope1iy or such pmtion of the contract price, as it may 
have received. 

30. REQUIREMENTS TO COMPLY WITH APPLICABLE LA\VS AND REGULATIONS: It 
is the Bidders res-p011-:ibility to asce1tain and comply with ali applicable host cmmhy laws, 
including expoti/impmt regulations and laws, and 1mlitHmisdictional laws, ordinances, and 
regulations pe1taining to the registTation, lice11-:ing, handling, possession, tTanspmtation, tTanster, 
expmi, processing, manufa.ctme, sale, use or disposal of the prope1iy listed in the Invitation or 
ContTact Pmchasers or users of Uris prope1ty aTe not excu-:ed from any violation of such laws or 
reg11lations either because the Seller or the lhrited States Govenunent is a pmty to this sale or 
has had any interest in the prope1ty at any time. Bidders assmne fiill responsibility to asce1tain 
and comply with all such laws, reg11lations and req1rirements. 

31. IMPORTATION RESTRICTIONS 
a. TJris sale docmnent does not constitute a guarantee that the prope1ty listed herein can be 

legally impmted into the lhrited States, or other cmmtTies. 

b. This sale document does not constitute a guarantee that the prope1iy sold here1mder is 
authorized for expmt fi·om the cmmhy where such prope1iy is located. It is the responsibility 
of the Pmchaser to obtain clearance and approval tor expott fi:om the host cmmtJ.y 
concerned. 

32. DENIED AREA~ 
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The Treasmy Depmtmenfs Office of Foreign Assets Control also administers s:.1nctions 
programs involving Iraq, Libya, the Federal Republic of Yugoslavia (Sell)ia, Montenegro and 
Kosovo\ Cuba, the National Union tor the Total Independence of .A.ngola (UNITA), Iran, and 
Terrorists who tJueaten to disrupt the Middle East peace process. It has ce1tain residual authmity 
with regard to sanctions again4 Cambodia. For additional in.tonnation about the Nmth Korean 
s:.1nctions program, contact the: 

33. SALES TIME EXTENSION 

Office of Foreign Assets Control 
U. S. DepartmentoftheTreasmy 

Washingtmt, DC 

Time extensions are not autom:.1tic but conditional upon the facts presented :.1nd must be ve1y 
exceptionaL Requests must be written in American English and be submitted to BRS Sales 
Office in person before the given expiration date. 

34. METHOD FOR WEIGHT /MONEY CONVER.'>IONS 
Pmmds is the nonnal method by United States standard convelting to Emopean standard of 
kilograms, the conversion ratio used is 2.2046 U.S. po1.mds equals 1 kilogram. There are 2 
abbreviations for pmmd or pmmds- LB or LBS and or lb. or lbs. It is common in the United 
States of Ame1ica to use the comma and decimal point ditierent than in Emope. In money tl1e 
decimal point is placed between the whole dollars :.1nd cents. The comma of the decimal point 
(eve1y tlrird digit to the lefl of the decimal point, if munbers represent U. S. money)- ex: 5,340 
lbs /2,422kgs~ $5.09, $1,987,123.96is used to show division between the tlrird and fcnuth digits, 
the si.xth and seventh digits, etc., this is to the left .. 
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II Warning Co usive* Bi dd 
EXAMPLE 

h bl b ing is a CrimeL Punis a e )y a 3 Year Prison Term a 
SALE No. 

rttJ I $ or a lOLOOO.OO FINE. 

BROWN &ROOT BRS BY DIRECTION OF DC~IDI 

QZS:fjjj;® ANDONBEKi\.LFOFTHE 
Surplus Sales 

UNITED STATES 
SERVICES (BRS) Program GOVERNMENT 

DA 1E of SALE: IFB No.: 00-l.BOS..QOOO 
BIDDER REGISTRATION 00-MM-YYYY SALE NUMBER: OOOO-SGR18A 

BIDDER REGISTRATION No. BIDDER IDENTIFICATION No. Bidoor's TELEPHONE and FAX No. 

N:lme and Address of Bidder (and title if any, please print) N:lme/Address of Issuing Office (1\b./street/city/state/zip) 

BROWN & ROOT SERVICES 
Operation Joint Forqe Sustainment 
LOCATION, ADRESS 
HOST COUNTRY 

AGREEMENT / CERTIFICATE (Check one of the blocks below) 

I AGREE TO ALL THE TERMS AND CONDmONS AND PROVISIONS IN THE ABOVE 
INVITATION, INCLUDING ALL AMENDMENTS TO IT. I ALSO CERTIFY THAT I AM NEITHER 
SUSPENDED PROPOSED FOR DEBARMENT NOR DEBARRED FROM PURCHASING 
SURPLUS U.S GOVERNMENT PROPERTY. 

(PURCHASER'S SIGNATURE) 

*COLLUSIVE: means acting in secret to achieve a rraudulent, illegal, or deceitful goal. 
*COLLUSION: means a secret agreement between collusive parties. 
RETLRN 1HIS FORM WI1H YOUR BID! 

BID SHEET 
Enter only a Total Price for LOT. in the "Total Bid Price" column when oidsare solicited oythe LOT'S. NOTE: All WEIGHTS ARE ESTIMATED AS CLOSE AS POSSIBLE, 
ACTUAL WEIGHTS MAY VARY. 
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0001 Lot Price 

0002 Lot Price 

0003 Lot Price 

0004 Lot Price 

0005 Lot Price 

0006 Lot Price 

0007 Lot Price 

0008 Lot Price 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

BID NUMBER TO BE FILLED IN BY 
SALES BOSNIA OFFICE. 

COMPUTER GENffiATED FCRM 
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0000-SGR18A - BRBSCXXX 

0000-SGR18A - BRBSCXXX 

0000-SGR18A- BRBSCXXX 

0000-SGR18A - BRBSCXXX 

0000-SGR18A - BRBSCXXX 

0000-SGR18A - BRBSCXXX 

0000-SGR18A - BRBSCXXX 

0000-SGRlSA - BRBSCXXX 

PURCHASER'S SIGNATURE DATE: 

28 
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.P.q(: :•·· ····••·•·.~P.•'If )I•••••.••• >••.••••········••• > .w.~~.~~·t~.~·'·"·'~·•·• <•····················••• \ \$~ ••• tJ.C>I•·••·•. ~~n(jitj()ij••• Qf.l~) ·•· j.f.~i'sifi~e. 
XXX 1 Ea. Poor 

I XXX 1 Ea. Poor 

Plant Clearance Case 

XXX Ea. Poor 
XXX Ea. Poor 
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RETURN THIS FORM WITH YOUR BID! 
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SALE No OOOO-SGR18A 

END USE CERTIFICATE SALE NUMBER: 0060-SGR18A 

BI'O\ln & Root INVITATION No.: 00-LBOS-<>060 
(NAJVIE & ADDRESS OF BIDDER IN BID & AWARD PAGE) 

Co. Name: --------------------------------
Services (BRS) Address: 

DACA78-99-D-0003 City /Country: 

Surt)lus Sales Program 
(STATEl\!IENT REGARDING DL~POSITION AND USE OF PROPERTY) 

1. INSTRUCTIONS: llis form must be submit:red to the Brown & RootSeriAces SUrplus Sales Officer prior ID the aocept:lnce by the Urited St:lres of America 
of the ad submitted by the above named adder pursuant to the above numbered invit:ltion. 

-------------------------------------------------------------------------
2. COMMODITIES: This st:ltement appies to the commodities on which we have submitted our bid pursuant to the above numbered invit:ltion. 

-------------------------------------------------------------------------
3. NAlURE OF BUSINESS: (Use a separatE sheet of paper if needed.) 

a. We are 
(Sde i=fOprietDrshp, partnership, other) 

b. Our Address is (PO Box addresses of itself are not acceptable.): 

c. The names and addresses of our branch offices are: 

-------------------------------------------------------------------------
d. The names and addresses of a.r partners or corpcrate officers and drectcrs are: 

----------------------------------------------------e. If a bidder is actin;) as an agent, the names and addresses of all prindples are: 

f. The nature of our (and our prindpal's) business is: 

4. DIPOSillON of COMMODITIES: Check and compere api=fopriate entry cf entries. (Entry cord must be checked). 
a. ( ) The commodities of sdd to us, will not be sdd or otherwise disp~ed of by us fcr use outside of: 

----------------------------------------------------{Name ofOx.nlrycr Ct:u7tries) 
b. ( ) Maybe re-exported in the li:rm received to the fdlowing country cr countries.: 

{Name ofOx.nlrycr Ct:u7tries) 
c. ( ) If sold By us, our buyer(s) may be : 

(Name ard A #ess) 
d. ( ) our customers are unknown at the ~=tesent time. Wit:ren api=fov.:~l for the resale of any i=fOperty covered by ths Surplus will be req.Jired from the 

Defense Reutilization & Marketin;J Sales Bosnia Sales Office prior to sale when indicatEd on DRMS Form 1427, Notice of Award, StatEment and Release 
Dooument, unless they are named in par agaph 4c above. 

5. SFEOFICEND- USE.: (Check and compete ap~=topriate entry or entries) 
a. We will use the commodities referred ID in Paragraph 2 fcr: 

( 1) Resale in the form rece\oed. 
(2) Production or manufachJre of: 

(Name of final ~=toduct) 

in: 
(Name of COUntry or COuntries) 

and dstribution in: 
(Name of country or COuntries) 

REllRN 1HIS FORM WI1H YOUR BID! 
END-USE CERTIFICAlE (CONTINUID) 
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( 2) [ ) Proouction or manufacture of: -------------------,-,,-------------­
(Name of final proouct) 

in: 
(Name of Ccuntry or Countries) 

and distribution in: ----------------,-------------------------­
(Name of Ccuntry or Countries) 

c. Other end-use by us or by our customers: --------------------------------

ADDITIO'.IAL I !\FORMATION. (State any other material facts relatin;;J to the disposition and use of the commcdities whch may be of value in 
considering the bid.): 

UNDERSTANDING AND NOTIFICATIO'.I. 

a. We understand that the property on which we are bddin;;J originated in the Uri ted States otherwise spedficallyindcated in Sales offerin;;J. 

b. We acknowled~ receipt of notification that use and dsposition, e;,q:ortof su:h property by us or any other person will be subject to appicable United 
States laws and reguations, which, amon;;J other things, prohbt: 
( 1) The making of any false slatements and the concealment of any material information regardin;;J the use or disposition, e;,qxrtor re- e:>q:)ort, of ths 

property, or any other subject matter of this statement, and 
( 2) Any use or disposition, e;,qxrtor re- e:>q:)ort of the property not authorized in accordance with tre pro\oisions of any Surpus resuting from acceptance 

of our bd, i ncludin;;J the restrictions specified in the DENIED AREAS provisions of the invitation. 

c. We further acknowleci;Je receipt of notification that special Uri ted States restrictions bar unauthorized e:>q:)orts andre- e:>q:)orts of the United States orign 
com mod ties d rectly or indrectly 1D any of the areas identified in the provisions of sale entitled DENIED AREAS, contained elsewhere in 1h s invitation. 

d. Sanctions may be imposed against any person who contravenes any law relatin;;J to the United States e:>q::>ortccntrd. Su:h sanctions will be in conforrrity 
with United States laws and regulations and mayindude the derial of United States Government Sales. 

e. Comparable sanctions to the extent app icable may be imposed for any wron;;~ful or unauthorized act even when the property is not in tre U. S. origin. 

f. The information pro\oided in this statement will be considered a part of our bd under the above- numbered invitation, and a part of the Surplus of sale. 

g. All LA VIS of the ocuntry, whch tre Property is located in or will be transported to, or through shall be compied with. Any inconsistencies between laws of 
all Countries involved shall be brou;jltto the attention ofBRS Surplus Sales Officer in writing. Any inconsistencies will make this sale to become NULL AND VOID. 

CERTIFICATIO'.I: 
We certify that all of the information we have gven in this statement is true and correct 1D our knowledge and belief and what we do not know of and have 
not omitted any information, which is inconsistent with this statement If stipulated of notice of Award, Statement and Release Document, we agree to submit 
a written request for amendment 1D this 1D the Government. Prior to effecting and change of fact or intention trom that stated herein or in any prior 
amendment 1D ths statement 1D the Government. Prior 1D effecting and chan;;Je of fact or intention trom that stated herein or in any prior amendment, 
whether occurring before or after the rei ease of the commodities to us. 

(Date of Sgning) 

(SI GNAlURE IN IN< ONLY) 

Senices (BRS) 
DACA78-99-D-0003 

SurJ)Ius Sales Program 
RETL.RN 1HIS FORM WI1H YOUR BID! 

Data Subject to Title Page Restrictions 32 
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SURPLUS SALE 
STANDARD OPER~TING PROCEDlJRE 

INVITATION NO · 00 LBOS-0000 EXAMPLE 

SCRAP WARRANTY 

SOP No.12B 

Annex II 
(Cont.) 

SALE No OOOO-SGR18A 

fWJIAfJIJII!Ved 
OMB No. 0101·0216 
Expi1es Dec 31. 2001 

Tht public rcpating Wrdtn f« this oolk'ction of infan)3tion is Mtimatcd to .av<'fagelO rninutts pet' rMponse-, intk.ldiny the tin..- for rcvic·aing instructions, st-arching existing data sourCM, gathcfing and rnaiwininy thNbta nctd«l 
and co1nplttiny and revic•;ting the- collection of inf«rmtion. Send cornmNJti rt9arding this bu~ncstim.area anyothc:i aspoct ofthisooll~ion of infan\ation, inclading su~stions fa rtd.lcing the bu~n, to Oepartn-rntof Ocfcos.e, 
Washington lload~wrt<•• SM!i=. Oire<toratofor lnf«lll3tion Opcutionund Rcpa" (0704-02~). 121SJ<ffffi0n O.vi• llighway, S<Jito 1204, J>llingtoo, VA 22202-4302. Rc.pondc"" •hwld bcawarcthat notw~h,tanding any othc< 
~f111ision of la't·t', no p('f"S(ln shall re subject to any penalty for failing to oomply with a collection of inf«nl8tion if it doM not display a oonentlyvalid OMB control oornbcf. 

PLEASE DO NOT RElU RN YOUR COMPLETED FORM TO THIS ADDRESS. 
RElURN COMPLETED FORM TO lHE CONTRACT ADMINISTRATION OFFICE. 

1. PLANT CLEARANCE CASE NUVIBER 2. CONlRACT NUMBER 

OOXX-5GR-18A DACA78-99-D-0003 
3. CONTRACTOR: 4. INVENTORY REFERENCE 

Brown & Root Services 
Contract Sales Program 
Location 
HOST COUNTRY 

5. WARRANTY .. This sera~ warranty covers materials listed bel0111 at indicated wocurementlostand selling wicesasa~woved by the 

DATE 01 
Plant Clearance Officer and as sold ~ 

PAGE ITEM DESCRIPTION WEIGHT ACQUISITION COST SELLING COST 
(1} (2} (3} (4} (5} (6} 

b. In consideration of the transfer to tie undersign of the property covered by this agreement at a value based upon its being used as 9Ciap, the undersigned represet~s and warrants to the 
United States as follows: 

(1) The property covered by this agreement will be used only as 9Crap, either in ~s existing condition or after further preparation, unless and umil the undersigned is released from this v.erranty. 

(2) In the wem the undersigned is released from this warranty, any paymem agreed on as consideration for such release shall be made to the United States regardless of whether this v.erranty shall 
be executed at the request of the United States. 

(3) In theevem undersigned sells the property covered by this agreemem prior to release of this warramy, the undersigned will obtain from the purchaser and tender to the United States a warramy 
idemical to this executed by the purchaser, and upon receipt of such other warranty this warranty will be released by the United States. 

(4) All obligationsoftheundersigned under this warranty shall expire five years from the date hereof. 

6. PURCHASER 

a. Typed name (Last, First, Middlelnitiaf) b. 

c. SIGNAllJRE d. DATE 
SIGNED 
(YYYYMMDD} 

2000-Jan 
DD FORM 1639, JAN 1997 (EG) 
Pro, WHSIDIOR, Jan 97 

PREVIOUS EDITION MAY BE USED. 

Data Subject to Title Page Restrictions 33 
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SURPLUS SALE 
STANDARD OPERATING PROCEDURE 
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SOP No.12B 

Annex III 
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For orrrcJat Use Only (POUOJ 

Logistics Civil Augmentation Program (LOGCAP) 
SURPLUS SALE 

SAJ\iiPLE 

IFB#: 
Vendor Name: 
Street!P.O. Box: 
Citv. State: Cotmtrv: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Nmnber: 

Vendor Name: 
Street!P.O. Box: 
Citv. State. Country: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Number: 

Vendor Name: 
Street!P.O. Box: 
Citv/State/Cotultrv: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Nmnber: 

Vendor Name: 
Street!P.O. Box: 
Citv/State/Com1trv: 
Telephone Number: 
Fax Number: 
Point of Contact: 
Vendor Nmnber: 

~ 
~ 

Brown & Root Services (BRS) 

Surplus Sales 
BRS - Bidder's J\ilailing List 

SOP No.12B 

Enclosure 1 

It h::~s been verit!ed that none of the ::~bove vendors aTe listed on the Geneml Services 
Administration lists of p::nt.ies excluded from Fedeml Procmement and Non-Procmement 
programs debarred. mspended and ineligible finns. 

DATE: ------• Surplus Property Sales Manager Sign<lture; _______ _ 

Data Subject to Title Page Restrictions 1 
Otherwise, Treat as For Official Use Only tFOUO~ As of 5/8/2008 



SAMPLE 

For Olt!C!al Use Only (t=OUO) 

Logistics Civil Augmentation Program (LOGCAP) 

SURPLUS SALE 
SOP No. 12B 

Enclosure 10 

Brown & Root Services (BRS) 

Surplus Sales 
SHIPMENT RECEIPT/DELIVERY PASS 

1. TO: PURCHASERiAGENT {Buyer): 2. From: {Name & location of activity;lnstallation from which Property 
is being removed.) 

Brown & Root Services. 
On Behalf of: United states Government 

3. ln'Jitation for Bid Number. 4. Award!Contract Number. 

5. lf.('lnNo.: 6. DESCRIPTION OF MATERIAL BEING RELEA~'ED 7. U nil. of I~te: 8. Qty. 
~1~-'ISEo:l: 

9. Shipment Number: 19A. ··x·• Type of Shipment 10. Time Loaded: 111. Vehicle License No>: 

Partial: Fin_. 
12. RELEASED BY(Signature of PLCO or SALES Manager) 13. Title of Authorized Disposal Representative releasing property: 

14. Signature of PurchaseriAgent 15. Date Property Is Released: 

TO BE COMPLETED BY SURPLUS SALES PERSONNEL ONLY 
1G. Time Shipment Leaves Installation: 17. SENTRY'S INITIALS 

COivPUTER GENERATED FORM SHEET _ OF_ SHEET($) 

Data Subject to Title Page Restrictions 1 
Otherwise. Treat as Fo1 ()fficial Use t:Jnly (FeJUeJ) As of 5/8/2008 



SAMPLE 

TO: 

FROM: 

F01 Officiaf Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

SURPLUS SALE 

REQUEST FOR DISPOSITION OF PROPERTY 

Plant Cle::mmce Officer 

Brown & Root Services. 
DA.A .. A. -09-02-D-0007 

DATE: 

SOP No. 12B 

Enclosure 11 

----

Prqject OJGS~ Event: ______________ _ 

SUBJECT: Property Disposition Request (Number ) 

Please provide disposition instmctim1s for fhe following propelty. It has been determined 
there is no fm1her use for the prope11y at tJris location and on tJris Prqject 

ITEM CONDITION 
NO. DESCRIPTION PART# CODE QTY UOM U/P TIP 

Theater Property Office representative 

Data Subject to Title Page Restrictions 47 
Otherwise, Treat as Fo• Official Use Only (POUO) As of 5/8/2008 



SAMPLE 

IFB 
NUMBER: 

F01 Official Use Ou/y (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 
SURPLUS SALE 

IFB LOG/REGISTER 

CASE Material/Property Number 
NUMBER: Category: Of Lots: 

Data Subject to Title Page Restrictions 1 
Otherwise, Treat as FerOflieiEJI U!!ie Oiily (FOUO) 

SOPNo.12B 

Enclosure 2 

REMARKS: 

As of 5/8/2008 



SAMPLE 

SURPLUS SALE 
STANDARD OPERATING PROCEDURE 

Brown & Root Services 

Surplus Sales 
Attendance Sheet; DATE: ___ __,@ ____ Hrs 

SOPNo.12B 

Enclosure3 

Printed Name of Person Attending: Printed Name of Company Complete Phone No.: 

USE OR DISCLOSURE OF DATA CONTAINED ON TIIIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
Brown & Root Proprietary Data 

37 



SURPLUS SALE 
STANDARD OPERATING PROCEDURE 

SAMPLE 

Surplus Sale 
ABSTRACT OF BIDS 

Solicitation No.: XX-XXXX Bid Q:lening Date & Time: 

Issuing Office: BIDDER INFORMATION: BIDDER NO.1: 
Brown & Root Services On behalf of NAME OF BIDDER: 
United Slates Government STREET ADDRESS: 

CITY/STATE/COUNTRY: 
POINT OF CONTACT: 

COMPLETE PHONE#: 
COMPLETE FAX#: 

LOT II: DESCRIPTION: QTY: U/1: BIDDER #1: 

1 
Miscellaneous steel-light metal items, scrap 

1 LOT 
XLB/X ke: 

2 
Miscellaneous steel-heavy metal items, scrap 

1 LOT 
XLB/Xkg 

3 
Miscellaneous lot, scrap 

1 LOT 
XLB/Xkg 

4 
Miscellaneous aluminum, scrap 1 LOT 

XLB/Xkg 

5 
Tires, various sizes and conditions, scrap 

1 LOT 
X LB/X kg 

BIDDER NO.2: 

BIDDER#2: 

Page 1 of X 

BIDDER NO.3: 

BIDDER#3: 

I CERTIFY 1HA T I HAVE OPENED, READ AND RECORDED ON TinS ABSTRACT ALL BIDS RECEIVED IN RESPONSE TO TIIE SOLICITATION 

I'LANT t;U:MANt;t: Ul'l'l(.;JiK 

SOP No. 12B 

Enclosure 4 

BIDDER N0.4: 

BIDDER#4: 

GOVERNMENT REPRESENTATIVE; SIGNATURE andDATE: 
J ~lTt:~J>.l.E:i MliNAU!iK 

NAME&. TillE of APPROVING OFFICIAL; SIGNATURE and DATE: 
.l AUM!Nc;TAATlV t: ~~c;TANT /lNTJiKI'I(J;;r!iK 

NAME AND TillE PERSON Wl1NESSIMJ BID OPENING; SIGNATURE and DATE 

USE OR DISCLOSURE OF DATA CONTAINED ON TillS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
Brown & Root Proprietary Data 

38 



SOP No. 12B 

Bro\vn & Root Services 

SURPLUS SALE 
STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 



1.0 

2.0 

3.0 

4.0 

5.0 

6.0 

7.0 

Purpose 

Scope 

For Offieiei Use OFJI;c (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

SURPLUS SALE 

TABLE OF CONTENTS 

Applicability 

Responsibility 

Concept of Operation 

Reporting and Requesting Disposition Instructions 

Contractor Procedures 

ANNEX'S 
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II 

III 

Federal Condition Codes 

Invitation for Bid (IFB) 

BRS Sales Prognmt Flowchart 

ENCLOSlJRES 
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Sampl~Request for Disposition of Property 

1.0 Purpose 
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.c:or Official U:se Only {FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

SURPLUS SALE 
SOP No. 12B 

To prescribe the policies and procedmes for the Siile ofSmplus Contract Government 
Property, :in the possession of Brown and Root Services (BR<.>) by direction and on 
behalf of the United S t.ates Government 

2.0 Scope 

To maximize the retmn on investment for the United States Army Emope 
(USAREUR), tlu·oug.h the siile ofSmplns Contract property, :in accordance with FAR 
45.6 and Defen~e FAR Supplement Subpmt 245, and as authorized by the Plant 
Clearance Officer. 

3.0 Applicability 

This SOP applies to BRS persmmel .having :indirect, direct or superv1SOI}' 
responsibility for the conduct ofSmplus Sales. 

4.0 Responsibility 

4.1 The~lter Director 

Re~:ponsible for the overall Management and Execution of the Contl'act 
Smplus Sales mission. 

4 '! Surplus Property Sales Manager 

Re::,vonsibility for plans, policies, and procedmes, pmsuant to the conduct of 
the Contract Smplus Siiles mission. Ensmes that records and propeliy 
accolmt.ability are accmately maintained and the sales site(s) is operated and 
maintained LA. W established procedmes. Responsible for receipt, storage and 
accomttability of material stored at the sales site. Prepares docmnentation 
necessm-y to facilitate property siiles activity. In coordination with fhe 
respective Project Manager provides shared services suppmt to pers01mel, 
equipment and operates a safe, secme work enviromnent Works vvithin 
guidelines set out :in fhe Property Contn\1 Procedmes. 

4.3 Safety 

BR<.> management is committed to a proactive concept in safety management 
Stlict compliance is required with all laws mtd reglilations promulgated by 
fedeml, state and local govenunent agencies. Moreover, mmtagement is 
committed to being a good corporate citizen and adhering to the regulations of 
the .host counh-y. The Safe1y depmtment is responsible for the administration 
of the Compiiny's approved safety plan, policies and procedmes. The 
Company's d:mg and alcohol prevention program :includes training and pre­
employment, random and post accident testing. Safe work pm.ctices and 
pertonnance are enhanced via monitoring of employee work .habits. 

Data Subject to Title Page Restrictions 3 
Otherwise, Treat as Fo1 Offici <!II Use 01 1ly (FOUO) As of 51812008 



,c:or Offieiei Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

SURPLUS SALE 
SOP No. 12B 

4.4 Project Manager (Area of Operations) 

Provide snppmt (to include fmance and accmmting pen;onnel) necessary to 
accomplish the Contract S1uplus Sales mission, IA W the Theater Director's 
guidance. 

4.5 Government Plant Clearance Officer (PLCO) 

Represents the Contnlding Oftlcer and is the authority for disposal of 
Contmct Smplus Property by p1iblic sales, as presctibed by the FAR 45.6 and 
Detem:e FAR Supplement S1ibpmt 245. 

5.0 Concept of Operation 

The Contiact, Headqumters United State;:; Army Emope has authorized the 
disposal/sales of Smplus Contmct Propelty :in order to recover fimds that are 
generated by such sales. BRS representatives will identitY and repmt excesses to the 
PLCO and upon approval will conduct sales as directed. All fimds generated by the 
sale vvill be deposited directly into a BRS bank accmmt by Awardee of sale and 
subsequently credited by BRS to the Contact Awardee is re;:,pom:ible for payment of 
all taxes/customs/banking costs in accordmlCe with local Governmentlaws. 

6.0 Reporting and Requesting Disposition Instructions 

See: LOGCAP 3 Suppoli Contmct Property Contnil Procedmes (PCP) 
Tab H (Disposition) 5.0 Policy 

BRS conduct sales of smplus government property and scrap material geneiated 
against the LOGCAP 3 S uppmt ContJact Direction for sales will come from the 
Plant Clearance Oftlcer. Sale of government propetiy and scrap material will be 
conducted according to Prope1ty Sales Standard Operating Procedmes and PCP. 

7.0 Contnlctor Procedures 

7.1 When contJact smplu..;; prope1iy/material has been identified as excess to the 
contJact, Material!Propetiy Manageis will conduct a requirement re'Vi.ew 
across the Theater of Operations to ensme there are no fiuther needs before 
repmting excesses to the Theater Propetiy oftlce. 

7.2 The Theater Propetiy Office will prepare invent01y schedule for re'Vi.ew by the 
Theater Director. Once approved by the Theater Director, the invent01y lists 
will be torwarded to the PLCO requesting disposition instructions. 

7.3 Upon receipt of the letter of direction fi:om the PLCO giving authorization to 
conduct a sak a joint invent01y is conducted between Material, Prope1iy 
Office and Smplus Sales Office. 

Data Subject to Title Page Restrictions 4 
Otherwise, Treat as ~or Ofncl§l Use 01119 (FOI::!e) As of 51812008 



F01 Officiaf Use Only (FOUOJ 

Logistics Civil Augmentation Program (LOGCAP) 

SURPLUS SALE 
SOP No. 12B 

7 A Upon completion of the joint inventmy, a tmnsfer docmnent (\Varehouse 
Requisition) is prepared and the proper1y is posted to the contmct propeliy 
register. 

7.5 All property will remain on the Theater/Counhy prope1ty records until sale is 
complete and title has transferred. Once Uris is completed, sales documents 
vvill remain 1--vith the Smplus Sales Office and a copy ftmrished to the 
Theater/Site Prope1ty Office. 

7.6 The Contmct Smplus Prope1ty Register will be u.~ed to accmmt for all 
prope1ty fi:om its ilritial receipt :into the sales program mttil tinal title transfer 
and plant case closme. 

i. i Propeliy will be categmized, smted and stored. 

7.8 An inv-itation for bid will be draft.ed then forwarded to the PLCO for review 
and approval (See Annex II} A copy of fhe bidders mailing list will also be 
provided to the PLCO forre'View. 

7.9 Once approved by fhe PLCO, mail/distribute IFB to authorized bidders~ 
prepnre adve1tisement~ schedule prope1ty viewing and pre-bid meeting with 
prospective biddeis. 

7. 10 Bid will be collected, logged and registered in IFB LogiRegister. 

7.11 Conduct bid opening :in presence of PLCO's designated representative and 
send all bid documents to PLCO for review and approval 

7.12 Upon approval, notifY Awm'dee of contract award, schedule and conduct pre­
perfonnance meeting. 

7. 13 Awardee processes payment and customs docmnentation. Documents are 
retmned to the Smplus Sales Office, and then forwarded to the PLCO for 
review and approval to release propeliy. 

7.14 NotifY Awardee that pick-up of property may stmt. 

7.15 Plior to pick up ofprope1ty, all government prope1ty tags will be removed or 
defaced prior to transfer of title. 

7.16 Slripment receipts are prepared and signed by awardee and S·mplus Sales 
Office before propeliy is removed from sales site. 

7.17 Upon tinal pick-up ofprope1ty, the award docmnent is signed by fhe Awardee, 
and fhen all sales documents are forwarded to fhe PLCO for review and 
approval of plant clearance C(ISe closme. 

Data Subject to Title Page Restrictions 5 
Otherwise, Treat as Fer OHieial Use 0Miy (FOUO) As of 51812008 



,c:or Of:fieiei Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

SURPLUS SALE 
SOP No. 12B 

7.18 Upon receipt of SF 1424 tl'om the PLCO, close plant clearance case file and 
remove items from the prope1iy records. 

7. 19 Tmn-in of Contmct Smplus Scrap 

• Identification of Scrap ownership (Army vs. Conhact Smplus) is based on 
the follo>ving conditions~ 

• Contmct smplus scrap is that residual material generated fi.·om the 
removal, dismantle, repair, or maintenance of a::::sets pmchased or 
fi.mrished lmder the contmct It does not :include residual mate1ial 
generated tl·om Anny-owned assets not accountable to the contract 

• Non-contract smplns scmp, i.e. other contractors and U.S. Army material 
will not be accepted into Uris sales mission. 

• All mate1ial will be segregated by types, i.e. light metal, rubber, etc. 

• Weighing will be conducted lAW DFARS 245 Subpmt 7309-9, and as 
authorized by the PLCO. 

• Tmn-:in documents, (BRS Warehouse Reqlrisitiom:) will be used 1.:\ W the 
BRS Propeliy Conh'Ol Plan (PCP). 

• Trash, HAZMA T and items reqmnng De-mil will not be accepted for 
sales. 

7.20 Se1viceable or Usable Property codes: 

1. Prope1iy that has a potential for use or sale with minor repairs or 
alterations is propeliy in Federal Condition Codes A & B (See Annex 1). 

2. Prope1iy that is classitled a:::: condition code C will be sold as scrap. 

3. Condition codes will be used on disposition of prope1iy and annotated on 
the :inventory schedule B, to and fi'om the Govenunent However when 
selling to a buyer, the following codes are to be used: 

• Good 
• Fair 
• Poor 

7.21 As a mnnnnun the Smplns Prope1iy Register will contain the following 
information: 

1. Date of transfer. 
2. Case munber (Given by PLCO). 

Data Subject to Title Page Restrictions 6 
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SURPLUS SALE 

3. Description. 
4. Quantity. 
5. Unit Acquisition cost, or Estimated Value. 
6. Date Property Received. 
7 Government Tag Nmnber? if applicable. 
8. Document Nmnber. 
9. Condition Codes. 
10. Make/Model (if applicable). 
1 L Received tl'om Camp (itame). 

12. Location!Lotting of Proper1y /Material 

SOP No. 12B 

7.22 Smplus Proper1y Register consists of the tollowing suppmting docmnents: 

L A signed copy of the joint inventmy docmnent reflecting the excess 
prope1ty/material tTmtsfened to the sales site. 

2. Maintain an (IFB) register/log assigning the IFB number? case munber? 
categories of sale? munber oflots (See Enclosme 2} 

3. Retain a copy of all sales related doc1unents to confirm tnmsfer of title to 
the buyer. 

7.23 Invitation tor Bids? will com:ist of the following (See Amtex II): 

1. IFB Nmnber 

2. Case munber (By PLCO} 
3. Bid Receipt Deadline? date and time. 
4. Site Visit/Inspection? date and time. 
5. Pre-Bid Conference? Location? date, time. 
6. List of items tor offer (Types ofPropeliy !Material). 
7 Statement of method of Payment tor Prope1ty/Ivfate1iaL 
8. Sales Office (BRS). 
9. Proper1y Location. 
10. Sealed Bid information and address to send. 
1 L General Infonnation & In~tructions for sealed bids. 
12. Tenns and Conditions. 
13. End Use Ce1iitlcate. 
14. Sciap Wananty. 
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PROPERTY BOOK OPER~TIONS 
SOP No.2A 

This SOP provides procedmes :md guidelines to be used for Prope1iy Book 
Operations. 

2.0 Scope 

Procedmes outlined in tlris SOP apply to transient and te11'mt milts/activities that 
receive Prope1ty Book Operations suppmt of the LOGCAP Suppmt Contract 

3.0 Responsibilities 

Procedmes are established to provide customers with the best supp01t available wlrile 
Brown and Root Services (BRS) staff conducts daily business with reference to 
regu.latmy gtridance. Cu::,:tomers shall adhere to established procedm·es which in order 
to receive optimal suppoli. Suggestio11-:,: to improvement may be brought to the 
attention of staff or management 

4.0 Mission 

Prope1iy Book Operations assists the Army in providing supp01t to all customeis who 
conduct business with the Consolidated Prope1iy Book Office and outlying activities 
or offices. 

5.0 Property Book Mission Related Tasks 

5. 1 Assist Customer lhrits in researclring Hand Receipt problems. 

5.2 Execute daily and periodic processes tl'om Standard Property Book 

53 System - Redesign (SPBS-R) or lhrit Level Logistics System (ULLS) as 
reqlrired. 

5.4 Revi.ew, Edit, & Post supply doclunents, and as necessmy provide to the 
authorized government representative for review and approvaL 

5.5 En:s1.ue all tnmsactions conducted with the Supply Suppmt Activity 
(SSA) and other external activities are conducted with reference to regulations 
or LA. W with written PBO diiectives. 
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PROPERTY BOOK OPER~TIONS 
SOP No.2A 

5.6 A~~i:4 :in maintaining the ~uppmting docmnent file~ for Standard Army 
Management Information Sy~tem~ (STAMIS) u~ed m Property Book 
Operation~ 

6.0 Interl~lce \:Vith External Activities 

The PBO ~npervi~or i~ re~pon~ible for coordination between external ~upply 

activitie~, management center~ and Con~ol:idnted Property Book OftJ.cer regarding 
matter~ which impact accompl:i~lunent of the BRS PBO mi~~ion. 
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1.0 Purpose 

Logistics Civil Augmentation Program (LOGCAP) 

INFORl\!IATION SlJPPORT SERVICE OFFICE 
SOP No. 2B 

To establish procedmes for Brown and Root Services (BRS) operation of the 
Inf<.mnation Suppmt Service Offices (IS SO) within the LOGCAP 3 Suppmt Contract 
Area of Operations. 

2.0 Scope 

This procedme addresses all aspects of the disbilmtion, reproduction, publications 
and f<.mns account management of the ISSO operatio11~. This procedme identifies 
those areas fhat remain fhe respo11~ibility of the U.S. Milit.my and those which are 
within the scope of the BR.<) Mission. 

3.0 Responsibilities 

3.1 ISSO personnel, consisting of Administrative Specialists wifh cmrent U.S. 
Secmity clearances (Secret), will operate an Official Mail Distribution Center. 

3.2 ISSO personnel provide oversight of fhe Record~ Preservation program 
c011~isting of instructions for preparation, collection and trm1~fer. 

3 3 ISSO personnel provide secme and non-secme communications via facsimile 
and the Automated Message Handling System (AMHS). 

• BR.<) persmmel will have mrimpeded access to the work site at all times. 
Shit1s will be staggered and adjusted as necessary. 

3.4 ISSO provides color and black & white reproduction servtces vta copter 
machine, color printer, and plotter. 

3.5 ISSO is respo11~ible for Divi~ion distribution of various forms to include, but 
not limited to, Fmgmentation Ordeis (FR\GO), memorandum, bulletins, and 
notifi.cati011~. The ISSO has anm1classifi.ed and classified distlibution center. 

3.6 ISSO will act as the Division's Publications representative, if required. ISSO 
establishes publication accmmts for US milit.my units tln·ough USAREUR. 

3. 7 ISSO maintai11~ office tiles :in accordance with (lA Vv') MARKS, will assist the 
client as requested in the utilization of MARKS (AR25-440-2) and distributes 
all division regulations, circulars, and pamphlets approved by fhe Chief of 
Staff. 

4.0 Procedures 
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Logistics Civil Augmentation Program (LOGCAP) 

INFORl\!IATION SlJPPORT SERVICE OFFICE 

4.1 Offici~ll Mail 

SOP No. 2B 

The inst.::lllation's Ofticial Mail and Distribution Center receives and processes 
official mail as required. The ISSO is the Official Mail Manager (OMM) for 
each Task Force. The OMM is respom:ible for the management, organization, 
and implementation of the Official Mail program :in accordance with DOD 
Official Mail and Distlibution Management AR 25-51, Official Mail and 
Distribution Management USAEUR Regulation 25-51, the Postal Operations 
Mamwl USAEUR Regulation600-8-3, and DOD OftJ.cial M::.il M::.n::.ger 4825-
8l'vL 

4. Ll Control 

The OMM is respom:ible for safeguarding offici::.l mail fimds ::.nd 
ensming fh::.t offici::.l ftmd~ are expended in accordance with policies 
and procedmes outlined in USAREUR Regulation 25-51. 

4. 1 .2 Ordering 

The OMM orders and receives ftmd~ elechonically for ofticial mail 
after approval from USAREUR Theatre Offici::.l M::.il Man::.ger 
(OMM), Mmmheim, Germ::.ny. 

4.L3 Doc1.unentation 

The OMM is responsible for prep::.ring expenditme repmts, ::.nd 
docmnenting the usage of oftici::.l m::.il fimds to fhe THEATER OMl'vL 

4.L4 Prep::.ration 

The OMM is not respo11~ible for the packaging of official mail~ 
however, if cost ::.ffective, offici::.l m::.il will be consolidated. It is 
OMM's respo11~ibility to il1~pect ::.11 incoming official mail to e11~me 
proper preparation and determine that the m::.il is expedited :in 
accordance with policies ::.nd procedmes. 

4. 1.5 Processing 

Official M::.il vvill be processed in accordmlCe vvith the Offici::.l Mail 
::.nd Distribution Mmtagement, AR 25-51, Post.::ll Operations Mmnwl 
Regulation 600-8-3. 

4. L6 DOD Inha Theater Official M::.il 
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INFORl\!IATION SlJPPORT SERVICE OFFICE 
SOP No. 2B 

All mail destined for APO AE tlu·ough the United States Postal Service 
(USPS) will be transmitted without payment of postage and mm:ked 
DOD Intm Theater Mail Official MaiL DOD Intra Theater Mail also 
includes special services such as Ce1tified, Registered and retmn 
receipt, which are processed at no cost to the U.S, Govenunent 

4, 1, 7 Registered Mail 

OMM ensmes that all out going Official Registered mail falls in the 
guidelines as specified in AR 25-51, Registered Mail is considered 
classified~ therefore, OMM will not assist in the preparation. 
Registered Mail will be double wrapped in bro~.-vn paper and eve1y 
corner sealed with mucilage or glue tape, 

Registered Mail will be covered by a chain of receipts (i.e., PS Form 
3883 and PS Form 3877) from the time of acceptance by ISSO lmtil 
delive1y has been made to the addressee or the APO. 

4.L8 Ce1titled!Retmn Receipt Mail 

OMM ensmes that all out going Official Ce1titied!Retmn Receipt m:.1il 
falls in the guidelines as specified :in AR 25-51, OMM will provide a 
receipt to the sender. A record is not kept by the OMM~ however, the 
record of delive1y is kept at the final desti111tion. It is dispatched, 
handled, and b·eated in transit as ordinmy mail. 

4.L9 TA-50 

Items issued by the Centml Issue Facility (CIF) are authorized for 
shipment via Official Mail provided they meet the following crite1ia: 

• Soldier is depmting on emergency leave, emergency PCS or 
compassionate reassigmnent TA 50 will be sent 3rd class, without 
any special services. Unit commanders must ftmrish a 
memorandmn velifying the soldier's status. Non TA-50 items are 
not authorized for shipment TA-50 will be sent tl:om an oftlcial 
address to :.1n oftlcial address. Official Mail persmmel will i11~pect 
TA-50 baggage to ensme strict compliance. Baggage being slripped 
in a duffel bag or footlocker must be locked. 

4, Ll 0 Cluri c:.1l S pecun ens 

Data Subject to Title Page Restrictions 4 
Otherwise, Treat as Pur OFfiCial Use 01119 (FOUO) As of 518/2008 



Fo1 Official U:se Only ,TOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

INFORl\!IATION SlJPPORT SERVICE OFFICE 
SOP No. 2B 

Any ]nun an or animalnwterial including, but not limited to blood and 
it's components, and milt.1lysis specimens will be processed for 
shipment to Fore11~ic Toxicology Dmg Testing via Registered M:.1iL 
Packages will be wrapped :in accordance with official registered mail 
procedmes (reter to 4.1 .9 above) as specified in AR 25-51. 

4 ':> The~lter Operational Records Preservation Phm 

The Records Preservation Program is designed to collect critical 
docmnentation on the activities and locations of mrits and soldiers deployed 
and involved in contingency operations. 

The Records Management Officer (RMO), an ISSO Specialist, will provide 
oversight of the Theater Operational Records Preservation (ORP) Plan. The 
Records Management Officer (RMO) will ensme that operational records 
received fi·om the mrits are properly processed and tmnsferred to the 
appropriate record holding area. 

4.2J Task (U.S. Militmy) 

All mrits of the div-ision will preserve and submit their records as 
directed :in Theater Supplement 1 to AR 25-400-2, Information 
Management: Record~ Management Commanders mtd Staff sections 
;,vill appoint operation record management personnel to cany out the 
ORP program. The designated personnel will provide the IDv10 with 
their name, phone number, mtd email address. Preservation records 
shall be submitted to the RMO monthly. The closing date for record 
preparation is the last calendar day of the month. Records shall be 
tnmsterred within 7 days afler the closing date. 

4.2.2 Collection Process (U.S. Militmy) 

lhrits must noticy the ISSO regarding the status of their monthly 
Records PreseiVation requirement All record~ regardless of type will 
be accepted (i.e., paper, computer disks and tapes, microfilm, 
photograplric tihn, e-mail and other electrmric formats). ClassitJ.ed and 
mtclassified record~ will NOT be mixed. 

4.2.3 Shipment Process 

Historical records may be slripped tluongh the ISSO Official Mail 
seiVice in accordance with Theater Record~ Preservation Plan or 
Electrmrically submitted directly to Theater Command Records 

Holding Area (UCRHA). Classified records will be slripped in 
accordance withAR 380-15, Safeguanling all Classified Information. 
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INFORl\!IATION SlJPPORT SERVICE OFFICE 

4.3 Secure and Non-secure Communications 

SOP No. 2B 

The ISSO provide~ cla~~ified and mtcla~~itled communication~ via fac~imile 
and the Automated Me~~age Handling Sy~tem (AMHS). 

4.3J Secme Fac~imile 

• Telephone line~ are available for ~ecure fac~imile communication. 

• Cla~~ified docmnent~ will require a ~ign.1tme upon di~tribution. 
All cla~~ified document~ ~hall be kept in the de~ignated cla~~ified 
di~tlibution area. 

4.3.2 Non-Secm·e Fac~imile 

• Telephone line~ are available for uncla~~itled fac~imile 
commlurication. 

• Ingoing/outgoing fac~imile~ will be maintained on a tracking log. 

4.3.3 Automated Me~~age Handling Sy~tem (AMHS) 

AMHS i~ the U.S. Secret Me~~age Traffic Sy~tem. The AMHS i~ u~ed 
for the proce~~:ing of me~~::~ge~ up to and :including U.S. Secret 

4.4 Reproduction 

ISSO provide~ reproduction via copier machine, color printer, and plotter. A 
print reqne~t i~ required for all p1inting ~ervice~. ISSO provide~ lamination 
~ervice a~ directed. 

4.5 Copier/Facsimile Repair 

ISSO copier and fac~imile eqlripment repair i~ mtder contmct between the U.S. 
Govenunent and third party firm~. BRS i~ not re~pon~ible for the pertonnance 
of the repair/maintenance contmctor. ISSO will not be re~pon~ible for 
providing e~cmt ~ervice~ tor HCN tlnn~. The U.S. Government will retain 
re~pon~ibility for providing back-up eqlripment if mJd when exi~ting office 
equipment i~ down for repair and! or maintenance. 

ISSO will maintain a tTmible call log to record copie1s/fac~imile machine~ for 
repmr. 

4 .5.1 Con~mnable Item~ 
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INFORl\!IATION SlJPPORT SERVICE OFFICE 
SOP No. 2B 

ISSO will be responsible for supplying toner cmtridges/dnuns, staples 
and paper distlibution for copiers and facsimile machines, if required. 
The ISSO office is not responsible for providing paper for indiv1du.al 
office use or for any of the TF p1inters. 

4.6 Distribution 

4.6J ISSO is responsible for distribution of various tonns to include, but not 
limited to, memorandmns, bulletins and notifications. The ISSO is an 
unclassified and classitJ.ed distribution center. 

4.6.2 Each mrit will provide the ISSO with an Appointment Order signed by 
a Commissioned Officer authorizing individuals to ret1ieve 
unclassified or classified distribution from the mrit, staff section, or 
orgmrizational distribution box located in the ISSO office. The ISSO 
will verifY these appointed :indiv-iduals prior to picking up and handling 
unclassified/classified distlibution and 1.mclassified!classified 
facsimiles. 

4.6.3 ClassitJ.ed distlilmtion will be safeguarded as req1.rired. 

4.6.4 Distribution schemes are used to disseminate intonnation thTmJgh the 
Division. The ISSO will maintain an updated distribution scheme. 
When a specitlc distlibution scheme is requested, the ISSO will 
distribute accordingly. 

4. 7 Publications 

ISSO is the div-ision's publicati011~ representative, if req1.rired. ISSO will 
establish publication accmmts for U.S. Militmy mrits tluough HQ, applicable 
Theater to include req1.risition and distribute contTolled tonns tor U.S . Militmy 
lhrits, if required. 

• The ISSO will assist mrits in the ope1ri1Jg of a deployed publications/tonus 
accmmt The ISSO will assist mrits on how to complete a DA 12 R and 
submit tluough facsimile to HQ, applicable Theater. Utrits will submit a 
DA 1687 to identifY personnel authorized to req1.risition and receive 
controlled tonns. 

• Publicatio11~ and t<.mns are available tor v1ewmg, printing and 
downloading via Fonntlow and the Internet 

• lhrits will submit requests tor tonns in the exact ammmts that they need. 
The stockpiling of tonns is authorized. 
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4.8 Records Management 

SOP No. 2B 

ISSO will ensme that office files have been established and propedy 
maintained in accordance >vith Modem Anny Record Keeping System 
(MARKS) (AR 25-440-2 & applicable Theater Supplement 1 to 
AR 25-440-2} 

4.9 Information Services 

The ISSO pro'vi.des information services in the form of printing assistance, as 
required (i.e. key personnel chalts, plotter services, scanning docmnents, 
photos, color p1inting and color reproduction). 
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1\il{JLTI-NATIONAL SlJPPORT 
STANDARD OPER~TING PROCEDlJRE 

SOPNo.2C 
1.0 Purpose 

This S t.:mdal'd Operating Procedme is designed to establish proced·mes for the 
LOGCAP 3 for Suppmt for Multi-National Task Force Mission. 

2.0 Scope 

Brown and Root Services (BRS) is responsible for providing logistical services and 
suppoli as directed by appropriate authority. 

3.0 Procedures 

BR<.> will provide logistical suppmt services, classes of f:.1.lpply, engineering and 
constnJ.Ction services to Multi-National contingencies as directed. Direction must 
come from the ACO or PCO ptior to initiation of suppoli to Multi-National 
contingencies. 

3.1 Contracts 

For any BR<.> service or suppmt request that does not fall lmder recmring 
services to existing units or facilities, a fonnal approval process will be 
initiated. This includes the following: 

• A Foreign Rough Order of Magnitude (FROM) is requested as a good 
faith prqiection of the anticipated costs. 

• BR<.> will prepare and submit the FROM to the ACO. 

• Upon FROM approval a Notice To Proceed (NTP) will be issued. 

• BR<.> representative mll.<::t accept and approve the NTP prior to work 
comme11cement 

• BR<.> representative will track the costs against the associated NTP, and 
provide these costs to the USAREUR ODCSLOG, the PCO and ACOin 
the weeldy cost repmts. 

3.2 Life Support 

Life Suppmt costs aTe hacked as directed by the PCO. 

3.3 Supply 
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SOPNo.2C 
Provision of mrique Classes of Supply to Multi-National lhrits will be 
coordinated and approved :.1t each Task Force. Procedmes for docmnentation 
and issuance of individual Classes of Supply will be maintained utilizing 
established BRS/Anny) procedmes for handling and processing of these 
Classes ofSupply. 
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AIR TERl\!IINAL OPER~TIONS CENTER 
SOP No.3A 

Establish procedmes for performing A..ir Terminal Operation Center (ATOC) 
fi.mcti011-: in the LOGCAP 3 Area of Operation (AO} 

2.0 Scope 

Brown and Root Services (BR<)) will provide mmwgement :md oversight of the 
A TOC operation :in suppmt of the LOCK~AP 3 Suppmt Contl'act 

3.0 Responsibilities 

Setvices are pwvided u.-:ing a combined workforce of Expat and Host Countly 
National (HCN) Personnel using Government provided facilities, vehicles, equipment 
and materials. 

4.0 Procedures 

4.1 Forecasting Flights 

Disseminate tlight information to applicable work centers. 

4 ') Station \Vorkload 

Maintain a data base of station worldoad. 

4.3 P~"lllet Utilization 

• Maximize pallet utilization 
• Provide Pallet UtilizationRepmt for \Veeldy SITREP 

4.4 Situation Reports 

4AJ Daily 

Maintain a daily SITREP and disseminate to the appropriate agencies. 

4.4.2 Weeldy 

A weeldy SITREP will be completed each S1.mday and forwarded to 
the Approptiate command sections. 

4.5 Load Planning 
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AIR TERl\!IINAL OPER~TIONS CENTER 
SOP No.3A 

A TOC personnel will accomplish load plans to em:me safe aircr::~ft load 
distribution. 

4.6 Manifest Package 

Compile ontbmmd mrsswns cargo manitests and corresponding 
document::~tion for ::~ircraft & st::~tion files. 

4.7 Record lVbintemmce 

Records >vill be m::~int::~ined on a ye::~rly basis. 

4.8 Information Control 

A TOC Personnel will disseminate infonnation in a timely m::~nner to those 
required ::~Teas/pers01meL 
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• FM 1-303 Air Traffic Control Facility Operations and Training 

• USA Arms Inspection Checklist 

• F AAH 7110.65 Air Traffic Control 

• F AAH 7210.3 Facility Operation and Administration 

• F AAH 7340.1 Contractions 

• F AAH 7350.6 Location Identifiers 

• F AAH 8240.36 Instructions for Flight Inspect Reporting 

• Airman Information Manual (AIM) 

• DoD Flight Information Handbook 

• High and Low Altitude Instrument Approach Procedures 

• High and Low Altitude Cluwts 

• VFR and IFR Supplements 

• T ~-.sz~-.r Airfield Regulation 95-2 

• Appropriate Letter of Procedures (LOP's) 

Data Subject to Title Page Restrictions 
Otherwise, Treat asl"o1 Official Use 01 ily (FOUO) 

SOP No. 3B 

As of 518/2008 



1.0 Purpose 

Fo1 Official U:se Only ,TOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

AIRTR~FF1C CONTROL TO\VER 
SOP No. 3B 

Establish procedmes for providing Air Traffic Control (ATC) services to aircmft 
operating in the Militmy Terminal ContTol Area (MTCA) utilizing Visual Flight 
Rules (VFR). 

2.0 Scope 

Brown and Root Services (BRS) shall provide A TC services to aircraft. :in accordance 
with the requirements of the LOGCAP 3 Suppmt Contract 

3.0 Procedures 

3.1 Control all VFR air/ground aircraft. tmffic in the IviTCA according to 
established Federal Aviation Administmtion (FAA.), United States Air Force 
(USAF), United States Army (USA), International Civil Aviation 
Organization (ICA.O), and Host Nation Aeronautic:.1l Information Publication 
procedmes. 

3.2 Provide tiist priority to the separation of aircraft. and to organize/expedite the 
sate and orderly tlow of air/ground tTaffic. 

3.3 Re:svond to all FM radio andlandline comnnmications. 

3 A Re:svond to all UHF/VHF radio tTansmissions. 

3.5 Issue nmway in use, wind direction and velocity, altimeter setting, visibility, 
taxi im:tTuctions, tl'affic advisories and any other tlight s:.1fe1y data, to aircmft 
operating :in the MTCA. 

3.6 Monitor emergency/guard fi:equencies dming the Tower operational homs. 

3. 7 Initiate daily equipment checks prior to the airfield oper:.1tional homs, and at 
the begimring of each slritl, and atler a power t"i::lilme and or genemtor 
changeover and docmnent in DA Form 3502-R (Daily Repmt of Air Tiaffi.c 
Conb'Ol Facility) Reterence FM 1-303. 

3.8 Activate the Emergency Wanring and Evacuation Alarm position ••A" switch 
when an emergency aircmtl i<:: :.1pproaclring to land and for any other condition 
hazardous to personnel on the grmmd. 

3.9 Pass aircraft. arrival and depmtme times to Base Operations. 
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3.10 Coordinate with Approach C'.ontrol t<.)r VFR aircraft depmting the MTCA that 
request an altitude at or above 2500 feet MSL, Reterence Tower Approach 
Control, Base Operatiom: LOP. 

3.11 Monitor the TACAN Remote Statu.'> Indicator (RSI) for TACAN status and 
advise other facilities of chm1ges, Reference FM 1-303. 

3.12 Trmt':!fer control of depmting aircm.fl and accept conhol of aniving aircm.fl 
tl'om Approach Control, usi11g vell)al or written procedmes, Reference FA.A.H 
7110.65. 

3.13 Activate the Primary Crash Alarm System (PCAS) to notifY base agencies of 
in-flight emergencies, grmmd accidents/incidents mld contingency/exercise 
requirements. Perform a daily check of the PCA.S prior to fhe airfield 
operational homs and doc1unent on DA Form 3502 (Daily Repmt of Air 
Traftic Conh'Ol Facility). 

3.14 Trmt':!mit ailtleld advisories to include Rmnvay Smface Condition (RSC), 
Rmtway Condition Reading (RCR), Bird Watch Condition (BWC), Notices to 
Ainnan (NOTAMS) and other pe1tinent airtleld intonnation, as required, to 
arriving and depmting aircraft .. 

3.15 Operate fhe local control flight data and grmmd control positions. 

3.16 Operate the 20 chmmel tape recorder. Change the recorder tapes daily and 
document recorder status, tape and deck in use on DA Form 3502-R (Daily 
Repoli of Air Traffic Control Facility). Maintain all recorder tapes, Reterence 
FM 1-303. Ensme fhat the recorded tape media is seemed and not released 
without fhe Airpmt Manager's approvaL 

3. 17 Control all vehicular traffic operating within fhe designated movement area 
using FAA. pln·aseology and local procedmes. 

3.18 Requisition equipment, supplies and other resomces required for the efficient 
use of ATC activities. 

3. 19 Pmticipate :in Airtleld Opemtions Board, Air Traffic Control and Landing 
Systems (ATCALS) Board, Satety, Secmity, Foreign Object Damage (FOD), 
Snow Control, Bird Hazard Working Group and other meetings as requested. 

3.20 Pedonn operational checks on all radios and equipment at the alternate ATC 
facility weeldy and docmnent on DA Form 3502-R (Daily Record of Air 
Traftlc Conh'Ol Facility). 
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3.21 Determine the nmway in U.':!e (RIU), and advise File Depmtment and Base 
Operations, Reference FAA.H 7110.65 

3.22 Operate Light Chms, Reference FM 1-303. 

3.23 Compile daily totals of aircmft traffic activity to include in the Militmy Air 
Traffic Repoli and disseminate repmt as directed by lngher authority. 

3.24 Advise Airfield Lighting personnel (BRS Power Generation) via m.dio or 
telephone of airtleld lighting requirements 

3.25 Obtain conh'Ol of the nmway tl'om Base Operations p1ior to opening. Release 
control of the nmway to the Host Nation controllers upon closing. Advi.se all 
agencies of facility opening and closme, Reference lo~l checklist 

3.26 Coordinate vvith fhe Host Nation controllers as required: 

3 .26. 1 Aircraft. arrival and depmtme times, hansponder codes and any other 
information. 

3 .26.2 Comnnmication equipmentJNA VAID outages and airfield lighting. 

3 .26.3 Sequencing and spacing of aircmft 

3.26.4 Flight Check aircraft. or other special high priority operatio11':! as 
necess::ny. 

3.26.5 Any aircraft. arrival/depmtme not on w1itten daily schedule. 

3.26.6 Rmnvay/taxiway clo:::mes or airtleld con':!truction. 
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To Establish st:md<~rd operating procedmes for performing Airfield Cargo Processing. 

2.0 Scope 

Brown and Root Services (BRS) shall provide m<lnagement and oversight of the 
Airfield cmp;o processing operation :in suppmt of the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

3.1 Prov'ide Cargo Processing from 0700-1900 homs d<~ily, with on-c<lli serv'ice as 
requested with a 30-minute lead-time. 

3.2 Se1vices are provided using a combined workforce ofExpat and Host Cmmhy 
Nation<ll (HCN) Personnel using Govenunent provided facilities, vehicles, 
equipment and mate1iak 

3.3 Cmgo processing responsibilities lie between Air Tenninal Movement Control 
Team (ATMCT), Air Terminal Opem.tions Center (ATOC), Traffic 
Management Office (TMO) and Rmnp Services sectio11-: as appropriate. 

4.0 Procedures 

4.1 Cargo Processing 

4. Ll The A TOC intonns the cm·go processing section of prqj ected aircraft. 
and pallet positions available. 

4.L2 Cargo processing personnel will make decisions concerning: buildup 
of each pallet, loose loaded c<.1rgo, and rolling stock, by the cm·go 
priority, aircraft, and its contigmati OIL 

4.L3 When building pallets, all cm·go will be adequately restrained, and the 
pallet will be weighed. Pallets will be marked with a mininnun of 
gross weight, origination station, destination station, and height of 
pallet 

4.L4 If the pallets are "married" or pmt of a pallet train, the center of 
balance will be computed and marked. 
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4. 1.5 When prep::1ring rolling stock, all vehicles vvill be mml<.:ed with mde(s) 
weight, gross vehicle weight, and center of balance. 

4.L6 If an :in-tTansit shipment has any discrepancies, personnel will call the 
TMO/A TMCT to rectitY any problems >vith the shipment Any :in­
tnmsit shipments with discrep::1ncies will not be tram:pmted until the 
discrep::1ncy is recti tied. 

4 " Inbound Truck Cargo 

4.2J Inspect miginating shipments and ensme that the package is propedy 
madced and labeled. 

4.2.2 If cargo is palletized by the originating agency, ensme that the pallet is 
adequately restTained. 

4.2.3 Ensme that all required suppmting documentation is present m1d filled 
out propedy. 

4.2.4 Inspect hazardous declaratio11~ for accmacy, and ensme there are no 
1mrepmted hazards on the pallet 

4.2.5 If capabilities exist, the cargo will then be processed using a 
government provided automated system, then file corresponding 
paperwork 

4.3 Inbound Air Cargo 

4.3J All inbound air caTgo, will be receipted for. 

4.32 Cargo will be compared to the aircraft. m::1nifest to ensme that all cm·go 
is present 

4.3.3 If there are any over or sholi shipments, the manifest will be mmked 
noting the shipment :in question, and adjust all >veights, pieces and 
cubes on the manifest 

4.3.4 Aft.er all cargo has been accounted for, and if the capabilities exist, 
process the cargo using a govenunent provided automated system, then 
file corresponding papenvork Cargo :is then signed tor by 
A TMCT!TMO tor final delivery. 

4.4 Outbound Truck Cargo 

4.4J A cm·go manifest will accompany each out bmmd shipment 
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4.4.Ll The manifest will be prepared using a govemment provi.ded 
automated system. 

4AL2 If a government provided automation system is not available, 
use a manual tonn. 

4.4.2 The tonn is then signed by the peison receiving the shipment and flied 
with corresponding paperwork 

4.4.3 Cargo processing peisotmel are responsible to contact TMO/ATMCT 
when tenninating cargo is received. 

4.5 Outbound Air Cargo 

4 S 1 Outbound cmgo will be manitested, once cargo is assembled and ready 
for shipment 

4.5.Ll Manitesting can be accomplished by usu~g a govemment 
provided automated system. 

4SL2 If a govemment provided automated system is not available, 
then a manual tonn may be used. 

4.5.2 The final manitest is then given to the ATOC tor final processi11g. 

4.53 All hazardous declamtions, will be tmned over to the ATOC at tlris 
time. 

4.6 Special Provisions 

4.6J All mail or other type slripments requiring signatme se1vice will be 
handled exclusively by an authorized indivi.dual (Expat). 

4.6.2 Registered mail and/or anything requiring signatme servi.ce will not be 
accepted mttil the day of movement 

4.6.3 A.:ny hazards requiring special storage provi.sio11s will not be accepted 
mttil the day of slripment 

4.6.4 Self-propelled rollit~g stock, will be :in good mechanical order and shall 
not have leaking thuds of any kind. 

4.6.5 Any cargo marked as "MICAP" or "999" in the reqlrired delive1y date 
field is p1iority cargo that needs to be tmned over to the receiving 
agency as soon as possible. 
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4.6.6 Any terminating shipments without ultimate consignee or destination 
mml:ed, will be t:mned over to fhe TMO/A TMCT for final disposition. 

4.7 Records 

4.7J Records for cargo processing aTe broken into tom areas: inbo1.md truck, 
inbound air, outbound tTuck, and outbmmd air. 

4. 7 2 All cargo processing records will be tiled and maintained tor a period 
of one tl.scal yea!' active and two years inactive. 

4. 7.3. 1 Inbmmd buck cargo, require the signatme of the cargo 
processing peison who accepts the shipment 

4.7.3.2 Inbound air mmrifested shipments that require signatme receipt 
(registered mail and signatme se1vice) will be signed tor by 
ramp service person who accepts the shipment 

4. 7.3 .3 Outbmmd tTuck cargo mmrifest will be signed tor by the 
ATMCT!TMO person who received the caTgo. 

4. 7.3. 4 Outbmmd air manifests are maintained by A TOC. 
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To e~t.abli~h procedme~ for both initial and rec1ming training :in Direct Aircrafl 
Suppmt Service~. Aviation ~uppmt :include~ both tlxed ::md rotmy wing aircrafl ba~ed 
at or tl'ml~iting through Brown and Root Service~ (BRS)-~uppmted airfield~. BRS 
will follow appropriate DOD, Air Force and Army publication~ (a~ they apply) 
augmenting the training program. Reterence~ to specific procedme~ are li~ted in the 
A TS Teclmical Reference Document (Appendix I). Thi~ SOP cont.ain~ the procedme~ 
requiring approval per Ch .. 1pter 8, Grmmd Operatio11~, DLAM 8210.1, a~ pre~cribed 
by DFAR clause 252.228-7001, GROUND AND FLIGHT RISK (SEP 1996). 

2.0 Scope 

2. 1 Provide an aircratl operatiom ~upp01t tl'aining program for BRS employee~ 
~uppmting ba~ed and tTan~ient aircraft The program i~ outlined for initial 
haining for newly hired employee~ or employee~ that are eros~ tmining 
between ~ection~. 

2.2 Annual refre~her training mirror~ initial tmining en~ming employee cmrency 
within their re~pective ~ection, with the exception of cargo handling 
equipment which identifie~ ~epamte training requirement~ for initial and 
reti:e~her training 

3.0 Responsibilities 

3.1 Pro vi. de both an initial and recmring hauling for BR') employee~ who perform 
contm.ctual ground operatio11~ armmd aircrafl per DLA..M 82HU, Chapter 8, 
Grmmd Operation~. 

3.2 Supervisor~ will utilize GFR-approved traum1g databa~e to track both 
i1ritial trailring and recmring tmi1ring. All tlnining plm1~ are applicable 
for both i1ritial and recmring/refl:e~her tTaitring. 

3.3 Trailring will be docmnented n~i11g AF Form 171 relative to equipment 
operation~, AF 797/1098 Tmilling Record for operational celiification~, AF 
Fonn 483 for tlight line driviltg and variou~ internal BRS form~ for ~atety and 
~pecialized tmini11g docmnent.ation. 

4.0 Training Plans 

4.1 Transient Alert/Aviation Fuels 

4. 1.1 Aircraft Parking/Marshalling 

1. De~ignate pmlcing location~ tlu·ough Command Post!Ba~e 

Operation~ prior to following day~ tlight ~chedule. 
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2. Determine aircraft. type, ::::ize and natme of pas::::enger or cargo. 

3. En::::me di::::tance:::: letl between parked aircraft. will be enough to 
allow immediate acce:::::::: of emergency vehicle:::: in case of fire and 
al::::o to permit free movement of equipment and matetiak 

4. Cover procedme:::: outlined :in AFI 11-218, Aircraft Operation and 
Movement on the Ground, T.O 00-25-172 Grmmd Servicing of 
Aircraft and ::::tatic Grmmding/Bonding. 

5. TA per::::onnel will guide aircratl to the de::::ignated aircraft padcing 
location with ''Follow Me" vehicle::::. 

6. Succe::::::::fully complete vvritten and practical rotor and tl.xed-wing 
mar::::haling te::::t:::: achieving a m:ininnun ::::core of 70%. 

7 Sati::::factorily mar::::hal an aircraft to final parking u::::111g 
international ::::ignal:::: 1mder the ::::upervi::::ion of an in::::tntctor. 

8. En::::me that there i:::: a wing walker when aircraft i:::: taxied within 25 
feet of ob::::tn1ction, no closer than 10 feet with wing walker. 

9. Atler the aircmtli:::: fnlly ::::topped, TA Speciali::::ts will place aircrafl 
wheel chock:::: fore and aft of the main landing gear or as ::::pecitJ.ed 
in applicable aircraft. technical ordeis. 

10. En::::me that an acce::::::::ible f11'e bottle i:::: located on the aircrafl­
parking ramp or in the vicinity of the aircraft .. 

11. Coordinate AGE del:ive1y and proper placement 

12. ContJ.nn required grmmd ::::ervice::::, crew trmt~pmiation and thel 
with air crew and coordinate delive1y as required. Service:::: may be 
coordinated thTough Base Opet<~tion:::: at ::::ome locatio11~. 

13. TA Speciali::::ts will remain at the aircmft. a:::: ::::afety ob::::erver 
dming Engine R1uming Otfload!Onload (ERO) and fi.lel:ing. 

4.L2 Aircraft Towing 

1. Qualified per::::onnel will be thoroughly fi:unil:iar with all publi::::hed 
towing procedme:::: peltaining to the type of the aircratl u::::ing 
AFOSH 91-100, Chapter 2 Aircraft Towing Operation:::: and 
applicable aircraft-::::pecific Technical Order:::: (::::ee BR<:>, Air Force 
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Technical Order, Instruction :md Government-Provided 
Documentation Listing} 

2. Personnel must be qualified t<.)r specific towing team duties: 
Supervisor, Tow Vehicle Operator, Bmke Rider, and Wing 
Walker/Tail Walker. Personnel must pass a written test for their 
specific duty prior to conducting towing operatio11s. Mininnun 
passing score is 70%. 

3. The towing team supervisor will direct towing opem.ti011s ::md 
take a position that will ensme smveillance of the towing 
procedmes and perfonnances of other team members. 

4. E11sme that steerable landing gear (including outriggers) will be set 
in tow position betore the aircmtl is moved and retmned to original 
position after the tow..:bar has been removed. 

5. Personnel will not walk between the nose wheel of an aircraft and 
its towing vehicles, nor will they ride on the outside of a moving 
aircrafl, on the tmv-bar, or on the outside of the vehicle muess an 
authorized seat is provided. No person will att.empt to board or 
leave a moving ai:rcratl or towing vehicle. 

6. For Night Crew Signals, Ensme that two lmninous wands are 
issued to towing team members who require wands. Wands or 
wingtip lights will be nsed by other tow team members to warn 
aircraft. traft!c that may approach. 

1 The supervisor will obtain clearance tl'om contl'Ol tower before 
towing an aircraft. on or across an established taxiway or nmway 
and maintain contact with the tower tllioughout the towing 
operation. 

8. Ensme that the towing speed does not exceed that of walking team 
members, with a maxinnun of 5 miles per hom. 

9. The aircmft brake system will be charged before each tmving 
operation, towing will be stopped immediately if brake pressme 
drops below safe operating limits. 

10. Ifbrakes are inoperative or m1.1ble to be use~ Wing Walkers will 
cany chocks while towing to inse1t in the event the aircraft breaks 
away from the tow vehicle. 

Data Subject to Title Page Restrictions 4 
Otherwise, Treat as f'or OFficial Use 01 ily (FOUO) As of 518/2008 



.t::or Of:fieiei Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

AIRFIELD DIRECT A1RCR4.FT SlJPPORT 
SOP No. 3D 

11. Before moving :my ai:rcmft the towing vehicle, tow ba:rs, 
connectiOJ1'> and other associated equipment will be inspected by 
the tow team supeiVisor to ensme se1viceability and proper 
functioning. 

12. Make sme that the chocks a:re available in case of emergency 
tlu·oughout towing operations. Chock.;,: will be propeliy placed 
before fhe tmv:ing vehicle is lmhooked. 

13. When moving aircraft, tow vehicles will not stmt and stop 
suddenly. 

14. Ensme all equipment, work stands, loose aircraft. pmts, and other 
mate1ials a:re removed tl·om the vicinity of an aircraft. and are 
propeliy stored. 

15. To avoid possible worker it~j,uy and aircraft. dmn:.1ge dming towit1g 
operations, entrance doors will be closed, ladders will be retracted 
or removed, and landit1g gear down locks it1.;,:talled. 

16. Check nose and main landit1g gear stmts and tires for proper 
in1-btion prior to towit1g any aircraft 

17. The tow vehicle dliver will stop at least 50 teet fi:om the ait·craft. 
and proceed only on specific it1stmctions trom the tow team 
supervisor when approachit1g the aircrafl to be moved. 

18. Ensme the tovving vehicle distance belill1d another aircraft. or 
another vehicle will not be less than 50 teet 

19. When towing ait·craft, team personnel will be stationed to conform 
to applicable aircraft. TO procedmes for the type aircrafl being 
towed. 

20. The towing vehicle driver will be respoi1'>ible tor operating the 
vehicle in a sate manner and >vill follow the instmctions issued by 
the team supervisor. 

2L A wing w:.1lker will be stationed at each wingtip to ensme adequate 
clea:rance of any obstn1.ction it1 the path of the aircrafl. 

22. A nose walker (the supervisor) will maintain sate position it1 front 
of the towit1g vehicle and a clea:r view of wing walkers, the vehicle 
dl'iver, and the person in the pilof s seat 
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23. A tail walker will be used dming towing operations when fhe 
aircraft. is to be tmned sharply or backed :into position. Backing 
aircraft. will be avoided as much as possible. 

24. Check aircrafl-specific Technical Order for tmn m.dius limitation 
while tmving and avoid exceeding this limit 

4.L3 Aircraft Refueling 

4.1.3.1 Familiarize personnel with TO. 00-25-172, Grmmd Servicing 
of Aircm.fl and static Grmmding/Bond:ing, F.M. 10-67-1, 
Concepts and Equipment of Peholeum Operatim1-:, Chapter 13. 
and HEMMT Tanker Aviation Refueling System (TM 9-23-20-
279-10-1): 

1. Ensme all drivers are licensed and properly trained on 
tlight 

line procedmes. 

2. IdentifY huck controls and proper driving procedmes of 
vehicles. 

3. Drive tn1ck on fhe t1ight line and to fhe bulle issue point for 
orientation on receiving fhel and properly approaching the 
issue point 

4. Instruct correct approach and huck pmlcing for aircraft 
refhel:ing. 

5. Ensme 1mderstanding of controls on pmnpmg unit and 
correct use of hoses 

4.1.3.2 Fuel orientation and testing: 

Data Subject to Title Page Restrictions 

1. Ensme fitter separator 1s drained to remove any water 
collected :in the bottom. 

2. Prep:.1re refheler and begin recirculation of product 

3. While product is being recircul:.1ted, prepare Aqua Glo test 
kit, ensming smnple bottles are clean and properly rinsed. 

4. Once 50% of the product has been recirculated, inselt 
smnple probe, draw a s:.1mple and perform a test on the aqua 
detector pad. 
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5. Record t:lll readings on t:lppropriate documents and keep a 
representt:ltive s::nnple for a 24-hompetiod. 

4.L3.3 Aircraft orientation: 

1. Review t:lll applicable T eclmical Orden: on each individual 
aircraft. mJd identifY refheling ditierences. 

2. IdentifY mrcrafl circle of safety, pmking approaches and 
vehicle chocking. 

4. L3 .4 Refueling aircra:tl: 

1. Ensme a chock is in place prior to backing into position 
near an aircraft 

2. Connect grounding cables to grmmd then aircrafl m 
accordmlCe with FM 10-67-1. 

3. Place fire bottle into position. 

4. Check with crew for requested fuel mnmmt, bond the 
nozzle to the aircrt:lfl, and operate control panel to refhel 
aircraft. once the concmTence has been provided by the crew 
chief 

5. De-fuel the hose aft.er the correct load has been gtven, 
disconnect all grmmding cables and ensme accmmtability 
paperwork is completed. 

4. L 3. 5 De-fi.leling airctafl: 

Data Subject to Title Page Restrictions 

1. Ensme a chock is in place prior to backing into position 
near an aircraft 

2. Connect grmmding cables to grmmd rods and fhe aircraft, 
position tlre bottle. 

3. Ensme that fire depmtment is in place and that crew chief 
has prepared aircrafl for de-fi.leling 

4. Connect to aircraft. and stmt de-fueling on direct instruction 
of the ail·crew. 

Otherwise, Treat as For Olflcial u~e Ofiiy (f!OUO) As of 518/2008 
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5. Atler de-thel is complete ensme that fi.lel dmwn is recorded 
on Fonn 3643. 

4.L4 Aircraft De-icing 

4.L4.1 Truck Serviceability Check (TO. 36E17-6-21 Landoll Deicer, 
TO. 42C-1-2 Anti-icing, de-icing and de-tl'osting of pm:ked 
aircraft .. ) 

1. Check main engine tluid levels . 

2. Check pony engine tluid levels. 

3. Check oil reservoirs on both pumps. 

4. Check hydraulic oil level (back compmiment} 

5. Check tire pressmes p1ior to 7th of each monfh. 

4. L4.2 Preheat Fluid 

1. Refer to Panel Operators Instruction~. 

2. S tmt engine and let idle at 1000 RPM for 1 minute. 

3. Engage clutch on the right hand side of the control paneL 

4. Increase to 2000 RPM. 

5. Stmtheaters one at a time. 

6. Rm1 1mtil both heateis shut off (approx. 180 degrees heater 
inlet temp), 

4.L4.3 De-ice Aircraft. 

Data Subject to Title Page Restrictions 

1. Position deicer as required begimring deicing at tl'ont of the 
aircraft .. 

2. Divi.de aircraft. into tom work areas: 

• Forward left. fiJselage and letl wing. 
• Forward 1ight fuselage and right wing. 
• Ail left. fuselage and stabilizer. 
• Ail right thselage and stabilizer. 
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3. Apply heated tluid close to smta.ce of aircraft. skin to 
minimize heat loss and :improve effectiveness. 

4. Stmt at wing tip, s>veeping :in the aft. and inbom'd directions. 

5. Prior to leaving the wing, hit the leading edge with one 
complete sweep of tlltid. 

6. If reqlrired on fuselage, spray the required area on the top 
centeliine until the thud just begins to rm1 downward. 

7 ()It tl1e tail l1orizot1tal s1.u·faces? etlslu·e tl1e tl1.rid is just 
beg:imting to drip otf the leading and trailing edges. 

8. On the tail veltical smface, stmt at the top and qlrickly 
obtain a complete coverage. 

9. Prior to leaving the tail, lrit the leading edges (horizontal 
and ve1tical) with one complete sweep of tllrid. 

10. Do not spray tllrid onto landing gear brakes (especially 
carbon), ail: intake polis, engine inlets, wheels or onto the 
windslrield~. 

1 L Ensme the following for all aircraft. with T-tails: the 
hmizontal stabilizer upper smface and leading edge shall be 
the last smface to be anti -iced. 

4 ') Aerospace Ground Equipment (AGE) 

• BRS will utilize AFI 21-101, Maintenance Management of Aircraft, 
Chapter 3, Aircraft. Generation, Repair and In~pection, Section 3.9, 
Aerospace Ground Eqlripment in both iiritial and reti·esher haiiring. 

• Individual TO. 's for each piece of AGE eqlripment will be covered 
includii1g maintenance, operational procedmes, and satety wanrings. 

• General training topics identified below reterence AFOSHSTD 91-100 
and eqlripment-specitic Teclm:ical Orders as identified. 

4.2J Operation of B1, B4 and B5 Maintenance Stands, T.O. 35A4-2-3-
51, T.O. 35A4-2-6-1, T.O. 35A4-2-5-1, T.O. 35A4-2-5-4 

Data Subject to Title Page Restrictions 9 
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1. Pedonn openliional in~pection. 

2. R::~i~e ~tand to d~ired height away from aircrafl if pos~ible and 
then move :into position. En~me that ~tand doe~ not come into 
contact with the airciaft 

3. En~me that all ca~tor brake~ are locked before u.;,:e. 

4. En~me ~afety pin~ are in~talled in plattonn/ram lock 1~ fi.illy 
engaged prior to climbing on any ~tand. 

5. Move the ~tand mvay from aircraft and lower fi.ill.y prior to towing. 

6. On B5 ~tand e11'!nre fhat both rear wheel c::~~tor~ are locked :in the 
forward position prior to tmving. 

4.2.2 Operation of A/l.VI32A-86D Diesel Generator Set, T.O. 35C2-3-469-
11 

1. Pedonn operational in~pection. 

2. Stmt mrit, ob~erv:ing all ~afety note~ and c::~ution~. 

3. Remove power c::~ble~ from mrit and connect to aircraft 

4. Apply power to load by closing the contactor ~witch located on the 
contwl panel and in~ming that fhe ••contactor closed" light 
:ilhun:inate~. 

5. Di~connect power by opening fhe contactor ~witch and removing 
the c::~ble tl·om load. Stow the power cable on the n1rit 

6. Shut down geneiator. 

i En.;,:me that all cable~/hose~ are di~connected and ~tovved prior to 
removal/towing equipment to or tl·om an aircraft .. 

4.2.3 Operation of NF-2D Portable Light Set, T.O. 35F5-5-11-61 

1. Pedonn operational :in~pection. 

2. Stmt mrit ob~ervn~g all ~::~fety note~ and caution~. 

Data Subject to Title Page Restrictions 10 
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3. Place the fi:ont mld rem· light circuit breakers in the on position at 
the control paneL 

4. Aim lights and rai~e platform to desired height 

5. Lower plattonn prior to towing light set 

6. Shut unit down. 

7 E11~me that all cables/hoses are disconnected and stowed prior to 
removal/towing equipment to or from an aircraft .. 

4.2.4 Operation of MC-2A Air Compressor, T.O. 34Y1-87-61 

1. Pedonn operational inspection. 

2. Stmt mrit observing all s:.1fety notes and cautions. 

3. Load the compressor by depressing the load button on control 
panel and allow compressor to fiilly build up pressme. 

4. Set output pressme relief valve to desired pressme and connect 
seiVicing tool to air hose. 

5. Plill up on load bntton on control p:.1nel and allow mrit to nm for 
tln·ee to five minutes to fiilly mlload. 

6. Shut down mrit 

7 Ensme hose is fiilly retmcted prior to towing 1urit 

8. Ensme that all cables/hoses are disconnected and stowed prior to 
removal/towing eq1ripment to or from an aircraft .. 

4.2.5 Operation of Hl Ground Heater, T.O. 35E7-2-11-11 

1. Do not ope1ate unit in a fitel vapor area. 

2. Pedonn operational inspection. 

3. Stmt mrit observing all s:.1fety notes and cautions. 

4. C01mect all output air hoses needed and route to desired location to 
be heated. 

Data Subject to Title Page Restrictions 11 
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5. Stmt bmner by placing fhe bmner control switch to the on po~ition. 
Allow heater to nm for five to ten minutes to get to desired 
temperatme and a4iust as necessmy. 

6. Tmn offbmner and allow luilt to coollmtil temperatme gauge is in 
the green area. 

i Shut down milt 

8. Stow all ho~es prior to moving heater. 

9. Ensme that all cables/ho~es are discmmected and stowed prior to 
removal/towing e(]lilpment to or from an aircraft .. 

4.2.6 AAJJVI32A-60 Turbine Genenttor, T.O. 35C3-3-372-11 

1. Pedonn operational inspection. 

2. Stmt milt observing all safety notes and cautions. 

3. Plug elect1ical cable into correct receptacle and connect bleed air 
ho~e ifreqlilred. 

4. To apply power or air to the load, in'!me the ''Ready To Load" light 
is ilhuninated. Apply power by placing the A/C contactor switch 
in the "clo~ed" po~ition. Apply bleed air by placing the bleed air 
switch in the on po~ition. 

5. To remove power place the A/C contactor switch in the "open" 
po~ition and to shut off bleed air, place fhe switch in to off 
po~ition. Replace all cables and bleed air ho~e on the milt 

6. Shut down u1ilL 

i En'!me that all cables/ho~es are disconnected and stovved prior to 
removal/towing e(pilpment to or from an aircraft .. 

4.2.7 Operation of 2MC-1A Air compressor, T .0. 34Y1-56-71 

1. Peltonn operational inspection. 

2. Stmt luilt observing all safety notes and cautions. 

Data Subject to Title Page Restrictions 
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3. Engage the compressor dutch and place the compressor 
"loadhmload" switch in the "load" position. 

4. Allow the compressor to thlly build up pressme and automatically 
miload. 

5. Set output reg1.ilator to desired pressme and connect servicing tool 
to air output hose. 

6. Disengage clutch and shut down. 

7 Disconnect all tools and stow hose prior to moving mrit 

8. E11<::me that all cables/hoses are disconnected and stowed prior to 
removal/towing equipment to or from an aircraft 

4.2.8 General AGE Aircraft Support Training Operations 

1. Ensme that vehicle and eq1.ripment are FOD tl'ee prior to entering 
any tlight line area. 

2. Ensme that light sets are towed mily with the light platfonn in the 
fiilly lowered position. 

3. Ensme the aircraft. is approached with the driver's door fa.cing the 
aircraft .. 

4. Maximum tow speed within25 feet of an aircraft. is 5 MPH. 

5. All suppmt equipment vvill be placed in a location to avoid 
interference with all other grmmd suppmt C1pemtim1<::, to include the 
placement of electTical cables being placed in a manner to avoid a 
hipping hazm·d. 

6. Use a spotter >vhen witlrin 25 feet or backing towards an aircraft 

i Ensme parking brakes are set upon equipment delive1y to aircraft 
Add wheel chock<:: when applicable. 

8. Ensme all cables and hoses are disconnected from the aircraft. prior 
to equipment removal 

9. E11<::me that all cables/hoses are disconnected and stowed prior to 
removal/towing equipment to or from an aircraft .. 

Data Subject to Title Page Restrictions 13 
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L Cover all applict:~ble ;:;ectlon;:; tl'om TABI 21-101 Foreign Object Damage 
(FOD) Prevention Program t:~nd the Natlon<1l Aerospace FOD Prevention 
Pamphlet, Rev1;:;ion E. A FOD-prevention videott:~pe or ;:;imibr 
pre;:;entt:~tion may augment written reference material;:;. 

2. In;:;pect t:~ircrt:~ft pmlcing mmp for foreign object;:; that may cau;:;e oomt:~ge to 
aircraft .. 

3. All vehicle;:; will ;:;top prior to entering the tlight line t:~rea or p<.1;:;;:;ing 
tln·ough ECP (Ently Control Point) to ensme all tire debri;:; i;:; removed. 
A.l;:;o e11.;,:me debri;:; i;:; removed immediately afler driving on non-paved 
areas. 

4. Dming winter month;:; FOD check;:; will include removal of snow and ice 
from vehicle;:;, bmnper;:; and wheel well;:;. 

5. Repmt mi;:;;:;ing tool;:;/equipment that t:~re di;:;covered, e11':!me the cre\v i;:; 
notified via Base Opemtions/Command Post/Tower prior to aircrafl 
;:;tmt/taxi. 

6. If t:~n <1ircraft. i;:; ;:;hutdovvn, i11.;,:pect t:~ircraft. forward of engine intt:~kes for 
loose panels or fasteners prior to engine ;:;tmt. 

7 Ensme t:~ll individual;:; know to remove FOD at all times and hold weeldy 
FOD walks on parking ramp;:;. 

8. A void weming loose clothing, hats or other mtides that could be drawn 
into <'Ill engine intt:~ke or otherwise prevent fhe normal operation of 
equipment or sy;:;tem;:;. 

9. E11':!me t:~ll FOD i;:; removed from all flight line areas either manually or by 
calling the sweeper on for larger areas. 

4.4 Direct Support Aircnlft Ramp Servicing Operations 

4.4.1 Aircraft &-.mp Equipment Operations 

Data Subject to Title Page Restrictions 14 
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4.4. 1.1 Aircnlt't Forldift Operations (Ref. AMCI 24-101, VU Sect. 

Data Subject to Title Page Restrictions 

F) 

• lOK Stand•-.rd /10K AT/13K Forldift 

To become a qualified operator of the forklitl:::: li::::ted above, 
individual:::: mu:4 complete a minimum of 6 hom:::: 
fmnilimization tl'aining and 20 homs of opemtional tl'aining 
(1 hom of familiarization tmining with 2 hom:::: operational 
tmining for refi:e::::her) while 1mde.r fhe ::::upervi::::ion of a 
qnalitJ.ed trainer. Tlti:::: tmining will enable operator:::: to 
veritY the operation and ::::afety it1stntction:::: li::::ted itt fhe 
teclutical order for the 10K fm1dift (Ref AFrO 36M2-2-
203-1 or appropriate TO). Traitmtg poittt:::: will ittclnde, but 
not be litnited to fhe followittg: 

1. Cover all eq1tipment operationallitnit:::: and contl'ol:::: for 
each torlditl type. 

2. Operational hailting will ittclude handling actual load:::: 
away f'i:om aircrafl and driving velticle in ::::imilar 
aircraft. ::::nppmt environment::::. 

3. Cover all appropriate directional hand-::::ignal:::: required 
for movement ::::nppmiing aii·craft. operation::::. 

4. Cover emergency operation:::: ::::nch as aircrafl fire, 
inadveli.ent movement, and 111m.snal ::::itnation:::: (errant 
pa::::::::enger:::: or eq1tipment). 

5. En::::me peisoimel are aware of aircraft. ramp attitude 
chm1ge:::: due to load di::::placement 

6. Before operatiltg the forlditl itt the circle of ::::afety, 
wltich extend:::: 1 0 feet fi:om the wittg tip::::, nose and tail 
of any ait·cratl, en::::me the forlditl has been it1::::pected 
and ::::igned offu.sing the Ait· Force Fonn 1800 checldi::::L 

1 Alway:::: perform a FOD check on fhe forlditl prior to 
enteri11g the tlight line area. 

8. Betore enteting the circle of ::::afety of any aircrafl, 
en::::me that any pallets on fmk til1e:::: that are eq1tipped 

15 
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with rollers aTe seemed against the carriage using one 
chain on each side of the pallet 

9. Always wait for permission to proceed into the circle of 
safety of an aircmft from the designated safety person 
located behind the aircraft 

10. Atler entering the circle of safety ensme yom speed 
remaitt~ below 5 mph. 

11. A chock will be placed into position to prevent the 
forklift. from coming into contact with the aircraft 
Atler the chock has been placed spotters will be 
assigned to dit·ect the forlditl into the circle of safety for 
loadit1g/mlloading procedmes. 

12. B1ing the forklitl to a stop ten feet before reachit1g the 
aircraft. ramp or cargo door for prelitninmy alignment 

13. When dit·ected by the spotter, bring the forklitl into 
position following the spotters h:md signals. (Ref DOD 
4500.9R Appendix: AP) 

14. Forldift.s will maintait1 approximately five to eight 
inches of clearance between the fork tit1es and the 
aircraft. tor minor adjustments dming on load/off load 
procedmes. 

15. Atler loading or muoadit1g cargo at the aircraft, back 
the forklift. a~;vay trom the aircratl by following the 
spotters hand signals. 

16. When the torldift. is approximately 10-15 feet away 
tl·om the aircraft ramp or cargo door, the spotter will 
pass control of hand signals to the designated safety 
person behind the aircraft, who will in tmn guide the 
toddift. out of the circle of safety. 

16 
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4.4. 1.2 Aircraft K-Loader Operations (Ref. AMCI 24-101, VII 
Sect. F) 

Data Subject to Title Page Restrictions 

• 25K Aircraft Loader 

To become a qu~litled operator of the 25K loader, 
individual~ must complete a mininnun of 6 hom~ 

fmnilimization tTaining and 20 homs of ope1ational tTaining 
(1 hom of familiarization tmining with 2 hom~ operational 
tJaining for refi:e~her) while mtder the ~upervi.~ion of a 
qualified trainer. Thi~ tTaining will enable operator~ to 
veritY the operation and ~afety in~tmction~ li~ted in the 
technic~l order for the 25K loader. (Ref AFrO 36M2-3-
33-1). Tmining points will include, but not be limited to 
the follo\ving: 

1. Cover all equipment loader operational limit~ and 
contwk 

2. Operational tmining will include handling actual load~ 
away tl·om aircrafl and driving vehicle in ~imilar 

aircraft. ~uppmt emi.romnent~. 

3. Cover all appropriate directional hand-~ignal~ required 
for movement ~uppmiing aircraft. operation~. 

4. Cover emergency operation~ ~uch as aircraft fire, 
inadvelient movement, and mmsual ~ituation~ (errant 
pa~~enger~ or equipment). 

5. En~me peisotmel are aware of aircraft. ramp attitude 
chm~ge~ due to load di~placement 

6. Betore operating the 25K Loader in the circle of ~atety, 
which extend~ 10 teet tl'om the wing tip~, nose and tail 
of any aircraft. En~me the 25K loader ha~ been 
i11~pected and ~igned offu~ing tlte Air Force Fonn 1800 
checkli~t 

1 Alway~ perform a FOD check on the 25K loader prior 
to entering the tlight line area. 

8. Before ente1ing the circle of ~atety of any aircratl, 
en~me that any pallets on the deck of the 25K loader are 
~ecmed with all available palletlock~. In addition 

17 
Otherwise, Treat as f'or OFfiCial Use 01119 (FOUO) As of 518/2008 



Fo1 Official U:se Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

AIRFIELD DIRECT A1RCR4.FT SlJPPORT 

Data Subject to Title Page Restrictions 

SOP No. 3D 

ensme that the first <1nd last pallet on the deck are 
seemed with one chain on each side of the loader and 
all pallet stops are in the up position. 

9. Ahvays wait for permission to proceed into the circle of 
satety of an aircraft tl·om the designated sat:ety person 
located behind the aircraft 

10. Atler entering the circle of s<.1tety ensme ymu· speed 
remai11<:: below 5 mph. 

11. A chock will be placed into position to prevent the 25K 
loader tl·om coming into contact with the aircraft .. At:ler 
the chocks have been placed spott.ers will be assigned to 
direct the 25K loader into the circle of s<.1tety for 
load:ing!muoading procedmes. 

12. Bring the 25K loader to a stop ten teet before reaching 
the aircraft rmnp or cargo door, raise the deck and 
prepare the 25K loader for preliminmy alignment 

13. When directed by the spotter, bring the 25K loader into 
position tollowing the spotters hand signals. (Ref DOD 
4500.9RAppendix: AP). 

14. Atler the 25K loader is in place <1nd secmely chocked. 
Drop the suspension into loading mode before 
beg:imring on load/offload procedmes. 

15. 25K loaders will maintain approximately five to eight 
inches of cleamnce between the mbber stops of the deck 
and the aircraft. for minor adjustments dming on 
1 oad/ otlload procedmes. 

16. Atler loading or 1.uuoading cargo at the <1ircrafl, back 
the 25K loader a>vay tl'om the aircraft by following the 
spott.ers hand signals. 

1 7. When the 25K loader is approximately 10-15 feet away 
from the aircrafl ramp or cargo door, the spott.er will 
pass control of hand signals to the designated s<1fety 
person belrind the aircrafl, who will in tmn g1.ride the 
25K loader out ofthe circle of s<1fety. 

• 40K Aircn-.ft Loader 
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To become a qualitled operator of the 40K loader, 
individuals mu.~t complete a minimum of 6 homs 
fmnilimization training and 20 homs of opemtional training 
(1 hom of familiarization tmining with 2 homs operational 
tmining for retiesher) while lmder the supervi.sion of a 
qualified trainer. Tlris tmining will enable operators to 
veritY the operation and safety :i11~tn1ctions listed :in the 
teclurical order for the 40K loader. (Ref AFrO 36M2-3-
21-61TP-1). Training points will include, but not be 
limited to the following: 

1. Cover all eqlripment operational limits and controls. 

2. Operational hauling will include handling actual loads 
away fi:om aircrafl and driving velricle in similar 
aircraft. suppmt envi.romnents. 

3. Cover all appropriate directional hand-signals required 
for movement suppmiing aircraft. operations. 

4. Cover emergency operations such as aircratl fire, 
inadve1tent movement, and mmsual situations (errant 
passengers or eqlripment). 

5. Ensme peisolmel are aware of aircraft. ramp attitude 
chm~ges dne to load displacement 

6. Before operating the 40K Loader in the circle of safety, 
>vlrich extends 1 0 teet fi·om the wing tips, nose and tail 
of any aircraft Ensme the 40K loader has been 
i11~pected and signed off using tl1e Air Force Fonn 1800 
checklist 

7 Always perform a FOD check on the 40K loader prior 
to entering the tlight line area. 

8. Betore ente1ing the circle of safety of any aircratl 
ensme that any pallets on the deck of the 40K loader are 
seemed with all available pallet locks. In addition 
ensme that the first and last pallet on the deck are 
seemed >vith one chain on each side of the loader and 
all pallet stops are in the up position. 
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9. Alw.:~ys wait for permission to proceed into the circle of 
sateiy of .:~n aircm.fl from the designated sateiy person 
loc.:~ted behind the aircr.:~fl 

10. Atler entering the circle of sateiy ensme speed rem.:~ins 
below 5 mph. 

1 L A chock 1.vill be placed into position to prevent the 40K 
loader from coming into contact with the aircraft Atler 
the chocks have been placed spott.ers will be assigned to 
direct the 40K loader into the circle of sateiy for 
loading!muoading procedmes. 

12. Bring the 40K loader to a stop ten feet before reaching 
the aircrafl ramp or cargo door, raise the deck and 
prepare the 40K loader for preliminmy .:~lignment 

13. When directed by the spotter, bring the 40K loader :into 
position following the spotters hand signals. (Ref DOD 
4500.9RAppendix: AP) 

14. 40K loaders will maintain approxinwtely five to eight 
inches of cleanmce between the mbber stops of the deck 
and the aircraft. for minor adjustments dming on 
1 oad! ofrload procedmes. 

15. Atler loading or muoad:ing cargo at the aircrafl, back 
the 40K loader away tl·om the aircrafl by following the 
spott.ers hand signals. 

16. When the 40K loader is approximately 10-15 teet 
away fi:om the aircraft. mmp or cargo door, the spotter 
will pass control ofhand signals to the designated safety 
person behind the aircraft, who will in tmn guide the 
40K loader out ofthe circle of safety. 

4.4.2 Aircraft Passenger Equipment Operations 

L BRS persmmel will review T.O 35A3-22-1-1 Passenger Stairway, 
covering applicable sectiom: relative to vehicle operation and 
positioning. 

2. Familiarization tmining provided by a qu.:~l:ified instmctor will 
include a thorough review of the equipment, cautions and wmnings 
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regarding perfonnance and operational limits armmd aircr:.1tl as 
well as handling ch.amctetistics and specialty control operations. 

3. Training will include at least two homs of practic:.1l operations of 
the hydraulic system, a-fi:ame, stabilizers and steps. Training will 
be provided 1.mder the supervision of a qualified instructor. 

4. Practical training 1-vill also include aircraft. approach teclmiques and 
emergency operations, including: 

• Only licensed drivers will operate equipment within the circle 
of satety. A spotter and chock will be used to assist driver in 
determining sate clearances. 

• Adjustment to the stairs will be made within 10 teet of the 
aircraft. to preclude driving long distances with stair extended. 

• Ensme steps are locked :in place :in the notched position to 
avoid 1.meven steps. 

• A void le:.1ving a gap between aircraft. and staircase. 
• Exheme care will be used when placing the rubber bumper 

against the ailthme to :.1void ail·cratl damage. 
• Vehicle operator will ensme trm1~mission is placed in the park 

position, pmking ln<~ke firmly set, and wheel chocks are in 
position prior to the operation of any hydraulic systems 
controls. 

• Ensme the stabilizers :.1re extended in position prior to allowing 
personnel to ascendiltg the stail·s to position safety rails . 

• Utilize spotter when moving vehicle away from ail·ct<~.fl. 
• Velticle will remail1 in the loc:.1l aircrafl parking area until 

aircraft. depmis. 

5.0 Genen-.1 Aviation Safety (BR.<> Safety .-.nd He.-.lth Plan, Section H, Airfield 
Flight Line and Ground Open-.tions) 

• All personnel will review the applicable sections of the BRS Safety and 
Health Plan. 

• Review will apply to both initial and refresher training. 

5. 1 Genen-.1 H•u•uds 

Dming ground opemtions, \'m'ious hazards are encmmtered due to the natme 
of the work and the eq1.tipment mtd tools involved. Other ta.ctors involve fhe 
variety of weather conditio11~, the different conditio11~ dming day and 1tight 
operations, mission priorities, and the vmious aircraft :systems. 
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Pe1sonnel who work amund aircmft mu:4 be alelt for hazard~ fi:om protmding 
controls, smf::wes, antennas, static wicks, pitot tubes, open access hatches and 
other projections. Fixed-bayonet static discharges on jets and tmboprop 
aircraft. are examples of sharp appendages that can cause i1\imy if contacted. 
Bmnping h.azard~ are created by dropped leading and trailing edges, speed 
brakes, pylons, pod~ and other devices that extend below the main ;,vmg 
smtace and ft1.~elage. 

Many hipping hazm·d~ are present armmd the aircraft and on the mmp. 
Examples are amcilimy power cables, grmmding cables, tie-down ropes, 
chains, fi.1.el hoses, ladders and air conditioning ducts. 
The cm1.~e of many talls can be attlibuted to slipping hazards fi:om oil, de-icing 
tlnid, hydraulic thtid, grease spills and weather conditions. Fuel spills can 
can~e, not only a ve1y slippe1y smta.ce on the ramp, but also a tire hazard. 
The potential for serious hmns exists armmd aircratl Areas to be alelt for are 
exhaust area, pi tot tubes, hot brakes, and lights. Also, the exhau~t fi:om AGE, 
such as amcilimy power and air conditiotting lutits, can bmn. Immediately 
after engine shutdown, the exhaust nozzles and reactor areas are extremely hot 
and persmmel can receive moderate to severe bmns. Other somces of bmns 
from aircratl are from suppmt electrical eqltipment 
Jet engine electrical systems can give severe electrical shock. Aircratl 
electlical systems can be a potential somce, wltich could result :in a serious fire 
if an arc occms when tlmmnahle fi.1.el vapors are present 
Petsonnel working on or near operating jet aircratl are potentially exposed to 
the most inte11~e and sustained noise exposmes experienced :in indll.~tly. 
Possible adverse effects of noise exposme include hearing loss, intetference 
with speech comnnutications and job performance dismption. 
Employees are sul~iect to potential it~jmy fi:om environmental temperat:me 
extl'emes. Il~jmies resulting fi:om cold weather exposmes can be seriou~. Heat 
exhaustion, slmbmns, and strokes are potential concern~ in the smmner 
months. 

5.2 Human Factors 

Hmnan ta.ctors may also affect work. Hmnan factors fall ii1to two major 
categories: mental, such as attitude, emotion, job or domestic pressme, 
distracti011~, job knowledge, or lnmyit1g~ or physical, such as tatigue, physical 
strength, and reacti011~ to prescription medications or d:mgs. These fa.ctors can 
affect workers who, by theit· commission (what they do) or by their omission 
(what they tail to do), can contlibute to or cause a mishap. Some examples 
are: 

• Ignoring dit·ections trom supervisors. 
• Improper operation of eqltipment wltile angty or distmcted. 
• Distractions from job wlrile thinking of personal problems. 
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• Not it)llowing proper procedmes or taking shmtcuts because of a feeling 
ofbeing lnmied. 

• Drowsiness or hyperactivity on the job caused by prescription 
medicati011<::. Alcohol, or illegal drugs. 

• Use of equipment although not qualified. 

Most h.azaTdous situati011<:: can be avoided by simply following procedmes, 
asking tor help when needed, and using PPE. Proper training before job 
accomplishment, approptiate work procedmes :md supervismy controls, can 
effectively control potential safety, f1re, and health hazards. 

53 Fire Prevention 

Fire and explosion aTe potential hazards associated with aircraft. maintenance 
and servicing operations. The supervisor will en<::me all personnel aTe aware 
of potentially tlmmnable fhel vapor areas and fhe restliction against bringing 
somces of ignition into these areas. Some examples of hazardous fhel areas 
are thel pits below grmmd level, and areas within ten feet of aircratl fuel vent 
systems and fhel spills. 

5.4 Smoking 

Smoking is prohibited :in aircraft. maintenance facilities, the tlight line areas 
and maintenance areas except where designated by the installation frre chief in 
coordination with the fimctional area manager and! or :S'l.lpervisor. 

5.5 \V earing Apparel 

Hats or caps will not be worn in l'ln engine dm1ger zone, as detined by the 
specitic aircmft TO, while engines are operati11g. Vvl1en worki11g around hot 
exhaust or tail pipes. Personnel should wear heat~resistant gloves and long­
sleeve shuts to prevent bmns. Hair fasteners (constn1eted of metal, plastic, or 
leather materil'lls) and wigs will not be worn when working i11 and around 
aircraft.. Metallic shoe cleats l'lnd taps pose spark generation and toreign 
object damage (FOD) hazard<:: and will not be worn on the tlight line. Except 
when assisting passengers on aniv:ing and depmting aircraft. dming inclement 
weather, mnbrellas will not be permitted on fhe operational tlight li11e. 

5.6 Reflective Materhtl 

Light-reflective material l'lnd luminescent materials are pmticularly effective 
for reducing mishaps caused by poor visibility or daTkness. Reflective 
coatings are available i11 the primaty safety colors so standard signs and 
marlcings can be made with these matetiak Material will reflect light when 
wet 
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Pe1sonnel exposed to vehicle tn1ffic on the tlight line dming homs of darkness 
or periods of reduced visibility will be provided reflective vests or belts. 
Reflective matetials for m::~rking vehicles and ground servicing equipment will 
be used to the maxinnun extent possible. Additionally, h::~zm·dous obstacles 
existing on or adjacent to the tlight line will be m::~d~ed with reflective 
matetial 

5.7 Lifting Devices 

Improper ]wndling ::~nd litling ofheav-y pmis presents a potential for it\imy and 
extensive d::~m::~ge to aircmft. components. Maitttemnce persmmel will be 
familiar with the directives and the general safety standaTds established for the 
equipment being used. Safe loadittg capacities will be stenciled on ::~11 hoists 
mtd will be stl'ictly observed by oper::~ting personneL At no time will 
personnel work under load~ suspended by hoists. Inspections of hoisting 
equipment sh::~11 be done according to established regulations and the 
mmmfactmer recommendations. If pmis aTe fcnmd to be detective, the 
equipment will be tagged as defective ::~nd t::~ken out of service lmtil rep::~ired. 

5.8 Powered Aerospace Ground Equipment (AGE) 

Operators will be thoroughly fmnilim· with the TO oper::~tittg instmctions for 
the equipment ittvolved ::~nd know emergency s]mt-dovvn ::~nd other 
prec::~utionmy measmes, inCluding fhe use of fire extinguishers. They will 
review mainten::~nce records ::~nd inspect the equipment for le::~k~, dam::~ge, or 
m::~lfi.mction before operati011 

5.9 Parking Aircraft 

Stlict adherence to standal'd~ will e11~me the safety of padced aircraft .. 
Petsonnel eng::~ged itt p::~rking operations will comply with ::~11 pettinent 
guidance. 

• Pmking Spaces. Specific parking locations will be designated for each 
::~ircraft .. Genemlly, the distances to be lefl between p::~rked ::~ircrafl will be 
enough to allow itmned:iate access of emergency vehicles itt case of fire 
::~nd ::~lso to permit tl·ee movement of equipment ::~nd materi::~ls. 

• Tempormy Parkittg. If it is necessmy to temporarily pmlc aircr::~fl with any 
pmtion extending ittto an active taxiway, a grmmd observer (qualified in 
the task) will be stT::~tegic::~lly placed to w::~m oncoming tTaffic of the 
1wz::~rd and Tower will be notified. Dming homs of darkness, the ground 
observer will be equipped with a high-visibility retlective vest and a 
warning light (red) and itt the daytime, a suitable flag. The obsetver will 
rem::~it1 with the ::~ircr::~fl lmtil it is moved to a sate loc::~tion. 
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• Wheel Chocking. Wl1eel chock<:: will be placed tt)re and aft. of the main 
landing gear or as specitled :in applicable aircrafl technical reference. 

• Clean Parking Areas. During periods when maintenance equipment, work 
stands, loose pmts and mate1ial are not actually required for work in 
progress or plmmed, they will be removed from the aircrafl parking aTea to 
designated storage locatio11<::. 

• Equipment Equipment remaining outside buildings will be adequately 
seemed with tie-downs and/or chocks or an integral brake system to 
prevent movement by winds or engine blasts. When not being tl'anspmted, 
mobile work platt<.mns and stand<:: will be seemed to prevent collision with 
aircraft, vehicles, or other equipment The appropriate manager :in 
coordination with the safety manager ;,vill approve designated tlight line 
suppmt equipment storage areas. 

• Guide Lines. Adequate guidelines will be painted on ramp and taxiway 
parking areas to aid in safe movement of airc1-atl and vehicle tmffic. 
Guide Lines will be sufficient to provide proper wing tip cleaTance for the 
largest wing span aircraft. to frequent the base. Parking guidelines should 
have spots painted where nose or forward wheel of the aircrafl will be 
positioned. 

• Mooring or Tie-Down ofAircrafl. This will be accomplished according to 
applicable aircrafl TO. When ropes are used, they will be tied to 
designated mooring fittings on aircraft Normally, square knots or bowline 
lmots will be used to prevent slippage and to provide secme ta.stening. 
Just enough slack should be allowed to prevent excessive stTess on the 
wings, tlttings, and rope due to tire or strut expmt<::ion or detlation and to 
prevent contraction of the tie-down ropes due to moistme or wetness. The 
moming points on the grmmd should be as close as possible to being 
directly under the respective mooring points on the aircraft 

• Adverse Weather Conditions 

The base Command Post/Base Operations is resp011<::ible for making 
notification to pre-determined suppmt agencies of adverse weather 
conditions. Adverse weather conditions include: strong smface winds, 
heavy rain, fi.·eezing precipitation and tlnmderstonns. 

When lightning is detected or obse1ved witlrin the immediate vicitri1y (5 
NM) of any activity or operation, do not go out of doors or remait1 out 
muess it is absolutely necessmy. Seek: shelter it1 dwellings with lightJring 
protection, if available. AJl aircrafl suppmt operations shall cease. 
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6.0 Flight Line Vehicle Operations 

SOP No. 3D 

The standards and directives to follow have been established for the control of all 
motor vehicles on the tlight line. Peisons assigned to the ilight line or to activities 
related to the flight line will be knowledgeable of and comply with these 
requirements. Respom:ible supervisors will evaluate their persmmel at frequent 
intervals to ensme they aTe in fi.lll compliance with established guidelines. Attention 
and sb'ict adherence to these precautions will prevent accidental dmnage to aircraft 
and injmy to personneL 

6.1 Flight Line Driving 

The operator will posses a valid diiver·s lice11~e and an AF Form 483, 
Ce1iificate of Competency, endorsed for tlight line di'ivi.ng. 

6.U Entering or Leaving the Flight Line Driving Area 

All vehicles, except emergency and alelt vehicles responding to an 
alelt or emergency will stop prior to entering the flight line regardless 
of where they enter. 
Traffic lanes on the aircraft-pmlcing ramp are normally the areas to the 
right of the aircraft 
Contnilled movement areas :include the nmway, overnms and all aTeas 
up to 200 feet from the edge of the r1.mway (hold lines). Hold lines are 
mmlced with two yellow lines, one solid and one dashed. Dashed lines 
are on the nmway side. 
All tmffic flow on the aircraft-pmlcing ramp shall be parallel to the 
noses of the pmked aircraft with the di'iver·s side toward the aircratl. 
Velucles will not be di'iven diagonally across the pmlcing ramp, but at 
90-degree angles to the diiving lanes. 

6.L2 Speed Limits 

No velucle will be operated at a speed in excess of that deemed 
reasonable and pmdent for existing tTatlic, road and weather 
conditions. Emergency velucles will not automatic:.11ly assmne the 
right of way. 
The following speed limits are for general-p1.upose velucles: NOTE: 
V eludes responding to exercises and piecautionmy landings are not 
authorized to exceed these limits. 
• V elude Pmking i\Teas. 5 miles per hour (8 KPH). 
• Aircraft. Pmlcing Rmnp. 15 miles per hour maximum (25 KPH). 

NOTE: The speed limit is 5 miles per hour (8 KPH) \:Vithin 25 
feet of an aircraft. 

• Flight Line Access or Bypass Road 15 miles per hour (25 KPH). 
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• Taxhvays and Inactive Rmrway. 15 miles per hour (25 KPH). 

6.L3 Vehicle Parking 

V eludes will not be backed or pml:ed in the immediate vi.ci1uty (25 
feet to front, 200 feet to rem) of any aircraft, except as authorized for 
operations such as loading or muoading, servi.cing, or towing. A 
spotter will be posted when a velucle is backed towaTds an aircraft 
Pre-positioned wheel chocks will be used to prevent vehicles tl·om 
being backed into aircraft.. thuess req1:tired for a specific operation, 
velucles will be paTked with the drivers-side door fa.cing the aircraft 
The brakes on all paTked velucles will be set 
All unattended velucles will be parked so they will not interfere with 
the aircrafl being towed or taxied. Ig1ution \Vill be tmned off~ keys 
will be lefl in the ig1ution~ and the gem· lever will be put in reverse gem· 
for velucles with manual tnmsmission and in the 'pad;:' position for 
velucles with automatic tmnsmissions. 
When aircmJl engines are opemting or being stmteClno velucle will be 
pml:ed or driven closer than 25 teet :in fi·ont of or 200 teet to the rear of 
any aircraft.. V eludes pmked at the side of the aircraft will be located 
cleaT of the wingtips, clearly visible to personnel in the aircrafl 
cockpit 

6.L4 Pllssengers in Vehicles 

Peisonnel will not tide on any pmt of a vehicle not :intended for 
canying passengers nor will they ride in or upon tTailers. 
Passengers will remain seated wlule the velride is in motion and will 
keep their aTms and legs witJrin the velucle body. 
Passengers will use available seat belts at all times willie the velucle is 
in motion. 
Side doors on passenger vans will be closed when the velucle is in 
motion. 

6.L5 Restricted Visibility or Night Operations 

Flaslung lights or pmking lights will be used at 1ught when velucles are 
tempomrily parked on any p:.ut of the aircraft-pmlcing ramp. Tlus does 
not apply if vehicles are paTked :in a designated area. 
When visibility is less than 300 teet, refueling velucles will not be 
operated miless directed by the installation conunander. 
When visibility is less than 100 teet, velucles (except emergency and 
aleli velucles) will not be opemted on the tlight line. Flashing lights 
will be used on all velucles temporarily paTked on the aircrafl parlcing 
ramps dming the petiods oflowered vi.sibility. 
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When visibility is less dum 50 feet, it is recommended that a walking 
guide equipped with a t1ashing or huninescent wand be used dming 
emergency movement of alelt vehicles. 
V elude operators will exercise caution to em:me headlights do not 
point toward taxiing aircraft 

6.L6 Control Tower Signs 

All authorized velride operators will know and comply with the 
following signals: 

Steady Green Light: "Clear to cross." 
Steady Red Light: "STOP! Velricle will not be moved." 
Flashing Red Light: "Clear active mnway." 
Flashing 'White Light: "Retmn to stmting point" 
Red and Green Light: "General wanting. Exercise extl'eme 
caution." 

6. L 7 Taxiing Aircraft 

Except for "Follow Me" velricles, vehicles will not be parked in fi:ont 
of or ch'iven into the path of taxiing aircraft. Velricles will not be 
ch'iven between a taxiing aircrafl and its Follow Me guide. 
Headlights of a stopped velricle slri1ring towards a moving aircraft. at 
1right will be tmned otiimmediately so the pilofs 1right vision will not 
be affected. The velricle padcing lights or emergency t1ashers will be 
tmned on so its position will be known. The headlights of the velricle 
;,vill remain oti lmtil the aircratl is out of rm~ge . Headlights will be 
tmned ON prior to putting the velricle in motion. NOTE: Velricles 
with daytime numing lights will park in a safe location with ig1rition 
off, padcing brake set, and emergency t1ashers 011. 

All vehicle chivers, ;,vho are operating velricles on the taxiways and 
parking mmps, will give way to taxii11g aircraft V elricles will exit the 
taxiways by the shmtest route. Only as a last result will the velricle be 
ch'iven oti prepared smt"i:l.ces to ensme adequate clearances for the 
aircraft .. 
When a velricle has a malfimction that prevents operation lmder its 
own power, evety means vvill be u::,:ed to alelt taxiing aircrafl 

6. L8 Operation of Hi-Lift Trucks Around Aircraft 

The operation of lrigh-lift. tmcks around aircrafl diifers little from 
forlditl work :in the same area. Operators will never ch'ive faster than 
10 miles per hom on 1mnps and 5 miles per hom near aircraft Only 
licensed ch'ivers will operate lri-Litl tn1eks. 
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Drivel's will use extreme caution when they operate Hi-Litl tmck<:: in 
the immediate vicinity of aircraft.. Guides will be used to assist the hi­
litl opeiator when it is necessmy to back the vehicle. The driver and 
guide will be able to comnnmicate at all times. 
Before the hydraulic system of the cargo bed is operated_ the dtiver 
will bring the tluck to a complete stop. To emme adequate clearance, 
the tmck will be moved at least 5 feet tl'om fhe aircraft before the bed 
is mised or lmvered. 

6.L9 Operation of K-loaders and Roller-Equipped Tnlilers Around 
Aircraft 

Guides will be used to assist the operator at all times when the aircraft. 
is approached in order to load or off-load cargo. Betore operating the 
hydtau.lic system of the cargo deck, the operator will bring the loader 
to a complete stop, set the brakes and place the cab trm1<::mission 
selector in neutraL To e11<::me adequate cleamnce, the loader will be 
stopped or moved to at least 5 feet from the aircraft for preliminmy 
deck alignment by means of fhe hydraulic system. The operator will 
also maintain a 5- to 8- inch clearance between the nibber lnunpers and 
the aircraft tor fiuther deck aqjustments dming on- or off-loading. 
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1.0 Purpose 

Establish procedmes for perfonning Airfield M:m.agement- Base Operation<:: Service 
ftmcti on<::. 

2.0 Scope 

Provide Aidield M:magement - Base Operatio11<:: m suppmt of the LOGCAP 3 
Suppmt Contract. 

3.0 Procedures 

3.1 Open ::md close the airtleld daily. 

3.2 Maintain Daily Record of Facility Operations tluoughout the shitl. 

3.3 Determine Rmnvay Smface Condition (RSC), Rmtway Condition Reading 
(RCR), and Bird Watch Condition (B\VC) and disseminate infonnation vi.a 
appropriate NOTAMs or Aittleld Advisories. 

3.3.1 Coordittate with Brown and Root SelVices (BRS) Snow Removal 
Operations to clear pavements of snow and ice accordittg to 
established Snow Contnil Plan. 

3.3.2 Respond to bird/animal activity on the airtleld and take appropriate 
dispersal/removal action. 

3.4 Petfonn an Airfield ht<::pection prior to the start of daily tlying operations to 
identitY potential hazards, make corrections, or initiate coiTective actions. 

3 .4.1 Inspect condition of nmways, overnms, taxiways and paiking aprons, 
to include pavements, joint seal, and for the presence of Foreign 
Objects (FO) that may present a Foreign Object Damage (FOD) hazard 
to ait·cratl. 

3.4.2 Inspect lighting, marking, and signs for discrepancies, to include wind 
cones. 

3.4.3 Inspect grass height, drainage, and landscaping. 

3.4.4 Inspect construction areas to ensme they do not present a hazard to 
aircraft. operations. 
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3.5 Make corrections on the spot, or initiate and monitor BRS in-house corrective 
actions that can be made within fhe scope of BRS maintenance :.md repair 
activities. BRS M:.:tinten:.mce should inform the COTR of correctiom: that are 
beyond the scope ofBRS maintenance and repair activities. IdentitY any new 
violation to airtield clean~:nce, and/or 1U1'>afe conditions that cannot be 
immediately corrected, to the Airtield Operations Manager, and COTR 

3.6 Pedonn Airfield Check.'> as required tltl'oughout fhe day to examine the 
primary takeoff, landing, and taxi smfaces: 

3.6J For RSC and RCR detenn:ination. 

3.6.2 Supp01t ofFOD/BASH/1illbitat control activities. 

3.6.3 Airtieldlighting check'>. 

3.6.4 Atler wide-body aircmfl opem.ti011':!. 

3 .6.5 In-tlight/Grmmd emergencies. 

3.6.6 Atler other events, such as unauthorized aircraft. landings, severe 
weather, Flighfline chiving violations, natmal disaster, or co11':!truction 
activities. 

3. 7 Establish and operate Flightline Driving Program to include training, 
certification, su.':!pension, and rei11':!tatement action. 

3.8 Coordinate airtleld maintenance activity, to include daily FOD sweeping and 
airfield lighting maintenance, to insme minimal impact on scheduled tlying 
operations. 

3.9 Coordinate 1-vith the Safety Ofticer, Secmity representative, Transient Alelt, 
and other agencies as approp1iate to establish aircrafl taxi routes and padcing 
plan. 

3.10 Pmticipate in Ailtield Opemtions Board, ATCALS Board, Satety, Secmity, 
FOD, Snow Control, Bird Hazm·d Worlcing Group, and other meetings as 
requested. 

3. 11 Requisition and accmmt for equipment, supplies and other resomces required 
for eftlcient use of Airfield Mamgement activities. 

3.12 Annually review airfield wavier with Safe1y, BRS Maintenance, Airfield 
Operations Mmmger, Air Traffic Control Representative, and Secmity. 
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3. 13 Oper.:lfe ciash almm notification circuits (Prim my Cri1sh Almm System and 
Secondmy Crash Net) :in response to in-tlight emergencies, gmund accidents 
or incidents, and contingency or exercise requirements. 

3.14 Establish training requirement progmm for both Expi1ts and HCNs. Maintain 
and u:~e Quick Reaction Checklists (QRC) for Airtleld management - Base 
Operations functions. 

4.0 Flight Planning Guidance and Services 

4.1 Order, receive, and distlibute aeronautical chmts and Flight Information 
Publicatiom: (FLIP). Maintain DOD Aeronautical Chait Updating Manual 
(CHUM), I:ntemationi11 Ci-vil Aviation Orgmrization (ICAO) p1.iblications, 
Aeronautical Information Manual (AIM), copies of pe1tinent FA<\ directives, 
FLIP, DOD Foreign Clearance Guide, and other applicable tlying directives. 

4 ') Issues, revises, and cl.1ncels T enninal Emoute Radar Procedmes (TERP) 
changes. 

4.3 Issue, coordinate, and post NOTAl'vk 

4.4 Maintain Government provided tlight-plmming aTea. 

4.4J Stock Government provided forms to include, DD Form 1801, ''DoD 
International Flight Plan" or local tlight plmm:ing tonn, AF Form 651, 
"HazaTdous Air Traffic Repmt (HATR)", AF Fonn 457, "USAF 
Hazard Repmr, AF Fonn 3546, "AFFSA Comment Cm·d", and local 
Customer Feedback Form, as required. 

4 .4.2 Post and update airfield diagrams, haffic pi1ttem diagrmn/S tandaTd 
Instnunent Depmtmes (SID). 

4.4.3 Post i1nd update aeronm1tici1l chmts showing loc:.1l hazards, 
obstructions, airways and BASH aTeas. 

4AA Post and update FLIP. 

4.4.5 Post and update Airfield Status Displays :in Flight Service Section to 
include, active nmway, BWC, RSC, and RCR 

4.4.6 Provide Coordinated Univers:.1l Time (UTC). 
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4.5 Brief aircrews on local tJ.eld conditio11~, airtJ.eld h.nzard~, active nmway status, 
taxi routes, and banieis in seiVice. Advise aircre\vs of tlight plmming 
procedmes applicable to the local area and brief depmtme routes. 

Disseminate 
an·crew messages to other needed agencies. 

4.6 When informed, coordinate aircm.fl anival and depmimes em1ier or later than 
the published tmnsient airtJ.eld homs with fhe Base Commander, Deputy Base 
Conunander, Command Post, Tower Supervisor, and BRS Transient Aleli 
Services. 

5.0 Flight Service Coordination 

5. 1 Receive proposed t1ight plm1~ from pilots and review flight Plans for accmacy 
and completeness. Tmnscribe and format for tran~mission to Federal Aviation 
(FAA..), Depmtment of Defense (DOD), United States Air Force (USAF), or 
International Civil Aviation Organization (ICAO) facilities via Aeronautical 
Fixed Teleconmnmications Network (AFTN) Systems. 

5.2 For arriving aircraft, coordinate with base agencies regarding transient aircrew 
need~, requirements for aircraft needing special handling, such as air 
evacuation and hazardous cargo tlights. Initiates overdue aircrafl actions, as 
required. 

5.3 When an aircrafl departs, provide a depmtme message to FAA. facilities and/or 
destination bases/airpmts. Coordinate inbound and outbmmd tlight notices 
with approp1iate air traftJ.c control agencies. Maintain data on airciatl 
movement 

5.4 Upon notitJ.cation of any hazardous weather conditions from the Opemtional 
Weather Squadron (0\VS), disseminate information to t1ying units, tower, 
Trm1~ient Aleli, and Command Post 

5.5 Coordinate and process Prior Pennission Required (PPR). 
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To provide Passenger Service suppmis for personnel in the Area of Operations or 
tmnsiting :in or out of the Area of Operations (AO). 

2.0 Scope 

Brown :md Root Services (BRS) will provide m:magement and oversight of the 
Airfield P::~ssenger Service operation in suppmt of the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

Pro'v1de passenger services for personnel haveling on DOD-owned or controlled 
::~ircraft.. Provide advm1ced passenger tr::~vel planning fimction~. 

4.0 Procedures 

4.1 BRS Passenger Servi.ce requests a mmrifest fi:om AMC Centr::~l P::~ssenger 
Reservation Center (Scott AFB, IL). 

4 '! Confmned p::~ssengers ::~rrive ::~t the terminal no later th::~n the scheduled show 
time. 

4.3 BRS Passenger Services prep::~res a t1nal mmrifest, gives required btiefings, 
::~nd trm1spmts passengeis m1d baggage to the ::~ircr::~fl. 

4.4 BRS Passenger Services provide copies of the mmrifest to the ::~ircraft. 

comm::~nder or designated representative. 

4.5 Space Reqlrired, Duty Standby, Space Av::~ilable P::~ssengers on U.S. 
TR.A.NSCOivVAMC Aircr::~ft 

4.5.1 Additional personnel traveling on offi.ci::~l orders, must register with 
BR<) Passenger Services with offici::~l orders for space required or Duty 
St::~nd by Tr::~veL 

4.5.2 BR<> Iegisters eligible p::~ssengers using Remote Global Air 
Trm1~pmiation Execution System (RGA TES) according to date, time, 
and categmy traveL 
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To establish guidelines and procedmes for performing Ramp Service fimctions :in 
suppoli of personnel in the Area of Opemtions or tmnsiting in or out of the Area of 
Operations (AO). 

2.0 Scope 

Brown and Root Services (BR<>) will provide management and oversight of Ramp 
SeiVices, within the LOGCAP 3 Suppmt Conhact 

3.0 Responsibilities 

and 

3. 1 Perfonn daily check of all vehicles that are scheduled for use that day. 

3.2 Vehicle training shall be accomplished for all pers01mel operating vehicles 

equipment, both initial and recmTing tlnining. 

3.3 The load team chief will ensme that all load team members comply with 
safeiy directives. 

• Assig11<:: a qualified employee for any signatme servrce cargo and/or 
registered mail 

3.4 Load Team Members 

• Load team members are respo11<::ible for MHE operation, applies proper 
restraint to cargo and rolling stock, and assists passenger service in the oft: 
loading and on-loading ofbaggage. 

• Load team members shall dmvnload the aircratl with MHE loaders and 
fm1ditls. 

3.5 Safety 

• Use spotters at all times when operating vehicle(s)/MHE in close vicinity 
to an aircraft. 

• Chock<:: and a spotter shall be lL<::ed any time a vehicle is pulled up to an 
aircraft. for on-load or off-load. 

• Ihuing all operations, safeiy shoes and gloves must be worn. 
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• In environments of high noise (i.e. Engine Rmming On/Off-load {ERO) 
heming protection shall be worn. 

• Dming ERO procedmes, goggles shall be worn unless oper-atio11<:: occm on 
a hm'd, tlat ramp smface. 

4.0 Procedures 

4.1 Off-load Operations 

• The designated Crew Chief will receive all :.1pplicable manifests from the 
aircraft. representative and tmn them over to the ATOC for processing. 

• An authorized :individual shall srgn for any cargo requiring signatme 
servrce. 

4 '! On-load Operations 

• The designated A TOC representative will brief the aircraft. connnander 
and or their representative on the natme of the load, setup of the load, and 
any hazardous cargo within the load. 

• The design:.1ted Crew Chief will ensme that any on-load cargo requiring 
signatme service is signed for and the signed manifest is retmned to fhe 
ATOC. 

• The aircraft commander or their representative will then inform the load 
team chief and load team when to proceed. 

4 '! Station Scales/Equipment 

• The Ramp Section is responsible for e11<::ming that scales are within 
calibration to United States Air Force standards. 

• The section also manages station equipment to indude pallets, nets, straps, 
chains, devices, scales and Material Handling Equipment (MHE). 

Data Subject to Title Page Restrictions 3 
Otherwise, Treat as Fo1 Officii!ll Uge 0fll:1 (FOUO) 

As of 518/2008 



SOP No. 3H 

Bro,vn & Root Services 

AIRFIELD TRAFFIC MANAGEMENT 
OFFICE 

STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 



Fo1 Officiaf Use Only ,TOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

AIRFIELD TRL\FF1C 1\!LL\.NAGEl\!IENT OFF1CE 
SOPNo.3H 

1.0 Purpose 

This St.andaTd Operating Procedme (SOP) is designed to establish opemting 
procedmes for the Traffic Management Office (TMO). 

2.0 Scope 

Brown and Root Se1vices (BRS) will provide management and oversight over all 
areas that deal with passenger manitesting or the movement of inbound and outbound 
air cm·go within the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

This SOP lists the responsibilities of the Tmffic Management Office and describes 
procedmes for daily operation and repmting. 

4.0 Procedures 

4.1 Passenger 

Manitest personnel eligible for pre-mmritesting on U.S. TRA.NSCOM/lLS. 
Air Force Air Mobility Conunand (AMC) aircraft tJaveling in a Duty/Space 
Required Status, with a valid Accmmting F1md Cite. 

4 '! Cargo 

• VerifY TCN's against air mmritest or invoices and note any hun property 
over to supply or appropriate units. 

• Receive and sign customs forms and deliver to the BMCT for fi.uther 
disposition. 

• Maint.ain copies of all :inbmmd and outbmmd slripments. 

• Repmt Discrepancies using appropriate tonns. 

• Handle sensitive shipment in m1 appropriate mmmer & disbibute sensitive 
mate1ial to supply or appropriate 1mits. 

• Contn\1 of sensitive material is the resp011<::ibility of expatriate. 
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• Propedy fill out <:~ll document<:~tion for shipment, determine mode of 
shipment, <:~nd level of protection needed. 

• Propedy package <:~nd l<:~bel <:~ll sensitive shipments to include determining 
mode, level of protection, cushioning, blocking <:~nd bracing requirements. 

• Propedy mmk <:~ll shipments. 

• Propedy l<:~bel <:~11 shipments . 

• Propedy package <:~11 h<:~z<:~rdous shipments. 

• Operate and maint<:~in a reusable cont<:~iner progrmn. 

• Petfonn tracing's on shipments <:~s requested. 

• Pro vi. de shipment of persoml effects for deceased militmy members . 
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1.0 Purpose 

To establish procedmes for performing Transient Ale1t (TA)/Direct Suppmt (DS) 
Se1vices for all fnced and rotmy wing aircraft at or tmnsiting Brown and Root 
SeiVices (BRS)-snppmted airfield~. BR.<; will follow approp1iate DOD, A.ir Force and 
Army publications as they apply to specific equipment or aircraft. handling 
procedmes. References to aircrafl specific procedmes will be fiuther referenced in 
their teclmical docmnents listed at the end of this SOP. This SOP contai11~ fhe 
procedmes requiring approval per Chapter 8, Grmmd Operations, DLAM 82HU, as 
presc1ibed by DFAR dame 252.228-7001, GROUND AND FLIGHT RISK (SEP 
1996). 

2.0 Scope 

2. 1 Provide aircrafl marshaling, pmlcing, and direct aircraft. suppod services, to 
include thel, aircratl loading and Aerospace Grmmd Equipment (AGE) 
coordination, fi'om 0700-1900 homs daily, with 30-minute, on-call service as 
requested. 

2.2 Setvices are provided using a combined worktt)fce of Expat and Host 
Cmmhy National (HCN) personnel and government provided facilities, 
vehicles, equipment and materiaL 

3.0 Responsibilities 

3.1 At fhe stmt of a shift~ BRS TA personnel: 

• Review daily tlying schedule and confirm anticipated aircraft. anival 
times, loads, and service requirements. 

• Inspect vehicles and perform operational checks as required on TA 
equipment 

• V ericy location and accessibility of fire bottles located at each designated 
aircraft. padcing spot 

• Inspect aircmtl parking mmp for foreign objects that may cause damage to 
aircraft .. 

3. Ll FOD Prevention Procedures, AFI 13-213 A.irtleld Management and 
TABI 21-101 Foreign Object Damage Prevention Program 
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• All vehicles will stop prior to entering the ECP (Entry Control 
Point) to ensme all tire deb1is is removed. 

• Inspect aircraft. parking ramp for foreign object debris (FOD) that 
may cause damage to aircraft each morning, and prior to aircraft. 
arrivals. Hold weeldy FOD walk.;,: on Ramp and paiking areas. 

• Ihuing winter months, FOD checks will include removal of snow 
and ice tl·om vehicle tops, bumpers and wheel wells. 

• All tlight line personnel will account ft)r all equipment brought to 
the tlight line p1ior to engine stmt If any item is missing, notizy 
pilot immediately and delay engine stmt lmtil a search is 
conducted. Check in and armmd all engine intakes. 

• If a missing tool/equipment is discovered aft.er aircraft engine stmt 
or taxi, notizy Conunand Post;T mver to relay the information to fhe 
aircraft. p1ior to depmtme. 

• Do not wear loose clothing, hats or other mticles that could be 
drawn into an engine intake or otherwi.;,:e prevent the normal 
operation of equipment or systems. 

3.2 Prior to aircrafl ani val on the ramp, BRS personnel coordinate a designated 
aircraft. parking location with the Command Post or Tower as appropriate. 

3.2.1 Specific Procedures for Marshalling Aircraft, AFI 21-101 
Maintenance Management of Aircm.fl, AFI 11-218 Aircraft. Operation 
& Movement on the Ground 

• BRS will provide "Follow Me" vehicles equipped wifh signs, 
easily visible at night, reading, "Stop" and ''Follo>v Me" to guide 
aircraft. to the designated paiking location. 

• BRS will utilize wing walkers when an aircrafl is taxied within 25 
feet of any obstruction, and no closer fhan 10 feet with wmg 
walker. 

• Radio contact will be maintained with contn\1 tower tJuoughout 
taxi operation. 

• Taxi speeds will be reasonable with aircraft. and marshaling 
personnel discretion. 
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• Personnel and velricul:.1r traffic will remain 200 feet off the rear of 
the aircrafl with engine~ nunring, 1.mle~~ accompli~hing an ERO. 

• Mar~haler~ will we:.1r a tluore~cent :intern.:.1tional orange ve~t for 
recognition and u~e intemational mar~hal:ing ~ign .. 1l~ (NATO, 
ICAO, and FAA.) per AFI 11-218 Aircraft. Operation & Movement 
on the Grmmd. 

• For aircrafl ~ignal:ing, u~e lrigh-vi~ib:ility glove~/paddle~ dming 
daylight hom:::: and ~elt:illmninating wand<:: dming night/reduced 
vi~ib:ility hmus. 

• The mar~haler will call the ~nppmt ~ection~ forwal'd afler the 
aircraft. i~ chocked and ha~ received aircrew clearance, mile~~ 

accompli~hing Engine Rmuring Off-load~ (ERU~). 

3.3 Atler the aircrafl i~ fiilly ~topped, BRS per~mmel: 

• Place aircraft. wheel chod::~ a~ required. 
• VeritY an acce~~ible fire botlle i~ located on the aircratl pm1cing ramp~ or 

towed into position upon aircrafl block, a~ required. 
• Coordinate AGE placement m1d cmmect a~ req1.rired. 
• Confinn required grmmd ~ervice~ wifh aircrew and coordinate de1ive1y. 

3.4 If thel i~ required, or dming ERU~, BR<.> qualified per~mmel remain at the 
aircratl a~ ~afety ob~e1ver. 

3.4.1 Specific Procedures for Fueling ~md De-fueling aircraft, TO. 
0-25-1 72 Grmmd Servicing of Aircrafl and Static Grmmding/ 
Bonding, FJvL 1067-1 Concept~ and Equipment of Petrolemn 
Operation~ 

3 .4. L 1 Fueling 

Data Subject to Title Page Restrictions 

• BR<.> u.<::e~ 01uy DOD-approved JP-8 fi1el~ and di~pen~ing 
equipment The HEMTT tmu.;:er will be operated u~ing TM 
9-2320-279-10. JA1 will be u~ed a~ req1.rired. 

• HEMMT Fuel Tanker~ will be re-circ1.uated m1d a ~mnple 
tl'om each tanker will be Aqua-Glow te~ted daily (minimmn 
oftwo t..:mker~/day). 

• Proper PPE will be worn dming fi1eling operation~ to 
include long ~leeve ~lrili~ or coverall~, fhel-re~i~t..:mt glove~, 
reflective ve~t~ and ~afety gla~~e~. NO SMOKING will 
occm witlrin 50-teet of fi1el velricle ~torage or dming 
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fi.leling opem.tiom:. No fi.leling ope.ratio11<:: will occm when 
lightening is repmted witJrin five miles as notified by 
Command Post 

• No fueling operations will occm within 100 feet of 
operating radar. 

• All fueling velricles will be grounded before any fueling 
operation or while p::~rked for long petiods in designated 
areas. 

• All non-essential personal will remain outside the aircraft 
circle of s::~fety dming fi.leling. 

• Tankers will back toward aircraft using a spotter and will 
be chocked when in position. Fire extinguishers are 
positioned before fi1eling operations begin. 

• The senior on site re-fi1eler directs opem.tions within the 
circle of s::~fety. 

• Atler refheling equipment 1s in place and properly 
grmmded, fi1el control panels are opened and prepared tor 
connection. 

• Fueling nozzles will be bonded to the aircmft and will be 
mmmed d1.uing the entire fi1eling process. 

• When ::~11 connectio11<:: have been made and all s::~fety 
devices aJe placed, fi1eling begins. All personnel will be 
ale1t tor leaking connections, fittings and hoses. 

• On closed-circuit refi1eling, fi1el shut off tloats will be 
checked by fi1eling personneL 

• On over-the-wing or open-poli fi1eling, the theling 
personnel will take speci::~l c::~re monitming the aircraft fi1el 
level avoiding overfilling. 

3 A. L 2 De-fi1eling 

Data Subject to Title Page Restrictions 

• Aircrews will provide requested de-fi1eling mnmmts and 
pressmes betore operations begin. 

• Dming ::~ircraft de-fi1eling, the f1re depmtment serves as an 
on-site satety observer. 
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• Upon completion of fueling or de-fneli11g, personnel will 
ensme that all approp1iate fi.lel accmmtability and billing 
documents are prepared and signed by tlight crews. 

3.4.2 If aircrew transpmtation or in-tlight meals are required, BRS TA 
personnel coordinate with BRS Passenger or Food Services. 

3.4.3 For any aircraft remaining overnight BR.<) personnel will coordinate 
with AGE to position a light cmt with sufficient fuel and a fire bottle at 
the nose of the aircraft .. 

3 .4.4 If aircrafl towi11g is required, towing ope1atiom: are conducted by 
BR.<) persmmel qualified in towing procedmes and the aircmfl tow 
tJactor in use. 

3.4.4.1 Specific Procedures for Towing Aircraft, AFI 21-101 
Maintenance and M::magement of Aircmft, AFOSH 91-100 Air 
Force Occupational Safety and Health Standard 

Data Subject to Title Page Restrictions 

• BR.<) will utilize qnalitJ.ed personnel when towing of aircraft. 
is to be performed. 

• IdentifY yom Towing team (supervisor, nose, wing and tail 
walker, tow vehicle opeiator) and provi.de satety brief 
cleaily defining duties and respon~ibilities of each team 
member. An operational towing l)}ief will include aircraft­
specitlc tmving procedmes identified in the aircraft. 
T ech11ical Order. 

• Aircratl will not be towed with engines operating. 

• Position the team to e11~me :s1.uveillance of towing 
procedmes and perfonnance of all team members is 
viewable at all times. 

• Tow Team Supervisor will: 

1. VerifY the qualification of the team members. 
2. Be the only member authorized to give the "all clear to 

move" order. 
3. Use applicable checklists and aircrafl teclmical 

docmnents peltaining to the sate movement of specific 
aircraft 

4. Ensme the tow vehicle and tow bar is serviceable per 
the appropriate T eclmical Order. 
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5. Ensme steenlble landing gear set :in tow position betore 
aircraft. movement 

6. Maintain a safe dishmce ft)r ali personal :in the area of 
tow and not allow anyone to enter/exit the airciatl while 
in motion. 

'i 
! Obse1ve towing speed<:: as posted in applicable 

Teclmical Order and local flight line instntction (TABI 
13-213? Flightline Driving). 

~ ~ 

• Tow Velricle Operator will: 

1. Be qualitled on the towing velricle being utilized. 
2. Position tow velricle to where dtiver faces the direction 

of travel wlrile seated. 
3. Obey emergency stop instmction given by any team 

members. 
4. Stop the velricle upon losing sight of or comnnurication 

>vi th tow supe1visor. 

• Wing Nose? and Tail Walker (when required) will: 

L Station themselves off wingtip to e11<::me adequate 
clearance of any obstruction. 

2. Signal the supe1visor at first sign of any obstmction or 
hazard. 

3 .4.5 If aircraft de-icing is required, a mininnun of two qualitled personnel 
is required. 

• Prior to the winter season? BR<; Expat personnel qualified :in de­
icing prepare a mininnun of two Govemment provided TM-1800 
de-icing trucks by fllling tmcks with glycol per Teclurical Order 
36£17-6-21 Landoll Deicer Mainten::mce Manual 

• Dming predicted tl·eezing temperatmes, de-icing velricles will be 
stored either inside an enclosed/heated structme or the velricle 
amcilimy thud heaters will be fi.mctioning. 

3.4.5.1 Specific Procedures for Anti-Icing, D{}-lcing, and 
Defrosting 

Data Subject to Title Page Restrictions 
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• Ensme only Air Force approved anti-icing compmmds and 
applicable equipment are used. 

• All non-essential personnel will vacate the area armmd the 
aircraft .. 

• Deicing solution will vmy to temperat:me and mrcrew 
discretion. 

Areas requiring deicing: 

• Flight conb'Ol smta.ces (wings, tail, and contn\1 smta.ces) 
• Sem:ors (pitot tubes, static polis) 
• Air conditioning inlets/exits 
• Directional detector probes 
• Landing gear/wheel well area 
• Fuel tank vent 
• Fuselage just forward of rear or tail mo1.mted engines 
• Engine inlets 
• Radome and area forward of tlight deck windshield 
• Emergency doors and exits 
• APU Inlets 

Areas that should not be deiced: 

• Landing gear brakes 
• Wheels 
• Exhausts 
• Engine/APU cores 
• Thrust reverseis 
• Orifices (interior smta.ces) or sensms 
• Aiicratl tlight deck windows, cabin windows, or canopies 

Procedmes to follow when removing frost, ice, and snow tl'om 
smta.ces: 

Divide aircrafl into tom work areas: 
• Forward left. fu . .;,:elage and lefl wing 
• Forward 1ight fuselage and right wing 
• Atlleft fuselage and stabilizer 
• Atl right thselage and stabilizer 
• Wings: Stmt at the leading edge, sweeping in the ail and inboard 

direction 
• Fuselage: Stmt along the top centerline working downward toward 

to wing 

Data Subject to Title Page Restrictions 8 
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• Stabilizer: Stmt at the top and work downwm·d to the horizontal 
stabilizer root 

• Radome/Nose, Engine/Amcilimy Power Unit (APU) and Landing 
Gear: Deicing shBll be performed as specitied by crewmembers. 

• Apply heated tlui.d close to smface of aircraft skin to minimize heat 
loss 

• Focus stremn of hot liquid to one area lmtil aircratl smface is 
exposed 

• Sweat the area lmtil the heat is transmitted in lateral direction to 
raise the smface temperat:me above fi:eezing point 

• Remove large amount of snow from tail stabilizer before removing 
snow tl·om wing and thselage 

• Aircrafl with T-tails: the horizontal stabilizer upper smface and 
leading edge shall be the last smface to be anti-iced 

Dilution of Fluid<:: 

• Premi.x solution of glycol shall be heated and diluted with water. 
Mi.xtme strength is based on Outside Air Temperatme or aircraft. 
skin temperat:me (which ever is lower). 

• BRS will maintain the standm·d pre-mixtme of 50/50 for most 
conditions. 

• BRS ;,vill maintain pre-mixtme of 60/40 for exheme cold weather 
(below 0 degrees F) or at crew discretion. 

• Each tank of premixed tluid will be heated, re-circulated and mixed 
a minimum of eve1y tlrree days not to exceed tom days with a 
mininnun cycle time of 40 minutes. 

• Each premi.xed tank: of deicing tllrid shall be tested weeldy and 
results are maintained and doclunented in the appropriate vehicle 
logbook. 

3.4.6 Prior to aircraft. depmtme, BRS persmmel ensme aircraft. wheel 
chocks are removed, AGE is discmmected, receptacle doors are closed, 
and f1re bottles and vehicles are removed from the direct vicinity of the 
aircraft .. 

3.4.7 Atler a fmal check for FOD, equipment accmmtability, obstntctions 
and the aircm.fl commander's signal, the airc1nft is cleared to nwrshal 
to the taxiway. 

4.0 Aircnlft Direct Support 

• In addition to Transient Alelt and Aviation Fueling, BRS aircraft. operation<:: come 
in close contact with aircmfl Procedmes below apply to, Passenger, Ramp, 

Data Subject to Title Page Restrictions 9 
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Aerospace Grmmd Equipment (AGE), and Air Terminal Operation Center 
(A TOC) Services. 

• Following procedmes apply to all BR<) A TS sections and aTe outlined within AFI 
13-213, Chapter 4 Flight Line Ihivi.ng, AFOSH 91-100 Aircratl Flighfl:ine Ground 
Operations and Activities and AFOSH Standm'd 91-46, DOD 4145.19-R-1, 
Storage and Materials Handling, AFMAN 91-201 and include, but aTe not limited 
to the following: 

1. All peisotmel ;,vith be flight line driving qualified and hold valid AF Form 483 
licenses. 

2. BR<) 1-vill limit their expos·me to heat, exhaust fmnes and the tmlnilence 
created by numing airciatl engines to the maxinnun extent 

3. BR<) personnel entering the aircr::~tl circle of satety will have hearing 
protection im:talled if performing ERO 's or when high noise levels aTe present 
such as dming operating APlJ's or powered AGE equipment 

4. BR<) personnel will be awal'e of hazards such as potential lightning and 
tlumderstonns, high winds, severe heat or cold condition, heav-y snow 
accmnulation and haiL Conunand Post willnotitY BR<) personnel on 
radio Channel 5 of impending severe weather so that operations (including 
fi1eling) are postponed. 

5. Be aware a1'o1.md the aircraft. and on the ramp of the many amcilimy power 
cables, grmmding cables, tie-down ropes, chains on cargo, and aircrafl t1oor 
roller could cause a person to tl'ip and falL 

6. BR<) personnel will be aware slipping of hazal'd<:: from oil, deicing thud, 
hydraulic t1nid, grease, and theL 

7 BR<) personnel will alelt. themselves to potential hazard of protmding controL 
smfa.ces, antennas, exhaust nozzle or pmthole, and other sharp appendages 
that c::~n cause il~imy if contacted. 

8. BR<) peisotmel will not wear headgear on flight lines. 
9. All peisonal jewehy will be removed because the weal'ing of watches, 

bracelets, necklaces and other item that could catch, snag, pull, and teal' at the 
t1eih or tlngers. 

4.1 Additional procedmes tor restl'icted visibility or 1right operati011<:: 

• Fl::~slring lights or parking lights will be used at 1right when vehicles are 
temporarily pml\:ed on the flight line. 

• When visibility is less than 300 feet, fi1eling and explosive handling will 
not be performed without. direction fi:om the Air Base Commander or lris 
designated representative. 

• V elude operators will exercise caution to ensme headlights do not point 
tow::~l'd taxiing aircratl or tmving operations. 

• Spotter and s::~fety personnel will use selt:ill1.mrinating wands dming 
1right/reduced visibility homs. 
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• Twenty minutes prior to scheduled aircrafl arrival, fhe Rmnp Crew Chief 
will assemble all BRS personnel that will be performing operations witlrin 
the circle of safety and provide an operational satety briefing. 

• As a mininnun, Ramp personnel will consist of a clrief: safety, chock, and 
a spotter at the aircraft. to guide eq1ripment in/out of the circle of safety. 

• Safe1y will position themselves about 50 teet behind the aircmtl, call 
forward and control all pedesb'ian and vehiculm· movement to/tl'om and 
behind the aircratl perfonn:ing ERO operations. Safety will stay in place 
1mtil the operation is completed and last person leaves the aircrafl. 

• Velricles will not be backed or pml:ed :in the vic.i1rity (25 teet to fi·ont, 200 
feet to rear) of airciatl except in the active performance of loading and 
muoadi11g, servici11g or towing. 

• Velricle speed w.illnot exceed 5 mph w.itlrin 25 feet of aircrafl. 
• Chock person will utilize a pre-positioned chock to prevent velricles tl·om 

making contact \.vith the aircratl. 
• Chock person will pull out all locks on fhe right side of the loader once the 

k-loader is :in position. 

4.3 Passenger Service Operations 

• Peisotmel will not ride on any pmt of a velricle not intended for canying 
passengers nor will they 1ide in or on trailer or K-loader deck-:. 

• Passenger Service will deliver their passengers no closer than 200 feet 
belrind any aircm.tl and walk them to the aircrafl si11gle file when loading 
and downloading dming ERO operations. Exception will be coordinated 
for mnbulatmy patients, distinguished visitors and/or a passenger on 
crutches or as conditions dictate. 

• Passengers will be loaded in groups to prevent passengers standing belrind 
the aircratl in fhe jet blast vvaiting to be seated. 

• Passengers will use available seat belts at all times prior to and wlrile 
velricle is :in motion. 

4.4 Tmck-mmmted Staircase Operation (T.O 35A3-22-l-l Passenger Stairway) 

• 01uy licensed drivers will operate eq1ripment witlrin the circle of satety. A 
spotter and chock will be used to assist driver in determining sate 
clearances. 

• Adjustment to the stairs will be made within 10 teet of the aircratl to 
preclude driving long distances with stair extended. 

• Ensme steps are locked in place in the notched position to avoid mteven 
steps. 

• Avoid leaving a gap between aircraft. and staircase. 
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• Exheme care will be u~ed to place the rnbber bmnper ag<:~in4 the aitfrmne 
to avoid aircmtl dmnage. 

• Velricle operator will e11-:me tTan~mi~~ion i~ placed in the pad( po~ition, 
parking brake firmly ~et, and wheel chock~ are in position p1ior to the 
operation of any hydraulic ~y~tem~ contTok 

• En~me the ~tabilizer~ are extended in position prior to allo>ving per~mmel 
to a~cending the ~t<:~iis to position ~afety m:ik 

• Utilize ~pott.er when moving velride away fi:om aircraft 
• V elricle will remain :in the local aircratl parking area 1mtil aircraft. depmt~. 

4.5 Forlditl Operation (AFOSH 91-100, Attachment 2) 

• Only licen~ed drivel's will operate eq1ripment near aircraft .. 
• A ~pottei and chock will be u~ed to a~~i~t driver in detennilring ~afe 

clearance~. 

• Forlditl operating contnils will be in neutml and handhrake ~et prior to 
uploading or downloading operatio11-: begin. 

• Forldift. will be brought to a complete ~top betore lifting or loweting a 
load. 

• S hap~ or chain~ will ~ecme load~ before forlditl movement begin~. 

4.6 K-loader Operation (AFOSH 91-100, Attachment 5) 

• Only licen~ed drivel's will operate eq1ripment near aircraft .. 
• K-loader will be free ofFOD, ice and ~now. 
• Beft)re operating the caTgo deck hydraulic ~y~tem, the operator will bring 

the loader to a complete ~top, ~et fhe brake, and place the tTan~mi~~ion :in 
neutmL 

• Operator will adju~t the height of the deck to a ~imilar height of fhe 
aircraft. deck about 10 feet bel rind the aircraft 

• En~me adequate clearance about 5 feet fi:om the aircraft. for preliminmy 
deck alignment 

• Operator will maintain 5 to 8 inch cleamnce between the mbber bumper 
and fhe aircraft for minor deck adjn~tment dming loading or off loading 
operation~. 

• Chock per~on will pull out all lock~ on fhe right ~ide of the loader once the 
k-loader i~ in position. 

• Secme load to fhe deck with pallet lock~ and chai11-: or ~trap~. With 
multiple pallet~, you mn~t ~ecme fhe fir~t and la~t pallet 

• 25K-loader - If conditio11-: nece~~itate per~mmel to proceed pa~t the la~t 
lock, the deck mn~t be lowered to it~ lowe~t position or fall protection 
mu~t be utilized. 

Data Subject to Title Page Restrictions 
Otherwise, Treat as ~o1 Official Use 01 1ly (FOUO) As of 518/2008 



.~r Of:fieiei Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

AIRFIELD TR~NSIENT ALERT 
SOPNo.3I 

40K-loader- If conditions necessitate personnel to proceed past the second to 
last pallet lock, the deck must be lowered to its lowest position or fall 
protection must be utilized. 

4. 7 Aerospace Grmmd Equipment (AGE) 

• Driver >vill obse1ve the 5-mph speed limit when entering the circle of 
safe1y when delivering/pclf::itioning AGE equipment 

• Driver will approach with the vehicle driver side closest to the aircraft .. 
• Equipment will be placed no closer than 15 feet from the aircraft, muess 

an extenuating condition exists. 
• Crewmembers or Trm1~ient Alelt personnel will attach AGE to the aircmft, 

as required. 
• Light calis will not be raised or lowered with wind speeds above 30 knots . 
• Ensme light calts lights are fillly lowered prior to removing tl'om the area. 
• Ensme all cable and hamesses are stowed prior to removing AGE power 

equipment 
• All AGE equipment will have parking brake set, or if not equipped with 

brakes, chocked once placed within the circle of safety. 
• All applicable AGE Teclmical Orders in Appendix I will be utilized, as 

required, when operating AGE equipment 

4.8 Aircraft-Specitlc Teclmical Orders 

• 1 C-21A-2-1 C-21, Aircraft. Grmmd Procedmes 
• 1 C-21 A-2-1 CL-1 C-21, Aircrafl Grmmd Handling 
• 1C-20B-29CL-1 C-20, Aircraft. Towing Procedmes 
• 1C-20B-2-9 C-20, Aircrafl Towing and Taxiing 
• 1C-12 C-12,AircraflGeneral Procedmes 
• 1C-130H-2-09JG-10-1 C-130, Aircrafl Ground HandlingiTowing 
• 1 C-1 7 A-2-09 JG-1 0-1 C-1 7, A.ircmfl Ground HandlingiTowing 
• 1C-10(K)A-2-12CL-1 KC-10, Aircrafl Refneling/De-fi.1eling 
• 1C-10(K)A-2-12 KC-10, Aircrafl Se1vic:ing 
• 1C-135(K)A-2-2JG-1 KC-135, Aircraft. Ground Handling, Servicing 
• TM 1-1520-237-10 UH-60A, Operators Manual 
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Establish procedmes for performing 24 hom Airfield Foreign Ol~iect Removal 
Operations by removing foreign ol~iects or accmnulation (ditt, mud, snwli stones, 
misc. debtis, etc.) tl'om desigmlt.ed airfield pavements to prevent Foreign Object 
Dmnage (FOD) to aircraft and Aerospace Grmmd Equipment (AGE) and maintain 
continuous mission capability. 

2.0 Scope 

This Standard Operating Procedme (SOP) is applicable to the LOGCAP 3 Suppmt 
Conhact 

3.0 Responsibilities 

The Airfield Manager is responsible for managing the Foreign Object Control 
program, :including setting priorities and monitoring Foreign Object Removal 
activities on the airfield. 

4.0 Procedures 

4.1 Brown and Root Services (BRS) foreign object removal equipment operators 
pert(nm daily inspections of all designated airfield pavements and perform 
sweeping and vacumning as required tluoughout the day to maintain smta.ces 
free of foreign objects. 

4. Ll Stmt inspection and removal each mornil1g, generally not later that 
0730 Ius, following the priorities outlined below. 

4.L2 Commence removal upon detection of any foreign ol~iects or 
accmnulation of dili, mud, or debris and contilme operations until 
clear. 

4.L3 Use vacuum-sweeper equipment on paved ~'lufa.ces. As necessmy, 
clean out aircratl tie-down and grmmdil1g points by hand, and hand 
shovel!s>veep any displaced graveL 

4.L4 NotifY Base Operations if there are any foreign objects or 
accmnulation that cannot be removed prior to the fmt aircratl 
movement, and/or of any damage that may hinder the safe movement 
of aircraft (i.e., dmnaged pavement or lighting, loose or out-ot:place 
mad\:eis, etc.). 

4.L5 Government provided vacmun/sweepers will not be used off the 
airfield pavements and airfield access roads, unless specifically 
approved by the Airfield Manager. 

5.0 Priorities 
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5. 1 Priorities are est<:~blished by Base Oper<:~tions/Airfield M<:~nager <:~nd will 
generally follow the priorities outlined below. Primities are sul~iect to chm-.ge 
dependent upon direction of the Airfield Manager to meet operation<:~! 
requirements <:~nd accommodate <:~ircr<:~ft movements. 

Priorit:v 1: 
• Primmy mnw<:~y 
• Prim my '"cross-over" t<:~xiw<:~ys to nurw<:~y from active pm1cing aprons <:~nd 

taxiways to <:~lelt aprons (if designated). 
• Prim my active <:~ircr<:~ft padcing aprons. 

Priorit:v 2: 
• Altemate nmw<:~y (if design<:~ted). 
• Remaining runway '"cross-over" t<:~xiw<:~ys and p<:~r<:~llel t<:~xiways (if 

designated). 
• Remaining aircraft. parkil-.g aprons and t<:~xiways. 
• Fire-Crash!Rescue equipment lm1es <:~nd access road.;,: to <:~irfield ta.cilities. 

Priorit:v 3: 
• Other areas? including inactive <:~n·craft padcing '1ceyholes'', as resomces 

<:~re <:~v<:~il<:~ble. 

6.0 Training and Safety 

6.1 The Heavry Equipment Supervisor il1smes <:~11 equipment operatms <:~re tr<:~:i11ed 
on equipment and procedmes <:~nd possess a valid Ailfield Operators License 
issued by Base Operatiott'>!Airfield Mmwger. The Heavy Equipment 
Supervisor: 

6. L 1 Conducts hands-on tmilling u.;,:ing vacuum-sweepers <:~nd msmes 
operatms <:~re qu<:~lified on eqtlipment 

6. L2 Insmes operators know foreign object remov<:~l p1iorities. 

6. L3 Insmes the use of <:~irfield radio comnnulication procedmes? call signs? 
<:~nd tlight line driving procedmes. 

6.1.4 Insmes <:~Jl equipment or persmmel operatil1g on the active nmway 
nwintail1 radio contact with the Contn\1 Tower, or be tmder the 
const<:~nt supervision <:~nd visual control of someone who lws radio 
contact with the Control Tower. Mitlimize tun·elated radio hattie and 
use c<:~ll sigtt'>. 
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1.0 Purpose 

Establish procedmes for 24 hom Airfield Snow and Ice Control serv1ces for 
designated airfield pavements dming inclement winter weather. 

2.0 Scope 

This Standard Operating Procedme (SOP) is applicable to tl1e LOGCAP 3 Suppmt 
Contl'act 

3.0 Procedures 

3.1 Twice mmu.ally, prior to and afler the conclusion ofthe snow season, Brown 
and Root Se1vices (BRS) Airfield Management/Base Operations, Engineering 
SeiVices, and Fire Crash Rescue Services pmticipate :in a Snow & Ice Contn)l 
Committee as may be convened by the M:ilitmy Airfield Commander and 
attended by Iris representatives. At the meeting (p1ior to the snow season)~ 
review organizational resp011~ibilities, status of equipment and materials, sub­
contm.ct or augmentation needs, and snow and ice contn:il primities. Atler the 
conclusion of the snow season~ review lessons learned, status of equipment 
and mate1ials, the off-season rebuild progmm, and any depot level repairs or 
replacement equipment as may be needed. 

3.2 Prior to the snow season, the BRS Services Supervisor: 

3.2J Coordinates and distlibutes a site-specific plan with color-codes 
indicating p1iorities tor deming the airtleld using the standard 
guidelines below or the Militmy Airfield Commanders specitlc 
guidance as may be available: 

Prioritv 1: 
• Prim my nmways and overnm~ 
• Primmy access taxiways to nmway, and alett f3.cilities if any. 
• Apron access taxiways 
• Aircraft crash tire equipment lanes 
• Access roads to other primmy mission facilities 

Primitv 2: 
• Secondmy nmways, if any. 
• Aircraft. pm1cing aprons and remai1ring aircmtl movement al'eas 
• Access road~ to secondmy mission f3.cilities and primary roads. 
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3.2.2 Establishes snow and ice contl'ol shifts, designates "Snow Bosses" to 
se1ve as day and night shift. supervisors, and conducts training. 

Training to include: 
• Review of ai1tleld radio co1mn1.mication procedme, call signs, 

tlight line driving, right-ot:way information, and airfield access 
procedmes. 

• Review and discus;:; primitie:::: using color-coded plan and conduct 
familiarization tom of airfield highlighting lighting, maikers, or 
areas where obstructi011<:: such a:::: culve1is, catch basin::::, manhole 
covers, or hydrants may be hidden by ::::now. 

• Review procedmes for using deicer:::: and locations of "no salt" 
areas. 

• Conduct hand<::-on training using mm..v and ice contwl equipment 

3.2.3 Perfonn pre-season operational checks on equipment and radios as 
appropriate. 

3.2.4 Replenish stock of de-icer, broom core::::, mbber blade::::, etc. 

3.2.5 In::::me "No S:.1lt Beyond This Point" signs aTe positioned as directed by 
the Airtleld Manager. 

3.2.6 Establish a Snow Control Center as a foc:.1l point of all mow contl'ol 
activities and equip with the following: 
• At least one radio transceiver with a primmy mow and ice control 

tl·equency. 
• Dispatch information inCluding vehide registmtion munber::::, 

nomendatme, vehicle status, dispatched location, opeiator, and 
c:.1ll sign. 

• The color-coded snow and ice contl'ol plan designating priorities 
• A mow contl'ollog to record specitlc event;:; such as ::::hitl changes, 

weather updates, Rmtway Condition Reading (RCR), chemical 
deicer usage, ::::ub-contl'actor usage, and any problems encmmtered. 

• Telephone munber:::: of other key organization::::, personneL and sub­
conhactors as appropriate, and access to cmrent weather forecast:::: 
and daily tly:ing schedule. 

3.3 Stmt airtleld ::::now and ice control operation:::: with the onset of snowfall or 
icing conditions to provide continuous bare pavement 

3.3.1 Dming a heavy ::::nowtall, concenhate effmt on the nmway. Dming 
c:.1lm conditions, stmt at the centerline and work outward towal'd the 
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shoulders. Dm.ing crosswind conditiom:, stmt deming fi:om the upvvind 
side of fhe pavement Use snow brooms to keep fhe middle down to 
bare p<.wement (when possible). Broaden snow control effmts to 
include the entire nmway and airfield pavements as snowfall allows 
dming light-to-moderate snowt311. Use snow blowers to remove 
;,vindrows of accumulated snow. As time pennits, remove bulk snow 
that may intertere with aircrafl operations to a disposal site. 

3.3.2 BRS will ensme all airfield obstructions, that can damage or be 
damaged by snow equipment, are mmked using approved thJlgible 
mad\:eis . Examples of obstructions include nmway/taxiway lights, 
drainage culve1ts, catch basi11<:: and drop off.<::. 

3.3.3 Manage equipment tlow. Use a pattem to avoid loss of view and keep 
a safe distance between vehicles. Do not operate snow equipment 
;,vifhin 30 feet of pmked aircraft. or 200 teet of aircrafl with engines 
rlllUllllf!,. 

3.3.4 BRS will cease snow and ice removal operations only upon 
notification f'i:om Base Operatio11<:: of acceptable conditions based on 
results of Rmtway Smtace Condition (RSC) test and when all airfield 
smfaces and wing tip clearance areas are fi·ee of accmnulated snow. 

3.4 Anti-icing and De-Icing 

3.4.1 Anti-Icing: Use air blast sweepers at the stmt of freezing rain or snow 
stmting at the centedine and working outward. Upon approval of the 
on-duty Snow Boss, apply mea. 

3.4.2 De-Icing: Use plows and/or gradeis (if av-n:ilable) to reduce ice 
thickness to one-eight inch or less. Use brooms and sweepers to clear 
area as possible and then apply mea. 

3 .4.3 Urea is the only authorized anti-icer. The ammmt of mea required may 
vmy (depending upon temperatme, ice thickness, and ;,vind 
conditions). See AFI 3 2-1045 tor recommended application rate. 

3.4.4 Keep record<:: of ammmts and locations where mea is used. 
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1.0 Purpose 

SOP No. 4A 

To establish procedmes for dispos:.1l of precipitation accumulated m fi.lel tank 
secondmy containments. 

2.0 Scope 

This procedme applies to the LOGCAP 3 Suppmt Contmct 

3.0 General 

Excessive accumulation of precipitation (rainwater and snow) in the secondmy 
cont.ainments of abovegrmmd fnel t.ank.~ reduces the "captme c:.1pacity" of the 
secondmy cont.ainment should a fnel spill or leak occm from the t.ank or piping. In 
addition, the accumulated precipitation may become cont.am:inated with sm:.11l 
mnounts of fueL The following procedme will be followed to remove and dispose of 
this water :in a manner that is protective of the environment and persmmeL 

4.0 Procedures 

4. 1 Accmnulated precipitation will be removed :.1s required to restore cont:.1imnent 
capacity, and will not be pumped onto the grmmd under any circmnstances. 

4 ':> Brown and Root Services (BRS) personnel will wear the appropriate fnel 
hm1dling PPE, m1d follow s:.1fety procedmes appropriate for whatever type of 
pmnp equipment is used. 

43 Precipitation may be p1unped tl:om the secondmy containment into appropriate 
containers or a vacmun huck, as available. 

4.4 BRS personnel noticing mm.~ual conditions :in the cont.aimnent or fnel t.an.k 
(i.e. leak~ or containment s:.1fety discrepancies, :indications of t.ampering, etc.) 
will notifY resp011~ible persmmeL 

4.5 When pumping is completed, BRS will hanspmt the precipitation to the 
designated oil/water separator (OWS). 

4.6 Dis-pos:.1l of the water into the OWS will be coordinated with the designated 
personnel, who will check if there is sufficient capacity :in the OWS system to 
accept the water. If not, the water vvill be stored :in approved cont.aineis 1mtil 
the OWS has sufficient capacity to accept the water. 

Data Subject to Title Page Restrictions 2 
Otherwise, Treat as For ofhe~ai Use Only (FOOO) As of 51812008 



SOP No. 4B 

Bro\vn & Root Services 

HAZMAT OPERATIONS 
STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 



1.0 Purpose 

Fo1 Officiaf Use Only (f'OUO) 

Logistics Civil Augmentation Program (LOGCAP) 

IL~Zl\!IAT OPER~TIONS 

SOP No. 4B 

To establish procedmes for the management :md oversight of the hazardous waste 
(HW) generated by fhe U.S. Militmy and Brown and Root Services (BRS). Specific 
tasks for the collection., tTanspmtation and! or storage requirements vmy behveen each 
pr~ject 

2.0 Scope 

This StandaTd Operating Procedme (SOP) is applicable to BRS :in suppmt of fhe 
LOGCAP 3 S uppmt Contiact 

3.0 Procedures 

3.1 When tasked., a centTal Hazardous Waste Storage Area (HWSA) will be 
mamged and operated by BRS for the storage of all accumulated HW. 

3.2 When tasked., BRS will respond to hazardous material (HM) and HW 
spills generated by the U.S. Army and BRS as per pn.~ject specific direction. 
Depending on the size of spill., each cmmhy has site specific requirements. 

3 3 Each cmmtly will develop a Hazardous Waste Management Program 
(HWMP) 

repiesenting countly specific requirements for hazardous waste collection 
operations and spill response. 

3.4 When tasked, collect HW fi:om U.S. Militmy Camps., FOBs/Outposts., and 
BRS facilities: 

• Provide empty HW storage containers and spill material as needed. 
• Mad~ HW containers. 

3.5 When tasked., transp01t HW fi:om U.S. Militmy Camps., FOBs/Outposts., and 
BRS Facilities to the HWSA: 

• PrepaTe HW manifests. 
• Prepare HW :invent01y. 
• Coordinate with DRMO and! or BCCA for waste shipments 

3.6 When tasked., store HW at the HWSA: 

• Determine container requirements for HW storage. 
• Inspect containers tor leak:s and stmctmal :integrity. 
• Maintain HW and transfer of waste docmnentation. 
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• Inspect H\VSA in accordance with document provided by the in counhy 
Env:i:romnent::~l M::~n::~ger. 

3. 7 Re::::pond to HM/HW spills ::~s directed. 

• Complete HM/HW spill repmis. 

3.8 Complete adminishative duties, as required. 

• Provide technical ::~nd regulat01y suppmt to the U.S. Nlilitmy ::~nd BRS. 
• Provide HM training to E.xpat and HCN project personneL 
• Complete Enviromnent::~l Baseline Smveys (EBSs) and Environmental 

Base Closme Smveys (EBCSs) tor BR<:> leased property, as required. 
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1.0 Purpose 

Brown and Root Services (BRS) will provide m::magement .:md oversight over the 
constn1ction and maintenance ofliquid hazaTdous mate1ial containment stTuctmes. 

2.0 Scope 

This Standard Opeiating Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Objective 

The objective of this SOP is to consolidate, by inclusion or reference, all constmction 
and maintenance procedmes applicable to contaimnent of liquid hazardous materials 
in tank:s and containeis. AJl contai11ments will be c011~tructed to prevent the release of 
hazardous materials to the env1romnent The liner material will be compatible with 
and resistant to fhe material to be placed in the containment system. The system will 
be placed on a fmmdation or base capable of providi11g suppmt to the system. As a 
mininnun the system will be designed to contain 100% of the largest tan_k witlrin its 
bmmdary. Small container storage aTeas (containers equal to or less than 55 gallons 
each) will have contaimnent systems capable ofholdi11g 10% of the total vohune of 
all containers or 100% of the largest container, wlrichever is greater. Containers that 
do not hold tl:ee liquid~ do not require contaimnent systems. 

4.0 Procedures 

4.1 New Conhlinment Construction 

1 _ Prepare the site by leveling and removing all sharp ol~iects e.g. rocks from 
the area. 

2. Constn1ct the contaimnent walls with materials approved by fhe 
Enviromnental Lead. Authorized personnel will conduct calculation of 
contai11ment dimensions. 

3 _ The liner will be folded over fhe top of the wall and seemed. 

4. When placing fhe tanlc i11~ide the contaimnent, protect the new liner from 
being plmctmed by u~i11g wood or thick plastic/rubber lmder the tm1k 
suppmts. In addition, if foot traffic will occm on the liner, plywood or 
heavy rubbeiiplastic matting will be used to protect the liner tl:om tearing. 
Do not place sand or sand bags inside the containment 
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The physical integrity of fhe contaimnent \Valls mld plastic liner will be 
in.;:pected on a regulal' basis and repaired or replaced as needed. Personnel 
tmn.;:fening fi.lel to fhe tank and genemtor repairmen will be ilt.;:tTucted to 
visually inspect fhe liner for tears or weal' and infonn a supervisor or Camp 
Manager of any problems. Wl1en replacement/removal is required tollow the 
procedmes in the tollowing section. 

In the event of a spill into the containment, cleanup will be conducted as soon 
as possible but no longer than 24 homs. Water will not be allowed to 
accmnulate in the containment tor long periods and will be removed afler 
heavy periods of precipitation. 

4.3 Conb•inment Upgrade/Removal 

If the containment liner reqtmes removal/replacement the tollow:ing 
procedmes will be followed. 

1. Work will be coordinated vvith responsible pmty persotmeL 

2. If possible, stop fuel deliveries to the tank prior to the scheduled work to 
minimize the ammmt of filel requiring removaL Drain the tank or empty 
using fhe POL de-theler and/or fhe waste fuel SST CleaT the tank for 
movement Re-use clean filel or contact Hazmat tor disposition of waste 
fueL 

3. Remove the tank tl'om the containment al'ea. 

4. When replacing fhe liner, follow fhe procedmes tor New Containment 
Constmction. Contaminated constluction mate1ial will be disposed of 
appropriately. 
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To est::~blish procedmes tor launchy service oper::~tions witlrin the LOGCAP 3 Supp01t 
Contmct 

2.0 Scope 

This procedme covers ::~lllmmchy service oper::~tions. 

3.0 Responsibilities 

Brown ::~nd Root Services (BRS) is respo11<::ible for the over::~ll implement::~tion ::~nd 
administration ofthe lmmd:ty se1vice operatio11<::. 

4.0 Laundry Drop Off 

4.1 A service memberhurit representative brings lmmchy to a lmmd:ty point The 
lmmd:ty must be in a secm::~ble bag. 

4 ':> If a mrit representative ch·ops oti a service members lmmchy, they will present 
proper identific::~tion, invent01y fhe bag's contents ::~nd add their name to the 
la1mchy list The service members name will still appear as the owner of the 
clothes. 

4.3 The bag is inventoried jointly by the service member and lmmchy point 
receptionist m1d recorded on the Lmmchy List mld Lmmchy Log Sheet 
[enclosmes 1&2]. Prior to conducting the :invent01y each service member is 
reqlrired to check ::~11 pockets to ensme no items ::~re lefl in the clotlring. One 
copy of a fhree-pmt receipt i<:: given to the service member/milt represent::~tive, 
the second copy is nwintained at the reception/ch-op oti point and the tlrird 
copy is placed inside the lmmchy b::~g. 

4.4 A :::.ystem of color coded munbered discs ::~reused to identifY lmmd:ty points 
::~nd to ensme that alllmmchy retmns to its point of origin. 

4.5 The pmpose of fhe joint invent01y is to ensme the proper cmmt and also to 
en::,-me that the items are properly categmized and to identifY any existing 
dmmge. 

4.6 A se1vice member's commander can make a detenn:i:nation to ::~llow waiving 
the reqlrirement for fhe joint invent01y. This determination sh::~ll be in w1iting 
and provided to BRS. 
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4. 7 By not perfonning a joint inventmy, each service member is waiving his/her 
right to submit a claim for any and all losses. The seiVice member will sign a 
\Vaiver of Liability Fonn (enclosme 3) prior to the launchy point accepting 
hisiher lmmchy· that is not inventoried. 

4.8 Receptionist logs the Launchy List on the Lmmchy Log Sheet (enclosme 2) 
includes date received, tag munber, printed name of service member, last tom 
of social secmity munber or approp1iate badge munber and has the service 
member sign the Lmmchy Log Sheet 1mder the "Sigl1':rtme In" cohunn. The 
lmmchy receptionist attaches a lmmchy munbered tag to the bag, notes the tag 
munber on the Lmmchy List and stores the lmmchy. 

5.0 Laundry Pick Up and Delivery 

5.1 The di1ty lmmchy bags aTe cmmted and logged by both the ch'iver and fhe 
receptionist and the ch'iver signs the Lmmchy Log Sheet At the lmmchy 
facility the chiver and lmmchy receptionist again cmmt the lmmchy bags. The 
receptionist will sign the Lmmchy Log Sheet and the chiver vvill sign the 
reception logbook. 

5.2 When the lmmchy bags are retmned to the lmmchy point, the bags aTe again 
cmmted by both the lmmdty point receptionist and the ch'iver with the 
receptionist signing the ch'ivers copy of the Lmmchy Log Sheet 

53 The bags of cleanlmmchy are then stored tor pick up. 

5.4 Operating homs tor the lmmchy points will be established as required. 

5.5 Lmmchy tmn armmd will be 72 homs. 

6.0 Laundry Return 

6.1 The service member/milt representative presents a Lmmchy List tor pick up. If 
a mrit representative picks the clothes up, they must have a Lmmchy List or a 
letter from the se1vice member's commander authorizing pick up. The mti.t 
commander may authorize blanket pickup oflmmchy by a 1urit representative. 
The representative's ID card will be checked, fheir name and last tom of 
social secmity munber or appropriate badge munber will be recorded on the 
Lmmchy List 

6.2 The lmmchy bag is handed to the service member/milt representative tor 
inventmy. The service member/mrit representative fhen signs tor the lmmch}" 
1mder the "Signatme Our' cohunn of the Lmmchy Log Sheet 
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6.3 If the service member picks up lamHhy without checking the contents with the 
receptionist, claims for missing lmmmy items will not be accepted. 

6.4 In c:.:~se of a lost lmmmy list, tag munber will be located in the log book for the 
owner's nmne and the se1vice member/mrit representative will present proper 
identification and sign the lmmmy log sheet ve1i:tying receipt of the lmmmy. 

6.5 lVIWR Towel Services 

6.5.1 BRS will pick up diliy towels from U.S. Anny MWR point and deliver 
towels to the BRS Lmmmy. 

6.5.2 Inventmy of the towels picked up and retmned will be conducted 
jointly by the MWR mrit and BRS. 

6.5.3 MWR towels (dllty) will be placed in lmmmy bags with lmmmy ticket 
i11-:ide. 

6.5.4 MWR towels will be trm1-:pmted in a vehicle tlmt provides separation 
fi:om cm·go and m'iver compmtment 

6.5.5 Towels will be washed :in hot water. 

6.5.6 BRS Lmmmy facility >vill maintain record-: of all MWR towel 
delive1ies, to include the date, time, qmntity and point of origin. 

6.5.7 On :.:~rrival at the MWR point towels (clean) will be inventoried by the 
MWR representative in the presence of the BRS representative. Any 
discrepancies will be noted by both pmties. 

7.0 Laundry Claims 

7.1 Individuals having lost or damaged lmmmy will first check the 1.mclaimed! 
1.uunmiced lmmmy list maintained at the camp lmmmy point If the lmmmy is 
not on the mlClaimed!munmked list, :individual will tlll out a BRS lmmmy 
claim fonn (enclosme 4). The miginal lmmmy list must accompany the 
lmmmy claim. 

7.2 Damaged or missing items: BR<:> Representative will tlist validate the 
individuals claim of missing or damaged mticle. Lmmmy supervisor will tlll 
outlower pmtion of the Claim Form and attempt to locate the missing item/s. 
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7 3 BR<> will not settle ::my claim without a copy of the mig:inal laundry list or 
certit}ring internally via a h:m~actionlog control sheet 

7.4 Reimbursement 

• BRS re:imlnu-ses valid claims based on AA.FES catalogue prices. 

7.5 Unclaimed lmmdry is tmned over to the Unit/Mayor's Cell afler tlu·ee weeks 
l1l 

the lmmd:ty reception point 

8.0 Laundry Facility 

8.1 'Vashing 

8. Ll All personallmmd:ty will be washed on cold water setting. All MWR 
towels, medical lmmd:ty and petrolemn contaminated clothing items 
will be washed in hot water setting. 

8.L2 Stmt filling the washing machine (top loader) with water and add 
lmmd:ty detergent 

8. L3 The mnmmt of detergent per fiill load should be :in accordance with 
mmmfactmer recommendations. 

8. L4 Agitate for approximately 15 seconds to dissolve the detergent 

8. 1.5 All clotlring will be :inventoried prior to being placed :into the machine. 
Any discrepancies aJe to be noted by the line supe1visor. 

8. L6 Place the clotlring in the maclrine, close the lid and stmt the wash 
cycle. 

8.1.7 Petmlemn Contaminated Coveralls/Overalls 

Peholemn contaminated coveralls/overhauls will be lmmdered 
sepal'ately in designated washers and myers. Hot >vater will be utilized 
to wash petrolemn contmn:inated covemlls/ ove1hauk 

8.2 Dl'}ing 

8.2J Ihyers should be set on low heat setting (Penn Press or equivalent low 
setting dependent on maclrine model). 

Data Subject to Title Page Restrictions 5 
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8.2.2 Shake the clotJring to separate them and then place in the chyer. Close 
the chyer doors then set the timer to 45 minutes and press the stmt 
button. 

8.2.3 When the chyer has stopped, open the chyer door and check if the 
clotlring is fully chy. If the clotJring is still damp then repeat section 
8.2.2, but only for 15 minutes. Once the clothing is chy remove it fi:om 
the chyer and place :in a container prior to tnmspmting to the folding 
area. Atler the clothing has been placed in the container, clean the lint 
hap ensming it is tl'ee fi:om any contamination. 

8.3 Folding 

8.3J All clothing is to be neatly folded then placed :in the individuallmmd:iy 
bag. 

8.3.2 All clotJring will be :inventoried p1ior to being placed into fhe lmmchy 
bag. Any discrepancies are to be noted by the folding supervisor. 
Discrepancy lists will be handed into the lmmd:iy supervisor afler each 
batch is tJ.nished. 

8.4 Records 

Records will be maintained of all bags of launchy washed, chied and folded to 
include the date, time and quantity. 

8.5 Machine lVbintenance 

All equipment shall be disconnected/isohlted from anv power source, 
prior to ~mv work being carried out. 

8.5.1 Washing Macinnes 

8.5. L 1 All washers will be inspected and cleaned at least once eve1y 
31 day cycle. 

8.5. 1.2 The following checks will be performed dming im:pection: 

Data Subject to Title Page Restrictions 

• Washer d:i1un and agitator checked and de-scaled. 
• Tram:mission and tmmmission bolts will be checked for 

tightness. 
• All belts (depending on machine type) will be checked for 

wear, tear and stretclring. 
• All bemings will be checked and greased. 
• The valve assembly filters will be checked and cleaned. 
• All hoses will be checked for leak:s, then cleaned inside 

before refitting. 
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• All screws, bolts, electric::~! connections and tlttings will be 
tightened and secme. 

• Check the general condition of the machines ::~nd clean ::~11 
smfaces. 

8.5.2 Ihying Machines 

8.5.2. 1 All chyers will be inspected ::~nd cleaned at least once eve1y 31 
day cycle. 

8.5.2.2 The following checks will be performed dming inspection: 

9.0 Medical Laundry 

• All lint is to be removed from the ch1un and chyer motor 
using compressed ::~ir. 

• The chyer will be cleaned using compressed air and a 
vacumn cle:.1ner. 

• Check the pulley assembly tor faults then grease the 
spindle. 

• Check the heater element and connectio11~ for fa.ults. 
• Check the belt for wear, tear and stretching. 
• Check the slides for wear ::~nd tear. 
• Cle::~n the door filters. 
• All scre\vs, bolts, electrical connections and fittings will be 

tightened and secme. 
• Check the general condition of the machines ::~nd clean ::~11 

smfaces. 

9.1 BR.S will pickup dUty lmmdJ.y from U.S Army medical facilities, deliver the 
lmmchy to the lmmchy facility and retmn it to the U.S Army medical facility of 
ongm. 

9.2 The BRS lmmchy will maintain records of all medicallmmchy deliveries, to 
include the date, time, quantity and point of origin. The medic:.1l 1utit 
submitting the lmmchy will supply an invent01y list 

9.3 The medic:.1l mtit (in the presence of a BRS representative) will complete a 
physical invent01y of the items being picked up. BR.S ch'ivers will not 
invent01y the launchy bags due to the potential health hazm·d~. 

9.4 All medicallmmchy for cleaning is to be placed in hospitallmmchy bags and 
sealed prior to collection. Medical lmmchy will be transpmted :in a velticle 

that 
provides sepamtion from cargo ::~nd ch'iver compmtment 
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9.5 On <:lrrival at the laundry facility <=llllmmd:.ty will be :inventmied and weighed 
by the lamHhy st.atl and both pmties will identifY discrepancies <:lnd note them 
on the signed hospital tonn. 

9.6 The medical lmmd:.ty facility will ensme that the lmmd:.ty is washed at a 
tempemtme of not less tlmn (80 C-176 F). The l<:lun&y will be d:.tied on low 
heat setting, folded and :inventoried. 

9.7 BRS will :inventmy cleanlmmd:.ty prior to the delive1y to the medical facility. 

9.8 Upon <:lrrival at the U.S. Army Medic<:ll facility the hospitallmmd:.ty staff :in the 
presence of the BRS representative will inventmy the lmm&y. Any 
discrepancies will be noted by both pmties and repmted to the BRS lmmd:.ty 
facility. 

10.0 Sleeping Bag Exchange 

10J BRS vvill conduct sleeping bag exchange <:lt designated locations as per the 
schedule coordinated with the mrit or camp/representative. 

10.2 The BRS represent<=ltive will m<=lintain a record of all sleeping bags exchm~ged, 
to :include the date, time, qu~mtity and type. 

10.3 BRS will exchange, dirty <:lnd 1mserviceable sleeping bags tor clean 
serviceable sleeping bags on a one tor one basis. 

10.4 Bulk exclmnge of sleeping bags will be coordinated on a case by case basis. 

10.5 Sleeping bags <:lre i11-:pected tor serviceability upon receipt at the lmmd:.ty 
facility. Unserviceable sleeping bags are transpmted to the repair facility. 

10.6 All personal items tom1d in the sleepi11g bags are b.uned into the Lmmd:.ty· 
Supervisor, <:lnd retmned to the c<:lmp/ facility represent<=ltive. If a sleeping bag 
is known to be infected, the sleeping bag will be placed in a plastic bag and 
se<:lled. The medical officer must identifY the type of infection and the type of 
conective action stated by the medical officer (wash, disinfect <:lnd!or destl'oy). 
If a sleeping bag requires destruction authorization will be requested from the 
government 
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Last and First Name: 
Unit: 
Tag: 

Article 
Bag, Laundly 

BDU Trousers 

~DU Slmt 

~ap, Camoutlage 

Hadkerchief 

Shut, Long Sleeve 

Shut, Shmt Sleeve 

Sweatpants, Gray 

Sweatslritt, Gray 

Socks 

Signatmes- Lmmdlv: 
~ . 

RECEIVED BY: 

)ATE: 

)ELIVERED BY: 

~)ATE: 

Fo1 Official Use ORI;c (FOIJO) 
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LAUNDRY SER\'~CE 

LAUNDRY LIST 
SSN/Badge#: 
Gra.de: 
Location: 

Quantity Article 
T Shitt 

Towel, Bath 

~nmk .. ~, Gray 

Jndershnt 

Jnderwear 

)veralls 

Jnderwear, Insulated Top 

Jndenvear, Insulated 
)Ott om 
Wash cloth 

)ther 

Signatmes -Customer: 
~ 

~)ELIVERED BY: 

~)ATE: 

~ECEIVED BY: 

~)ATE: 
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LOCATION 

No. TAG 

1 

For Offtefat Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

LAUNDRY SER\'~CE 

LAUNDRY LOG SHEET 

SOP No. 5A 

Enclosure 2 

DA1E _____ _ 

NAME SSN/Badge# SIGNATURE IN SIGNATURE OUf 

Actioned by Driver Actioned by Reception 
Tot<1l bags: Tot<1l bags: 

Received by: 
Signatme: 

Received by: 
Signatme: 

Data Subject to Title Page Restrictions 10 
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\VAIVER OF LIABILITY 

SOP No. 5A 

Enclosure 3 

The m1dersigned hereby agrees to not hold respo11~ible : BRS, BR.<; employees, the U.S. 
government and all pmties associated with the processing oflmmdry fhat the 1.mdersigned has 
tmned in this date. This includes, but is not limited to: loss of any lmmdry, mis-categorized 
lmmchy (for example-an item being categorized as a T-shilt by BRS when the service 
member listed the item as a sweatshitt on the lmmchy invent01y sheet), or d..."'nwged items (for 
example permanently soiled or stained, ripped, bmned, missing patches etc.). 

Name 

SSN ()ast fom digits) ___ _ 
or designated badge # 

Signat:me ---------

Date -------------
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Enclosure 4 

Laundry Claim Form 

Camp: Unit: Camp Manager: 

Service Manager's Name: Date: 

SSN/Badge #: Lmmdry Lost Date: 

DO NOT WRITE 

ITEMS LOST: QUANTITY SIZE BELOW 

Area Manager Investigation : 

1 Signature : Date: 

* **Laundry ticket copy must be att~lched 
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Otherwise, Treat as For OFficial Use 01 ily (FOUO) As of 518/2008 



F01 Officiaf Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

LAUNDRY SER\'~CE 

UNCLAIMED LAUNDRY LIST 

From Camp 

Service 

Date Member's Name SSN/ Unit TAG 
Received Badge# No 

SOP No. 5A 

Enclosure 5 

Remark 

Date Retmned to Lmmchy: Reception Supervisor's signatme ___ _ 
Driver's Name ----------

Date Received at Lmmchy _____ _ Launchy Manager's sign.at:me ______ _ 

Data Subject to Title Page Restrictions 13 
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UNCLAIMED LAUNDRY INFORlVIATION LIST 

CAMP _____ _ 

To: Camp Manager 

Into: Unit Supply Sergeant 

SOP No. 5A 

Enclosure 6 

The following bags of cleanlmmdty have been at this reception point for two weeks . 
Please infonn the tollowing personnel that the bags will be retmned to fhe lmmd:ty fa.cility in 
one week if not claimed: 

DATE 
SERVICE 

SSN! 
RECEIVED 

MEMBER'S 
BADGE# UNIT TAG NO. REMARK 

NAME 

Laundty Reception Supervisor ----------

Date:---------
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Bro\vn & Root Services 

ORGANIZATIONAL CLOTHING & 
INDIVIDUAL EQUIPMENT 

INSPECTION, CLEANING, REPAIR AND 
EXCHANGE 

STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 



References: 
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OCIE 

TABLE OF CONTENTS 

• Field Manual (FM) 10-16, Genen•l Fabric Repair (1984) 

• FM 10-280, Mobile Field Laundry Open•tions (1986) 

SOP No. 5B 

• TM 10-8400-201-23, Genen•l Repair Procedures for Clothing (1990) 

• TM 10-8400- 203-23, General Repair Procedures for Individual Equipment 
(1990) 

• FM 10-16, General Fabric Repair (1984) 
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1.0 Purpose 
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OCIE 
SOP No. 5B 

To establish procedmes for Organizationo:~l Clothing & h1dividnal Equipment (OCIE) 
Inspection, Cleo:~ning, Repair, and Exchange. 

2.0 Scope 

These procedmes apply to the LOGCAP 3 Snppmt Contract 

3.0 Standards and Accountability 

3.1 Brown o:~nd Root Services (BRS) will mainto:~in accountability of all items. All 
OCIE will be :inventoried by BR<:>, o:~s a mininnun, upon receipt o:~nd prior to 
ISSUe. 

3.2 BRS will wash o:~ll items before im:pection/repo:~ir. 

3.3 At1er cleaning, BRS will in;:,-pect items to determine serviceability, type, and 
SIZe. 

3 A All repo:~ir procedmes will utilize the applicable reference unless otherwise 
directed by the client 

3.5 Repairs will be pert<.mned using Government Fmnished Materials (GFM) or 
(where not readily available) limited commercially acquired materials 

4.0 :Military Wool Blanket 

4.1 Cleaning 

Wash Anny wool blm1kets in cold water :in designated washeis and dry in 
designated m-yers on the lowest heat 

4 ':> Inspection 

Inspect the wool blankets for rips, tears, holes, bmns, oil, grease or other 
contaminants. 

Data Subject to Title Page Restrictions 3 
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Repair the wool blankets with heavy-duty sewing machines, reusing fa.bric 
tl'om irreparable wool blankets as required. 

4.4 Exchange 

Direct Exchange (DX) is :wailable upon request (based on local quantity on 
hand)~ otherwise, retmn the same blankets afler cleaning and repair. 

5.0 GORE-TE.:x: (Parlm & Trousers) 

5. 1 Cleaning 

Wash GORE-TEX Pm1m & Trousers in washing machines using delicate 
cycle, cold water and powdered detergent Rinse in clean, cold water. Hang 
them to air dry. 

5.2 Inspection 

Inspect GORE-TEX Parka & Trousers for rips, tears, holes, bmm, oil, grease, 
or dry rot Check snaps and zippers for se1viceability. 

53 Repair 

Repair GORE-TEX Padm & Trousers on heavy-duty sewing machines using 
GFM, Rip Kit Patches or camribalized pmts. 

5.4 Exchange 

DX is available upon request (based on local quantity on hand)~ otherwise, 
retmn the same GORE-TEX items after clemring and repair. 

6.0 Sleeping Bag 

• Extreme Cold \Veather (ECW) 
• Intermediate Cold \Veather (ICW) 
• Modular Sleeping B~1g System (MSBS) 

6.1 Cle~ming 

Lmmder Sleeping Bags using indusbial washing machines. Dry usmg 
indu:;:bial dlyers set on low hunble setting. 

Data Subject to Title Page Restrictions 4 
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6.2 Inspection 

SOP No. 5B 

In~pect Sleeping Bag~ for 1ip~, tear~, hole~, bmn~, dty rot, oil, grea~e, or lo~~ 
of filling material. Check zipper for dmnage and freedom of movement 
Check map~ tor damage. 

63 Repair 

Repair the Sleeping Bag~ with hea\i-y-duty ~ewing machine~ u~ing GFM or 
cmmibalized pmt~. 

6.4 Exchange 

DX i~ available upon requ~t (ba~ed on local quantity on hand)~ otherwi~e, 
retmn the ~ame Sleeping Bag~ after cleaning and repair. 

7.0 Body Armor 

• Body Armor, Fragmentation (BAF) 
• Ranger Body Armor (RBA) 

7.1 Cle~ming 

7. U Clean BAF utilizing high-pre~~me water, then hmJg to air dty. 

7. L2 RBA may be machi:ne-wa~hed. REMOv'E THE BALLISTIC 
INSERTS AND PLATE FIRST. Hang the ~hell to dty. Clean the 
in~elt~ wifh a ~otl cloth or bm~h. 

7.2 Inspection 

In~pect BAF and RBA tor 1ip~, tear~, hole~, bmm:, oil, or grea~e. Check the 
velcro tor damage. Check the ~nap~ and ela~tic~ tor ~e1viceability. 

Repair the BAF and RBA with hea\i-y-duty ~ewing machine~ u~ing GFM or 
cmmibalized palt~. 

7.4 Exchange 

DX i~ available upon requ~t (ba~ed on local quantity on hand)~ otherwi~e, 
retmn the ~ame Body Armor aft.er cleaning and repair. 
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8.0 Extended Cold \Veather Clothing System (EC\VCS) 

• Drawers, Cold \Veather, Polypropylene 
• Undershirt, cold weather, Polypropylene 

8.1 Cleaning 

W<:~sh the 1mdershili. <:~nd dmwers in washing machine using delicate cycle <:~nd 
cold water. Ri11-:e in clean, cold w<:~ter. Ihy ali components of the ECWCS at 
the lowest heat setting of the dtyer. 

8.2 Inspection 

Inspect dJ·<:~weis and 1mdeishilis for rips, tears, damaged or missing zipper, 
stai11-: and cleanli11ess. 

8.3 Repair 

Repair drawers and m1deishilt \.Vith heavy-duty sewing machine usi11g GFJVL 

8.4 Exclumge 

Retmn the same items aft.er cleaning and repair (No DX at this time). 

9.0 Sewing Serrices 

9.1 The following sewi11g services are generally available upon request: 

• unit patches sewn on 
• name tapes sewn on 
• i11-:ignia of rank, brm1ch and special qualification badges sewn on 
• US Fl<:~g patches sewn on 
• brassaTd fabrication 

9.2 Other sewing services can be performed as required as directed by client 

10.0 Aircrew Battle Dress Uniform (ABDlJ) 

• Coat, Aircrew, Combat 
• Trousers, Aircrew, Combat 

10. 1 Cleaning 

W<:~sh the ABDU in washing machine on its perm<:~nent press cycle with a mild 
laundty detergent Tmnble ruy on low heat (130" F). 
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10.2 Inspection 

SOP No. 5B 

Inspect ABDU for rips, tem·s, stains, holes or bmm. Check the zippeis, snaps 
and velcro for serviceability. Check for worn and faded areas. 

10.3 Repair 

Repair ABDU with hea:v-y-dnty sewing machines using GFM or camribalized 
palts. Make all repairs to ABDU with MIL-T-44100 or A-A-50195 thread. 

10.4 Exchange 

Retlmt the same ABDU afler cleaning and repair (No DX at Uris time), 

Data Subject to Title Page Restrictions 
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1.0 Purpose 
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SE\v'JNG SERviCE 

To establish procedmes for Sewing Services Operations. 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Contmct 

3.0 Responsibilities 

SOP No. 5C 

Brown & Root Services (BRS) is responsible for the overall implementation and 
administration of the Sewing Service::: Operations. 

4.0 Sewing Center Drop-off Procedures 

4. 1 A service member brings items to be sewn to the designated BRS location. 

4 " If a milt representative drops off another service members items to be sewn, 
they shall present proper identification, inventory the contents <1nd put their 
name on the sewing check sheet The service member's name shall still 
appem· as the owner of the clothes. 

4.3 The items <1re inventmied jointly by the selVice member and sewing 
point receptimrist mtd recorded on the Sewing Request (enclosme 2). 
Prior to conducting inventmy each service member is required to check 
all pockets to insme no items are left. in the clothing. The first pmt of a 
two pmt receipt is held by the sewing point and the second pmt is signed 
and given to the service membe1hmit representative as a receipt 

4.4 The pmpose of the joint inventory is to ensme fhat sewing is to be c<1nied out 
as required by service member. 

4.5 Hom·s of operation shall be in accordance with loc<1l req1rirements. 

4.6 Receptionist logs sewing reqlrirements on the sewing check list and will 
include the date received, name, rank, mrit, and last tom ofbadge #. 

4. 7 Se1vice member will sign check sheet at signatme block. Receptimrist will 
detach second copy mtd give to service member as receipt The first copy will 
be removed and tagged to item req1riring sewing. Receptionist will store items 
neatly on the shelves in sewing ticket sequence munbe.r ready tor collection by 
service member. 
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SE\v'JNG SERviCE 

5.0 Pick Up of Sewn Items 

SOP No. 5C 

5.1 A service member will present receipt for pick up of sewn items. Unit 
representative may pick up service member's repaired items only with receipt 
and letter of authorization from se1vice member's conunander, representative 
must also present ID badge which will be checked by the receptionist 

5.2 Se1vice member/milt representative will inspect the sewing~ if acceptable, will 
sign in the signatme out cohunn of the check sheet (Enclosme 2). 

53 In the case oflost receipts, a check of the Log Book shall be carried out for 
owner's name ::~tler presenting proper identitlcation and receptionist will cany 
out thorough check of all sewn items. Service member will then sign for the 
receipt ofthe items. 

6.0 Sewing Claim Procedure 

6.1 Unclaimed items will be tmned over to BRS. 

6.2 Individuals having lost or damaged items will tJ.rst check the mtclaimed 
sewing list posted by BRS then contact their Utrit Supply Representative to tlll 
out a BRS Sewing Claim Form. The miginal Sevving Ticket must accompany 
the Sewing Claim. 

6.3 Sewing Claim form (Enclm:me 1) and original ticket will be given to the 
designated BRS Camp POC who '.vill tlll out the lower pmtion of the claim 
form. This must be completed by the designated BRS Camp POC to verifY 
that the issue was investigated. 

6.4 Claim fonn >vill then be forwarded to the designated BR<> Sewing Service 
Lead for action. 

6.5 BR.I;} '"ill not settle any claim without a copy of the origimll Sewing list or 
certification internally via a transaction Log Control Sheet (Enclosure 3). 

7.0 Reimbursement 

7.1 Ivlilitmy issue: Designated Utrit Supply Representative validates loss, then 
either 
• Government issues new items, or 
• BR<> pays directly based on AA.FES catalog prices. 

7.2 Civilian clothes: As directed by the designated militmy authority. 
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8.1 Item:::: to be ::::ewnnonnally :include the following: 

• Unit patche::::, pattern::::, or other identification 
• N::nne tape 
• US Army, Na'-'y, Air Force, Mmine, DOD Civilian, etc.,, 
• US Flag, Cmmtly Flag 
• Bra:::::::::.ud~ 

SOP No. 5C 

8.2 Sewing rep:.1:i:r:::: normally are limited to mmor np::::, tear:::: and button 
replacement 

8.3 No alteration:::: or tailming i:::: permitted. 
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SE\v'JNG SERviCE 

SEWING CLAIM FORM 

nager: 

Lost Date: 

Manager Investigation: 

..... Sewing Request copy must be attached 

SEWING REQUEST 

Data Subject to Title Page Restrictions 5 
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SE\v'JNG SERviCE 

NAME Last Four of badge# UNIT RANK 

Item Handed In Size Work Requested 

Signature- Sewing Office Date Received: Signature-Soldier Delivered 

LOG# Inspected I Received Signature- Solder 

Data Subject to Title Page Restrictions 6 
Otherwise, Treat as For Oillcial Use 01 1l9 (FOYO} 
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LOCATION 

(please be specific) 

Date: 

Date: 
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SE\v'JNG SERviCE 

LOG CONTROL SHEET 

TAG Name Last four of Signature In 
Badge# 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

25 

26 

29 

Signature: 
"""" Sewmg Request copy must be attached 

Data Subject to Title Page Restrictions 
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SOP No.5 

Brown & Root Services 

LAUNDRY SERVICES 
OPERATIONS 

LOGCAP 3 Support Contract 

B1·own & Root Proprietarv Data-Som·ce Selection Information-See FAR 3.104 

NOTE: In addition to protection under Federal Acquisition Regulation 3.104, this document 
contai11s infonnation which may be withheld from the public because disclosme would cau.se a 
foreseeable harm to an interest protected by one or more Exemptions of the Freedom of Information 
Act, 5 USC Section 552. Fmthennore, it is requested that any Govemment entity receiving this 
information act in accordance with DoD 5400.7-R, and consider tlris information as being for official 
use only (FOUO), and mark, handle and store tlris information so as to prevent 1.mauthorized access. 
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LAUNDRY SERviCE OPERi\TIONS 

TABLE OF CONTENTS 

TITLE 

• Laundry Services SOP 

• Org~lniz~ltional Clothing & Individtml Equipment 
Inspection, Cle~lning, Repair, and Exchange SOP 

• Selving Services SOP 

Data Subject to Title Page Restrictions ii 

IDENT.NO. 

SOPNo.5A 

SOP No. 5B 

SOP No. 5C 

SOP No.5 
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SOP No. 6A 

Bro\vn & Root Services 

CLASS I RE-DISTRIBUTION 
STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

urpose 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 
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Logistics Civil Augmentation Program (LOGCAP) 

CLASS I RE-DISTRIBUTION 
SOP No. 6A 

This St.:mdnrd Operating Procedme G<>OP) is designed t.o est.::~blish procedmes for the 
Re-distribution of Cl::~ss I subsistence t.o Brown & Root Services (BRS) oper::~ted 

dining facilities mtd supplemental bre::~kdown ::~nd issue as required. 

2.0 Scope 

This SOP is ::~pplicable t.o all BRS operated dining facilities within the LOCK.::AP 3 
Suppmt Contract Area of Opemtio11<::. 

3.0 Procedures 

3.1 R~distribution 

Cbss I items ::~re requisitioned based on tot::~l headcmmt. mtd st.and::~rd menus. 
The personnel at the re-distribution point will be responsible for the bre::~k 
down of 1-ations required for each dining ta.cility. A.IL requisitions must be 
submitted 48 homs prior t.o shipping. 

3.2 Supplemental Bre~1kdo''Ht 

• An assigned dining facility representative at the re-distribution point 
reviews mtd supervises the re-distribution of Class I items. 

• The re-distlibution mtd supplement:U bre::~kdown is b::~sed on the 
headcmmt, menus mtd ::~v::~ibble item b::~sed on cmrent inventories. 

33 Sbmdard Issue Documenb1tion Procedure 

• All requisitions for class I r::~tion ::~re issued on a w::~rehouse requisition 
fonn t.o suppmted dining facilities. 

3 A Sbmdard Packing Procedure 

• Class I rations ::~re packed on p::~llets, sluink-wr::~pped, mtd mmked with 
destinationl::~bek 

• Truck driver and BRS w::~rehousemm1 check the product as it. is being 
loaded mtd prepared for shipment 

3.5 Standard Issuing/Shipping Procedure 

Data Subject to Title Page Restrictions 
Otherwise, Treat as Pur OFficial Use 01 ily (FOUO) As of 518/2008 
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CLASS I RE-DISTRIBUTION 
SOP No. 6A 

• The dining ta.cility Class I rations are shipped to all locations by BRS. 

• BRS pen;onnel receive products ::miving at the DFAC. The requisitions 
are checked and signed for receipt 

3.6 Documenb'ltion and Ston'lge of Supplies 

• All Class I items are checked upon receipt, added to the inventmy lists and 
incmporated into the stomge locations. 

Data Subject to Title Page Restrictions 3 
Otherwise, Treat as For Ofhc1al Use Otily (FOUO) As of 518/2008 



SOP No. 6B 

Bro\vn & Root Services 

FOOD SERVICE OPERATIONS 
STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 



1.0 Purpose 

F01 Official Use Only 1<f'OUO) 

Logistics Civil Augmentation Program (LOGCAP) 

FOOD SERVICE OPER~TIONS 
SOP No. 6B 

To e::::tabliih procedme:::: for the oper<:~tion of Food Service:::: for Brown m1d Root 
Service:::: (BRS) operated dining facilitie::::. 

2.0 Scope 

BRS ::::hall provide mmmgement & over::::ight of the Food Servi.ce:::: Oper<:~ti011~ for BRS 
operated dining facilitie::::. BRS ::::luUl perform vvmt witJrin the gtrideline:::: of the U.S. 
Army Theater Food Service:::: PlmL When approved by the ACO, BRS will provide 
other cateiing ::::ervi.ce:::: (i.e. c<:~nyout ::::ervi.ce, box hmche::::, grill item::::, catering for 
::::peci<:~l fimction::::, etc.) in addition to or in place of regubr me<:~l ::::ervi.ce::::. 

3.0 Responsibilities 

3.1 BRS Theater Food Servi.ce Mmwger i:::: re::::pon~ible tor the mmwgement m1d 
coordination of the tt)Od ::::ervice operation in ::::uppmt of the U.S. Anny witJrin 
the LOGCAP 3 Suppmt Contract <:~rea of oper<:~tion. 

3.2 Food Servi.ce Mm1<:~ger::::/Coord.itwtor:::: <:~re re::::pon::::ible for the d<:~y to day 
mmiDgement m1d oper<:~tion of the DFAC:::: in their re::::pective Cmmtrie::::. 

3.3 O&M Mmwger:::: will provide facility maintenmlCe ::::uppmt to the DFAC 
Supervi::::or::::. 

4.0 Menu Planning 

4. 1 Meal ::::ervice dming :Uriti<:~l pha::::e:::: of the deployment m1d ::::tmt up will ill most 
ca::::e:::: be T-MRE-T mti011~~ progre::::::::i11g to fiul cl<:~:::::::: A me<:~l ::::ervice <:~s ratio11~, 
facilitie::::, m1d equipment become <:~v<:~ilable. 

4 " When the av<:~il<:~bility of cl<:~s:::: 1 product permit::::, preparation of menus will be 
::::imilar to those in the U.S. Army Ivbster Menu m1d!or other ::::peci<:~l menu:::: 
pre::::cribed by BRS. 

4.3 Prior to ::::erving the eveni11g meal, BRS ::::hall post d<:~ily menu:::: for the next day 
in a c011~picuou:::: loc<:~tion <:~t the entrm1ce:::: to the Dinil1g Facilitie::::. 

4.4 A d.3ily Cook':::: Wmt::::heet will be prep<:~red to provide the following min:Umun 
infonn<:~tion m1d il1::::trnctio11~: 

Data Subject to Title Page Restrictions 
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FOOD SERVICE OPER~TIONS 

a. Menu of items to be prepared on a specific day. 
b . Quantity of items to be prepared/cooked. 
c. Special cooking instmctions. 
d. Recipe card munber for preparation of each item. 
e. Prepmation/Cooking stmt times. 
f Disposition ofleflovers/discards. 
g. Food tempetatme. 
h . Name and signatme ofFood Service Supervisor. 

SOP No. 6B 

5.0 Receipt ~md Storage of Subsistence from U.S. Government Represenbltive 

5.1 General 

All subsistence will be stored_ safe~marded, and accmmted for. All items will 
be inventoried upon receipt of delivery, This will be a joint :invent01y 
conducted by BR<; and the U.S . Govenunent Representative. All items will be 
placed in proper storage or prepamtion areas upon receipt BR<; will be 
responsible at the time of receipt for the inspection of subsistence for quantity 
and quality. Any discrepancies will be recorded on a "Ration Delivel}' Check 
SheeC and forwarded to the BRS food service office weeldy. 

5.2 Inventory Control Records 

Each DFAC Supervisor or Designated Lead ;,vill maintain :inventmy control 
records of subsistence and equipment to include, but not limited to the 
following data: 

a. Name of requester (fa.cility), 
b. Item, 
c. Date received, 
d. Receipt verified, 
e. Date issued. 

53 A weeldy :inventmy will be conducted of all subsistence. The invent01y will 
be prepared in duplicate and a copy provided to the Food Services Office. 

6.0 Food Preparation ~md Service 

6.1 T-~ltions and lVIeals-Ready-To-E~lt 

Will be prepared!se1ved :in accordance with product im:tructions. 

Data Subject to Title Page Restrictions 3 
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FOOD SERVICE OPER~TIONS 

6.2 Menu Planning 

SOP No. 6B 

All food prepmation activity will be recorded on a Cook's worksheet (e.g., 
BR<:; Production Schedule). To enhance the menu, leflover food.;,: that have 
been properly protected and stored may be re-offered once for servi.ce if 
propel1y reheated or chilled, as applicable. 

6.3 Proper Cooking Temperature 

Dming each cooking period, thermostat temperat:mes on equipment will be set 
as prescribed in the recipe for the item being cooked. Pocket thermometers 
shall be u . .;,:ed in all cooking, roasting and baking processes to periodic:.1lly 
check product temperature during cooking. 

6.4 Breakf<lSt and Short Order Items 

Items outlined in the menu cycle will be prepared and offered to the client as 
available. 

6.5 Serving Line 

Se1ving lines will be set up no earlier than 30 minutes prior to scheduled 
servi.ng. The dining facility ;:,:upervisor and or representative will supeiVise the 
servi.ng of the meaL Food on the servi.ng line will be replenished promptly to 
en:s1u·e availability to all patrons tluoughout the serving period. Empty servi.ng 
line containers will be removed to the kitchen for retilling and or replaced 
with filll containers. Replenished food containers will be gamished before 
being placed on the line. 

6.6 Personnel Serving Food 

PelSOimel serving food will be comteous and present ahelpfill attitude toward 
each pa11'o1L They will be attired in the proper mrifonn and use proper 
s:.11Iit.ary procedmes wlrile se1ving patl'ons. 

6.7 Serving Tempen1tures 

Food items will be kept at specified serving temperat:m·es. 

6.8 Portions 

P01tion size will be served as indicated on receipt card or by the Militmy Food 
Se1vice Advisor. 

Data Subject to Title Page Restrictions 4 
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7.0 Sanitation 

Fo1 Official U:se OR/;' (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

FOOD SERVICE OPER~TIONS 

7. 1 Inspections 

SOP No. 6B 

The BRS QA/QC Depmtment will conduct :inspection<::. Govenunent 
Preventive Medicine (PM) may assess perfonn:mce based upon qmlit.ative 
criteria (i.e. microbiological tests) and will provi.de their findings to the Food 
Se1vices Manager and DFAC Supervisor or Designated Leads to assist in the 
evaluation and acceptance ofBRS performance. 

7.2 Posting s~mibltion Procedures 

Signs approved by BRS will be posted as required to inform employees and 
others of sanitation procedures. Signs will be tnmslated :into the local 
language where necessary/required. 

7.3 Outbre~lk of Disease 

Dming actual or suspected food-borne or comnnmicable disease outbreaks, 
BR<> will make ta.cilities, equipment, suspected food and employees available 
for testing and questioning by medical and other investigative peisotmeL 

8.0 Food Handling, Storage and Re-Use 

8.1 General 

All t()ods, including ice, will be protected against contamination from dust, 
itt<::ects, rodents, mtclean ute11<::ils/wmk smtaces, unnecessary handling, coughs 
and sneezes, t1ooding, drainage, overhead leakage and other somces of 
adultem.tion. This applies >vhile food is being stored, prepared, displayed, 
tnm<::pmted or served. Potentially hazardous food (PHF) will be protected 
against conditions conducive to the growth of microorganisms. 

8.2 Removing Food From Origimll Containers 

Food (raw or prepared) when removed from its original container or package 
and not immediately being prepared or se1ved, will be placed and stored :in a 
clean, covered and labeled (item name, time, date) containeL Container and 
cover must be impe1viou.<:: to moistme and odors. 

Data Subject to Title Page Restrictions 5 
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FOOD SERVICE OPER~TIONS 

8.3 Proper Storage of Food 

SOP No. 6B 

Cont.:~iner~ of food will be ~tored a mininnun of ~ix inche~ .:~bove the tloor on 
clean dmm.:~ge or ~helve~. Food and cont.:~iner~ of food will not be ~tored 
1mder reti:igerator cooling elements~ or exposed or m1protected ~ewer 
lines/water line~, except for .:~ntomatic tire protection ~p1inlder-head~. Non­
food~ ~uch a~ cleaning ~upplie~, i11.;,:ecticide~ and like item~ will not be ~tored 
in food preparation or food ~tomge area~. 

8.4 Protection of Prep~ued Food 

Food not ~1ibj ect to fiuiher wa~hing or cooking before ~erving will be prepared 
.:~nd ~tored in a w.:~y that protect~ it .:~g.:~in~t eros~ contamination. 

8.5 Frozen Foods 

Frozen food.;,: will be held at a temperature of 0°F (-18°C) or below dming 
~torage. Food nwy be ~tored at a maximmn temperattu·e of l0°F (-l2°C) for 
no longer th.:~n 7 day~ prior to prep.:~ration. 

8.6 Refrigerated/Hot Storage of Potentially Hazardous Foods 

The internal product temper.:~tme of potentially haz.:~rdou~ food~ will be 
maintained at 40 oF (5 o C) or below, or 140 oF (60 o C) or above (except dming 
preparation). PHF~, which have reached 1m~afe temperatme~, will be 
di~carded a~ waste. 

8.7 Procedures for Potentially ffiu~udous or Contaminated Food 

In the event of f1Te, tlood, power outage, equipment f.:~ilme or ~imilm· event 
that might re~ult in the contmnination of tood, DFAC Supervi~or~ will 
immediately contact the BRS Food Service~ M.:~nager tor it1':!truction~. 

8.8 Tempering of PHF 

Th.:~wing/tempering of PHF ~ will be done in retiiger.:~tion that i~ operated .:~t .:~n 
air temperatme of 41 °F (5°C) or below~ or a~ pa1t of the conventional 
cooking proce~~~ or lmder potable numing water .:~t a water temperatme of 
70°F or below. Water velocity will be ~ufficient to agitate .:~nd tloat otiloose 
tood. pmticle~ in to the overtlow. When poultry i~ tempered in thi~ mmmer, all 
~mtace~ of ~ink, equipment, .:~nd uten~il~ will be ~anitized immedi.:~tely 
atletw.:~rd to minimize cros~-contamination. Place tl'ozen tood~ in a ~anitized 
pot or other container .:~nd let the water overtlow into the ~ink. 

Data Subject to Title Page Restrictions 6 
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FOOD SERVICE OPER~TIONS 

9.0 Food Preparation & Re-heating Leftovers 

9.1 Food Preparation Surfaces 

SOP No. 6B 

Food will be prepared on ::::mface:::: that have been cleaned, rin::::ed, and 
::::anitized. Fixed ::::mface:::: will be ::::anitized u::::ing a clean cloth that ha:::: been 
rinsed in a ::::a1ritizing solution. 

9.2 \Vashing Fruits and Vegetables 

Raw tl·e::::h tl1.rits and vegetable:::: will be thoroughly wa::::hed with potable water 
before being cooked or ::::e1ved. 

93 Useoflce 

Ice u::::ed for cooling ::::tored food and tood container:::: will not be u::::ed for 
lnunan con::::mnption. Ice intended for lnunan comaunption 1.vill be potable and 
will be covered or otherwi::::e effectively protected from contamination. 
Petsonnel di::::pen::::ing ice tiom maclrine:::: must \.Year a ::::a1ritmy glove. 

9.4 Cooking Poultry and Stuffing 

Poultry, poultly ::::tufting, ::::tntied meat::::, and ::::tntimg contaitring meat will be 
co6ked tlu·oughout to a mininnun internal tempemtme of at lea::::t 165 °F 
(74°C) for 15 ::::econd:::: with no interruption of the cooking proce::::::::. Pou.ltly 
\Nillnot be ::::tutied. 

9.5 Cooking Pork and any Food Containing Pork 

All pork and !t)od contailring pork will be cooked throughout to a milrinnun 
internal temperatme of at lea::::t 150 °F (66°C) for one milmte. 

9.6 Re-heating Precooked Potentially H•uardous Refrigerated or Frozen 
Food 

All precooked, potentially hazardou::::, reti'igerated, or frozen food will be 
heated rapidly to a temperatme above 165 oF (7 4 o C) tor 15 ::::econd<::. 

9.7 Use of Eggs and Egg Products 

a. Shell Egg:::: will be refiigerated as ::::oon a:::: they are delivered and remain 
refrigerated mltil u::::ed. 

b. All ::::hell egg:::: will be thoroughly cooked to a milrinnun of 145 oF (63 o C) 
for 15 ::::econd:::: before ::::etving. 

Data Subject to Title Page Restrictions 
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FOOD SERVICE OPER~TIONS 
SOP No. 6B 

c. The serving of foods cont.:1ining Iaw eggs (homemade ice cream, Caesar 
salad, Hollandaise sauce) is prohibited. 

d. Sc1nmbled eggs will be cooked in small batches no larger than 3 qumts 
m1til there is no visible liquid egg. 

e. Pastemized liquid, fi:ozen, or dry eggs and 1n:vv egg product can be 
substituted vvith shell eggs in the prepamtion when substituting, only one 
egg at a time c.:1n be added to the product being prepared. Bulk scrambled 
eggs and eggs for French to.:1st, and other dishes where fresh shell eggs are 
broken .:1nd combined, but not cooked will not be held longer than 2 homs 
prior to serving. 

10.0 Food Senice and Stonlge 

10.1 Temperature of Chilled Food for Serving 

Cold food will be chilled to a temperatme of 40 oF (4 o C) prior to being placed 
on the serving line. 

10.2 Serving Milk 

Chilled milk m1d milk products for drinking pmposes will be provided to the 
patTon in mwpened containers or approved dispenser. Ultla High T emperatme 
(UHT) milk will be maintained at a temperatme of between 32°F (0°C) and 
45 °F (7 o C), when possible. 

10.3 Serving Utensils 

Suitable dispensing utem:ils will be used by employees or provided to patron<:: 
who se1ve themselves. Ice tor self serve patrons will be served with tongs or 
slotted spoons. The dispen<::ing utensils will be kept either on a clean diy 
smtace or in an approved smritizing solution between uses. Ice dispensing 
uten<::ils will not be left. inside ice maclrines. 

10.4 Food \Vith an Expired D<lte 

Packaged food that has p.:1ssed the expiration date on the package will be 
itt<::pected by Preventive Medicine tor guidance as to fiuther disposition. 

Data Subject to Title Page Restrictions 8 
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FOOD SERVICE OPER~TIONS 

10.5 Leftovers 

SOP No. 6B 

Leftover potentially hazardou..;,: foods \Vill be kept to a nmum1.un flu·ough 
pn:per food man<.1gement Items held at 1.msafe tempemtmes will not be 
retained tor use. Selt:seni.ce items will be discm·ded as waste unless 
individually wrapped or :in unopened or covered containers. PrepaTed 
refiigemted items, which have not been placed on the serving line, may be 
retained tor no more than 24 hmus. PrepaTed hot items that have not been 
placed on the seiVing line may be retained for 24 homs if chilled rapidly 
within 2 homs to a product temperatme of 40°F (5°C) or below. An 
alternative to refi'igeiation will be to maintain the items at 140 oF (60 o C) or 
above for maximum of tlve homs aft.er which they will be discarded <.1s \Vaste. 
Reheated leflovers must be rehe<.1ted to a temperatme of at least 165 ° F (7 4 o C) 
tor 15 seconds with no interruption in the heating process. Leftovers may not 
be fi:ozen. Leflovers offered tor service will not be retained tor later use~ they 
must be d:iscm·ded as waste. 

10.6 Storage and Serving of Cooked Roasts and Turkeys 

Ro<.1sts and tmkeys, which have been prepared :in excess of meal requirement, 
and not placed on the serving line, will be refi:igerated immediately. Such 
roasts and tmkeys are co11<::idered leflovers and must be used within 24 homs. 

11.0 Kitchen Equipment and Utensils Cle~-.ning and Sanitation 

11.1 General Requirements 

11 .L 1 Tableware will be washed, rinsed and smritized aft.er each use. 

1 L L2 Where eq1.ripment and utensils <.1re used tor the preparation of 
Potentially Hazardous Food<:: (PHF) on a continuous or production line 
basis, ute11<::ils and K)od preparation smfaces shall be washed, rinsed, 
and smritized at the stmt of the operation, eve1y 3 homs dming use, 
and at the end of the operation. 

1 L L3 Eq1.ripment and food preparation smfaces will be washed, rinsed and 
S<11ritized afler each tood prep<.'ll'ation task has been completed. 

1 L L4 The food contact smt~.ces of giills, griddles, and similar cooking 
devices, <.1nd the cavities and door seals of nricrowave ovens will be 
cleaned as req1.rired. Tlris req1.rirement does not apply to eq1.ripment 
protected from contamination mtd not used or othenvise soiled. The 
tood contact smt~.ces of all cooking eq1.ripme.nt sh<.1ll be kept free of 
encm<::ted grease, tood debris, and other to reign matter. 
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FOOD SERVICE OPER~TIONS 
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1 L L5 Deep t"i:lt fryers ;,vill be dl'ained and cleaned at the end of each day the 
tlyer is used. Reu.~able grease or oil will be strained, placed :in an 
ai1tight container, and refiigerated. Unusable grease or oil will be 
stored in containers and retained for pickup and disposal by au 
authorized agent Exh:mst hood filters will be cleaned as required. 

1 L L6 Nont<.)od contact smtaces of equipment will be cleaned as oft.en as 
necessmy to keep fhe equipment fi·ee of accmnulation of dust, dilt, 
food pmiicles and other debris. 

1 L L 7 Wiping Cloths: Single use paper towels or disposable cloths are 
preterred to reusable wiping cloths. If reusable wiping clofhs aTe used, 
the tollowing measmes aTe required: 

a. Moist clean cloths will be used t<.)r w1pmg food spills on 
kitchenware and t<.)od contact smta.ces. These cloths will be 1insed 
tl'equently in a sanitizing solution m:Lxed according to the 
manutacttuer·s reconnnend.:'ltions using test sh'ips to a::::::::me a ::::afe 
and effective ::::olution of 50 PPM. The clotlt~ will be stored in a 
::::mri tiz:ing ::::ol uti on between use. 

12.0 Manual and Mechanical Cleaning, S~1nitizing, and Storage 

12.1 M~1nual Cle~ming and Sanitizing 

For manual wa::::hing, rin::::ing., and ::::mritiz:ing of ute11~il:::: and eq1ripment, a ::::ink 
wifh not fewer fhau tl1Tee compmiments will be provided and used. Sinlc 
compm1ment:::: will be large enough to permit the accommodation of all 
eq1ripment and utensil::::. In new constluction or renovation, each compmtment 
of the ::::ink will be individually ::::upplied with adequate hot and cold potable 
numing water. 

12.L1 F:Lxed eqlripment and eq1ripment too laTge to be cleaned :in ::::ink 
compm1ment::::, will be washed wifh hot detergent ::::olution, ri11~ed and 
::::mritized. 

12.1.2 Dnrin boards or ea::::ily movable di::::h tables of adequate ::::ize will be: 

a. Provided tor proper handling of wiled uten::::ils prior to wa::::lring 
and for ::::tming uten::::il:::: follovving ::::anitizing. 
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b. Located so they do not interfere with the proper u.~e of the 
dishwashing facilities. Except for fixed equipment and ute11~ils too 
large to be cleaned in sink comp:.utments, manual w<~slring, 1insing, 
and smritizing will be conducted in the following sequence: 

1. Sinl(s will be cleaned prior to use. 
2. Equipment and utensils will be pre-flushed or pre-scrubbed 

and, whennecessmy, presoaked to remove large tood pmtides. 
The pre-t1ush water temperatme should not exceed 80 oF 
(27°C} 

3. Equipment <~nd utensils will be thoroughly washed :in the first 
compmtment with a detergent solution that is kept clean and 
has a water temperatme between110-120°F (43-49° C). 

4. Equipment mJd utensils will be rinsed free of detergent and 
abrasives with hot 120-140°F (49-60°C) clean water in the 
second com pmtment 

5. The tood contact smta.ces of <~ll eqlripment and utensils will be 
smritized by immersion ft)r at least 15 seconds in a cleaning 
solution containing approximately 100 PPM of available 
chlmine based sanitizer, in water temperatmes of at least 75 °F 
(24 °C), but not greater than 120 °F (49°C). When chlorine 
bleach is u~ed to smritize equipment and utensils the 
concentration of available chlorine will be checked tl·equently 
with a test kit or chlorine test paper to ensme proper PPM is 
met 

1 ') ') lVIechanic~ll Cleaning ~md Sanitizing 

12.2.1 Dishwashing maclrines will be opemted per manuta.ctmer's 
i11~tn1etions including; incoming water tempeiatme, vohune, pressme 
and booster heaters ifrequired. Utensils and equipment placed in fhe 
machine will be exposed to <Ill dishwashing cycles. Automatic 
detergent dispe11~ers, wetting agent dispe11~ers and liquid S<llritize 
il~jectors will be properly installed and maintained. 

12.2. 1. 1 Maclrine or water line-mounted munerically scaled indicating 
thermometers will be provided to indicate the temperatme of 
the w<~ter in each tank of fhe machine and temperatme of the 
tlnal ri11~e \Vater a:::: it enters the mmritold. 

12.2.L2 Dishwaslring enhance:::: and wa::::h mJd ri11~e water tank:::: will 
be protected by baffle::::, cmtain::::, or other effective mem1~ to 
minimize the enhy of wa::::h water into the ri11~e water <~nd 
minimize the escape of heat and moistme. Do not opemte 
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disln·vashing machines without the baffles and cmtaim: :in 
place. 

12.2.1.3 Separate drain bom·ds will be provided for the proper 
handling of soiled utensils prior to washing and for drying of 
cleaned utensils atler sanitizing. 

12.2.1.4 Equipment and utensils will be tlnshed or scraped and, when 
necessmy, soaked to remove large food pmticles prior to 
being washed in a d:islrwashing machine miless a pre-wash 
cycle is pmt of the dishwashing machine operation. 
Equipment and utensils >vill be placed in racks, trays, or 
baskets, or on conveyors in a way th.1t food-contact smfaces 
are exposed to the 1mobstructed application of detergent wash 
and clean rinse wateis. 

12.2.2 Cleaned and sanitized equipment and utensils will be handled in such a 
manner that protects them from contamination. Spo011s, knives, and 
fod;:s will be touched mily by their handles. Cups, glasses, bowls, 
plates and similar items will be handled without skin contact with 
inside smfaces tJmt contact the user's mouth. 

12.3 Storage 

12.3 .1 Cleaned and sanitized utensils and equipment will be stored at least 6" 
(15 em) above the floor :in a clean, my location in a way that protects 
them fi:om splashes, dust, and other possible somces of contamination. 
The food contact smta.ces of fixed equipment will also be protected 
from contamination. Equipment and ute11sils will not be placed mtder 
exposed sewer lines or water lines, except for automatic fire protection 
sprinlder heads. 

12.3.2 Utensils will be air m'ied betore being stored or will be stored in a 
selt:m·aining positimt 

12.3 .3 Stored utensils, plates, sanceis, bowls and cups, will be covered or 
inve1ted to protect them from recontamination. Facilities for the 
storage of knives, torks, and spoons will be designed and used to 
present the handle to the employee or consmner. 
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13.0 Singl~Service Articles 

13. 1 Genenll 

SOP No. 6B 

a. Single-~ervice mticle~ will be ~tored at lea~t 6" (15cm) above the tloor :in 
closed cmton~ or container~ that protect them from contamination. 

b. Single-~ervi.ce mticle~ will be handled and di~pen~ed in a mmmer that 
prevent~ contamination from ~mfa.ce~ that may come :in contact with food. 

c. Single-~e1vice lmive~, fotl~, and ~poon~ packaged in bulk will be in~elted 
into holder~ or be wrapped by employee~ who h.·we wa~hed their hand~ 
immediately prior to ~01ting or wrapping the uten~il~. Unl.e~~ ~:ingle­

~e1vice knive~, fork~, and ~poon~ are prepared or prepackaged, holder~ will 
be provided to protect the~e item~ fi:om contamination and be pre~ented to 
the cu~tomer handle tir~t 

d. Single-~e1vice mticle~ will not be reu~ed. 

13.2 Prohibited Storage Area 

The ~tor<1ge of food ~e1vice equipment, uten~il~, or ~ingle-~e1vice mticle~ in 
toilet room~, ve~tibule~, or utility room~ i~ prohibited. 

14.0 Food Serving Line Cleaning and Sanitizing 

14.1 Cleaning Serving Line Equipment 

Serving/~team line equipment, uten~il~, and all other equipment in the ~e1ving 
or dining area in or on which food i~ prepal'ed, held or di~pen~ed, ~hall be 
cleaned afler each meal with a ~anitizing detergent ~olution. 

15.0 Dining Area Equipment Cleaning and Sanibltion 

Dining table~ top~ and ~ide~ will be cleaned and ~<1nitized a~ required. When table 
cloth~ aTe u~ed, table top~ m1d ~ide~ will be cleaned daily or a~ ~pillage occm~. The 
ba~e and leg~ will be cleaned weeldy. Dining chair~ will be wiped to remove all 
toreign object~, ~mudge~, tood pmticle~ and liquid~ from the ~eat and back after each 
meaL The entire chair will be cleaned a~ required. 
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16.0 Garbage <lnd Trash 

SOP No. 6B 

Containers will be kept covered except for those being actively used in food 
preparation areas. When fi.ul the containers will be removed to the proper storage 
area for pickup. DFAC >vill keep the area armmd dedicated DFAC trash Dmnpster 
clean at all times. Immediately afler gaibage and tmsh is emptied, the soiled 
containers and covers will be thorougluy cleaned. The container washing area will 
also be cleaned following each use. If plastic can liners are used, containers and 
covers must be cleaned whenever soiled. Outside storage of 1mprotected plastic or 
paper bags containing garbage or refi.1se is prohibited. 

17.0 Linen and Uniform Storage 

Linens and other miicles shall be stored in a clean place. If not protected from 
contamination by the physical confines of the storage facility, plastic or other 
appropriate coverings will be used. Soiled mticles will be stored in non­
absorbent containers or washable lmmdry bags. 

18.0 Lavatories 

18.1 General 

Food Handling Personnel will not clean lavatories. If the lavatmy is pmt of 
the food service facility, the cleaning of minals, commodes, wash basins, slop 
sinks, and pmtiti011s will be accomplished using cloths, sponges, and 
disinfectant solutions used t()r no other pmpose. Cleaning will remove all 
deposits and foreign matter 1mder tixtme edges, lips, and on all exposed 
smfa.ces. Mops, brooms, and bmshes used in cleaning oflavatories will not be 
used for cleaning in any other areas. 

18.2 Lavatory Supplies 

If the lavatmy is pmt of the tood service facility, all paper towels, toilet paper, 
and hand soap dispensers will be adequately supplied at all times. All 
dispensers will be damp wiped and cleaned prior to refilling. 

18.3 Insect •md Rodent Control 

BRS will conduct opem.ti011s :in a sanitmy manner to prevent attractions of 
insects, vermin and rodents. 
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All ch·::~im: will be kept closed mtd properly covered at ::~ll times, 

19.0 c~we and Custody of Government Property/Facilities 

19.1 Security of Government Property/Facilities 

SOP No. 6B 

Each DFAC Supervisor or Designated Lead will implement Key Control mtd 
Secmity procedmes to secme ~ll Government-owned BRS-operated facilities, 
and t.::~ke all appropriate mea~1u·es to prevent the loss of government propelty, 
to :include food~ tuff.~, 

20.0 Administrative Requirements 

20. 1 Reports 

All repmis mtd documents will be prep::~red as required. 

20.2 Fiscal Accountability 

20.2. 1 Mainhlining Subsistence Accountability Records 

The Food Service Mmwger will check mty required forms for 
completeness. 

20.2.2 Safeguarding Controlled Forms 

Controlled forms will be safegmrded for historical mtd mtdit pmposes. 

20.3 Correspondence 

Food Services Mmwger will originate necessary correspondence and 
promptly reply to ::~ll correspondence mtd compl::~ints rel::~ting to the food 
service fimction~. 

21.0 Accident Reporting 

Record of it\imy form will be prep::~red immediately upon occmrence of a job­
connected iqjmy. A.:n accident Repmt vvill be completed mtd submitted to fhe safety 
oftJ.ce. 

22.0 Hygiene and Cleanliness 
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Employees vvill maint<:~in a high degree of personal cleanliness and will 
confonn to good hygienic practices dming all working periods in the 
foodservice facility. 

22.2 \Vashing Hands 

All food service personnel will wash their lwnds <:~nd exposed pmts of their 
arms upon repmting tor wmk and immediately afler each visit to a lavatmy. 
Addition<:~lly, hand.;; will be washed <:~fler smoking, t<:~king a bre<:~k, before 
handling clean uten . .;;ils/equ:ipment, bet<.)re stmting t<.)od prepanltion, between 
handling raw and cooked or other ready to eat tood.;; <:~nd after h<:~ndling raw 
me<:~t, poultly or garbage. Supervisors will post sigm providing instructions 
tor handwashing in conspicuous places. These signs will be in English and 
locallm~guage to ensme all tood service personnel underst<:~nd them. 

22.3 \Vearing .Jewelry 

With the exception of plain wedding bands and one post eaning :in each ear, 
all Food Service personnel handling food will not vvear jewehy such as 
bracelets or similar items while preparing or handling tood. 

22.4 Fingernails 

All tood se1vice personnel will have fingernails that are cle<:~n and cut sholi. 
Fii~gemails will be no longer th<:~n the t1eshy tip of the finger. Weming 
tingernail polish., mtificialnails, or other fit~gernail decorations is prohibited. 

22.5 Facial Hair 

All tt)Od service personnel will be clean- except those neatly trimmed 
mustaches are pennissible. 

22.6 Hair Restraints 

All t<.)od setvice personnel will \Vear effective hair restraints, c<:~ps, hats or 
haimets. Peisotmel with hair that cannot be adequately restrained will not be 
permitted to work. 

22.7 Training 
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All food service personnel will be ilt<::tmcted in the p1incipals and practices of 
foodbome illness prevention and first aid for choking. Educational programs, 
sigm, and other i11<::tmctional or directive material will be developed in the 
native language of the foodservice personneL 

23J DFAC Supe1visor or Designated Lead will i11<::pect food service personnel at 
the stmt of each day for any, infected wmmds, open sores or acute respiratol}' 
infection. Pers01mel with evidence of any health problem will not be 
permitted to work in any capacity where fhere is likelihood of food-contact 
smta.ce contamination with pathogenic orgmusm or tl'ansmitting disease 
agents to others. 

23.2 A copy of cmrent physical examination of Food Se1vices personnel will be 
tiled with BRS. Physical examination documentation and the physician 
perfonning the ex..1mination are sul~ject to BRS approvaL BRS shall finnish 
any docmnentation requested to establish the examining physician's 
qualifications and/or credentials. Physical examination docmnentation is 
c011<::idered confidential and access is limited to BRS and client peiso1mel with 
a need to know. 

24.0 Uniforms 

Employees will weal' fhe BRS-fimrished mrifonn only when on duty. lhrifonn will be 
fi:eshly lmmdered, well-tl.tting and changed daily by each employee. They will have 
long trousers and slri1ts with long/sholi sleeves. Shoes will be shudy constl'uction and 
will cover the foot to meet smritation and safety req1rirements. 
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To provi.de headcmmt suppmt for all Brown and Root Services (BRS) operated 
Dining Facilities within the Area of Operations (AO). 

2.0 Scope 

This procedme covers the Headcmmt operations within the LOGCAP 3 Suppmt 
Conhact 

3.0 Procedures 

3. 1 The BR<.> headcmmter is responsible for accmately accmmting for each 
indivi.dunl admitted to the dining fa.cility. 

3.2 BR<.> will ensme that the headcmmt station is in direct view of customeis 
entering the dining facility. 

3.3 The headcmmter shall greet customers ::md identifY tmder what categmy they 
are subsisting (e.g. US !vlilitmy, Contractor, Multinational Contributing 
Nations, etc} Aft.er identifYing the customer's categmy, the headcounter will 
then enter on the form the last ft)lli' munbers of the SFORJKFOR badge in the 
:.1ppropri:.1te column. Bt-anches of the US Militmy may sign the appropriate 
form themselves by entering either their last fom SSN or the last tom 
SFORJKFOR badge munbeis on tonn 3032. 

3.4 The headcounter will ensme all personnel signing to consmne a meal, are 
authorized to stibsist in the DFAC. The US Army is responsible tor providing 
a Food Mahi.x of categories of personnel authorized to subsist in the DFAC 
(reterence - AR 30-1). The headcmmter will ensme that all diners sign the 
correct headcount sheet 

3.5 All one-line enhies will be recorded on the DA Form 3032 by the headcmmter 
and include: 

• How m:.1ny persmmel subsisted. 
• The milt or contmctor name to whom the meals were provided. 
• Signatme of the person that picked up the meals. 

3.6 When the totalmunber of signatmes in one categmy tor :.1ll three meals in one 
dny does not exceed 82, only one DA Fonn 3032 will be req1.lired tor that day. 
In such c:.1ses, the headcounter will close out that portion of the sheet used tor 
breakfast and hmch by entering Iris or her signatme and dnte on the next 
tum~ed line. Aft.er the ditmer meal is served, all tumsed lines will be lined out 
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3. 7 Upon completion of each me11l, the headcmmter will void :.1ll mmsed lines on 
the DA Form 3032 by dnn .. ving a line tl·om the upper lefl corner to the lower 
right corner. 

3.8 The headcmmter will explain any errors made on the DA Form 3032 in the 
remmk-: section provided on the reverse side of the DA Form 3032. Once the 
DA Form 3032 is completely filled out, the headcmmter will sign the form. 

3.9 At the end of each me:.1l, the headcmmter will total up fhe munber of meals in 
each categmy and mmotate it on the BR<.> Form \Veeklv Headcount Report 
in fhe appropriate block. 

3.10 The DFAC Supervisor will review all the DA Fonn 3032's m1d sign on the 
line maiked Food Service Serge:.1nt The headcmmter will then hun in the 
entire d<~y 's headcmmt to a designated location so that it may be recorded on a 
con-:olid<~ted BR<.> weeldy he11.dcmmt repmt torm. 

3.11 The BR<.> DFAC Supervisor will ensme the headcmmt stations are mmmed at 
all times. 

3.12 All 3032's and BR<.> Forms will be tmned into a designated collection point, 
by each area of operation, a:::: required. 

4.0 Reporting Requirements 

4. 1 BR<.> shall collect and slibmit BRS weekly headcmmt repmi:::: to the appropriate 
US Forces Food Service Offi.cer;NCO (reference local US Forces policies in 
effect) a:::: required. 

4 ':> In addition to weeldy repmti11g, each BR<.> Cmmhy Food Service Manager/ 
Coordinator ;,vill prep:.1re mld submit a monthly roll-up repmt of the d<~ta 

present on the BRS Form and weeldy headcmmt repmi::::. 

4.3 The Theater Food Service Manager will transmit the roll-up repmt to the 
USAREUR Food Service Advisor (reference policies established by 
USAREUR ODCSLOG). 
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To est::~blish procedmes for the operation of the Brown & Root Services (BRS) Ice 
Plant oper::~tion in suppmt of the LOGCAP 3 Suppmt Contl'act 

2.0 Scope 

BR<> will produce bagged ice for the customer's consumption, ensme adequ::~te ice is 
::~v::~ilable to suppmt the cu .. ~tomer and Dinning Facilities (DFAC'S) ::~t ::~11 times, ::~nd 
ensme sanit::~tion st::~ndards ::~re maintained. 

3.0 Procedures 

3' 1 s~mibltion 

3.Ll I11~pections will be conducted by BRS QA/QC Depmtment m1d by the 
Government Preventive Medicine. 

3. 1.2 Signs approved by BRS will be posted ::~s required to inform 
employees and others of sanit::~tion procemu·es. Signs sh::~ll be 
tmnslated into the local language. 

3J 3 Facility must be cle::~ned daily. 

3.2 Outbreak of Disease 

Dming actual or suspected food borne or com1muricable disease out bre::~ks, 
BRS will m::~ke the fa.cility, equipment, product and employee's ::~vailable for 
questioning ::~nd testing by medical ::~nd other investigative persmmeL 

3.3 Handling and Storage 

3.3J Ice will be protected ::~gainst cont::~mination fi:om dust, insects ::~nd 

rodents, 1.mclean utensils, work smfaces, 1.umecessmy hm1dling, 
tlooding, drain::~ge, overhead leaks m1d other somces. 

3.3.2 Smritmy gloves must be worn when hm1dling ice. 

3.3.3 Proper dispensing ute11~ils will be used by employees ::~nd stored in ::~n 
approved smritizing solution. 

3.4 Genen-.1 Requirements 
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3AJ Food from other somces than the DFAC will not be stored or 
consumed in the facility. 

3.4.2 Non food contact smtaces of equipment shall be cleaned as otlen as 
necessmy to keep equipment fi:ee of accumulation of dust, dilt, and 
other debris. 

3 .4.3 Wiping cloths, single paper towels or disposable cloths are preferred to 
re-usable wiping cloth-:. 

3AA Gml)age and trash, containers shall be kept covered. 

3.5 Employee Hygiene and Clemliness 

Refer to Food Service Standm·d Operating Procedme (SOP). 

3.6 Documentation and Storage of Supplies 

3.6J All receivables will be placed in an :invent01y log and stock card as 
they are received 

3.6.2 All products are stored and maintained to protect the integrity of fhe 
product 

4.0 Security 

4.1 All containers will be kept locked and building seemed when not in use. 

4 ':> Contact BRS Secmity if there is m1y sign of tampeting or entering the facility 
or storage containers by mwufhorized personneL 

4.3 Contact BRS Secmity if there is a discrepancy noted in invent01y balances. 

5.0 Safety 

5. 1 The Ice Plant is a hazardous work place. Electrical shock, moving machinety 
and loud noise is of prime concern. All employees must be fully aware of 
these hazards, what precaution-: are required and what immediate action 

should 
be taken in the event of a ta.1.ut 
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5.2 A ::::atety i11~pection will be conducted of the ta.cility each day by the ::::ite 
::::uperv1::::or. 

5.3 Accidents will be repolied upon occmrence of a job connected i1~jmy. An 
accident Repmt ::::hall be completed and ::::libmitted to the Sate1y office and 
Food Service office. 

6.0 Equipment Operation and Maintemmce 

Rethgemtion and production plant equipment will be operated and maintained per 
manuta.ctmer:::: operating and maintenance manual::::. 
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This Standard Operating Procedm·e (SOP) is designed to establish procedmes for fhe 
Subsistence Total Ordering and Receipting Electronic System (STORES), 

2.0 Scope 

This SOP covers Brown and Root Services (BRS) STORES Operations witlrin the 
LOGCAP 3 S uppmt ContJact 

3.0 Responsibilities 

3,1 The STORES Opemtor Specialist has overall respom:ihility for e11sming all 
required inputs/actions are properly completed/entered into STORES so the 
Government can provide 1urinterrupted Class I suppmt to all Dining Facility 
Operations, 

3.2 The STORES Operator Specialist is respm1sible for the day to day operations 
of the STORES Section. 

4.0 Procedures 

4.1 STORES Computer Open-.tor Specialist Functions 

4.U STORES Operator Specialist 

Specific duties include: 

a. Downloads weeldy catalog fi:om Defe11se Supply Center 
Philadelphia (DSCP). 

b. Inputs ordeis and receipts for all subsistence supplies into STORES 
based on input tl'c)Jn Dining Facility Operatio11s. 

c. Occasional tJavel required to other al'eas including CONUS and 
OCONUS. 

d. Consolidates req1risitions for subsistence fi:om all Dilling Facility 
Operations, 

e. Coordinates for Direct Vendor Delive1y (DVD) of subsistence 
orders for Base C'.mnps. 
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f Ivbintains :m inventory of Govemment Fmnished Mate1ial (GFM) 
at the Prime Vendor warehouse and makes recommendatio11~ to 
ensme stock levels are adequate at all times. 

g. Reviews and mal:es recommendations to the US Govenunent 
Representative on shmt and long range :inventmy management 
requirements. 

h. Updates recapitulation of menu components, :including issue 
factors, into the STORES system. Discrepancies noted will be 
repmted to the US Govenunent Representative for correction upon 
approval. 

L Places orders using an Issue Frequency Schedule established by the 
US Govenunent Representative. 

J Investigates all repmis regarding discrepancies :in service or 
condition of shipments. Recommend~ corrective action to the 
appropriate agencies/personneL Provi.des Dining Facilities Base 
Camps 1--vith verbal or written responses. 

k Ensmes accmate head-cmmts are entered into STORES system for 
Dining Facility mJd information is passed on to the Prime Vendor 
Contlactor. 

L Ensmes daily and monthly backups and pmges are completed. 

nL Inputs changes to Menu provided by the US Govenunent 
Representative and BRS. 

1L Maintains ftles and prepal'es briefings, repmts and updates as 
required. 
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1.0 Purpose 

To establish procedmes and guidelines for aircraft. rethel:ing, quality control, 
inventmy contl'ol, safety, h.azal'dous waste and spill prevention/clean up, and fire 
hail ring. 

2.0 Scope 

T1ris Standard Opem.ting Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Procedures 

3. 1 T ~-.nk Truck PlVICS 

3 J J Before operations, checks vvill be conducted daily on all refueling 
vehicles. 

3. 1 .2 Defheling opeiati on~ will be conducted as needed. 

3.L3 Prior to dispensingfuel the following must be performed: 

• Drain any water fi:om filter separator. 
• Re-circulate 50% of the fuel in the tanker. 
• Pertonn an aqua-glow test and record results. 
• A visual test is reqlrired to check for contamination (sediment, 

commingling and water). To pertonn the visual test, use a clean 
clear bottle with a cap. Fill bottle 75% full, then twill the fi.lel 
i11~ide and check tor sediment and filter flu·eads. Also look for tl'ee 
water at the bottom of the bottle. The appearance should be deal' 
and b1ighL Maintain sample tor 24 homs. 

3.2 Aircn-.ft Refueling Open-.tions 

3.2.1 All aircraft refhelers/operatms will be qualified pers01meL 

3.2.2 All velricles issuing thel on airfield will have 4 way t1ashers on or an 
airfield tlag on velricle. Rethel velricle will not paik closer than 10 
feet fi·om aircraft, e11~ming at least 20 feet fi:om aircraft. fill poli to 
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vehicle exhau~t Velricle~ will not be driven clo~er than 25 feet tl'om 
aircraft. without grmmd fnride and not closer than 10 feet 

3 .2.3 Parking of fuel tanker prior to refhel:ing. The following mu~t be done: 

• Set tanker emergency brake~. 

• Chock velricle wheel~ (2 mi1rimum). 
• Place tire exting1.ri~her 5 ft .. tl·om tlll poli. 
• Bond tanJ..::er to grounding rod then bond tanker to aircraft 

3.2.4 Re:thel Operation 

• Bond nozZle to aircmft tlrrough bonding plug. 
• Open fill pmt and attach nozzle or place open poli nozzle in tlli 

polt. Rethel aircraft.. Rever~e order when fini~hed. 
• PPE will be eye and ear protection, ~atety ve~t and glove~. 

4.0 Accountability 

4. 1 Anytime fhel i~ i~~ued, the i~~ue will be recorded on the appropriate i~~ue 
document Tlri~ form i~ to be filled out daily. At the end of the day all form~ 
for accmmtability will be tmned into the Fuel Office. 

4 ') Ali i~~ue~ and receipt~ will be recorded on the daily SITREP. 

5.0 Safety 

5.1 Repmt promptly any condition you feel i~ hazardou~ or lm~afe, ~uch a~ leak~ 
of any kind, or eqlripment in a dangerous condition. 

5.2 In~pect eqlripment, ~afety device~, and work area~ fi:equently to en~me ~afety 
and to conect hazard<::. 

5.3 Per~01mel working where petl'olemn vapm-s may be pre~ent \Vill not wear 
~hoe~ that have metal plate~ or exposed nail~ that may produce ~paik~. 

5 A When filling aircraft with hand ~ervice nozzle, keep the filling ~pout in contact 
with the aircraft 

5.5 Stop refheling operation~ when there are lightning di~charge~ in the immediate 
area. Five mile~ utilizing the ":tla~h to bang" method for determination of 
di~tance. 

Data Subject to Title Page Restrictions 3 
Otherwise, Treat as For Official Use 011ly (FOUO) As of 518/2008 



F!dr Of:fif;iaf Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

AffiCR4.FT REFUELING 
SOP No. 7A 

5.6 No work will be performed 011 aircrafl dming retheling. 

5. 7 Do not use a t1ashlight within 50 feet of refhel:ing operations muess it is ::m 
approved explosion proof type. 

5.8 Do not allow any open flame devices within 50 feet of a retheling operation. 

5.9 Do not u:~e notched-handle refheling nozzles. Do not block open fhe 
mechanism of hand service nozzle. 

5.10 Never wear nylon clothing when handling peholeum because high 
electrostatic charges build up in nylon. 

5. 11 All refhel:ing operations will use proper bonding and grounding procedmes. 

6.0 Spill Control 

6.1 Petmleum, Oil and Lub1ic:mts (POL) pm1cing areas and fi.1el tankers 
conducting refuel missi011s will have immediate access to absod)ent materials 
(spill kits). 

6.2 POL handlers will receive spill control and clean-up training and be f::nniliar 
with the BRS spill response procedures. 

7.0 Fire Fighting 

All POL handlers will receive f1re extinguisher training. 
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To establish procedmes for the safe receipt, storage, issue, quality assmance, and 
accmmtab.ility of FueL 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Conhact 

3.0 Genen-.1 

Brown :.md Root Services (BRS) provides Bulk Fuel Tank Fanns, Retail Fuel Points 
and Fuel Delive1y :in suppmt oflLS. Forces as directed. 

3.1 BRS procedmes are tailored based on the somce and manner of supplying the 
thel to BRS, according to systems established by fhe client 

3.2 Fuel requirements vvill be forecast per procedmes established by the client 

4.0 Procedures 

4.1 Pre-operational checks will be performed on all equipment ptior to receiving 
or issuing fueL 

4.., Retail thel will be issued only to equipment authorized by fhe U.S. 
Government 

4.3 All operators of thel trucks leaving Camp/site willnotitY the POC designated 
by BRS Management of their depmtme, destination and estimated time of 
retmn (ETR). 

4.4 Only approved routes will be haveled mil.ess authorized to deviate tl·om the 
route by BR<> management 

4.5 Loading and 1.uil.oading procedmes are done in reference with FM 10-67-1. 

4.6 Ptior to de-theling any tank, veritY whether fuel is contmn:inated. 

4. 7 Upon arrival of fi.1.el to the Bulk Storage Tank Farm, collect and inspect all 
accompanying docmnents, veritY the information therein, and complete the 
receipt log. If the fi.tel is delivered by a commercial somce (to include rail tmilc 
em'), go to paragraph 4.8. 
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4.8J Seals: Use a seal system to safegu~rd fuel quality and qu~ntity. 

4 .8. L 1 VerifY the seal munber on the tank matches that on the 
accomp:.mying docmnentation. 

4.8. L2 Check seals for signs of tampering. NotifY supervismy chain if 
there is any sign of tampering. 

4.RL3 Fill out DA Form 3857 (Checklist for Deliveries of Bulk 
Petrolemn Products) prior to downloading fueL 

4.8.2 Qu~lity Check Perfonn a visu~l check and an "All level Type C" test 

All level Type C test: 

• Take representative sample from each fuel compmtment of tanJ.:er 
and combine :into composite sample for testing. 

• Take temperatme of fuel at time of sampling. 

• Mark sample container with temperatme, time, and tanker munber. 

• Fill out a DA Fonn 1804 Sample Card or prescribed equivalent~ 
Uris accompanies sample. 

• Send sample and card to designated site for testing. 

• Do not offload fhel 1mtil test results are completed and results are 
within spec.ificatioit<::. 

4.9 \Vater Removal 

4.9J Drain water fi:om the drain cock on abov~grmmd tanks~ on fhel 
bladders, drain water from the bottom drain hose. 

4.9.2 All such dmined water is classitied as hazardous material: handle and 
dispose of it accordingly. 

4.10 Reporting 

4. 10. 1 Provide a fuel repmt d~ily to the supervismy chain including quantities 
received, issued and balance remai1ring. All vohunes will be in U.S. 
gallons. 

4.10.2 The supervismy chain will in tmn submit a consolidated d~ily fhel 
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repmt to the designated BRS POC for SIT REP repmting. 

4.10.3 M::~intain DA Fonn 2765-1 's (Request for Issue or Tmn-in) on site 
lmtil tmned in to the prescribed militmy POC ::~t the end of them onth. 

4.10.4 Complete ::~nd forward DA Form 3644 (Monthly Abstmct of Issues of 
Petrolemn Product) and 4 7 02-R (Montlliy Petl'olemn Accmmting 
Summmy) to the supervi.smy chain forrevi.ew. 

4.10.5 The supervisoty chain will slibmit the above forms ::~nd ::~ll suppmting 
documentation monthly to the designated militmy POC. 

5.0 Reb-.il Fuel Accountability 

5.1 Maintain records of fuel received and distributed, to :include the date, time, 
qu~mtity and location. Fuel delivered should, whenever te::~sible, be signed for 
by a representative of the site/c::~mp mmmgement When delivering to 
umnmmed sites, the m'iver will fill out the receiver pmtion ::~s well. Maintain 
fi1el accmmt::~bility docmnents ::~s ::~n "::~udit tr::~il". 

5.2 Measme, using c::~librated g::~uging stick, the qum1tity of fi.1el cont::~ined in the 
holding t:=~n.ks of ret::~il fi.1el vehicles ::~t the st.mt of each working day. Record 
the qu::~ntity onlwnd as ••opening balmlCe" on the Velricle D::~ily Fuel Log (see 
Enclosme 1). Tins is to em:ure that there is no discrepmlCy tl·om the previous 
recorded closing b::~bnce. Repmt ::~ny discrep::~ncies to the attention of 
supervisor. 

5.3 Seal or lock ::~11 fi.1el disbibution vehicle t::~nks at end of shift. daily. Record 
se:=~lnumbers on Velricle D::~ily Fuel log at end of slritl 

5 A Maintain Vehicle Daily Fuel Logs by day ::~nd GP number order. M::~intain a 
V elude D::~ily Fuel Log for each ret::~il fi.1el velricle, including inactive 
velricles. Annotate logs for inactive vehicles with, for example, ·-v elude In 
Maintemnce", ··velricle Not Reqlrired" or whatever is ::~ppropriate. Accmmt 
for each retail thel buck each day. Period of retail fi.1el accmmt::~bility is 24-
hours~ closeout time will be dict::~ted by m::~nagement 

5.5 The supervismy ch::~in will verifY Vehicle Daily Fuel Logs, SITREP m1d fi.1el 
calcnlatio11<::. Do not use 'wlrite our for correctio11<::~ line tlu·ough ::~nd initi::~l ::~11 
errors. 

5.6 Record fi1el receipts, issues, de-thels ::~nd tr::~nsters on the D::~ily Vehicle Fuel 
Log. 
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5.7 Prior to recei-ving fnel into either Ret::~il or Line Hmll vehicles, use a c::~librated 
ganging stick to me::~sme the fnel ::~heady on h::~nd. This is to confmn actual 
qu~mtity onlwnd matches the balance on the V elricle D::~ily Log Sheet 

5.8 Ve1it}r that receiving tmuc(s)/bladder(s) h::~ve enough c::~pacity to receive the 
slripment 

5.9 T::~ke precautions to prevent spill::~ge. Place ch·::~in::~ge tubs/cont::~iners 1mder 
ho::::e connections, f::~ucets, etc. 

5.10 On completion of the thel receipt, record the appropriate meter readings, then 
re-gauge to veritY qu::~ntity :in the tmuc Subtmct the qu::~ntity previously on­
hand tl'om the qnnntity in the tnnk: the difference is the mnmmt received. 
Annotate and sign for the amount received on the Bulle Fuel Issue Sheet (DA 
Fonn 2765-1 or prescribed eq1riv::~lent- see Enclo::::me 2) ::~nd B1uk Fuel Log. 
Annot::~te and sign for the same on the D::~ily V elricle Fuel Log. If using a seal 
system, place ne>v se::~ls on the tmuc 

5.11 Top off fi.lel delive1y velricle tnnks by the end of the shitl 

5. 12 Record fuel-dispensing velricles' tot::~l:izer readings daily. 

5.13 Clo::::e out ::~nd sign D::~ily Velricle Fuel Logs ::~nd hand in for b::~lance 

v::~lidation. Draw a new Daily Fuel Log annotated with the opening bal::~nce. 
Snpervismy chain will veritY issues, receipts ::~nd clo::::ing b::~lance and tile the 
Vehicle Fuel Log. Repmt any discrepmtcies to the ::~ttention of supervision 

6.0 Equipment Maintenance 

6.1 Filter Effectiveness Test 

Pedonn a filter effectiveness test on ::~ll fi.lel filter separators eve1y 30 days. 

6.2 Fuel Meter Inspection 

Check ::~ll fi.lel meters daily~ repmt 1mse1Viceable meters to the ::~ttention of 
supervisor. 

7.0 Fire Fighting Phm 

7. 1 All Fuel Point operations req1rire emph::~sis on f1Te control ::~nd prevention. 
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7.2 Place appropti::de f1Te extinguishers (Dty powdet!Carbon Dioxide/foam -
minimum 50 lbs.) at pumping 1.mit, receiving/issuing point and storage aTeas. 

7 3 Place fire extinguishers where personnel can easily and quickly get to them. 

7 A Post a map of the area shmving the location of all f1Te extinguishers. 

7.5 All site pen::onnel will be tmined :in basic tire fighting. 

7.6 A fire evacuation plan will be :implemented and practiced. 

8.0 Safety 

****NOTE**** 

AT NO TIME \VILL PER.4;_;0NNEL OVERRIDE ANY DEVICE I EQUIPMENT 
DESIGNED AS A SAFETY MEASURE 

(e.g., chocking the de<ldnum or hand nozzle with a foreign object) 

8.1 Smoke in designated areas only. 

8.2 Post "No Smoking" sig11<:: where they c:.1n be seen. 

8.3 Stage/position fi1el vehicles as directed by the on-site thel foreman. Once :in 
position, tmn off both vehicle and comnnmications equipment 

8.4 Remain at a designated s:.1fe distance from fi1el vehicles dming fi1el transfers. 

8.5 Bond and grmmd all fi1el equipment when trmt<::ttming fi1eL 

8.6 Wear proper PPE at all times to keep fi1el oif skin and out of eyes, and to 
protect hearing when operating p1.unping equipment 

8.7 Contl'ol access of non-essential personnel and vehicles. 

8.8 Keep work area fi·ee of any objects that may cause accidents. 

8.9 The BR<; on-site fi1ellead will inspect the work area at the begimling and end 
of workday. 
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8.10 Stop theling operation~ (a~ applicable, tlri~ :include~ closing down the Tank 
Farm or Retail Fuel Point to cu~tomers) when there are lightning d:i~charge~ 
witlrin 5 mile~. Mmritor milit.my connmurication~ chmmel~ for weather 
wanring~ whenever the potential for lightning exi~ts. If no warning~ are 
received fi:om the milit.my, but lightning i~ ob~erved, one option i~ to u~e the 
"tlash to bang" method to detennine d:i~tance to the lightning. Cmmt the 
munber of ~econd~ between the tla~h and the bm1g and divide by five to get 

the 
rough d:i~tance to the lightning. Twenty-tlve ~econd<:: or le~~ from flash to 
bm1g will be can~e for ~ite closme. 

8.11 A.:ny employee ha~ authority to close down the ~ite tor ~afety reason~. When 
Uri~ occ1.m, noticy the e~tabli~hed ~npervi~my chain, who ;,vill in hun noticy 
the client Do the ~ame when the ~ite i~ re-opened. 
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1.0 Purpose 

For Offtefat Use Only (FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

PETROLEUl\!1 LABOR~TORY OPER~TIONS 
SOP No. 7C 

To establiih guidelines and procedmes for the s::nnpling and analysis of petrole1un 
products. 

2.0 Scope 

This Standard Opemting Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Responsibility 

Only tmined and qualified pers01mel 1-vill perform the testing and tasks of a petwlemn 
analysis technician. The specitlc knowledge of petroleum chmacteristics and 
chemical propeliies is required to accomplish the analysis of the peholemn samples. 

4.0 Procedures 

4.1 The Trm1-:fer of Authority (TOA) binder will be maintained :in the petrolemn 
labomtmy. This doc1unent, provided by the U.S . .A .. nny, contains the specific 
method of operation and procedmes for the fuel-testing Laboratmy. Detailed 
requirements are outlined for each test and procedme performed. 

4" Applicable Technical Mmmals, Field Manuals, Militmy Standard Militmy 
Specitlcations, and ASTM (.A .. metic::m Standard Test Method) will be available 
for reterence. 

4.3 The cleanliness of the labomtmy and equipment must be maintained at all 
times. Failme to do so can affect the results of the petwlemn smnples. 

4.4 All testing equipment required to perform a Type C test vvill be available and 
operatioml The laboratmy and all equipment will be inspected at the 
begimring and end of each day. 

4.5 The labor<'ltOiy will petfonn analysis on all petwlemn smnples received within 
their capabilities. All samples requiring a full analysis to be pertonned will be 
submitted to the nearest militmy or DLA Petrolemn Lab. 

4.6 All sample results will be mmotated on computer-generated tonns. Detailed 
records of each smnple tested will be tTied in sequenti<il order and a hm·d copy 
as well as a computer record maintained. Results will be torwaTded to each 
customer tor verification and notific<'ltiotL 
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4. 7 All bulk petroleum received will be sampled and submitted to fhe petl'olemn 
labomtmy for analysis. Fuel will not be offloaded until the testing is complete 
and the fhel meets required standards. The laboratmy technician will notifY 
the individual depmtment afler fhe testing is complete. 

4.8 AVGAS will be sampled and tested by BR.<) laboratory personneL The testing 
will be lAW Air Force Technical Order 42B-l-l and MIL-STD 3004. The 
labomtmy will notify the requesting unit of all testing results by e-maiL 

5.0 s~-.fety 

5. 1 Prior to seeming the laboratmy at the end of the day, laboratmy personnel will 
perform a safety and secmity inspection to ensme all equipment is tmned off 
and fhe inspection form is initialed. 

5.2 Only authorized personnel are allowed in the laboratory dming the testing of 
samples. 

5.3 Always use PPE when in the labomtmy Gloves and eye protection are 
mandatmy when pedonning any testing in the laboratory. 

5 A MSDSs will be maintained in the laboratmy for all fuel and chemicals used in 
the lab. Lab personnel will be familim· with the information contained :in each 
MSDS. 

5.5 A first aid kit, bmn kit, and emergency eyewash are located in the laboratory. 
All personnel must be familiar with the use of each. 

6.1 All waste fhel generated by fhe peholemn laborato1y will be disposed of when 
the waste container in the lab is fiill and at the end ofthe day. No waste thel 
will be stored overnight The waste fi1el will be disvosed IA W the Hazmat 
SOP. 

6.2 A svill kit and absod)ent material is maintained :in the laboratmy to clean up 
any spill. Any fi1el spill will be cleaned up :immediately and material used in 
clean up will be disposed ofpropedy. 
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The pmposes of this SOP is to detrne policies and procedmes to assist assigned and 
attached personnel in understanding and applying the supply management concepts of 
issuing assets, propelty accountability, storage, and receipt of assets USING THE u.s 
Air force Supply System. 

2.0 Scope 

This Standard Opemting Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Procedures 

3.1 Issue Procedures 

• Customeis will request s11pplies thTough USAF supply chmmels by using 
AF Forms 2005 and 60L 

• Section personnel will review and edit the requests for completeness and 
accmacy before acceptance. 

• As issue requests are processed tluough the Standard Base Supply System, 
the due-out notice will be attached to the AF Form 2005. 

3.2 MICAP Procedures 

• The MICAP requirements are based on stmt/stop concept~ the repolt 
period stmts when the item is requisitioned and stops at the time of 
termination. T ennination can result tiom fhe item being due-out released 
or the requirement being downgraded or canceled. The SBSS system 
provides for automated euor correction. 

• Inteltsive Management - Once a MICAP requisition is initiated, United 
States Air Forces Emope (USAFE) Regional Supply System (URSS) 
Grmmd Suppmt MICAP Element has primmy resvonsibility for somcing 
and tracking MICAP issues. 

3.3 \Var Readiness Sp~ues P~1clmge (\VRSP)/Readiness Spares Package 
(R.I;_;P)/Mission Support Kit (MSK)/l.VIission Readiness Spares Package 
(MRSP) 

• The Supply Activity coordinates wifh the using activity to maintain and 
contwl the inventmy, issue and re-stocking of 
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WRSP!RSP/MSI0MRSP kits suppmting Air Traffic Contnil And L:.1nding 
System (A TCALS) equipment or such other equipment f1ud. may be 
designated by competent authority. 

• Requests to ch:.1nge authorized quantities and on hand balances may 
originate from Major Conunand (MAJCOM) or the cu::,:tomer. The Supply 
Activity will process these requests lmder the guidance ofthe URSS. 

3.4 Receipt of Property 

• Supply peisotmel will em:me that items received are correctly inventoried, 
perform a thorough item check for dmnage and make the necess:.11y 
adjustments and notatiom: prior to entering the receipt 

• Discrepant quantities or shipments will be repmted to the stock control 
URSS element 

• The Supply Activity will maintain shipping doclunent files. The following 
flies will be maintained: 

1. AF Form 2005 - This tile will consist of customei requests for issues, 
tmn-ins, or Maintenance Supply Issues (MSI's). Files will have 
processed notices attached and will be in date/serial sequence. 

2. Receipt Docmnent File - This file will consist of shipping docmnents 
from all somces of supply used to process prope1iy into the SBSS. 
This will also be maintained in date/serial munber sequence. 

3. Due-out release file- This file will consists of signed AF Form 1348-1 
used to indicate that the supply customer has received prope1iy. This 
file will be maintained in date/serial sequence by org/shop code. 

3.5 Personnel List 

Supply Pen:onnel will maintain an mlthorization letter on file for individuals 
authorized to request and receive supplies. 

3.6 Base Service Store (BSS) 

3.6.1 Definition 

The Base Service Store (Contingency) is a supply distribution outlet 
for small repetitive requirements of administrative supplies, general 
office use and janitmial items, standard forms, and XB3 items required 
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for the offici::~lneeds of suppmted ::~gencies. A BSS will be est::~blished 
only iflocalneeds dictate. When customers require large quantities or 
items not canied in the Ba::::e Service Store, they should ]wve the 
Supply Activity requisition them from the applicable Govenunent 
Services Agency (GSA) supply distlibution fac.ility or the SSA. 

3.6.2 The Supply Activity will m::~int::~in and manage the BSS invent01y with 
a ::::ystem that will control and accmmt t<.)r ::~11 items. An offline 
inventmy will be maint::~ined ::~nd items will be replenished as 
neces::::my. 

3. 7 Shipments (Directive/Non-Directive) 

Supply personnel will fmniliarize themselves with the proper document::~tion 
forshipp.ing supplies. DD Forms 1348-1A ::~nd 1149. 

3. 7J Directed Shipment 

Directed shipment:::: include all materiel shipped by operating bases in 
response to one of fhe dem::~nds listed below: 

1. Redistribution orders. 
2. Referral orders. 
3. Replies to repmts of customer excess. 
4. Shipping ordeis 

3. 7.2 Non-directed Shipment 

Non-directed shipments result tl·om local m::~nagement decisions (b::~::::e 

level or m::~jor command) that force the shipment and/or redistlibution 
of b::~::::e operating stocks. Unlike directed shipment::::, non-directed 
shipment:::: occm without redistlibution ordeis or reterml orders. Non­
directed shipments ::~re of two types: 

1. Speci::~l Shipments 

Special shipment:::: result from ::~uthmized ba.se-to-base tmnsfers for 
lateral suppmt. Shipments to loc:=~l vendors for exchange v::~lue 

type items mtd retmns ::~re ::~lso considered ~:peci::~l shipment::::. 

2. Automatic Shipments 

Automatic shipments result tl·om fhe hun-in of unserviceable 
(rep::~ir::~ble) m::~te1iel m::~naged by fhe Air Force ::~nd ::~uthorized for 
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automatic retmn to a storage site, a specialized repair activity, or a 
conhact fa.cility for depot level repair. 

3. 7.3 Transfer 

Supply personnel will be involved with the movement of materiel to 
the DRlv10 regardless of whether the tJansfer is directed or non­
directed. The term organizational tJansfer reters to materiel trmt<::terred 
directly to DRlv10 by organizational level activities without fiist being 
processed by the SBSS. 

3.8 Turn-in Process 

The supply personnel will identifY and tmn-in serviceable and unserviceable 
items to the appropriate agency. The only items that may be disposed of as 
hash are items that have no required demilit.m'ization actions (XB3 Items) and 
no potential value to the government tluough futme use or resale by the 
DRlvK\ either in its cmrent contl.gmation or for its basic materiel content All 
items requi1ing demilitm'ization >vill be tmned in to DRlv10 on a separate DD 
Fonn 1348-1A and not batch lotted or iflocal policy is applicable. 

3.9 Cancellation 

Cancellation by Supply Activity Cancellation may be done >vhen an item 
cmmot be supplied. The Supply Activity will use the cmTect status/ 
cancellation justitl.cation codes to cancel dues-out on SBSS, notifY the 
customer that cancellation of the dne-ont has occmred and coordinate with 
URSS Grmmd Snppmt Element to cancel the Due-ilL Supply personnel must 
do thorough reseaJch before iiritiating a cancellation. 

3.10 Post-Post Procedures/SBSS Outage (MI CAP ONLY) 

• Supply personnel will establish and iinplement procedmes for off..lii1e 
processii1g of requests when the SBSS is not fi.mctional This procedme 
will ensme that maximum time is ret1ected in the requisitionii1g phase and 
items will not be delayed. 

• Establish comnnmicatiom with the URSS to provide mission suppmt. 

• Supply personnel will immediately notifY management and provide a 
detailed problem description to the URSS Computer Operations Element 

3.11 Equipment Management Process 
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Supply personnel and Brown & Root Services (BRS) Prope1iy Depmiment 
will ensme that property accmmt.ahility and supply discipline are enforced. 

3.12 Administration <lnd lVhlnagement 

Supply personnel will maintain on hand or on order cmrent copies of pe1tinent 
information, manuals, and regulations. These tools are references to be used 
to ensme that all facets of the operation are :implemented, maintained, and 
enforced. 

3.13 Management Reports Overview 

Daily MICAP Board: MICAP Asset Somc:ing System (MASS) 
Genemted: Daily Frequency: Daily 
Daily MICAP Board is a listing that captmes the status of the somcing and 
tlacing fimction the URSS MICAP Element is perfonning with each MICAP 
Issue. 

(D23) Due In From Maintenance Listing: SBSS 
Generated: Daily Frequency: Weeldy 
This listing provides a mean<:: for organizations to review items due-in from 
maintenance. 

(Dl8) Priority Monitor Repmt: SBSS 
Generated: Daily Frequency: Weeldy 
This repmt provides data for cmrent review ofhigh p1imity, Urgency ofNeed 
Designator (UND) A and B, due-outs. 

(R52) Non-Airborne Readiness Spares Package Listing: SBSS 
Genemted: On Request Frequency: As Needed 

(Rl4) Custody Authorized!Otstodian Receipt Listing (CA/CRL): SBSS 
Genemted: Weeldy Frequency: As Needed 

(D04) Daily Docmnent Register: SBSS 
Generated: Daily Frequency: As Needed 
This register provides a means for organizations to review all docmnent 
munbers processed dming the day by the SBSS. 

(M30) Due-Out Validation Listing: SBSS 
Genemted: Monthly Frequency: MontJuy 
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This monthly listing provides a means to monitor and veritY that each due-out 
is still a valid requirement 

3.14 Rep~-.ir Cycle Overview 

Supply peisonnel will familiarize themselves with the concept of the repair 
cycle suppmt system. This system establishes control of all unserviceable 
repair cycle assets tl·om the time they are generated lmtil retmned to Base 
Supply as serviceable or \mservi.ceable. The Supply Activity is the fimction 
responsible for managing the repair cycle system. Repair cycle assets are 
items with Expendability Repair Recove1y Code (ERRCD) of XD(x) or 
XF(x). They are also lmo\vn as '"Due in From Maintenance" or DIFM items. 
The ol~jective of the repair cycle system concept is to obtain the greatest 
benefits from the base maintenance shops (as appropriate, but usually not 
av1.1ilable in contingency locatio11~). DIFM items nm4 be retmned to Supply 
as quickly as possible. The DIFM managers in Supply and Maintenance must 
make eve1y etfmt to process repair cycle items as soon as possible. 
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1.0 Purpose 

The pmpose of this St:md~rd Operating Procedme (SOP) is to defme procedmes for 
Anmnmition and Explosive (A&E) storage operatio11~. 

2.0 Scope 

This SOP is applicable to all personnel :.1ssigned or attached to Brown and Root 
Services (BRS). Respo11~ibilities include~ receipt, storage, inspection, issue, tmn-in, 
invent01y, disposition of residue, packaging material and other missions associated 
with the management of A&E. The storage locations will be operated to comply with 
the statement of work and will remain open dming established operating homs. 

3.0 Procedures 

3.1 Receipt 

A&E anives with DD Form 1348-L BRS personnel will veritY Depmtment of 
Defe11~e Identitlc:.1tion Code (DODIC), National Stock Nmnber (NSN), lot 
munber and quantity received and process the DD Forms 1348-L Process 
receipt procedmes c:.1n be fcnmd in applicable regulations. 

3.2 Storage and Inspection 

• A&E will be stored in the appropriate location according to its secmity 
categmy, operational requirements, net explosive weight, and 
compatibility. A&E will be stored with reference to the explosive storage 
license provided by the govenunent 

• A&E will be stacked and segregated by lot munber and condition code. A 
DA Form 3020-R, Magazine Data Card (MDC) will be maintained on each 
stack of amnnmition. 

• A&E will be re-warehou~ed as necessmy in order to maintain an accmate 
invent01y and meet operational requirements. Housekeeping and lot 
sep:.1ration will also be followed. 

• BRS employees will assist Quality Assmance Specialist Amnnmition 
Smveillance (QASAS) in i11~pecting all opened or 1msealed A&E 
cont:.1iners tmned-in to the stomge operation. BR<:> employees will assist 
QASAS in periodic/receipt inspections of A&E as required. 
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3.3 Issues 

• Issues are approved by the Ammunition Accmmtable Officer (A .. ..t\0\ or 
the milt's Division Anmnurition Officer (DAO). Procedmes for issue can 
be fcnmd :in applicable regulations. 

• Upon receipt of DA Fonn 581 (Request for Issue and Tmn-in of 
Ammunition), a check for accmacy and completeness will be conducted. 
The request for issue will be processed upon verification of the DA Fonn 
58L 

3.4 Turn-in 

• A&E tmned-:in will be itt~pected, repackaged, ittventoried, processed and 
placed into storage. 

• A&E will be re-packed in original containers. If original cont.aitters are 
mtavailable, repack itt s11itable cont.ait1ers that are safe for storage and 
tianspmt. Filler matetial will be added where necessmy to e11~me items 
are packaged tightly itt containers. 

• Re-packed containers will be maiked with a mitmnum of DODIC, lot 
munber, quantity, nomenclatme and condition code ("cc·'), if other than 
"cc·' .-:\. 

3.5 Inventory 

The ittvent01y of A&E stored will be conducted with reference to appropriate 
regulatio11~. Joint ittventories will be performed with 1.uut representatives 
dming issues and tmn-i11~. 

3.6 l{esidlte 

Expended amnnuution components and slripping containers will be i11~pected 
and disposed of with reference to local procedmes and Defense Reutilization 
Marketing Office (DR.l\!10) policies. 

3. 7 l{ecords Keeping 

Use of Standard Army Amnnuution System-Modentization (SAA.S-MOD) 
will be considered as pmt oflhrited States Army Emope (USAREUR) overall 
automation management/ fieldittg plan. Records and docmnentation will be 
maittt.ait1ed ;,vith reference to applicable regulations. 

4.0 Personnel 
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BRS ::::hall provide a wm1.;: force wifh the ::::kill::::, knowledge, t1nd tTai11ing to 
::::ati::::factorily pertorm the required ::::ervice::::. Per::::o11nel will have the phy::::ical 
qut1litlcation:::: to meet ::::afety requirements. BRS will maintain appropriate record;:; 
required for employee::::. 

5.0 Security Requirements 

BRS per::::o11nel or l'lllY repre::::ent.ative of the conhactor entering the A&E ::::torage ::::ite 
will abide by all ::::ecmity requirements and will be ::::ul~iect to ::::ecmity check;:; with 
reterence to appl:ict1ble regulation;:; and written directive::::. BRS will neither :invite nor 
permit m1authorized vi::::itor;:; to the A&E ;:;torage ::::ite without approval tl'om the 
approprit1te authority. All per::::o11nel, proper1y, t1nd equipment will be ::::ubject to 
::::earch and ::::eizme upon ente1ing and leaving the ::::torage ::::ite. 

6.0 Physic~ll Security 

• All Cla;:;;:; V item;:; ::::tored will be ::::ategum·ded with reference to policie:::: and 
procedme;:; contained in army regnlatiom: and written ::::ecmity directive::::. 

• BRS ::::hall e::::tabl:i::::h a tvvo-per::::on rule tor acce;:;;:; to ::::tomge f3.cil:itie:::: containing 
Secmity Categmy I A&E. 

• Only approved lock;:; and locking device;:; will be u::::ed. BRS will implement a key 
contml procedme a;:; directed. 

• All operation;:; will be conducted with reference to Depmtment ofDefen::::e (DOD), 
Depmtment of the Anny (DA\ and applicable Theater ::::atety regulation;:; and 
policy letter::::. 

• BRS per::::o11nel operati11g government vehicle;:; ::::hall pos;:;e;:;;:; a valid dtiver';:; 
licen::::e for the type of vehicle/equipment opemted. 

• BRS hazardou;:; material;:; per::::mmel ::::hall be :immediately notitled of any ::::ituation 
involving hazardou..;; waste or material 

8.0 Contingencies/Emergencies 

BRS plan tor contingencie:::: and emergencie:::: i:::: militmy augmentation to the exi::::ting 
::::tat I 
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1.0 Purpose 

To establish procedmes for the The::~ter Oper::~tion ofthe Centml Issue Facility (CIF). 

2.0 Scope 

Brown ::~nd Root Services (BRS) will provide man::~gement mtd oversight of the CIF 
Oper::~tion :in suppmt of the LOGCAP 3 Suppmt Contract 

3.0 Procedures 

The CIF provides suppmt to customers authorized to receive, tmn-in, or exchm1ge 
Organiz::~tion::~l Clothing mtd Individual Equipment (OCIE). 

3. 1 Signature Cards 

All customers must be identified on completed signatme cards (DA Form 
1687 Notice of delegation of Authority - Receipt for Supplies) before 
conducting business with the CIF. 

3.2 CIF Mission Rehlted Tasks 

• Receive, store, issue, hun-in ::~nd inventory items m::~int.ained on the CIF 
Proper1y book. 

• Pe1fonn Direct Exclwnge (DX) of OCIE for ::~uthmized cu.stomers. 

• Provide CIF Propeliy Book Office (PBO) with suppmting document::~tion 
relating to CIF Tr::~nsactions. 

• Ensme all trm1sactions conducted vvith Supply Suppoli Activity (SSA) ::~nd 
other external activities are conducted with reference to regulations or with 
written PBO directives. 

3.3 Exclumge Procedures 

3.3.1 Individual Exch~lnge 

Individual exchanges ::~re permitted for pen::ollllel who have items on 
their clothi11g records. Individual clothing records will be checked 

before the exchange is conducted. Hems brm1ght to the CIF for 
exchange must meet e::tablished criteria. 
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3.3.2 Bulk Exchanges 

SOP No. 8C 

Bulk exchanges are normally conducted by mrit representatives and 
permitted for those individuals who aTe authmized on signatme cards. 
Clot1ring records will also be checked before a bulk exchange is 
conducted, :.md items brought to the CIF for exchange must meet 
established criteria. 

3.3.3 Lost, D~"lmaged, Destroyed OCIE 

All OCIE >vlrich is lost, damaged or destToyed must be accmmted for 
in accordance with PBO gu:idnnce or :in reference to applicable 
regulatio11<::. 

Data Subject to Title Page Restrictions 3 
Otherwise, Treat as Fo1 Offieittl Use OAI'r (P~UG) As of 518/2008 



SOP No. 8D 

Bro\vn & Root Services 

CONTAINER HANDLING STORAGE 
AREA OPERATIONS 

STANDARD OPERATING PROCEDURE 

LOGCAP 3 Support Contract 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 



Fot Officiat Use Only ( FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

CONTAINER IL~NDLING STOR~GE OPER~TIONS 
SOP No. 8D 

To establish procedmes for open1tion of fhe Container Handling Storage Area 
(CHSA). 

2.0 Scope 

This Standard Opemting Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

3. 1 The CHSA Supervisor is responsible for the administlation and operation of 
the container yard and to provide suppmt to the Supply Suppmt Activity 
(SSA). 

3.2 The CHSA administration vv.illlog all containers, complete all Tianspmtation 
Movement Requests (TMR) and utilize this information to prepare the daily 
container repmt. 

3.3 The CHSA Admin sta1f will complete all forms and issue to drivers as 
required. 

3 A The Rough Terrain Container Handler (RTCH) operator will load and offload 
containers in the CHSA. RTCH suppmt will be provided at other designated 
locations as required. 

3.5 Provide MHE as required to suppoli upload/download of various types of 
palletized cargo. 

3.6 Tram:pmt 20 Ff and 40 Ff to SSA for processing, to include suppmt to 
accomplish fhe tmn-in and retrograde tasks. 

4.0 Procedures 

4.1 The Chivers will provide all paperwork to CHSA Admin for processing upon 
entering container yard. 

4 '! RTCH opemtor will dovvnload all containers and upload all containers 
designated ready for shipment All other containers of cargo will be stored by 
categmy, lmtil fmther notice to ship. 

4.3 CHSA Administration will complete all tonns and provide dt'ivers with 
necessary paperwork before depmtme. Each tonn is filed and copies 
torwarded to the Branch Movement Control Team (BMCI} 
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1.0 Purpose 

To provide nwintemmce, repair and services to identified excess equipment utilizing 
the standards set tenth :in applicable Technical Mannab, including painting and body 
repairs as required to meet the 10/20 st.and<11'd. 

2.0 Scope 

This St.andard Opem.ting Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Maintenance 

3.1 Levels 

Brown and Root Services (BRS) will perform operator, organizational and 
Direct Suppmt levels of maintenance. Body repairs mKI. paintiiJg of equipment 
may be subconhacted to local vendors as required. 

3.2 Standards 

All Equipment >vill be maintained usi11g AR 750-1 PAR.-:\3-1, Genetnl 
Maintenance Policies. The Thl-1 0/-20 Maintemmce Standm·d is the condition 
of equipment when: 

a. The equipment is Full Mi<::sion Capable (FMC) 
b. AJl faults aTe identitled u.<:::ing the "items to check" cohunn of the 

applicable TM-10 series and TM-20 seties Preventive Maintenance 
Checks and Services (PMCS) table: 
(1) Corrective actions that are authorized at 1.mit level, and for which pmts 

are available have been completed. 
(2) Required palis are requisitioned for faults that require them to 

complete corrective actions. 
c. Equipment services are performed within the scheduled setvice :intervaL 
d. Allmgent and limited mgent modification work orders are applied. 
e. All authorized basic issue items are present and setviceable or on a valid 

requisition. 

3.3 V erific~ltion 

At1er completion of repairs the equipment will be :s·n.l~ject to an accept.ance 
i11<::pection by a designated government representative to verify that standm·ds 
have been meet prior to shipment 

3.4 Status and Production Reporting 
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Equipment status :md production will be repmted tlu·ough the BRS d~ily 

SllREP copied to PCO. 

3.5 Army Oil Analysis Program (AOAP) 

All eligible equipment will be emolled under AOAP for initial smnples to 
determine if there is existing contamination indicative of a mechmrical 
deficiency, Oil analysis request will be generated using fhe Unit Level 
Logistic System-Ground (ULLS-G), Samples will be submitted to the Oil 
Analysis Lab. Procedmes for submitting samples will be made available by 
servicing Army Oil Analysis Lab Extemal SOP. 

4.0 Unit Level Logistic System 

This automated system will be utilized for supply fimctions. 

4, 1 Unit Level Logistic System-Ground (ULLS-G) 

The Unit Level Logistic System will be utilized to generate reqlrisitions, 
receive and track statns of Class II, III and IX items as required. 

4 '! Automation Support 

STAMIS suppmt will be provided by the TFE, CSSAMO. Procedmes for 
requesting CSSAMO services are covered in their external SOP. 

5.0 Supply 

BRS will utilize an ARMY ass:igned DODAA.C m order to facilitate supply 
requirements for tlris program. 

5.1 Requisitions 

Request for issue of repair pmts, status and hun-in will be generated via 
diskette using the ULLS-G. Tmnsaction<:: will be sent to fhe SSA A DD form 
687 Delegation of Authority signed by the Maintenance Manager will be 
submitted and on flle at the SSA Personnel must be listed on the 1687 to 
request and receive items from the SSA Procedmes for SSA services are 
covered in the SSA SOP. 
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1.0 Purpose 

Establish procedmes for the proper scheduled and 1mscheduled maintenance of 
directional beacons which suppmt navigation into Air Bases. 

2.0 Scope 

This Standard Operating Procedme (SOP) is applicable to tl1e LOGCAP 3 Suppmt 
Contl'act 

3.0 Procedure 

3.1 Scheduled Maintenance 

3.U Brown and Root Services (BRS) will provide generator service weeldy 
per the existing BRS Generator SOP. h1 the event that any of the 
generators al'e non-US government property, the generator serial 
number will be used to order pmts and back service vs. a government 
prope1ty munber. A preventative maintenance checklist will be used to 
record the service. 

3.L2 At least monthly, BR.<.> will check and clean all communications 
components that comprise the navigational systems at each beacon. A 
preventative maintenance checldist will be used to record this service. 

3. 1.3 BR.<.> will provide refheling services to each beacon as required. Fuel 
levels will be verified weeldy dming the scheduled generator 
maintenance check.<::. Retheling eftcnts will be coordinated with the 
appropriate depmtment 

3.2 Unscheduled lVbintemmce 

3 .2J Provide on-call, 24.:Jwm, one-hom (road condition dependent) 
response, un-scheduled repair services as required. 

3 .2.2 The Air Base contl'ol tower will notifY BRS Airpmt of inoperable 
beacons. 

3.2.3 h1fonnation taken tl·om the repmting agency will include: location of 
inoperable beacon (hmer, Middle, Outer, etc.), cause of outage (if 
known), time of outage (if known). 
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3.2.4 BRS Airpmt Operations and Conmnmications personnel vvill respond 
to beacon rep::ti:r requests. If the outage is caused by a comnnmications 
failme, BR<; Aitpmt Operati011<:: willnoticy the BR<; Comnnurication<:: 
depmtment 

3.2.5 BRS Aitpmt Opem.tio11<:: will noticy BR<; Operatio11<:: that BRS 
personnel are responding to off-site beacons and will give the beacon 
location (hmer/Middle/Outer, etc.). 

3 .2.5. 1 BRS Operations will noticy Secmity that vehicles and 
personnel are transiting to repair oft:site beacons. 

3.2.5.2 BRS Opemtions will noticy BR<; A:llpmt Ope1atiot1<:: of any 
Secmity updates or issues. 

3.3 Atler beacon repair, BRS Ailpmt Operations will noticy the contn\1 tower to 
veritY that the appropriate beacon is operational and to Ielay the 11.atme of the 
outage, if known. 

3.4 BR<; Secmity will conduct pe1iodic inspections to check tor signs of 
vandalism and tampering. BRS personnel should exercise caution prior 
to ente1ing the facility prior to scheduledhmschednled maintenance visits. If 
sigt1<:: of tampering are obse1ved, BRS Secmity will be notified prior to enhy 
into the facility, and maintemnce personnel will wait tor fmther n1stn1ctions. 
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References: 

• USAFE Supplements contained in AFI 21-116 Att~lchment 5 

• AFI 21-113 AF Metrology and Calibn-.tion Program 

• T.O. 00-20-14 

• The current TMDE Coordinator's Handbook 

1.0 Purpose 
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ATCALS PRECISION 1\!IEASlJRE:MENT 
SOP No. 9C 

To establish Brown and Root Services (BRS), LOGCAP 3 Snppmt Contract, 
procedmes for management of Test, Measmement and Diagnostic Equipment 
(TMDE) precision measming equipment items. 

2.0 Scope 

This procedme defmes the BRS Air Traffic Control and Landing Systems (ATCALS), 
:.md Airfield Operations related equipment calibration procedmes perfonned at fhe 
theater Precision Measming Equipment Laboratmy (PMEL). 

3.0 System Description 

3.1 The Teclmician assigned TMDE coordinator duties, will follow the 
appropriate procedmes and directives. 

3.2 An accmate accmmting ofTMDE equipment will be maintained by the TMDE 
Coordinator in the form of a Database. Items due calibration will be shipped 
by the TMDE Coordinator to PMEL prior to their due date. When items are 
shipped to PMEL they will be annotated as snelL Wl1en items retmn fi:om 
PMEL, they will be logged :in and the PMEL account listing will be updated 
wifh fhe new calibration due dates. 

4.0 Inventory Procedures 

4.1 The TMDE Coordinator will maintain a cmrent inventmy ofPMEL items. If 
not co-located, the alternate Th1DE Coordinator will keep a copy on tlle. 

4 ':> The PMEL :inventmy >vill contain the following intonnation on each piece of 
equipment: TMDE ID#, Due Date, Palt Nmnber, NSN, Cost, Serial Nmnber, 
Noun, \\i'LJC, CA/CRL#, Location, Date Sent, Calilmlfion Interval date, and 
Maintenance reference. 

4.3 The Location and sent tJ.eld will be annotated when the item is at the PMEL 
The Due Date field will be updated when the item retmm trom the PMEL 

4.4 When a Wmk Center receives a new piece ofTMDE, the TMDE Coordinator 
will be notified. The item's pmt munber, stock munbe.r and se1ial munber will 
be provided to the TMDE Coordinator by the Work Center's lead technician. 

5.0 Shipment to/from TMDE L.-.b Procedures 
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5.1 When an item is due c::~libration it will be sent to PMEL via Trm1spmt::~tion 
Management Office (TMO). Tvvo copies of fhe DD1149 shipping document 
will be filled out ::~nd processed tluough TMO. 

5.2 When ::~n item is due c::~libration., fhe owning \Vork C'.enter will be notified by 
the TMDE Coordinator no less tlmn 48 homs prior to shipment The owning 
Work Center is respo11~ible for madcing the items tor easy identification ::~nd 
retliev:=~L The TMDE Coordinator will set the items ::~side tor pick-up. Pick-up 
times will be est::~blished at the time of shipment notitlc::~tion. 

53 A copy of fhe DD1149 will be maintained in fhe PMEL accounts folder until 
each item listed on the DD1149 h::~s retmned. As each item l'lrrives., the 
::~ssoci::~ted DD1149 will be initi::~led showing tlmt the item has retmned fi·om 
PMEL 

5.4 If the item being sent for c::~libration is new to the PMEL accmmt, a request for 
initi::~l c::~libr::~tion will accompl'lny the item. An AFrO 350 t::~g will be 
::~tt::~ched to fhe item. 

5.5 If the item being sent for calibration requires ::~n upgraded priority due to 
mission :impact., a request tor primity c::~libr::~tion, ve1ified by the TMDE 
Coordinator and the A TCALS Supervisor, will be e-'m::~iled to the PMEL 
scheduling element 

5.6 When ::~n item retmm from PMEL~ the Due Date, Location ::~nd Date Sent 
tields will be updated on the PMEL dat::~b::~se. If someone other fh::~n the 
TMDE Coordinator check.~ in the items, the tollowing information will be 
forwm·ded to the TMDE Coordimtor for inventmy update~ TMDE ID#, 
Nomenclatme, Pmt N1.unber, Seiil'll N1.unber ::~nd new Due D::~te. One copy of 
the packing list will be retained and placed in the historic::~! files, one t\.)r fhe 
TMDE Coord:in::~tor ::~nd the other signed m1d fonv::~rded to PMEL's scheduling 
element When the shipment is received, the TMDE coordinate will notit}l the 
PMEL scheduling element 

5. 7 When a Custodial Accmmt/Custod:i::~l Request Log (CA/CRL) item retmm 
tl'om PMEL in a Not Repmuble This St::~tion (NRTS) condition, the owning 
Work Center CA/CRL monitor m1d BRS Property Depmtment ;,vill coordinate 
disposl'lllreplacement of the item. 

6.0 M~-.ster Listing 

The PMEL master accmmt inventory is maint::~ined by the PMEL and provided to the 
BR<; TMDE Coordinl'ltor qumteliy or upon request This m::~ster accmmt inventmy 
will be reviewed qumtedy to ensme that it matches fhe actual PMEL :inventmy. 
Discrepancies will be reterred to the PMEL scheduling element 
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7.0 Deleting Items Procedures 

SOP No. 9C 

To delete an item to fhe PMEL Master Listing a Request for Deletion memo, 
specizying which item is to be deleted, must be filled out and forwarded to the PMEL 
lab. 

8.0 M~llfunctioning TMDE 

8.1 When a piece of test equipment is malfimctioning, an AFTO Form 350 tag 
describing the malfunction (discrepancy block only) will be tllled out by the 
owning Work Center and attached to the item. The TMDE Coordinator will 
complete the form. 

8.2 The person who experienced the malfimction willnotitY the owning Work 
Center's lead teclmicimL The TMDE Coordinator will be notified and the item 
will be shipped to the PMEL tor repair. The Work Center's lead teclmician 
vvill be listed on the AFTO Fonn 350 as POC tor the JCN with PMEL :in case 
more detail is required. 
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1.0 Purpose 

This S tand.ard Oper::~ting Procedme (SOP) provides procedmes for Information 
Technology (IT) Equipment suppmt tor the LOGCAP 3 Supp01t Contract 

2.0 Scope 

This SOP establishes the standards tor an etlective and efficient IT Services 
Operation on the Airtleld. 

3.0 Mission 

The missicn1 of the IT Services Section is to provide automation suppmt tor all 
Computers, Monitors, P1inters, Fax machines and Copy machines (Maintenance of 
Copy machines is subcontracted out), as required. 

4.0 Equipment Maintenance M~magement Phm 

4.1 The Brown and Root Services (BR<>) IT Services Section Management Plan 
establishes the equipment requirements necess::ny for upgrades, repairs, and 
daily ma:intenm1ce to maintain the highest possible readiness rate. 

4 ':> The plan of maintenance is to keep equipment in an optimized condition at all 
times and to maintain all computers and associated equipment 

4.3 On location suppmt is accomplished and pertonned by IT personnel on a daily 
b::~sis to insme early detection of discrepancies and to tl'oubleshoot and correct 
system failmes. 

4.4 In shop work is pertonned by IT personnel tor the pmpose of troubleshooting 
to component level, repairing, and upgrading of computers and associ::~ted 
equipment that c::~nnot be accomplished at user locatio11<::. 

4.5 Safet:v is primit:v tlu·oughoutall maintenance tasks. 

5.0 IT Repair \Vork Order Procedures 

5.1 The User initiates the work order by calling in or visiting the Mainten:mce 
Contl'Ol Desk. Based on intonnation received from tl1e user the Job Contwl 
cle1k assigns a work order munber, enters appropri::~te intonnation :into the 
database, and assigns the •vm1.;: to the appropriate teclmicimL 
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5.2 A Work Order is prepared for all wotk performed, and is divided into two 
categories as indicated below: 

5.2J Work order with no pmis needed: The technician inspects/completes 
the wotk as ~ssigned indicates the deficiency and conective action 
taken and retmns the work order to the Job Contl'Ol Clerk who enteis 
the infonnation in the Database Log and closes out the wotk order. 

5.2.2 Work order with pmts needed: The technician researches the pmt, 
tmnscribes infonnation onto the work order and checks with the pmts 
clerk to detenn:ine if pmis are on hand. If the pmis are on hand, the 
teclmician is issued the pmis and completes the work If pmis are not 
available, the technician submits the wotk order with all necessmy 
information to order the pmt to the Automation suppott repair clerk 
He then files the work order in the suspem:e file lmtil pmts are 
received. 

53 Upon receipt of required palis the Repair Palis Clerk will provide to the 
Automation Suppmt Supe1visor a Repair Palis Equipment listing for 
equipment 

5 A The Repair Pmis Cledc >vill store pmis and keep an updated inventoty of 
stock The Repair pmts Cle1k will keep the IT T eclmician updated on pmts 
received for open job tickets. 

5.5 Upon receipt of repair pmis from the Repair Palis Cle1k for open job tickets, 
the IT Technician will schedule the wotk into the schedule according to 
priority. 

5.6 Upc>ll completion ofjob, the IT Technician willnotizy the Job Control Cledc 
on the status. 
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AIRFIELD VEIDCLE & EQUIPMENT MAINTENANCE 
STANDARD OPERATING PROCEDURE 

SOP No. 9E 

TABLE 1-1, VEHICLE AND EQUIPJVIENT INSPECTION AND SERVICE INTERVALS Enclosure 1 
TYPE EQUIPMENT INSPECTION/TEST TYPE I NSPECTION/1 NTERVAL 

1. General Purpose Vehicles 

2. Firefighting Vehicles 

3. Fuel Servicing Vehicles- Hose Carts 

OPERATOR 
INSPECTION 

DAILY/WEEKLY 

Weekly when used- Tire Pressure check 
use Operator (TO 00-25-246) 
Inspection Guide 
(more frequently 
when directed by 
MAJCOM) 
Daily when used - Tire Pressure check 
use Operator Guide (TO 00-25-246) 
as applicable 

Daily when used - Tire Pressure check 
use Operator TO 00-25-246 
Inspection Guide 

Scheduled I nsp: 
Lubrication, Oil and 
Filter Change 

ANNUAL INSPECTION 

6000 mile/9500 km and Annual or 12,000 
during annual lnsp if miles/19,300 km 
within 3000 miles/4800 
km or 3 months of due 
date 

6 months, 6000 Annual or 1200 hrs or 
miles/9600 km or 400 12,000 miles/19,300 km. 
hours (includes auxiliary 
engine). (Perform annual 
lnsp if within 3000 
miles/4800 km, 200 hrs or 
3 mos of due date.) 

6 mos, 6000 miles/9600 Annual or 1200 hrs or 
km, or 400 hrs (includes 12,000 miles/19,300 km 
aux engine). (Perform 
annual lnsp if within 3000 
miles/4800 km, 200 hrs or 
3 mos of due date.) 

USE OR DISCLOSURE OF DATA CONTAINED ON THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
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AIRFIELD VEillCLE & EQUIPMENT IVIAINTENANCE 
STANDARD OPERATING PROCEDURE 

SOP No. 9E 

TABLE 1-2, SPECIAL INSPECTIONS/TESTS Enclosure 2 

TYPE INSPECTION/TEST INTERVALS- SPECIAL INSTRUCTIONS- REFERENCE 

1. Quinquennial Testing of Cryogenics Fuel Trailers Tube Bank Trailers Every 5 yrs (reference para 2.7.c(2). Perform hydrostatic tests (reference TO 
42B5-1-2). 

2. Fuel Servicing Vehicle Requirements. a. Clean and service every 3 yrs or when filter elements are 
a. Water Segregators changed.(Reference para 2.7.c(2).) 
b. Replace filter separator elements b. Change in accordance with TO 37 A-1-1 01. 

3. Repack \1\.theel Bearings, Check Brake Shoes, Wheel Cylinders/Calipers, Every 36,000 miles or 2,400 hours on all vehicles or more frequent if local law or 
Rotors, Drums, etc. operation conditions so warrant. Trailers/Semi-trailers, with packed wheel 

bearings, every 3 years. 
4. Weight testing requirements for truck and crawler-mounted cranes. Test loads (reference para 2.7.e(1) of TO 00-208-5 and Section Ill of TO 36-1-

58). 
NOTE: Notify user weight tests are required when major maintenance is 
performed on lifting devices. 

5. Dielectric test on crates and high reach vehicles equipped with insulated Semiannual or when insulated booms or aerial platforms are serviced or repaired 
booms, lift platforms, etc. (reference para 2.7.e(2) of TO 00-208-5 and TO 36C-1-4.) 

6. High reach boom and all associated equipment. Boom and associated equipment will be inspected annually. The vehicle 
maintenance officer will determine if and when overhaul is necessary. Adjust 
intervals prescribed by applicable technical order as necessary for local 
conditions (reference para 2.7.e(2) of TO 00-208-5). 

7. Hydraulic Systems (Special Purpose Assemblies). Every third annual or 3,600 hours (whichever occurs first) hydraulic fluid shall be 
changed. 

8. Spark Arrestors. Annually. 

9. 5'" wheel wedges and bolt checks. Annually. 
10. Spark check for aircraft refueling vehicle and other vehicles/equipment Annually. 
designated for concurrent refueling operation. 

11. Vapor Recovery R-9/11 Refuelers. Comply with local, state, and host country. 

USE OR DISCLOSURE OF DATA CONTAINED ON TillS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
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AIRFIELD VEillCLE & EQUIPMENT IVIAINTENANCE 
STANDARD OPERATING PROCEDURE 

TABLE 1-3 SCHEDULED MAINTENANCE INTERVAL CONVERSION TABLE- MILES TO KILOMETERS 
' 

ADJUSTED ADJUSTED ADJUSTED 
1:v:IILES KILOJ:v:IETERS 1:v:IILES KILOJ:v:IETERS 1:v:IILES KILOJ:v:IETERS MILES 

59000 94900 100000 160900 
60000 96500 
61000 98100 
62000 9'J700 
63000 101300 
64000 102900 
65000 104500 
66000 106100 
67000 107800 
68000 109400 
69000 111000 
70000 112600 
71000 114200 
72000 115800 
73000 117400 
74000 119000 
75000 120600 
76000 122200 
77000 123800 
78000 125500 
79000 127100 
80000 128700 
81000 130300 
82000 131900 
83000 133500 
84000 135100 
85000 136700 
86000 138300 
87000 139900 
88000 141500 
89000 143200 
90000 144800 
91000 146400 
92000 148000 
93000 149600 
94000 151200 
95000 152800 
96000 154400 
']7000 156000 
98000 157600 
99000 159200 

USE OR DISCLOSURE OF DATA CONTAINED ON THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
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AIRFIELD VEIDCLES & EQUIPIVIENT l\!IAINTENANCE 
SOP No. 9E 

Brown and Root Services (BRS) operates and manages ground maintenance 
operations for Airfield vehicles and equipment This service is provided for tactical 
and non-tactical vehicles, general-pmpose equipment, and Aerospace Ground 
Equipment (AGE). 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Conhact 

3.0 Responsibilities 

3. 1 BR<; will provide management and oversight of the maintenance of vehicles 
requiring minor and major repairs. 

3.2 BR<; is responsible for the operation, maintenance, repair, and rep01ting of all 
AGE, which :includes, but is not limited to, light sets, power generation 
equipment, compressors, heaters, maintenance stand<::, and aircraft tow bars. 

4.0 Procedures 

Accmmting and rep01ting procedmes for repair, maintenance and recovery is 
accomplished by shop work orders, equipment histmy jackets, and periodic deadline 
and non-availability repmis. The Air Force Form 1800 series is used to identitY 
discrepancies and problems on equipment 

4.1 Stand~lrds ~lnd Accountability 

4.Ll Tools and Special Diagnostic Equipment 

• Inventories of general mechanic tool boxes, special tools and test 
equipment will be accomplished qumterly by the Shop Foreman or 
the Equipment Maintenance Supervisor (EMS) utilizing clment 
inventmy sheets and shall be kept in the EMS office. 

• Calibration 

Tools and diagm""lStic test equipment requiring calibration mu.<::t be 
tmned-in to the Tool Room or Precision Measmement Equipment 
Laboratory (PMEL) for calibration. Ensme that a hand receipt is 
received for the equipment Hand receipt will be destroyed after 
equipment is picked up fi:om PMEL 

4. 1.2 Repair Pmis Control (Issuing and Requisitioning Procedmes) 
• All repair pmis will be i11<::pected for quantity and quality. The 

Pads warehouse will have t1uee controlling doclunents: the 
recei\ii.ng log, the warehouse :invent01y, and the issue log. 
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• The ~hop forem:m will ~creen all pmt~ requi~ition~ to en~me 
correct intonnation i~ provided. 

• Bench-~tock pmi~ will be i~~ued to the mechanic and mmotated at 
time of receipt on the i~~ue log. 

• The Shop Foreman or Pmt~ Admini~hator will conduct ~pot 
inventorie~ eve1y two week~ tor validity pmpo~e~. 

• All repair pmi~ ordered tor deadlined equipment will be proce~~ed 
with the highe~t p1iority. They 1mt.~t be thoroughly ~creened and 
placed on order e:lq_Jeditiou~ly. 

4 ':> Equipment Maintenance lVIanagement Phm 

4.2J In~pection~, Te~t~ and Service~ 
• Operator In~pection 
• Scheduled In~pection (lubrication, oil and filter (LOF) change) 
• Annual In~pection 
• Special In~pection 
• Technical I11~pection 
• Acceptance In~pection 

General in~pection and ~ervice requirement~ which apply to most 
vehicle/equipment aTe ~pecified in the tollowing pmagraph~ by type of 
:impection/~ervice~ ~pecial in~pection~/te~t~ are contained in Table~ 2-1 
and 2-2, attached Enclosme~ 1 and 2. 

43 Vehicle, Equipment Inspection and Service Intervals 

The pre~ent interval between ~e1vice i11~pection~ tor Airfield vehicle~ and 
equipment i~ l:i~ted on table~ 2-2 and 2-3, attached endosme~ 2 and 3. 
Although LOF/~cheduled maintenance inte1val~ remain con~tant, the actual 
pertonnance of the ~eiVice may be adjusted ~lightly to accommodate mi~~ion 
requirement~. 

4.4 Preventive Maintenance Record Card or Files 

4AJ Maintain record~ tor equipment a~~igned. 

4.4.2 Deadlined Vehide I11~pection 
• En~me all opening~ are covered and weather tight 
• En~me all machined ~mface~ are pre~e1ved, and all di~a.s~embled 

component~ are, covered and ~tored. 
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• No cmmibalization has t.::lken place since the last inspection. 
(Controlled parts interchange is not approved as normal 
procedme). 

• An im:pection will be conducted on all deadlined equipment to 
ensme that damage, theft, or uncontrolled cmmibalization has not 
taken place prior to removing vehicle tl'om deadline status. 

4.5 Placing Vehicles and Equipment on the Vehicle Readiness Report 

• A vehicle identified as a potential deadline will be given f(nty-eight homs 
before being placed on the Readiness Repmt as a deadlined vehicle. 

• Docmnented reasons for delays, e.g., "stop for palts" are noted. Tmn over 
Work Order Paclm.ge to the repair pmts cledc Ensme that all pmts 
preventing the vehicle tl·om being operational are noted and on order. 

• Ensme replacement palts are ordered tor the deadlined equipment 

4.6 Tire Rep<lir and Replacement 

4. 7 Dispatching of Vehicles 

4.7J The BRS Vehicle Control Officer (VCO) (or alternate) will dispatch 
vehicles and equipment at the beginning of eve1y month, using the 
guidelines below: 

• Ensme the safe opemtional condition of all vehicles and equipment 

• IdentifY any damage, pmticulady dmnage not repmted and repair 
procedmes not initiated 

• Maintflin accountflhility of equipment 

• Captme all due or overdue services. 

• The BRS VCO (or alternate) \Vill administer a monthly vehicle 
im:pection, covering a minimum of 10% of the total vehicle tleet 
Discrepancies noted will be documented and coordinated with the 
V elude Control Contact Person (V CCP) for correction. 

• The VCO, in coordination with the VCCP, will compile a 
Mininnun Essential Level (MEL) listing and ensme the eftlcient 
and economical operation of the base vehide tleet 

• Ensme collection of all approp1iate AF Fonn 1800 series. 
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• Ensme vehicles/equipment are signed out and in. Ensme operator 
is 1ice11<::ed for the p:.uticular vehicle/equipment 

• Assist each VCCP on vehicle safety and infonn::~tional brietlngs to 
::~ssigned personnel and maintain migin::~l vehicle lesson plans in 
the VCO Guide book The VCO will sign appropriate AF forms 
when drivers complete haining. 

4.8 Vehicle Damages 

When equipment is d::~maged by accident/incidents, maintenance personnel 
prep::~re an accident estimate work order. 

4.9 AGE Equipment lVbintemmce 

• Conduct a check of all ready line equipment dispatched by AGE 
personneL Not all equipment dispatched daily. 

• Establish and maintain a maintenance schedule 

• Ensme applic::~ble Air Force directives and teclmie<~l orders are c1.ment 

• Petfonn maintenmlCe and operations per applicable technic::~l order or 
mmmfactmer mammk 

• Review AFTO Form 244, Industrial/Suppmt Equipment Record. 

• AGE mechanics will conduct weeldy, or prior to dispatch to aii·crafl, 
checks per applicable Technical Orders and annotate (weeldy mini:nnun) 
the AFTO Form 244. 

• Annotate weeldy inspection, 1.m<::chednled m::~inten."lnce, scheduled 
mai11tenance ::~nd mainten::~nce delayed discrep::~ncies on AFTO Form 244, 
Industrial!Supp01t Equipment Record. 

• Annotate AFTO Fonn 245, Industrial!Suppmt Equipment Record 
(Contiimation Sheet) for maintenance delayed discrepm1cies if a 
contiimation sheet is required. 

• Schedule and maint.ai11 powered and non-powered AGE, and deliver AGE 
to suppmt missions. 
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To estt:lbliih procedmes ft)r Mt:lintenance Control activities :in suppmt of the Brown 
and Root Services (BRS) LOGCAP 3 Suppmt ContJact 

2.0 Scope 

These procedmes cover Maintent:lnce Control operations with regt:lrds to tmcking fhe 
statu.s of cmrent maintent:lnce actions performed wifh the A.:ir Tiaffi.c Contn\1 t:lnd 
Landing systems (ATCALS) Ma:inten:mce Section. Histmic:.1l dt:lta is al'chived to 
provide mant:lgement with the tools required to improve ovemll maintent:lnce 
perfonnt:lnce. 

3.0 System Description 

3. 1 The A TCALS Maintenance C'.ontrol Section will follow procedmes developed 
to ensme accmt:lte tmcking of maintenance actions perfonned by the 
A TCALS, Comnnmications (COMMO) and Information Teclmology (IT) 
vvm1.;: centers. Maintenance Control provides equipment t:lnd rept:lir pmt status 
hacking. 

3.2 The Maintent:lnce Contn:\1 Section will request t:lnd disbibute pt:lsswords. In 
the t:lbsence of t:ln ISSO, the maintenance contn\1 administmtor will obtain fhe 
new passwords from the appropriate G-6. 

4.0 :Maintenance Control 

• Contl'ols t:lll maintenance actio11s that affect equipment status~ and maintains 
automated/manual status visibility. 

• Acts t:lS a consolidated contact point to receive trouble repolis and complaints 
from suppmted customers. 

• Establishes an atler duty homs contact point for Maintenance ControL 

• Monitors the stat\ts of assigned maintenance vehicles. 

• M:.1int.ains the status of on-call tech11icians and, when required, directs technician 
dispatdt 

• Assig11s Job Contl'ol Nmnbers (JCN). A separ:.1te block of JCNs will be used for 
the ATCALS, COMMO and IT Maintenance Work Centers. 
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• N otitle~ affected activitie~ of change~ in priori tie~, plan~ and ~chedule~. 

• Monitor~ maintenance action~ that change equipment ~t.atns. 

• Maintai:t1~ the ~t.atn~ of all active and deferred di~crepancie~. 

• Docmnent~ the pe1fonnance of Preventative Maintenance In~pection~ (PMI) 
required by equipment teclmic:.1l ~pecific:.1tion~. Doc1unent deviation~ to the PMI 
~chedule. 

• Close~ and or monitor~ each JCN. 

• Maintain~ a Ma~ter Maintemnce Database archive for all a~~igned ~y~tem~. 

5.0 E-mail Accounts 

Email accmmt additi011<::, modification~ and deletion~ will be reque~ted tlu·ough 
Maintenance Conh'Ol Ad:mini~trator who will advi~e the reque~ter of the time 
con~tmint~ for pas~word pickup. 

6.0 Uptime Rates 

It will be the re~p011<::ibility of the Maintenance Control!ATCALS Supervi~or to 
provide the monthly ATCALS UP-TIME R..4. TES. Thi~ repmt will be as of Close of 
Busi:ne~~ (COB) on the 1st of each month. All equipment/~y~tem~ are to be 
maintained at lea~t to a 98% monthly up-time rate. Thi~ rate doe~ not include 
~cheduled outage~, travel to ATCALS ~ite~, or Govenunent cau~ed ~ecmity or ~upply 
delay~. The UP-TIME R..4. TE i~ computed in the following mmmer: 

• N1unber ofhoms per month ~ptem i~ out of ~ervice 
• Minu~ munber of hom~ ~y~tem i~ ~cheduled out of ~ervice 
• Minu~ munber ofhmm of ~upply delay awaiting pmt~ 
• Total 
• Divided by the munber ofhoms per month 
• Equal~ equipment Downtime R:.1te for the month 
• UP-TIME RATE equal~ 100 minu~ Downtime R1te. 
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1.0 Purpose 

To establish Brown and Root Services (BRS) procedmes t<.)r accomplishing 
Preventative Maintenance Inspections (PMI) of the Tactical Aircrafl Navigation 
(TACAN), Radar Approach Control (RA.PCON)/Radar and Radio t~.cilities. 

2.0 Scope 

This procedme defmes BRS A TCALS and related equipment PMI procedmes and 
scheduling. 

3.0 System Description/Policy 

The A TCALS t~.cilities will follow all applicable technical specitlcations of 
mandatmy PMis. 

4.0 PMI Schedule 

BRS ATCALS Maintenance Control ad:ministmtor monitors and maintains the 
A TCALS PMI schedule. When a PMI is due, a Job Control Nmnber (JCN) will be 
requested tiom A TCALS Maintenance Contn:)L When the PMI has been 
accomplished, the JCN will be closed and data base updated by the Technician 
performing the PML 

5.0 PMI Procedure 

5. 1 All PMI's will be accomplished in accordance with the PMI schedule and in 
accordance with equipment specific technical specifications. A TCALS 
Maintenance Control will be advised of the stmt and stop times of 'Red' 
PMI's. Red PMis indicate a sched1.ued equipment outage rende1ing the system 
unavailable. 

5.2 If a discrepancy is noted dming a PMI, a JCN will be opened. The PMI will 
proceed if possible followed by repair of the deficiency. Otherwise the PMI 
will be discontinued and the deficiency repaired. Once the discrepancy is 
corrected the PMI will be completed. 

5.3 When the PMI is completed, the JCN will be clc~:ed by the Teclmician 
em:ming that the Master Maintenance Database is updated. The Work Center 
PMI listing vvill be mmotated as required. 
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The pmpose of fhis Stand.:~Td Operating Procedme (SOP) is to provide standm·d 
policies .:~nd procedmes for the oper.:~tion of the Brown and Root Services (BR<.>), 
LOGCAP 3 S uppmt Conhact, A TCALS Radar Maintenance. 

2.0 Scope 

This SOP applies to all BRS ATCALS radar maintenance personnel and maintenance 
activities in suppmt of the LOGCAP 3 Supp01t Contract 

3.0 Responsibilities 

It is the resvonsibility of all personnel assigned to the Rad.:~r Maintenance Section to 
comply with the procedmes and policies outlined within this SOP. 

4.0 Equipment Maintenance Management Phm 

The BRS RA.DAR Maintenance Management Plan co11~ists ofthe following: 

• The goals of maintenance are to keep equipment in safe and optimized condition 
at all times at reason ... 1ble cost, to detect and repair detl.ciencies, and to m.:~int.:~in all 
equipment at, or above, 98% av.:~ilability , This 1-ate does not include scheduled 
outages, up to 30 minutes for travel to A TCALS sites, and Government caused 
secmity, supply, and Tech11ical Evaluator ce1tifi.cation del.:~ys. Levels of 
mainten.:~nce range from On-Equipment M.:~intenance (level one), Off-Equipment 
Maintenance (level two), and Depot Level Maintenm1ce (level tl1ree). The 
categmy of repairs performed is determined by the natme of the repair~ the level 
of repair pads required, took test equipment, time available, technician level 
qualifications, maintenance facility limitatio11~, and the mi~sion at hand. 

• On-Equipment, level one, is accomplished and perfonned by RA.DAR personnel 
on a daily basis to ensme early detection of deticiencies and to troubleshoot to 
module leveL 

• Off-Equipment, level two, is pedonned by skilled technici.:~n for the pmpose of 
bench checking and troubleshooting and to minimize repair costs and equipment 
down- time. Maintenance consists of electTical/mechmrical. inspections, services, 
and adjustments beyond what can be pedonned with equipment installed in a 
system and troubleshooting to component leveL 
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• Depot Level maintenance, level thTee, is that ma:inten ... 1nce performed by an 
established USAF maintenance depot When TO.s or competent authority 
identifies the level of maintenance as depot, then the item shall be sent to the 
depot tor repair tlu·ongh the Government supply system. 

• Safety is a prim my priority tluoughont all levels of maintenance, regardless of 
how small the job. 

5.0 Preventative Maintenance Inspection Intervals 

Equipment specific teclmical mmnmls specizy the present :interval between PMI 
inspections for Racial' systems. This intetval is tlexible and can be adjusted to 
accommodate clmnges in the tlying schedule, etc. 

6.0 RADAR Facility Certification 

Following any maintenance that :invalidates any parmneters on AFrO FORlvfS 
505/508, the RADAR System mu..;,:t be recettified. Only aft.er the cettifications are 
accomplished IA W cmrent MOA will the Radar teclurician close the JCN. Job 
Contn:)l will be advised and mmotate the time awaiting Teclurical Evaluator 
cettitl.cation. 
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1.0 Purpose 

The pmpose of this St.andm'd Operating Procedme (SOP) is to provide st.and.ard 
policies and procedmes for the operation of the Brown and Root Services (BRS) 
suppmting the LOGCAP 3 Supp01t Contract, Air TraftJ.c Contnil and Landing 
Systems (ATCALS) Radio Maintenance Section. 

2.0 Scope 

Establish the st.and:uds for effective and efficient maintenance operations in suppmt 
of the air traffic control mission. The ATCALS Radio Maintenance Section shall 
provide maintenance and service suppmt to the A TCALS Comnnmications systems, 
Armed Forces Network (AFN) (television), and the Land Mobile Radio Net (LMR). 

3.0 Responsibilities 

It is the respon~ibility of all personnel assigned to the ATCALS Radio Maintenance 
Section to comply with the procedmes and policies outlined witJrin this SOP. These 
responsibilities include maintenance and service of the following Radios/systems: 
UHFNHF Transmitters and Receivers, Recorders, LMR 's, and the local AFN 
satellite receiver, and televisions/antennas. 

4.0 Equipment Maintenance Management Phm 

4.1 The plan of maintenance is to keep equipment :in an optimized condition at all 
times at reasonable cost, to detect and repair deficiencies, and to maintain all 
A TCALS comnnmications eqlripment at or above 98% availability. These 
rates do not include scheduled outages, up to 30 minutes for travel to 
A TCALS sites~ and Govemment caused secmity or s11pply delays. Levels of 
maintenance Iange fi:om On-Equipment Maintenance (level one), oft: 
Eqlripment Maintenance (level two), and Depot Level Maintenance (level 
tJu·ee). The categmy of repairs pedonned is determined by the natme of the 
repair~ the level of repair pmts reqlrired, tools, test equipment, time available, 
teclmician qualification level, maintenance facility linritations, and the mission 
at hand. The AFN and LMR system components will be repaired at level one 
only. TJris is a removal and replacement of major components only, i.e. 
receiver/transmitters, batteries, antemws, etc. The LMR components are 
repaired at level three Govermnent Maintenance Depot 
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4 '! On-Equipment, level one, is accomplished and pert<.mned by Radio personnel 
on a daily basis to ensme emly detection of deficiencies and to troubleshoot to 
module leveL 

4.3 Off-Equipment, level two, is perfonned by skilled technician t<.)r fhe pmpose 
of bench checking and troubleshooting and to minimize repair costs and 
equipment down time. Maintenance consists of elect1ical/mechanical 
itt<::pections, services, and adju.<::tments beyond what can be perfonned with 
equipment i11<::talled in a system and troubleshooting to component leveL 

4.4 Depot Level maintenance, level fhree, is that maintenance performed by an 
established maintenance depot When a competent authority identifies the 
level of maintenance as depot, then the item shall be sent to the depot for 
repair through the Government Supply System. 

4.5 Safetv is a p1immv primitv tJn·oughout all levels of maintenance, regardless of 
the task at hand. 

5.0 Preventative Maintemmce Inspection Internlls 

The present intervals of Preventative Maintenance Inspections (PMI) for the 
A TCALS Comnnmications systems are specitied by USAF technical manuals. These 
intervals are tlexible and can be a4iusted to accommodate changes in the tlying 
schedule, etc. 
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1.0 Purpose 

The pmpose of this Standard Operating Procedme (SOP) is to provide st.andm·d 
policies and procedmes for the operation of the Brown and Root Services (BRS), 
LOGCAP 3 Suppmt ContJact, Tactical Aircraft. Nav-igation (TACAN) Maintenance 
Section. 

2.0 Scope 

This SOP applies to all TACAN maintenance pers01mel and maintenance activities in 
supp01t of the A TCALS mission. 

3.0 Mission 

The mission of the TACAN Maintenance Section is to provide equipment 
maintenance supp01t of meteorological and navigation systems as applicable and as 
required by professional maintenance practices, and equipment specitlc directives and 
or teclmic<'ll mmmak 

4.0 Equipment Maintenance Management Phm 

4.1 The BR<.> TACAN Maintenance Management Plan com:ists of the following: 
The plan of maintenance is to keep equipment in an optimized condition at all 
times at a reasonable cost, to detect and repair deficiencies, and to maintain all 
equipment at, or above, 98% ::lvailab:ility. This rate does not include 
scheduled outages, up to 30 minutes for tJavel to ATCALS sites, Government 
caused sec1.n'ity or supply delays, and Tech11ical Ev::lluator ce1tification delays. 
Levels of maintenance I<~nge fi:om On-Equipment Mainten::mce (level one), 
Off-Equipment M<'lintenance (level two\ and Depot Level Maintenance (level 
tlu-ee). The catego1y of repaiis petfonned is determined by the natme of the 
repair~ the level of repair pmts required, took test equipment, time available, 
technician qualification level, maintenance facility limitations, and the mission 
at hand. 

4 ':> On-Equipment, level one, is accomplished ::lnd performed by TACAN 
personnel on a daily basis to e11'>me early detection of deficiencies and to 
troubleshoot to module leveL 

4.3 Off-Equipment, level two, is perfonned by skilled technician for the pmpose 
of bench checking and troubleshooting and to minimize repair costs and 
equipment downtime. Maintenance consists of electl'ic<'ll/mechmric<'ll 
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i11~pections, services, and adjn~tments beyond what can be perfonned with 
equipment i11~talled in a system and troubleshooting to component leveL 

4.4 Depot Level mainte11.1nce, level tlrree, is that maintenance performed by an 
established Government maintenance depot When equipment specitl.c 
directives/mmmals identity the level of maintenance as depot, then the item 
shall be sent to the depot tor repair flu·ough the Govenunent supply system. 

4.5 When a TACAN maintenance action invalidates any pammeters, listed in 
equipment specific directives/manuals, re-cettitl.cation is required LA. W the 
cmrent MOA. The Teclmical Evaluator will be requested to perKmn a 
certification and retmn the :system/module/unit to service and upgm.de system 
stah1~. 

4.6 Safetv is a primarv prioritv tJu·oughout all levels of maintenance, regardless of 
how small the job. 

5.0 TACAN Facility Certific<ltion 

A TACAN is a system that requires a specialized tlight check before it is 
connnissioned for use by aircr::~tl for Instrument Flight Rules (IFR) navigation. 
Rectific::~tion requirements ::~re specific by govenunent equipment specific 
directives/manuals. Only aft.er the Teclmical Evaluator accomplishes these 
cettifications will the TACAN Teclmician close the Job Contn\1 Nmnber (JCN). 
Maintenance Control will be advised and annotate the time awaiting Teclmic::~l 

Evaluator celtification. 
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Provide procedmes for the prov1s10n of orgmtizational maintenance serviCes to 
lmit:; with equipment assigned to the Tactical Motor PooL 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Contract 

3.0 Procedures 

3.1 The designated military POC (e.g., G4, DCSLOG) will identitY which units 
and equipment Brown and Root Services (BRS) will suppmt. 

3.2 Authorized mrits and equipment will receive the following suppmi, as a 
mmnnum: 

1. Scheduled maintenance seiVices 
2. Unscheduled maintenance repairs/services 
3. V elude Recove1y 
4. AOAP 
5. Padcing 
6. Maintenance management using the lhrit Level Logistic System-round 

(ULLS-G) to generate A.nny Material Status System (AMSS) repmts, 
including: 
• Recordkeeping 
• Dispatching 
• Operator qualification records 
• Readiness repmiing 

7 Class IX reqlrisitioning (other than for sensitive equipment) 

3 3 Sbmdards 

• The maintenance goal is to maintain all equipment at the Full Mission 
Capable (FMC) standnrd. 

• IdentitY faults using the "items to check" cohunn ofthe applicable -10 and 
-20 -series Teclmical Manunrs Preventive Maintenance Checks and 
Services (PMCS) table. 

• Pedonn services witJrin tl1e scheduled service :inte1vaL 

• Execute all mgent and linrited-mgent m odifi.cation work orders. 
3 A Status Reporting 
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Rep01t using the Anny Material Status System (AMSS) repmis genert1ted by 
the Unit Level Logistic System (ULLS). The repmting period is from the 16th 
dav of the month through the 15th dav of the following month. Forward tlris 
repmt via diskette or e-;nailno later tltan close ofbusn~ess on the 16th of each 
month to the designated milit.my POC. 

3.5 Army Oil Analysis Prognm1 (AOAP) 

Emoll t1Jl eligible eqlripment :in the AOAP. Sampling intervals will be as 
dll·ected by the Oil Analysis Lab once an iiritial sample has been submitted. 
Generate Oil Analysis requests u.<::ing ULLS-G. Submit smnples to the Oil 
Analysis Lab 

3.6 Class IX Repair Parts Supply 

• BRS utilizes an assigned UIC and DODAA.C in order to retain contimrity 
of maintenance management 

• BR<:> will maintain Clt1ss IX Repair Pmis based primarily on demand 
hist01y. In limited cases (e.g., low-density and/or mission-essential 
equipment), some non-demand-suppmted stockage may be auth01ized by 
management according to best iitdushy practices. 

3. 7 Dispatching 

• Use ULLS-G to produce a dispatch for assigned customers. 

• Use ULLS-G to generate aDA Form 5988E. The velricle opemtor should 
use tlris to record required -10 level PMCS, wlrich he should then tmn Til 
to the dispatclring office. 

• If there are faults requiting correction, the dispatch office will give the 
5988E to a BRS i11<::pector, who will perform a QA.!QC check. 

• The inspector will verifY velricle condition and note any faults not shown 
on the 5988E. 

• BR<:> mechanic(s) will make corrective actions (adjustments, tests, and/or 
palis replacement} 

• If the palis are not on hand, check the PMCS tables to determine readiness 
status. 

• Repmt eqlripment as "Deadliited" if the lmcorrected fault renders 
equipment Not Mission Capable (NMC} 
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• If fa.ult does not make equipment NMC, update the 5988E to show the 
fault and palis required in the detened maintenance section. 

• Per the Maintemmce Allocation Chmt (MAC)? if repairs are beyond the 
organizational level? create an ULLS-G Work Order retening the vehicle 
to Direct Supp01t Maintenance. 

• The designated maintenance POC will tinal check all work, sign oti on the 
5988E and retmn it to the dispatcher. 

• Dispatcher will check the operator's qualification record and ensme that 
customer is authorized to operate that equipment 

• Dispatcher issues the dispatch using ULLS-G. 

3.8 Scheduled Maintenance Services 

• Ensme the proper parameters (tl'om the -20 -level Organizational 
Maintenance Manual and the -12 Lubrication Order) are entered into the 
ULLS-G system. 

• Generate a 5988E. 

• Check for any deterred pmts received since last service. 

• Petfonn a service i11spection per the applicable -10 and -20 -level 
technical manuals? lubrication orders? and technical bulleti11s. 

• Annotate on the 5988E any additional procedmes or work requested by the 
customer. 

• Supervisor assigns equipment to a work team. 

• Team leader conducts the approptiate TSTI briefing. 

• Team leader notifies maintenance inspector for :in process reviews ofbrake 
work, internal seal replacement, and prior to reinstalling wheel hubs. 

• Team leader ensmes that TMDE used has a c1ment calibration prior to use. 

• Team leader ensmes corrective action entries are specific and detailed. He 
annotates the BRS badge number of the mechmric(s) in the ''ilritials" 
cohunn of the 5988E. He notifies the inspector when work requirements 
are met? deterred maintenance items are ordered? and the vehicle is ready 
for tJ.nal inspection. 
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• The inspector does a road test and inspects the vehicle. 

• Should any additional work requirements be identified, retmn the vehicle 
to the same work team for corrective actions. 

3.9 Unscheduled Maintenance 

Follow fhe same procedmes as for scheduled maintenance. 

3.10 The supervisor determines priority of work and orgamzes the daily work 
schedule. 

3. 11 Accident Repairs 

• When a vehicle has accident damage, take it out of service. 

• Notizy the designated milit.my POC's (e.g., G3/DCSOPS, G4/DCSLOG, 
PMO/MP's), who will notifV the unit commander or designated . ~ 

representative. 

• Assess damage to see if it requires readiness reporting as NMC. 

• If fhe damage renders it NMC, repmt vehicle on the deadline repmt with 
"accident damage'' as the fault 

• Request an Estimated Cost of Damage (ECOD) tl'om Direct Suppmt 
Maintenance. 

• The mrit connnander or designated militmy POC will 

1, Conduct his own investigation and provide a release, or 

2. Appoint a smvey oftlcer, who will investigate and provide fhe 
appropriate release. 

• Upon release, perfonn required repairs as authorized by the Maintenance 
Allocation Chait of the -20 manuaL 

• When all repaiis are accomplished, prepare an Actual Cost of Damage 
(ACOD) and forward it to the 1.mit/designated POC. 
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1.0 Purpose 

Brown and Root Services (BR<>) will provide m<1mgement and oversight f()r the 
:ins-pection., maintenance., and repairs ofBRS opemted DFAC's and for ACO designated 
US. Army opeiated DFAC's at :remote loc<1tions 

2.0 Scope 

This Standard Operating Procedme applies to the LOGCAP 3 Suppmt Contmct 

3.0 Procedures 

• Schedriled monthly inspections will be conducted with kitchen supetvtsoiy 
personneL 

• The DFAC Manager., C::unp Manager/Site Supervisor \V.ill be inKmned of all 
deficiencies. A smnmmy :repmt will be provided to the Food Service Manager. 

• Enclosmes 1 & 2 represent generic example inspection fonns utilized to perform 
these i11<::pections. Site specific tonns will vmy in both content and format 

• When a detenn:in<1tion h<1s been made that an item of equipment is not 
economic<1lly repairable the Food Setvice Manager will be informed and if a like 
item is on hand it vvill be provided. 

• If equipment is not in stock., a :replacement item will be requisitioned. 

• Repair pmts will be maintained as needed. 

• If removal of equipment fi:om the site is required t()r repairs or disposition., BRS 
maintemmce personnel w.ill notizy the DFAC M<1nager, the Camp Mamgei!remote 
Site Supervisor and utilize a warehouse requisition tor accountability. 
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FORlVI FOR KITCHEN EQUIPMENT 
INSPECTION & MAINTENANCE 

EQUIPMENTID# ________ DA1E: _______ _ 

LOCATION: _________ SIGNATURE: _____ _ 

STATUS COlV.IMENTS 

BELT CONDITION 

PULLEY CONDITION 

BEARINGS 

EVAPOR:\.TOR FAN 

CONDENSER FAN 

CONDENSER CLEANLINESS 

FAN MOTOR 

COMPRESSOR 

BLADE CONDITON 

EQUIPMENT CLEANLINESS 

ELECTRICAL COMPONENTS 

SWITCH CONDITION 

THERMOSTAT CONDITION 

ELEMENTS 

DOORS 

LATCHES 

SPRINGES 

lllNGES 

GROUNDING 
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MAKE 

MODEL# 
GP# 
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1.0 Purpose 

To provide gnidmlCe, assign resp011~ihilities and establish procedmes governing the 
operations ofBrown and Root Services (BRS) Direct SuppoliMaintenance (DS). 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Conhact 

3.0 Mission 

Provide automotive maintenance suppmt consisting of 

• Wheeled vehicle component/assembly replacement 
• Fuel and electric component repair. 
• Small mms repair. 
• Recove1y operations. 
• Assist tenant, deploying/redeploying milts ~.-vith back-up mgmrizational 

maintenance. 

4.0 Mission Structure 

4.1 DS Maintenance Team 

• Automotive 
• Small A .. nns 
• Engineer 
• Fuel & Electric 
• Conmnurication & Electrmrics 
• Service & Evacuation 
• Inspection 

4 '! Suppmted Area capabilities include: 

4.2J Automotive 

DS level repairs for wheeled and tracked velricles and fhel & elect1ic 
repmrs. 

4.2.2 Inspection 

Inspecting eqtripment for classitlcation and coding. 
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4.2.3 Ground Support 

DS-level rep<1in:: for power generation, qumtennaster, heav-y engineer, 
special pmpose, and heating and air conditioning equipment 

4.2.4 Communic~1tions/Electronics 

DS-level repair for cmmn1.urications and electronic equipment to 
include TACCS and mi..xed computer systems. 

4.2.5 Small Arms 

DS level repair for small anns and f1re contl'Ol equipment 

4.2.6 Services and Evacuation 

5.0 Procedures 

DS-level repair of textiles, maclrinist and fabric<1tion fimctions, 
welding shop, and metal/tlberglass automotive body and glass repair. 

5.1 General Maintenance Request Procedures 

5.U Maintenance Request<; 

a) Customers will u:;:e the Automated Maintenance Request if they 
have an operational ULLS-G system. Otherwise, the manual DA 
Form 2407 will be accepted. 

b) The 2407 consist;;: of tln·ee copies~ one u;:,:ed as equipment receipt, 
one u;:,:ed as customer record copy and fhe last copy to be retained 
for DS maintenance flies. 

c) Sep<1mte 2407's will be prepared for each DA Form 2406 
repmtable item. High Priority 02/05 requests must be signed by 
authorities designated on DA Form 1687. 

d) 2407's tor non-repmtable equipment may contain no more fhan ten 
like-NSN items. 

5.L2 P~1cing Items 

a) Only equipment that h .. 1.s a "ERC P" code, as shown on the u11it 
MTO E, will be treated as a pacing item 
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b) For "SYSTEMS", units may request that specific items be 
designated as pacers iftheir individual mrit MTOE is not clear, i.e., 
the p1ime mover for howitzer may be designated by lnunper 
munber and serial munber as pmt of the vveapon system. 

c) A component of a system will not be deemed a pacer if the MTOE 
allows for more than a one-to-one ratio. For example, if 1.urit is 
authorized one fire control computer which is a pacer by MTOE, 
but also has fom power plants anthmized~ this condition allows for 
internal assets to keep the system FMC while the primmy power 
somce is being repaired. 

d) lhrits that want to treat an item as a pacing item should submit 
docmnentation and justitJ.cation, t1uough appropriate connnmtd 
chmmels, to BRS DSU. 

5.1.3 On-site Maintenance 

lhrits may request on-site maintenance suppmt or teclurical assistance/ 
cmutesy inspecti 011.;:. 

5.L4 Load Test 

Items requiring load testing will be submitted on a standaTd 
maintenance request 

5.15 Intermediate DS/GS Maintenance Support 

Any eq1.ripment requiring repairs that cmmot be performed will be 
evacuated to Centlnl Region. 

5.L6 Requests for ECOD/ACOD 

a) The ECOD and actual repair of an item are separate actions. 
Maintenance requests received for ECOD/ACOD will be 
completed in a timely mamter. Req1.rired pmts will be req1.risitioned 
and held 1.mtil eq1.ripment is released tor repair. At that time, the 
original work request will be closed and another request will be 
submitted requesting repair per ECOD/ACOD. REPAIR.<) WILL 
NOT BE CONDUCTED UNTIL RECEIF'f OF THE RELEASE 
STATEMENT 

b) All damaged pmis will be repaired or replaced on an item 
submitted for ECOD/ACOD regardless of the level of maintenance 
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required. Repairs not reflected on the smvey will be corrected on a 
separate work request 

5.1. 7 Classification ~md Technical Inspection for Turn-In 

5.L7.1 Ch-_ssification 

a) Any piece of equipment which exceeds the Maintenance 
Expenditme Limit (MEL) will be classified as 
1meconomically repairable. 
Classifications will be completed per DA Pam 738-7 50 and 
AR 750-L 

b) Fabrication and availability of pa1ts may accomplish repairs 
to items fhat exceed MEL limits. Authorization to repair 
these items must be obtained by fh.e owning 1mit tluough 
their command channels. 

c) Equipment identified, as exceeding the MEL, dming the 
initial inspection will not be accepted for repair. 

5.L7.2 TI for TURN-IN 

Data Subject to Title Page Restrictions 

a) Work requests will be submitted on 05-12 priority and will 
meet the same acceptance standm-ds, as above with the 
exception that all accessmies, components and BII will 
accompany fh.e item. 

b) Missing pmts statement is required for any missing items/ 
components. 

c) Unit inspection sheet will include NSN/pmt number and 
AMDF cost tor all missing, dmnage or m1<::erviceahle repair 
palts. 

d) Customeis with more than tlve items to be i11<::pected may 
make armngements tor on-site inspections tlu-ough 
Production ControL 

e) Commander's statement fhat equipment is excess to fh.e mrit 
MTOE is req1rired. This help::: eliminate 1umeeded 
in<::pection<:: tlu-ough mrit error. 
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For tabrication of nonst.andm'd, special pmpose items, request on a 
nonnal maintenance request with a low p1iority designator (05-12). 

5.2 M~lintenance Request Acceptance Criterhl (For the performance of ~m 
initial inspection on supported unit equipment) 

5.2J Unit Responsibilities 

5.2.Ll Documentation 

a) Requests tor DS Maintenance should be on an Automated 
Maintenance Request tor milts with an operational ULLS-G 
system. Otherwise, the manual DA Form 2407 will be 
accepted. 

b) The DA Form 2407 consists of tluee copies. 

c) A separate DA Form 2407 must be prepared tor each DA 
2406-repmiable item. The connnander or Iris designated 
representative must sign high priority (02-05) requests. 

d) A DA Form 2407 for repair of non-repmtable items may 
contain quantities of no more than ten (1 0) like-NSN items 
per request 

e) An i1ritial inspection on aDA Form 2404/5988£ or ULLS­
G eqlripment maintenance and im:pection work sheet will 
be slibmitted with the 2407. Inspection will be conducted 
per eqlripment TJYL All ta.u.lts will be shown and have 
corrective actions annotated. 

t) All diagnostic intonnation and trouble shooting action.;; 
must be reflected on the inspection sheet TJris should 
include STE-ICE data, b1ief lristmy of tault, batte1y 
condition results, etc. 

g) The DS Inspector ;,vill inspect the item to validate lurit 
~ 

i11.;;pection and to determine the actual condition. 

h) Docmnent munbers tor missing pmts and milt level repair 
pmts will be provided on the DA Form 2404/5988-E. Hems 
removed and retained at the milt will also be listed. 

5.2.L2 Condition OfEquipment 

Data Subject to Title Page Restrictions 6 
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a) Organizational level deficiencies that may cause equipment 
to be 1.m~afe will be annotated on inspection sheet. by 
owning mriL 

b) An operator or someone knowledgeable about the 
mechanical condition of the equipment should accompany 
it 

c) Equipment fnel tank should be at. least 1/2 fi.ilL 

d) Equipment submitted 1.mder the direction of the AOAP Lab 
must be accompanied by all AOAP documentation. 

e) Remove any amnnurition and or sensitive items (to include 
radio systems, antem1as, BII and OVM) fi:om the equipment 
being tmned-in. Pilferable items should be removed and 
retained at the mrit to prevent loss. 

t) When an item is accepted for repair 1.mder the conditions of 
a dead check, e.g., engine will not stmi, the suppmted 1.urit 
remains responsible for deficiencies that. could not have 
been identified by the inspector p1ior to completion of DS 
maintenance. EXA.MPLE: I11~tnunents and gauges or 
tnmsmission malfi.mctions on a velricle accepted for repair 
of non-op engine. 

g) If the primity of the request is not. co11~istent with the 
required repair, the request will be sent to Production 
Contl'Ol for approval be tore the request is accepted. 

5.2.2 Commodity Accepbmce Criteria 

In addition to the gene1<1l acceptance conditions outlined above, the 
following commodities have these specitJ.c r~iection c1iteria: 

5.2.2.1 Automotive (Note: Teclurical Inspector will note any 
accompanying OVM/BII on the DA Form 2404.) 

• Any safety deficiency (brakes, lights, etc) miless the 
eq1.ripment condition prevents repair. 

• Batteries nrissing or discharged (i.uiless mrit has no orgmric 
maintenance) 

• Drive1J s seat missing. 

5.2.2.2 Body and Fender 
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All items must pass vehicle satety standards. 

5.2.2.3 Cannls 

• Must be free of di1t, grease, oil, and debris. 
• Must be my. 
• All holes and tears must be circled with chalk to facilitate 

i11<::pection and repair. 

5 .2.2.4 COMMEL 

• Electronic equipment must be propedy packaged for 
tnmspmt. 

• Equipment with missing required components will be 
mmotated on the inspection sheet 

5.2.2.5 Fabrication 

• Drawing and/or desc1iption of item :indicating material and 
measmements must accompany the request 

• Militmy milts must process requests tlu·ough the senior 
logistics staff office for the co1.mhy/region (e.g., DCSLOG, 
G4). 

• Fabrication requests will be considered for items that are 
not readily available tluough the supply system and that 
have a direct bearing on the material readiness, health and 
welfare ofthe milt 

5.2.2.6 Small Arms 

All weapons will be cleaned and complete. Extra barrels and 
accessories will be retained at the milt, if they are not req1.ilred 
for repair. Small arms requiring repair will be maintained at 
the unit and tl1e milt will be notified when all pmts have been 
received for repair. 

5.3 Pick-Up of Repaired Equipment 

5.3.1 Upon completion of req1.ilred repairs, Production Control will 
noticy the 1.mit c:ustomers should attempt to pick up high 
priority requests witliln 24 homs of notitJ.cation. Low primity 
requests should be picked up within 721us. The se1ilor logistics 
staff office for the cmmtly/region (e.g., DCSLOG, G4) may be 
notified when contacted milts repeatedly fail to pick-up. 
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5.3.2 Unit personnel, prior to the equipment being retmned, must 
present the 2407- receipt copy. 

5.3.3 Cu::;tomers me requested to inspect their equipment before 
dosing their wml request and signing tor their equipment 

Any equipment found 1.msatisfactmy will be retmned for 
i11spection and repair. 

5.3.4 Quality control is a continual process dming repair. If a 
customer is dissatisfied or feels that the repair is inadequate, 
they should notit}r the i11spector. If still dissatistled, they 
should contact the Supervisor prior to accepting the equipment 

5.4 Assumption of Command Orders/Delegation of Authority Cards 

5.4.1 Units must provide Production Contn\1 with a copy of assumption of 
connnand orders and appropriate DA Forms 1687, (Notice of 
Delegation of Authmity cards.) 

5.4.2 At a mininnun, each mrit must provide a signatme card for personnel 
authorized to open and dose maintenance requests. 

5 .4.3 Fail me to maintain cmrent assmnption of command orders and 
signatme cards may result in mrit persmmel being denied pick-up of 
equipment 

5.4.4 Equipment will be accepted without signat:tu·e cm·ds. However, in 
order to pick- up equipment, signat:tu·e cards are required. 

5.5 Safety 

5.5.1 All vehicles entering facility are required to comply with applicable 
safety standards. Activities that may cause serious it~jmy or hmm to 
personnel or equipment will be stopped 1.mtil the situation is resolved. 

5.5.2 Visitor Control 

5 .5.2. 1 Unit maintenance personnel are encomaged to visit the 
maintenance facility to promote an inteiactive working 
relationship between customer and BR<.> Maintenance. Many 
problems, either act:twl or perceived, can be resolved through 

Data Subject to Title Page Restrictions 
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facility repmt to Production Control p1ior to going to any shop 
section. 
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This request i<:: not only tor comtesy bnt ::~lso in the interest of 
satety ::~nd secmity. 

5.5.2.2 Personnel ::~niving to submit mainten.:mce requests will go 
directly to the commodity-specitic i11<::pection section. For 
wheeled/hacked vehicles ::~nd grmmd S'l.tppmt equipment, 1.mits 
will repmt to the inspection section. For COMMEL 
equipment, 1.urits will repmt to the CO:N1Iv1EL shop. 

5.5.2.3 Aft.er ::~n item has been accepted tor rep::~ir, the item is the 
responsibility of BR.<; Mainten::~nce. Removal of pmts, 
inventories or other activities with these items must be 
coordinated w.ith Production ControL AOAP samples should 
be taken before ::~n item is job ordered for repair. 

5.6 Recovery Openltions 

5.6.1 BRS DS Maintenance provides velricle recovery se1vice 24 homs a 
day, seven days a week. Suppmt will be provided when the 
requirement exceeds the 1.urit's intem::~l capabilities to recover their own 
eq1.ripment 

5.6.2 Requests tor recove1y suppmt nmst be submitted to: 

5.6.3 The se1rior Operations staff office for the cmmhy/region (e.g., 
DCSOPS, G3) should be notified. That office will in hun notizy BR.S, 
as well as the Militmy Police and! or Medics, as req1.rired. 

5.6.4 In the event that BRS is notitled directly, BR.<; >vill inform the se1rior 
Operations staff office. 

5 .6.5 BRS policy prohibits the recove1y of privately owned vehicles. 
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1.0 Purpose 

The pmpose of this SOP is to establish procedmes ft)r the operation, maintenance, 
and repair of the Emergency Airfield Lighting System (EALS). 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

3.1 Brown and Root Services (BRS) IS responsible for overall operations, 
maintenance, and repair ofEALS. 

BRS will: 
• Manage the overall EALS operations and maintenance. 
• Ensme the system is checked twice daily. 
• Ensme a stock of repair pmis is maintained and reviewed periodically for 
• adequacy. 
• Train personnel to operate and repair lighting system. 
• Establish a preventive maintenance inspection program (PM I). 
• Inform Management of changes or deficiencies in equipment status. 
• Ensme personnel are tlight line qualified to operate vehicles on the tlight 

line. 
• Manage expatriate and host co1.mhy national personnel and resomces 

required to accomplish daily task-:. 
• Ensme expatriates and host cmmhy national interpreters are qualitled to 

co1mmmicate with the Contn\1 Tower, Command Post and Base 
Operations for nmway access. 

• Ensme expahiates and host counhy nationals are tmined to lockout 
equipment dming maintenance and to commmuc~lt.e the fact that lockout 
has occmred. 

• Enforce company policies and ensme all personnel understand such 
policy. 

3.2 BR.S will supervise daily airfield lighting operations allJ:l maintenance. 

BRS will: 
• Lead in making repairs and coordinating with the Contn:\1 Tower, 

Command Post, Base Opemtions, and lockout/tag ont dming repairs. 
• Ensme the system is checked nvice daily and change the intensity setting 

of lights at the discretion of the Control Tower, Command Post or Base 
Operations. 
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3.3 BRS will ensme instmctions fi'om the Command Post :.1nd Base Opemtio11~ 
are followed afler nmway i~ officially closed for the d<~ily flying schedule. 

BRS will: 
• Remedy electlical problems with the system. 
• Maintain generators snppmting the :.1irfi.eld lighting system. 
• Ensme adequate spare pads are available. 

3.4 BRS mechmrics and electricia11~ will accomplish tasks set by the lead 
man or foreman :in charge of maintenance or repairs. 

4.0 Procedures 

4.1 BRS personnel will perfonn a twice daily check of the EALS to 
ens-me proper opeiation., note any discrepancies, and ch:.1nge the :intensity level 
of lights according to directim1~ tl'om the Conb·ol Tower dming scheduled 
tlying homs, and the Command Post or Base Operations dming non-flying 
hours. 

4 ':> All preventive maintenance, repairs, and operation will be accomplished per 
AFTeclmic:.1l Order 35F-3-17-L 

4.3 All maintenance actions will be annotated on AFrO Form 95, Signitlcant 
Historical Data. 

4.4 BRS will submit a Material Requisition to the Material Section for parts 
required for repairs or stock. 

4.5 Radio comnnmication >vill be maintained between generator operator and 
personnel making repairs on the EALS. The EALS team making repairs will 
dictate when to hun power on m1d off The generator operator will confmn 
vvhen power is on and offviaradio conmnmication with the EALS team. 

5.0 s~-.fety 

Safety of all persmmel is the t"irst consideration :in all task plmmi11g and 
accomplishment The following factors will be considered tor all tasks. This listing is 
not exhaustive. 

5.1 Ens1.u:e hearing protection is provided dm.ing scheduledtlying homs. 

5.2 Remove alljewehy prior to perfonning opetations and maintenance. 
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53 En:s'me Total Safety Task Instmctions (TSTI-II) 1s brieted prior to any 
maintenance activity. 

5.4 En:s1.u·e strobe mrit capacitors are disch.aTged to grmmd vvith disch.aTging 
equipment provided. 

5.5 En:s1.ue personnel adhere to teclurical order safety, maintenance, and repair tips 
when performing maintenance on the eqtripment 

5.6 En:s1.u·e Lod~/Tag out is a common practice when performing maintenance. A 
"Do Not Operate" tag with mme, date, and time will be posted on the in use 
regulator door. The DC cim.rit breaker will be open on the in use generator. 
In consonance with US industTial practices, the only person that may remove a 
lock out is the person that put it there. If a supervisor deems necessary to 
remove it, then written orders should be issued. TJris order clems the 
responsibility from the mechmric that originally placed it there. The DC 
circtrit breaker will be closed. 

5.7 Foreign Object Damage: All velrides ente1ing the tlight line will be FOD free 
(Example, rocks in tires should be removed, no muddy velricles). 

6.0 Property Accountability 

6.1 BR<; will maintain tool kits and special took 

6.2 All personnel utilizing tools will be respo11<::ible for the tools willie in their 
po::::sesswn. 

6.3 The supe1visor will ensme accmmtahility by BR<; Property's scheduled 
inventories and appropriate secmity measmes. 

7.0 Controlled Parts Interchange 

7.1 Repair pmts and components will not be removed from one subsystem to 
repair another mlless the need is mission critical and the first supe1visor in the 
mmiDgement chain has approved the action. 

7.2 BR<; will prepare a memorandum describing the cirCllmstances that required 
the interchange and list the repair pmts and/or components that were 
exchanged. 

7 3 Replacement pmts and/ or components will be ordered as a priority action. 
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1.0 Purpose 

Brown m1d Root SeiVices (BRS) provi.des repair? maintenance and recovery services 
for contractor-operated equipment? including automotive? construction? material 
handling equipment and small engine equipment Generator maintenance procedmes 
are covered sep:.1rately. 

2.0 Scope 

This SOP applies to the LOGCAP 3 Suppmt Conhact 

3.0 Overview 

Accom1ting and rep01ting procedmes for repair? maintenance and recove1y is 
c1.urently accomplished utilizing shop repair orders? equipment hist01y jackets? daily 
deadline and non-av:.1il:.1bility repmts. Weeldy trip tickets for operators are utilized to 
identizy discrep:.1ncies and problems on the equipment A preventative maintenance 
schedule is :.1lso :in place based on a 90-day cycle to inspect and identifY problems and 
discrepancies before they become major breakdow11s and to perform the required 
hibrication and ttme-up services to all BRS equipment 

4.0 Standards & Accountability 

4.1 Tools and Special Diagnostic Equipment 

4. 1.1 BRS maintenance will provide a seemed, lockable area with contl'olled 
access to tools? pmts? and diagnostic equipment owned by BRS and/or 
the U.S. Army. 

4.L2 Tools will be inventoried when assigned to a mechanic by the tool 
room custodian. The hm1d receipt holder? not the supervisor/foremm1? 
will be held accountable in the event ofloss or stolen took When the 
hand receipt holder is the supervisor/toreman they will be held 
accmmt.able. 

4. L3 Inventories of all general mechanic tool boxes? special tools m1d 
equipment, large wrenches and sockets? thel i1~jection timing 
equipment, electronic ignition timing equipment? tap and die sets? 
special wrenches m1d pulleis? etc. \Vill be inventoried and proper hand 
receipts and invent01y sheets maintained for deming and inspection 
qumterly. 
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4. L4 Mecha11ics ;,vill sign out all tools issued tl'om the tool room using a 
permanent logbook. All tools must be retmned to the tool room in a 
clean and serviceable condition by close of business each day. When 
tools have been dmnaged proper paperwork will be prepared betore the 
user depmis. Tools not retmned will be repmted to the shop 
supervisor/toreman. A repmt will be submitted to materials section tor 
fmiher action. 

4. L5 All diagnostic tools, instnunents, power tool-: and special wrenches 
and tools that are retained in the shop tool room for issue will be 
engraved or marked when feasible. 

4. L6 Calibmtion 

4.L6.1 BRS Management will designate the office respm1-:ible for 
hacking equipment calibration within BRS. 

4. L6.2 Each BRS section, to include Maintenance, will provide the 
office respo11-:ible for calibration with a listing of all items 
requiring calibration. 

4.L6.3 This respm1-:ible office will notifY all atiected sections, 
including Maintenance, when calibratio11-: are due, and 
coordinate pick up ofthe equipment 

4 ':> Repair Parts Control (Issuing & Requisitioning Procedure) 

4.2J Repair pmis will be stored in a secme area. Access will be limited to 
designated personneL All other persmmel must be accompanied. 

4.2.2 All repair pmts will be i11-:pected for quantity and quality. The pmts 
will be controlled, stored and issued from fhe pmts warehouse. The 
Pmts warehouse will have tluee controlling doc1unents: the receiving 
log, fhe waTehouse :inventmy and the issue log. 

4 .2.2. 1 The receiving log will have the following entTies: 
• date pmt received 
• invoice document munber 
• pmt munber 
• quantity 
• item description 
• GP# or CP# if applicable 
• Material Requisition munber 
• Pmchase Order number 
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4.2.2.2 The \Varehouse inventmy document will have the tollowing 
entl'ies: 
• warehouse 
• pmt munber 
• description 
• 1mit of measme 
• equipment type 
• quantity received 
• quantity issued 
• quantity on hand 
• the last is~:ne date 
• unit cost 
• total cost (optional) 
• last pmchase order munber 
• local contract number. 

4.2.2.3 The issuing document will have the tollowing entries: 
• date of is~:ne 
• requisition docmnent munber 
• pmt munber 
• quantity 
• item desc1iption 
• when applicable? GP# and/or CP# of the piece of equipment 

for which the p::nt is to be used 
• location to which the pmt is being issued 
• cost of the item 

4.2.3 Warehouse persmmel will screen pmts requisitions to ensme 
correctness of infonnation? e.g.: 
• date 
• job order munber 
• equipment identification munber 
• pmt description 
• quantity 
• authorized signature present tor approval 

4.2.4 Palts in stock will be issued to the mechanic and signed for at time of 
receipt Prior to the pmts being delivered to the customer warehouse 
personnel will remove the yellow copy of the issuing docmnent and 
hold as a receipt mttil the signed copy is retmned for filing. The copy 
is to be used as ve1ification that the pmt has lefl the warehouse. The 
mechanic will then receive a cmlK)n copy of the receipt :.:tnd the pmt(s). 
The mechanic will attach the receipt to his shop repair order. If the 
vehicle is placed on a deadline status the receipt will stay with the 
vehicle jacket to ve1i:t}r that the pmt had previ.ously been issued to the 
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vehicle. Note: Vehides will be placed on a deadline status aft.er 48 
homs to allow sufficient time for maintenance personnel to locate the 
repair pmis and make the necess:uy repairs. 

4.2.5 BR<; personnel will enter peltinent information on a computer program 
for easy access. The original copy of the pmis requisition will be 
retained for back-up audit information and the reference necessary to 
suppott stock level limits and historical demand files. Requests will be 
flied chronologically by month and week. The files will be kept and 
maintained in the pmis warehouse. 

4.2.6 BR<; personnel will conduct spot :inventories as directed. A mininnun 
recommended fi:equency is bi-monthly. Results of the spot inventories 
will be recorded and used as a management tooL 

4.2.7 All requisitions for repair pmis will be screened ft)r correct palt 
munber? vehicle identitJ.cation n1.unber? quantity? manufactmer? cost 
and somce of supply. 

4.2.8 Requisitions will be screened by the Maintenance Lead for correctness? 
accmacy? quantity and cost etfectiveness. Requisitions will be signed 
by authorized persmmel (recommend as a mininnun Expat Foreman or 
above) before submission to the Materials Section for processing. 

4.2.9 All repair p:uis ordered for deadline equipment will be handled with 
the highest priority. They will be thoroughly screened and ordered 
expeditiously (no more than 48 homs aft.er a vehicle has entered the 
shop for repair} 

5.0 Equipment Maintenance lVbnagement Phm 

The BRS Equipment Maintenance Management Plan consists of the following 
information: 

5. 1 The goals of the Vehicle Maintenance Section are: 

• keep equipment :in a sate and serviceable condition at all times at a 
reasonable cost 

• correct deficiencies 
• maintain all equipment at or above 85% availability? subject to ce1tain 

exceptions involving the availability of repair pmts and manpower 

5.2 Levels of maintenance are as follows: 
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5.2J Level One - Operator maintenance which consists of checking thud 
levels, tire pressmes, clemring and washing of eq1ripment (with the 
exception of washing engine compmiments and cab interiors), 
tightening of bolts, replacing of bolts and washers, adjusting mirrors, 
checking of lights, gages, brakes, body damage, and oil leak.;;. 
Operators will repmt all malfimctions to the maintenance facility 
supervisor/f()reman and conduct a follow up to ensme that COITective 
measmes are taken. 

5.2.2 Level Two - Orgmrizational maintenance 1-vlrich consists of minor 
engine component changes such as alternators, stmters, fi1el pumps 
(mechanical and electrical), windslrield wipers and windshield wiper 
motors, sparks plugs, batt.eries, fan belts, exhaust systems, tire 
replacements and patching, shock replacement, all lights, minor wiring 
problems, and the replacement of drive shaft.s. \Vhen performing 
maintenance at Uris level it will otlen be necessary to perform 
the pre'vi.ous level of maintenance as welL T1ris level also pro'vi.des 
for Preventative Maintenance Checks and Seni.ces (PMCS). 

5.2.3 Level Three - Direct Suppmt wlrich consists of replacing engines, 
transmissions, differentials, and tnmsfers. 1l1e removal, repair, and 
installation of fitel .systems, cooling systems, ig1rition systems, fitel 
n~jection systems, governor systems, complete wiring problems, 
steeling systems, brake systems, and exhaust systems. 

5.2.4 Level Four- General Suppoli, co11.;;isting ofremovi11g, disassembling, 
testing, repairing, and reassembling all major components, as well as 
subcontracted services. 

5.3 The BRS maintenance stmctme allows for all thn'd and fmuth levels of 
maintenance to be perfonned at the main maintenance facilities. 

5.4 Safety is a priority tluoughout all levels of maintenance, regardless of how 
small the job. 

6.0 Quality Control 

Quality control i11corporates the followi11g procedmes and steps. The goal is reliable 
and safe eq1ripment i11 satisfactmy operating condition at mnrimal cost 

6. 1 The se1vice shop concept is designed to perfonn all lubrication and 
preventative mai11tenance services on eq1ripment both i11 the shop and i11 the 
tleld i11 order to reduce eq1ripment down-time for required scheduled 
preventative maintenance se1vices. The eq1ripment will remain on a 90 day 
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PM ~chedule. However, equipment operated over extended period~ may 
require more frequent ~cheduling of ~ervice~. When the requirement for the 
vehicle lw~ decrea~ed it will again t'::lll under nornwl :interval~. 

6.2 Prior to or upon equipment arrival, the ~hop ~upervi~or will utilize cmrent 
mile~/hom~ plu~ date~ of arrival to ~et up ~ervice appointment~. He will 
em:me a vehicle hi~tory jacket ha~ been con~tructed t<.)r each piece of 
equipment If the vehicle or equipment i~ an older piece of equipment all 
effoti~ will be made to continue \vifh the previou~ maintenance lri~tory folder. 
If the lri~tory record~ are not received, new record~ will be prepared. 

63 The SupelVi~or will review the lri~tmy jacket~ periodically to e11~me they are 
being maintained properly. Velricle lri~tmy jacket~ will be maintained at all 
maintenance ta.cilitie~ where velricle~ are operated and di~patched or where 
maintenance ~uppmt ha~ been e~tabli~hed. 

6.4 When maintenance i~ reqlrired the velricle i~ tmned in to the ~hop where the 
mechmric/production controller identifie~ fhe problem and complete~ a li~t of 
all wmk to be pert<.mned on the Shop Repair Order (SRO). The SRO i~ then 
pa~sed to fhe ~hop ~upe1vi~m!foreman for review then i~sned to the ~e1vice 
crew to complete all PM ~ervice~, i11~tall any pmi~ i~~ued, or perform any 
maintenance reqlrired according to the SRO. If dming the maintenance pha~e 
of fhe operation the mechanic identitle~ additional work to be performed he 
will bring it to fhe attention of the ~hop ~upervi~or/toreman and fhat work will 
be added to the SRO before the corrective action i~ completed. 

6.5 Upon completion of the wmi\: the ~ervice crew retm11~ the SRO to the ~hop 
~upervi~or/toreman t<.n- tlnal i11~pection. The ~hop ~upervi~or/foreman will 
make the nece~~my entrie~ in the SRO'~. The pmis teclurician will al~o en~me 
all reqlri~itioning intonnation, to include the co~t of replacement pmt~, are 
correctly mmotated on the docmnent The cost will be entered on a computer 
database along with other SRO infonnation. 

6.6 Aft.er the Preventative Maintenance and/or mmor repmr~ have been 
completed, 
the vehicle i~ tmned over to the ~upelVi~or/foreman to be in~pected. Aft.er 
i11~pection, fhe velricle i~ released for pick-up by the customer. If the mrit 
require~ additional work, the SRO i~ ren.u-ned to the repair ~hop to complete 
any remmmng repmr~. Supervi~or/Foreman will pertonn the final in~pectio11~ 
prior to relea~e. 

7.0 Prevent.ltive Maintenance Interv<lls 

7.1 The pre~ent :inte1val between PM ~e1vice :impection~ tor BRS eqlripment i~ 
90 day~. 
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7.2 Although PM intervals remain constant the actual pedonnance of the service 
may be a4iusted slightly to accommodate mission requirements - example (In 
the event a heav-y equipment is on a job site and its setvice become due 
waiting a couple of d<~ys tor completion would be appropriate} 

7 3 Army Oil Analysis Prognm1 (AOAP) 

73J Equipment with an 8 qumt capacity and above will pm1icipate in the 
AOAP program. 

73.2 Oil samples will be taken eve1y two months on engines. This includes 
all qualitied equipment which may be on-site. Trmt~missions and 
Hydraulic Systems will be dlawn on six- month intervals. 

7 3.3 Atler oil samples are taken they will be recorded on a computer 
d<~tabase, labeled, boxed up and torwm·ded to the AOAP Lab. 

73A An emergency phone call procedme will be established to enable 
immediate stopping of equipment in the event samples are determined 
to be grossly abnormal. 

7.4 Capit~-.1 Rehabilih-.tion 

In addition to the AOAP conducted on Heavy Equipment Capital 
rehabilitation on smaller equipment (under 8-qumt capacity) will depend on 
operators identifYing developing problems with the use of ilt~tnunent panel 
gages or malftmction indicator lamps (MIL). These indicators will otfer emly 
detection of potential problems. Upon identifYing these problems, the 
operator will bring it to the attention of Maintenance, which in hun will 
identifY the specifics using additional testing devices. 

8.0 Preventative Maintenance Record Card or Files 

8.1 Equipment with assigned attachments will be identified on the Preventative 
Maintenance (PM) record card or file and a specific marking to ensme proper 
PM attention. 

8.2 The PM record cards will be maintained mmmally or on a computerized 
d<~tabase at the Centml Maintenance Facility. When possible the t()liow:ing 
int(mnation will be recorded on all the completed Preventative Maintenance 
Se1vice Repair Orders: 

a) Type of PM service pertonned, 
b) Date pertonned, 
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c) Cumulative mileage/hours, 
d) Oil change or filter change, 
e) Fuel f.Llter change, 
t) HydTanlic filter change, 
g) Air filter change, 
h) Next servi.ce due. 

SOP No. 90 

8.3 PM record cards or printouts \Nill become a permanent pmt of the vehicle 
histmy jacket whenever equipment is transfened or dis-posed of 

9.0 Deadline Vehicle Inspection 

9.1 Inspect to ensure that: 

a) A.ll openings are covered and weather-tight 
b) .-:\ll machine smfaces aTe preserved. 
c) All disassembled components are tagged, covered and stored. 
d) No cannibalization l1.1.S taken place since the last inspection (controlled 

parts interchange is not approved as a nonnal procedme, although the 
Maintenance Manager/supervisor may authorize it to meet operational 
commitments) on a case-by-case basis with full documentation. 

e) Pmts removed from deadline equipment are replaced with the non­
seiViceable item, and the Maintenance Manager/supervisor ensmes that 
replacement palis are ordered for the deadline piece of equipment 

t) All replacement parts, cost and labor homs are charged against the piece of 
equipment on which the pmt tailed. When the replacement pmts are 
received and installed, m.tly the labor involved is to be charged to the piece 
of equipment tl·om which the :interchm~ge pmt was taken. 

9.2 Periodic inspections and inventories will be conducted on all deadlined 
equipment to en:;,:me damage, theft, or lmcontl'olled cannibalization has not 
taken place. 

10.0 Placing Vehicles and Equipment on the Vehicle Re~ldiness Report 

10J When vehicles/equipment are on a deadline st.atns, precautions must be taken 
to e11-;;me that the vehicle \Vill not be accidentally retmned to servi.ce. 

10.2 A vehicle identitied as a potential deadline will be given 48 homs before 
bei11g placed on the Readiness Repmt as a deadline vehicle. All effints will be 
made dming that 48 hour peliod to make any repair:::: or tabricate any pmts 
necessmy to preclude a deadline status. Vehicle readiness and safety are om 
maJor concems. 
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10.3 Doc1unent rea~on~ for del::~y~, e.g., "~top for pmt~"- Tmn over SRO package 
to the rep:.1ir palis clerk En~me that ::~ll pmt~ preventing the vehicle from 
being made operatimwl ::~re noted ::~nd ordered. 

lOA When removal of a pmt become~ nece~~my from one deacfiined vehicle to 
repair ::~nother, authorization will fir~t be reque~ted in writing fi:om the BRS 
M::~teri::~l~ Mmwger. 

• The M::~inten::~nce Mmmger/Supenl.~or will en~me replacement pmt~ ::~re 
ordered for the deadlined equipment 

10.5 Contmct Acquired Government Owned (CAGO) Equipment deacU:ine rep01t 
~hall be rep01ted ~epmately from ::~ll other equipment m::~intained by the BRS 
Mmnten::~nce Facility. 

11.0 Tire Rep~lir and Replacement 

11.1 Safety approved eye protection will be wonL S::~fety ~hoe~ propedy >vorn and 
laced. 

1 L2 When :intbting tire~ with lock ring de~ign, a ~afety c::~ge will be u~ed. 

11.3 When a jack i~ u~ed to r::~i~e a vehicle, jack ~tand~ will be u~ed to ~uppmt the 
vehicle. 

1 L4 Each vehicle will be propedy blocked to prevent movement 

11.5 Axle~ will be nwtched up with the ~mne tire tTead de~:ign. 

11 .6 When mmmting l:.1rge tTuck tire~, two per~on~ will be required. The 
requirement t<.)r two per~on~ i~ to a~~i~t :in h::~ndling the tire tlu·ough out fhe 
repai:r proce~~ and mmmting the tire to en~me proper ~eating of the wheel, 
willie torque procedme~ ::~retaking place. 

11.7 All lug nut~ will be tightened down to vehicle ~pecitJ.cation~. 

11.8 Once torquing ha~ been determined to be complete, the operator ~lmll 
drive ::~rmmd the pm1cing lot ::~nd retmn to the tire ~hop tore-torque the lug 
nuts. 

1 L9 The ~hop ::~Tea must be m::~intained in a high ~tate of police, i.e. fi·ee fi:om all 
~oap~, oil~ ::~nd other ~lippe1y product~, tire iron~, creeper~, tool~ and jack 
~t::~nd~. 
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11. 10 Creepers will not be <:~llowed to remain lying in a working position. When not 
in u..;,:e they will be stood up to preclude <:~nyone stepping on them. 

11, 11 Only <:~nthorized personnel will be <:~llowed in the work m·ea. 

11, 12 There will be no one allowed in the cab of the vehicle while the tire repairm<:~n 
is wodcing on the piece of equipment 

1 L 13 All employees wm1cing as tire repairmen vvill complete one week of on-fhe­
job 

tlai:ning <:~nd be required to p<:~ss a satety test 

12.0 Dispatching of Vehicles 

12J P1immy disp<:~tching of vehicles <:~nd equipment will be performed by 
Maintenance. Dispatching of vehicles m1d equipment is available 24 homs a 
day, seven days a week 

1 ') ') The primmy missions of dispatching <:~re : 

• ensme the sate operational condition of all vehicles and equipment 
• identitY any damage to equipment, pmiicularly muepmted &mage and 

repair procedmes not initiated 
• ensme accmmtability of equipment 
• captme due or overdue servi.ces 

13.0 Motor Equipment Utiliz~"ltion Record 

This is fhe main dispatch sheet and fhe most impmtant vehicle <:~nthorization and 
usage docmnent in the dispatch folder. When replacing the old dispatch the 
dispatcher will e11.;,:me that fhe old one is completely tllled in and it is retained. 

13.1 B&l;_; Inspection List 

1, This inspection sheet will be placed :in eve1y dispatch folder. It is to be 
used by the driver to annotate <:~ny deficiency he/she notices on pre­
operational checks. The form is also used by dispatch when itt'>pecting the 
vehicle/equipment tor disvatch renewaL 

2. The form is broken down into seven-&y increments and offers n1.unerous 
satety areas to be checked daily. The itt.;,:pection should not be limited to 
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these aTe<:ls .:1nd any other problems one might notice should be repmted to 
the maintenmlCe facility. 

3. Included in every dispatch folder will .:1lso be a Motor V elude Accident 
Repmt and an Operator's Repmt of Motor Velticle Accident tonn. 

4. Also within the dispatch folder will be a BRS Schedule of Services. Tltis 
booldet is included to mmmmce to the operator when his/her previous 
service w.:1s perfonned .:1nd when his/her next service is due. 

14.0 Vehicle Damages 

14. 1 When eq1ripment is dmn.:1ged by accident/incidents the maintenance personnel 
'.vill prepare an ECOD. 

14.2 This ECOD is to be used only to open the Material Request Form to initiate 
the repairs necessary. The M.:1terial Request Fonn will reflect the ECOD 
damages broken do>vn into two .:1reas (that wltich is to be repaired by Brown 
.:1nd Root and that wltich is to be repaired by Local Repair Shops). 

14.3 Mainten.:1nce will also render assist.:1nce when identifYing damage to the Local 
Repair Shops. 

14.4 The ECOD prep<:lTed by BRS Mainten.:1nce Section will be .:1nnotated with mt 
(S) to identitY d.:1mage that affects safety or road wo1ilriness of the Non­
Tactical Velricle (NTV). An (NS) annotation on fhe ECOD indicates a non­
satety type of rep.:1ir. These classifications .:1re there to assist the military in 
identizying essential repairs. 

14.5 The ECOD is submitted to Procmement for solicitationofLoc.:1l Vendor repair 
bids. Procmement identifies to the Local Rep.:1ir Vendors .:1ll deficiencies 
req1riring repairs (with .:1ssistm1ce from M.:1intenm1ce, if necessary). 

14.6 Bid.;,: received from local body repair shops will be used for supp01iing 
docmnentation when submitted LDD'S to the Govenunent tor repair .:1pprov.:1l. 
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The pmpose of tJris Standard Operating Procedme (SOP) is to provide policies and 
procedmes for the operation., ma:intemmce, repair and im:pection of heating, ventilation, 
ai:r-conditioning, and refiigeration eqllipment (HVAC-R). 

2.0 Scope 

This SOP is applicable to the LOGCAP 3 Suppmt Contract 

3.0 Equipment lVhlintemmce Management Phm 

3.1 The Brown and Root Services (BRS) HVAC-R Mainte.Itance Management Plan 
con~ists of the following: 

3.Ll The goals ofHVAC-Rmaintenance are: 

• Maintain equipme11tin a s<.1te and servi.ceable condition. 
• Detect nrinor deficiencies and pertonn repails 
• Ma:inta:in, at a mininnun, an 85% availability rate. 

3. 1.2 Levels of maintenance are: 

• Operator's Mainten<.1nce (level one), 
• Orgmrization<1l Maintenance (level two) 
• httennediate Maintenance (level tln·ee). 

3.L3 Level one maintenance is accomplished and ped(nmed by the opemtor 
on a daily basis to e11~me emly detection of deficiencies. 

3. 1 A Level two maintenance co11~ists of: 

• Safety/mechmrical inspectio11~, lubrications, servi.ces and aqjustments 
beyond the operator's resp011~ibility. To minimize repair costs and 
downtime, a skilled teclurician is utilized for level 2 maintemnce 
reqlrirem ents. 

3. 1.5 Level three maintenance consists of: 

• Pedonned in HVAC-R maintenance shop. 

• Remov<.1l!replacement of palts, repair, alteration, calibtntion, 
modification and the rebuild of minor assemblies. 

4.0 Procedures 
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4. 1 Daily and/or monthly inspections of window air conditioner/heater units, 
centr.:~l A/C mrits, Oil Fueled Heaters, reefer units, and other client specitJ.c 
eqlripment will be conducted .:~s determined necessmy, 

4 ':> Inspection sheets will be completed at the end of fhe established rep01ting 
period. Enclosmes 1-4 represent generic ex.:~mple im:pection forms~ site 
specific forms will vmy :in both content .:~nd fonnat 

4.3 BR<; HVAC-R personnel will keep fhe C.:~mp/Site M.:~nager informed on .:~11 

maintenm1ce issues with associated HVAC-R equipment 

• For repairs repmted or requested by the client, a service request must be 
generated by the client and provided to BRS prior to commencement of 
>vork. 

• Emergency work may be performed prior to receipt of the service request, 
however, followed up with a Service Request is reqlrired. 

4.4 BRS HVAC-R personnel will conduct inspections for equipment dedicated for 
BR<; Camps .:~ud!or site use. 

• Remote sites will be checked once daily or .:~s accessibility pennits, 
depending on sit:uati011<:: encountered by BRS HVAC-R personneL 

4.5 BRS HVAC-R personnel will inform the Camp/Site Man.:~ger if equipment can 
not be rep.:~ired or is not economical to rep.:~ir. Replacement st.:~tus will be 
provided .:~s soon as it is .:~v.:~ibble. 

4.6 Prior to removing HVAC-R equipment from a c.:~mp or site BRS HVAC-R 
personnel willnotizy the Camp/Site Manager and fhe BRS propeliy section. 

• For remote sites, BRS Camp Operations and client representative will be 
notified and a warehou<::e requisition will be utilized for accountability. 

• If equipment is not economic.:~! to repair and is not in existing stock, a 
replacement item will be requisitioned. 

5.0 Reefer Repair, Relocation, Setup and Removal 

When repair, reloc.:~tion, setup or removal of reefer eqlripment rs required the 
follmving procedmes will be tollowed: 

• Under normal operatio11<:: (non-emergency) BRS HVAC-R personnel require, a 
milrinnun of 24 homs advance notitJ.cation for the setup, removal, or relocation of 
any reefer lmit 
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• BRS HVAC-R per:'!onnel will notifY logi:'!tic:'! ::md the DFAC Manager of the 
requirement 

• The DFAC Manager will be informed a:'! to the extent of repair:'! and time fi:mne of 
the repair:'!. 

• Under no circ1.un:'!tance will a reefer mrit be placed :into operation with out being 
verified by BRS HVAC-R per:'!o1meL 

6.0 Reefer Maintenance and Repairs 

6.1 Reefer operation:'! are criticaL to BR.<; food :'!ervice operation and theref()re all 
per:'!mmel mu:'!t en:'!me that the maintenance? in::!pection? and repair of reeter 
eq1.ripment are given the required attention. 

6.2 BR.<; HVAC-R per:'!mmel will conduct daily and/or monthly im:pection:'! of 
reeter equipment ln::!pectiom: will be docmnented. 

6.3 BR.<; HVAC-R per:'!OJmel will re::!pond to any required reefer repair:'!. 

• Work closely with DFAC Manager:'! to en:'!me food product:'! are 
:'!ategum·ded fi·om ::!poilage dming the cmme of their repaiis. 

• BR.<; HVAC-R per:'!mmel will make eve1y effmt to meet their e:'!timated 
time of repair:'!~ however? the DFAC Manager mn:'!t be informed of any 
change:'! affecting the e:'!timated completion time:'!. 

7.0 Preventative lVIaintemmce Inspection Interv<lls 

7. 1 Mmmfa.ctmers ::!pecitlcatio11s or be:'!t bu.sine:'!s practice:'! for Preventative 
Maintenance (PM) :'!chednle:'! will be utilized. 

7.2 PM :'!chednle:'!/intelval:'! will be aitj1.1sted for extreme enviromnental and weather 
condition:'! a:'! required. 

8.0 Deadline Inspection 

8.1 A complete lll::!pection will be pedonned prior to placing eq1.ripment on deadline 
:'!tatn:'!. 

8.2 All. req1.rired repair palt:'! for deadli11ed equipment will be placed on order witlrin 
24 homs of identitlcation of deadline :'!tatus. 
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9.1 BR.S >vill em:me that all Minimum E::::::::ential Level (MEL) HVAC ::::y::::tem:::: are 
fimctioning correctly and e11sme that a minimal backup i:::: available at all 
time::::. 

9.2 BRS ::::hall provide a 1 0-minute re::::pon::::e to repair any cooling ::::y::::tem::::. 

Example 

J\IONTHL Y ACIHEAT (\v'INDO\V UNIT) 
INSPECTION AND J\!L\INTENANCE 
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Location:--------- Signatnl'e: _______ _ 
Date: _______ _ 

AC ____ _ 

..;+ 
77 DATE GPiiD# Location Siz('/Model Visual lnSJ.Iection of Unit Filtel' Cleaned 

DATE ______ _ SUPER\liSOR ______ _ 

Example 
Enclosure2 
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GP# ______ _ DATE: ______ _ 

SOP No. 9P 

LOCATION ______ _ SIGNATURE: ______ _ 

BELT CONDITION 

PULLEY CONDITION 

HEAT STRIP 

EVAPOR<\.TOR FAN 

CONDENSER FAN 

THERMOSTAT 

FRESH AIR INTAKE 

COlVIPRESSOR 

REFRIGERANT LE\'EL 

REFRIGER<\.NT ClRCUIT 

COMPRESSOR OIL LE \'EL 

CONDENSER CLE.<\.NLINESS 

ELECTRICAL 
COMPONENTS 

CLEANLINESS (FILTERS) 

lllJMIDIFIER CONDITION 

DR<\.IN P.<\.N AND HOSES 

DATE: _____ _ 
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DAILY 
LOCATION ____________________ __ 

R# -------------- TECHNICIAN ________________ _ 

USAR# ______________________ __ COMPRESSOR# ________________ _ 

SERIAL# __________________ _ Reefer unit GENERATOR# ____________ __ 

8:00AM 2:00PM 8:00PM 2:00AM 

REMARKS: 
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HVAC 
SOP No. 9P 

Example 
Enclosure 4 

l\!IONTHL Y REEFER l\!I1LL VAN 
INSPECTION AND l\!IAINTENANCE 

Equi}Hnent. ID: _________ _ Dat.e: ______ _ 

Location: _________ _ Signanu·e: ______ _ 

R ____ _ 

BELT CONDITION 

PULLEY CONDITION 

HEAT STRIP 

EVAPOR:\.TOR FAN 

CONDENSER FAN 

THERMOSTAT 

FRESH AIR INTAKE 

COIVIPRESSOR 

REFRIGERANT LE\'EL 

REFRIGERANT CIRCUIT 

COIVIPRESSOR OIL LEVEL 

CONDENSER CLEANLINESS 

ELECTRICAL COlVIPONENTS 

CLEANLINESS (FILTERS) 

HUMIDIFIER CONDITION 

DR:\.IN PAN AND HOSES 

BEARINGS 

FAN MOTOR 

CONTAINER CONDITION 

DATE _______ _ SUPERviSOR. _______ _ 

Data Subject to Title Page Restrictions 11 
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Brown and Root Services 
LOG CAP Support Contract 

PO\VER GENERL\TION 
STANDARD OPERL\TING PROCEDlJRE 

Power Generation Department 
Brown & Root Generators ·Daily Check Sheet 

SOP No. 9R 

Enclosure 1 

GP#.__I ---' Size (kW)._I ____ _, Voltage (V)._I ___ __, Frequency (Hz)._l _____ _, 

Genset Modell 

Genset Serial~==============~ 
Engine Modell I last Svc 
Engine Seriall-----------1 Next Svc 

Camp _____________ Supplying power for 

REMARKS 

Done by: Reviewed by: 

USE OR DISCLOSURE OF DATA CONTAINED ON TIIIS SHEET IS SUBJECT TO RES'IRICTIONS ON 
COVER PAGE 

Brown & Root Proprietary Data 
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Brown and Root Services 
LOG CAP Support Contract 

PO\VER GENERL\TION 
STANDARD OPERL\TING PROCEDlJRE 

Power Generation Department 
Brown & Root Light Sets· Daily Check Sheet 

SOP No. 9R 

Enclosure 2 

GP #._I ___ _.. Size (kW)._I _____ _.I Voltage (V),_I ___ _..I Frequency (Hz)._l ____ _.. 

Genset Modell 

Genset Serial~==============~ 
Engine Model~---------lllast Svc 
Engine Serial _Next Svc 

Camp ______________ _ 

REMARKS 

Done by: Reviewed by: 

USE OR DISCLOSURE OF DATA CONTAlliED ON TIUS SHEET IS SUBJECT TO RESTRICTIONS ON 
COVER PAGE 

Brown & Root Pro))rietarv Data 
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PO\VER GENERATION 
STANDARD OPERATING PROCEDURE 

Brown & Root Power Generation Shop 
Daily Preventive Maintenance Checks 

Eng. 
Serial# 

Gen. Sel'iaJ # Location: 

USE OR DISCLOSURE OF DATA CONTAINED ON THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
Brown & Root Proprieta1y Data 

Page 12 of 16 

SOP No. 9R 

Enclosure 4 



Brown and Root Services 
LOGCAP Support 

Contract 

PO\VER GENERL\TION 
STANDARD OPERL\TING PROCEDlJRE 

Power Generation Department 

Service/Repair/Order (SRO) Sheet 

GP# 

Size (kW) 

Camp 

Genset Model I ~Engine Model 

._ ________ G_e_n_s-et_s_e_ri-ai__,I---------IEngine Serial 

SCHEDULED SERVICE PARTS 
DATE: HRS OTY PARTS DESCRIPTION PART NUMBER 

REPAIR PARTS 
DATE: HRS OTY PART DESCRIPTION PART NUMBER 

PARTS ON ORDER 
DATE: HRS OTY PART DESCRIPTION PART NUMBER 

SOP No. 9R 

Enclosure 5 

REMARKS 

REMARKS 

REMARKS 

Done by: Reviewed by: 

USE OR DISCLOSURE OF DATA CONTAlliED ON TIIIS SHEET IS SUBJECT TO RESTRICTIONS ON 
COVER PAGE 

Brown & Root Pl'OJ)l'ietarv Data 
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Power Generation Department 

Service/Repair/Order (SRO) Sheet 

GP# 

Size (kW) 

Camp 

Genset Model I ~Engine Model 

._ ________ G_e_n_s-et_s_e_ri-ai__,I---------IEngine Serial 

SCHEDULED SERVICE PARTS 
DATE: HRS OTY PARTS DESCRIPTION PART NUMBER 

REPAIR PARTS 
DATE: HRS OTY PART DESCRIPTION PART NUMBER 

PARTS ON ORDER 
DATE: HRS OTY PART DESCRIPTION PART NUMBER 

SOP No. 9R 

Enclosure 5 

REMARKS 

REMARKS 

REMARKS 

Done by: Reviewed by: 

USE OR DISCLOSURE OF DATA CONTAlliED ON TIIIS SHEET IS SUBJECT TO RESTRICTIONS ON 
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Enclosure 6 

DA1E 

GENSET 

BRO\VN & ROOT PO\VERGENERATIONS SECTION 
PREVENTIVE MAINTENANCE SERVICES FAULTS SHEET 

(EQUIPMENT REPAIR RECORD) 

TYPE OF SERVICE ____ ENGINE JviODEL ___ _ 

MODEL ___ _ Ei'JG SERLA.L _______ GENSET SERLA.L ____ _ 

GP# HRS ____ SIZE ____ _ LOCATION ____ _ 

GENSET ENGINE CHECKS & SERVICES 

CHECKS OIL AIR FUEL BELT COOLANT D.C.SYS A/C SYS 
OK 

ADJUST 
REPAIR 
FAULT 
WASH 

VOLTS ___ _ HERTZ ___ _ GROUNDED ____ _ 

FAULTS & PARTS REQUEST 

ITEM QTY I DESCRIPTION & PRIORITY PART NO. 

REMARI\:S _________________________ _ 

Generator mech. signature 

Data Subject to Title Page Restrictions 1 

I 
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OIL ANALYSIS REQUEST 
TO OIL ...... YIISLA. 

F MAJOAC:OMNAN. •aOWN •o•t.~a 
&.lOOT 

R 
0 

OPIIUntNe AC'IIVrrY (hloii/M Zit> cw./At'O) IHNIAAII 

M 

I! ... MI!NTMOaiiJAPL 

I! ... MI!NI'$1!11. NO. 

I!N. ni!M M"I!LIIIULL NO. 

I!Nt ni!M All. NO.II!TC 

8ATI! UMPll! TUII!H (Dq. Mo.. y,) I LOCR 11MI UIIIIPLI! 1llKI!N 

HOUai/IIIILD .. CI! OVII!IUIAUL 

HOUil&/MILII!S -.,c:l! OIL c:HANel! 

Rli .. ON rea UMPLI! ·- ...... _.. +narcaL .. ,__.., 
OIL 081!8 -.ee LAST UMPLI! ,,_ .... t1lttlt1) 

At110N 1lliKI!IN 

altCUfANT h'I!M 

HOW MALfUNC'IIONI. 

HOWfOUNa 
+ua_.- ..... 011--

HOW1llKI!N IAMPLI! TI!MPI!IIATUII 'IYPI! OIL ·- ·- ."""" ·-D'f 
REMARKS 

l'''CR L .. l!.B tJ.S E C 1\lL Y' 

UMII'L. IIIUONSI11111 

fl! 4t-U ., ....... AL 47-a Cll -.s:t cu a.H ......... 
··~ 

•• a.t7 tN ... 7 • 1'1 7t.:t.\ MO 74-N 

Ull Ut>OMMI!NaJniON 

UM'LI!NO. IMONATUU rai!MIUNT ,.. 
DO : FORM 2t2.t PREVIOUS EDinON NLL BE USED 

NOV77 
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Enclosure 8 

Brov,u mtdRoot Se1vices 

Work order# _______ _ 

Description: 

GP# 
Lie. Plate: 

Make: 
Model: 

Description: 

VIN: 
Activity: 

.AO.AP \Vork Order 

Engine 0 Transmission D Hydraulic D 

Engine Serial # 
Engine Model# 

Hydraulic Serial# 
Hydraulic Model# 

Transmission Serial# 
Transmission Model# 

Work Order Date Prepared:. _______ Work Order Completed: ____ _ 

Sample Taken (hot I cold): _______ How taken (tube I drain): ____ _ 

Current Hrs: ------Current KMIMiles: ______ _ 

Taken at Location: ----------Time: ------

Badge# Name and Last Name Time 

I I 
Total 

Remarks: 

Data Subject to Title Page Restrictions 1 
Otherwise, Treat as F.gr Offieiel Use 01119 WOUO) As of 5/8/2008 
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POWER GENERATION 
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LOGCAP 3 Support Contract 

Brown & Root Propriehuv Data-Source Selection 
Information-See FAR 3.104 

NOTE: In addition to protection under Fedenll Acquisition Regulation 3.104, this 
docmnent contains int<.mnation which may be withheld from the public because disclosme 
would cause a foreseeable harm to an interest protected by one or more Exemptions of the 
Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 
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1.0 Purpose 

~r Of::fieiel U:se Only ( FOUO) 

Logistics Civil Augmentation Program (LOGCAP) 

PO\VER GENERi\.TION 
SOP No. 9R 

To establish procedmes for the operation, maintenance, and repmr of power 
generation equipment tlu·oughout fhe Theater of Operatio11<:: (TO). 

2.0 Scope 

This Standard Operating Procedm:e applies to Brown and Root Serv1ces (BRS) 
suppoli ofLOGCAP 3 Suppoli Contract 

3.0 Responsibilities 

3, 1 BR<; is responsible for the operation, maintenance, and repair of BRS and 
identified U.S. Anny power generation equipment, :including those on light 
sets and rethgeration 1.mits. 

3, 1,1 BRS will manage the overall po>ver generation fimction. 

To include: 

• Ensm:e that tmined and qualified peisoimel suppmt the BR<; power 
generation mission. 

• Ensm:e required checks are conducted and equipment is properly 
maintained. 

• Maintain maintenance record<:: at camps/sites t<.)r review and 
historical data availability. If site does not have adequate office 
facilities maintenance record<:: will be maintained at the nearest 
seiVicing office. 

• Inf<.mn Base Camp/Site Manageis of deficiencies with power 
generation equipment on their camps/sites. 

• Manage fhe .A.:nny Oil Analysis Program (AOAP) using 
USAREUR Mate1ial & Oil Analysis Labmatories External SOP. 

• In reference to military directives and conhact requirements. 

3.2 BRS is respo11<::ible for daily operation and maintenance of power generation 
equipment and taking oil samples in suppmt of the AOAP program. 

Data Subject to Title Page Restrictions 3 
Otherwise, Treat as Fo1 Offiei<'ll Use 01 1l9 (FOUO) As of 518/2008 
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Logistics Civil Augmentation Program (LOGCAP) 

PO\VER GENERi\.TION 
SOP No. 9R 

3.2J B<:~se C<:~mp/Site Manageis will be informed of petiodic and &ily 
checks & maintenm1ce service of power genemtion equipment in their 
Area of Responsibility (AO} 

4.0 Procedures 

4.1 BR<; will conduct daily checks. Readings, <:~ny f<:~ults noticed or repaiis 
pert(mned will be recorded on the appropriate data collection sheets and 
recorded weeldy for generator performance evaluation. 

4 '! Check sheets vvill be utilized as developed according to the site specitl.c 
equipment being setviced. E~sential items on generators that will be checked 
daily is contained in Annex L Enclosmes 1 through 4 are to be utilized, as 
required. 

43 All generators will be nwintained in reference to the applicable manufact:mer 
manuals, technical manu<:~ls, and teclmic<:~l orders luiless the Genemtor 
Supervisor determines fhat more fi:equent servicing is required based on 
generator u.~age and enviromnental site conditions. 

4.4 Engine oil samples will be taken for the AOAP and fonvm·ded to the 
applicable govemment test laboratory. 

4.5 Daily check sheets shall be tiled and maintained at the setvtce camp/site 
generator oftl.ce. 

• Required repair pads will be identitl.ed on a Shop Repair Order (SRO) 
sheet or an Equipment Repair Record (see enclosme 5 and 6). 

4.6 Equipment requiring major repairs will be delivered to fhe <:~pplicable 

generator shop. :Movement of generators must be coordinated with fhe 
Camp/Site Manager and BRS Govemment Propetiy depmiment 

5.0 Procedures for Force Protection and Commercial Power B~lck-up Generators 

When back-up gener<:~tors <:~re required for force protection and maintained as 
emergency back up to Commercial Power, the following procedmes will be followed: 

• Back up generators will be checked and started &ily, to e11~me batteries are fiilly 
charged 

Data Subject to Title Page Restrictions 4 
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PO\VER GENERi\.TION 
SOP No. 9R 

• Back-up generators will be put on line for at least 4 homs per week If Client 
requirements are such that the 4 homs per week is not possible, the genemtor 
supervi~or will make a teclmical evaluation and determine an alternate schedule. 

• The AOAP will be implemented and maintained. 

• Required repairs should be performed on site if possible. 

• Daily inspections vvill be perfonned and check sheets maintained at the service 
camp/site generator office. 

6.0 Army Oil Analysis Program (AOAP) 

6.1 The AOAP will stmt once the equipment warranty has expired. Oil samples 
will be taken at eve1y 250 homs or 30 days, which ever comes tJ.rst An 
AOAP work request fonn (enclosme 7 and 8) will be filled out and forwarded 
to the Army Oil Analysis Laborat01y. Upon retmn of the DD Form 2026 from 
the AOAP Laborat01y, corrective action~ specitJ.ed will be completed and flied 
in the specific equipment maintenance file. 

6.2 When a DA Fonn 3254-R (Oil Analysis Recommendation and Feedback) is 
received and the maintenance action is complete, it will be retmned to the 
AOAP Laborat01y with action taken annotated in item 14 on the DA Form 
3254-R 

7.0 Property Accountability 

All personnel utilizing tools will be responsible ft)r the tools :in their possession. 
Scheduled inventories and appropriate secmity measmes will be implemented and 
maintained 

8.0 Controlled P•-.rts Interchange 

Pmts will not be removed from deadlined equipment to repair another piece of 
equipment unless approved by the BRS proper1y/material manager for emergency 
repair of c1itical mission equipment Replacement pmis will be immediately ordered 
as a priority. 

Data Subject to Title Page Restrictions 5 
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9.0 Health, Safety and Environmental (HSE) 

HSE practices will be :in reterence with BRS HSE procedmes and policies and/or host 
co1.mt!y HSE site specific requirements as applicable. 

10.0 Airfield Power Generation Maintenance 

BRS will provide routine maintenance ~nd repair of the airfield lighting and power 
distribution systems which will :include: 

A. Daily in~pections of all airfield lighting prior to the stmt of tlying operations. 

B. BRS will provide 1 0-minute response to repair any component of fhe 
airtleld lighting system. 

C. BRS will provide a 1 0-m:inute response for all elect1icalloss to e11~me back-up 
generator power is fimctioning conectly and will maintain a 1 0-minute response 
time when critical facilities and airfield lighting are on backup generator power. 

D. BRS will perform maintenance and repair for generator power equipment for the 
air control and navigational facilities. BRS will respond wifhin 1 0-m:inutes to 
stmt backup power or ensme that backup power, stmted by site personnel, is 
operating correctly if required. BR<.> will stmt all atiected backup generators at 
least 15-m:inutes p1ior to all scheduled power outages. 

E. BRS will maintain a 10-minute response time dming times when sites are 
operating on backup power generation systems. 

F. BR<.> will perfonn both schednl.ed and 1.mscheduled maintenance of all power 
generation equipment :in accordance with eifher applicable technical orders or 
manufactmers recommend~ti011~. BR<.> will use established procedmes to 
doc1.unent these services. 

G. In the event of a po-vver outage or malfimction, priority for generator service will 
be detennined by airfield management 

H. BRS shall maintain c1.ment records of equipment operation, maintenance, repair 
and operation. 

L BR<.> shall conduct a qumterly invent01y of all geneiators and send a copy to 
Property and reconcile invent01y results with CA/CRL records. Include the 
following data for each generator in the inventmy: location, capacity (k\\'\ 
voltage, single or 3-phase, 50Hz or 60Hz, fi.1el type, mmmfactmer, fi1el tank type 

Data Subject to Title Page Restrictions 6 
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and ::::ize, nm time on fiill t.m1k:, ::::erial and ::::tock munber::::, year manufactmed and 
maxinnun demand load. 

l BRS ::::hall train u::::er::::, a:::: detennined nece:::::::::.uy by ::~irfield management, qumtedy 
or within 10 d::~y:::: of new u:~er an'ivaL Tr::~ining ::::hall include procedme:::: required 
for ::::afe operation of backup power ::::y::::tem::::. BRS ::::hall docmnent the training. 

K BRS ::::hall review all ::::t.andard BRS generator maintenance log:::: at lea::::t qumtedy 
to ve1icy generatois and a::::::::ociated equipment are adequate and reliable. Replace 
generator:::: cany:ing a load le:::::::: than 25 percent capacity with a ::::maller generator, 
when one become:::: available. 

L BR') ::::h::~ll develop and maintain ::::chedule:::: and procedme:::: for maintaining, 
exerci:::::i:ng and te::::ting electrical ::::y;:;tem::::. BR') ::::hall pedonn all ::::cheduled and 
1m::::cheduled generator maintenance lAW applicable teclmic::~l order:::: or 
mmmfactmer:::: recommendation::::. 

Data Subject to Title Page Restrictions 
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Annex I 

ESSENTIAL ITEMS TO BE CHECKED ON A DAILY BASIS 

The following is the list of essential items to be checked on a d~ily basis: 

L Date 
2. Hmu·s 
3. Volts 
4. Heltz 
5. Load 
6. Oil System 
'i 
! Air System 
8. Coolant System 
9. Fuel System 
10. Belts 
11. Batte1y Charging System 
12. Generator Grmmding 
13. Check elechicat cmmections 
14. Remove dust!diti/clean drip pans 

Data Subject to Title Page Restrictions 8 
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1.0 Purpose 

To establish procedmes for Prime Power operation, maintenance, repmting, and 
accmmtab.ility. 

2.0 Scope 

This Standard Opeiating Procedme applies to the Balkan Suppoli Contract 

3.0 Procedures 

3. 1 Daily Checks 

Brown and Root Servi.ces (BR<>) peisoimel will perform daily checks on 
generators. 

3.2 \Veekly Maintenance 

Units will have preventive maintenance performed utilizing TM 9-6115-604-
12 as a guide. Also, the lmit will be ran lmder a fiillload for 1 hom, allowing 
the mrit to be observed for abnormalities wlrile being opemted in a parallel 
state. 

3.3 Army Oil Analysis Program (AOAP) 

Engine opem.ting homs, AOAP, and/or calendar time dictate oil changes. 

Oil s:.unples are submitted to the Oil Analysis Laboratmy per u..;,:age. Records 
of the sample results are filed. 

3.4 Services 

Engine operating homs and/or calendar time determines the frequency of 
maintenance inspections. 

SelVices are driven by fhe elapsed engine homs or the elapsed calendar time. 

The tollowing is the precedence of servi.ce interval: 

• Engine homs meet the 3(K), 900, or 3000 hom service intervaL 

Data Subject to Title Page Restrictions 
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Protective relay, meters, and circuit breaker calibration will be accomplished 
utilizing appropriate maintenance directives, if applicable. 
Re~:nlts of calibrati011':.' will be doc1unented :in historical files. 

3.5 Log Books 

3.5 J Unit Log Books 

Upon shift. change, the Shitl Supervisor Control Room Opemtor (CRO) 
will assmne the plant tl·om the oti going Shift. Supervisor. Only the 
operating mrits will require logbook entries in the :individual log boo'ks. 
Each time a mrit is piepped for numing the mrit will be assmned by the 
CRO. 

3.5.2 Control Van Log Books 

A Control Van Log book will be maintained for each individual 
Contl'ol Van. 

3.6 Grounding 

Grmmding tests will be conch:tcted monthly and record'> will be maintained on 
site. 

3. 7 Commercial Electrical Power Company Support 

Inspection and maintenance services will be provided tor all high voltage 
electrical equipment in':.'talled by commercial electrical compmries, as directed. 
Inspection and maintenance services will be performed in accordance with the 
requirements provided by the power providers or equipment owners, when 
available, :in addition to utilizing best commercial practices. 

4.0 Reports 

4.1 The "Weeldy SITREP" and the 30(\ 900-hom Service Interval will be 
fonvarded to the Loan Program Manager. 

4 '! Historical records 1.vill be maintained. 

Data Subject to Title Page Restrictions 3 
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Freedom of Information Act, 5 USC Section 552. Fmihennore, it is requested that any 
Government entity receiving tlris infonnation act in accordnnce with DoD 5400.7-R, ;:md 
consider tlris information as being for official use only (FOUO), and mark, handle and store 
tlris information so as to prevent 1uwuthorized access. 



1.0 Purpose 
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EQlJIPl\!.JENT 1\!IAINTENANCE OPER~TIONS 
SOP No. 9T 

To estt:lbliih procedmes for pertonning organization<.1l mt:l:intenmlCe services to mrits 
suppolied within fhe Supplementt:ll Maintenance Progmm. 

2.0 Scope 

Tlris St.t:lndard Opeiating Procedme applies to the LOGCAP 3 Suppmt Contract 

3.0 Responsibilities 

3. 1 Provide 24-hom orgmrizational maintenance se1vices. 

3.2 SeiVices to be provided t:lre equipment dispatching, scheduled pe1iodic 
maintenance services, 1mscheduled eq1ripment repairs, recove1y supp01t, 
maintenance of Operator Qualitication record~, Class IX repair pmis supp01t, 
eq1ripment status/readiness repmting, Army Oil Analysis Program (AOAP) 
compliance, seemed velricul.<.1r motor pools, fuel <.1nd electric direct suppmt 
level repair section and a batt.e1y maintenance facility. 

4.0 Unit Authorization for Service 

Design<.1ted client aufhority will identitY mrits and eq1ripment that are auth01ized to 
utilize the contracted supplement.t:ll maintenance program. Back-up suppmt services 
will be provided for command designated eq1ripment authorized via the monfhly 
Material Readiness Review. Mainten<.1nce m<1n<.1gement of these items will be 
integrated into the ow1ring mrits lhrit level Logistic-Ground (ULLS-G). Prescribed 
Load List (PLL) will be managed at a centr<1llocation co-located with the command 
designated items. Authorization to order Class IX tor sensitive eq1ripment is 
unanfhorized. 

5.0 Procedures 

5.1 Scheduled Maintenance Services 

5.U Brown and Root Se1vices (BRS) will coordinate vvifh the suppmted 
mrits to receive a copy of t:lll prqiected scheduled services. BRS will 
insme fhat sufficient p<11is are on hand to fiilly complete <11l services 
scheduled to be presented by the units. It is Iecommended that a 21-
day invent01y of palts be available to allow tor order/slrip time and 
delive1y from the Supply Supp01t Activity (SSA), 
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5.L2 Supp01ted units will present the vehicle with a Unit Level Logistic 
System (ULLS) generated 5988 along with any defened maintenance 
palts received since last service. 

5.L3 BRS will review all docmnents for completeness and do a technical 
acceptance im:pection (DA Form 2404). The acceptance teclmical 
i11~pection is to establish the overall condition of the vehicle and insme 
that there is no lut~ubstantiated damage, missing palts, and the vehicle 
is clean. Tlris ins-pection also i11~mes there are no >veapons, 
amnnurition, or explosives present The BRS Site Manager and the 
Squadron Maintenance Officer/Battalion Maintenance Officers (SMO/ 
BMO) of the customer lurit >vill arbitrate any discrepancies. 

5. L4 The teclurical acceptance inspection DA 2404 is prepared :in two 
copies. The 1st copy given to the owning miit and the second copy 
filed with the Service and Repair Order job packet 

5. 1.5 BR<> perfonns a service inspection that :includes all items tl'om the 
applicable D::~sh 10 and Dash 20 teclmical mmmnls, lnb1ication orders, 
and teclurical bnlleti11~. Any addition::~l procedmes or w01k requested 
by the customer will be annotated dming tlris i11~pection. 

5. 1.6 The BRS Site Manager assigns the velricle to a BRS work team. BRS 
team leaders conduct the approp1iate T ot.al Safety Task Instructions 
(TSTI) brietlng prior to work commencement 

5. 1. 7 BR<> team leaders will notifY the BR<> teclurical i11~pector for in 
process reviews when bmke w01k is performed or internal seals ::~re 

replaced and p1ior to rei11~t.all:ing wheel hubs. BRS team leaders also 
i11~me th::~t any Test Measmement and Diagnostic Eqlripment (TMDE) 
used has a cmrent calibration p1ior to use. 

5. L8 BRS team leaders ills'l.ue that corrective action enb'ies are specific and 
detailed and the BR<> badge munber of the mechmric(s) pert<.mning the 
repairs is mmotated in the "ilritials ••cohunn ofthe DA Form 2404. 

5. 1.9 BR<> team leaders will no tit}' the BR<> teclmical i11~pector when all 
wmk reqlrirements m·e met, all deterred maintenance items identitled 
and the vehicle is ready for final inspection. 

5. 1.10 The BR<> teclmical i11~pector will conduct a road test and fmal inspect 
the velricle. 
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5. Ll1 When all teclmical and ad:ministnliive standaTds are met the BRS 
teclmical inspector will contact the customer Quality Assmance 
Representative (QAR) to perform the Govenunent Inspection. 
Should any additional work requirements be identified the vehicle will 
be retmned for corrective action. 

5.Ll2 Atler i11.;,:pection the QAR will sign the BR<) Shop Repair Order (SRO) 
as received. The customer lmit will receive the mig:inal copy of the 
seiVice DA Fonn 2404 /Inspection showing all m<~intenance tasks 
perfonned and a copy of the BR<) SRO. BRS will retain a copy of the 
se1vice packet and the original BRS SRO. 

5.2 Unscheduled Maintenance 

Units m<~y request <~ssistance on pertonnance of lut':!cheduled maintenance 
(deadline) f(x vehicles authorized by fhe US Forces Command. These 
vehicles can be recovered to the shops or if the m:rit requests m1scheduled 
maintenance may be perfonned on site. The onsite maintenance can only be 
perf(.mned if all safety and teclmical standards can be met The BR<) teclmical 
itt':!pector will perform fhe same acceptance teclmic<~l inspection in para. 4.1. 
Procedmes are the smne for wml: completion and issuance of the job back to 
the customer. 

6.0 St.-mdards 

All Equipment will be maintained utilizing AR 750-1 PAR\ 3-1, Geneial 
Maintenance Policies, and the applic<~ble TM-10/-20 Maintenance Standard as 
guides. 

6.1 Army Oil Analysis Program (AOAP) 

All eligible equipment will be emolled lmder AOAP. Sampling :intervals \Nill 
be as directed by the Oil analysis Lab once an initial sample has been 
submitted. Oil analysis requests will be generated using the ULLS-G. 
Samples will be submitted to the AOAP Lab tor analysis. 

6.2 c.-.libration 

All TMDE requiring calibration will be tmned-in to the TMDE Lab for 
calibration. A DD Form 1687 Delegation of Authority will be submitted 
authorizing persmmel to hun-in and receive TMDE items tl'om the LAB. 
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7.0 Reporting and Repair Part~ 

7. 1 Status Reporting 

SOP No. 9T 

Equipment status will be rep01ted through the Army Material Status System 
(AMSS) repmts generated by the Unit Level Logistic System (ULLS). The 
repmting period is trom the 16th day of the month through the 15th day ofthe 
following month. This rep01t will be forwarded via diskette or e-mail no later 
than close of business on the 16th of each month to the designated Mate1ial 
Officer (:tvV\ TO). 

7.2 Unit Level Logistic System (lJLLS) 

This automated system will be utilized for the production control of 
maintenance to include, status repmiing, AOAP, mrit supply fimctions and 
prope1ty management 

73 Unit Level Logistic System-Ground (ULLS-G) 

The ULLS will be utilized to generate AMSS repmis and record equipment 
operational and historical maintenance data. This system '.vill also be utilized 
to requisition and receive Class IX repair pmis and to generate eqlripment 
status repmts. ULLS-G procedmes are covered :in the End User ManuaL 

7 A Automation Support 

Standard Army Management Information System (STAMIS) suppmt will be 
provided by the US Forces, Combat Service Suppmt Automation Management 
Office (CSSAMO). 

7.5 Supply 

BR<> has been tmnsferred the existing Unit Identification Code (UIC) and 
Depmtment of Defense Activity Address Code (DODAA.C) with the 
eqlripment in order to retain contimrity of supply and prope1iy fimctions. 

7 S 1 Repair Pmis 

BRS will maintain a PLL based on demand lristory. The number of 
lines authmized on hand will not exceed 300. 

7 .5.2 Reqlrisitions 

Request for issue of repair palis, status and tmn-in will be generated 
via diskette using the ULLS-G. Transactions will be sent to the SSA. 
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A DD form 1687 Delegation of Authority signed by the Mainten:.mce 
Manager will be submitted and on tile at the SSA. Personnel mu;:::t be 
listed on the 1687 to request and receive items fi:om the SSA. 

8.0 Direct Support Level Maintenance Functions 

8.1 Fuel and Electric Repair 

The Fuel and Electric Repair section will maintain the required repair pmts 
and perform repairs on those items the SSA maintains as direct exchange. 
Maintenance Allocation Chmts found in the approp1iate T eclmical Manuals 
will be reviewed to insme fhat the repairs to the items received do not exceed 
the Direct Snppmt leveL Tins is the "F" cohunn on the chmts. Only those 
sub-components of the item that have failed or deemed to soon fail will be 
replaced. Items that are deemed mteconomically repaimble will be 
appropriately classified and retmned to fhe SSA with the required documents 
for disposaL At no time is a direct issue to a milt allo>ved fi:om the Fuel and 
Elecbic section. 

8.2 Battery Shop Operations 

Lead acid batte1y maintenance will be accomplished using the proced·mes and 
methods contained :in US A.nny TM 9-6140-200-14. Batteries fcnmd to be 
unserviceable will be thoroughly drained and tmned itt 
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Section 1 0 - Medical Support 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

A. SANITATION AND MEDICAL REQUIREMENTS. 

1. Sanitation 

I Task Order 31 

a. Appropriate sanitation shall be exercised at all work sites. such as: 

( 1) Potable water shall be obtained from known sources. normally Class I bottled and or bagged 
water. 

(2) Chemical toilets shall be provided if necessary on construction sites in the numbers and 
serviced in the manner prescribed by 29 CFR 1926.51. A minimum of one toilet will be 
provided for each 40 personnel on the site. Each chemical toilet will be cleaned and 
serviced on a daily basis or as required. 

(3) Washing facilities shall be provided if necessary on construction sites as required by 
paragraph 29 CFR 1926.51. Each washing facility shall be provided with water. soap. and 
paper towels. 

2. Medical 

a. First aid kits shall be provided at the jobsite. at all times. in the numbers. and conforming to the 
requirements of 29 CFR 1926.50. and containing all emergency medical supplies as currently 
recommended by the American Red Cross. Each company vehicle shall also have a first aid kit. 
Weekly checks shall be made to ensure the kits are properly Maintained. 

b. Personnel injured on the project site shall receive immediate first aid and shall be transferred to: 
the nearest medical facility. The specific site will be addressed in the site-specific updates for 
the plan. 

I Section 1 0- Medical Support Page 1 of 1 



Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

Section 11 - Personal Protective Equipment 

A PURPOSE 

I Task Order 31 

This procedure establishes minimum guidelines for the selection, use, training and hazard assessment 
for Personal Protective Equipment (PPE). 

B. GENERAL 

1. PPE for eyes, head, face and extremities shall be provided to all employees, and maintained in a 
reliable and sanitary manner per these guidelines. PPE is issued whenever by reason of hazards of 
process, environmental chemical hazards or radiological hazards exist or have the potential to exist 
within the employee's task assignment. The PPE issued will be of the type needed to afford 
protection against the hazards to be encountered, refer to Paragraph I for details. 

2. It is the responsibility of Brown & Root Services (BRS) project management to ensure that 
employee-owned PPE is maintained in the same reliable and sanitary manner as company-owned 
equipment. 

C. HAZARD ASSESSMENT 

1. BRS project management will assess the work place (using a minimum of TSTI or equivalent) to 
determine if work place hazards are present or are likely to be present during an employee's 
project assignment. 

2. If work place hazards exist or may exist project management shall: 

a. Select and ensure all affected employees use the proper PPE for the hazard(s) present. 

b. Communicate selection decisions to all affected employees. 

c. Select PPE that properly fits the affected employees. 

d. Ensure that all defective or damaged PPE is properly discarded and not used. 

3. Refer to Paragraph G for Hazard Assessment. 

D. TRAINING 

1. BRS project management shall provide training to all affected employees whose project assignment 
requires them to utilize PPE. The training will contain, but will not be limited to, the following: 

a. When PPE is necessary. 

b. What PPE is necessary. 

c. How to propeny don, doff, adjust and wear PPE. 

d. The limitations of the PPE. 
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Section 11 - Personal Protective Equipment I Task Order 31 

e. The proper care. maintenance. usage life. and disposal of the PPE. 

2. Affected employees shall demonstrate an understanding of the training. and the ability to properly 
and effectively use the required equipment before performing work requiring its use. 

3. If BRS project management has reason to believe an affected employee. who has received training. 
does not have a proper understanding and I or skills required to use. maintain and I or know the 
limitations of the PPE required. the employee must receive further training. 

4. Circumstances where retraining is required include. but are not limited to: 

a. Changes in the work place render previous training obsolete. 

b. Changes in the type(s) of PPE. 

c. Inadequacies in the affected employee's knowledge. or use of assigned PPE. 

5. Documented training shall include the employee's name. signature. date of training. training 
subject. instructors name and signature. and social security numbers. 

E. EYE, FACE, FOOT AND HAND PROTECTION 

1. Eye and face protection meeting the ANSI Z87.1-1989 (appropriate for the hazard or potential 
hazard) shall be worn by all affected employees when exposed to eye or face hazards from flying 
particles. molten metal. liquid chemicals. acids or caustic liquids. chemical gasses or vapors. or 
potential injurious radiation. Eye protection shall be used in conjunction with side shield protection 
when there is hazard of flying objects. 

2. There are numerous types of eye and face protectors to be selected from and used by affected 
employees: 

Spectacles: 

Faceshields: 

Goggles: 

Spectacles are protective devices intended to shield the wearers eyes from a 
variety of hazards. \1\.ttlile they are primary protectors and may be used alone 
they may also be used in conjunction with other protectors. 

Faceshields are protective devices intended to shield the wearers face. or 
portions thereof. in addition to the eyes from certain hazards. 

NOTE: Faceshields are secondary protectors and shall be used only with 
primary protectors. 

Goggles are protective devices intended to fit the immediate surrounding area of 
the eyes. and to protect the eyes from a variety of hazards. \1\.ttlile they are 
primary protectors and may be used alone. they may be used in conjunction 
with other protectors 

Welding Helmets: Welding helmets are protective devices intended to shield the wearers eyes 
from optical radiation and impact. 
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NOTE: Welding helmets are secondary protective devices and shall only be 
used in conjunction with primary protectors. For the proper lens shade 
needed, refer to Paragraph H. 

3. EYE PROTECTION 

Employees who wear prescription lenses while engaged in operations where a potential for eye 
hazards exist shall wear eye protection that incorporates the prescription in its design, or shall wear 
eye protection that can be worn over the prescription without disturbing the proper fit or position of 
the lenses. 

NOTE: Safety glasses lenses shall be distinctly marked in a permanent and legible manner with 
the manufactures monogram. All major goggle components shall be marked "Z87" to 
indicate compliance with the ANSI Z87.1-1989 standard. 

4. HEAD PROTECTION 

a. Affected employees shall wear protective helmets when working in areas where there is a 
potential for injury due to protruding or falling objects. Helmets shall meet ANSI Z89.1-1986 for 
a class "A" or "B": 

( 1) Class "A" intended to reduce the force of impact of falling objects and to reduce the danger 
of contact to low voltage conductors, proof tested at 2,200 volts. 

(2) Class "B'' intended to reduce the force of impact of falling objects and to reduce the danger 
of contact to high voltage conductors, proof tested at 20,000 volts. 

(3) Class ''B" helmets shall be worn by all affected employees in an electrical class code, and by 
any affected employee whose job task(s) involves electrical work. 

(4) Class "A" helmets are the minimum head protection for affected employees subject to 
protruding or falling objects. 

b. Protective helmets should be inspected for signs of cracks, dents, penetration, and any damage 
to the shell and liner due to abuse or misuse. Any helmet found defective will be replaced 
immediately. 

5. FOOT PROTECTION 

Affected employees shall wear protective foot wear when working in areas where there is a 
potential danger of falling or rolling objects, objects that may pierce the sole of the footwear. 
electrical hazards or chemical absorption. Protective foot wear shall meet ANSI Z41.1-1991, and be 
the appropriate protection for the hazard. 

6. HAND PROTECTION 

Affected employees shall use the proper hand protection when hazards exist from skin absorption 
of harmful substances, severe cuts or lacerations, severe abrasions, punctures, chemical or thermal 
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burns. and harmful temperature extremes. Hand protection shall be selected on the basis of the 
tasks to be performed. conditions present. duration of use. the hazards and potential hazards 
identified. 

F. CLEANING AND MAINTENANCE 

It is important that all PPE be kept clean and properly maintained. aeaning is particularly important for 
eye and face protection where dirty or fogged lenses could impair vision. PPE should be inspected. 
cleaned, and maintained at regular intervals to ensure that the PPE provides the requisite protection. 
PPE that is contaminated and cannot be decontaminated shall be disposed of in a manner that protects 
employees from exposure to hazards. 

G. HAZARD ASSESSMENT EXAMPLE 

1. Survey 

Conduct a walk-through survey of the area to identify the job task being performed. The purpose of 
the survey is to identify sources of potential hazards and to ensure that employees are aware of the 
hazards. Consideration should be given to the basic hazard categories: 

a. Impact 

b. Penetration 

c. Compression (roll over) 

d. Chemical 

e. Heat 

f. Harmful dust 

g. Light (optical) radiation 

During the walk-through survey. the Brown & Root Services (BRS) supervisor I manager should 
observe: 

a. Sources of motion: machinery or processes where any movement of tools. machine elements or 
particles could exist. or movement of personnel that could result in a collision with stationary 
objects. 

b. Sources of high temperatures that could result in burns. eye injury or ignition of protective 
equipment. etc. 

c. Sources of harmful dust. 

d. Sources of light. radiation. welding. brazing. cutting. furnaces. heat treating. high intensity 
lighting. etc. 
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Section 11 - Personal Protective Equipment 

e. Sources of falling objects or potential for dropping objects. 

I Task Order 31 

f. Sources of sharp objects which might pierce the feet or cut the hands. 

g. Sources of rolling or pinching objects which could crush the feet. 

h. Lay out of work place and location of co-workers. 

i. Any electrical hazards. In addition. injury I accident data should be reviewed to help identify 
problem areas. 

2. Organize Data 

Following the walk-through survey, it is imperative to organize the data and information for use in 
the assessment of hazards. The objective is to prepare for analysis of the hazards in the 
environment to ensure proper selection of the PPE. 

3. Analyze Data 

Having gathered and organized data on the work place. an estimate of the potential for injuries 
should be made. Each of the basic hazards gathered in the survey should be reviewed and a 
determination as to the type, level of risk. and seriousness of injury should be considered. The 
possibility of exposure to several hazards simultaneously should be considered. 

After the completion of the above procedures. and all hazards are considered, the selection of 
proper PPE must be determined. A general procedure to accomplish this is: 

a. Become familiar with the potential hazards and the type of PPE needed 

b. Compare the hazards of the environment with the capabilities of the PPE to be used 

c. Select the PPE that affords a level of protection greater than the minimum required to protect 
the employee(s) from the hazards, and 

d. Fit the user to the protective equipment and give instructions on its care. use and the limitations 
of the equipment. 
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Section 12- Required Plans (Programs. Procedures) 

Task Order 31 
Part A- Hazard Communication Program 

A HAZARD COMMUNICATION PROGRAM 

1. Purpose 

The purpose of the Hazard Communication Program is to ensure that information concerning the 
hazards of all chemicals used/handled on this project is provided to Brown & Root Services and 
affected contract employees. The hazard information allows employees to participate in and 
support the protective measures instituted on this project. 

2. Hazard Determination 

Information provided by the chemical manufacturers on the hazard evaluation of their products will 
be the source of hazard determination for the chemicals used on the site. Unless instructed 
differently. mixture of chemicals will be assumed to present the same health hazards as do the 
components that comprise one percent (by weight or volume) or greater of the mixture. The 
mixture will be assumed to present a carcinogenic hazard if it contains a component in 
concentrations of 0.1 percent or greater which is considered to be a carcinogen. 

3. Material Safety Data Sheets 

Material Safety Data Sheets ( MSDS's) will be obtained for each hazardous chemical used or 
handled by BRS personnel. 

Copies of the MSDS's are available for employee review through the BRS Project Manager. 

If the MSDS is not received at the time of the first shipment of a hazardous chemical. the 

client/supplier/manufacturer must be notified as soon as possible. Outdated MSDS's will be 

replaced in a timely manner. 

4. Employee Information and Training 

Information concerning hazard communication will be provided to BRS employees regarding: 

a. The requirements of the OSHA Hazard Communication Standard. 

b. Work areas where chemical hazards are present. 

c. The location and availability of the written hazard communication program. list of hazardous 
chemicals. and Material Safety Data Sheets. 

BRS employees will be trained in: 

d. The methods and observations they may use to detect the presence or release of a hazardous 
chemical in their work area. 
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Task Order 31 
Part A- Hazard Communication Program 

e. The physical and health hazards of the chemical in their work area. 

f. The measures employees can take to protect themselves. including: 

( 1) work practice procedures. 

(2) emergency practice procedures. 

(3) personal protection equipment. 

g. The words used in the project's labeling system and MSDS's. 

h. Employees will be trained at the time of their initial assignment. and whenever a new hazard is 
introduced into their work area. 

i. The hazards of nonroutine tasks (i.e .. cleaning reactor vessels. working on unlabeled pipes) will 
be conducted as specified in the training program. 

5. On-Site Contractors 

Appropriate Material Safety Data Sheets will be supplied to on-site contractors whenever their 
employees may be exposed to hazardous chemicals. The MSDS's will be provided to the 
contractor's representative responsible for employee training/safety. If necessary. the contractor 
will be advised of the project's hazardous chemical labeling system. Suggestions for additional 
protective measures may also be given to the contractor. 

Contractors are required to maintain MSDS's for the hazardous chemicals brought onto the project 
site. The MSDS's will be made available to Brown & Root Services upon request. 

6. Labels and Other Forms of Warning 

Containers of incoming hazardous chemicals must have the manufacturer's label. tag or mark 
affixed to include: 

a. The identity of the hazardous chemicals. cross-referenced to the applicable MSDS. 

b. Appropriate hazard warnings. 

c. Name/address of the chemical manufacturer. 

Labels on incoming containers will not be removed or defaced. 

Portable containers into which hazardous chemicals are transferred will be labeled. unless all 
the following conditions are met: 

d. The contents of the portable container are for immediate use by the person making the transfer. 
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e. The container is used only by, and remains under the control of. the person making the transfer. 

f. The unlabeled portable container is used only within the work shift during which it was originally 
tilled. 

B. TRAINING SCRIPT- HAZARD COMMUNICATION PROGRAM 

Hello. I'm and I would like to talk about the Hazard Communication 
Program for Project # . The intent of this program is to make chemical hazard 
warning information readily available to all project personnel so that adequate protective measures can 
be taken. 

The Hazard Communication Program meets the requirements of the OSHA Rule 29CFR Part 
1910.1200. This standard establishes a number of requirements for developing. obtaining. and 
providing health. safety. and environmental information on potentially hazardous chemicals used in the 
work place. 

REQUIREMENTS OF THE STANDARD INCLUDE: 

HAZARD DETERMINATION - Chemicals must be evaluated in order to determine if they are 
hazardous. 

WRITTEN HAZARD COMMUNICATION PROGRAM - A written program describing all aspects of 
hazard communication must be developed and made available to employees. 

LABELS - A system of chemical identification must be developed. The chemical name and all 
associated hazards must be included in this labeling system. 

INFORMATION AND TRAINING- Personnel must be informed of the program aspects and trained as 
to the hazards of the chemicals they work with. 

THE SPECIFICS OF THE HAZARD COMMUNICATION PROGRAM ARE: 

CHEMICAL INVENTORY MANUALS- A list of all chemicals used on this project and copies of all 
MSDS's are maintained at location on this project. The list and the 
associated MSDS's are maintained in alphabetical order by common or trade name. This listing is 
available for the use of all supervisors and employees for determining hazards associated with a 
chemical. and precautions to be taken when working with them. 

MATERIAL SAFETY DATA SHEETS (MSDS's) - MSDS's shall be used as the chief means of 
determining whether or not a chemical or substance is hazardous. Material Safety Data Sheets provide 
the following information: 

Chemical Identification - The first section helps identify the chemical by name. trade names. and the 
chemical manufacturer 
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Hazardous Ingredients - This section lists what is in the chemical mixture that can be harmful. It 
also lists the concentration of the chemical ingredient and the exposure limit to which one can 
safely be exposed. 

Physical Data - This section describes the chemical's appearance. color. and other physical 
characteristics such as boiling point. volatility. and vapor pressure. 

Fire and Explosion Data - Here one can find the temperature at which the chemical ignites. this is 
called its flash point. If the chemical is flammable. it ignites below 100 degrees Fahrenheit if it is 
combustible. over 100 degrees Fahrenheit. This section also lists the proper extinguishing agents 
to be used to put out the fire. 

Health Hazards- This section lists symptoms of over exposure. It also provides first-aid emergency 
procedures in case of overexposure. 

Reactivity Data - W1ether the chemical reacts with other chemicals. water. or certain conditions 
such as temperature. Incompatibility information lists the materials. such as water. that cause the 
chemical to burn. explode. or release dangerous gases. Instability describes environmental 
conditions. such as heat. that cause a dangerous reaction. 

Spill Leak Procedure - This section explains what to use to clean up a spill. and protective 
equipment that should be used. This section may identify how to dispose of the chemical safely. 

Special Protection - This is a listing of any personal protective equipment needed to work safely 
with the chemical. If protective equipment is needed. this section may list the specific types that are 
recommended. 

Special Precautions- This section lists other special precautions to follow. This section may also 
list other health and safety information not included in any other section. 

LABELS AND CHEMICAL IDENTIFICATION- Each container of hazardous chemicals in the work 
place must be labeled. tagged. or marked with the identity of hazardous chemicals contained in them. 
and must show hazard warnings appropriate for employee protection. The hazard warning can be any 
type of message. words. pictures. or symbols which convey the hazards of the chemical(s) in the 
container. 

Labels and messages must be legible. in English (and other languages. if desired) and must be 
prominently displayed. 

The work. term. or phrase used to identify the hazardous chemical(s) on the label must also be used on 
the associated MSDS. 

Signs. placards. process sheets. batch tickets. operating procedures. or other such written materials 
may be used in lieu of affixing labels to individual stationary process containers. as long as the 
alternative method identifies the containers to which it is applicable and conveys the required 
hazardous chemical identification and hazard warning. The written materials should be readily 
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accessible to the employees in their work areas throughout each work shift. This also pertains to 
process system and dient procedures in operating facilities. 

BRS EM PLOY EES are not required to label portable containers into which hazardous chemicals are 
transferred. if all the following conditions are met: 

• The contents of the portable container are for immediate use by the person making the transfer. 

• The container is used only by, and remains under the control of. the person making the transfer. 

• The unlabeled portable container is used only within the workshift during which it was originally 
filled. 

Labels on incoming containers should not be destroyed. removed. or defaced. 

Pipe and piping system are exempted from the labeling requirements. 

THE REQUIREMENTS OF THE OSHA HAZARD COMMUNICAllON STANDARD HAVE BEEN 
DISCUSSED. FOLLOWING ARE SOME OF THE TYPES OF CHEMICALS, THEIR PROPERTIES 
AND THE HAZARDS ASSOCIATED WITH THEM. 

HYDROCARBONS- These substances exist in both liquid and gaseous form. They are in the work 
place in the forms of motor fuels. hand lubricants. and fuel gases used on cutting rigs. They are also 
found in many other chemicals such as solvents. thinners and paints. Some of the lighter forms of 
HYDROCARBONS have flash points below 100 degrees Fahrenheit. which makes them flammable. 
Others will have flash points above 100 degrees. which make them combustible. All pose a potential 
for fire or explosion. 

The odor given off by hydrocarbons is very similar and distinctive. regardless of the type. If one has 
ever smelled gasoline. and most people have. then one is fairly familiar with its odor. 

Inhalation of hydrocarbon vapors may cause headaches. dizziness. or in extreme cases. suffocation. 
Skin and/or eye contact with the liquid can cause irritation. Chronic inhalation studies with light 
hydrocarbon components have shown kidney damage and kidney cancer in laboratory animals. 

When using hydrocarbons. be sure plenty of ventilation is present to prevent a buildup of vapors. Keep 
these chemicals away from any sources of ignition and always have the proper fire extinguisher handy. 
Avoid skin and eye contact by wearing impervious gloves and clothing, and chemical splash-type 
goggles where necessary. To protect against low level amounts of fumes and vapors. use an approved 
respirator for protection against "Organic Vapor." 

CORROSIVES- Corrosive chemicals are those that can cause visible damage or irreversible changes 
to any part of the body it comes in contact with. They can burn eyes and skin and result in permanent 
damage. Well-known corrosives are sulfuric acid and caustic (sodium hydroxide). Other less well­
known corrosives include phenol and hydroxide. All corrosive material must be handled with extreme 
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caution and with appropriate protective equipment, such as gloves. chemical goggles and face shields. 
If contact does occur. flush the affected area with water for 15 minutes. then seek medical attention. 

CHEMICAL ASPHYXIANTS - These are chemicals which can cause suffocation by chemically 
restricting the intake of oxygen or by respiratory paralysis. Two such chemicals are carbon monoxide 
and hydrogen sulfide. Other forms of asphyxiants are the inert gases such as nitrogen and argon. 
Most of these are odorless. Even hydrogen sulfide. with its odor of rotten eggs. cannot be relied on for 
detection by smell. as it kills one's sense of smell after just a short exposure at fairly low 
concentrations. As these chemicals rob the respirable atmosphere of oxygen. the only acceptable 
respiratory protection is supplied air equipment. This equipment must be approved for use in 
atmospheres immediately dangerous to life and health. such as pressure/demand hose line masks or a 
self-contained breathing apparatus such as a Scott Air Pak. Do not attempt to work in these situations 
without notifying the supervisor. 

IRRITANT GASES- Gases which are irritating (and in some cases severely irritating) to the skin. eyes, 
and respiratory tract. are considered irritant gases. Examples of these gases are chlorine. ammonia. 
and sulfur dioxide. All three of these gases have very pungent odors and will immediately cause 
irritation and discomfort to the eyes. skin. or respiratory tract. These gases can be found in many of the 
operating facilities we work in. 

SYSTEMIC TOXIC CHEMICALS- These are chemicals which on inhalation. ingestion. or absorption 
through the skin have the potential to cause damage within the body. Damage is focused or "targeted" 
to specific systems or organs. such as the nervous system or the lungs. kidneys. or liver. Examples of 
these chemicals are phenol. tetraethyllead. and methyl cellosolve. We most often find these chemicals 
in process systems of the operating units in which we work. However. they can also be present in 
small quantities in other chemicals. 

CARCINOGENS AND SUSPECT CARCINOGENS- Chemicals which have the potential or suspected 
potential to cause cancer are known as carcinogens. Suspected carcinogens are those chemicals 
which have been shown to cause cancer in humans. Benzene is a carcinogen which can cause 
leukemia. Benzene can be found in gasoline and in refinery workplaces. Another known carcinogen is 
asbestos. Asbestos has been linked to lung cancer. Knowledge of what one is dealing with and the 
proper personal protective equipment are essential in working with these types of chemicals. 

The categories we have just discussed are broad range characteristics. The chemicals you use may 
have any one or more of the above characteristics. That is why it is so important to put the MSDS's to 
work to determine the exact nature of the chemical. its hazards and the precautions necessary to 
protect against those hazards. Never work with a chemical unless you know these things. 

This concludes our Hazard Communication Program Discussion. If you have any questions concerning 
this subject. I would be glad to attempt to answer them at this time. 
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C. HAZARD COMMUNICATION PROGRAM -TRAINING RECORD 

DATE: __ _ PROJECT#: _____ LOCATION:-------------------

INSTRUCTOR: ------------------------------------------------­

SUBJECT COVERED: CONTENTS OF HAZARD COMMUNICATION ACT 

METHODS OF IDENTIFYING HAZARDOUS CHEMICALS 

LOCATION AND USE OF MSDS's 

LABELS AND WARNING SYSTEMS 

THE PERSONNEL NOTED BELOW RECEIVED HAZARD COMMUNICATION TRAINING 

ON THE ABOVE DATE AND ACKNOV\ILEDGED BY THEIR SIGNATURES THEY FULLY 
UNDERSTAND ALL PORTIONS OF THE PROGRAM. 

Employee Name (print) Badge# SS# Signature 
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A PURPOSE 

1. Appropriate respiratory protection is required when: 

a. Engineering and administrative controls are not feasible. 

b. Engineering and administrative controls cannot effectively control contaminants. 

c. Engineering and administrative controls are being instituted. or 

d. Emergency situations arise that require the use of respiratory protection. 

2. Proper use of respiratory protection is required for protection against occupational injuries and 
illnesses caused by inhalation of harmful dusts. fogs. fumes. mists. gases. smokes. sprays. or 
vapor that may equal or exceed appropriate exposure limits. 
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Each location. facility or project is responsible for amending this program to meet their specific needs. Site 
specific amendments must be made as indicated throughout this document. Placement of the text in a 
square box like this one indicates where specific amendments must be made. 

BUSINESS UNIT 

LOCATION 

PROGRAM ADMINISTRATOR 

Name Position/Title Date 

DESIGNATED RESPIRATOR MEDICAL EVALUATION QUESTIONNAIRE (RMEQ) 

C. ADMINISTRATOR 

Name Position/Title Date 

B. CONTENTS FOR PART II, SECTION 49 ONLY 

1. OSHA Requirements 

2. Definitions 

3. Responsibilities 
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a. Program Administrator 

b. Frontline Supervisor/Designee 

c. Employee 

4. Respiratory Selection 

a. General Requirements 

b. Potential Respiratory Hazards 

c. Typical Uses of Respiratory Protection 

d. Types of Respiratory Protective Equipment 

e. Specific Types of Respiratory Equipment Provided on Project 

f. Oxygen Deficient Atmosphere 

5. Operating Instructions for Respiratory Protective Equipment 

a. General Requirements 

Task Order 31 

b. Disposable Type/Single Use Dust Mask Respirators (Non-IDLH) 

c. Reusable Particulate Filter Respirator (Non-IDLH) 

d. Chemical Cartridge Respirator (Non-IDLH) 

e. Airline Respirator 

f. Self-Contained Breathing Apparatus 

g. Breathing Air Quality and Use 

h. User Seal Checks 

i. Respirator Cleaning Procedures 

j. Repairs 

6. Medical Evaluation 

a. General Requirements 

b. Medical Evaluation Procedures 
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c. Follow-up Medical Examination 

d. Administration of the Medical Questionnaire and Examination 

e. Supplemental Information for the PLHCP 

f. Medical Determination 

g. Additional Medical Evaluations 

7. Employee Information and Training 

a. General Requirements 

b. Voluntary Use 

8. Respirator Fit Testing 

9. Appendices 

a. 42 CFR Part 84 Filters 

b. Change-out Schedules 

c. Acceptable Clean Shaven Seal Areas 

d. Respirator Medical Evaluation Questionnaire (RMEQ) 

e. Information Provided to the PLHCP 

Task Order 31 

f. (Mandatory) Information for Employees Using Respirators When Not Required Under the 
Standard 

g. Fit Testing Protocols 

( 1) General Requirements 

(2) Qualitative Fit Test (QLFT) Protocols 

(a) General 

• Isoamyl Acetate (Banana Oil) Protocol 

• Saccharin Solution Aerosol 

• Bitrex TM Solution Aerosol 
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• Irritant Smoke Protocol 

• Quantitative Fit Test Protocols 

(b) Quantitative Fit Test (QNFT) Protocol 

• General 

• Generated Aerosol Quantitative Fit Test Protocol 

• Ambient Aerosol Condensation nuclei Counter (CNC) 

(c) Quantitative Fit Testing Protocol [Portacount] 

(d) Controlled Negative Pressure (CNP) Quantitative 

(3) Program Evaluation Check List 

(4) Job Start-Up Check List 

C. OSHA REQUIREMENTS 

Fit Test Protocol 

1. OSHA requires that a written respiratory protection program be implemented and developed with 
required worksite specific procedures for proper use of respirators. These procedures include. but 
are not limited to: 

a. Training of workers in the respiratory hazards to which they are potentially exposed during 
routine and emergency situations. 

b. Training of workers in the proper use in routine and emergency situations. limitations. sanitary 
care. including instruction on how to fit and conduct seal checks. 

c. Training of workers on the procedures and schedules for cleaning. disinfecting. storing. 
inspecting. repairing. discarding and maintaining respirators. canisters. and filters. 

d. Medical evaluation of workers. and respirator fit testing of all tight-fitting respirators prior to their 
use. 

e. Written procedures governing selection of respirators. and ensuring adequate air quality. 
quantity. and ftow of breathing air for atmosphere supplying respirators. 

f. Assigning a Program Administrator or designee who is qualified by appropriate training or 
experience to oversee the program and conduct regular evaluations of program effectiveness. 

g. Use of National Institute of Occupational Safety & Health (NIOSH) certified respirators and 
approved parts. 
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D. DEFINITIONS 

1. AIR-PURIFYING RESPIRATOR- A respirator with an air-purifying filter. cartridge. or canister that 
removes specific air contaminants by passing ambient air through the air-purifying element. 

2. ASSIGNED PROTECTION FACTOR (APF)- [Reserved] 

3. ATMOSPHERE-SUPPLYING RESPIRATOR - A respirator that supplies the respirator user with 
breathing air from a source independent of the ambient atmosphere. and includes supplied-air 
respirators (SARs) and self-contained breathing apparatus (SCBA) units. 

4. CANISTER OR CARTRIDGE- A container with a filter. sorbent. or catalyst. or combination of these 
items. that removes specific contaminants from the air passed through the container. 

5. DEMAND RESPIRATOR - An atmosphere-supplying respirator that admits breathing air to the 
facepiece only when a negative pressure is created inside the facepiece by inhalation. 

6. EMERGENCY SITUATION - Any occurrence such as. but not limited to. equipment failure. rupture 
of containers. or failure of control equipment that could result or does result in an uncontrolled 
significant release of an airborne contaminant. 

7. EMPLOYEE EXPOSURE - Exposure to a concentration of an airborne contaminant that would 
occur if the employee were not using respiratory protection. 

8. END-OF-SERVICE-LIFE INDICATOR (ESLI) - A system that warns the respirator user of the 
approach of the end of adequate respiratory protection. e.g .. that the sorbent is approaching 
saturation or is no longer effective. 

9. ESCAPE-ONLY RESPIRATOR- A respirator intended to be used only for emergency exit. 

1 0. Fl L TE R OR AIR PURl FYI NG ELEMENT -A component used in respirators to remove solid or liquid 
aerosols from the inspired air. 

11. FILTERING FACEPIECE (DUST MASK)- A negative pressure particulate respirator with a filter as 
an integral part of the facepiece or with the entire facepiece composed of the filtering medium. 

12. FIT FACTOR- A quantitative estimate of the fit of a particular respirator to a specific individual. and 
typically estimates the ratio of the concentration of a substance in ambient air to its concentration 
inside the respirator when worn. 

13. FIT TEST- The use of a protocol to qualitatively or quantitatively evaluate the fit of a respirator on 
an individual. (Refer to 11.27. Qualitative fit test QLFT and 11.28. Quantitative fit test QNFT.) 

14. HELMET- A rigid respiratory inlet covering that also provides head protection against impact and 
penetration. 
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15. HIGH EFFICIENCY PARTICULATE AIR (HEPA) FILTER- A filter that is at least 99.97% efficient in 
removing monodisperse particles of 0.3 micrometers in diameter. The equivalent NIOSH 42 CFR 84 
particulate filters are the N100. R100. and P100 filters. 

16. HOOD - A respiratory inlet covering that completely covers the head and neck and may also cover 
portions of the shoulders and torso. 

17. IMMEDIATELY DANGEROUS TO LIFE OR HEALTH (IDLH) - An atmosphere that poses an 
immediate threat to life, would cause irreversible adverse health effects. or would impair an 
individual's ability to escape from a dangerous atmosphere. 

18. INTERIOR STRUCTURAL FIREFIGHTING- The physical activity of fire suppression. rescue or 
both, inside of buildings or enclosed structures that are involved in a fire situation beyond the 
incipient stage. (See 29 CFR 1910.155) 

19. LOOSE-FITTING FACEPIECE- A respiratory inlet covering that forms a partial seal with the face. 

20. MAXIMUM USE CONCENTRATION (MUC) [Reserved]. 

21. NEGATIVE PRESSURE RESPIRATOR (TIGHT FITTING)- A respirator in which the air pressure 
inside the facepiece is negative during inhalation with respect to the ambient air pressure outside 
the respirator. 

22. OXYGEN DEFICIENT ATMOSPHERE- An atmosphere with an oxygen content below 19.5% by 
volume. 

23. PHYSICIAN OR OTHER LICENSED HEALTH CARE PROFESSIONAL (PLHCP)- An individual 
whose legally permitted scope of practice (i.e .. license, registration. or certification) allows him/her 
to independently provide. or be delegated the responsibility to provide. some or all of the health 
care services required by Paragraph IV. E and IX. E. 

24. POSITIVE PRESSURE RESPIRATOR - A respirator in which the pressure inside the respiratory 
inlet covering exceeds the ambient air pressure outside the respirator. 

25. POWERED AIR-PURIFYING RESPIRATOR (PAPR)- An air-purifying respirator that uses a blower 
to force the ambient air through air- purifying elements to the inlet covering. 

26. PRESSURE DEMAND RESPIRATOR- A positive pressure atmosphere- supplying respirator that 
admits breathing air to the facepiece when the positive pressure is reduced inside the facepiece by 
inhalation. 

27. QUALITATIVE FIT TEST (QLFT)- A pass/fail fit test to assess the adequacy of respirator fit that 
relies on the individual's response to the test agent. 

28. QUANTITATIVE FIT TEST (QNFT)- An assessment of the adequacy of respirator fit by numerically 
measuring the amount of leakage into the respirator. 
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29. RESPIRATORY 11\JLET COVERING - That portion of a respirator that forms the protective barrier 
between the user's respiratory tract and an air-purifying device or breathing air source. or both. It 
may be a facepiece. helmet. hood. suit. or a mouthpiece respirator with nose clamp. 

30. RESPIRATOR MEDICAL EVALUATION QUESTIOI\JI\JAIRE (RMEQ) - The questionnaire IX. D 
(Form #13234 ). 

31. RESPIRATOR MEDICAL EVALUATION QUESTIOI\JI\JAIRE (RMEQ) ADMII\JISTRATOR - An 
individual who is appointed by the business unit managers and approved by the Corporate Medical 
Director to administer and review the RMEQ. If any employee needs further medical evaluations. it 
will be determined by the PLHCP. Corporate Medical Surveillance 1\Jurse. or site nurse. 

32. SELF-COI\JTAII\JED BREATHING APPARATUS (SCBA) -An atmosphere-supplying respirator for 
which the breathing air source is carried by the user. 

33. SERVICE LIFE - The period of time that a respirator. filter or sorbent. or other respiratory 
equipment provides adequate protection to the wearer. 

34. SUPPLIED-AIR RESPIRATOR (SAR) OR AIRLII\JE RESPIRATOR - An atmosphere-supplying 
respirator for which the source of breathing air is not carried by the user. 

35. THIS SECTIOI\J- Refers to this respiratory protection program. 

36. TIGHT-FITTII\JG FACEPIECE- A respiratory inlet covering that forms a complete seal with the face. 

37. USER SEAL CHECK- An action conducted by the respirator user to determine if the respirator is 
properly seated to the face. 

E. ROLES/RESPONSIBILITIES 

1. Program Administrator 

a. Qualified by appropriate training or experience that is commensurate with the complexity of this 
program. 

b. Oversees the respiratory protection program and conducts required evaluations of the 
workplace to ensure that the written respiratory protection program is being properly 
implemented. 

c. Must conduct evaluations of the workplace as necessary to ensure that the provisions of the 
current written program are being effectively implemented and that it continues to be effective 
(Program evaluation form in Appendix H). 

d. Must regularly consult with employees required to use respirators to ensure that they are using 
the respirators properly and gathers information on employees' views on program effectiveness 
and identify any problems. Any problems that are identified during this assessment shall be 
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corrected. If a problem does not warrant action. this will be documented in the program 
evaluation (see Appendix H. (12). 

Factors to be assessed include. but are not limited to: 

( 1) Respirator fit (including the ability to use the respirator without interfering with effective 
workplace performance). 

(2) Appropriate respirator selection for the hazards to which the employee is exposed. 

(3) Proper respirator use under the workplace conditions that the employee encounters: and 
proper maintenance of respiratory protection equipment. 

e. Must update 1he respiratory protection program to reflect changes in workplace conditions that 
affect respirator use. 

2. Frontline Supervisor/Designee 

Responsible for maintaining an effective respiratory protection program that includes: 

a. Identifying all employees under his/her supervision who require respiratory protection during 
their work. 

b. Determining if voluntary respirator use. when the exposure is less than the Permissible 
Exposure Limit (PEL). will or will not create a hazard. This employee should at least be given 
the information in Appendix F. 

c. Supporting and being actively involved in employee training in the use of respiratory protection. 
and documenting the training conducted. 

d. Enforcing the proper selection and use of the equipment by the employee in any assignment 
that requires respiratory protection. 

e. Must update the respiratory protection program to reflect changes in workplace conditions that 
affect respirator use. 

3. Employee 

a. Ensure the proper use. inspection, care and storage of his/her assigned protective equipment in 
accordance with the instructions and training received. 

b. Notify his/her Program Administrator, Frontline Supervisor, or designee of any malfunction of his/her equipment 

c. Ensure that an adequate respirator-to-face tit is achieved each time the respirator is worn by 
performing the required "user seal check". 
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d. Notify his/her Program Administrator. Frontline Supervisor. or designee of any medical signs or 
symptoms that are related to the ability to use respirators. 

F. RESPIRATOR SELECTION 

1. General Requirements 

Selection must be made from a sufficient number of respirator models and sizes so that the 
respirators are acceptable to correctly fit a wide range of employees. The following factors are 
considered in selecting a respirator: 

User Factors Ranges- Annual Low/High 

Of % mmHG 

Temperature Humidity Barometric Pressure 

NOTE: This information can be obtained from the local weather station. 

2. Potential Respiratory Hazards 

The use of appropriate respiratory protection is mandatory during certain work activities associated 
with airborne contaminants. Prior to selection of the appropriate respirators the following items 
must be completed: 

a. Identification of respiratory hazards 

b. Evaluation of respiratory hazard with a reasonable estimate of exposure using: 

( 1) Historical sampling 

(2) Objective data 

These activities and associated airborne contaminants for the specific project can be 
documented in FORM 2: Potential Respiratory Hazards. See FORM 1 as an example. 

3. Typical Uses of Respiratory Protection 
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Different types of respirators are available to protect against various breathing hazards. Listed 
below are a few typical tasks where respiratory protection may be required. depending on the 
material and exposure level to be encountered. 

a. Installing isolation blinds 

b. Repairs on pumps and compressors 

c. Spray painting 

d. Welding and cutting 

e. Catalyst handling 

f. Asbestos removal 

g. Lead-based paint removal 

h. Parts cleaning with solvent 

i. Acid handling 

j. H2S well sites 

k. Cement mixing 

I. Site specific contaminants 
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4. Types of Respiratory Protective Equipment 

Respirators fall into tvvo categories: Not-Immediately Dangerous to Life and Health (Non-IDLH); 
and Immediately Dangerous to Life and Health (IDLH) 

a. Non-IDLH Particulates 

( 1) Atmosphere-supplying respirator 

(2) Supplied-air respirators 

(3) Self-contained breathing apparatus (SCBA) 

5. Air-purifying 

a. Half or full-face respirator, or disposable mask equipped with a filter certified for particulates by 
NIOSH under 42 CFR part 84 (Appendix A) or a High Efficiency Particulate Air (HEPA) filter 
certified by NIOSH under 30 CFR part 11 

b. Powered air-purifying respirators (PAPR) equipped with a filter certified for particulates by 
1\IIOSH under 42 CFR part 84 or a High Efficiency Particulate Air (HEPA) filter certified by 
NIOSH under 30 CFR part 11 

c. Filters must be changed regularly and anytime there is an increase in breathing resistance. If a 
disposable facepiece is being used. it needs to be discarded when the integrity of the facepiece 
is compromised. 

( 1) Non-I DLH Gases and Vapors 

(a) Atmosphere-supplying respirator 

• Supplied-air respirators 

• Self-contained breathing apparatus (SCBA) 

(b) Air -purifying 

• Respirators equipped with an end-of-service life indicators (ESLI) certified by NIOSH 
for the contaminant. 

• If the canister or cartridge is not equipped with ESLI certified by 1\JIOSH for the 
specific contaminant see Appendix B for the change-out schedule. 

NOTE: Refer to the OSHA standards for the substance-Gpecific requirements for cartridge 
and canister change-out schedules. 
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(2) Immediately Dangerous to Life and Health (IDLH) 

(a) A full-face pressure demand SCBA certified by NIOSH for minimum service life of thirty 
minutes. 

(b) Combination full-face pressure demand supplied-air respirator with auxiliary self­
contained air supply. 

(c) Respirators provided for escape from IDLH atmospheres must be NIOSH-certified for 
escape for the atmosphere in which they will be used. 

(d) All oxygen-deficient atmospheres shall be considered IDLH. Exception: If the employer 
demonstrates that. under all foreseeable conditions. the oxygen concentration can be 
maintained within the ranges specified in Table I of this section (i.e .. for the altitudes set 
out in the table). then any atmosphere-supplying respirator may be used. 
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TABLE I 

Oxygen-deficient atmospheres in which the employees may rely on atmosphere-supplying 
respirators * 

Altitude (ft) 

Less than 3,001 

3,001-4,000 

4,001-5,000 

5,001-6,000 

6,001-7,000 

7,001-8,0001 

Percent Oxygen(% 02) 

(Corrected for barometric pressure) 

16.0-19.5 

16.4-19.5 

17.1-19.5 

17.8-19.5 

18.5-19.5 

19.3-19.5 

1 Above 8,000 feet the exception does not apply. Oxygen-enriched breathing air 
must be supplied above 14,000 feet. 

* Supplied-air and atmosphere-supplying are different. Refer to II. Definitions. 

Example: If an employees is working at 5.300 feet and the oxygen is 18%. then any atmosphere 
supplying respirator may be used. However. if the oxygen is 17%. then respirators 
appropriate for IDLH conditions must be used. 

6. Specific Types of Respiratory Protection Equipment Provided on Project 

The following types of respiratory equipment listed by manufacturer's name and model number 
available on this project are: 
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1. Air-purifying respirators (Non-IDLH) 

Manufacturer Model 

a. ______________________________ __ 

b. ______________________________ __ 

c. ______________________________ __ 

d. ______________________________ __ 

2. Powered Air-Purifying Respirators (PAPR) (Non-IDLH) 

Manufacturer Model 

a. ______________________________ __ 

b. ______________________________ __ 

c. ______________________________ __ 

d. ______________________________ __ 

3.Airline respirators- Non-IDLH /IDLH (see NOTE below) 

Manufacturer Model 

a. ______________________________ __ 

b. ______________________________ __ 

c. ______________________________ __ 

d. ______________________________ __ 

NOTE: For IDLH conditions. must use full-face pressure-demand respirator operated in the 
pressure-demand mode with an egress bottle. 
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4. Full-face pressure-demand SCBA certified by NIOSH for minimum service life of thirty minutes­
IDLH 

Manufacturer Model 

a. ______________________________ __ 

b. ______________________________ __ 

c. ______________________________ __ 

d. ______________________________ __ 

7. Oxygen DeficientAtmospheres 

a. No employee will be permitted to work in an oxygen deficient atmosphere of less than 19.5% 
oxygen unless written approval has been given by Program Administrator. Frontline Supervisor. 
or designee. 

b. Immediately Dangerous to Life or Health (IDLH) Conditions 

An IDLH atmosphere is one that presents an immediate hazard to life or produces immediate. 
irreversible debilitating effects on health. 

( 1) A supplied air-line respirator with egress bottle is required for all planned work in 
atmospheres that are IDLH or may possibly become IDLH. 

(2) Examples of jobs that are or could become IDLH: 

(3) Breaking into flare lines. 

( 4) Breaking into chlorine lines. 

( 5) Initial opening of all H2S or CO equipment vessels. I ines. etc. 

(6) Working around H2S well sites. 

(7) Working outside reactors/vessels having used catalyst. 

(8) Inert entry work. 

(9) Working in certain process or sanitary sewers. 
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(a) A standby person equipped with SCBA or air-line respirator with egress bottle on 
separate supply is required for: 

• AIIIDLH work. 

• Work in confined spaces that require air-line respiratory protection. 

(b) Frontline Supervisor or designee must ensure: 

• One employee or. when needed. more than one employee is located outside the 
IDLH atmosphere. 

• Visual. voice or signal line communication is maintained between the employee(s) in 
the IDLH atmosphere and the employee(s) located outside the IDLH atmosphere. 

• The employee(s) located outside the IDLH atmosphere are trained and equipped to 
provide effective emergency rescue. 

• (Refer to site-specific rescue procedures.) The designated Rescue Team is notified 
before the employee(s) located outside the IDLH atmosphere enters the IDLH 
atmosphere to provide emergency rescue. 

• The designated Rescue Team once notified. provides necessary assistance 
appropriate to the situation. 

(c) Employee(s) located outside the IDLH atmospheres must be equipped with: 

• Pressure-demand or other positive-pressure SCBA. or a pressure-demand or other 
positive-pressure supplied-air respirator with auxiliary SCBA and either 

• Appropriate retrieval equipment for removing the employee(s) who enter(s) these 
hazardous atmospheres where retrieval equipment would contribute to the rescue of 
the employee(s) and would not increase the overall risk resulting from entry; or 

• An equivalent means for rescue where retrieval equipment is not required in 
accordance with Confined Space Standard. 

B. OPERATING INSTRUCTIONS FOR RESPIRATORY PROTECTIVE EQUIPMENT 

A. General Requirements 

1. To ensure facepiece seal protection. tight-fitting facepiece respirators must not be permitted 
to be worn by employees who have: 

a. Facial hair that comes between the sealing surface of the facepiece and the face or that 
interferes with valve function; or 
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b. Any condition that interferes with the face-to-face-piece seal or valve function. 

c. See Appendix C for diagram of acceptable clean shaven seal areas. 

2. If an employee wears corrective lenses. goggles or other personal protective equipment. the 
Program Administrator. Frontline Supervisor. or designee must ensure that such equipment 
is worn in a manner that does not interfere with the seal of the facepiece to the face of the 
user. 

3. For all tight-fitting respirators. a user seal check must be conducted each time they put on 
the respirator. The procedures outlined in Section H "User Seal Checks" at the end of this 
section must be used. or procedures recommended by the respirator manufacturer could be 
used as long as they are as effective as the ones that are in this program. 

4. Appropriate surveillance must be maintained of work area conditions and degree of 
employee exposure or stress. \1\Jhen there is a change in work area conditions or degree of 
employee exposure or stress that may affect respirator effectiveness. the employer shall 
reevaluate the continued effectiveness of the respirator. 

5. The Program Administrator. Frontline Supervisor. or designee must ensure that employees can 
leave work area: 

a. To wash their faces and respirator facepieces as necessary to prevent eye or skin 
irritation associated with respirator use: or 

b. If they detect vapor or gas breakthrough. changes in breathing resistance. or leakage of 
the facepiece: or 

c. To replace the respirator or the filter. cartridge, or canister elements when vapor or 
gases break through, or there are changes in breathing resistance. or leakage of the 
facepiece. The respirator must be replaced or repaired before allowing the employee to 
return to the work area. 

B. Disposable type/single use respirators/dust mask (Non-IDLH) 

1. General 

This respirator provides protection against low levels of certain dusts/fumes/mists. Consult 
with the Respiratory Program Administrator. Frontline Supervisor. or designee to be sure the 
proper respirator for the application is used. 

2. Limitations 

This mask does not supply oxygen. and is not for use in an oxygen deficient atmosphere. 
Do not use in any atmosphere that is immediately dangerous to life or health. Do not use 
this respirator where airborne concentrations of dust/fumes/mists may equal or exceed five 
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times the Permissible Exposure Limit (PEL). 

3. Using the Mask 

a. Do not wear mask if anything. specifically facial hair (moustache. beards. stubble etc.) 
prevents a good face seal (refer to Appendix C). 

b. Inspect the mask before use to assure that all parts are present and in good working 
order. 

c. Some disposable single-use respirators have elastic straps and adjustable buckles. 

d. Putting on an adjustable elastic band type: 

( 1) Thread straps through buckles. 

(2) Place bottom strap around the head just below the ears. Adjust the straps to obtain a 
comfortable fit. 

(3) Place the top strap around the crown of the head. Pull strap to obtain a comfortable 
fit. 

( 4) Form the mask around the face. 

(5) Follow the procedures for the user seal checks as outlined in Section H "User 
Seal Checks" of this section or those provided by the manufacturer. 

e. If difficulty breathing is experienced. or the respirator malfunctions. leave area 
immediately and discard the respirator. 

C. Reusable Particulate Filter Respirator (Non-IDLH) 

1. General 

This respirator provides protection against low levels of certain dusts/fumes/mists. Consult 
with the Program Administrator. Frontline Supervisor. or designee to ensure the proper 
respirator is used for the application. 

2. Limitations 

This mask does not supply oxygen. and is not for use in an oxygen deficient atmosphere. 
Do not use in any atmosphere that is immediately dangerous to life or health. 

3. Using the Mask 
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a. Do not wear mask if anything. specifically facial hair (moustache. beards. stubble etc.) 
prevent a good face seal (refer to Appendix C). 

b. Inspect the mask before use to assure that all parts are present and in good working 
order. 

c. Check the respirators function. tightness of connections. and the condition of 1he various 
parts including. but not limited to. the facepiece. head straps. valves. connecting tube. 
and or filters. 

d. Also. check the elastomeric parts for pliability and signs of deterioration. 

e. Adjust straps so the fit is snug but comfortable. 

f. If the respirator malfunctions. leave area immediately and notify the Program 
Administrator. Frontline Supervisor. or designee. Remove the respirator from service. 

4. Care. Maintenance and Storage 

a. Clean and disinfect the respirator in accordance with the procedures in Section I. 
Respirator Cleaning Procedures of this section. Do not wear a mask that has been 
passed on unless it is clean and sanitary. 

b. Replace the filters according to Appendix B. Also. if increased breathing resistance is 
experienced. the filter should also be changed. 

c. Respirators shall be stored to protect them from damage, contamination. dust. sunlight, 
extreme temperatures. excessive moisture. and damaging chemicals. and they shall be 
packed or stored to prevent deformation of the facepiece and exhalation valve. 

D. Chemical Cartridge Respirator ( 1\Jon-1 DLH) 

1.General 

This respirator can be used only for protection against airborne concentrations of certain 
gases or vapors that may equal or exceed ten (10) times the Permissible Exposure Limit. 
Consult wi1h the Program Administrator. Frontline Supervisor. or designee to assure the 
proper respirator is used for the application. 

2. Limitations 

This mask does not supply oxygen and is not for use in an oxygen deficient atmosphere. Do 
not use in any atmosphere that is immediately dangerous to life or health. Leave the area 
immediately if an odor is detected inside the mask or increased breathing resistance is 
experienced. 
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3. Using the mask 

a. Do not wear mask if anything. specifically facial hair (moustache. beards. stubble etc.) 
prevents a good face seal (refer to Appendix C). 

b. Inspect the mask before each use to assure all parts are present and in good working 
order. 

c. Adjust straps so the fit is snug but comfortable. 

d. Check the respirators function. tightness of connections. and the condition of the various 
parts including. but not limited to. the facepiece. head straps. valves. connecting tube. 
and or filters. 

e. Check the elastomeric parts for pliability and signs of deterioration. 

f. Check for leaks to ensure sure the fit is good following the procedures for the user seal 
checks as outlined in Section H at the end of this section or those provided by the 
manufacturer. 

g. Emergency escape-only respirators shall be inspected before being carried into the 
workplace. 

h. If the respirator malfunctions. leave the contaminated area immediately and notify the 
Program Administrator. Frontline Supervisor. or designee. Remove the respirator from 
service. 

4. Care. Maintenance and Storage 

a. Clean and disinfect the respirator in accordance with the procedures in Section I, 
Respirator Cleaning Procedures at the end of this section. Do not wear a mask that has 
been passed on unless it is clean and sanitary and replace cartridges before use. 

b. Replace the vapor cartridges according to Appendix B of this program. Also, if one can 
smell or otherwise detect vapors inside the mask. or if increased breathing resistance is 
experienced. the cartridges should also be changed. 

c. Respirators shall be stored to protect them from damage, contamination. dust. sunlight, 
extreme temperatures, excessive moisture. and damaging chemicals. and they shall be 
packed or stored to prevent deformation of the facepiece and exhalation valve. 

E. Airline Respirator 

1. General 
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There are a variety of airline respirators available. An airline system consists of a 
compressed breathing air source (usually cylinders or a breathing air compressor: in 
addition . carbon monoxide and/or high temperature alarm may be a part of the system). 
airline hose, a pressure regulator and face mask. Consult with the Program Administrator. 
Frontline Supervisor. or designee to assure the proper respirator is used for your 
application. 

2. Limitations 

Do not use in any atmosphere that is immediately dangerous to life or health. including an 
oxygen-deficient atmosphere. unless equipped with a self-contained escape air bottle and 
operating in the pressure-demand mode. 

3. Using the Equipment 

a. Do not wear mask if anything. specifically facial hair (moustache. beards. stubble etc.) 
prevents a good face seal (refer to Appendix C). 

b. Inspect all equipment before each use to assure all parts are present and in good 
working order. 

c. If using an escape bottle, make sure the air supply quantity is sufficient to permit safe 
escape from the work area. 

d. Select the correct length of airline hose (follow manufacturers instructions) and connect 
the hose to the regulator and air supply (maximum air pressure at the point of 
attachment of the hose to the air supply depends upon manufacturers instructions). If 
using a compressor. make sure the air inlet is in an uncontaminated area. Use air 
purifying filters and sorbents as needed. If the compressor is oil lubricated. it shall be 
equipped with high temperature and/or carbon monoxide alarms set at 1 0 ppm. 

e. Check the respirator's function. tightness of connections. and the condition of the various 
parts including. but not limited to. the facepiece. head straps. valves. and connecting 
tube. 

f. Check the elastomeric parts for pliability and signs of deterioration. 

g. Put on the mask and adjust the straps so the fit is snug but comfortable. Check for leaks 
by covering the air inlet with your palm and inhaling gently. Hold your breath for 5-10 
seconds. A good fit is indicated if the mask remains collapsed toward face while holding 
breath. 

h. Connect the mask to the regulator. 

i. Adjust airflow in mask. 
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j. If the respirator malfunctions. leave the contaminated area immediately and notify the 
Program Administrator. Frontline Supervisor. or designee. Remove the respirator from 
service 

k. Emergency escape-only respirators shall be inspected before being carried into the 
workplace. 

4. Care. Maintenance and Storage 

a. Clean and disinfect the respirator in accordance with the procedures at Section I 
"Respirator Cleaning Procedures" of this section. Do not wear a mask that has been 
passed on unless it is clean and sanitary. Inspect the unit before returning it to storage in 
a clean plastic container. 

b. Respirators shall be stored to protect them from damage, contamination. dust. sunlight, 
extreme temperatures. excessive moisture. and damaging chemicals. and they shall be 
packed or stored to prevent deformation of the facepiece and exhalation valve. 

F. Self-Contained Breathing Apparatus (SCBA) 

1. General 

The self-contained breathing apparatus (SCBA) is provided primarily for use in emergency 
response when spills. leaks. or other circumstances present breathing hazards. Consult with 
the Program Administrator. Frontline Supervisor. or designee to assure the proper respirator 
is used for your application. 

2. Limitations 

The air supply is rated to last about 30 minutes. but heavy exertion and excitement will 
increase the breathing rate and deplete the air supply sooner. Leave the area when the 
alarm indicates low air supply. 

3. Using the Equipment 

a. Do not wear mask if anything. specifically facial hair (moustache. beards. stubble etc.) 
prevents a good face seal (refer to Appendix C). 

b. Inspect the unit before each use. Make sure there is enough air supply. Do not use the 
unit if it is not operating properly. 

c. Check 1he respirator's function. tightness of connections. and the condition of the various 
parts including. but not limited to. the facepiece. head straps. valves. and connecting 
tube. 

d. Also. check the elastomeric parts for pliability and signs of deterioration. 
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e. Open cylinder air supply valve. 

f. Put on the unit so the cylinder is on one's back with the valve pointing down. Hook 
harnesses and tighten. 

g. Put on the mask and adjust it for a snug but comfortable fit. Test the fit by closing off the 
hose and inhaling gently. Hold breath for 5-10 seconds. If the mask remains collapsed 
to the face. the seal is good. 

h. Connect mask hose to regulator. If there is no airflow. check the tank valve. then the 
regulator shutoff valve. Use the bypass only in the event of regulator failure. 

i. V\klen the low-pressure alarm sounds. leave the area immediately. 

j. If the respirator malfunctions. leave the contaminated area immediately and notify the 
Program Administrator. Frontline Supervisor. or designee. Remove the respirator from 
service. 

4. Care Maintenance and Storage 

a. A competent designated person will clean. inspect. and make any necessary repairs to 
the respirator. 

b. The bottle will be refilled with breathing air (not oxygen) that meets at a minimum the 
specifications for Grade D Breathing Air in Compressed Gas Association Commodity 
Specification G-7.1-1989. 

c. The respirator will then be returned to its original location. 

5. In addition to the requirements above. emergency respirators shall be: 

a. Kept accessible to the work area; 

b. Stored in compartments or in covers that are clearly marked as containing emergency 
respirators: and 

c. Stored in accordance with any applicable manufacturer instructions. 

6. All respirators maintained for use in emergency situations shall be inspected at least monthly 
and in accordance with the manufacturer's recommendations. and shall be checked for 
proper function before and after each use: 

7. Emergency escape-only respirators shall be inspected before being carried into the 
workplace for use. 

8. Self-contained breathing apparatus shall be inspected monthly. Air and oxygen cylinders 
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shall be maintained in a fully charged state and shall be recharged when the pressure falls to 
90% of the manufacturer's recommended pressure level. The employer shall determine that 
the regulator and warning devices function properly. 

9. For respirators maintained for emergency use. the Program Administrator. Frontline 
Supervisor. or designee shall: 

a. Certify the respirator by documenting the date the inspection was performed. the name 
(or signature) of the person who made the inspection. the findings. required remedial 
action. and a serial number or other means of identifying the inspected respirator: and 

b. Provide this information on a tag or label that is attached to the storage compartment for 
the respirator. or is included in inspection reports stored as paper or electronic tiles. This 
information shall be maintained until replaced following a subsequent certification. 

10. For interior structural tiretighting. in addition to the requirements above: 

a. At least two employees enter the IDLH atmosphere and remain in visual or voice contact 
with one another at all times: 

b. At least two employees are located outside the IDLH atmosphere: and 

c. All employees engaged in interior structural tiretighting use SCBAs. 

d. One of the two individuals located outside the IDLH atmosphere may be assigned to an 
additional role. such as incident commander in charge of the emergency or safety officer. 
so long as this individual is able to perform assistance or rescue activities without 
jeopardizing the safety or health of any firefighter working at the incident. 

e. This is not meant to preclude firefighters from performing emergency rescue activities or 
jeopardizing the safety or health of any firefighter working at the incident. 

G. Breathing Air Quality and Use 

Employees who use atmosphere-supplying respirators (supplied-air and SCBA) must be 
provided with breathing gases of high purity. 

1. The Program Administrator. Frontline Supervisor. or designee must ensure that compressed 
air. compressed oxygen. liquid air. and liquid oxygen used for respiration is in accordance 
with the following specifications: 

a. Compressed and liquid oxygen shall meet the United States Pharmacopoeia 
requirements for medical or breathing oxygen: and 

b. Compressed breathing air shall meet at least the requirements for Grade D breathing air 
described in ANSI/Compressed Gas Association Commodity Specification for Air. G-7.1-
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1989. to include: 

( 1) Oxygen content (v/v) of 19.5-23.5%; 

(2) Hydrocarbon (condensed) content of 5 milligrams per cubic meter of air or less: 

( 3) Carbon monoxide (CO) content of 1 0 ppm or less: 

(4) Carbon dioxide content of 1.000 ppm or less: 

( 5) Lack of noticeable odor. 

2. Compressed oxygen must not be used in atmosphere-supplying respirators that have 
previously used compressed air. 

3. Oxygen concentrations greater than 23.5% will only be used in equipment designed for 
oxygen service or distribution. 

4. The Program Administrator, Frontiine Supervisor. or designee must ensure that cylinders 
used to supply breathing air to respirators meet the following requirements: 

a. Cylinders are tested and maintained as prescribed in the Shipping Container 
Specification Regulations of the Department of Transportation (49 CFR part 173 and part 
178). 

b. Cylinders of purchased breathing air have a certificate of analysis from the supplier that 
the breathing air meets the requirements for Grade D breathing air. A copy of the 
certificates should be accessible until the cylinders are empty and returned for service. 

c. The moisture content in the cylinder does not exceed a dew point of -50 deg. F (-45.6 
deg. C) at 1 atmosphere pressure. 

5. The Program Administrator. Frontline Supervisor. or designee or must ensure that 
compressors used to supply breathing air to respirators are constructed and situated so as 
to: 

a. Prevent entry of contaminated air into the air-supply system. 

b. Minimize moisture content so that the dew point at 1 atmosphere pressure is 10 deg. F 
( 5. 56 deg. C) below the ambient temperature. 

c. Have suitable in-line air-purifying sorbent beds and filters to further ensure breathing air 
quality. Sorbent beds and filters shall be maintained and replaced or refurbished 
periodically following the manufacturer's instructions. 

d. Have a tag containing the most recent sorbent bed and filter change date and the 
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signature of the person authorized by the employer to perform the change. The tag shall 
be maintained at the compressor. 

e. Ensure breathing air quality on a regular basis. 

6. For compressors that are not oil-lubricated. the employer shall ensure that carbon monoxide 
levels in the breathing air do not exceed 10 ppm. 

7. For oil-lubricated compressors. the employer shall use a high-temperature or carbon 
monoxide alarm. or both. to monitor carbon monoxide levels. If only high-temperature alarms 
are used, the air supply shall be monitored at intervals sufficient to prevent carbon monoxide 
in the breathing air from exceeding 10 ppm. The carbon monoxide alarm should be 
calibrated on a regular basis. 

8. The employer shall ensure that breathing air couplings are incompatible with outlets for non­
respirable worksite air or other gas systems. No asphyxiating substance shall be introduced 
into breathing airlines. 

9. The employer shall use breathing gas containers marked in accordance with NIOSH 
respirator certification standard. 42 CFR Part 84. 

H. User Seal Checks 

The individual who uses a tight-fitting respirator must perform a user seal check to ensure that an 
adequate seal is achieved each time the respirator is put on. Positive and negative pressure 
checks or the respirator manufacturer's recommended user seal check method shall be used. 
User seal checks are not substitutes for qualitative or quantitative fit tests. 

1. Facepiece positive pressure checks 

a. Close off the exhalation valve and exhale gently into the facepiece. The face fit is 
considered satisfactory if a slight positive pressure can be built up inside the facepiece 
without any evidence of outward leakage of air at the seal. 

b. For most respirators this method of leak testing requires the wearer to first remove the 
exhalation valve cover before closing off the exhalation valve and then carefully 
replacing it after the test. 

2. Negative pressure check 

a. Close off the inlet opening of the canister or cartridge(s) by covering with the palm of the 
hand(s) or by replacing the filter seal(s), inhale gently so that the facepiece collapses 
slightly. and hold the breath for ten seconds. 

b. The design of the inlet opening of some cartridges cannot be effectively covered with the 
palm of the hand. The test can be performed by covering the inlet opening of the 

I Part B- Penn it-Required Confined Space Page29 of90 



~ 
Brown & Root Services 

A Division of Kellogg Brown & Root. Inc. 
A Halliburton Company 

Accident Prevention Plan 
Section 12- Required Plans (Programs. Procedures) 

Task Order 31 Part B- Respiratory Protection Program 

cartridge with a thin latex or nitrile glove. If the facepiece remains in its slightly collapsed 
condition and no inward leakage of air is detected. the tightness of the respirator is 
considered satisfactory. 

3. Manufacturer's recommended user seal check procedures 

The respirator manufacturer's recommended procedures for performing a user seal check 
may be used instead of the positive and negative pressure check procedures provided that 
the employer demonstrates that the manufacturer's procedures are equally effective. 

I. Respirator Cleaning Procedures 

These procedures are provided for use when cleaning respirators. They are general in nature, 
and the cleaning recommendations provided by the manufacturer of the respirators may be 
used. provided such procedures are as effective as those listed here. 

Equivalent effectiveness simply means that the procedures used must accomplish the 
objectives of this section. which is to ensure that the respirator is properly cleaned and 

disinfected in a manner that prevents damage to the respirator and does not cause harm to the 
user. 

1. Remove filters. cartridges. or canisters. Disassemble facepieces by removing speaking 
diaphragms. demand and pressure-demand valve assemblies. hoses, or any components 
recommended by the manufacturer. Discard or repair any defective parts. 

2. Wash components in warm (43 deg. C [110 deg. F] maximum) water with a mild detergent 
or with a cleaner recommended by the manufacturer. A stiff bristle (not wire) brush may be 
used to fadlitate the removal of dirt. 

3. Rinse components thoroughly in dean. warm (43 deg. C [110 deg. F] maximum). preferably 
running water. Drain. 

4. When the cleaner being used does not contain a disinfecting agent. respirator components 
should be immersed for two minutes in one of the following: 

a. Hypochlorite solution (50 ppm of chlorine) made by adding approximately one milliliter of 
laundry bleach to one liter of water at 43 deg. C ( 11 0 deg. F): or. 

b. Aqueous solution of iodine (50 ppm iodine) made by adding approximately 0.8 milliliters 
of tincture of iodine (6-8 grams ammonium and/or potassium iodide/100 cc of 45% 
alcohol) to one liter of water at 43 deg. C ( 110 deg. F): or. 

c. Other commercially available deansers of equivalent disinfectant quality when used as 
directed. if their use is recommended or approved by the respirator manufacturer. 
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5. Rinse components thoroughly in dean, warm (43 deg. C [110 deg. F] maximum). preferably 
running water. Drain. The importance of thorough rinsing cannot be overemphasized. 
Detergents or disinfectants that dry on facepieces may result in dermatitis. In addition. some 
disinfectants may cause deterioration of rubber or corrosion of metal parts if not completely 
removed. 

6. Components should be hand-dried with a clean lint-free cloth or air-dried. 

7. Reassemble facepiece. replacing filters. cartridges. and canisters where necessary. 

8. Ensure that all components work properly. 

J.Repairs 

1. All respirators that fail an inspection or are otherwise found to be defective are removed from 
service. and are discarded or repaired or adjusted in accordance with the following 
procedures: 

a. Repairs or adjustments to respirators are to be made only by persons appropriately 
trained to perform such operations and shall use only the respirator manufacturer's 
1\JIOSH-approved parts designed for the respirator: 

b. Repairs shall be made according to the manufacturer's recommendations and 
specifications for the type and extent of repairs to be performed; and 

c. Reducing and admission valves. regulators. and alarms shall be adjusted or repaired only 
by the manufacturer or a technician trained by the manufacturer. 

VI. MEDICAL EVALUATION 

A. General 

1. Using a respirator may place a physiological burden on employees. These burdens may vary 
with the type of respirator worn. the job and workplace conditions in which the respirator is 
used. and the medical status of the employee. 

2. A medical evaluation or a specific medical examination must be completed to determine the 
employee's ability to use a respirator. before the employee is fit tested or the employee is 
required to use the respirator in the workplace. The Respirator Medical Evaluation 
Questionnaire (RMEQ) or medical exams must be conducted on a routine basis. 

B. Medical Evaluation Procedures 

1. R M EQ Administrator. a physician. or other licensed health care professional ( PLHCP) must 
perform the medical evaluations using the Respirator Medical Evaluation Questionnaire 
(RMEQ) located in Appendix D of this program. 
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2. Any medical examination can be used to meet the requirements of this section if this 
examination covers the same information as the OSHA Respirator Medical Evaluation 
Questionnaire (RMEQ) of Appendix D of this program or equivalent questionnaire. 

C. Follow-up Medical Examination 

1. A follow-up medical examination must be provided for an employee who gives a positive 
response to any questions in the third column of the Halliburton RMEQ in Appendix D or 

whose initial medical examination demonstrates the need for a follow-up medical 
examination. 

2. This medical examination shall include any medical tests. consultations. or diagnostic 
procedures that the PLHCP deems necessary to make a final determination. 

If employees are in medical surveillance for a substance-specific standard. then they must 
also comply with the medical requirements under that substance standard. 

D. Administration of Respirator Medical Evaluation Questionnaires and Examinations 

1. The OSHA Respirator Medical Evaluation Questionnaire (RMEQ) and examinations shall be 
administered confidentially during the employee's normal working hours or at a time and place 
convenient to the employee. The medical questionnaire shall be administered in a manner 
that ensures that the employee understands its content. The RMEQ can be administered and 
reviewed by a Designated RMEQ Administrator. The RMEQ Administrator must be appointed 
by the Business Unit Managers. approved by the Corporate Medical Director. and sign a 
Medical Records Confidentiality Statement. (This will be done at the discretion of the 
Business Unit Managers.) 

2. The employee must have any opportunity to discuss the questionnaire and examination 
results with the PLHCP. 

3. If an employee uses a respirator for 30 days or more in a 12-month period. the RMEQ shall be 
administered on an annual basis. 

4. If an employee uses a respirator less than 30 days in a 12-month period. the RMEQ shall be 
administered based on the individual employee's age. 

a. If the employee is 50 years of age or older. then the RMEQ shall be administered every 3 
years. 

b. If the employee is younger than 50 years of age. then the RMEQ shall be administered 
every 5 years. 

E. Supplemental Information for the PLHCP 
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1. Form 3 in Appendix E of this program must be completed in order to provide appropriate 
information to the PLHCP before the PLHCP makes a recommendation concerning an 
employee's ability to use a respirator. Form 2 has site specific information that must be 
completed. Also. a copy of the revised 29 CFR 1910.134 and a copy of the site specific written 
Respiratory Protection Program must be submitted along with this form to the PLHCP. 

2. A new PLHCP must be provided with a new form and a copy of this program prior to 
conducting medical evaluations. 

F. Medical Determination 

1. Following the evaluation or examination. a written recommendation regarding the employee's 
ability to use the respirator must be provided by the PLHCP. The recommendation shall 
provide only the following information: 

a. Any limitations on respirator use related to the medical condition of the employee. or 
relating to the workplace conditions in which the respirator will be used. including whether 
or not the employee is medically able to use the respirator; 

b. The need. if any. for follow-up medical evaluations; and 

c. A statement that the PLHCP has provided the employee with a copy of the PLHCP's written 
recommendation. 

d. In some cases this may be a fit for duty form. 

2. If the respirator is a negative pressure respirator and the PLHCP finds a medical condition 
that may place the employee's health at increased risk. a PAPR must be provided with 
restrictions. 

3. The restriction being if the PLHCP's medical evaluation finds that the employee can use such 
a respirator. Also. if a subsequent medical evaluation finds 1hat the employee is medically able 
to use a negative pressure respirator. then there is no longer a requirement to provide a 
PAPR. 

G. Additional Medical Evaluations 

At a minimum. an additional medical evaluation is required on a routine basis (see Section 
D) and with the requirements of this section if: 

1. An employee reports medical signs or symptoms that are related to their ability to use a 
respirator. 

2. A PLHCP. supervisor. or the respirator Program Administrator. Frontline Supervisor. or 
designee informs the employer that an employee needs to be reevaluated. 
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3. Information from the respiratory protection program. including observations made during fit 
testing and program evaluation. indicates a need for employee reevaluation. 

4. A change occurs in workplace conditions (e.g .. physical work effort. protective clothing, 
temperature) that may result in a substantial increase in the physiological burden placed on an 
employee. 

VII. EMPLOYEE INFORMATION AND TRAINING 

Effective training will be provided to employees prior to use of respiratory protection. The training will 
be comprehensive. understandable. and done on an annual basis or more often if necessary. 

A. General Requirements 

1. When the training is completed each employee will be able to demonstrate knowledge of at 
least the following: 

a. Why the respirator is necessary and how improper fit. usage. or maintenance can 
compromise the protective effect of the respirator. 

b. The limitations and capabilities of the respirator. 

c. How to use the respirator effectively in emergency situations. including situations in which 
the respirator malfunctions. 

d. How to inspect. put on and remove. use. and check the seals of the respirator. 

e. The procedures for maintenance and storage of the respirator. 

f. How to recognize medical signs and symptoms that may limit or prevent the effective use of 
respirators. 

g. The general requirements of this section. 

2. The training shall be conducted in a manner that is understandable to the employee. 

3. The training must be provided before requiring the employee to use a respirator in the 
workplace. 

4. Repeat training is not required if documentation is able to demonstrate that an employee has 
received training within the last 12 months that addresses the elements mentioned above and 
the employee can demonstrate knowledge of those element. Previous training not repeated 
initially must be provided no later than 12 months from the date of the previous training. 

5. Retraining shall be administered annually and when the following situations occur: 
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a. Changes in the workplace or the type of respirator render previous training obsolete. 

b. Inadequacies in the employee's knowledge or use of the respirator indicate that the 
employee has not retained the requisite understanding or skill. 

c.Any other situation arises in which retraining appears necessary to ensure safe respirator 
use. 

B. Voluntary Use 

1. Once it is determined that the respirator use will not create a hazard. the basic advisory 
information on respirators. as presented in Appendix F of this program must be provided in 
any written or oral format. to employees who wear respirators when such use is not 
required. Documentation of providing the employee with the information should be 
maintained. Information should be provided to the employees initially and upon request. 

VIII. RESPIRATOR FITTESTING 

A. General Requirements (Refer to Appendix G for fit testing protocols) 

1. Before an employee may be required to use any respirator with a negative or positive 
pressure tight-fitting facepiece. the employee must be fit tested with the same make. model. 
style. and size of respirator that will be used. 

2. All employees using a tight-fitting facepiece respirator must pass an appropriate qualitative 
fit test (QLFT) or quantitative fit test (QNFT). 

3. All employees using a tight-fitting facepiece respirator are fit tested prior to initial use of the 
respirator, whenever a different respirator facepiece (size. style. model or make) is used. 
and at least annually thereafter. (These requirements replace fit testing requirements in the 
substanc&-specific standards.) 

4. Additional fit test must be conducted whenever the employee reports. or the employer. 
PLHCP. Program Administrator. Frontline Supervisor. or designee makes visual 
observations of, changes in the employee's physical condition that could affect respirator fit. 
Such conditions include. but are not limited to. facial scarring. dental changes. cosmetic 
surgery. or an obvious change in body weight. 

5. If after passing a QLFT or QNFT. the employee subsequently notifies the employer. 
Program Administrator. Frontline supervisor. designee, or PLHCP that the fit of the 
respirator is unacceptable. the employee shall be given a reasonable opportunity to select a 
different respirator facepiece and to be retested. 

6. The fit test shall be administered using an OSHA-accepted QLFT or QNFT protocol. The 
OSHA-accepted QLFT and QNFT protocols and procedures are contained in Appendix G. 
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7. QLFT may only be used to fit test negative pressure air-purifying respirators that must 
achieve a fit factor of 100 or less. Refer to Table 2. 

8. If the fit factor. as determined through an OSHA-accepted QNFT protocol. is equal to or 
greater than 100 for tight-fitting half facepieces. or equal to or greater than 500 for tight­
fitting full-facepieces. the QNFT has been passed with that respirator. 

9. Fit testing of tight-fitting atmosphere-supplying respirators and tight-fitting powered air­
purifying respirators shall be accomplished by performing quantitative or qualitative fit 
testing in the negative-pressure mode. regardless of the mode of operation (negative or 
positive-pressure) that is used for respiratory protection. 

a. Qualitative fit testing of these respirators shall be accomplished by temporarily 
converting the respirator user's actual facepiece into a negative-pressure respirator with 
appropriate filters. 

b. Or by using an identical negative pressure air-purifying respirator facepiece with the 
same sealing surfaces as a surrogate for the atmosphere-supplying or powered air­
purifying respirator facepiece. 

c. Quantitative fit testing of these respirators shall be accomplished by modifying the 
facepiece to allow sampling inside the facepiece in the breathing zone of the user. 
midway between the nose and mouth. 

d. This requirement shall be accomplished by installing a permanent sampling probe onto a 
surrogate facepiece. or by using a sampling adapter designed to temporarily provide a 
means of sampling air from inside the facepiece. 

e. Any modifications to the respirator facepiece for fit testing shall be completely removed, 
and the facepiece restored to NIOSH-approved configuration. before that facepiece can 
be used in the workplace. 
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TABLE 2 

ACCEPTABLE FIT-TESllNG METHODS 

Respirator I Qualitative I Quantitative 

I Half-face. Negative Pressure. APR ( < 1 00 fit factor) I Yes I Yes 

Full-face. Negative Pressure. APR ( < 1 00 fit factor) used in Yes Yes 
atmospheres up to 10 times the PEL 

Full-face. Negative Pressure. APR (>100 fit factor) No Yes 

Powered Air-purifying Respirator (PAPR) Yes Yes 

Supplied-air Respirators (SAR). or SCBA used in Negative No Yes 
Pressure (Demand Mode) (>100 fit factor) 

Supplied-air Respirators (SAR). or SCBA used in Negative Yes Yes 
Pressure (Pressure-demand Mode) 

SCBA-Structural Fire Fighting. Positive Pressure Yes Yes 

SCBA/SAR- IDLH. Positive Pressure Yes Yes 

Mouthbit Respirators Fit-testing Not Required 

Loose-fitting Respirators (e.g .. hoods. helmets) 

APR= Assigned Protection Factor Reference: OSHA's Small Entity Compliance Guide 

APPENDIX A: 42 CFR PART 84 FILTERS 

D. Certification Requirements 42 CFR Part 84 

On July 1 0. 1995. 30 CFR Part 11 was replaced by 42 CFR Part 84. Only certifications of nonpCM! ered, air­
purifying. particulate-filter respirators are affected by this change. Remaining portions of 30 CFR Part 11 
are incorporated into 42 CFR Part 84 without change. 

Classes of Filters 
\1\,hile 30 CFR Part 11 classifications were substance-specific (dust. fume. mist. etc.). 42 CFR Part 84 
classifies particulate filters by efficiency and performance characteristics against non-oil and oil-containing 
hazards. There are nine classes of filters (three levels of filter efficiency. each with three categories of 
resistance to filter efficiency degradation). Levels of filter efficiency are 95%. 99%. and 99.97%. 
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Categories of resistance to filter efficiency degradation are labeled N. R. and P. Use of the filter will be 
clearly marked on the filter. filter package. or respirator box (e.g .. N95 means N-series filter at least 95% 
efficient). 
Selection 

Selection of N-. R-. and P-series filters depends on the presence or absence of oil particles (oil mists) as 
follows: 
If no oil particles are present. use any series ( N. R. or P) 

• If oil particles are present. use only R or P series 

• If oil particles are present and the filter is to be used for more than one work shift. use only P series 

• N for Not resistant to oil 

• R for Resistant to oil 

• P for oil Proof 

Selection of filter efficiency (i.e .. 95%. 99%. or 99.97%) depends on how much filter leakage can be 
accepted. 

95% efficient 99% efficient 99.97% efficient 

(HEPA) 

N-series N95 N99 N100 

R-series R95 R99 R100 

P-series P95 P99 P100* 

*Filter will contain magenta color like the old HEPA filter 
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APPENDIX B: CHANGE-OUT SCHEDULE 

Cartridges or a canister are used in air -purifying respirators for protection against gases and 
vapors. The cartridges or canister contain sorbents that interact with the gases and vapors to 
remove these potentially harmful molecules from the air. Sorbents are granular porous material 
that use interactions known as removal mechanisms to absorb. or chemically react to remove 
gases and vapors. Activated carbon is commonly used for protection against organic vapors. 
For other gases or vapors. sorbents may be impregnated with chemical reagents to make them 
more selective. 

In both cases the removal mechanisms are basically 100% efficient until the sorbents' ability to 
removal the contaminant is exhausted. At this time. breakthrough occurs as the contaminant 
passes through the canister or cartridge into the respirator onto the user. At this point the users 
may or may not detect the presence of a contaminant. This odor threshold for substance has 
been used to alert the respirator users that the cartridge or canister is no longer removing the 
contaminant from the air. Individuals can differ in their smell sensitivity. due to variety of chronic 
or acute physiological conditions. Also. the continuing exposure to an odor usually results in a 
gradual loss or even disappearance of the smell sensation. This is known as olfactory 
adaptation or smell fatigue. 

The reliance on odor thresholds and other warning properties is no longer explicitly permitted 
as the sole basis for determining that air-purifying respirators will provide adequate protection 
against exposure to gas and vapor contaminants. As a result. cartridges and canisters must 
either be equipped with end of service life indicators (ESLI) or data must be developed to 
indicate when change-out must occur. 

The service life of cartridges and canisters is based on several factors: 

• Quality and amount of sorbent 

• Packing and uniformity and density 

• Exposure conditions. including breathing rate of the wearer 

• Relative humidity 

• Temperature 

• Contaminant concentration 

• Affinity of the gas or vapor for the sorbent 

• Presence of other gases and vapors 
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Suggested Rule of Thumb: 

• If the chemical's boiling point is> 70° C and the concentration is less than 200 parts per million you can 
expect a service life of 8 hours at a normal work rate. (NOTE: This rule of thumb needs further review.) 

• Service life is inversely proportional to work rate. 

• Reducing concentration by a factor of 10 will increase service life by a factor of 5. 

• Humidity above 85% will reduce service life by 50%. 

The service life factors above along with the Rule of Thumb. historical data obtained by the Company 
and/or the client, and the client's change-out schedule should be used to determine respirator change-out 
schedules for specific gases and vapors. 

Respirator Change-out Schedule Form: 

The Change-out Schedule Form 2 is located in the Kellogg Brown & Root Respiratory Protection 
Program and should be used to document the change-out schedule. 

The Shared Services HSE. Industrial Technical Pool is gathering more information and will be 
developing change-out schedules for the Halliburton Company. This information will be forwarded 
to appropriate Program Administrators or designees. 

General References: 

American Industrial Hygiene Association. The Occupational Environment-Its Evaluation and 
Control.. ed. Salvatore R. DiNardi. 1997. 

OSHA Technical Document. "Respirator Change-out Schedule." June 1998. 
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APPENDIX C: ACCEPTABLE CLEAN SHAVEN SEAL AREA RECOMMENDATION 

B B' 

The face will be clean shaven, except that a mustache 
may be worn. When worn, a mustache will be neatly 
and closely trimmed and must be contained within the 
lines of B-8', C-C', D-D', and the margin area of the 
upper lip as shown above. 
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APPENDIX D: RESPIRATOR MEDICAL EVALUATION QUESTIONNARE (RMEQ} 

CONFIDENTIAL 

Employee Name:--------- Today's Date: ______ _ 

Social Security Number:---------- Employee Number: ----------

OSHA RESPIRATOR MEDICAL EVALUATION QUESTIONNAIRE 

"RM EQ" (Form # 13234) 

CONFIDENTIAL 

This area for use only by RMEO Further medica I evaluation required: 
~ 
c: 
0 
(I) 

t'l.dministrator after employee 

~ ~ompletes questionnare. 
(I) 
() 

!E 
0 

Further medical evaluation NOT required: 

D 
D 

To RMEQ Administrator: (1) Administer this questionnaire to each employee who is assigned to wear a 

respirator at any time during their employment. 

(2) Check appropriate box above after questionnaire completed. 

(3) The "Respirator Approval Section" of the Halliburton Physical Examination 

Record (Fom1 # 13214) must be completed after the employee is 

medically qualified to use the respirator. 

(4) If further medical evaluation is required, seal the RMEO in a confidential 

envelope and send to Medical Surveillance Department. 
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To the employee: Can you read? (circle one}: Yes No 

PLEASE PRINT: Your work facility or project name: ------------ Job No. 

Nearest City or Town:-------·-----·---------- State------

1. Your age (to nearest year): --------

2. Sex (circle one): Male Female 

3. Your height: _____ ft. _____ in. 

4. Your weight: ________ lbs. 

5. Your job title: _____________________________ _ 

6. A telephone number where you can be reached by the health care professional who 

reviews this questionnaire (include the Area Code):-----------------

7. The best time to phone you at this number:-------- AM PM 

Other telephone number (include the Area Code):-----------------

8. Has your employer told you how to contact the health care professional who will 

review this questionnaire (circle one): Yes No 

9. Check the type of respirator you will use (you can check more than one category): 

a. N, R. or P disposable respirator (filter-mask. non-cartridge type only). 

b. Other type (for example, half-face or full-facepiece type, powered-air purifYing, 
supplied-air. self-contained breathing apparatus). 

1 o. Have you worn a respirator (circle one): Yes No 

If "yes." what type{s)? (check appropriate boxes at right) 

o Disposable (half-face, paper-type, no cartridges) 

o Half-face (rubberized face piece) with cartridges 

o Full-face (covers eyes, nose, and mouth) with cartridges 

o PAPR (filters and blower fan unit worn on belt) 

o Air-line (air supplied thru hose from tanks or compressor) 

o SCBA (air supplied from tank worn on user's back) 

o Escape Only (mouth bit cartridge with nose clip) 
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Employee Name:--------- CONFIDENTIAL Today's Date:--------

Question 1. Do you currently smoke tobacco, or have you smoked tobacco in the last month? 

If "yes" answer the question bet ow: 

Have you smoked one pack of cigarettes or more per day, consistently 

over the last five years? 

Question 2. Have you ever had any of the following conditions: 

(a) Seizures ("fits")? 

If "yes" to (a), answer the question below: 
Have you had a seizure within the last 12 months? 

(b) Diabetes (sugar disease)? 

If 'yes" to (b), answer the question below: 

Has the diabetes ever resulted in a diabetic coma or insulin shock 

within the last 5 years? 

(c) Allergic reactions that interfere with your breathing? 

(d) Claustrophobia (fear of closed-in places)? 

(e) Trouble smelling odors? 
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Question 3. Have you ever had any of the following pulmonary or lung problems? 

(a) Asbestosis? y f\1 

(b) Asthma? y f\1 

If 'yes" to (b), answer both questions below: 

Have you had an asthmatic attack within the last 5 years? y f\l 

Are you currently taking asthma medication? y f\l 

(c) Chronic Bronchitis? y f\l 

If "yes" to (c), answer both questions below: 

Have you been seen by a doctor or been hospitalized for chronic 

bronchitis within the last 5 years? y f\1 

Are you currently taking medication for bronchitis? y f\l 

(d) Emphysema? y f\l 

If 'yes" to (d), answer both questions below: 

Have you been seen by a doctor or been hospitalized for 

emphysema within the last 5 years? y f\l 

Are you currently taking medication for emphysema? y f\l 

(e) Pneumonia? y f\l 

If "yes" to (e), answer both questions below: 

Hast!"Je pneumonia occurred in the last 3 years? y f\1 

Is there any lung damage from the pneumonia? y f\l 
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Employee Name:--------- CONFIDENTIAL Today's Date:--------

2 3 4 

{f) Tuberculosis {''TB")? y N 

If "yes" to {f), answer the three questions below: 

Hast!"Je tuberculosis occurred wlhin the last 3 years? y N 

Are you currently taking medication for tuberculosis? y N 

Is there any lung damage from the tuberculosis? y N 

{g) Silicosis? y N 

(h) Pneumothorax {collapsed lung)? y N 

If "yes" to {h), answer both questions below: 

Has t!"Je collapsed lung occurred in the last 5 years? y N 

Has there been any resulting shottness of breath or permanent 

lung damage as a result of chest injury or surgery? y N 

(i) Lung cancer? y N 

(j) Broken ribs? y N 

If 'yes" to 0), answer both questions below: 

We~e the ribs broken within the last 5 years? y N 

Has there been any resulting shottness of breath or permanent 

lung damage as a result of chest injury or surgery? y N 
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(k) Any chest injuries or surgeries? ---------------------+ y N 

If "yes" to (k), answer both questions below: 

Was the inju!}' or surge!}' within the last 5 years? y N 

Has there been any resulting shortness of breath or permanent 

lung damage as a result of chest inju!}' or surge!}'? y N 

(I) Any other lung problem that you've been told about? y N 

Question4. Do you currently have any of the following symptoms of pulmonary or lung illness? 

(a) Shortness of breath y N 

(b) Shortness of breath when walking fast on level ground or walking up a slight hill 

or incline? y N 

(c) Shortness of breath when walking with other people at an ordinary pace on level 

ground? y N 

(d) Have to &op for breath when walking at your own pace on level ground? y N 

(e) Shortness of breath when washing or dressing yourself? y N 

(f) Shortness of breath that interferes with your job? y N 

(g) Coughing that produces phlegm (thick sputum)? y N 

If "yes" to any of the questions (a) through (g) above, answer both 

questions below: 
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Have you been seen by a doctor or hospitalized for coughing up phlegm in the 

last 3 years? y N 

Employee Name:--------- CONFIDENTIAL Today's Date:--------

1 2 3 4 

Are you taking any medications for the cough? y N 

(h) Coughing that wakes you early in the morning? y N 

If 'yes" to (h), answer both questions below: 

In the last 3 years, have you been seen by a doctor or hospitalized for 

coughing that wakes you up early in the morning? y N 

Are you taking any medications for the cough? y N 

(i) Coughing that occurs mostly when you are lying down? y N 

If "yes" to (I), answer both questions below: 

In t/'1: last 3 years, have you been seen by a doctor or hospitalized for 

coughing that occurs mostly when you are lying down? y N 

Are you taking medications for the cough? y N 

(j) Coughing up blood in the last month? y N 

If 'yes" to 0), answer the three questions below: 

In t/'1: last 3 years, have you been seen by a doctor or hospitalized for 

coughing up blood? y N 

Is t/'1: coughing up blood due to anything other than acute or chronic bronchitis? y N 

Are you taking any medications for coughing up blood? y N 
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(k) Wheezing? y N 

(I) \fvheezingthat interferes with your job? y N 

(m) Chest pain when you breathe deeply? y N 

(n) Any other symptoms that you think may be related to lung problems? y N 

Question5. Have you ever had any of the following cardiovascular or heart problems? 

(a) Heart attack y N 

If 'yes" to (a}, answer both questions below: 

Have you been hospitalized in the last 5 years for a hea!t attack?'-. -------~ 
Are you currently taking any medications for a hea!t attack? Y N 

y N 

(b) Stroke y N 

If 'yes" to (b), answer both questions below: 

Have you been hospitalized in the last 5 years for a stroke? y N 

Are you currently taking any medications for a stroke? y N 

(c) Angina y N 

(d) Heart failure y N 

(e) Swelling in your legs or feet (not caused by walking) y N 

If "yes" to (e), answer the three questions below: 

Is the swelling in your legs related to hea!t or lung problems? y N 
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Does it keep you from performing the functions of your job? y N 

Are you currently taking any medications for the swelling? y N 

Employee Name:--------- CONFIDENTIAL Today's Date:--------

1 2 3 4 

(f) Heart arrhythmia (heart beating irregularly) Y N 

(g) High blood pressure y N 

If "yes" to (g), answer both questions below: 

Are you currently taking any medications for the high blood pressure? y N 

Is the high blood pressure under control? y N 

(h) Any other heart problem that you've been told about? y N 

Question6. Have you ever had any of the following cardiovascular or heart symptoms? 

(a) Frequent pain or tightness in your chest y N 

(b) Pain or tiifltness in your chest during physical activity y N 

(c) Pain or tiifltness in your chest that interferes with your job y N 

(d) In the past two years, have you noticed your heart skipping or missing a beat y N 

(e) Heartburn or indigestion that is not related to eating y N 

(f) Any other symptoms that you think may be related to heart or circulation problems y N 
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Question?. Do you currently take medication for any of the following problems? 

(a) Breathing or lung problems y N 

(b) Heart trouble y N 

(c) Blood pressure y N 

(d) Seizures ("fits") y N 

Question 8. If you have never used a respirator, check this box and go to question 9 (below) 
-----~•D 

If you have used a respirator, have you ever had any of the following problems 

because of wearing a respirator? 

a) Eye irritation y N 

b) Skin allergies or rashes y N 

c) Anxiety y N 

d) General weakness or fatigue y N 

e) Any other problem that interferes with your use of a respirator y N 

Question 9. Would you like to talk to the health care professional who will review this questionnaire 

about your answers to this questionnaire? y N 

Question 1 o. Have you ever lost vision in either eye (temporarily or permanently)? y N 

Question 11. Do you currently have any of the following vision problems? 
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(a) Wear contact lenses? --------------------------------------------.Y N 

(b) Wear glasses? y N 

Employee Name:---------- CONFIDENTIAL T oday's Date: ---------------

1 2 3 4 

(c) Color Blind? Y N 

(d) Any other eye or vision problem? y N 

If 'yes" to any of the questions (a) or (b) or (d) above, answer the 

question below: 

Are you unable to perform the functions of your job as a result of this problem? y N 

Question 12. Have you ever had an injury to your ears, including a broken ear drum? y N 

Question 13. Do you currently have any of the following hearing problems? 

(a) Difficulty hearing y N 

(b) Wear a hearing aid y N 

(c) Any other hearing or ear problem? y N 

If 'yes" to any of the questions (a) or (b) or (c) above, answer the 

question below: 

Are you unable to perform the functions of your job as a result of this problem? y N 

Question 14. Have you ever had a back injury? y N 
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If "yes" answer the question below: 

Are you unable to perform the functions of your job as a result of this 

problem? y N 

Question 15. Do you currently have any of the following musculoskeletal poroblems? 

(a) Weakness in any of the arms, hands, legs, or feet? y N 

(b) Back pain? y N 

(c) Difficulty fully moving your arms and legs? y N 

(d) Pain or stiffness when you lean forward or backward at the waist? y N 

(e) Difficulty fully moving your head up or down? y N 

(f) Difficulty moving your head side to side? y N 

(g) Difficulty bending at your knees? y N 

(h) Difficulty squatting to the ground? y N 

(i) Climbing a flight of stairs or a ladder carrying more than 251bs.? y N 

Q) .My other muscle or skeletal problem that interferes with a respirator? y N 

If "yes" to any of the questions {a) through 0) above, answer the 

question below: 
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Are you unable to perform the functions of your job as a result of this 

problem? y N 

I certify that the foregoing statements are true to the best of my knowledge. I hereby authorize the company 

To investigate the facts claimed by me on this questionnaire. 

Signature Date 

END OF QUESTIONNAIRE. lHANK YOU FOR YOUR TilliE. 

(Space below is for use by PLHCP ONLY) 
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APPENDIX E: INFORMATION PROVDIED TO THE PLHCP 

PROJECT LOCATION 

JOB CLASSIFICATION OR EMPLOYEE'S NAMESISS# 

PLHCP'S NAME 

RESPIRATORY PROTEC110N: 
FACE-PIECE 

C::::::CE FULL 
CFULL 
0100D 
D1ALF 
Cbl SPOSABLE 

~UPPLIEDAIR (SCBA) 
~UPPLIEDAIR (SA) 
CPOWERED (PAPR) 
CJI.IR PURIFYING (AP) 

PERSONAL PRO'TECTIVE CLOTHING: 

BODY 

COVERALLS 
PERSONAL 
CLOTHES 
NOM EX 
OTHER 

HANDS 

LEATHER GLOVES 
RUBBER GLOVES 
CLOTH GLOVES 
NONE 

USER INFORMATION 
(Proceed from left to right) 

AIR-SUPPLY WEIGHT 

Cl30TTLEDAIR 
0COMPRESSOR ---
C::::::CARTRI DGE ----
C::::::CAN I STER 
CPARTICULATE ----

EARS FEET 

EARPLUGS SHOE COVERS 
EARMUFFS LEATHER BOOTS 
PLUG &MUFF RUBBER BOOTS 
NONE SHOES 

JOB TASK PHYSICAL WORK EFFORT CONTAMINANT 

DJ\IELDER 
c:::::piPE FITTER 
c:::::pAINTER 
c:::::pAI NTER 
CJ!I.BRASIVE BLASTER 
CJ!I.BRASIVE BLASTER 
CJ!I.SBESTOS WORKER 
CJ!I.BA TEMENT WORKER 
ClEADREMOVAL 
c::::::ELECTRICIAN 
ONSTRUMENTATION 
ClABOR 
0NSULATOR 
DviECHANIC 
D 
D = 

WELDING 
GRINDING 
HAND BRUSH PAINTING 
SPRAYING SPAINTING 
SAND 
BLACK BEAUTY 
0 & M ASBESTOS 
REMOVAL TSI 

INSULA11NG PIPE 
REPAIRS OF PUMPS 

METAL FUMES 
METAL PARTICULATE 
HYDROCARBONS 
HYDROCARBONS 
SILICA 
TOTAL DUST 
ASBESTOS 
ASBESTOS 

Task Order 31 

DURATION 

HRS PERDAY 

DAYS PER WEEK 

WEEKS PER MONTH 

FACE 

SHIELD 
HELMET 
SOCK HOOD 

EXPECTED EXPOSURE 

___ mglm3 
___ mglm3 
____ ppm 
____ ppm 
____ mglm3 
___ mglm3 
___ flee 
___ flee 

---

---

TEMPERATURE RANGE ____ F HUMIDITY RANGE ____ % 

THE PLHCP(S) WAS PROVIDED WlTH A COPY OF 29 CFR 1910.134 EAND A COPY OF THE 
V\RITTEN RESPIRATORY PROTECllON PROGRAM . 

PLHCP- Physician or other licensed health care professional 

SIGNATURE OF INDIVIDUAL COMPLETING FORM 

SIGNATURE OF PLHPC 

IF NEEDED ATTACH ADDITIONAL SHEETS TO COVER JOB TASK NOT LISTED ABOVE. 
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REQUIRED UNDER THE STANDARD 

Respirators are an effective method of protection against designated hazards when properly selected and 
worn. Respirator use is encouraged. even when exposures are below the exposure limit. to provide an 
additional level of comfort and protection for workers. 

However. if a respirator is used improperly or not kept clean. the respirator itself can become a hazard to 
the employee. Sometimes, employees may wear respirators to avoid exposures to hazards. even if the 
amount of hazardous substance does not exceed the limits set by OSHA standards. If the employer 
provides respirators for voluntary use. or if the employee provides their own respirator. take certain 
precautions to be sure that the respirator itself does not present a hazard. 

Do the following: 

1. Read and follow all instructions provided by the manufacturer on use. maintenance. cleaning and 
care. and warnings regarding the respirators limitations. 

2. Choose respirators certified for use to protect against the contaminant of concern. NIOSH. the 
National Institute for Occupational Safety and Health of the U.S. Department of Health and Human 
Services. certifies respirators. A label or statement of certification should appear on the respirator or 
respirator packaging. It tells what the respirator is designed for and how much it will protect a person. 

3. Do not wear a respirator into atmospheres containing contaminants for which the respirator is not 
designed to protect against. For example. a respirator designed to filter dust particles will not protect 
against gases. vapors. or very small solid particles of fumes or smoke. 

4. Keep track of the assigned respirator so that someone else's respirator is not mistakenly used. 

APPENDIX G: FIT TESTING PROTOCOLS 

A. FIT TESTING PROCEDURES--GENERAL REQUIREMENTS 

Fit testing shall be conducted using the following procedures. The requirements in this appendix apply 
to all OSHA- accepted fit test methods. both QLFT and QNFT. 

1. The test subject shall be allowed to pick the most acceptable respirator from a sufficient number of 
respirator models and sizes so that the respirator is acceptable to. and correctly fits. the user. 

2. Prior to the selection process. the test subject shall be shown how to put on a respirator. how it 
should be positioned on the face. how to set strap tension and how to determine an acceptable fit. 
A mirror shall be available to assist the subject in evaluating the fit and positioning of the respirator. 
This instruction may not constitute the subject's formal training on respirator use. because it is only 
a review. 
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3. The test subject shall be informed that he/she is being asked to select the respirator that provides 
the most acceptable tit. Each respirator represents a different size and shape. and if fitted and 
used properly. will provide adequate protection. 

4. The test subject shall be instructed to hold each chosen facepiece up to the face and eliminate 
those that obviously do not give an acceptable tit. 

5. The more acceptable facepieces are noted in case the one selected proves unacceptable; the most 
comfortable mask is donned and worn at least five minutes to assess comfort. If the test subject is 
not familiar with using a particular respirator. the test subject shall be directed to don the mask 
several times and to adjust the straps each time to become adept at setting proper tension on the 
straps. 

6. Assessment of comfort shall include a review of the following points with the test subject and 
allowing the test subject adequate time to determine the comfort of the respirator: 

a. Position of the mask on the nose 

b. Room for eye protection 

c. Room to talk 

d. Position of mask on face and cheeks 

7. The following criteria shall be used to help determine the adequacy of the respirator fit 

a. Chin properly placed; 

b. Adequate strap tension. not overly tightened; 

c. Fit across nose bridge; 

d. Respirator of proper size to span distance from nose to chin; 

e. Tendency of respirator to slip; 

f. Self-observation in mirror to evaluate tit and respirator position. 

8. The test subject shall conduct a user seal check. either the negative and positive pressure seal 
checks described in Section V. part H of the respiratory protection program. or those 
recommended by the respirator manufacturer which provide equivalent protection. Before 
conducting the negative and positive pressure checks. the subject shall be told to seat the mask on 
the face by moving the head from side-to-side and up and down slowly while taking in a few slow 
deep breaths. Another facepiece shall be selected and retested if the test subject fails the user 
seal check tests. 
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9. The test shall not be conducted if there is any hair growth betvveen the skin and the facepiece 
sealing surface. such as stubble beard growth. beard. mustache or sideburns which cross the 
respirator sealing surface. Any type of apparel which interferes with a satisfactory fit shall be 
altered or removed. 

1 0. If a test subject exhibits difficulty in breathing during the tests. she or he shall be referred to a 
physician or other licensed health care professional. as appropriate. to determine whether the test 
subject can wear a respirator while performing her or his duties. 

11. If the employee finds the fit of the respirator unacceptable. the test subject shall be given the 
opportunity to select a different respirator and to be retested. 

12. Exercise regimen. Prior to the commencement of the fit test. the test subject shall be given a 
description of the fit test and the test subject's responsibilities during the test procedure. The 
description of the process shall include a description of the test exercises that the subject will be 
performing. The respirator to be tested shall be worn for at least 5 minutes before the start of the fit 
test. 

13. The fit test shall be performed while the test subject is wearing any applicable safety equipment that 
may be worn during actual respirator use that could interfere with respirator fit. 

NOTE: The results of the tests must be documented. Refer to page G-17 of this appendix for 
documentation form for qualitative fit testing results. 

14. Test Exercises. 

The following test exercises are to be performed for all fit testing methods prescribed in this 
appendix. except for the CNP method. A separate fit testing exercise regimen is contained in the 
CNP protocol. 

The test subject shall perform exercises. in the test environment. in the following manner: 

a. Normal breathing. In a normal standing position. without talking. the subject shall breathe 
normally. 

b. Deep breathing. In a normal standing position. the subject shall breathe slowly and deeply. 
taking caution so as not to hyperventilate. 

c. Turning head side to side. Standing in place. the subject shall slowly turn his/her head from 
side to side betvveen the extreme positions on each side. The head shall be held at each 
extreme momentarily so the subject can inhale at each side. 

d. Moving head up and down. Standing in place. the subject shall slowly move his/her head up 
and down. The subject shall be instructed to inhale in the up position (i.e .. when looking toward 
the ceiling). 
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e. Talking. The subject shall talk out loud slowly and loud enough so as to be heard clearly by the 
test conductor. The subject can read from a prepared text such as the Rainbow Passage. 
count backward from100. or recite a memorized poem or song. 

Rainbow Passage 

When the sunlight strikes raindrops in the air, they act like a prism and form a rainbow. The 
rainbow is a division of white light into many beautiful colors. These take tl?e shape of a long 
round arch with its path high above, and its rvvo ends apparently beyond the horizon. There is, 
according to legend, a boiling pot of gold at one end. People look but no one ever finds it. 
When a man looks for sometl?ing beyond reac/1, !?is friends say he is looking for tl?e pot of gold 
at tl?e end of the rainbow. 

f. Grimace. The test subject shall grimace by smiling or frowning. (This applies only to QNFT 
testing; it is not performed for QLFT) 

g. Bending over. The test subject shall bend at the waist as if he/she were to touch his/her toes. 
Jogging in place shall be substituted for this exercise in those test environments such as 
shroud type QNFT or QLFT units that do not permit bending over at the waist. 

h. Normal breathing. Same as Step 14.a. 

Each test exercise shall be performed for one minute except for the grimace exercise that shall 
be performed for 15 seconds. The test subject shall be questioned by the test conductor 
regarding the comfort of the respirator upon completion of the protocol. If it has become 
unacceptable. another model of respirator shall be tried. The respirator shall not be adjusted 
once the fit test exercises begin. Any adjustment voids the test. and the fit test must be 
repeated. 

NOTE: The results of the tests must be documented. Refer to page 7 4 for documentation 
form for fit testing results. 

B. Qualitative Fit Test (QLFT) Protocols 

1. General 

a. he employer shall ensure that persons administering QLFT are able to prepare test solutions. 
calibrate equipment and perform tests properly. recognize invalid tests. and ensure that test 
equipment is in proper working order. 

b. The employer shall ensure that QLFT equipment is kept clean and well maintained so as to 
operate within the parameters for which it was designed. 

NOTE: The results of the tests must be documented. Refer to page 7 4 for documentation 
form for fit testing results. 
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2. Isoamyl Acetate (Banana Oil) Protocol 

NOTE: This protocol is not appropriate to use for the fit testing of particulate respirators. If 
used to fit test particulate respirators. the respirator must be equipped with an organic vapor filter. 

a. Odor Threshold Screening (Can purchase premixed solutions) 

Odor threshold screening. performed without wearing a respirator. is intended to determine if 
the individual tested can detect the odor of isoamyl acetate at low levels. 

( 1 )Three 1-liter glass jars with metal lids are required. 

(2) Odor-free water (e.g .. distilled or spring water) at approximately 25 deg. C (77 deg. 
F) shall be used for the solutions. 

(3) The isoamyl acetate (IAA) (also known at isopentyl acetate) stock solution is prepared by 
adding 1 ml of pure IAA to 800 ml of odor-free water in a 1-liter jar. closing the lid and 
shaking for 30 seconds. A new solution shall be prepared at least weekly. 

( 4) The screening test shall be conducted in a room separate from the room used for actual fit 
testing. The two rooms shall be well-ventilated to prevent the odor of IAA from becoming 
evident in the general room air where testing takes place. 

(5) The odor test solution is prepared in a second jar by placing 0.4 ml of the stock solution 
into 500 ml of odor-free water using a clean dropper or pipette. The solution shall be 
shaken for 30 seconds and allowed to stand for two to three minutes so that the IAA 
concentration above the liquid may reach equilibrium. This solution shall be used for only 
one day. 

(6) A test blank shall be prepared in a third jar by adding 500 cc of odor-free water. 

(7) The odor test and test blank jar lids shall be labeled (e.g .. 1 and 2) for jar identification. 
Labels shall be placed on the lids so that they can be peeled off periodically and switched 
to maintain the integrity of the test. 

( 8) The following instruction shall be typed on a card and placed on the table in front of the two 
test jars (i.e .. 1 and 2): "The purpose of this test is to determine if you can smell banana oil 
at a low concentration. The two bottles in front of you contain water. One of these bottles 
also contains a small amount of banana oil. Be sure the covers are on tight, then shake 
each bottle for two seconds. Unscrew the lid of each bottle. one at a time. and sniff at the 
mouth of the bottle. Indicate to the test conductor which bottle contains banana oil." 

(9) The mixtures used in the IAA odor detection test shall be prepared in an area separate 
from where the test is performed. in order to prevent olfactory fatigue in the subject. 
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( 1 0) If the test subject is unable to correctly identify the jar containing the odor test solution. the 
IAA qualitative fit test shall not be performed. 

( 11) If the test subject correctly identifies the jar containing the odor test solution. the test 
subject may proceed to respirator selection and fit testing. 

(b) Isoamyl Acetate (Banana Oil) Fit Test 

( 1) The fit test chamber shall be a dear 55-gallon drum liner suspended inverted over a 2-foot 
diameter frame so that the top of the chamber is about 6 inches above the test subject's 
head. If no drum liner is available. a similar chamber shall be constructed using plastic 
sheeting. The inside top center of the chamber shall have a small hook attached. 

(2) Each respirator used for the fitting and fit testing shall be equipped with organic vapor 
cartridges or offer protection against organic vapors. 

(3) After selecting, donning. and properly adjusting a respirator. the test subject shall wear it to 
the fit testing room. This room shall be separate from the room used for odor threshold 
screening and respirator selection. and shall be well-ventilated. as by an exhaust fan or lab 
hood. to prevent general room contamination. 

( 4) A copy of the test exercises and any prepared text that the subject is to read shall be taped 
to the inside of the test chamber. 

(5) Upon entering the test chamber, the test subject shall be given a 6-inch by 5-inch piece of 
paper towel, or other porous. absorbent. single-ply material, folded in half and wetted with 
0.75 ml of pure IAA. The test subject shall hang the wet towel on the hook at the top of the 
chamber. An IAA test swab or ampule may be substituted for the IAA wetted paper towel 
provided it has been demonstrated that the alternative IAA source will generate an IAA test 
atmosphere with a concentration equivalent to that generated by the paper towel method. 

(6) Allow two minutes for the IAA test concentration to stabilize before starting the fit test 
exercises. This would be an appropriate time to talk with the test subject; to explain the fit 
test. the importance of his/her cooperation. and the purpose for the test exercises: or to 
demonstrate some of the exercises. 

(7) If at any time during the test. the subject detects the banana-like odor of IAA, the test is 
failed. The subject shall quickly exit from the test chamber and leave the test area to avoid 
olfactory fatigue. 

( 1) If the test is failed. the subject shall return to the selection room and remove the respirator. 
The test subject shall repeat the odor sensitivity test. select and put on another respirator. 
return to the test area and again begin the fit test procedure described in (b) ( 1) 1hrough (7) 
above. The process continues until a respirator that fits well has been found. Should the 
odor sensitivity test be failed, the subject shall wait at least 5 minutes before retesting. Odor 
sensitivity will usually have returned by this time. 
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(2) If the subject passes the test. the efficiency of the test procedure shall be demonstrated by 
having the subject break the respirator face seal and take a breath before exiting the 
chamber. 

NOTE: The results of the tests must be documented. Refer to page 7 4 for documentation form 
for fit testing results. 

( 1 0) \1\.ttlen the test subject leaves the chamber. the subject shall remove the saturated towel 
and return it to the person conducting the test. so that there is no significant IAA 
concentration buildup in the chamber during subsequent tests. The used towels shall be 
kept in a self-sealing plastic bag to keep the test area from being contaminated. 

3. Saccharin Solution Aerosol Protocol 

The entire screening and testing procedure shall be explained to the test subject prior to the 
conduct of the screening test. 

a. Taste threshold screening (Can purchase premixed solutions) 

The saccharin taste threshold screening, performed without wearing a respirator. is intended 
to determine whether the individual being tested can detect the taste of saccharin. 

( 1) During threshold screening as well as during tit testing. subjects shall wear an 
enclosure about the head and shoulders that is approximately 12 inches in diameter by 
14 inches tall with at least the front portion clear and that allows free movements of the 
head when a respirator is worn. An enclosure substantially similar to the 3M hood 
assembly. parts# FT 14 and# FT 15 combined. is adequate. 

(2) The test enclosure shall have a 3/4-inch (1.9 em) hole in front of the test subject's nose 
and mouth area to accommodate the nebulizer nozzle. 

(3) The test subject shall don the test enclosure. Throughout the threshold screening test. 
the test subject shall breathe through his/her slightly open mouth with tongue extended. 
The subject is instructed to report when he/she detects a sweet taste. 

( 4) Using a DeVilbiss Model 40 Inhalation Medication Nebulizer or equivalent. the test 
conductor shall spray the threshold check solution into the enclosure. The nozzle is 
directed away from the nose and mouth of the person. This nebulizer shall be clearly 
marked to distinguish it from 1he tit test solution nebulizer. 

(5) The threshold check solution is prepared by dissolving 0.83 gram of sodium saccharin 
USP in 100 ml of warm water. It can be prepared by putting 1 ml of the fit test solution 
(see (b)(5) below) in 100 ml of distilled water. 

(6) To produce the aerosol. the nebulizer bulb is firmly squeezed so that it collapses 
completely. then released and allowed to fully expand. 
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(7) Ten squeezes are repeated rapidly and then the test subject is asked whether the 
saccharin can be tasted. If the test subject reports tasting the sweet taste during the ten 
squeezes. the screening test is completed. The taste threshold is noted as ten 
regardless of the number of squeezes actually completed. 

( 8) If the first response is negative. ten more squeezes are repeated rapidly and the test 
subject is again asked whether the saccharin is tasted. If the test subject reports tasting 
the sweet taste during the second ten squeezes. the screening test is completed. The 
taste threshold is noted as twenty regardless of 1he number of squeezes actually 
completed. 

(9) If the second response is negative, ten more squeezes are repeated rapidly and the 
test subject is again asked whether the saccharin is tasted. If the test subject reports 
tasting the sweet taste during the third set of ten squeezes. the screening test is 
completed. The taste threshold is noted as thirty regardless of the number of squeezes 
actually completed. 

( 10) The test conductor will take note of the number of squeezes required to solicit a taste 
response. 

( 11) If the saccharin is not tasted after 30 squeezes (step 1 0). the test subject is unable to 
taste saccharin and may not perform the saccharin fit test If the test subject eats or 
drinks something sweet before the screening test. he/she may be unable to taste the 
weak saccharin solution. 

( 12) If a taste response is elicited. the test subject shall be asked to take note of the taste 
for reference in the fit test. 

( 13) Correct use of the nebulizer means that approximately 1 ml of liquid is used at a time in 
the nebulizer body. 

( 14) The nebulizer shall be thoroughly rinsed in water. shaken dry. and refilled at least each 
morning and afternoon or at least every four hours. 

b. Saccharin solution aerosol fit test procedure 

( 1) The test subject may not eat. drink (except plain water). smoke. or chew gum for 15 
minutes before the test. 

(2) The fit test uses the same endosure described in 3. (a) above. 

(3) The test subject shall don the enclosure while wearing the respirator selected in Section 
A of this appendix. The respirator shall be properly adjusted and equipped with a 
particulate filter( s). 
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( 4) A second DeVilbiss Model 40 Inhalation Medication Nebulizer or equivalent is used to 
spray the fit test solution into the enclosure. This nebulizer shall be clearly marked to 
distinguish it from the screening test solution nebulizer. 

(5) The fit test solution is prepared by adding 83 grams of sodium saccharin to 100 ml of 
warm water. 

(6) As before. the test subject shall breathe through the slightly open mouth with tongue 
extended. and report if he/she tastes the sweet taste of saccharin. 

(7) The nebulizer is inserted into the hole in the front of the enclosure and an initial 
concentration of saccharin fit test solution is sprayed into the enclosure using the same 
number of squeezes (either 10. 20 or 30 squeezes) based on the number of squeezes 
required to elicit a taste response as noted during the screening test. A minimum of 1 0 
squeezes is required. 

(8) After generating the aerosol. the test subject shall be instructed to perform the 
exercises in Section A. #14 of this appendix. 

(9) Every 30 seconds the aerosol concentration shall be replenished using one half the 
original number of squeezes used initially (e.g .. 5. 10 or 15). 

( 10) The test subject shall indicate to the test conductor if at any time during the fit test the 
taste of saccharin is detected. If the test subject does not report tasting the saccharin. 
the test is passed. 

NOTE: The results of the tests must be documented. Refer to page 7 4 for 
documentation form for fit testing results. 

( 11) If the taste of saccharin is detected. the fit is deemed unsatisfactory and the test is 
failed. A different respirator shall be tried and the entire test procedure is repeated 
(taste threshold screening and fit testing). 

( 12) Since the nebulizer has a tendency to clog during use. the test operator must make 
periodic checks of the nebulizer to ensure that it is not clogged. If clogging is found at 
the end of the test session. the test is invalid. 

4. BitrexTM (Denatonium Benzoate) Solution Aerosol Qualitative Fit Test Protocol 

The Bitrex TM ( Denatonium benzoate) solution aerosol QLFT protocol uses the published saccharin 
test protocol because that protocol is widely accepted. Bitrex is routinely used as a taste aversion 
agent in household liquids which children should not be drinking and is endorsed by the American 
Medical Association. the National Safety Council. and the American Association of Poison Control 
Centers. The entire screening and testing procedure shall be explained to the test subject prior to 
the conduct of the screening test. 
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a. Taste Threshold Screening (Can purchase premixed solutions) 

The Bitrex taste threshold screening. performed without wearing a respirator. is intended to 
determine whether the individual being tested can detect the taste of Bitrex. 

( 1 )During threshold screening as well as during tit testing. subjects shall wear an enclosure 
about the head and shoulders that is approximately 12 inches (30.5 em) in diameter by 
14 inches (35.6 em) tall. The front portion of the enclosure shall be clear from the 
respirator and allow free movement of the head when a respirator is worn. An enclosure 
substantially similar to the 3M hood assembly. parts# FT 14 and# FT 15 combined. is 
adequate. 

( 2) The test enclosure shall have a 3/4 inch ( 1.9 em) hole in front of the test subject's nose and 
mouth area to accommodate the nebulizer nozzle. 

(3)The test subject shall don the test enclosure. Throughout the threshold screening test. the 
test subject shall breathe through his or her slightly open mouth with tongue extended. 
The subject is instructed to report when he/she detects a bitter taste. 

( 4 )Using a DeVilbiss Model 40 Inhalation Medication Nebulizer or equivalent. the test 
conductor shall spray the Threshold Check Solution into the enclosure. This Nebulizer 
shall be clearly marked to distinguish it from the tit test solution nebulizer. 

(5)The Threshold Check Solution is prepared by adding 13.5 milligrams of Bitrex to 100 ml of 
5% salt ( NaCI) solution in distilled water. 

(6)To produce the aerosol. the nebulizer bulb is firmly squeezed so that the bulb collapses 
completely. and is then released and allowed to fully expand. 

(7)An initial ten squeezes are repeated rapidly and then the test subject is asked whether the 
Bitrex can be tasted. If the test subject reports tasting the bitter taste during the ten 
squeezes. the screening test is completed. The taste threshold is noted as ten regardless 
of the number of squeezes actually completed. 

(8)1fthe first response is negative. ten more squeezes are repeated rapidly and the test subject 
is again asked whether the Bitrex is tasted. If the test subject reports tasting the bitter 
taste during the second ten squeezes. the screening test is completed. The taste 
threshold is noted as twenty regardless of the number of squeezes actually completed. 

(9)1f the second response is negative. ten more squeezes are repeated rapidly and the test 
subject is again asked whether the Bitrex is tasted. If the test subject reports tasting the 
bitter taste during the third set of ten squeezes. the screening test is completed. The taste 
threshold is noted as thirty regardless of the number of squeezes actually completed. 

( 10) The test conductor will take note of the number of squeezes required to solicit a taste 
response. 
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( 11) If the Bitrex is not tasted after 30 squeezes (step 1 0). the test subject is unable to taste 
Bitrex and may not perform the Bitrex tit test. 

( 12) If a taste response is elicited. the test subject shall be asked to take note of the taste for 
reference in the fit test. 

(13) Correct use of the nebulizer means that approximately 1 ml of liquid is used at a time in 
the nebulizer body. 

( 14) The nebulizer shall be thoroughly rinsed in water. shaken to dry. and refilled at least each 
morning and afternoon or at least every four hours. 

b. Bitrex Solution Aerosol Fit Test Procedure 

( 1 )The test subject may not eat. drink (except plain water). smoke. or chew gum for 15 minutes 
before the test. 

( 2) The tit test uses the same enclosure as that described in 4. (a) above. 

(3)The test subject shall don the endosure while wearing the respirator selected according to 
Section A of this appendix. The respirator shall be properly adjusted and equipped with 
any type particulate filter( s). 

(4)A second DeVilbiss Model 40 Inhalation Medication Nebulizer or equivalent is used to spray 
the fit test solution into the enclosure. This nebulizer shall be clearly marked to distinguish 
it from the screening test solution nebulizer. 

(5)The fit test solution is prepared by adding 337.5 mg of Bitrex to 200 ml of a 5% salt (NaCI) 
solution in warm water. 

(6)As before. the test subject shall breathe through his or her slightly open mouth with tongue 
extended. and be instructed to report if he/she tastes the bitter taste of Bitrex. 

(?)The nebulizer is inserted into the hole in the front of the enclosure and an initial 
concentration of the tit test solution is sprayed into the enclosure using the same number 
of squeezes (either 10. 20 or 30 squeezes) based on the number of squeezes required to 
elicit a taste response as noted during the screening test. 

(8)After generating the aerosol. the test subject shall be instructed to perform the exercises in 
Section A #14 of this appendix. 

(9)Every 30 seconds the aerosol concentration shall be replenished using one half the 
number of squeezes used initially (e.g .. 5. 10 or 15). 
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( 10) The test subject shall indicate to the test conductor if at any time during the fit test the 
taste of Bitrex is detected. If the test subject does not report tasting the Bitrex. the test is 
passed. 

NOTE: The results of the tests must be documented. Refer to page 7 4 for 
documentation form for fit testing results. 

( 11) If the taste of Bitrex is detected. the fit is deemed unsatisfactory and the test is failed. A 
different respirator shall be tried and the entire test procedure is repeated (taste threshold 
screening and fit testing). 

5.1rritant Smoke (Stannic Chloride) Protocol 

This qualitative fit test uses a person's response to the irritating chemicals released in the "smoke" 
produced by a stannic chloride ventilation smoke tube to detect leakage into the respirator. 

a. General Requirements and Precautions 

(1)The respirator to be tested shall be equipped with high efficiency particulate air (HEPA) or 
P 1 00 series filter( s ). 

(2)0nly stannic chloride smoke tubes shall be used for this protocol. 

(3)No form oftest enclosure or hood for the test subject shall be used. 

(4)The smoke can be irritating to the eyes. lungs. and nasal passages. The test conductor shall 
take precautions to minimize the test subject's exposure to irritant smoke. Sensitivity 
varies. and certain individuals may respond to a greater degree to irritant smoke. Care 
shall be taken when performing the sensitivity screening checks that determine whether 
the test subject can detect irritant smoke to use only the minimum amount of smoke 
necessary to elicit a response from the test subject. 

(5)The fit test shall be performed in an area with adequate ventilation to prevent exposure of 
the person conducting the fit test or the build-up of irritant smoke in the general 
atmosphere. 

b. Sensitivity Screening Check 

The person to be tested must demonstrate his or her ability to detect a weak concentration of 
the irritant smoke. 

( 1 )The test operator shall break both ends of a ventilation smoke tube containing stannic 
chloride. and attach one end of the smoke tube to a low flow air pump set to deliver 200 
milliliters per minute. or an aspirator squeeze bulb. The test operator shall cover the other 
end of the smoke tube with a short piece of tubing to prevent potential injury from the 
jagged end of the smoke tube. 
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(2)The test operator shall advise the test subject that the smoke can be irritating to the eyes. 
lungs. and nasal passages and instruct the subject to keep his/her eyes closed while the 
test is performed. 

(3)The test subject shall be allowed to smell a weak concentration of the irritant smoke before 
the respirator is donned to become familiar with its irritating properties and to determine if 
he/she can detect the irritating properties of the smoke. The test operator shall carefully 
direct a small amount of the irritant smoke in the test subject's direction to determine that 
he/she can detect it. 

c. Irritant Smoke Fit Test Procedure 

( 1 )The person being fit tested shall don the respirator without assistance. and perform the 
required user seal check(s). 

(2)The test subject shall be instructed to keep his/her eyes closed. 

(3)The test operator shall direct the stream of irritant smoke from the smoke tube toward the 
faceseal area of the test subject. using the low flow pump or the squeeze bulb. The test 
operator shall begin at least 12 inches from the facepiece and move the smoke stream 
around the whole perimeter of the mask. The operator shall gradually make two more 
passes around the perimeter of the mask. moving to within six inches of the respirator. 

( 4 )If the person being tested has not had an involuntary response and/or detected the irritant 
smoke. proceed with the test exercises. 

(5)The exercises identified in Section A# 14 of this appendix shall be performed by the test 
subject while the respirator seal is being continually challenged by the smoke. directed 
around the perimeter of the respirator at a distance of six inches. 

(6)1f the person being fit tested reports detecting the irritant smoke at any time. the test is 
failed. The person being retested must repeat the entire sensitivity check and fit test 
procedure. 

(?)Each test subject passing the irritant smoke test without evidence of a response (involuntary 
cough, irritation) shall be given a second sensitivity screening check. with the smoke from 
the same smoke tube used during the fit test. once the respirator has been removed. to 
determine whether he/she still reacts to the smoke. Failure to evoke a response shall void 
the fit test. 

(8)1f a response is produced during this second sensitivity check. then the fit test is passed. 

NOTE: The results of the tests must be documented. Refer to page G-17 of this 
appendix for documentation form for fit testing results. 
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Quantitative Fit Test (QNFT) Protocols 

The following quantitative fit testing procedures have been demonstrated to be acceptable: Quantitative 
tit testing using a non- hazardous test aerosol (such as corn oil. polyethylene glycol 400 [PEG 400]. di-
2-ethyl hexyl sebacate [DEHS]. or sodium chloride) generated in a test chamber. and employing 
instrumentation to quantify the fit of the respirator: Quantitative tit testing using ambient aerosol as the 
test agent and appropriate instrumentation (condensation nuclei counter) to quantify the respirator tit; 
Quantitative tit testing using controlled negative pressure and appropriate instrumentation to measure 
the volumetric leak rate of a facepiece to quantify the respirator tit. 

1. General 

a. The employer shall ensure that persons administering QNFT are able to calibrate equipment 
and perform tests properly, recognize invalid tests. calculate tit factors properly and ensure that 
test equipment is in proper working order. 

b. The employer shall ensure that QNFT equipment is kept clean. and is maintained and calibrated 
according to the manufacturer's instructions so as to operate at the parameters for which it was 
designed. 

2. Generated Aerosol Quantitative Fit Testing Protocol 

a. Apparatus 

( 1) Instrumentation. Aerosol generation. dilution. and measurement systems using particulates 
(corn oil, polyethylene glycol 400 [PEG 400]. di-2-ethyl hexyl sebacate [DEHS] or sodium 
chloride) as test aerosols shall be used for quantitative tit testing. 

(2) Test chamber. The test chamber shall be large enough to permit all test subjects to perform 
freely all required exercises without disturbing the test agent concentration or the 
measurement apparatus. The test chamber shall be equipped and constructed so that the 
test agent is effectively isolated from the ambient air. yet uniform in concentration 
throughout the chamber. 

(3) When testing air-purifying respirators. the normal filter or cartridge element shall be 
replaced with a high efficiency particulate air (HEPA). 

(4) The sampling instrument shall be selected so that a computer record or strip chart record 
may be made of the test showing the rise and fall of the test agent concentration with each 
inspiration and expiration at fit factors of at least 2.000. Integrators or computers that 
integrate the amount of test agent penetration leakage into the respirator for each exercise 
may be used provided a record of the readings is made. 

(6) The combination of substitute air-purifying elements. test agent and test agent concentration 
shall be such that the test subject is not exposed in excess of an established exposure limit 
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for the test agent at any time during the testing process. based upon the length of the 
exposure and the exposure limit duration. 

(6) The sampling port on the test specimen respirator shall be placed and constructed so that 
no leakage occurs around the port (e.g .. where the respirator is probed), a free air flow is 
allowed into the sampling line at all times. and there is no interference with the fit or 
performance of the respirator. The in-mask sampling device (probe) shall be designed and 
used so that the air sample is drawn from the breathing zone of the test subject. midway 
between the nose and mouth and with the probe extending into the facepiece cavity at least 
1/4 inch. 

(7) The test setup shall permit the person administering the test to observe the test subject 
inside the chamber during the test. 

( 8) The equipment generating the test atmosphere shall maintain the concentration of test 
agent constant to within a 1 0 percent variation for the duration of the test. 

(9) The time lag (interval between an event and the recording of the event on the strip chart or 
computer or integrator) shall be kept to a minimum. There shall be a clear association 
between the occurrence of an event and its being recorded. 

( 1 0) The sampling line tubing for the test chamber atmosphere and for the respirator sampling 
port shall be of equal diameter and of the same material. The length of the two lines shall 
be equal. 

( 11) The exhaust flow from the test chamber shall pass through an appropriate filter (i.e .. high 
efficiency particulate filter) before release. 

( 12) When sodium chloride aerosol is used. the relative humidity inside the test chamber shall 
not exceed 50 percent. 

( 13) The limitations of instrument detection shall be taken into account when determining the fit 
factor. 

( 14) Test respirators shall be maintained in proper working order and be inspected regularly for 
deficiencies such as cracks or missing valves and gaskets. 

b. Procedural Requirements 

( 1) When performing the initial user seal check using a positive or negative pressure check. 
the sampling line shall be crimped closed in order to avoid air pressure leakage during 
either of these pressure checks. 

(2) The use of an abbreviated screening QLFT test is optional. Such a test may be utilized in 
order to quickly identify poor fitting respirators that passed the positive and/or negative 
pressure test and reduce the amount of QNFT time. The use of the CNC QNFT instrument 
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in the count mode is another optional method to obtain a quick estimate of fit and eliminate 
poor fitting respirators before going on to perform a full QNFT. 

( 3) A reasonably stable test agent concentration shall be measured in the test chamber prior 
to testing. For canopy or shower curtain types of test units. the determination of the test 
agent's stability may be established after the test subject has entered the test environment. 

( 4) Immediately after the subject enters the test chamber, the test agent concentration inside 
the respirator shall be measured to ensure that the peak penetration does not exceed 5 
percent for a half mask or 1 percent for a full facepiece respirator. 

( 5) A stable test agent concentration shall be obtained prior to the actual start of testing. 

(6) Respirator restraining straps shall not be over-tightened for testing. The straps shall be 
adjusted by the wearer without assistance from other persons to give a reasonably 
comfortable fit typical of normal use. The respirator shall not be adjusted once the fit test 
exercises begin. 

(7) The test shall be terminated whenever any single peak penetration exceeds 5 percent for 
half masks and 1 percent for full facepiece respirators. The test subject shall be refitted and 
retested. 

( 8) Calculation of fit factors. 

(i) The fit factor shall be determined for the quantitative fit test by taking the ratio of the 
average chamber concentration to the concentration measured inside the respirator for 
each test exercise except the grimace exercise. 

(ii) The average test chamber concentration shall be calculated as the arithmetic average 
of the concentration measured before and after each test (i.e .. 7 exercises) or the 
arithmetic average of the concentration measured before and after each exercise or the 
true average measured continuously during the respirator sample. 

(iii) The concentration of the challenge agent inside the respirator shall be determined by 
one of the following methods: 

• Average peak penetration method means the method of determining test agent 
penetration into the respirator utilizing a strip chart recorder. integrator. or computer. 
The agent penetration is determined by an average of the peak heights on the 
graph or by computer integration. for each exercise except the grimace exercise. 
Integrators or computers that calculate the actual test agent penetration into the 
respirator for each exercise will also be considered to meet the requirements of the 
average peak penetration method. 

• Maximum peak penetration method means the method of determining test agent 
penetration in the respirator as determined by strip chart recordings of the test. The 
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highest peak penetration for a given exercise is taken to be representative of 
average penetration into the respirator for that exercise. 

• Integration by calculation of the area under the individual peak for each exercise 
except the grimace exercise. This includes computerized integration. 

• The calculation of the overall fit factor using individual exercise fit factors involves 
first converting the exercise fit factors to penetration values. determining the 
average. and then converting that result back to a fit factor. This procedure is 
described in the following equation: 

Where ff1. ff2. ff3. etc. are the fit factors for exercises 1. 2. 3. etc. 

(9)The test subject shall not be permitted to wear a half mask or quarter facepiece respirator 
unless a minimum fit factor of 100 is obtained. or a full facepiece respirator unless a 
minimum fit factor of 500 is obtained. 

( 10) Filters used for quantitative fit testing shall be replaced whenever increased breathing 
resistance is encountered. or when the test agent has altered the integrity of the filter 
media. 

3. Ambient Aerosol Condensation Nuclei Counter (CNC) Quantitative Fit Testing Protocol 

The ambient aerosol condensation nuclei counter ( CNC) quantitative fit testing 

( Portacount rM ) protocol quantitatively fit tests respirators with the use of a probe. The probed 
respirator is only used for quantitative fit tests. A probed respirator has a special sampling device. 
installed on the respirator. that allows the probe to sample the air from inside the mask. A probed 
respirator is required for each make, style, model. and size that the employer uses and can be 
obtained from the respirator manufacturer or distributor. The CNC instrument manufacturer. TSI 
Inc .. also provides probe attachments (TSI sampling adapters) that permit fit testing in an 
employee's own respirator. A minimum fit factor pass level of at least 100 is necessary for a half­
mask respirator and a minimum fit factor pass level of at least 500 is required for a full facepiece 
negative pressure respirator. The entire screening and testing procedure shall be explained to the 
test subject prior to the conduct of the screening test. 

a. Portacount Fit Test Requirements 

( 1 ) Check the respirator to make sure the sampling probe and line are properly attached to the 
facepiece and that the respirator is fitted with a particulate filter capable of preventing 
significant penetration by the ambient particles used for the fit test (e.g .. NIOSH 42 CFR 84 
series 100. series 99. or series 95 particulate filter) per manufacturer's instruction. 

( 2) Instruct the person to be tested to don the respirator for five minutes before the fit test starts. 
This purges the ambient particles trapped inside the respirator and permits the wearer to 
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make certain the respirator is comfortable. This individual shall already have been trained on 
how to wear the respirator properly. 

(3)Check the following conditions for the adequacy of the respirator tit: Chin properly placed; 
Adequate strap tension, not overly tightened; Fit across nose bridge: Respirator of proper 
size to span distance from nose to chin: Tendency of the respirator to slip; Self-observation 
in a mirror to evaluate tit and respirator position. 

( 4) Have the person wearing the respirator do a user seal check. If leakage is detected. 
determine the cause. If leakage is from a poorly fitting facepiece. try another size of the 
same model respirator. or another model of respirator. 

( 5) Follow the manufacturer's instructions for operating the Porta count and proceed with the 
test. 

(6) The test subject shall be instructed to perform the exercises in Section A #14 of this 
appendix. 

(7) After the test exercises. the test subject shall be questioned by the test conductor regarding 
the comfort of the respirator upon completion of the protocol. If it has become unacceptable. 
another model of respirator shall be tried. 

b. Porta count Test Instrument 

( 1 ) The Porta count will automatically stop and calculate the overall tit factor for the entire set 
of exercises. The overall tit factor is what counts. The Pass or Fail message will indicate 
whether or not the test was successful. If the test was a Pass. the fit test is over. 

(2) Since the pass or fail criterion of the Portacount is user programmable. the test operator 
shall ensure that the pass or fail criterion meet the requirements for minimum respirator 
performance in this Appendix. 

NOTE: A record of the test needs to be kept on tile. assuming the tit test was successful. 
The record must contain the test subject's name: overall tit factor: make. model. 
style. and size of respirator used; and date tested. 

4. Controlled Negative Pressure (CI\JP) Quantitative Fit Testing Protocol 

The CI\JP protocol provides an alternative to aerosol tit test methods. The CI\JP tit test method 
technology is based on exhausting air from a temporarily sealed respirator facepiece to generate 
and then maintain a constant negative pressure inside the facepiece. The rate of air exhaust is 
controlled so that a constant negative pressure is maintained in the respirator during the fit test. The 
level of pressure is selected to replicate the mean inspiratory pressure that causes leakage into the 
respirator under normal use conditions. Wth pressure held constant. air flow out of the respirator is 
equal to air flow into the respirator. Therefore. measurement of the exhaust stream that is required 
to hold the pressure in the temporarily sealed respirator constant yields a direct measure of leakage 
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air flow into the respirator. The CNP fit test method measures leak rates through the facepiece as a 
method for determining the facepiece fit for negative pressure respirators. The CNP instrument 
manufacturer Dynatech Nevada also provides attachments (sampling manifolds) that replace the 
filter cartridges to permit fit testing in an employee's own respirator. To perform the test. the test 
subject closes his or her mouth and holds his/her breath. after which an air pump removes air from 
the respirator facepiece at a pre-selected constant pressure. The facepiece fit is expressed as the 
leak rate through the facepiece. expressed as milliliters per minute. The quality and validity of the 
CNP fit tests are determined by the degree to which the in-mask pressure tracks the test pressure 
during the system measurement time of approximately five seconds. Instantaneous feedback in the 
form of a real-time pressure trace of the in-mask pressure is provided and used to determine test 
validity and quality. A minimum fit factor pass level of 1 00 is necessary for a half-mask respirator 
and a minimum fit factor of at least 500 is required for a full facepiece respirator. The entire 
screening and testing procedure shall be explained to the test subject prior to the conduct of the 
screening test. 

a. CNP Fit Test Requirements 

( 1) The instrument shall have a non-adjustable test pressure of 15.0 mm water pressure. 

(2) The CNP system defaults selected for test pressure shall be set at -15 mm of water (-0.58 
inches of water) and the modeled inspiratory flow rate shall be 53.8 liters per minute for 
performing fit tests. 

NOTE: CNP systems have built-in capability to conduct fit testing that is specific to unique 
work rate, mask. and gender situations that might apply in a specific workplace. 
Use of system default values. which were selected to represent respirator wear 
with medium cartridge resistance at a low-moderate work rate. will allow inter- test 
comparison of the respirator fit.) 

( 3) The individual who conducts the CNP fit testing shall be thoroughly trained to perform the 
test. 

( 4) The respirator filter or cartridge needs to be replaced with the CN P test manifold. The 
inhalation valve downstream from the manifold either needs to be temporarily removed or 
propped open. 

(5) The test subject shall be trained to hold his or her breath for at least 20 seconds. 

(6) The test subject shall don the test respirator without any assistance from the individual who 
conducts the CNP fit test. 

(7) The QNFT protocol shall be followed according to Section C #1 of this appendix with an 
exception for the CNP test exercises. 

b. CNP Test Exercises 
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( 1) Normal breathing. In a normal standing position. without talking. the subject shall breathe 
normally for 1 minute. After the normal breathing exercise. the subject needs to hold head 
straight ahead and hold his or her breath for 10 seconds during the test measurement. 

(2) Deep breathing. In a normal standing position. the subject shall breathe slowly and deeply 
for 1 minute. being careful not to hyperventilate. After the deep breathing exercise. the 
subject shall hold his or her head straight ahead and hold his or her breath for 10 seconds 
during test measurement. 

(3) Turning head side to side. Standing in place. the subject shall slowly turn his or her head 
from side to side between the extreme positions on each side for 1 minute. The head shall 
be held at each extreme momentarily so the subject can inhale at each side. After the 
turning head side to side exercise. the subject needs to hold head full left and hold his or 
her breath for 10 seconds during test measurement. Next. the subject needs to hold head 
full right and hold his or her breath for 1 0 seconds during test measurement. 

(4) Moving head up and down. Standing in place. the subject shall slowly move his or her head 
up and down for 1 minute. The subject shall be instructed to inhale in the up position (i.e .. 
when looking toward the ceiling). After the moving head up and down exercise. the subject 
shall hold his or her head full up and hold his or her breath for 10 seconds during test 
measurement. Next. the subject shall hold his or her head full down and hold his or her 
breath for 10 seconds during test measurement. 

(5) Talking. The subject shall talk out loud slowly and loud enough so as to be heard clearly by 
the test conductor. The subject can read from a prepared text such as the Rainbow 
Passage. count backward from 100, or recite a memorized poem or song for 1 minute. After 
the talking exercise. the subject shall hold his or her head straight ahead and hold his or her 
breath for 10 seconds during the test measurement. 

(6) Grimace. The test subject shall grimace by smiling or frowning for 15 seconds. 

(7) Bending Over. The test subject shall bend at the waist as if he or she were to touch his or 
her toes for 1 minute. Jogging in place shall be substituted for this exercise in those test 
environments such as shroud-type QNFT units that prohibit bending at the waist. After the 
bending over exercise. the subject shall hold his or her head straight ahead and hold his or 
her breath for 10 seconds during the test measurement. 

(8)Normal Breathing. The test subject shall remove and re-don the respirator wi1hin a one­
minute period. Then. in a normal standing position. without talking. the subject shall breathe 
normally for 1 minute. After the normal breathing exercise. the subject shall hold his or her 
head straight ahead and hold his or her breath for 1 0 seconds during the test measurement. 
After the test exercises. the test subject shall be questioned by the test conductor regarding 
the comfort of the respirator upon completion of the protocol. If it has become unacceptable. 
another model of a respirator shall be tried. 

c. CNP Test Instrument 
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(1) The test instrument shall have an effective audio warning device when the test subject fails to hold his or her breath during the 
test. The test shall be terminated whenever the test subject failed to hold his or her breath . The test subject may be refitted and 
retested. 

NOTE: A record of the test shall be kept on file. assuming the fit test was successful. The 
record must contain the test subject's name; overall fit factor; make. model. style 
and size of respirator used; and date tested. 

KELLOGG BROWN & ROOT 

QUALITATIVE RESPIRATOR FIT TEST 

NAME: _________________________________ TESTDATE: --------------

PROJECT#: EMPLOYEE#: ______ SOC. SEC#: 

TEST PROTOCOL: 0 IRRITANT FUME QoAMYL ACETATE 

0 SODIUM SACCHARIN D BITREX 

Qualitative Fit Testing Protocols shall follow Appendix A to §1910.134: Fit Testing Procedures 

RESPIRATOR SELECTION 

TEST DATA 

RESPIRATOR TYPE: 

MODEL & APPROVAL#: 

SIZE: 
SM. MED. 

D D 

SENSITIVITY TEST: D PASSED 

*One Size Fits All 

E. SMELL/TASTE OF AGENT DETECTED 

EXERCISE DURATION 

NORMAL BREATHING 1 MINUTE 

DEEP BREATING 1 MINUTE 
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D D 
D FAILED 

PASSED FAILED 
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SIDE TO SIDE MOVEMENT 1 MINUTE 

UP AND DOVY'N MOVEMENT 1 MINUTE 

TALKING {Rainbow Passage} 1 MINUTE 

JOGGING OR TOUCH TOES 1 MINUTE 

NORMAL BREATHING 1 MINUTE 

EMPLOYEE SKILLS DEMONSTRATION: 

0 Employee demonstrated how to inspect, put on and remove, use, and check the seal on the 
respirator. 

REMARKS: 

SIGNATURE OF TESTER: ____________________ _ 

EMPLOYEE SIGNATURE: 
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APPENDIX H: RESPIRATOR PROGRAM EVALUATION CHECKLIST 

Evaluator's Name: ------------Position:---------

Evaluator's Signature: ----------- Date: 

A. Program Administration 

(1) Is there a written program which acknowledges employer 
responsibility for providing a safe and healthful workplace, and assigns program 
responsibility, accountability, and authority? 

(2) Is program responsibility vested in one individual who is 
kno\lv'ledgeable and who can coordinate all aspects of the program at the job 
site? 

__ (3) Can feasible engineering controls or work practices eliminate the need for respirators? 

___ (4) Are there written procedures/statements covering the various aspects of the 
respirator program, including: 

___ designation of an administrator; 

___ site specific procedures; 

___ respirator selection; 

___ purchase of approved equipment; 

___ medical aspects of respirator usage; 

___ issuance of equipment; 

___ fitting; 

___ training; 

___ maintenance, storage, and repair; 

___ inspection; 

___ use under special conditions; and 

work area under surveillance? ---
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B. Program Operation 

(1) Respiratory protective equipment selection 

___ Are work area conditions and worker exposures properly surveyed? 

___ Are respirators selected on the basis of hazards to which the worker is exposed? 

___ Are respirators selected based upon the concentration and contaminant type? 

___ Are selections made by individuals knowledgeable of proper selection 
procedures? 

___ (2) Are only approved respirators purchased and used; do they provide adequate 
protection for the specific hazard and concentration of the contaminate? 

___ (3) Has a medical evaluation of the prospective user been made to determine 
physical and psychological ability to wear the selected respiratory protective equipment? 

___ (4) Where practical, have respirators been issued to the users for their exclusive 
use, and are there records covering issuance? 

___ (5) Respiratory protective equipment fitting 

Are the users given the opportunity to try on several respirators to determine 
whether the respirator they will subsequently be wearing is the best fitting one? 

Are the users fit tested at least on an annual basis using the protocols and 
procedures in 29 CFR 191 0.134? 

___ Are those users who require corrective lenses properly fitted? 

___ Is the facepiece-to-face seal tested in a test atmosphere? 

Are workers prohibited from entering contaminated work areas when they have 
facial hair or other characteristics that prohibit the use of tight-fitting face-pieces? 

(6) Respirator use in the work area 

___ Are respirators being worn correctly (i.e., head covering over respirator straps)? 

Are respirator users performing a 'user seal check' each time they put on a 
respirator? 
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(7) Maintenance of respiratory protectrve equipment 

Cleaning and Disinfecting 

Are respirators cleaned and disinfected after each use when different people use 
the same device, or as frequently as necessary for devices issued to individual users? 

___ Are proper methods of cleaning and disinfecting utilized? 

Storage 

Are respirators stored in a manner so as to protect them from dust, sunlight, heat, 
excessive cold or moisture, or damaging chemicals? 

Are respirators stored properly in a storage facility so as to prevent deformation of 
the facepiece and exhalation valve? 

Is storage in lockers and tool boxes permitted only if the respirator is in a carrying 
case or carton? 

Inspection 

___ Are respirators inspected before and after each use and during cleaning? 

___ Are qualified individuals/users instructed in inspection techniques? 

Is respiratory protective equipment designated as "emergency use" inspected at 
least monthly (in addition to checking proper function before and after each use)? 

Is a record kept of the inspection of "emergency use" respiratory protective 
equipment? 

Repair 

___ Are replacement parts used in repair those of the manufacturer of the respirator? 

___ Are repairs made by manufacturers or manufacturer-trained individuals? 

(8) Special Use Conditions 

Is a procedure developed for respiratory protective equipment usage in atmo­
spheres immediately dangerous to life or health? 

Is a procedure developed for equipment usage for entry into confined spaces? 
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(9) Training 

___ Are users trained in proper respirator use, cleaning, and inspection? 

___ Are users trained in the basis for selection of respirators? 

Are users evaluated, using competency-based evaluation, before and after 
training? 

___ Are users trained on the site specific program? 

(1 0) Compressed Air Quality 

___ Is the air free of dusts, mists, and noxious gases? 

___ Are the sorbent beds and filters maintained and replaced? 

___ Are airline couplings incompatible with other gases? 

___ Is an automatic alarm or shut-off in place to prevent overheating? 

Is a carbon monoxide alarm in place, set at 10 ppm, and calibrated on a regular 
basis? 

(11) Fire Brigades 

Does the self-contained breathing apparatus (SCBAs) meet the requirements 
contained in 29 CFR 1910.134, previously certified under 30 CFR Part 11 or new 
certification under 42 CRR Part 84, and approved by NIOSH? 

Are only pressure-demand or other positive-pressure self-contained breathing 
apparatus shall be worn by fire brigade members performing interior structural fire fighting? 

Are respirators maintained for emergency situations inspected at least monthly 
and in accordance with the manufacturer's recommendations, and checked for proper 
function before and after each use? 

Are the negative pressure self-contained breathing apparatus with a rated service 
life of more than 2 hours and which have a minimum protection factor of 5,000, as 
determined by an acceptable quantitative fit test performed on each individual, for use only 
during those interior structural fire fighting situations for which no long duration breathing 
apparatus is necessary? 

(12) Employee assessment: 
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Consult employees, probably one or more from each job classification depending 
upon the number of respirator users. Any problems identified will be corrected 
or documented the appropriate action. Complete the following form. 
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EMPLOYEE ASSESSMENT 

Job Classification: ------------------------------------------------------------
Do the respirator(s) you use fit properly and provide adequate protection from the contaminates in the work 
environment? 

Is an appropriate assortment of respiratory protection provided based on the hazards the employees are 
exposed? 

Based on the work place conditions. is the proper respiratory protection being provided and used 
appropriately for the hazards encounter? 

Are the cleaning. disinfecting. inspection. and storage procedures adequate and being followed? 

Does the respirator cause difficulty breathing or fatigue during use? 

Does the respirator interfere with hearing. vision. communication. job performance. or restricts movement? 

Does wearing the respirator cause discomfort? -----------------------------------------

Does wearing the respirator cause skin irritation? ---------------------------------------

Additional comments -----------------------------------------------------------
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EMPLOYEE ASSESSMENT 

Job Classification: 

Do the respirator(s) you use fit properly and provide adequate protection from the contaminates in the work 
environment? 

Is an appropriate assortment of respiratory protection provided based on the hazards the employees are 
exposed? 

Based on the work place conditions. is the proper respiratory protection being provided and used 
appropriately for the hazards encounter?-----------------------

Are the cleaning. disinfecting. inspection. and storage procedures adequate and being followed? 

Does the respirator cause difficulty breathing or fatigue during use? 

Does the respirator interfere with hearing. vision. communication. job performance. or restricts movement? 

Does wearing the respirator cause discomfort? ---------------------

Does wearing the respirator cause skin irritation? 

Additional comments -------------------------------------------------------------
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I. JOB START-UP RESPIRATOR PROGRAM CHECKLIST 

A. Program Administrator 

__ Designate a program administrator to oversee the program (Project management or 
safety representative). 

__ Is the program administrator experienced to commensurate the complexity of the 
respirator program? If not, the program administrator must be trained. 

B. Obtain Programs and Standards 

__ Obtain a copy of the current OSHA Respiratory Protection Standard. 

Obtain a copy of the current written Respiratory Protection Program. 

Obtain a copy of the current Respiratory Protection Training Program. 

Obtain copy of any substance-specific standard(s) that apply, e.g., 
asbestos, benzene, lead. 

C. Identify Tasks and Respirator Users 

__ Identify tasks that will require respirator use. 

__ Identify the types of respirators that will be used and the quantity needed. 

__ Identify which employees will be required to wear a respirator 

Routine use 

Escape only 

Emergency use only 

Identify where the respirators will be purchased/rented (client's 
store, vendor)? 

__ Customize the respirator program to be site specific. (Fill in the 
appropriate information.) 

D. Medical Evaluation and Surveillance 

__ Identify a company approved Occupational Doctor through the Corporate Work 
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Injury Management. 

Identify and Respirator Medical Evaluation Questionnaire (RMEQ) Administrator. 

Have the RMEQ Administrator appointed by the Business Unit 
Manager, approved by the Corporate Medical Director, and sign a Medical Records 
Confidentiality Statement. 

Provide the physician or licensed health care professional with 
supplemental information form in Appendix E of the Respirator Program, a copy of 
the HSE Respiratory Protection Program, and the medical section of the 
Respiratory Protection Standard 29 CFR 1910.134. 

Provide a Respirator Medical Evaluation Questionnaire (RMEQ) to determine the 
employees ability to use a respirator, before the employee is fit tested or required to 
use a respirator in the workplace. 

Medical surveillance for substance-specific standard(s). 

E. Training 

Delegate person(s) responsible for conducting training for the employees. 
__ Train all employees that are required to wear a respirator. 

F. Fit Testing 

testing? 

Identify who will be fit testing the employees (our 
company, client, third party). 

Are the new respirator protocols and procedures being followed for fit 

G. Maintenance and Care 

Identify vvho will be responsible for cleaning and disinfecting respirators. 

Identify contractor or vendor to clean and disinfect respirators if necessary. 

Designate a storage areas for routine and emergency respirators. 

Identify a qualified person who has received training from the manufacture or can 
demonstrate they have skills to repair respirators to its original state of 
effectiveness. 
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RMEQ ADMINISTRATOR APPOINTMENT 

Due to the change in medical requirements in the new Respiratory Protection Standard 29 CFR 1910.134 and by the Halliburton Medical Director, 
Respirator Medical Evaluation Questionnaires (RMEQ) will need to be administered on a routine basis. Since we do not have the staffing to 
process all of these questionnaires in a timely manner, appointing a RMEQ Administrator can speed up the approval process of the questionnaires 

The RMEQ Administrator is an individual that will administer and review the medical questionnaires for 
respirator users at a designated facility. If an employee needs further medical evaluations. it will be 
determined by the Physician or other licensed health care professional (PLHCP). Corporate Medical 
Surveillance Nurse. or site nurse. 

1. Business unit manager or designated representative identifies personnel to become an RMEQ 
Administrator. (If a business unit chooses. the prospective RMEQ Administrator may contact the 
business unit manager or designated representative.) 

2. An email must be sent to the Corporate Medical Surveillance Nurse Linda Alexander by the business 
unit manager or designated representative requesting that an individual be appointed as an RMEQ 
Administrator. Must include the individual's name, phone number, email address or mailing address. 
job site(s) or areas this person will administer and review questionnaires. 

3. The Corporate Medical Surveillance Nurse Linda Alexander will email or mail the Medical Records 
Confidentiality Statement to the prospective RMEQ Administrator. 

4. The prospective RMEQ Administrator will read and sign the Medical Records Confidentiality Statement. 
This will be mailed directly to the Corporate Medical Surveillance Nurse: 

LINDA ALEXANDER 

4100 Clinton Drive 

Bldg. 3. Room 125E 

Houston. TX 77020-6299 

Linda .Aiexander2. Halliburton .com 

713-676-5965 

5. Corporate Medical Director will approve or disapprove the prospective RMEQ Administrator. 

6. The approved RMEQ Administrator will be added to the approved list of RMEQ Administrator. 

7. The RMEQ Administrator's Medical Records Confidentiality Statement will be filed and kept at the 
Corporate Office. 

MEDICAL RECORDS CONFIDENTIALITY STATEMENT 
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Employee medical records are records concerning the health status of an employee which is made 
or maintained by a physician, nurse. other health care personnel. technician. or Respirator Medical 
Evaluation Questionnaire (RMEQ) Administrator. including: 

• Medical and employment questionnaires or histories (including job description and 
occupational exposures), 

• The results of medical examinations (pre-employment, pre-assignment, periodic, or 
episodic) and laboratory tests ( including chest and other X-ray examinations taken for 
the purposes of establishing a base-line or detecting occupational illness, and all 
biological monitoring not defined as an "employee exposure record"), 

• Medical opinions, diagnoses, progress notes, and recommendations, 

• Descriptions of treatments and prescriptions, and 

• Employee medical complaints. 

I. understand that all medical 

(state name) 

records are confidential. I am personally responsible for keeping all the 

medical and personal information confidential and will be held accountable if 

confidentiality is breached. 

Signature Date 
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ADMINISTRATION OF RESPIRATOR MEDICAL EVALUATION QUESTIONAIRE (RMEQ) 

1. RMEQ Administrator is appointed, signs a Medical Records Confidentiality Statement. and is approved by the 
Corporate Medical Director. Refer to the "RMEQ Administrator Appointment'' document for more detailed 
information. 

2. The RMEQ shall be administered by a designated RMEQ Administrator. This shall be done on a routine basis 
and more often if necessary as specified in the Halliburton HSE Respiratory Protection Program. 

3. The RMEQ Administrator can obtain a copy of the RMEQ in the Halliburton HSE Respiratory Protection Program 
in Appendix D or by ordering Form #13234 from the Forms Department at 713-67&3116. Use the revised RMEQ 
3/99. 

4. The employee is to complete the RMEQ. It should be forwarded directly to the RMEQ Administrator and 
reviewed. 

5. The RMEQ Administrator will ensure that all of the appropriate questions are completed. The RMEQ 
Administrator will check to see if there are any ''yes" answered in the 3rd column of the RMEQ. 

6. If there are not any ''yes" answers in the 3rd column of the RMEQ, then the employee is medically approved to 
wear a Halliburton Physical Examination Record (Form# 13214}. The forms can be obtained from the Forms 
Department at 713-676-3116. 

7. If there are any "yes" answers. the questionnaires need to be forwarded to the Corporate Medical Staff (if a site 
nurse is not assessable) or outside Physician or Licensed Health Care Professional (PLHCP). They will further 
assess the medical condition and possibly require medical tests. Also. they will determine if the employee is 
medically approved to wear a respirator and if there are any medical restrictions of the employee at this time. 
Then the RMEQ Administrator will complete the (Fit for Duty form) "Respirator Approval Section" of the 
Halliburton Physical Examination Record (Form# 13214} ifthe employee is determined medically approved. 

Linda Alexander Phone: 713-676-5965 

Corporate Medical Surveillance Nurse Fax: 713-67&8158 

Linda.Aiexander2.Halliburton.com 

4100 Clinton Drive 

Bldg. 3, Rm. 125E 

Houston. TX 77020-6200 

James Webber Phone: 713-67&3591 

Corporate Medic Fax: 713-676-4428 

James.Webber@Halliburton.com 

4100 Clinton Drive 
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Bldg. 19, Rm. 111 

Houston. TX 77020-6299 

NOTE: Further medical evaluations are required for substance-specific standards. 
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A PURPOSE 

This procedure covers the requirements that contractors must follow. as a minimum when handling 
asbestos-containing materials. 

B. REFERENCES 

Company and legal requirements are contained in the following: 

29 CFR 1926.58 "OSHA Construction Standards" (for asbestos) 

40 CFR 61 SUBPART M "1\Jational Emissions standards for Hazardous Air Pollutants-Asbestos" 

C. DEFINITIONS 

1. ACMs 

Asbestos-containing materials. The most common types of asbestos found in industrial settings are 
chrysotile (white asbestos). amosite (brown asbestos). crocidolite (blue asbestos). tremolite asbestos. 
anthophyllite asbestos. and actinolite asbestos. 

2. Asbestos Contractor 

An asbestos abatement firm that has been licensed by the South Carolina Department of Health and 
Environmental Control (DHEC). 

3. Friable Asbestos 

Any material that contains more than 1% asbestos by weight and can be crumbled. pulverized or 
reduced to powder by hand pressure when dry. 

4. Permissible Exposure Limit (PEL) 

The 8 hour. time-weighted average (TWA) concentration of airborne asbestos fibers to which a worker 
may be exposed. The PEL for asbestos is 0.2 fibers per cubic centimeter of air. 

5. 1\JESHAP Project 

A project that entails renovating. demolishing or encapsulating friable or nonfriable ACM that has a 
high probability of being reduced to a dust or powder. in amounts greater than 260 linear feet or 160 
square feet and which requires a written report to be sent to DHEC. 

6. Action Level 

An airborne concentration of asbestos of 0.1 fibers/cc calculated on an 8 hour. time-weighted average. 

7. Regulated Area 

An area where exposures to asbestos fibers may exceed the permissible exposure limit. 

8. Competent Person 
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A person who has been properly trained in the provisions of 40 CFR 61 and has the authority to take 
prompt corrective action including shutting down the job. Asbestos Contractors shall provide their own 
"competent" person. 

9. Transite 

Calcium silicate board which contains bound asbestos fibers that are generally considered nonfriable. 
Transite is often used for exterior walls. roofs. and some interior walls. 

10. High Efficiency Particulate Air ( HEPA) Filter 

A filter capable of trapping 99.97% of all particles of 0.3 micrometers in diameter or larger. 

11. Demolition 

The wrecking or removal of any load-supporting structural member and any related razing. removing or 
stripping of asbestos. Before a structure can be demolished. all ACM must be removed. 

12. Renovation 

Renovation includes the removal of ACM from equipment and piping for repairs or reinsulation not 
related to dismantling of equipment. 

13. Small-Scale. Short Duration Job 

A job that involves maintenance or renovation tasks where the following occurs: 

a. The removal of ACM is not the primary goal of this job (e.g .. repairing a leak which entails the 
removal of asbestos containing insulation on pipes or installing electrical conduit which must be 
fastened to transite. etc.). 

b. Employee exposures to asbestos can be kept below the action level (0.1 fibers/cc) by using worker 
isolation techniques. such as glove bags. 

c. The amount of ACM removed is less than 10 square feet or 20 linear feet. 

NOTE: A small-scale short duration job excludes a series of small-scale jobs. which if performed at 
one time would result in a large-scale removal. 

D. GENERAL 

1. BRS Policy 

a. Only non-asbestos insulation and materials will be installed. Existing insulation. transite. ceiling tile 
or floor tile that has been identified as ACM and is deteriorating shall be either removed or 
encapsulated. 
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b. Only certified. registered asbestos contractors shall be used for removing. covering or renovating 
ACM. 

c. BRS personnel may work on non-friable materials such as gaskets. or in certain situations transite. 
as long as no asbestos dust is generated. 

d. Spills of ACM must be cleaned up immediately by wetting the material and placing it in plastic bags 
for disposal as a hazardous waste. A HEPA cartridge respirator. gloves and disposable coveralls 
must be worn during clean up. If windy conditions exist at the time. goggles should also be worn. 

2. Hazards of Asbestos 

a. Asbestos is primarily an inhalation hazard. VVhen asbestos fibers become imbedded in the lungs 
over time, asbestosis can result. Lung cancer and other lung diseases can develop later. as long 
as 10 to 30 years after exposure. 

b. Smoking increases the risk of lung cancer in workers who have been exposed to asbestos. 

3. Medical Surveillance for Company Employees 

a. Employees who have been exposed to asbestos above the action level for thirty or more days a 
year are offered asbestos examinations by a Company-authorized physician for the duration of 
their employment. The HSE Department maintains the list of employees who are eligible to receive 
these exams. 

b. Employees on this list who leave the Company or who will no longer have any exposure to 
asbestos. will be offered an asbestos examination if it has been more than 12 months since their 
last exam. Examinations will be given within 30 days of the employee's retirement. termination or 
change in work assignment. 

c. The Company shall obtain a written statement from the examining physician that he/she has 
advised the employee of the increased risk of lung cancer attributable to the combined effect of 
smoking and asbestos exposure. 

d. Exposure and medical records must be made available to affected employees for examining and 
copying. or to anyone else with the employee's written consent. 

e. Employee medical records are maintained by the Company for the duration of employment plus 30 
years. 

4. Facility Inspection and Testing 

a. Prior to demolition or renovation. the facility or equipment must be inspected for asbestos 
containing materials (both friable and non-friable ACM). 

b. The inspection should be made by an accredited inspector or "competent" person. 
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c. If a material is suspected of containing ACM. a sample should be removed and tested as follows: 

( 1 ) Place the sample in a small plastic bag which must be sealed and labeled with the date and 
location where the sample was taken. 

(2) Give the sample to the HSE Department who will arrange to have it tested by an environmental 
testing lab. 

5. ACM Needing Repair or Removal 

Any ACM that is deteriorating and could fall off or disintegrate due to weather or other force must be 
removed or encapsulated. 

E. NOTIFICATION REQUIREMENTS 

1. General 

a. Written notification must be submitted to the BRS Corporate HSE Office before the following work 
can begin: 

( 1 ) Any demolition project where ACM material is know to be present. 

(2) A NESHAP Project. 

(3) A renovation where the amount of ACM to be removed or disturbed is at least 160 sq. ft. or 260 
linear feet. 

b. Written notification to Corporate HSE may be required on smaller asbestos jobs on a case by case 
basis. 

c. Minor projects for which individual notifications are not submitted must be reported to Corporate 
HSE on a quarterly basis. 

d. The asbestos contractor is responsible for filing all legally required reports for asbestos removal. 
shipment and disposal and providing a copy to the Company Representative. 

2. Initial Notification 

Prior to the anticipated start of the job. the Contractor must submit an ASBESTOS REMOVAL 
NOTIFICATION FORM to Corporate HSE. 

a. The notification must be postmarked or hand-delivered 1 0 working days prior to any demolition 
activity. 

b. Documents relating to asbestos activity cannot be faxed. 
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c. The Corporate HSE office must be notified by telephone when the asbestos removal phase of the 
project is to begin. 

F. COMPANY REPRESENTATIVE'S RESPONSIBILITIES 

1. Prior to Start of Project 

a. Ensure that the facility or equipment has been inspected to determine the amount. if any. of ACM 
present. 

b. Indicate to the Contractor when asbestos exposure could be associated with the project. 

c. Reach agreement with the Contractor whether the job meets the criteria for a small scale. short 
duration job exemption or whether a regulated area with all its restrictions will be required. 

d. Determine whether the Contractor has sufficient results rrom previous asbestos exposure 
monitoring during similar jobs. If not. the workers' exposures will have to be treated as if they 
exceed the PEL. A regulated area must be established and daily exposure monitoring will be 
required. 

2. During the Project 

a. Ensure the contractor has a "competent" person on-site. when it is required. who is capable of 
performing or supervising the duties listed in 29 CFR 1926.58 (e) (6) (ii). 

b. Audit the contractor's work to ensure compliance with applicable regulations. The audit is 
particularly important if this is the Contractor's first ACM removal job for BRS. 

c. If the Contractor is found not to be complying with the asbestos standards. work should be stopped 
until the situation is remedied. 

3. Disposal of ACM 

The Company Representative shall make sure the ACM waste is disposed of at an approved disposal 
site. 

G. ASBESTOS CONTRACTOR'S RESPONSIBILITIES 

1. Regulatory Compliance 

The Asbestos Contractor shall do the following: 

a. Comply with all applicable federal and state asbestos regulations. The key requirements are 
contained in the following: 

(1) OSHA Construction Standard for Asbestos 29 CFR 1926.58. 
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(2) EPA- National Emission Standards for Hazardous Air Pollutants-Asbestos (NESHAPS) 40 
CFR 61 Subpart M. 

b. Furnish proof of license. registration. certifications. permits. insurance. bonds. etc .. which are 
required by BRS. 

c. Provide a properly trained "competent" person when required. This person must remain at the job 
site whenever asbestos work is being performed if exposures to workers can exceed the PEL. The 
"competent" person must be able to do the following: 

( 1 ) Conduct or supervise asbestos monitoring and to ensure engineering controls are functioning 
properly. 

(2) Have the authority to take prompt corrective action including shutting down the job. 

d. Have a foreman on-site during a NESHAP Project who understands applicable federal and state 
asbestos regulations. The foreman and the "competent" person may be the same person. 

e. Be responsible for reporting his/her asbestos-related work to the responsible government agencies 
as required. 

2. Exposure Monitoring Results 

The Asbestos Contractor must make the results from previous exposure monitoring of a similar type 
job available for review by the Company Representative when requested. 

3. Medical Surveillance 

The Asbestos Contractor is required to provide asbestos examinations for his/her workers who handle 
ACMs. 

4. Notifying Workers 

Before starting an ACM removal job. all workers in the area must be advised that ACM removal will be 
taking place and the area should be avoided. If ACM is to be removed anywhere in an office. all 
personnel must be advised beforehand. 

5. Work Practices 

The Contractor must ensure his/her workers follow the procedures for removing ACM and that 
exposure monitoring is conducted as required and agreed to by the Company Representative. 

H. ASBESTOS WORK PRACTICES 

1. Regulated Area 
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a. The Asbestos Contractor must establish a regulated area wherever exposures to asbestos are 
likely to exceed the PEL. Access to this regulated area must be restricted by asbestos warning 
tape and warning signs. 

b. Special work procedures. protective work clothing and respirators with HEPA filters are required in 
restricted areas. Eating. drinking. smoking and chewing gum or tobacco are prohibited inside the 
regulated area. 

c. Only authorized personnel may enter the regulated area. They must wear an approved respirator 
and the proper protective equipment. 

2. Hygiene Facilities and Practices 

a. On large jobs the Contractor shall provide clean change areas for the workers who are required to 
work in a regulated area. Contaminated clothing must be removed and tools and other equipment 
decontaminated before they are removed from the regulated area. 

b. Workers involved in small-scale. short duration jobs can clean their work clothing using a HEPA 
vacuum before leaving the regulated area in lieu of using a change room. then change and shower 
elsewhere. 

3. Negative Pressure Enclosure 

V\klere exposures to nearby workers not involved in removal of the ACM can exceed the PEL. the 
Contractor must encapsulate the job in a negative pressure enclosure whenever it is feasible to keep 
ACM from blowing or falling into other work areas. 

4. Respiratory Protection 

Half-mask cartridge respirators with HEPA filters are required. Disposable dust masks are not 
permitted. All contractor workers must have medical clearance to wear respirators and must have 
been tit-tested and trained semi-annually in their use. 

5. Exposure Monitoring 

a. The Asbestos Contractor must conduct worker exposure monitoring unless he/she has sufficient 
results of monitoring from similar jobs that were done within the last six months which are 
satisfactory to the Company. 

b. A regulated area must be monitored before removal starts. while removal is taking place and after 
it has been completed and the area cleaned up. The regulated area enclosure cannot be removed 
until test results indicate asbestos levels are below 0.2 tibers/cc. 

c. Results of all exposure monitoring shall be maintained by the Contractor and provided to a 
Company Representative on request. 
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6. Removal Procedure 

a. Uncovered ACM must be kept wet with water or an encapsulating type spray at the start of the 
removal process and while it is being removed. 

b. ACM removal should be avoided during high wind conditions. If work cannot be avoided. 
enclosures should be used to contain the ACM and isolate it from the wind. 

c. All edges on remaining insulation shall be sealed at the end of each day while the job progresses 
and when the job is complete. 

7. Glove Bags 

Small-scale. short duration jobs (as defined in Section 3.13) can be done using glove bags which will 
contain the ACM and reduce worker exposure. When glove bags are used the following are not 
required: 

a. A negative pressure enclosure. 

b. A "competent" person on the job. 

c. Exposure monitoring. 

8. Handling Transite 

Routine handling of transite does not require special precautions because it is considered non-friable. 
If transite must be drilled. sawed. cut or sanded and it cannot be kept wet. the job needs to be done as 
an asbestos job and all the requirements for handling ACM shall apply. 

9. Housekeeping 

The following housekeeping requirements must be followed to control dust and minimize personnel 
exposure. 

a. All surfaces must be kept as free as possible of asbestos dust and waste. 

b. Plastic sheeting should be placed on gravel. dirt or carpeting below an ACM removal job to 
facilitate cleanup. 

c. All spills of ACM must be cleaned up as soon as possible. Sweeping should not be allowed unless 
the material is wetted. 

d. When vacuuming, vacuums equipped with HEPA filters must be used so the ACM can be handled 
without generating dust. 

e. Compressed air must never be used for cleaning up an asbestos spill. 
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f. Under no circumstances should ACM waste or water containing ACM be washed into a drain. 

10. Disposal and Transportation of ACM 

a. ACM waste. including used asbestos gaskets. must be kept wet and immediately collected and 
placed in plastic bags that are at least 6 mils thick. Bags must be labeled with an asbestos warning 
label (see attachment). 

b. All containers or bags of ACM must be labeled with the name and the address of the generator. 

c. Transportation and disposal of ACM shall be coordinated by the Asbestos Contractor. ACM must 
be sent to a Chevron selected disposal site. 

d. An Asbestos Osposal Manifest supplied by the disposal contractor must accompany each waste 
shipment. 
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A SECllON I. 

1. Purpose and distribution 

This document is the written compliance program for construction activities performed by the 
Company at this project worksite, which may involve employee exposure to lead in excess of the 
OSHA P.E.L. It has been prepared in accordance with the OSHA standard titled Occupational 
Exposure to Lead in Construction. 

This Written Program must be furnished upon request for examination and copying to affected 
employees and their designated representatives. and to representatives of OSHA and NIOSH. 

This document must be revised and updated at least every six months to reflect the current status 
of the program. 

B. SECllON II. 

1. 

2. 

3. 

1. Competent Person Designation 

a. At least one individual per job site must be designated as a "competent person" as defined in 
the standard. These individuals: 

( 1) Must frequently and regularly inspect job sites. materials. and equipment and 

(2) Must be capable of identifying existing and predictable lead hazards in the surroundings or 
working conditions: and 

(3) Must have the authorization to take prompt corrective measures to eliminate existing and 
predictable lead hazards in the surroundings or working conditions. 

The Competent Person(s) for this Job Site are: 

Full Name Job Title Work Phone 

I Part D - Lead Abatement Plan Page 1 of 5 



~ 
Brown & Root Services 

A Division of Kellogg Brown & Root 

Accident Prevention Plan 
Section 12- Required Plans (Programs. Procedures) 

Task Order 31 
Part D- Lead Abatement Plan 

C. SECTION Ill. 

1. Interim Exposure Controls 

a. Interim Controls 

Interim Exposure Controls (see Table 1. next page) are used pending the completion of 
Halliburton's Lead Exposure Control Assessment program (see below). Specific exposure 
controls are described for each construction task in the following Tab Sections. 

b. Lead Exposure Assessment Program 

Halliburton's Lead Exposure Assessment Program is designed to provide employee lead 
exposure data for construction tasks. This program involves collection of task-specific. full-shift 
exposure monitoring began in June 1993. and will continue to until sufficient data are gathered 
for each construction task. Exposure monitoring conducted during the 12-month period prior to 
June 1993 will also be used for this purpose. 

The program is being conducted under the direction of Certified Industrial Hygienists in the 
Halliburton Shared Services. HSE Houston Texas. 

When sufficient exposure data are available for the various tasks described in the 
corresponding Tab Sections. Exposure controls for the task will be changed as appropriate. 

The Lead Exposure Control Assessment program is a process for continuous improvement. 
When sufficient exposure data are available for the various tasks described in the following 
Tab sections. 

Additional and more specific information related to exposure controls at this project are located 
in Section IV of this Written Compliance Program. Related information for specific operations is 
in the binder at the end of each Tab section. 
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TABLE L INTERilVI EXPOSlJRE CONTROLS 
Task-specific, minimum protective equipment for employees dming the "E:xvosure Assessment" petiod. 

T A S K 

Manual demolition, where lead-containing 
coatings or paint are present 

Scraping, sanding, and heat gun 
applications, where lead-containing 
coatings or paint are present 

Cleaning with power tools having a dust 
collecticn system, where lead-containing 
coatings or paint are present 

Spray painting with lead-containing paint. 

Rivet busting, where lead-containing 
coatings or paint are present 

Cleaning with power tools NOT having a 
dust collection system, where lead­
containing coatings or paint are present 

Clean up of expended dry abrasive 
blasting materials used on structures with 
lead-containing coatings or paint. 

Moving or removing abrasive blasting 
enclosures, where lead-containing 

YOU HAVE DOCUJVIENTED EVIDENCE [AS REQUIRED BY 
~R.J:v..o._TI''-"'rJn(d)]. THAT EiviPLOYEE E:\.'POSURES ARE BELOW THE 

(30 ugilVL'\, 8-hrTWA), THE ElVIPLOYERlVIUST 
THE FOLL O\V1NG E:\.'POSURE CONTROLS DURING THE " IIIJ:asse,ssrrlent 

"v,or.<•n·o..,. ASSESSlVIENT" PERIOD 

air-purifying respirator 
with HEPA filters 

(full face mask if eye or 
skin initation develops) 

-- or--

Half-face, supplied-air 
respirator (demand mode) 

--or --

Powered, air-purifying 
respirator, if employee chooses 
PAPR over other allowed 

Full-face, air-purifying 
respirator, withHEPA filters 

--or-­
Tight-fitting PAPR 
with HEPA filters 

--or--
Full-face, supplied-air 

respirator (demand mode) 
-- or--

Half-face or full-face, 
supplied-air respirator 

(continuous flow mode) 
--or-­

Full-face SCBA 
(demand mode) 

o Personal Protective Clothing 
and Equipment in accordance 
with paragraph (g) 

Coveralls, or similar full-body 
work clothing 

Gloves, hats, and shoes or 
disposable shoe coverlets 

Face shields, vented goggles, or 
other appropriate protective 
clothing which complies with 
29 CFR 1910.133 

Any other protective equipment 
and work clothing required to 
prevent contamination of 
the employee and the employee's 
garments. 

o Clean Change Areas, in 
accordance with paragraph (i)(2) 

Separate storage facilities for work 
and street clothing and equipment. 

o Hand Washing Facilities, in 
accordance with paragraph (i)(5) 
and29CFR 192651(£) 

o Blood Tests, in accordanoe 
with paragraph (j )(1)(i) 

50ug/M3 

500ugJM3 

are blasted. 

tM~~~SS~ill@~&\i~~iz222#2122SEQ%i~TIESE21222E21222E212222~zlo Employee Training 

Half-face or full-face, 
supplied-air respirator 

(pressure demand or other 
positive-pressure mode) 

Hazard Communication for lead. 

Putpose, proper selection, fitting, 
use, and limitations of respirators. 

Safety training and education, in 
accordance with 29 CFR 1926.21 

2,500 ugJM3 



EXPOSURE 

GROUP 

EXPOSURE 

GROUP 1 

Exposures 

Less than the 

Action Level: 

30ugM3, 

8-hourTWA 

EXPOSURE 

GROUP 2 

Exposures 

at or above the 

Action Leve~ 

But less than 

The PEL: 

30 to 49 ugM3, 

8-hourTWA 

ADDITIONAL EXPOSURE 

DETERl.\IIINA TIONS REQUIRED 

Add!I:!Onal exposure assessments must be 

made whenever there has been a change of 

equtpment, process, control, or personnel, or 

a new task has been tntttated that may result 

111 addtttonal employees be111g exposed at or 

above the action level, or may result 111 

employees already exposed at or above the 

actton level bemg exposed at or above the PEL 

made whenever there has been a change of 

equtpment, process, control, or personnel, or 

a new task has been tntttated that may result 

111 addtttonal employees be111g exposed at or 

above the action level, or may result 111 

employees already exposed at or above the 

FREQUENCY OF 

FURTHER EXPOSURE 

DETERl.\IIINA TI ONS 

VVheneverchanges 

descnbed at left occur 

VVheneverchanges 

descnbed at left occur 

EMPLOYEE 

EXPOSURE 

NOTIF1CATIONS 

ReqUtred wtthm 5 

worl<mg days after 

the completion of 

the exposure 

detennmatton 

Requ1red w1thm 5 

worl<mg days after 

the cornp lett on of 

the exposure 

detennmatton 

OTHER 

REQUIREMENTS 

o A wntten record of the 1111tial negattve 

detenn111ation [paragraph ( d)(5)) 

o Resptratorsby request[para (f)(l)(tu)] 

o Housekeep111g [paragraph (h)) 

o Hand washmg facthttes [paragraph (t)(5)) 

o Employee tra111mg [paragraph (l)) 

o Recordkeep mg [paragraph (n)) 

o Obsetvatton ofmon1tormg [paragraph (o)) 

o Resptrators by request[ para (f)(l)(tu)] 

o Housekeep111g [paragraph (h)) 

o Hand washmg fac1httes [paragraph (•)(5)) 

o Medtcal Survetllance [paragraph (j )) 

o Medtcal Removal Protection [paragraph (k)) 

o Employee trammg [paragraph (l)) 

o Recordkeepmg [paragraph (n)] 

o Obsetvatton ofmonttormg [paragraph (o)) 



EXPOSURE 

GROUP 

EXPOSURE 

GROUP 3 

Exposures 

at or above the 

OSHA PEL: 

8-hourTWA 

ADDITIONAL EXPOSURE 

DETERJ.\JIINA TIONS REQUIRED 

action le~~el, or may result in 

emJ)Jo~•ees already exposed at or above the 

FREQUENCY OF 

FURTHER EXPOSURE 

DETERJ.\JIINATIONS 

Whenever changes 

described at left occur. 

EMPLOYEE 

EXPOSURE 

NOTIFICATIONS 

was at or above the PEL, 

and a description of the 

corrective action taken, 

or to be taken, to reduce 

exposures below the PEL 

OTHER 

REQUIREMENTS 

o Administrative Controls [paragraph (e)(4)) 

o Written Compliance Program [para. (e)(2)) 

o Respiratory Protection [paragraph (f)) 

o Personal Protective Equipment [para. (g)) 

o Housekeeping [paragraph (h)) 

o Clean Change Areas [paragraph (i)(2)) 

o Showers [paragraph (i)(3)) 

o Eating Facilities [paragraph (i)(4)) 

o Hand washing Facilities [paragraph (i)(5)) 

o Medical Surveillance [paragraph (j )) 

o Medical Removal Protection [paragraph (k)) 

o Employee training [paragraph(!)) 

o Warning Signs [paragraph (m)] 

o Recordkeeping [paragraph (n)] 
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A PURPOSE 

To establish a comprehensive system that protects employees from a wide variety of potential hazards 
while working in confined spaces. 

B. AFFECTS 

All confined spaces and all employees who may authorize entry. supervise. or monitor entrants and 
associated conditions. or enter into confined spaces. 

C. GENERAL 

1. A secondary function of the system is to formulate plans for emergency rescues of employees from 
various confined spaces in the event they would experience health problems that would prohibit 
unassisted egress from the confined space. 

2. The policies. procedures. responsibilities. and other information included in this document were 
compiled as general guidelines from which project management personnel. in conjunction with the 
client's detailed procedures. must develop a site-specific program. 

3. The written program shall be available for inspection by employees. 

4. Client Procedures and Permits 

a. When client-owned confined spaces are to be entered. client procedures can be followed and 
permits obtained if the client procedures provide employee protection equal to or greater than 
this procedure. 

D. DEFINITIONS 

1. ACCEPTABLE ENTRY CONDITIONS- The conditions that must exist in a permit space to allow 
entry and to ensure that employees involved with a permit-required confined space entry can safely 
enter into and work within the space. 

2. ATTENDANT - An individual stationed outside the permit space who monitors the authorized 
entrants and who performs all attendant's duties assigned in the employer's permit space program. 

3. AUTHORIZED ENTRANT - An employee who is authorized by the employer to enter a permit 
space. 

4. BLANKING or BLINDING- The absolute closure of a pipe. line. or duct by the fastening of a solid 
plate (such as a spectacle blind or a skillet blind) that completely covers the bore and that is 
capable of withstanding the maximum pressure of the pipe. line. or duct with no leakage beyond the 
plate. 

5. CONFINED SPACE- A space that: 
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a. Is large enough and so configured that an employee can bodily enter and perform assigned 
work. and 

b. has limited or restricted means for entry or exit (e.g .. tanks. vessels, silos. storage bins. 
hoppers. vaults. and pits are spaces that may have limited means of entry). and 

c. is not designed for continuous employee occupancy. 

6. DOUBLE BLOCK AND BLEED - The closure of a line. duct. or pipe by closing and locking or 
tagging two in-line valves and by opening and locking or tagging a drain or vent valve in the line 
between the two closed valves. 

7. EMERGENCY- Any occurrence (including any failure of hazard control or monitoring equipment) or 
event internal or external to the permit space that could endanger entrants. 

8. ENGULFMENT - The surrounding and effective capture of a person by a liquid or finely divided 
(flowable) solid substance that can be aspirated to cause death by filling or plugging the respiratory 
system or that can exert enough force on the body to cause death by strangulation. constriction. or 
crushing. 

9. ENTRY- The action by which a person passes through an opening into a permit-required confined 
space. Entry includes ensuring work activities in that space and is considered to have occurred as 
soon as any part of the entrant's body breaks the plane of an opening into the space. 

10. ENTRY PERMIT- The written or printed document (refer to as "PERMIT') that is provided by the 
employer to allow and control entry into a permit space and that contains the information in the 
Permit System portion of this procedure (refer to Paragraph D.23 ). 

11. ENTRY SUPERVISOR- The person (such as the employer. supervisor, or crew chief) responsible 
for determining if acceptable entry conditions are present at a permit space where entry is planned. 
for authorizing entry and overseeing entry operations. and for terminating entry. 

NOTE: 

a. An entry supervisor also may serve as an attendant or as an authorized entrant. as long as that 
person is trained and equipped as required by this procedure for each role he or she fills. 

b. Also, the duties of entry supervisor may be passed from one individual to another during the 
course of an entry operation providing that person has adequate training. 

12. HAZARDOUS ATMOSPHERE- An atmosphere that may expose employees to the risk of death. 
incapacitation. impairment of ability to self-rescue (i.e .. escape unaided from a permit space). injury. 
or acute illness from one or more of the following causes: 

a. Flammable gas. vapor. or mist in excess of 10% of its lower flammable limit (LFL). 
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b. Airborne combustible dust at a concentration that meets or exceeds its LFL [Note: This 
concentration may be approximated as a condition in which the dust obscures vision at a 
distance of 5 feet ( 1. 52 m) or less]. 

c. Atmospheric oxygen concentration below 19.5% or above 23.5%. 

d. Atmospheric concentration of any substance for which a dose or a permissible exposure limit 
published in G: Hazardous Control Measures. or in CFR-1910. Toxic and Hazardous 
Substances. of this part and which could result in employee exposure in excess of its dose or 
permissible exposure limit. [Note: An atmospheric concentration of any substance that is not 
capable of causing death. incapacitation. impairment of ability to self-rescue. injury. or acute 
illness due to its health effects is not covered by this provision]. 

e. Any other atmospheric condition that is immediately dangerous to life or health. [Note: For air 
contaminants for which OSHA has not determined a dose or permissible exposure limit. other 
sources of information, such as Material Safety Data Sheets that comply with 1he Hazard 
Communication Standard 1910.1200 of this part. published information. and internal documents 
can provide guidance in establishing acceptable atmospheric conditions]. 

13. HOT WORK PERMIT - The employer's written authorization to perform operations (e.g .. riveting. 
welding. cutting. burning. and heating) capable of providing a source of ignition. 

14. IMMEDIATELY DANGEROUS TO LIFE AND HEALTH (IDLH)- Any condition that poses an 
immediate or delayed threat to life or that would cause irreversible adverse health effects or that 
would interfere with an individual's ability to escape unaided from a permit space. [Note: Some 
materials (hydrogen fluoride gas and cadmium vapor. for example) may produce immediate 
transient effects or that. even if severe. may pass without medical attention. but are followed by 
sudden, possibly fatal collapse 12-72 hours after exposure. The victim "feels normal" from recovery 
from transient effects until collapse. Such materials in hazardous quantities are considered to be 
"immediately" dangerous to life and health]. 

15. INERTING - The displacement of the atmosphere in a permit space by a non combustible gas 
(such as nitrogen) to such an extent that the resulting atmosphere is non combustible. [Note: This 
procedure produces an IDLH oxygen-defident atmosphere]. 

16. ISOLATION - The process by which a permit space is removed from service and completely 
protected against the release of energy and material into the space by such means as: blanking or 
blinding: misaligning or removing sections of lines. pipes. or ducts: a double block and bleed 
system: lockout or tag out of all sources of energy: or blocking or disconnecting all mechanical 
linkages. 

17. LINE BREAKING - The intentional opening of a pipe. line. or duct that is or has been carrying 
flammable. corrosive. or toxic material. an inert gas. or any fluid at a volume. pressure. or 
temperature capable of causing injury. 
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18. NON-PERMIT CONFINED SPACE - A confined space that does not contain or. with respect to 
atmospheric hazards. have the potential to contain any hazard capable of causing death or serious 
physical harm. 

19. OXYGEN DEFICIENT ATMOSPHERE -An atmosphere containing less than 19.5% oxygen by 
volume. 

20. OXYGEN ENRICHED ATMOSPHERE- An atmosphere containing more than 23.5% oxygen by 
volume. 

21. PERMIT-REQUIRED CONFINED SPACE (PERMIT SPACE)- A confined space that has one or 
more of the following characteristics: 

a. Contains or has a potential to contain a hazardous atmosphere. 

b. Contains a material that has the potential for engulfing an entrant. 

c. Has an internal configuration such that an entrant could be trapped or asphyxiated by inwardly 
converging walls or by a floor which slopes downward and tapers to a smaller cross section. 

d. Contains any other recognized serious safety or health hazard. 

22. PERMIT-REQUIRED CONFINED SPACE PROGRAM - The employer's overall program for 
controlling. and where appropriate. for protecting employees from. permit space hazards and for 
regulating employee entry into permit spaces. 

23. PERMIT SYSTEM- The employer's written procedure for preparing and issuing permits for entry 
and for returning the permit space to service following termination of entry. 

24. PROHIBITED CONDITION - Any condition in a permit space that is not allowed by the permit 
during the period when entry is authorized. 

25. RESCUE SERVICE- The personnel designated to rescue employees from permit spaces. 

26. RETRIEVAL SYSTEM - The equipment (including a retrieval line. chest or full-body harness. 
wristlets. if appropriate. and a lifting device or anchor) used for non-entry rescue of persons from 
permit spaces. 

27. TESTING- The process by which the hazards that may confront entrants of a permit space are 
identified and evaluated. Testing includes specifying the tests that are to be performed in the 
permit space. [Note: Testing enables employers both to devise and implement adequate control 
measures for the protection of authorized entrants and to determine if acceptable entry conditions 
are present immediately prior to. and during. entry]. 
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E. GASTESTS 

Prior to entry. the atmosphere of a confined space must be tested and meet the following minimum 
requirements. 

1. Flammable Vapors 

Less than 10% of the lower flammable limit. 

NOTE: \1\klere hot work is to be performed. the confined space must be clear of flammable vapors. 

2. Oxygen Content 

At least 19.5% by volume oxygen content required. 

NOTE: Oxygen content above 21% is abnormal and should be investigated as it could create an 
explosion hazard. 

3. Toxic Materials or Gases 

Can be generated by products or chemicals contained in operating vessels or from preservative 
coatings when they are heated. When toxic vapors are identified. their levels shall be checked to 
ensure they are below permissible exposure limits prior to entry. 

F. HAZARD RECOGNillON 

The work place shall be evaluated to identify all confined spaces. 

1. A Confined Space is a location that 

a. Is large enough and so configured that an employee can bodily enter and perform assigned 
work. and 

b. Is not designed for continuous employee occupancy. and 

c. Has limited or restricted means of entry or exit (e.g .. tanks. vessels. silos. storage bins. vaults. 
hoppers. and pits are spaces that may have limited means of entry). 

2. A Permit-Required Confined Space is a confined space that has one or more of the following 
characteristics: 

a. Contains or has a potential to contain a hazardous atmosphere. and/or 

b. Contains a material that has the potential for engulfing an entrant. and/or 

I Part E- Penn it Required Confined Space PageS of25 



~ 
Brown & Root Services 

A Division of Kellogg Brown & Root. Inc. 
A Halliburton Company 

Accident Prevention Plan 
Section 12- Required Plans (Programs. Procedures) 

Task Order 31 
PartE- Permit Required Confined Space 

c. Has an internal configuration such that an entrant could be trapped or asphyxiated by inwardly 
converging walls or by a floor which slopes downward and tapers to a smaller cross section. 
and/or 

d. Contains any other recognized serious safety or health hazard. 

3. A 1\Jon-Permit Confined Space is a confined space that does not contain or. with respect to 
atmospheric hazards. have the potential to contain any hazard capable of causing death or serious 
physical harm. 

a. Brown & Root Services ( BRS )/Client shall document the basis for determining that all hazards in 
a confined space have been eliminated. through a certification that contains the date. the 
location of the space. and the signature of the person making the determination. 

( 1) Inspection data supporting that there is no hazard. 

(2) Monitoring data demonstrating that continuous forced air ventilation alone is sufficient to 
maintain the confined space safe for entry. 

b. The certification shall be made available to each employee entering the space. 

c. When there are changes in the use or configuration of a non-permit confined space that might 
increase the hazards to entrants. the certification shall be voided and BRS/Ciient shall 
reevaluate that confined space. 

G. HAZARD CONTROL MEASURES 

1. COMPREHENSIVE PROGRAM FOR THE PROJECT SITE. 

BRS/Ciient shall inform employees that the workplace contains confined spaces and that confined 
space entry is allowed only through compliance with a written confined space program that meets 
or exceeds the minimum OSHA requirements for: 

a. Permit-required confined spaces (refer to Paragraph K). 

b. 1\Jon-permit confined spaces. (refer to Paragraph L). if applicable. 

2. SPECIFIC 11\JFORMATIOI\J FOR A SPECIFIC COI\JFII\JED SPACE. 

Whenever personnel must enter a specific permit-required confined space: 

a. BRS/Ciient shall: 

( 1) Apprise the Entry Supervisor of the elements. including the hazards identified and the 
BRS/Ciient experience with the space. that make the space in question a confined space. 
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(2) Apprise the Entry Supervisor of any precautions or procedures that the BRS/Ciient has 
implemented for the protection of employees in or near confined spaces where personnel 
will be working. 

(3) Coordinate entry operations with 1he Entry Supervisor. when both BRS personnel and client 
and/or other contractor personnel (where contract allows) will be working in or near permit 
spaces. 

( 4) Debrief the Entry Supervisor and/or other BRS personnel at the conclusion of the entry 
operations regarding the confined space program followed. and regarding any hazards 
confronted or created in the confined space during the entry operations. 

b. The Entry Supervisor shall: 

( 1) Obtain any available information regarding confined space hazards and entry operations 
from the dient. 

(2) Coordinate entry operations with the client. when both BRS personnel and client and/or 
other contractor personnel will be working in or near permit spaces. 

(3) Inform the client of the Confined Space Program that BRS will follow and of any hazards 
confronted or created in permit spaces. either through a debriefing or during the entry 
operation. 

3. WARNING SIGNS 

If permanent danger signs have not been posted by the client, the Entry Supervisor shall ensure 
that an appropriate warning sign has been located near all entrances into a confined space prior to 
(and during) personnel entry. and throughout confined space operations while normally closed 
entrances are open. 

a. The recommended wording for the warning signs is: 

DANGER 

PERMIT-REQUIRED CONFINED SPACE 

AUTHORIZED PERSONNEL ONLY 

b. The size of the warning signs is recommended to be twelve inches in height and eighteen 
inches in width ( 12''x 18'') to eighteen inches in height to twenty-four inches in width ( 18''x 24" ). 
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H. PERMIT SYSTEM 

1. Implementation of all predetermined hazard control measures that were developed for safe entry 
operations within a particular permit-required confined space shall be verified and documented on 
an "Entry Permit" (refer to Paragraph Q) form prior to the formal authorization for personnel to enter 
the confined space by the Entry Supervisor. 

2. The completed permit shall be made available at the time of entry to all authorized entrants. by 
posting it at the entry portal or by any other equally effective means. so that the entrants can 
confirm that pre-entry preparations have been completed. 

3. The duration of the permit may not exceed the time required to complete the assigned task or job 
identified on the permit. or any shorter period of time as specified by the client/BRS or its 
procedures. 

4. The Entry Supervisor shall terminate entry and cancel the permit when entry operations covered by 
the entry permit have been completed, or when a condition that is not allowed under the entry 
permit arises in or near the confined space. 

5. Project management shall retain a copy of each canceled entry permit in one central tile for at least 
one year to facilitate the review of the permit-required confined space program. 

a. Any problem encountered during an entry operation shall be noted on the pertinent permit so 
that appropriate revisions to the permit space program can be made. 

b. Site-specific Confined Space Programs shall specify by name the members of the program's 
review committee and the frequency that the committee meets. 

c. Formal minutes of all committee meetings shall be documented and include: 

( 1) Date of the meeting. 

(2) Attendees. 

(3) Identified problems and resolutions. 

(4) Follow-up meetings shall be conducted until all identified problems have been resolved 
satisfactorily. 

I. TRAINING 

1. The employee orientation training provided to each employee upon initial assignment to a project 
site shall include sufficient instruction to prevent unauthorized entry into a confined space. 

2. A formal classroom training session shall be successfully completed by employees prior to initial 
assignment as an Entrant. and/or Entry Supervisor for confined space operations. 
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a. Training content shall include site-specific. written Confined Space Program. and general duties 
of Entrants, Attendants. and/or Entry Supervisor (refer to Paragraphs M. N. and 0. 
respectively). 

b. Refresher training shall be completed on an annual basis. 

3. The training shall establish employee proficiency in their required duties and shall introduce new or 
revised procedures. as necessary. 

4. Each training session shall be properly documented. 

J. SEWER SYSTEM ENTRY 

1. Sewer entry differs in three vital respects from other permit entries. 

a. There rarely exists any way to completely isolate the space (a section of a continuous system) 
to be entered. 

b. Because isolation is not complete. the atmosphere may suddenly and unpredictably become 
lethally hazardous (toxic. flammable or explosive) from causes beyond the control of the entrant 
or employer. 

c. Experienced sewer workers are especially knowledgeable in entry and work in their permit 
spaces because of their frequent entries. 

2. Adherence to procedure 

Management shall designate as entrants only employees who are thoroughly trained in the BRS 
Sewer Entry procedures and who demonstrate that they follow these entry procedures exactly as 
prescribed when performing sewer entries. 

3. Atmospheric monitoring 

a. Entrants shall be trained in the use of. and be equipped with, atmospheric monitoring equipment 
which sounds an audible alarm. in addition to its visual readout. whenever one of the following 
conditions is encountered: oxygen concentration less than 19.5 percent; flammable gas or 
vapor 10 percent or more of the lower flammable limit (LFL); or hydrogen sulfide or 
carbon monoxide at or above their PEL (10 ppm or 50 ppm, respectively); or, if a broad 
range sensor device is used, at 100 ppm as characterized by its response to toluene. 

b. Normally, the oxygen sensor/broad range sensor instrument is best suited for sewer entry. 
However. substance specific devices should be used whenever actual contaminants have been 
identified. The instrument should be carried and used by the entrant in sewer line work to 
monitor the atmosphere in the entranfs environment. and in advance of the entrants' direction of 
movement. to warn the entrant of any deterioration in atmospheric conditions. Where several 
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entrants are working together in the same immediate location. one instrument. used by the lead 
entrant. is acceptable. 

4. Surge flow and flooding 

Management should develop and maintain liaison. to the extent possible. with the local weather 
bureau and tire and emergency services in their area or on their project site so that sewer work may 
be delayed or interrupted and entrants withdrawn whenever sewer lines might be suddenly flooded 
by rain or tire suppression activities. or whenever flammable or other hazardous materials are 
released into sewers during emergencies or spills. 

5. Special Equipment 

Entry into large bore sewers may require the use of special equipment. such as self-contained 
breathing apparatus (SCBA). or atmosphere supplying respirator equipment with at least a 30-
minute auxiliary air supply. 

K. MANDATORY ASPECTS OF A PERMIT-REQUIRED CONFINED SPACES PROGRAM 

1. Implement the measures necessary to prevent unauthorized entry. 

2. Identify and evaluate the hazards of permit spaces before employees enter them. 

3. Develop and implement the means. procedures. and practices necessary for safe permit space 
entry operations. including. but not limited to. the following: 

a. Specifying acceptable entry conditions: 

b. Isolating the permit space: 

c. Purging. inerting. flushing. or ventilating the permit space as necessary to eliminate or control 
atmospheric hazards: 

d. Providing pedestrian. vehicle. or other barriers as necessary to protect entrants from external 
hazards: and 

e. Verifying that conditions in the permit space are acceptable for entry throughout the duration of 
an authorized entry. 

4. Provide the following equipment. maintain it properly and ensure 'that employees use it properly: 

a. Testing and monitoring equipment needed to evaluate confined space conditions (see Step K.5 
below): 

b. Ventilating equipment needed to obtain acceptable entry conditions: 
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c. Communications equipment necessary to enable the attendant to monitor entrant(s) status and 
to alert the entrant( s) of the need to evacuate the space when required: 

d. Personal protective equipment insofar as feasible engineering and work practice controls do not 
adequately protect employees; 

e. Lighting equipment needed to enable employees to see well enough to work safely and to exit 
the space quickly in an emergency; 

f. Pedestrian. vehicle. or other barriers and shields to protect the entrant(s) from external hazards; 

g. Equipment. such as ladders. needed for safe ingress and egress by authorized entrants; 

h. Rescue and emergency equipment needed to rescue entrants from confined spaces and 
provide necessary services to rescued employees. except to the extent that the equipment is 
provided by rescue services; and 

i. Any other equipment necessary for safe entry into and rescue from permit spaces. 

5. Evaluate permit space conditions as follows when entry operations are conducted: 

a. Test conditions in the permit space to determine if acceptable entry conditions exist before entry 
is authorized to begin. except that. if isolation of the space is infeasible because the space is 
large or is part of a continuous system (such as a sewer). pre-entry testing shall be performed to 
the extent feasible before entry is authorized and. if entry is authorized. entry conditions shall be 
continuously monitored in the areas where authorized entrants are working; 

b. Test or monitor the permit space as necessary to determine if acceptable entry conditions are 
being maintained during the course of entry operations; and 

c. When testing for atmospheric hazards, test first for oxygen. then for combustible gases and 
vapors. and then for toxic gases and vapors. 

6. Provide at least one attendant outside the permit space into which entry is authorized for the 
duration of entry operations: [Note: Attendants may be assigned to monitor more than one permit 
space provided the duties described in Paragraph N can be effectively performed for each permit 
space that is monitored. Likewise. attendants may be stationed at any location outside the permit 
space to be monitored as long as the duties described in Paragraph N can be effectively performed 
for each permit space that is monitored]. 

7. If multiple spaces are to be monitored by a single attendant. include in the permit program the 
means and procedures to enable the attendant to respond to an emergency affecting one or more 
of the permit spaces being monitored without distraction from the attendant's responsibilities under 
Step K.5 above. 
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8. Designate the persons who may be entrants. attendants, entry supervisors. or persons who test or 
monitor the atmosphere in a permit space in entry operations. identify the duties of each such 
employee. and provide each such employee with the training required in Paragraph I. Training. 

9. Develop and implement procedures for summoning rescue and emergency services. for rescuing 
entrants from permit spaces. for providing necessary emergency services to rescued employees. 
and for preventing unauthorized personnel from attempting a rescue. 

10. Develop and implement a system for the preparation. issuance. use. and cancellation of entry 
permits as required by this section procedure. 

11. Develop and implement procedures to coordinate entry operations when employees of more than 
one employer are working simultaneously as authorized entrants in a permit space. so that 
employees of one employer do not endanger the employees of any other employer. 

12. Develop and implement procedures (such as closing off a permit space and canceling the permit) 
necessary for concluding the entry after entry operations have been completed. 

13. Review entry operations when the employer has reason to believe that the measures taken under 
the permit space program may not protect employees and revise the program to correct 
deficiencies found to exist before subsequent entries are authorized; and [Note: Examples of 
circumstances requiring the review of the permit-required confined space program are: any 
unauthorized entry of a permit space. the detection of a permit space hazard not covered by the 
permit. the detection of a condition prohibited by the permit. the occurrence of an injury or 
near-miss during entry. a change in the use or configuration of a permit space. and employee 
complaints about the effectiveness of the program]. 

14. Review the permit-required confined space program, using the canceled permits retained for at 
least one year after each entry and revise the program as necessary. to ensure that employees 
participating in entry operations are protected from permit space hazards. [Note: Employers may 
perform a single annual review covering all entries performed during a 12-month period. If no entry 
is performed during a 12-month period. no review is necessary. 

L. REQUIREMENTS TO ENTER NON-PERMIT CONFINED SPACES 

1. Any conditions making it unsafe to remove an entrance cover shall be eliminated before 1he cover is 
removed. 

2. When entrance covers are removed, the opening shall be promptly guarded by a railing. temporary 
cover. or other temporary barrier that will prevent an accidental fall through the opening and that will 
protect each employee working in the space from foreign objects entering the space. 

3. Before an employee enters the space. the internal atmosphere shall be tested. with a calibrated 
direct reading instrument. for the following conditions in the order given: 

a. Oxygen content. 
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b. Flammable gases and vapors. and 

c. Potential toxic air contaminants. 

There may be no hazardous atmosphere within the space whenever any employee is inside the 
space. 

4. Continuous forced air ventilation shall be used. as follows: 

a. An employee may not enter the space until the forced air ventilation has eliminated any 
hazardous atmosphere. 

b. The forced air ventilation shall be so directed as to ventilate the immediate areas where an 
employee is or will be present within the space and shall continue until all employees have left 
the space. 

c. The air supply for the forced air ventilation shall be from a clean source and may not increase 
the hazards in the space. 

5. The atmosphere within the space shall be periodically tested as necessary to ensure that the 
continuous forced air ventilation is preventing the accumulation of a hazardous atmosphere. 

6. If a hazardous atmosphere is detected during entry: 

a. Each employee shall leave the space immediately: 

b. The space shall be evaluated to determine how the hazardous atmosphere developed: and 

c. Measures shall be implemented to protect employees from the hazardous atmosphere before 
any subsequent entry takes place. 

7. The employer shall verify that the space is safe for entry and that the above measures have been 
taken through a written certification that contains the date. the location of the space. and the 
signature of the person providing the certification. The certification shall be made before entry and 
shall be made available to each employee entering the space. 

M. DUllES OF AUTHORIZED ENTRANTS 

1. Know the hazards that may be faced during entry. including information on the mode. signs or 
symptoms. and consequences of the exposure. 

2. Properly use the pertinent equipment (refer to Paragraph K.4). 

3. Communicate with the attendant as necessary to enable the attendant to monitor entrant status and 
to enable the attendant to alert entrants of the need to evacuate the space immediately under any 
of the following conditions: 
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a. If the attendant detects a prohibited condition. 

b. If the attendant detects the behavioral effects of hazard exposure in an authorized entrant. 

c. If the attendant detects a situation outside the space that could endanger the authorized 
entrants. or 

d. If the attendant cannot effectively and safely perform all the required duties 

(refer to Paragraph N). 

4. Alert the attendant whenever: 

a. The entrant recognizes any warning sign or symptom of exposure to a dangerous situation. or 

b. The entrant detects a prohibited condition. 

5. Exit from the permit space as quickly as possible whenever: 

a. An order to evacuate is given by the attendant or the entry supervisor. 

b. The entrant recognizes any warning sign or symptom of exposure to a dangerous situation. 

c. The entrant detects a prohibited condition. or 

d. An evacuation alarm is activated. 

N. DUTIES OF ATTENDANTS 

1. Knows the hazards that may be faced during entry. including information on the mode. signs or 
symptoms. and consequences of the exposure. 

2. Is aware of possible behavioral effects of hazard exposure in authorized entrants. 

3. Continuously maintains an accurate count of authorized entrants in the permit space and ensures 
that the means used to identify authorized entrants accurately identities who is in the permit space. 

4. Remains outside the permit space during entry operations until relieved by another attendant. 
When the employer's permit entry program allows attendant entry for rescue. attendants may enter 
a permit space to attempt a rescue if they have been trained and equipped for rescue operations 
(refer to Paragraph P) and if they have been relieved by another attendant. 

5. Communicates with authorized entrants as necessary to monitor entrant status, and to alert 
entrants of the need to evacuate the space if any of situations listed in Step N.9 below occurs. 
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6. Summon rescue and other emergency services as soon as the attendant determines that 
authorized entrants may need assistance to escape from permit space hazards. 

7. Takes the following actions when unauthorized persons approach or enter a permit space while 
entry is underway: 

a. Warn the unauthorized persons that they must stay away from the permit space: 

b. Advise the unauthorized persons that they must exit immediately if they have entered the permit 
space: and 

c. Inform the authorized entrants and the entry supervisor if unauthorized persons have entered 
the permit space. 

8. Performs non-entry rescues as specified by the employers rescue procedure. 

9. Monitors activities inside and outside the space to determine if it is safe for entrants to remain in the 
space and orders the authorized entrants to evacuate the permit space immediately under any of 
the following conditions: 

a. If the attendant detects a prohibited condition: 

b. If the attendant detects a situation outside the space that could endanger the authorized 
entrants: 

c. If the attendant detects the behavioral effects of hazard exposure in an authorized entrant: or 

d. If the attendant cannot effectively and safely perform all the above duties. 

10. Performs no duties that might interfere with the attendant's primary duty to monitor and protect the 
authorized entrants. 

0. DUllES OF ENTRY SUPERVISORS 

1. Knows the hazards that may be faced during entry. including information on the mode. signs or 
symptoms. and consequences of the exposure. 

2. Verifies. by checking that the appropriate entries have been made on the permit. that all tests 
specified by the permit have been conducted and that all procedures and equipment specified by 
the permit are in place before endorsing the permit and allowing entry to begin. 

3. Terminates the entry and cancels the permit when either the entry operations covered by the entry 
permit have been completed or a condition that is not allowed under the entry permit arises in or 
near the confined space. 

4. Verifies that rescue services are available and that the means for summoning them are operable. 
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5. Removes unauthorized individuals who enter or who attempt to enter the permit space during entry 
operations. 

6. Determines. whenever responsibility for a permit space entry operation is transferred and at 
intervals dictated by the hazards and operations performed within the space. that entry operations 
remain consistent with terms of the entry permit and that acceptable entry conditions are 
maintained. 

P. EQUIPMENT AND TRAINING FOR RESCUE AND EMERGENCY SERVICES 

1. The following requirements apply to employers who have employees enter permit spaces to 
perform rescue services. 

a. The employer shall ensure that each member of the rescue service is provided with. and is 
trained to use properly, the personal protective equipment and rescue equipment necessary for 
making rescues from permit spaces. 

b. Each member of the rescue service shall be trained to perform the assigned rescue duties. 
Each member of the rescue service shall also receive the training required of authorized 
entrants (refer to Paragraph I. Training). 

c. Each member of the rescue service shall practice making permit space rescues at least once 
every 12 months. by means of simulated rescue operations in which they remove dummies. 
mannequins. or actual persons from the actual permit spaces or from representative permit 
spaces. Representative permit spaces shall, with respect to opening size. configuration. and 
accessibility. simulate the types of permit spaces from which rescue is to be performed. 

d. Each member of the rescue service shall be trained in basic first-aid and in cardiopulmonary 
resuscitation (CPR). At least one member of the rescue service holding current certification in 
first aid and in CPR shall be available. 

2. When an employer (host employer) arranges to have persons other than the host employer's 
employees perform permit space rescue. the host employer shall: 

a. Inform the rescue service of the hazards they may confront when called on to perform rescue at 
the host employer's facility. and 

b. Provide the rescue service with access to all permit spaces from which rescue may be 
necessary so that the rescue service can develop appropriate rescue plans and practice rescue 
operations. 

3. To facilitate non-entry rescue. retrieval systems or methods shall be used whenever an authorized 
entrant enters a permit space. unless the retrieval equipment would increase the overall risk of 
entry or would not contribute to the rescue of the entrant. Retrieval systems shall meet the 
following requirements. 
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a. Each authorized entrant shall use a chest or full body harness. with a retrieval line attached at 
the center of the entrant's back near shoulder level. or above the entrant's head. \1\kistlets may 
be used in lieu of the chest or full body harness if the employer can demonstrate that the use of 
a chest or full body harness is infeasible or creates a greater hazard and that the use of wristlets 
is the safest and most effective alternative. 

b. The other end of the retrieval line shall be attached to a mechanical device or fixed point outside 
the permit space in such a manner that rescue can begin as soon as the rescuer becomes 
aware that rescue is necessary. A mechanical device shall be available to retrieve personnel 
from vertical type permit spaces more than 5 feet deep. 

4. If an injured entrant is exposed to a substance for which a Material Safety Data Sheet (MSDS) or 
other similar written information is required to be kept at the worksite. that MSDS or written 
information shall be made available to the medical facility treating the exposed entrant. 

Q. MANDATORY INFORMATION ON THE "ENTRY PERMIT" FORM 

1. The permit space to be entered. 

2. The purpose of the entry. 

3. The date and the authorized duration of the entry permit. 

4. The authorized entrants within the permit space, by name or by such other means (for example. 
through the use of rosters or tracking systems) which will enable the attendant to determine quickly 
and accurately. for the duration of the permit. which authorized entrants are inside the permit space. 

NOTE: This requirement may be met by inserting a reference on the entry permit as to the means 
used, such as a roster or tracking system. to keep track of the authorized entrants within 
the permit space. 

5. The personnel. by name. currently serving as attendants. 

6. The individual. by name. currently serving as entry supervisor. with a space for the signature or 
initials of the entry supervisor who originally authorized entry. 

7. The hazards of the permit space to be entered. 

8. The measures used to isolate the permit space and to eliminate or control permit space hazards 
before entry. [Note: Those measures can include the lockout or tagging of equipment and 
procedures for purging. inerting. ventilating. and flushing permit spaces]. 

9. The acceptable entry conditions. 

10. The results of initial and periodic tests performed (refer to Paragraph K.5). accompanied by the 
names or initials of the testers and by an indication of when the tests were performed. 
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11. The rescue and emergency services that can be summoned and the means (such as the equipment 
to use and the numbers to call) for summoning those services: 

12. The communication procedures used by authorized entrants and attendants to maintain contact 
during the entry. 

13. Equipment. such as personal protective equipment. testing equipment, communications equipment. 
alarm systems. and rescue equipment. to be provided for compliance with this section. 

14. Any other information whose inclusion is necessary. given the circumstances of the particular 
confined space. in order to ensure employee safety. 

15. Any additional permits. such as for hot work. that have been issued to authorize work in the permit 
space. 

R. CHARACTERISTICS OF THE MOST COMMON ASPHYXIANTS AND IRRITANTS FOUND IN 
INDUSTRIAL CONSTRUCTION 

Gas Physical Properties Lower Explosive Limit Threshold Limit Value 
(LEL)% by Volume (TLV) PPM 

Carbon Monoxide - CO Colorless. Odorless 12.5% 35 PPM 

Carbon Dioxide C02 Colorless. Odorless Non-flammable 5000 PPM 

Methane CH4 Colorless. Odorless 5% 500 PPM 

Hydrogen Sulfide H2S Colorless. Rotten Egg 4% 10 PPM 
Odor* 

Sulfur Dioxide S02 Colorless. Suffocating Non-flammable 2PPM 
Odor 

Nitrogen Dioxide. N02 Brown. Pungent Odor Non-flammable 1 PPM 

*Cannot be smelled at lethal concentrations due to paralyzing action of the olfactory system. 

Other potentially hazardous gases. fumes and vapor hazards are created by construction operations 
such as welding. cutting. lead melting pots. painting, cleaning. etc. These substances include zinc. 
cadmium. chromium. magnesium. lead. toluene. MEK. etc. If these substances are allowed to 
accumulate. they can cause both acute and chronic injury and illness. Appropriate MSDS must be 
reviewed for the proper precautions to take. Toxic gases\vapors and dusts are measured using pump­
type monitors designed for specific substances. The HSE Department will determine the proper monitor 
to use. 
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CONFINED SPACE ENTRY 

CLIENT: PROJECT: PROJECT#: 

PERMIT NUMBER: AUTHORIZED DURATION OF PERMIT: 

GENERAL INFORMATION DATE: 

Space to be entered: TIME: to 

Location/Building: 

CrafUDepartment: 

PURPOSE OF ENTRY: 

Superintendent: 

PERMIT SPACE HAZARDS (INDICATE SPECIFIC HAZARDS WITH INITIALS) 

__ Oxygen (less than 19.5% or great a' than 23.5%) -- Mate rials harmful to skin 

__ Flammable gases or vapors (greater than 1 0% of LE L) -- High temperature 

__ Toxic gases or vapors (greater than PEL!TLV) -- OTHER: Complete TSTI/ JHA form & attach 

-- Mechanical hazards 

EQUIPMENT REQUIRED FOR ENTRY AND WORK PRE PARA Tl 0 N FOR ENTRY 

a Faceshield a Goggles a take a a Blind Purge/Clean Meter Calibration 

a Boots a Chemical Resistant/Acid Suit a Lockoutrr a gout a Ventilate a Atmosphere Test 

a Air Line pment: a Full Encapsulated Suit a Barriers a Inert a Other 

a SCBA a Chemica 1/Dust Respirator 
a Gloves 

a LEL Monitor 

a BlindingtLockoutfT a gout 
a Lifeline a Cold Work 

Personal Awareness: 

a Pre- entry briefing on specific hazards and control methods. 

Atmosphere Testing/Monitoring: 
a Notify contractors of perrrit and hazard conditions. 

a 02 Monitor 
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[J Sample Tube (s) Emergency Notification: 

Communication: 

FiE scue Equipment: 

[J Full Body Hamess 
Additional Permits: (required and/or attached) 

[J Mechanical Hoist 

[J Hot Work 
Qher. 

[J Vehicle Entry 

[J Other 

Record monitoring results every __ hours for LEU02 .. List Pne-entry Temperature 

Acceptable Conditions Result Result Result Result Result Result Result 

TESTING Time hrs hrs hrs hrs hrs hrs hrs 

O<ygen- mi 19.5 

Flammability 0% 

Benzene 1 PPM 

co 25 PPM 

1-hS 10 PPM 

SQ 5 PPM 

Temp .. 

Qher 

Entry prep OK 

Equip Chkd OK 

AUTHORIZATION FOR ENTRY: I certify that all required precautions have been taken and necessary equipment is provided for safe entry and work in confined space. 

ENTRY SUPERVISOR PRINT: SIGN: DATE: 
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HOLE WATCH: 0 0 

PRINT:------- SIGN: ---------- APPROVED FOR ENTRY UNAPPROVED 

ALTERNATE FOR HOLEWATCH: 

PRINT: ------ SIGN: ---------- SAFETY DEPT. SIGN: ---------------

STANDBY HOLEWATCH INSTRUCTIONS 

You should be thoroughly familiar with the following duties when you assume the responsibilities of standby for a person(s) 
working inside a vessel or confined space. 

YOUR PRIMARY RESPONSIBILITIES ARE: 

1. The safety of personnel working in the vessel or confined space. 

2. Maintaining the conditions and requirements listed on the work permit. 

3. Evacuating the vessel if you observe any condition any condition which you considered hazardous. 

4. Getting help if an emergency develops. NEVER ATTEMPT TO ENTER THE VESSEL OR CONFINED SPACE. EVEN IN 
AN EMERGENCY. 

THE CIRCUMSTANCES AND CONDITIONS OF THE JOB WILL DETERMINE THE SAFETY REQUIREMENTS AND WHAT 
YOUR STANDBY DUTIES ARE. HOWEVER. THE FOLLOWING DUTIES ARE BASIC TO ALL JOBS: 

1. Do not leave your assignment while personnel are inside the vessel or confined space. 

(The only exception is to get help in an emergency.) If other duties require you to leave your standby post. have all 
personnel evacuate the enclosure. 

2. If you have any questions regarding your job, check with your foreman. 

3. BE ALERT. and try to anticipate and/or prevent any conditions that could be hazardous. 

4. Prevent interference of air lines and/or lifelines. 

5. If you are required to have respiratory equipment and lifelines, be sure you know how to use this equipment. 

6. Upon completion of the job. clean and return all special equipment to its origin allocation. 

ENTRY/EXIT LOG 

DATE: ----- LOCATION: ------------ ELEVATION: ------

HOLEWATCHNAME: ---------------- PERMITNO.: ---------
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Name Badge Company TIME TIME TIME TIME TIME TIME TIME TIME TIME TIME 

IN OUT IN OUT IN OUT IN OUT IN OUT 

I I I I I I I I I I I 

I I I I I I I I I I I 

LOG OF CONFINED AREA ENTRY PERMITS 

Date ------------

PERMIT NO. DATE CONFINED AREA ENTERED TIME ISSUED ISSUED TO ISSUED BY DATE CLOSED 
OUT 
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I I 

I I 

I I 

I I 

I I 
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S. CONFINED SPACE PERSONNEL ENTRY LOG (PLEASE PRINT) 

Description of the Confined Space: 

Entry Supervisor: --------------- Date: __ / __ / __ 

Attendants(s): ---------------------------

ENTRANT'S NAME TIME TIME TIME TIME TIME TIME 
OUT OUT OUT 

IN IN IN 

NOTE: RETAIN WITH THE CONFINED SPACE ENTRY PERMIT FOR A MINIMUM OF ONE YEAR. 
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T. PERIODIC ATMOSPHERE GAS TESTS RESULTS 

Description of the Confined Space: _______________________ _ 

TESTER ATMOSPHERE ACCEPTABLE ACTUAL ACCEPTABLE? 
INFORMATION HAZARD RANGE OF READING (Check One) 

TESTED HAZARD (RECORD) 

Date: Oxygen Content 19.5%-23.5% % 

I I (% 02) YES NO 

Time: Combustible Gas 0%-10% % 

(% LEL) YES NO 

Signature: Other (Specify) PEL=ppm PPM 

YES NO 

Date: Oxygen Content 19.5%-23.5% % 

I I (% 02) YES NO 

Time: Combustible Gas 0%-10% % 

(% LEL) YES NO 

Signature: Other (Specify) PEL=ppm ppm 

YES NO 

Date: Oxygen Content 19.5%-23.5% % 

I I (% 02) YES NO 

Time: Combustible Gas 0%-10% % 

(% LEL) YES NO 

Signature: Other (Specify) PEL= ppm ppm 

YES NO 

NOTE: RETAIN WITH THE CONFINED SPACE ENTRY PERMIT FOR A MINIMUM OF ONE YEAR. 
RECORD MONITORING RESULTS AT LEAST EVERY TWO HOURS. 
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A THERMAL STRESS 

Use the humidity table to determine the degree of heat stress hazard. perform heat stress 
assessments. understand conditions which can lead to heat stress. determine and implement 
engineering and administrative controls. use personal protective equipment when indicated. and train 
employees on the effects of heat stress. Use the wind chill tables to determine the degree of hazard. 
use cold stress control procedures and work practices. and provide cold stress training. 

B. HEAT STRESS 

Use the humidity table below (Table 1) to determine degree of hazard. 

Air 
Temp 

141;) 
~~o·~ 

18(1 

Table 1 Humidity Table 

1. Heat and Humidity can be a deadly combination 

Hot, humid weather is more uncomfortable than hot. dry weather because high humidity slows the 
evaporation of perspiration (sweat). Evaporation is nature's way of cooling. Hot. humid weather is not 
only uncomfortable, it is dangerous to those performing physical activity in it. Table 1 shows how to find 
the "apparent temperature," that is. how hot various temperatur&-humidity combinations feel. For 
example. if the air temperature is 1 00 '' F and the relative humidity is 50 percent. find 100 in the 
temperature column on the left side: follow that row to the right to the 50 percent humidity column. The 
apparent temperature is 120 ,. F. This falls into the "danger" area where outdoor physical activity is may 
become dangerous and could require additional administrative controls and monitoring. The different 
shades on the chart show the level of danger of various combinations. 
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Note: The apparent temperature may be higher or lower than the air temperature in certain cases. For 
example. when the air temperature is 140 ,. F and the humidity is 0 percent. the apparent temperature in 
only 125 ''F. This is because perspiration significantly cools the skin. even though the perspiration may 
be unnoticed in such low humidity. Similarly. an air temperature of 80 ''F and 100 percent humidity 
would feel like 91 ''F because perspiration evaporates so slowly in high humidity. 

2. Heat Stress Assessment 

Evaluate work environments to identify areas that may lead to heat stress. The evaluation of the work 
place should include: 

• temperature 

• humidity 

• air movement 

• conditioning of the employees. 

When working in extreme apparent temperatures classified as danger or extreme danger in Table 1. an 
evaluation of workload and administrative controls should be ongoing. In addition. the monitoring of 
employees should be ongoing. 

3. Activities or Conditions Which Can Contribute to Heat Stress 

• Alcohol consumption 

• Drug use (and drug abuse) 

• Illness (Flu. colds. etc.) 

• Kidney problems 

4. Engineering Controls 

Reduce the potential for heat stress with engineering controls where feasible. Engineering controls 
include: 

• ventilation 

• shading 

• shielding 

• air conditioning 
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5. Administrative Controls 

Implement administrative controls where engineering controls are not sufficient or not feasible. 

Administrative controls include: 

• rotating employees from hot areas to cooler areas 

• rest breaks in cool area 

• performing job in coolest part of the day 

• reducing time to perform task in hot environment 

• reducing the work load of the task 

• providing cool fluids 

• conditioning the employee to hot work environments 

• allowing employees to acclimate to the hot work environment. 

6. Personal Protective Equipment 

Use personal protective equipment in heat stress conditions. Personal protective equipment includes: 

• clothing to shield employees from heat sources such as the sun 

• cool vests and suits 

• head covering 

• gloves 

• cotton under garments 

• chemical sun blocks 

• shaded eye protectors and sunglasses. 

• Change and wash clothing daily. 

7. Training 

Train employees working in hot environments on the effects of heat stress. the symptoms of heat 
stress. and heat stress controls. 
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a. Effects of Heat Stress 

Working in hot environments can cause: 

• headache 

• giddiness 

• exhaustion 

• increased heart rate 

• increase sweating 

• decreased connection 

• irritability 

• anxiety 

• general discomfort. 

Employees can acclimatize to hot environments by gradual increase in exposure over a four (4) day 
period. Acclimatization is reduced when an employee is away from the hot environment for three days 
in a row. 

b. Symptoms of Heat Stress 

Symptoms of heat stress include: 

Heat Rash - caused by continuous exposure to heat and humid air and aggravated by chafing clothes. 
Wearing loose fitting dothing and reducing the exposure to heat and humidity can reduce it. 

Heat Cramps- caused by profuse perspiration with inadequate fluid intake. Signs include muscle 
spasms and pain in the extremities and abdomen. 

Heat Exhaustion- caused by increased stress on various organs to meet increased demands to cool 
the body. Signs include shallow breathing; pale. cool. moist skin; or profuse sweating; dizziness. 

Heat Stroke- the most severe form of heat stress. The *body must be cooled immediately to 
prevent severe injury or death. Signs include red hot. dry skin; no perspiration; nausea, dizziness and 
confusion; strong. rapid pulse; or coma. *Seek medical opinion- Hypothermia can occur if cooling is 
too rapid. with dty air. Avoid overcooling- Do not use ice water to cool employee. 
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Cooling Meth.od:S: When o'i.l'l?r.tu:ate•:i. remove emplt~Jl&! to a coo¥ area and allow emplo}<ee .to test. Jf 
si.gtr.s of heatslt'Oke are fit~ser)t., Immediately itnmerse employee ft) !!taler ot wrap in w•.H dc:.Hhit1g dnd fM 
w1lh dfy a.ir. Avoid ov:ercoofing w Do not vSI'J' tee wat-er to cool >'.Hn~'loyee. 

c. Effects of heat stress 

The effects of heat stress can include long term damage to the kidneys. heart. and other internal 
organs. 

C. COLD STRESS 

Use wind chill tables to determine degree of hazard 

Note<: The human body senses ''cold" as a r.esr.llf of ooth air temperalwe and wind v:elooty. Cooling of 
e-xposed flesh fn·cxea&es rapidly as the wfmJ velocity goe$ up .. Frostbi1e can occur at retafiue.lv mild 
temper.an.ttes If ~vlr~d ,oet~e.ti1Iites the Mdy~s ir~sul&tiar) F:ot example,. lf•tlen the 8ct.ua1 a.ir temper:afute< Js 40 
"f:. (4.4 "C) awd the. wifJd veioci!y Js 30 mph (48 kmlh), the: exposed ~~k.fn fi81"0eives fhis sltuatirm a~ an 
eqWvaJent .stHI air temperatu.re of 13 "F (· 11 •c). 

1. Possible Cold Stress Controls 

• Providing a warm dry environment 

• Shielding employees from the cold 
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• Rotating employees in and out of the cold environment to reduce time of exposure to cold 
environment. 

• Providing rest breaks in a warm dry shelter. 
• Providing plenty of warm fluids. 
• Conducting work in the warmest part of the day. 
• Adjusting workload to prevent sweating. 
• Providing personal protective equipment including: 

> gloves 
> mittens 
> insulated coveralls 
> head and face protection 
> insulated footwear 
> layered clothing. 

2. Work Practices 
• Never work alone in extreme cold environments. 
• The work rate should not be high enough to cause sweating that results in wet clothing. If heavy 

work must be done. allow employees to take all rest periods in heated shelters and give them an 
opportunity for changing into dry clothing. 

• Allow employees to acclimatize to working in cold environments. 
• Minimize periods of sitting still or standing still in cold environments. 
• Do not allow direct skin contact with metal objects. 
• Protect employees from winds to the greatest extent possible. 

3. Cold Stress Training 
Train employees who work in cold environments on: 

• Proper rewarming procedures and appropriate first-aid treatment. 
• Proper clothing practices 
• Proper eating and drinking habits 
• Recognition of impending frostbite 
• Recognition of signs and symptoms of impending hypothermia or excessive cooling of the body. 

even when shivering does not occur 
• Safe work practices 
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A PURPOSE 

To establish minimum guidelines for the control of hazardous energy. employee training requirements. 
and periodic inspections. This ensures that employees performing service or maintenance on 
equipment or machinery are knowledgeable of the hazards of stored energy. 

B. DEFINITIONS 

1. AFFECTED EMPLOYEE-An employee whose job requires him/her to operate or use a machine or 
equipment on which servicing or maintenance is being performed under lockout or tagout, or whose 
job requires him/her to work in an area in which such servicing or maintenance is being performed. 

2. AUTHORIZED EMPLOYEE-A person who locks out or tags out machines or equipment to perform 
service or maintenance on that machine or equipment. An affected employee becomes an 
authorized employee when that employee's duties include servicing or maintenance covered in 
these guidelines. 

3. CAPABLE OF BEING LOCKED OUT-An energy isolating device is capable of being locked out if it 
has a hasp or other means of attachment to which or through which a lock can be affixed. or if it has 
a locking mechanism built into it. Other energy isolating devices are capable of being locked out. if 
blockout or lockout can be achieved without the need to dismantle. rebuild. or replace the energy 
isolating device or permanently altering its energy control capability. 

4. ENERGIZED-Connected to an energy source. or containing residual or stored energy. 

5. ENERGY ISOLATING DEVICE-A mechanical device that physically prevents the transmission or 
release of energy, including but not limited to the following: a manually-operated circuit breaker: a 
disconnect switch: a manually operated switch by which the conductors of the circuit can be 
disconnected from all ungrounded conductors. and. in addition. no pole can be operated 
independently: a line valve; a block: and any similar device used to block or isolate energy. Push 
buttons selector switches and other control circuit devices are not energy isolating devices. 

6. ENERGY SOURCE-Any source of electrical. hydraulic. pneumatic. chemical. thermal. or other 
energy. 

7. HOT TAP-A procedure used in the repair. maintenance and services activities that involves welding 
on a piece of equipment (pipelines. vessel or tanks) under pressure. in order to install connection or 
appurtenances. It is commonly used to replace or add sections of pipeline without the interruption of 
service for air. gas. water. steam or petrochemical distribution systems. 

8. LOCKOUT-The placement of a lockout device on an energy isolating device. in accordance with an 
established procedure, ensuring that the energy isolating device and the equipment being 
controlled cannot be operated until the lockout device is removed. 
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9. LOCKOUT DEVICE-A device that uses a positive means such as a lock. either a key or 
combination type. to hold an energy isolating device in a safe position and prevent the energizing of 
the machine or equipment. Also included are blank flanges and slip blinds. 

NOTE: Lockout devices shall be standardized within the facility in at least one of the following 
criteria: color. shape. or size. 

10. NORMAL PRODUCTION OPERATIONS-The utilization of a machine or equipment to perform its 
normal operation. 

11. SERVICING AND/OR MAINTENANCE- Workplace activities such as constructing, installing. setting 
up. adjusting. inspecting. modifying. and maintaining and/or servicing machines or equipment. 
These activities include lubrication. cleaning or unjamming of machines or equipment and making 
adjustments or tool changes where the employee may be exposed to the unexpected energization 
or start up of equipment or release of hazardous energy. 

12. SETTING UP-Any work performed to prepare a machine or equipment to perform its normal 
production operation. 

13. TAGOUT-The placement of a tagout device on an energy isolating device. in accordance with an 
established procedure. to indicate the energy isolating device and the equipment being controlled 
may not be operated until the tag out device is removed. 

14. NOTE: Tagout devices shall be standardized in print and format. their attachment devices shall be a 
non-reusable type. attached by hand, self locking. with a minimum unlocking strength of no less 
than 50 pounds and having the general design and basic characteristics of being at least equivalent 
to a one piece all environment tolerant nylon cable tie. 

15. TAGOUT DEVICE-A prominent warning device. such as a tag and a means of attachment. which 
can be easily fastened to an energy isolating device in accordance with an established procedure. 
to indicate that the energy isolation device and the equipment being controlled may not be operated 
until the tagout device is removed. 

C. GENERAL 

1. Lockout devices shall be used. unless the usage of a lockout device would result in the need to 
dismantle. rebuild. replace the energy isolating device. or permanently alter its energy control 
capability. 

2. When a tagout device is used on any energy isolating device that is capable of being locked out the 
tagout device shall be attached at the same location that the lockout would have been. 

3. It shall be demonstrated that the tagout program will obtain the level of safety equivalent to that 
obtained by using the lockout program. 

a. In demonstrating that the level of safety is equivalent to that of the lockout program. all 
provisions of the tag out guidelines shall be followed. 

b. Additional means to consider as part of the demonstration of full employee protection shall 
include the implementation of additional safety measures such as the removal of an isolating 
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circuit element. blocking of a controlling switch. opening of an extra disconnecting device. or the 
removal of a valve handle to reduce the likely hood of inadvertent energization. 

NOTE: Lockoutltagout devices shall be singularly identified. and shall be the only device(s) used 
for controlling energy and shall not be used for other purposes. 

D. APPLICATION 

1. Affected employees shall be notified by Brown & Root Services (BRS) supervision or the authorized 
employee of lockoutltagout applications or removal. The notification shall be given before the 
controls are applied and after they are removed from the machine or equipment. 

2. Before an authorized or affected employee turns off a machine. or a piece of equipment the 
authorized employee shall have knowledge of the type and magnitude of the energy, the hazards of 
the energy to be controlled. and the method or means to control the energy. The machine or 
equipment shall be turned off or shut down using procedures established for that specific job. An 
orderly shut down must be utilized to avoid hazards to employees. 

3. All energy isolating devices that are needed to control the energy to the machine or equipment shall 
be physically located and operated in such a manner as to isolate the energy source(s). Lockout 
and or tagout devices shall be affixed to energy isolating devices by an authorized employee and 
when used. affixed in such a manner that it will hold the device in a safe or off position. 

4. Following the application of the isolation device(s). all potentially hazardous stored or residual 
energy shall be relieved. disconnected. restrained. or other wise rendered safe. If reaccumulation 
is possible. verification of the safe isolation shall continue until the job is complete or the possibility 
no longer exists. Prior to start of the job. the authorized employee shall verify that the isolation has 
been accomplished. 

E. GROUP LOCKOUT/TAGOUT 

1. When service and/or maintenance is performed by a crew. craft. department. or other group. a 
documented procedure (refer to Paragraph L) shall be used to afford employees the level of 
protection equivalent to that provided by personal lockoutltagout procedure. Group lockout/tagout 
devices shall be used in accordance with the guidelines set forth in the General and Application 
requirements. including. but not limited to. the following specific requirements: 

a. Primary responsibility is vested in one authorized employee for a set number of employees 
working under the protection of the group lockoutltagout procedure. 

b. Provisions for the authorized employee to ascertain the exposure status of individual group 
members (i.e .. BRS Group Lockout/Tagout Permit). 

c. Where more than one crew, craft. department. etc. is involved. the assignment of the lockout/ 
tagout coordination to one authorized employee. 
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d. Each authorized employee shall affix a personal lockout/tagout device to the group lockout/ 
tagout device. group lock box. or comparable mechanism at the beginning of the job and 
remove at the end of the job. 

F. LOCKOUT/TAGOUT REMOVAL 

1. Before lockout and/or tagout devices are removed and the energy is restored. the authorized 
employee performs the following: 

a. Inspect the work area to assure that tools and equipment have been removed. 

b. Ensure that the machine or equipment components are operationally intact. 

c. Ensure that all employees are safely positioned or removed from the area. 

d. Notify affected employees that the isolation devices have been removed. 

2. Lockout and or tagout devices shall be removed from each isolating device only by the authorized 
employee who applied them. 

EXCEPTION: When the authorized employee who installed the device(s) is unavailable to remove 
it. the device may be removed under the supervision of the BRS supervisor in charge 
of the job. provided: 

a. Specific procedures and training for such removal have been developed. documented and 
entered as an appendix to the lockoutltagout guidelines. 

b. The specific procedures shall include: 

( 1) Verifying that the authorized employee is not on the job site. 

(2) Making reasonable efforts to contact the authorized employee to inform him/her the isolating 
device(s) will be removed. 

(3) Ensuring that the authorized employee is informed of the changes before he/she resumes 
work. 

G. TEMPORARY REMOVAL 

In situations where the lockoutltagout devices have to be temporarily removed for the purpose of 
testing or positioning the machine. equipment. and components thereof. the following sequence shall 
be followed: 

1. Clear the machine or equipment of tools and/or material. 

2. Remove employees from the machine or equipment area. 
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3. Energize and complete the testing or positioning. 

4. De-energize all systems and repeat isolation procedures. 

H. SHIFT OR PERSONNEL CHANGES 

Specific procedures shall be used during shift or personnel changes to ensure the orderly transfer of 
lockout/tagout devices and the continuity of protection of the oncoming and off going employees. 

I. PERIODIC INSPECTION 

1. A periodic inspection of the lockout/tagout program will be conducted at least annually. The 
inspection is conducted to ensure the procedure and requirements are being followed. The 
inspection shall be performed by an authorized employee other than the authorized employee over 
the lockout/tagout being inspected. Any deviations and or inadequacies identified will be corrected. 

2. Where lockout procedures are being used, an interview is conducted with the authorized employee 
of his/her responsibilities under the program. Where tagout procedures are being used. interviews 
with all authorized and affected employees are conducted of each employee's responsibility under 
the program and the elements of training received. 

3. The completion of the periodic inspection must be certified. The certification shall include the 
following: 

a. Date of the inspection. 

b. Identification of the machine or equipment inspected. 

c. The employees included in the inspection. and 

d. The authorized employee conducting the inspection. 

J. TRAINING AND COMMUNICATION 

Training shall be provided to ensure the purpose and function of the lockoutltagout guidelines are 
understood and the key knowledge and skills required for safe application. usage. and removal of the 
isolation devices are acquired by employees. The training shall include the following: 

1. Authorized Employees 

a. Recognition of applicable hazardous energy sources. 

b. Type and magnitude of hazardous energy sources in the work place. 

c. Methods and means necessary for energy isolation and control. 
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2. Affected Employees 

a. Instruction in the purpose and use of the lockoutltagout program 

3. All other employees whose work operations are or may be in the area where energy control 
procedures may be used. 

a. Lockout/tagout guidelines. 

b. Prohibiting the attempts of re-energization of isolated equipment. 

c. Limitations of tag out devices. 

d. Prohibiting removal of tag out devices. 

4. When tagout devices are used. employees shall be trained as follows: 

a. Tags are essential warning devices and do not provide the physical restraint of locks. 

b. Tags are not to be removed except by the authorized employee. 

c. Tags must be legible and understandable by all employees. 

d. Tags and their means of attachment must withstand the environment used in. 

e. Tags may evoke a false sense of security. 

f. Tags must be attached to prevent inadvertent or accidental displacement. 

K RETRAINING 

Retraining shall be provided for all authorized and affected employees whenever: 

1. There is a change in their job assignment. 

2. A change in machines. equipment. or process that presents a new or different hazard. 

3. When the lockoutltagout procedures change. 

4. Whenever the periodic inspection reveals. or when employees believe. there are deviations in the 
program. 

NOTE: The use of a client's Lockout/Tagout (Control of Hazardous Energy) procedure may be 
used if it meets the minimum requirements set forth in OSHA's 29 CFR 1910.147 
standard. 
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L. PROCEDURE 

1. A group lockoutltagout box may be used when maintenance or servicing is performed by a craft. 
crew. department. or other group that requires an excessive amount of isolation devices. 

2. The primary responsible authorized employee may place his/her isolation devices on the energy 
sources required to de-energize the machine or equipment. Upon completion of the de-energizing 
and lockoutltagout the primary authorized employee will place his/her keys in the group lock box 
and complete the Brown & Root Services "Group Lockout/Tagout Permit" (refer to Paragraph N). 
Each authorized employee to perform servicing or maintenance on the isolated machine or 
equipment will then place his/her personal lockoutltagout device on the group lock box and then 
sign and date the permit. 

3. Upon completion of the work to be performed or as each authorized employee completes his/her 
assigned work he/she will remove the personal lockoutltagout device from the group lock box. The 
primary responsible authorized employee who isolated the machine or equipment will then remove 
the keys from the box and proceed to remove each isolation device. 

4. If the job is not completed at the end of the work shift and the lock box is being used. one of the 
following shall be performed: 

a. All authorized employees (except the primary responsible authorized employee) will remove 
their personallockoutltagout devices from the group lock box. 

b. Upon resuming the work on the next shift, the authorized employee will verify that his/her 
lockoutltagout devices have not been disturbed. 

c. Then the authorized employees performing the work will replace their lockoutltagout devices on 
the group lock box. or 

d. The group lock box will remain intact with all authorized employees personal locks and tags 
affixed to the group lock box. 

NOTE: The isolation points shall be verified by the primary authorized employee before resuming 
work on the following shift. 

M. SHIFT OR PERSONNEL CHANGES 

If the group lockoutltagout is being used and another shift or different personnel are to continue work. 
the following procedure will be used: 

1. The primary authorized employee will coordinate with the oncoming primary authorized employee 
as to the status of the job. verify all isolation device locations and remove his lockoutltagout device 
from the lock box. 

2. The oncoming primary authorized employee will then place his lockoutltagout device on the lock 
box. 
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3. Then. the oncoming authorized employees will place their personal lockoutltagout devices on the 
lock box. 
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N. GROUP LOCKOUT/TAGOUT PERMIT 

NO POWERED EQUIPMENT MAY BE WORKED UPON UNTIL THIS PERMIT HAS BEEN COMPLETED. 

LOCATION 

DATE OF PERMIT 

EQUIPMENT 

WORK TO BE DONE 

CHECKED AND SIGNED. 

DATE & TIME OF 
FIRST LOCKOUT 

DATE & TIME LAST 
LOCK REMOVED 

I CERTIFY THE ACCURACY OF THIS PERMIT AND THAT ALL SAFETY PRECAUTIONS ON THE 
REVERSE SIDE HAVE BEEN CONSIDERED 

TITLE SHIFT SIGNED 

I HAVE BEEN TRAINED IN PROPER LOCKOUT PROCEDURES. HAVE CHECKED TO MAKE 
CERTAIN EQUIPMENT WILL NOT ENERGIZE. AND HAVE ATTACHED MY OWN LOCK. 

SIGNED TIME LOCK ON TIME LOCK OFF 
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SAFETY PRECAUTIONS 

BEFORE THIS PERMIT CAN BE SIGNED. THE FOLLOWING QUESTIONS MUST BE ANSWERED. 

1. 

2. 

3. 

4. 

5. 

YES NO 

DID THE AUTHORIZED EMPLOYEE WHO ATTACHED THE FIRST D D 
LOCK PUSH THE STARTER TO DETERMINE THAT THE EQUIPMENT 

TO BE WORKED ON WOULD ENERGIZE AND DE-ENERGIZE? 

DID THE AUTHORIZED EMPLOYEE WHO ATTACHED THE FIRST D D 
LOCK PUSH THE STARTER TO VERIFY THAT THE CORRECT MAIN 

BREAKER HAD BEEN LOCKED OUT? 

HAS THE EQUIPMENT BEEN ISOLA TED FROM OTHER ENERGY D D 
SYSTEMS SUCH AS HYDRAULIC. PNEUMATIC. THERMAL. PROCESS 

GASES AND FLUIDS. CHEMICAL AND MECHANICAL. THAT COULD 

ENDANGER EMPLOYEES? 

HAS THE EQUIPMENT BEEN DECONTAMINATED AND READIED FOR 

FURTHER WORK? 

DOES ANY ROTATING EQUIPMENT SUCH AS FANS OR AGITATORS D D 
HAVE TO BE BLOCKED MECHANICALLY? 

COMMENTS: 

IF ANY LOCKS HAD TO BE CUT TO UNLOCK THIS EQUIPMENT. COMPLETE THIS SECTION. 

WHY WAS LOCK CUT? ------------------------

LOCK BELONGS TO: 

AUTHORIZED SUPERVISOR 

UPON JOB COMPLETION RETURN THIS PERMIT FOR PROJECT FILING. 
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A PURPOSE 

To establish minimum guidelines for demolition. 

B. PROCEDURE 

1. Prior to starting any demolition of structures. piping. walls. floors. etc .. the possibility of unplanned 
collapse shall be assessed by a Competent Person. Any adjacent structures that may be exposed 
are also surveyed. Subcontractors shall have a written evaluation of structures to be demolished 
wherever personnel may be potentially exposed to collapsing beams, equipment. walls or floors. 
Work shall be so planned that no employee will cut beams that support his work platform. 

2. All electric, gas. steam or other process or utility lines must be capped/blinded or otherwise cut 
before any work is begun. Hot work permits are required where any cutting or burning is performed. 
Where personnel are required to enter structures that are subject to collapse due to ongoing 
demolition work. work areas shall have adequate shoring in place to prevent untimely collapse. 

3. Asbestos or other toxic insulation materials. glass. and other hazardous materials shall be removed 
prior to the start of general structural demolition. Demolition generally shall start at the top of a 
structure and progress downward. Stairways and other access ways shall be inspected and 
maintained as long as possible and shall be lighted and maintained in a safe condition. 

4. A Competent Person shall continually inspect the structure to ensure the stability of remaining 
columns and walls where employees are working. 

5. Openings in elevated workplaces shall be protected with barricades. V\klere debris is dropped 
through floor openings or through walls to the ground below, chutes shall be used to control flying 
debris. dust. and other hazards. Chute openings shall be protected and gates provided to close 
chutes when the discharge end is not protected. Single-story drop areas shall be barricaded with a 
clear area around it proportional to the height from which materials are dropped. 

6. Entrances to the building shall be covered with sheds or canopies designed to allow employees 
safe access and providing overhead protection from falling debris. They shall extend at least six 
feet away from the structure and be at least two feet wider than the entrance and capable of 
withstanding a loading of 751b./sq. ft. All other access ways shall be barricaded. 

7. Walls left standing must be capable of self support or shall be shored. Wnd loading shall be 
factored in as required. No cement or masonry walls shall be knocked down onto above ground 
floors unless they are designed to handle the anticipated impact loading. Skeleton steel shall be 
dismantled tier by tier and no lower load bearing members cut until upper stories are removed. 
Steel left in place shall be self supporting or shall be adequately braced. Structural supports and 
beams left up shall be cleared of loose materials as demolition progresses downward. Safe. 
temporary access ways to all work areas shall be provided where permanent access ways are 
removed. 
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8. Safe, temporary access ways to all work areas shall be provided where permanent access ways 
are removed. 

9. Mechanical demolition equipment shall meet all appropriate crane and heavy equipment safety 
requirements. The demolition ball shall not exceed 50% of the cranes rated capacity at specified 
boom length/angle and shall not exceed 25% of the line breaking strength. The ball shall be 
connected by a swivel-type attachment. 

10. Debris and trash shall be continually wetted to keep dust levels down. Trash and debris shall be 
removed daily to minimize fire hazards and maximize safe access and egress to the work areas. 
All hazardous materials shall be separated and disposed of per local environmental regulations. 

11. Demolition by blasting must be conducted by certified blasters who must comply with all safety 
standards for the type of blasting performed. 

C. ROLES/RESPONSIBILITIES 

1. It is the responsibility of each employee. subcontractor personnel. supplier. and visitor to follow all 
safety and health requirements for each project. 

2. It is the responsibility of all supervision. from the foreman to the Project Manager. to implement and 
enforce all HSE rules established for the project. 
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A PURPOSE 

To establish rules and procedures concerning drugs of abuse and alcohol in the workplace to maintain 
a work environment safe for employees and conducive to high work standards. 

B. POLICY 

1. The Company prohibits the following at all Brown & Root Service ( BRS) work locations. including 
project sites: 

a. Use or possession of prohibited drugs. including inhalants. and unauthorized alcoholic 
beverages. 

b. An employee's being under the influence of these drugs or beverages. 

c. Measurable presence of these drugs or alcohol in an employee's body as determined by urine. 
blood. or other accepted testing procedures. 

d. Tampering by an employee or job applicant with a specimen or using a substance or device 
designed to falsify test results. 

2. Prohibited drugs include. among others. marijuana. hashish. cocaine. and hallucinogens and 
depressants. stimulants. and medication not prescribed for current personal treatment by a licensed 
physician. 

3. As a condition of employment or continued employment at all BRS locations. all prospective and 
incumbent employees consent to the collection of bodily fluids for drug or alcohol testing. 
Employees may be requested to sign forms documenting this consent. but an employee's 
continuation in the Company's employment evidences in itself the employee's consent. and a 
signed consent form is not required. 

4. Entry into any Company work location. including project sites. offices. vehicles. vessels. and 
aircraft. is conditional on the Company's right to search entrants and their personal effects and 
vehicles for prohibited drugs and paraphernalia. alcoholic beverages. or unauthorized property or 
equipment. Authorized Company representatives may make periodic. unannounced searches of 
any Company work location or of anyone entering a work location. Work locations include project 
sites. vehicles. vessels. aircraft. offices. rooms. and lockers. Personal searches may be made of 
both Company employees and employees of contractors doing business with the Company. 
Prohibited drugs and paraphernalia. alcoholic beverages. or unauthorized property discovered 
during searches may be taken into custody and may be turned over to appropriate law enforcement 
authorities. 

5. The Company may employ substance abuse (including drug and alcohol) testing programs at any 
Company location within the United States or its jurisdiction. Substance abuse testing procedures 
are conducted under the following circumstances: 
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a. Pre-employment. Prospective employees must pass a substance abuse test before they are 
eligible for employment. 

b. Post-accident. Employees involved in job-related accidents are tested immediately after the 
accident. 

c. Random. Periodically. employees are randomly selected for testing from a computer -
generated list. 

d. When government or client contractual requirements exceed or contain elements not addressed 
in this policy. the testing procedures are amended to include these requirements. 

6. Confirmed positive test results indicating the presence of a prohibited substance in an employee's 
urine or blood are considered sufficient evidence of a violation of this policy. result in the termination 
of the employee. and preclude the hiring of a prospective employee. 

7. Each employee is advised of the rehabilitation resources available through the Company's 
Employee Assistance Program (EAP). An employee must participate in an EAP-supervised 
rehabilitation program to be eligible for rehire. These programs may be substantially covered by the 
Company's benefits plan. 

C. PROCEDURES 

1. The Company's Crugs of Abuse and Alcohol Testing Program is administered by the Global Shared 
Services Health. Safety and Environmental Department. This office issues procedures for 
implementing this policy, including procedures for searching employees and their personal effects 
while on Company property and the procedures and forms for administering the testing program. 

2. All testing is performed under the guidelines in the Drugs of Abuse and Alcohol Testing/Searcl? 
Procedures manual. 

I Part 1 - Drugs of Abuse and Alcohol Page 2 of 2 



~ 
Brown & Root Services 

A Division of Kellogg Brown & Root. Inc. 
A Halliburton Company 

Accident Prevention Plan 
Section 12- Required Plans (Programs. Procedures) 

Task Order 31 
Part J -Transportation I Commercial Motor Vehicles 

A PURPOSE 

To provide a consistent and uniform policy establishing the minimum requirements for the safe 
operation of motor vehicles. This section establishes general applicability. definitions. general 
requirements. and information for commercial motor vehicle operations. 

B. SCOPE 

Applicable to every employee responsible for the management. maintenance. operation. or driving of 
commercial motor vehicles. or the hiring. supervising. training. assigning. or dispatching of commercial 
drivers on the project. 

C. GENERAL REQUIREMENTS 

1. Applicable Operating Rules 

Every commercial motor vehicle must be operated in accordance with applicable Company and 
Project policies and procedures. as well as the laws. ordinances. and regulations of the jurisdiction 
in which it is being operated. However. if a regulation of the client imposes a higher standard than 
that law. ordinance. or regulation. the client's regulation must be complied with. 

2. Ill or Fatigued Operator 

No driver shall operate a commercial motor vehicle. and a manager/supervisor shall not require or 
permit a driver to operate a commercial motor vehicle. while the drivers ability and alertness is so 
impaired. or so likely to become impaired. through fatigue. illness, or any other cause. as to make it 
unsafe for him/her to begin or continue to operate the commercial motor vehicle. 

Drivers will not be assigned to drive a commercial motor vehicle for more than 10 continuous hours. 
The hours of operation may be reduced during adverse weather conditions. A combined driving 
period will not exceed 12 hours in a 24-hour period without at least 8 consecutive hours of rest. A 
qualified assistant driver will be assigned to a vehicle when more than 10 hours are needed to 
complete operations. 

3. Drugs and Alcohd 

No driver shall operate a motor vehicle while under the influence of any Schedule I drugs or alcohol. 
Employees are subject to the provisions as set forth in the Brown & Root Drugs of Abuse and 
Alcohol Manual. 

4. Qualifications of Drivers 

An employee shall not operate a commercial motor vehicle unless he/she is qualified to drive a 
commercial motor vehicle. Operators shall be trained by and their qualifications shall be reviewed. 
tested by BRS a designated competent driver training coordinator assigned to the HSE Department. A 
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permit to operate project vehicles shall be issued to operators that successfully pass the training and 
testing conducted by the BRS driver training coordinator. A manager I supervisor shall not require or 
permit an employee to drive a commercial motor vehicle if that person has not received a BRS permit to 
operate a commercial motor vehicle. 

A person is qualified to drive a commercial motor vehicle if they meet the following: 

• Is at least 21 years old 

• Can. by reason of experience. training. or both. safely operate the type of commercial motor vehicle 
he/she drives 

• Can. by reason of experience. training, or both. determine whether the cargo he/she transports 
(including baggage in a passenger carrying commercial motor vehicle) has been properly located. 
distributed. and secured in or on the commercial motor vehicle. 

• Is familiar with the methods and procedures for securing cargo in or on the commercial motor 
vehicle he/she drives 

• Is physically qualified to drive a commercial motor vehicle 

• Is in possession of a currently valid COL operator's license issued by their home state or Host 
Nation jurisdiction 

• Has prepared and furnished BRS a certified list of violations 

• Has successfully completed the BRS training and road skills test. and been issued a permit to 
operate by BRS. 

D. OPERATING A COMMERCIAL MOTOR VEHICLE 

1. Equipment Inspections 

No employee shall operate a commercial motor vehicle unless the employee has satisfied 
himself/herself that the following parts and accessories are in good working order. nor shall any 
employee fail to make use of such parts and accessories when and as needed: 

• Service brakes. including trailer brake connections 

• Parking (hand) brake 

• Steering mechanism 

• Lighting devices and reflectors 
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• Tires 

• Horn 

• Windshield wiper or wipers 

• Rear-vision mirror or mirrors 

• Coupling devices 

No commercial motor vehicle shall be driven unless the employee is satisfied that the emergency 
equipment as listed below is in place and ready for use: nor shall any employee fail to use or make 
use of such equipment when and as needed: 

• Fire extinguisher (properly rated) 

• Spare fuses 

• Warning device for stopped vehicles (reflective triangle) 

2. Ground Guides 

Ground guides are used when backing commercial motor vehicles larger than 2.5 tons or 
attempting to maneuver a vehicle in a tight clearance area. Ground guides will not stand between 
the vehicle being guided and another object when an inadvertent engine surge or momentary loss 
of vehicle control could cause injury or death. The vehicle driver will stop the vehicle immediately if: 

• He or she losses sight of the ground guide 

• The ground guide is standing dangerously between the vehicle and another object. 

The Ground guide shall be in the direction of travel where a clear view of any obstructions is 
maintained. Prior to utilizing a ground guide. clear hand signals shall be established between the 
operator and the ground guide. 

When ground guides are not available. drivers will: 

• Dismount the vehicle 

• Walk completely around the vehicle to verify clearance 

• Select a ground reference point that can be seen from the cab of the vehicle 

• Mount the vehicle. ensuring the ground reference point can be seen from the cab of the vehicle 
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• Sound the horn 

• Back to the pre-selected reference point 

• Repeat the process. as necessary. until the vehicle is in the desired position 

3. Extreme weather 

Vehicle operators will trained on safe operation of vehicles in extreme weather (snow. ice. fog and rain) 
prior to 15 November of each year. This shall include but not limited to: 

• Following distances 

• Speed 

• Headlights/turn signals 

• Seatbelts 

• Road condition rating 

• Acceleration. braking and turning 

• Travel time 

4. Convoy operations 

Before convoy operations. the convoy commander will conduct a pre trip safety briefing. to indude the 
following topics at a minimum: 

• Clear designation of the intended route 

• Clear identification of known and anticipated hazards along the intended route 

• Distribution of strip maps to each driver in the convoy 

• Applicable defensive driving practices 

• Speed and space management 

• Emergency procedures 

• Routine and emergency communication frequencies and procedures 

• Road conditions 
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During convoy operations. the space between vehicles will be at least: 

• One hundred meters or a 6 second interval on highways 

Task Order 31 

• Fifty meters or a 4 second interval on secondary roads (excluding congested areas) 

Convoys will reduce speed and vehicle intervals when approaching congested areas and proceed 
under closed column. The space between vehicles may be reduced to 25 meters or to a 2 second 
interval. whichever is greater. for movement through congested areas. Upon leaving congested areas. 
the intervals listed above will be used. 

Passing within convoys is prohibited. The convoy leader shall use the radio to inform other members of 
the convoy of upcoming traffic patterns. hazards. road conditions or stops. Rest breaks shall be taken 
at a minimum of every two hours. At this time. loads will be checked to ensure that they are secured .. 
Cheater bars shall not be used to tighten loads secured with binder chains. 
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A PURPOSE 

To provide a safe working environment in kitchens and dining facilities. The plan includes training and 
awareness programs to help workers prevent accidents during kitchen-related duties. The guidelines 
presented in this section are to provide information for the workers to recognize the hazards. reduce 
their exposure and protect them from those hazards that can not be eliminated by engineering and 
administrative controls. 

B. SCOPE 

This section applies to all BRS workers and subcontractors. 

C. DISCUSSION 

Kitchen Accidents are preventable; through new employee orientation, continuous training and 
education. and constant awareness. workers can perform their tasks with efficient and safe results. 

D. TRAINING 

1. General Requirements 

Supervisors shall properly instruct all new employees about the safe procedures and practices required 
in the workplace. prior to allowing a new employee begin work. 

a. Training documentation. Written documentation of training shall be submitted to the project safety 
office. 

b. Continued training. Training shall continue in accordance with applicable regulations and as 
requirements or employee task assignment change. and to provide refresher information to employees 
performing routine tasks. 

2. Training topics 

All tasks and associated safe work practices related to kitchen and dining facility operations must be 
presented the employee. including but not limited to: 

• Lifting techniques 

• Food preparation 

• Knife and utensil handling 

• Electrical appliances 

• Cooking surfaces 
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• Hot liquids 

• Cleaning kitchen and dining areas 

• Pot and dish washing 

• Housekeeping 

• Walking and working surfaces 

• Freezer and refrigeration areas 

• Heat stress I stroke prevention 

E. SAFE WORK PRACllCES 

1. Lifting and material handling 

Proper lifting techniques shall be utilized as described in Section A 11.3 of this plan. as well as 
proper material handling equipment for items that may require it. 

2. Food preparation 

Gloves shall be worn while handling food. Caution shall be exercised while moving loaded trays and 
other items around tight and congested areas. Ensure that the path is clear prior to moving around 
the area or opening and closing refrigerator or other appliance doors. Doors shall not be left open. 
doors shall be closed immediately after removing food from ovens. refrigerators. etc. Protective 
mitts shall be used when handling hot pots or items from cooking surfaces or ovens. Elbow length 
mitts will be worn when reaching into ovens or the potential exists to burn the forearm. Steam shall 
be allowed to vent prior to moving items. Oven doors shall be opened slowly and workers instructed 
to keep themselves away from escaping steam and or heat by standing off to one side until it has 
vented. The area shall be clear of other personnel and debris prior to removing hot items from a 
cooking surface or an oven Pressure shall be vented from pressure cookers prior to opening. Pot, 
pan and utensil handles shall be kept away from the heat source and kept from protruding beyond 
the working or cooking surface. Pot lids shall be tilted away from the worker while opening to direct 
steam away from the face of the worker. Jewelry or loose clothing will not be permitted and all hair 
shall be neatly tucked under a hair net or cap. 

3. Knife and utensil handling 

Knives shall only be used by workers authorized by the designated competent person. Knives shall 
be kept sharp. dull knives slip more readily than sharp knives. The proper knife shall be used for it's 
intended specific purpose. When cutting or slicing, fingers shall be turned or curled away from the 
blade. and other utensils used to steady the food whenever possible. Cutting motions shall be away 
from the workers body. While walking with a knife in hand the tip shall be pointed straight down with 
the workers arm kept by their side. In the event a knife falls no attempt shall be made to catch it. 
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Knives shall be washed immediately and not left in wash areas. Knives shall be stored separately 
from all other items. Cutting and slicing operations shall be conducted in a location that is free from 
congestion and out of walkways. Other utensils shall be used only for their intended purpose in 
accordance with recognized safe work practices. 

4. Electrical appliances 

All electrical appliances shall be used only for their intended purpose and in accordance with 
manufacturers recommendations and recognized safe work practices. All appliances shall be 
inspected prior to use for worn. damaged or defective parts: defective equipment shall not be used. 
Prior to cleaning electrical appliances. the cord will be disconnected or the circuit breaker locked out 
and tagged out. All electrical appliances shall be inspected on a regular basis for damage or 
malfunction. 

5. Cooking surfaces 

Stoves. grilles. fryers and other cooking surfaces shall be used only for their intended purpose and 
in accordance with manufactures recommendations and recognized safe work practices. All 
workers shall be familiar with these surfaces and how to protect themselves from the associated 
hazards. 

6. Hot liquids 

Hot liquids shall be handled. prepared and stored in a manner to prevent accidental spilling or 
discharge. Hot liquids shall be allowed to cool before handling the container or disposal of the 
liquid. 

7. Cleaning kitchen and dining areas 

Cleaning of dining and food preparation areas shall be accomplished in accordance with applicable 
health and safety standards. Spills and dropped items shall be cleaned up immediately. V\let areas 
shall be dried immediately or signs warning "CAUTION WET FLOOR" clearly posted. Proper 
cleaning agents or compounds shall be used according to manufacturers instructions. and the 
MSDS. Cleaning agents or compounds shall not be mixed with other cleaning agents or 
compounds. In the event of broken glass the worker shall not use bare hands: a brush and pan or a 
cloth shall be utilized. Broken glass in the washing sink shall be cleaned up only after the water is 
drained. 

8. Cleaning of equipment and appliances 

Cleaning of equipment and appliances shall be accomplished in accordance with the manufactures 
instructions. Grease and oils shall be allowed to cool prior to draining and or cleaning. Power to 
mixers and other equipment shall be disconnected prior to cleaning to prevent accidental energizing 
of the equipment or appliance. Cooking surfaces shall be allowed to cool prior to cleaning. Cleaning 
agents or compounds shall be used for the intended purpose in accordance with manufacturers 
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instructions and the MSDS; cleaning agents or compounds shall not be mixed with other deaning 
agents or compounds .. 

9. Pot and dish washing 

Knives and utensils shall be washed separately from each other and from all other pots. pans or 
dishes. Rubber gloves shall be worn. hot pots. plates and other items shall not be handled with 
bare hands .. Only cleaning agents or compounds intended for this purpose shall be used in 
accordance with manufacturer's instructions and the MSDS. Cleaning agents or compounds shall 
not be mixed with other cleaning agents or compounds. 

1 0. Housekeeping 

Walkways and aisles shall be kept free and clear of debris. stored material and other tripping 
hazards. All equipment and material shall be stored in an appropriate designated location. Storage 
areas shall be kept clean and organized. Spills and debris shall be cleaned up immediately. 
Cardboard boxes and other trash shall be removed and disposed of immediately. 

11. Walking and working surfaces 

Walking and working surfaces shall be kept clean and dry. Grease laden areas shall be cleaned 
with an appropriate degreasing solution as required to prevent buildup. Care shall be taken to 
prevent spills when emptying grease into the grease traps/bins. \1'\kllking and working surfaces shall 
be maintained in good repair and kept clear of debris. Damaged areas shall be repaired 
immediately. Workers cleaning walking surfaces with a pressure washers shall be trained on the 
safe use of the pressure washer. In addition. they should utilize a face shield. hearing protection 
and gloves when using the pressure washer. 

12. Freezer and refrigeration areas 

No worker shall enter a freezer or refrigerator without proper protection from cold injury either by 
limited exposure or Personnel Protective Equipment. Workers shall not close or lock the door while 
they are inside. \1\brkers shall be accompanied by at least one worker that remains outside of the 
unit to summon help or assist in an emergency. 

F. KITCHEN FIRE SAFETY 

1. Prevention 

Food items and material shall be stored properly away from heat sources. Ducts and hoods shall be 
cleaned regularly and as required to prevent grease buildup. Ranges. ovens and broiler trays shall 
be kept clean from spilled and excess drippings. No cooking food shall be left unattended. Heat 
shall be adjusted as not to cause boil over or spillage. Towels. clothing and other items shall be 
kept clear of heat sources. 

2. Alarm and evacuation 
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An alarm device shall be operable in the work area and all workers shall be familiar with it's 
operation. An evacuation route that includes two or more exits shall be clearly posted and all 
workers shall be familiar with the routes. 

3. Fire fighting 

Workers shall attempt to fight any fire only if it is safe to do so without endangering themselves. co 
workers or other personnel. Only workers that have been trained in the use of extinguishers or other 
tire fighting equipment shall attempt to fight a fire. Workers will be trained on the activation of the 
hood fire suppression systems in their respective work areas. 
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A PURPOSE 

To provide a safe working environment during airfield flight line operations. 

B. SCOPE 

This section applies to all BRS workers and subcontractors. 

C. HAZARDS AND HUMAN FACTORS 

1. Hazards. 

During ground operations. various hazards are encountered due to the nature of the work and the 
equipment and tools involved. Other factors involve the variety of weather conditions. the different 
conditions during day and night operations. mission priorities. and the various aircraft systems 

a. Personnel who work around aircraft must be alert for hazards from protruding controls, surfaces. 
antennas. static wicks. pitot tubes. open access hatches and other projections. Fixed-bayonet static 
discharges on jets and turboprop aircraft are examples of sharp appendages that can cause injury if 
contacted. 

b. Bumping hazards are created by dropped leading and trailing adges, speed brakes. pylons. pods 
and other devices that extend below the main wing surface and fuselage. 

c. Many tripping hazards are present around the aircraft and on the ramp. Examples are auxiliary power 
cables. grounding cables. tie-down ropes or chains. fuel hoses. ladders and air conditioning ducts. 

d. The cause of many falls can be attributed to slipping hazards from oil. deicing fluid. hydraulic fluid. 
grease spills and weather conditions. Fuel spills can cause. not only a very slippery surface on the 
ramp. but also a fire hazard. 

e. The potential for serious burns exist around aircraft. Areas to be alert for are exhaust area. pitot 
tubes. hot brakes, and lights. Also. the exhaust from Aerospace Ground Equipment (AGE). such as 
auxiliary power and air conditioning units. can burn. Immediately after engine shutdown. the exhaust 
nozzles and reactor areas are extremely hot and personnel can receive moderate to severe burns. 
Other sources of burns from aircraft are from support electrical equipment. 

f. Jet engine electrical systems can give severe electrical shock. Aircraft electrical systems can be a 
potential source. which could result in a serious fire if an arc occurs when flammable fuel vapors are 
present. 

g. Personnel working on or near operating jet aircraft are potentially exposed to the most intense and 
sustained noise exposures experienced in industry. Possible adverse effects of noise exposure include 
hearing loss. interference with speech communications and disruption of job performance. 
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h. Employees are subject to potential injury from environmental temperature extremes. Injuries 
resulting from cold weather exposures can be serious. Heat exhaustion. sunburns. and strokes are 
potential concerns in the summer months. 

i. Human Factors. 

Human factors may also affect work. Human factors fall into two major categories: mental. such as 
attitude, emotion. job or domestic pressure. distractions. job knowledge, or hurrying: or physical, 
such as fatigue. physical strength. and reactions to prescription medications or drugs. These factors 
can affect workers who. by their commission (what they do) or by their omission (what they fail to 
do). can contribute to or cause a mishap. Some examples are: 

• Ignoring directions from supervisors. 

• Improper operation of equipment while angry or distracted. 

• Distractions from job while thinking of personal problems. 

• 1\Jot following proper procedures or taking shortcuts because of a feeling of being hurried. 

• Drowsiness or hyperactivity on the job caused by prescription medications. Alcohol. or illegal 
drugs. 

• Use of equipment although not qualified. 

D. GENERAL REQUIREMENTS 

Most hazardous situations can be avoided by simply following procedures. asking for help when 
needed. and using PPE. Potential safety. fire, and health hazards can be effectively controlled by 
proper training before job accomplishment. appropriate work procedures and supervisory controls. 

1. Fire Prevention. Fire and explosion are potential hazards associated with aircraft maintenance and 
servicing operations. The supervisor will ensure all personnel are aware of potentially flammable fuel 
vapor areas and the restriction against bringing sources of ignition into these areas. Some examples of 
hazardous fuel areas are fuel pits below ground level. and areas within ten feet of aircraft fuel vent 
systems and fuel spills. 

2. Smoking. Smoking is prohibited in aircraft maintenance facilities, the flight line areas and 
maintenance areas except where designated by the installation fire chief in coordination with the 
functional area manager and/or supervisor. 

3. Wearing Apparel. Hats or caps will not be worn in an engine danger zone. as defined by the specific 
aircraft TO. while engines are operating. V\ihen working around hot exhaust or tail pipes. 

Personnel should wear heat-resistant gloves and long-sleeve shirts to prevent burns. Hair fasteners 
(constructed of metal. plastic. or leather materials) and wigs will not be worn when working in and 
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around aircraft. Metallic shoe cleats and taps pose spark generation and foreign object damage (FOD) 
hazards and will not be worn on the flight line. Except when assisting passengers on arriving and 
departing aircraft during inclement weather. umbrellas will not be permitted on the operational flight line. 

4. Reflective Material. Light-reflective material and luminescent materials are particularly effective for 
reducing mishaps caused by poor visibility or darkness. Reflective coatings are available in the primary 
safety colors so standard signs and markings can be made with these materials. Material will reflect 
light when wet. 

a. Personnel exposed to vehicle traffic on the flight line during hours of darkness or periods of 
reduced visibility will be provided reflective vests or belts. 

b. Reflective materials for marking vehicles and ground servicing equipment will be used to the 
maximum extent possible. Additionally. hazardous obstacles existing on or adjacent to the flight line 
will be marked with reflective material. 

5. Lifting Devices. Improper handling and lifting of heavy parts presents a potential for injury and 
extensive damage to aircraft components. Maintenance personnel will be familiar with the directives 
and the general safety standards established for the equipment being used. Safe loading capacities will 
be stenciled on all hoists and will be strictly observed by operating personnel.. At no time will personnel 
work under loads suspended by hoists. Inspections of hoisting equipment shall be done according to 
established regulations and the manufacturers recommendations. If parts are found to be defective. the 
equipment will be tagged as defective and taken out of service until repaired. 

6. Powered Aerospace Ground Equipment (AGE). Operators will be thoroughly familiar with the 
handbook of operating instructions for the equipment involved and know emergency shut-down and 
other precautionary measures. including the use of fire extinguishers. They will review maintenance 
records and inspect the equipment for leaks. damage. or malfunction before operation. 

7. Parking Aircraft. Strict adherence to standards will ensure the safety of parked aircraft. Personnel 
engaged in parking operations will comply with all pertinent guidance. 

8. Parking Spaces. Specific parking locations will be designated for each aircraft. Generally. the 
distances to be left between parked aircraft will be enough to allow immediate access of emergency 
vehicles in case of fire and also to permit free movement of equipment and materials. 

9. Temporary Parking. If it is necessary to temporarily park aircraft with any portion extending into an 
active taxiway. a ground observer (qualified in the task) will be strategically placed to warn oncoming 
traffic of the hazard. During hours of darkness. the ground observer will be equipped with a high­
visibility reflective vest and a warning light (red) and in the daytime. a suitable flag. The observer will 
remain with the aircraft until it is moved to a safe location. 

10. Wheel Chocking. \1\kleel chocks will be placed fore and aft of the main landing gear or as specified 
in applicable aircraft TOs. 
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11. Clean Parking Areas. During periods when maintenance equipment, workstands. loose parts and 
material are not actually required for work in progress or planned. they will be removed from the aircraft 
parking area to designated storage locations. Equipment remaining outside buildings will be adequately 
secured with tie-downs and/or chocks or an integral brake system to prevent movement by winds or 
engine blasts. \1'\ihen not being transported. mobile work platforms and stands will be secured to 
prevent collision with aircraft. vehicles. or other equipment. Designated flight line support equipment 
storage areas will be approved by the appropriate manager in coordination with the HSE Manager. 

12. Guide Lines. Adequate guide lines will be painted on ramp and taxiway parking areas to aid in safe 
movement of aircraft and vehicle traffic. Parking guide lines should have spots painted where nose or 
forward wheel of the aircraft will be positioned. 

13. Mooring or Tie-Down of Aircraft. This will be accomplished according to applicable aircraft TOs. 
When ropes are used, they will be tied to designated mooring fittings on aircraft. Normally, square knots 
or bowline knots will be used to prevent slippage and to provide secure fastening. Just enough slack 
should be allowed to prevent excessive stress on the wings. fittings. and rope due to tire or strut 
expansion or deflation and to prevent contraction of the tie-down ropes due to moisture or wetness. The 
mooring points on the ground should be as close as possible to being directly under the respective 
mooring points on thew aircraft. 

14. Adverse Weather Conditions. The base weather station (BWS) is responsible for making the initial 
notification to pre-determined support agencies of adverse weather conditions. Adverse weather 
conditions include: strong surface winds. heavy rain. freezing precipitation and thunderstorms. \1'\ihen 
lightning is detected or observed within the immediate vicinity of any activity or operation. do not go out 
of doors or remain out unless it is absolutely necessary. Seek shelter in dwellings with lightning 
protection. 

E. FLIGHT LINE VEHICLE OPERATIONS 

The standards and directives to follow have been established for the control of all motor vehicles on the 
flight line. Persons assigned to the flight line or to activities related to the flight line will be 
knowledgeable of and comply with these requirements. Responsible supervisors will evaluate their 
personnel at frequent intervals to ensure they are in full compliance with established guidelines. Care. 
attention and strict adherence to these precautions will prevent accidental damage to aircraft and injury 
to personnel. 

1. Speed Limits 

No vehicle will be operated at a speed in excess of that deemed reasonable and prudent for existing 
traffic. road and weather conditions. Emergency vehicles will not automatically assume the right of way. 

The following speed limits are for general purpose vehicles: NOTE: Vehicles responding to Red Ball 
exercises and precautionary landings are not authorized to exceed these limits. 

a. Vehicle Parking Areas. 5 miles per hour (8 KPH). 
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b. Aircraft Parking Ramp. 15 miles per hour maximum (25 KPH). NOTE: The speed limit is 5 miles 
per hour (8 KPH) within 25 feet of an aircraft. 

c. Flight Line Access or Bypass Road. 15 miles per hour (25 KPH). 

d. Taxiways and Inactive Runway. 15 miles per hour (25 KPH). 

2. Flight Line Driving 

The operator will posses a valid state driver's license and an AF Form 483. Certificate of Competency. 
endorsed for flight line driving. 

a. Entering or Leaving the Flight Line Driving Area 

b. All vehicles. except emergency and alert vehicles responding to an alert or emergency. will stop prior 
to entering the flight line regardless of where they enter. 

c. Traffic lanes on the aircraft parking ramp are normally the areas to the right of the aircraft. 

d. Controlled movement areas include the runway, overruns and all areas up to 200 feet from the edge 
of the runway (hold lines). Hold lines are marked with two yellow lines. one solid and one dashed. 
Dashed lines are on the runway side. 

e. All traffic flow on the aircraft parking ramp shall be parallel to the noses of the parked aircraft with the 
driver's side toward the aircraft. Vehicles will not be driven diagonally across the parking ramp. but at 
90-degree angles to the driving lanes. 

3. Vehicle Parking 

a. Vehicles will not be backed or parked in the immediate vicinity (25 feet to front. 200 feet to rear) of 
any aircraft. except as authorized for operations such as loading or unloading. servicing. or towing. A 
spotter will be posted when a vehicle is backed towards an aircraft. Pre-positioned wheel chocks will be 
used to prevent vehicles from being backed into aircraft. 

b. The brakes on all parked vehicles will be set. 

c. All unattended vehicles will be parked so they will not interfere with the aircraft being towed or taxied. 
Ignition will be turned off: keys will be left in the ignition: and the gear lever will be put in reverse gear 
for vehicles with manual transmission and in the ·park' position for vehicles with automatic 
transmissions. 

d. When aircraft engines are operating or being started. no vehicle will be parked or driven closer than 
25 feet in front of or 200 feet to the rear of any aircraft. Vehicles parked at the side of theaircraft will be 
located clear of the wingtips. clearly visible to personnel in the aircraft cockpit. 

4. Passengers in Vehicles 
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a. Personnel will not ride on any part of a vehicle not intended for carrying passengers nor will they ride 
in or upon trailers. 

b. Passengers will remain seated while the vehicle is in motion and will keep their arms and legs within 
the vehicle body. 

c. Passengers will use available seat belts at all times while the vehide is in motion. 

d. Side doors on passenger vans will be closed when the vehicle is in motion. 

5. Restricted Visibility or Night Operations 

a. Flashing lights or parking lights will be used at night when vehicles are temporarily parked on any 
part of the aircraft parking ramp. This does no apply if vehicles are parked in a designated area. 

b. When visibility is less than 300 feet. refueling vehicles will not be operated unless directed by the 
installation commander. 

c. When visibility is less than 100 feet. vehicles (except emergency and alert vehicles) will not be 
operated on the flight line. Flashing lights will be used on all vehicles temporarily parked on the aircraft 
parking ramps during the periods of lowered visibility. 

d. When visibility is less than 50 feet. it is recommended that a walking guide equipped with a flashing 
or luminescent wand be used during emergency movement of alert vehicles. 

e. Vehicle operators will exercise caution to ensure headlights do not point toward taxiing aircraft. 

6. Control Tower Signs 

All authorized vehicle operators will know and comply with the following signals: 

Steady Green Light: "Clear to cross." 

Steady Red Light: "STOP! Vehicle will not be moved." 

Flashing Red Light: "Clear active runway." 

Flashing White Light: "Return to starting point." 

Red and Green Light: "General warning. Exercise extreme caution." 

7. Taxiing Aircraft 

a. Except for Follow Me vehicles. vehicles will not be parked in front of or driven into the path of taxiing 
aircraft. Vehicles will not be driven between a taxiing aircraft and its Follow Me guide. 

I Part L- Airfield Flightline and Ground Operations Page 6 of8 



~ 
Brown & Root Services 

A Division of Kellogg Brown & Root. Inc. 
A Halliburton Company 

Accident Prevention Plan 
Section 12- Required Plans (Programs. Procedures) 

Task Order 31 Part L- Airfield Flightline and Ground Operations 

b. Headlights of a stopped vehicle shining towards a moving aircraft at night will be turned off 
immediately so the pilot's night vision will not be affected. The vehicle parking lights or emergency 
flashers will be turned on so its position will be known. The headlights of the vehicle will remain off until 
the aircraft is out of range. Headlights will be turned ON prior to putting the vehicle in motion. NOTE: 
Vehicles with daytime running lights will park in a safe location with ignition off. parking brake set. and 
emergency flashers on. 

c. All vehicle drivers. who are operating vehides on the taxiways and parking ramps. will give way to 
taxiing aircraft. Vehicles will exit the taxiways by the shortest route. Only as a last result will the vehicle 
be driven off prepared surfaces to ensure adequate clearances for the aircraft. 

d. When a vehicle has a malfunction which prevents operation under its own power. every means will 
be used to alert taxiing aircraft. 

8. FOD Prevention 

When motor vehicles are operated on unpaved surfaces. rocks may become lodged between dual 
wheels and gravel may stick in the tire treads. \1\itlen entering the ramp area or flight line. operators will 
stop and remove foreign materials from tires. 

9. Forklift Operator's Instructions Around Aircraft 

The forklift is the basic piece of aircraft cargo handling equipment. It is used primarily for moving cargo 
to and from aircraft and for raising and lowering loads between the ground and the aircraft. Only 
licensed drivers will operate forklifts. Operators will never drive forklifts faster than 1 0 miles per hour on 
ramps or 5 miles per hour within 1 0 feet of any aircraft. When maneuvering forklifts close to aircraft. a 
spotter will be used to assist the driver in determining safe clearances. Before lifting or lowering a load. 
the forklift will be brought to a complete stop. At no time will forklift drivers raise or lower a load while in 
motion. Forklifts will never be driven under any part of an aircraft except when the type aircraft involved 
requires it. When long distances must be traveled and/or when bulky loads are carried. the forklift will 
be driven in reverse to take advantage of the operator's less obstructed field of vision. The forks of 
parked forklifts will be lowered flat on the ground to prevent injury to personnel working or walking in the 
area. On parked and unattended forklifts. the operating levers will be in neutral. the ignition switched 
off. and the handbrake set. 

10. Operation of Hi-Lift Trucks Around Aircraft 

The operation of high-lift trucks around aircraft differs little from forklift work in the same area. 
Operators will never drive faster than 10 miles per hour on ramps and 5 miles per hour near aircraft. Hi­
Lift trucks will only be operated by licensed drivers. 

a. Drivers will use extreme caution when they operate Hi-Lift trucks in the immediate vicinity of aircraft. 
Guides will be used to assist the hi-lift operator when it is necessary to back the vehicle. The driver and 
guide will be able to communicate at all times. 
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b. Before the hydraulic system of the cargo bed is operated. the driver will bring the truck to a complete 
stop. To ensure adequate clearance. the truck will be moved at least 5 feet from the aircraft before the 
bed is raised or lowered. 

11. Operation of K-loaders and Roller-Equipped Trailers Around Aircraft 

Guides will be used to assist the operator at all times when the aircraft is approached in order to load or 
off-load cargo. Before operating the hydraulic system of the cargo deck. the operator will bring the 
loader to a complete stop. set the brakes and place the cab transmission selector in neutral. To ensure 
adequate clearance. the loader will be stopped or moved to at least 5 feet from the aircraft for 
preliminary deck alignment by means of the hydraulic system. The operator will also maintain a 5- to 8-
inch clearance between the rubber bumpers and the aircraft for further deck adjustments during on- or 
off-loading. 
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1.0 H)'drogen Sulfide Asses~ment 

Identify areas where H2S may potentially be present at concentrations above 10 ppm. Somces for 
information about H2S concentrations at a well site include? but are not limited to: 

Ct1~tome1/0pemtor 
Work site knowledge 
Results ofH2S l\!Ionitoring 

Note: Hydrogen sulfide may be created when acidizing wells with high iron sulfide concentrations 

2.0 Pr&-Task Planning 

Implement H2S Procedmes 

2.1 Pha~-e One ofH2S Planning 

Include the follo\'Ving in phase one ofthe H2S plan: 

Make sme all employees who will perform the job are trained in H2S and the u~e ofPPE. 
Inspect all personal protective equipment before and atler use. 
Inspect all equipment to be used on the job to make sme it is compatible with H2S and is 
working properly. 
Inspect and calibrate H2S detectors. 
Make sme wind direction indicators and a sufficient munber of H2S alarms are available for 
the job. 
Dmft a site emergency/contingency plan. 

2.2 Phase Two ofH2S Planning 

\Vl1en on location conduct the following in phase two of the H2S plan: 

Make slu-e the location has the following equipment available: 

H2S alarms in sufficient quantity (at least one monitor per person on location or area 
monitors in locations of potential release) 
Inspected and working peisonal protective equipment for each employee 
Wind direction indicators? such as windsocks to detect wind diiection. 
Complete site specific emergency/contingency plan to all atlected persmmeL 
Conduct a pre-job safety meeting. 
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3.0 Pr&-task Health and Safety Meeting 

Conduct a pre-task health and safety meeting before starting the jcib. The pre-task safety meeting 
must cover at least the following topics: 

Emergency Pmcechues 
Safe Zone up wind from H2S somce for assembly and accounting of personnel 
(lVIake sme the a secondmy safe zone is designated in case of a change in wind direction) 
Wind direction 
Emergency phone munber or method of contact 
Never attempt rescue without proper protective equipment and rescue training. 

4.0 Equi1m1ent 

In H2S areas utilize the following equipment: 

Gas detection alarm systems 
Check valves on discharge lines 
Compatible material such as pipe, manifolds, etc, for u~e \'Vith H2S 
Wind direction indicators, such as wind socks to determine the wind direction for safe zones. 
Warning signs 

This list of equipment is not exhau~tive~ other equipment may be necessmy or required in ce1tain situations. 
Test equipment before each u~e. 

4.1 Personal Protective EquiJ)ment 

In areas where potential H2S concentrations above 10 ppm are expected, the following personal 
protective equipment must be available and required at the work site: 

Self-contained breatlring apparatus (SCBA) for rescue and designated resc·ue persmmeL 
Five nrinute escape packs on the person of each worker. 

5.0 Training 

Inform all employees who work in areas \'Vith potential H2S concentrations of: 

First aid response 
Hazard~ ofH2S including the hazards of flaring which may produce s1.:tlftu· dioxide 
Symptoms of H2S exvosme 
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Health effects of exvosm-e to H2S 
How to recognize the presence ofH2S 

Task Order 31 

How to care for, maintain and wear personal protective equipment 
Refresh training frequently 
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A POSTERS AND SIGNS 

I Task Order 31 

Up-to-date and applicable safety and health posters and signs shall be displayed at suitable project 
sites. as required by OSHA. the Army Corps of Engineers' EM 385-1-1. or the hazards presented. 

B. DEFICIENCIES 

1. When a safety and health deficiency is brought to the attention of BRS by Government personnel or 
by a subcontractor. the deficiency shall be corrected. If the deficiency is life threatening, work in the 
affected area or by the affected individuals shall immediately cease until the deficiency is corrected. 
Subcontractors are required to implement managerial procedures to correct repeated and/or 
serious deficiencies. If the deficiency is serious and/or has been repeated. it may be cause for 
dismissal or removal from the project. 

2. BRS shall monitor and strictly enforce the subcontractor's performance to insure compliance with 
this plan and all Federal. State. and Local safety and health regulations. 

3. All safety and health discrepancies shall be promptly reported to the immediate supervisor. 
Employee suggestions to improve safety and health shall always be welcomed. An unsafe condition 
can and should be discussed and corrected at any time. 

4. Identified safety and health issues and deficiencies. actions. timetables and responsibilities for 
correcting deficiencies will be recorded in the inspection or daily reports. Follow-up inspections to 
ensure correction of any identified deficiencies shall be conducted and documented. 

C. COMPETENT PERSONS 

There shall be a designated competent person as required by OSHA. for the following operations and 
or activities: 

• Asbestos abatement (29 CFR 1926.58) 

• Confined Space entry (29 CFR 1926.xx) 

• Electrical Work (29 CFR 1926.400) 

• Excavations (29 CFR 1926.651) 

• Fall Protection (29 CFR 1926.503) 

D. PROTECTION OF CONSTRUCTION AREAS 

1. All project construction areas shall be designated a "Construction Area" by a minimum of two signs. 
one placed at each entrance to the area. Flagging. barricade tape or other means shall be used to 
help define the area if necessary. 

2. Signs shall read "Danger Construction Area. Hard Hats and Safety Glasses Required for Entry," or 
other appropriate verbage. and shall use the colors as prescribed by OSHA. 
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3. In addition to required signage. family housing and other areas where children may be located. any 
excavations. piles of excavated material. construction material or debris. vehicles and equipment 
left unattended after working hours or on weekends shall be protected by fencing or other 
appropriate means approved by the government-designated authority. to prevent injury to the 
public. 

E. FURNISHING OF PERSONAL PROTECTIVE EQUIPMENT 

1. Required personal protective equipment and clothing for BRS employees shall be provided by BRS. 
Subcontractors shall provide required personal protective equipment for their employees. 
Commonly required items are hard hats. safety shoes, coveralls. goggles/face shields. gloves. ear 
plugs. respiratory protection. etc. Other items necessary for safety and health or protection shall be 
issued as required. If the employee lacks any item of equipment. or if an issued item of equipment 
becomes unsatisfactory for its intended use, the employee must notify the immediate supervisor 
and may not proceed with the work until the proper protective equipment is obtained. 

2. BRS shall furnish various items of protective equipment such as hard hats, goggles. safety vests. 
etc .. in addition to certain tools as necessary to facilitate an on-the-spot correction. These items are 
company property and must be signed for and accounted for until they are returned. 

3. Hard Hats 

a. Approved hard hats shall be worn at all times on construction sites and shall meet the 
requirements of OSHA. They shall be non conductive and the bill shall be worn in the front at all 
times. Alteration or modification to the hat or suspension is prohibited. Additional areas 
designated as hard hat areas may be identified during safety meetings and Phases of Control. 

4. Safety Glasses 

a. Eye Protection shall be worn at all times when in construction areas when there is danger of eye 
injury and shall meet the requirements of ANSI and OSHA. Safety glasses shall be worn by all 
personnel while cutting. grinding. chipping. etc. Clear lens safety glasses are required while 
working inside of buildings. Additional protection such as face shields shall be worn if there is a 
hazard of flying debris while chipping, grinding. etc. Chemical splash goggles and an apron or 
disposable coveralls shall be worn when handling chemicals. acids and caustics in which the 
MSDS requires their use. Additional eye and face protection shall be used as necessary to 
prevent eye and face injuries. 

5. Hearing Protection 

a. In compliance with the requirements of EM 385-1-1 Section 05.B, all employees with potential 
for noise exposure above 85 dB(A) shall be provided hearing protection. Employees shall be 
required to wear ear protection if the noise level is such that voices must be raised to hear a 
normal conversation. Additionally. workers in the close proximity of an operating generator will 
also be required to wear ear protection. 

b. Testing will be conducted to determine sound pressure levels in areas suspected of dangerous. 
sustained noise. Permissible exposure limits will not be exceeded. At or above the level of 115 
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dB(A). both plugs and muffs will be mandatory. The QC/Safety Manager will be responsible for 
implementing the requirements of this program. 

6. Respiratory Protection 

In compliance with the requirements of EM 385-1-1 Section 05. E and the respiratory protection 
program of Brown & Root Services. employees involved in activities requiring use of a respirator will 
be trained in the proper use of the equipment and all requirements. This includes proper selection. 
use, storage and maintenance of respirators. medical fitness, respirator fit-testing. periodic 
exposure assessment and monitoring. annual evaluation of this program and training. Respirators 
shall meet NIOSH or MSHA requirements. Any employees involved in field activities that require the 
use of a respirator will be fit-tested using either qualitative or quantitative fit-testing procedures. 
These employees will also be fit-tested annually. and required to have an annual medical evaluation 
to ensure that they are medically fit to wear respirators. The QC/Safety Manager will be responsible 
for the implementation of this program. 

7. Clothing 

Workers are expected to report to work in adequate and appropriate construction clo1hing. Long 
pants and a Tee Shirt. both in good condition. are the minimum acceptable. Muscle shirts. tank 
tops. and going shirtless are prohibited. Suitable heavy duty shoes or boots that protect the feet and 
ankles are required. Sneakers. running shoes and lightweight slippers are prohibited. Hair styles 
which create a hazard shall be adequately controlled. 

F. SANITATION 

Appropriate sanitation shall be exercised at all work sites. such as: 

• Potable water shall be obtained from the existing domestic water supply in accordance with EM 
385-1-1 Section 02.A. 

• Disposable paper drinking cups from a covered dispenser shall be provided; receptacles for 
disposal of paper cups shall also be provided. All containers shall be kept in a clean. sanitary 
condition. 

• Chemical toilets shall be provided if necessary on construction sites in required numbers and 
serviced in the manner prescribed by EM 385-1-1 Section 02.B. 

• Washing facilities shall be provided if necessary on construction sites as required by EM 385-1-1 
Section 02.C. 

G. FIRE PREVENTION AND PROTECTION 

1. Fire extinguishers shall be provided wherever necessary or required. All extinguishers shall be 
located. inspected. serviced and maintained in accordance with EM 385-1-1 Section 09.E. 
Inspections should be recorded on the inspection tag attached to each extinguisher or on a log 
documenting the extinguisher location and/or number. 
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2. Work areas shall be kept free from combustibles and flammable liquids. Fire extinguishers shall be 
provided by the subcontractor for hot work and any use of flammable or combustible liquids. All 
flammable liquids shall be stored in F. M or U. L. approved Flammable Liquid Storage Cans which 
have spring loaded lids, flash arrest screens and venting capabilities. Only the quantity necessary 
for the job should be present in the work area. If the client provided fire extinguishers have been 
removed for extensive demolition or remodeling. BRS or the Subcontractor shall ensure that the 
proper number and location of fire extinguishers are present for that particular occupancy or type of 
work. 

3. "Burn" or "Hot Work" permits shall be obtained from the appropriate authority for all welding and 
burning operations. Permits shall be obtained and posted on site prior to commencement of work. 
Additionally. when the operation is as such that normal fire prevention precautions are not sufficient. 
a fire watch shall be assigned. 

4. No material shall be burned at the project site unless authorized by the facility. Only approved 
temporary heating devices shall be used. All flammable liquids including paints shall be handled 
and stored in a manner to conform to EM 385-1-1 requirements. Flammable solvents and liquids 
shall be stored in safety cans. Only the amount of flammable material to be used during the day or 
shift should be taken to the job site. 

5. "No Smoking" signs shall be provided in and on all flammable material storage areas. The areas 
shall be kept under lock and key. 

6. All work on facility fire protection systems shall be scheduled and coordinated with the Maintenance 
Control Section and the Fire Department. 

H. HAZARDOUS MATERIALS 

1. The provisions of 29 CFR 191 0.1200. (Hazard Communication) shall be impl em en ted (see section 
D). A material safety data sheet is required to be on-site prior to a hazardous material being brought 
on to any facility. Product containers are to be properly labeled. Likewise. BRS employees shall 
notify the Contracting Officer of all suspected hazardous materials that are encountered in the 
performance of work. Subcontractor personnel shall be trained in the hazards of the materials being 
used. and shall have immediate access to MSDS. 

2. Any hazardous waste generated by BRS or its subcontractors will be properly labeled. stored and 
disposed of in compliance with the applicable Federal. State and Local Environmental Health/Safety 
regulations. 

3. The QC/Safety Manager. QC/Safety Inspector or Task Order Manager will be responsible for 
acquiring appropriate Manifests signed by the designated representative. Under no circumstances 
shall BRS employees sign a hazardous waste manifest involving waste disposal. as the Originator 
is always the Government HAZMAT Rep. 

I. ELECTRICAL TOOLS AND EQUIPMENT 

1. Ground Fault Circuit Interrupters (GFCI) shall be used on all electrical tools and hand held electrical 
equipment in accordance with EM 385-1-1 Section 11. C. 
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2. An assured grounding program may be substituted for GFCis only if an exemption is specifically 
approved by the Government safety and health representative. All electrical tools shall be inspected 
daily and defective tools shall be removed from service. 

J. TEMPORARY ELECTRICAL SERVICE 

1. Temporary electrical service shall be installed and maintained to conform to all of the requirements 
of EM 385-1-1 Section 11.0. applicable provisions of the N ESC and the N EC and applicable 
provisions of local or county codes. 

2. Construction Equipment In addition to the above requirements. temporary wiring conductors for the 
operation of construction tools and equipment shall be either Type TW or THW contained in metal 
raceways or shall be hard usage or extra hard usage multi-conductor cord. Temporary wiring shall 
be secured overhead and shall not present a tripping hazard or an obstacle to equipment. 

3. Circuit Protection All 15 and 20 amp outlets which are not a part of the permanent wiring shall be 
protected by ground fault circuit interrupters (GFCis). All temporary electrical cords and electrical 
tools shall be GFCI protected. GFCis shall be periodically tested to ensure proper operation. 

4. Lockout I Tagout Energized electrical circuits shall be Locked and Tagged as applicable and as 
possible prior to employees working. Special attention shall be given to electrical demolition and 
maintenance or modifications to existing electrical systems. The requirements of EM 385-1-1 
Section 12 and the Brown & Root Services Safety and Health Manual shall be followed. A site or 
job specific energy control procedure shall be established prior to conducting electrical work. A 
detailed Lockout I Tagout program is included in Section E of this Accident Prevention Plan. 

5. Where required. appropriate warning signs shall be posted. All temporary components shall be 
plainly marked to indicate the maximum operating voltage. All circuits shall be protected against 
overload and be properly grounded. 

K. EQUIPMENT 

1. Before any machinery or mechanized equipment is placed in service by BRS or a subcontractor. it 
shall be inspected. checked and determined to be in safe operating condition. This includes reverse 
signal alarms. guards for moving parts. hot surfaces. overhead protection and roll over protective 
structures. Supervison shall verify that all equipment has been inspected and meets EM 385-1-1 
Section 16 requirements. 

2. Equipment shall be certified to be in a safe operating condition. Records of tests and inspections 
shall be maintained at the job site. Hoists. cranes. and rigging shall be inspected and maintained as 
required by the manufacturer and EM 385-1-1. 

3. All operators shall be familiar with and qualified to operate their machinery/equipment. Ongoing 
inspections shall be made at such intervals as necessary to ensure a safe operating condition and 
proper maintenance. Any machinery or equipment found to be in an unsafe operating condition 
shall be tagged at the operators position "Out-of-Service- Do Not Use." and its use prohibited until 
unsafe conditions have been corrected. 
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4. Heavy equipment shall be inspected prior to use. using an approved checklist. when the equipment 
is first placed at the job site and whenever the equipment is demobilized and successively placed 
back on the BRS job site. The operator shall conduct a walk-around inspection of the equipment 
every day before work begins. 

5. Inspections for determination of road conditions and structures shall be made to ensure that load 
capacities are safe for the passage or placing of machinery or equipment. 

6. Platforms of all hoisting equipment shall be equipped with "broken cable" safety devices. Only 
persons who are fully qualified by experience and training in hoisting operations shall be used as a 
signalman when signaling is required. 

7. Necessary traffic control. danger signs and instructional safety and health signs shall be installed 
where required. 

8. Danger signs shall be prominently displayed as well as "Slow" and ''Caution" signs and "No 
Smoking" signs. \J\Jhen operations are such that signs. signals. and barricades do not provide the 
necessary protection on or adjacent to a highway or street. flagmen or other appropriate traffic 
controls shall be provided. Flagmen shall have in their possession a certificate of completion of an 
approved flagging course. Flagging operations shall comply with the provisions of 29 CFR 
1926.201. 

9. All repairs on machinery or equipment shall be made at a location which will ensure safety of repair 
mechanics. Heavy machinery. equipment or parts thereof which are suspended or held apart by 
use of slings. hoists or jacks shall also be substantially blocked or cribbed before men are permitted 
to work underneath or between them. Bulldozer and scraper blades shall be lowered to rest when 
not in use. 

10. Any guard or safety and health device removed or made ineffective shall be replaced or restored to 
safe operating condition immediately after completion of work that required its removal. 

L. LIFTING 

Lifting and material handling shall be conducted in a controlled manner with consideration given to 
proper lifting techniques. using mechanical means. and protecting against hand and back injuries. Lift 
with your legs and not your back. Never be afraid to ask for help when lifting. 

M. VEHICLES 

Only licensed drivers shall be allowed to operate vehicles. Seat belts shall be worn at all times when in 
vehicles. The speed limits shall be strictly observed. Traffic violations beyond a simple speeding ticket 
shall be reported to your supervisor. ours and suspended licenses shall be reported immediately. 

Before loading, unloading or conducting any activities around a vehicle. the vehicle shall be placed in 
park or in gear. the vehicle shut off, and the parking brake set. On inclines. vehicles shall be chocked 
and the wheels turned into the curb. When being loaded or unloaded by a fork truck or other piece of 
equipment. the vehicle shall also be chocked. Passengers are not allowed to ride in the back of pickup 
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trucks. Riding as a passenger on any equipment is prohibited unless the equipment has the safe 
capability of transporting personnel and was intended for such use. 

N. LADDERS 

All ladders shall be in a safe condition and shall have a 250 pound duty rating. Damaged ladders with 
broken rungs. spit side rails or other defects shall not be used and shall be destroyed or removed from 
the project. Extension ladders shall be secured and shall extend a minimum of three feet above the 
upper working surface. Stepladders shall be used in the open position. and the top two steps shall not 
be used as a working surface. V\lhen ladders are used as working platforms. fall protection shall be used 
when working more than six feet from the ground. Fall Protection shall also be used when the ladder 
places the waist of a worker above an adjacent platform handrail and creates a fall hazard of a greater 
distance than to the level of the base of the ladder. Metal ladders are not authorized for electrical work 
or in and around exposed electrical systems. 1\Jo work requiring lifting of heavy materials or substantial 
exertion will be done from ladders. 

0. WALKING AND WORKING SURFACES 

Walking and working surfaces shall be kept free of debris and other tripping hazards. All floor holes and 
floor openings shall be covered with a secure cover or barricaded. and shall be attended when open for 
work. Caution tape or flagging is not a barricade. Guardrails which meet EM 385-1-1 requirements shall 
be used to protect wall openings and platforms four feet or greater above the adjacent surface. 

P. ERGONOMICS 

All employees. field and office. will be trained in Ergonomics. This will include various aspects of 
Ergonomics, such as Anatomy. symptoms and corrective actions against Cumulative Trauma Disorders 
(CTDs). Carpel Tunnel Syndrome (CTS ). proper lifting techniques for field and office work. proper use 
of Video Display Terminals (VDTs) in offices. Illumination. proper and timely use of mechanical 
equipment to avoid any ergonomics related problems. indoor air quality. etc. The Safety Manager will 
be responsible for conducting ergonomics evaluations for field and office tasks. and management will 
be responsible for the implementation of corrective actions. 

I Section 13-Major Section Compliance Page 7 of 10 



Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

Section 2- Background Information I Task Order 31 

A 

B. 

c. 

D. 

CONTRACTOR 

Brown & Root Services 

CONTRACT NUMBER 

Task Order 31 

PROJECT NAME 

LOCAP 

PROJECT DESCRIPllON 

This project involves the recovery. restoration. and operation of the Iraqi oilfields. The work involves 
damage assessment demolition. restoration and construction planning: demolition. restoration and 
construction execution. and operations. Work locations will include wellheads. pipelines. GOSP's. tank 
farms. terminals and refineries. 

E. ACCIDENT EXPERIENCE 

EMR 2001 = 0.53 
2000 = 0.49 
1999 = 0.48 

F. PHASES OF WORK REQUIRING AN ACTIVITY HAZARD ANALYSIS 

Before beginning each activity involving any type of work presenting hazards. activity hazard analyses 
shall be prepared. Under this contract. Brown & Root Services shall prepare an activity hazard analysis 
prior to each phase of work. 

Phases of Work: 

Access to Work Areas 
Inspection and Assessment of Existing Facilities 
Inspection and Assessment of Damaged Facilities 
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Pre-construction and repair conferences to include work area access requirements 
Mobilization of resources 
Fabrication and Purchase of Materials 
Excavation 
Well Repair and Start Up 
Repair of Existing Fadlities and Equipment 
Installation of New Equipment 
Control of Hazardous Energy (Lockout/Tagout) 
Confined Space Program for air monitoring in confined spaces 
Water and boat safety to include watchman. lifejackets. safety lines and barricades 
Lifting and Hoisting 
Pressure Testing 
Final inspections 
Operations of Facilities 
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Section 3- Statement of Safety and Health Policy 

A PURPOSE 

I Task Order 31 

To describe the Brown & Root Services (BRS) Health. Safety and Environmental (HSE) policy. 
principles. and objectives. 

B. POLICY 

BRS will ensure a safe. healthy and environmentally friendly work place for all Company employees 
and to those who work with the Company by continually reducing accidents. injuries. illnesses and 
environmental incidents. 

C. PHILOSOPHY AND PERFORMANCE PRINCIPLES 

1. Management believes safety can no longer be viewed as a priority that can be ranked in a vertical 
order of importance but must be looked upon as a value that is inherent in every part of our 
operation. Further. we believe our most important assets are the people who perform the work and 
nothing is more important than providing a safe and healthful environment in which to work. 

2. In carrying out this policy. it is clear the only acceptable level of performance is to be "Incident 
Free" on all of our worksites each and every day. We believe that such performance is achievable 
with full commitment and diligent effort by each and every employee in the business unit. 

3. Creation of an "Incident Free" environment within our business unit requires a thorough 
understanding and complete acceptance of the following principles: 

a. Employee safety and health. as well as protection of the environment. must be viewed as 
values we hold that adhere to every facet of our operation. HSE must not be viewed as a 
priority that can be arranged in order of importance when others bring pressure to bear to place 
more importance on another aspect of our business. 

b. HSE leadership creating an "Incident Free" business unit must exist independent of individual 
personalities or single objectives. 

c. Only projects free from incidents and the resulting injuries or environmental damage can be 
expected to be consistently productive and profitable. The only acceptable performance is 
"Incident Free". 

d. Each and every employee must. regardless of position. accept and wholeheartedly execute their 
responsibility for HSE. 

e. Through proper training, planning and compliance with state of the art HSE processes and 
practices. all accidents can be prevented. 
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f. Wth proper planning and foresight. all project hazards can be eliminated before an accident can 
occur. 

D. OBJECTIVES 

1. We will maintain a prevention-based process for HSE that results in the Company being the 
recognized leader in the safe engineering, construction, operation and maintenance of plants for all 
clients. Management recognized its responsibility for promoting the highest standards of HSE and 
is committed to developing and maintaining appropriate systems. procedures and plans to achieve 
the mission and objectives of this policy. Specifically. we are committed to the following objectives: 

a. To continually reduce accidents. injuries. illnesses and environmental incidents with a goal of 
being incident and injury free and set meaningful HSE performance targets that are measurable 
and monitor progress against these goals for continuous improvement. 

b. To be a recognized leader in HSE performance. both in our work place. in plant design. by our 
clients. the general public. and applicable government agencies. 

c. To encourage a sense of public spiritedness in regard to the environment. in our employees. 
clients. subcontractors. and suppliers. 

2. The Company will comply with all HSE laws and regulations and will manage environmental 
performance in a manner similar to our health and safety performance. To ensure employee HSE 
performance in all areas of operations. management at every level is committed to the following 
actions: 

a. Provide suffident resources and training where required to ensure a high level of HSE 
performance and to foster HSE awareness and responsibility. 

b. Make HSE excellence an uncomprom1s1ng value in the design. construction. 
operations/maintenance. and management of our projects. 

c. Support efficient development and use of natural resources and practice conservation of these 
resources. 

3. Management. staff and supervisory personnel set the stage for "Incident Free" performance by 
their commitment and way of being about safety. 

a. Personnel in these positions must be accountable for uncompromising support of the process 
and must never present any circumstance as an exception to their commitment. 

b. Personnel in these positions shall go out of their way to acknowledge positive performance. to 
find potential for process improvements. to elicit feedback on the safety process for each and 
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every employee and to ensure the dignity and respect of each and every employee are not 
compromised. 

c. By enthusiastic support and implementation of this policy. an environment can be created in 
which all accidents can be prevented and our goal of "Incident Free" is a daily reality. 
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Accident Prevention Plan 

Section 4- Responsibilities and Lines of Authorities 

A PURPOSE 

I Task Order 31 

This section of the Accident Prevention Plan describes lines of authority. responsibility. and 
communication as they pertain to health and safety functions at this site. The purpose of this section is 
to identify the personnel who impact the development and implementation of the site accident 
prevention plan and to describe their roles and responsibilities. This section also identifies other 
contractors and subcontractors involved in work operations and establishes the lines of communication 
among them for safety and health matters. 

B. GENERAL 

1. All personnel and visitors involved in this plan must comply with the requirements of this accident 
prevention plan. The specific responsibilities and authority of management. safety and health. and 
other personnel on this site are detailed in the following paragraphs. HSE and Loss Prevention are 
line management responsibilities and the condition of employment for all persons assigned to the 
project. 

2. Each employee shall be familiar with their role and those of their subordinates and aggressively 
ensure compliance with these requirements. These are minimum requirements and may not reflect 
all legal and Company requirements for safety. 

1. Project Manager (PM) 

The Project Manager has responsibility and authority to direct all work operations. He reports directly to 
the Program Manager. The Project Manager coordinates safety and health functions with the plan HSE 
manager, and has the authority to oversee and monitor the performance of the site safety and health. 
and bears ultimate responsibility for the proper implementation of 1his accident prevention plan. The 
plan HSE manager reports functionally to the Project manager and administratively to the Global HSE 
manager. The specific duties of the Project Manager are: 

Preparing and coordinating the site work plan: coordinating safety and health efforts with the plan HSE 
manager: ensuring effective emergency response: serving as the primary site liaison with public 
agencies. officials. and site contractors. 

The following chart lists the Project Manager and Program Manager for the plan: 

John Downey Program Manager. LOGCAP. 4100 Clinton Dr. Houston. TX 

Bob Reeves Project Manager. Task Order 31. 4100 Clinton Dr. Houston. Tx. 
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2. Identification of 01her Site Contractors. 

I Task Order 31 

The other contractors and subcontractors on site who could be affected by the tasks and operations 
associated with this accident prevention plan are listed below: 

To Be Determined 

Specific safety and health requirements for subcontractors and suppliers may be found in section 5 of 
this accident prevention plan. 
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A TASK SPECIFIC SUBCONTRACTORS 

To be Determined 

B. GENERAL SAFETY POLICY 

I Task Order 31 

1. Prior to the start of work. each subcontractor is required to meet with the Project Manager. At this 
meeting. the owner's and contractor's HSE policies and procedures shall be outlined. 

2. Each subcontractor must actively promote safe work performance on the part of all employees. 
Site supervisors shall participate in and implement such activities as safety meetings. safety 
inspections and safety recognition programs. It is expected that the subcontractor will have written 
safety and health procedures and conduct their own accident prevention program that meets these 
minimum requirements. 

C. HAZARDOUS WORK PLANS 

Each subcontractor must develop and have available for review. written. detailed plans to safely 
perform hazardous work as required by the EM 385-1-1. This includes deep excavations or trenches. 
confined space entry. tank cleaning. hazardous waste disposal. etc. The responsible subcontractor 
must plan for and have all equipment. materials and personnel necessary to perform the work safely. 

D. EXPECTATIONS GOALS/OBJECTIVES 

1. BRS requires that subcontractors place the highest importance on safety at all times during the 
performance of the work on site. 

2. The subcontractor shall fully participate in and cooperate with all safety and health programs and 
shall provide all statistics. information. training and education in safety required by such programs. 

3. The overall safety and health goal for the project is to be incident and injury free. 

E. COMPLIANCE WITH SAFETY RULES 

1. The subcontractor shall at all times comply with. and ensure that its employees. agents and 
subcontractors comply with all safety and loss prevention rules and regulations. 

2. Specifically, the subcontractor shall comply with the provisions of the contractor. the EM 385-1-1. 
the requirements of the Occupational Safety and Health Act of 1970. as amended. and all related 
requirements. 

F. FAILURE TO COMPLY 

1. Should the subcontractor fail to comply with the requirements of this document and related writings. 
the contractor shall notify subcontractor verbally and/or in writing. 
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2. The subcontractor shall, upon being advised of its noncompliance, immediately take all corrective 
action to comply. 

3. In the event, the subcontractor fails to initiate prompt corrective action: the contractor may take any 
or all actions provided for in the contract terms and conditions necessary to achieve compliance. 
Costs incurred by the subcontractor as a result of such actions shall be for the subcontractor's 
account. 

G. DISCIPLINARY PROGRAM 

1. The subcontractor shall have in place a written disciplinary program. 

2. Each employee is considered a valuable asset and must be afforded the opportunity to be informed 
of the supervisor's expectations and requirements relative to their behavior and performance on the 
job. 

3. The intent of these guidelines is to provide a framework for utilization by supervisory personnel at 
such times when an employee's behavior dictates positive reinforcement or disciplinary action. It is 
imperative that these guidelines be administered fairly and consistently with regard to all 
employees. 

H. LOSS PREVENTION PROGRAM 

1. The subcontractor shall have an established, written safety and health program. The program must 
be submitted to the contractor representative for review and approval prior to contract execution. 
The program shall contain their company's safety and health policies and procedures in addition to 
their procedures for implementing project requirements. The program shall address the particular 
safety hazards of the work to be performed. 

2. The safety and health program must meet the minimum criteria contained in EM 385-1-1. 
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To describe most of the basic types of safety and health information and training all employees. 
supervisors and subcontractors are provided prior to the start of work and throughout the project. 

B. POLICY 

1. BRS requires that each employee and supervisor be trained in the potential hazards that may exist 
on a jobsite. the known hazards that exist and the procedures to be followed to perform all work 
safely. This requirement can be met through verification of previous experience or on the job 
orientation and training. 

2. All supervisors shall be trained in their responsibilities and the safety activities they are expected to 
perform. They are responsible to train their employees. 

C. ORIENTATION 

1. The project orientation program for employees and supervisors includes all new employees 
regardless of the number of years worked in the industry. It covers every person new to the 
company. new to a particular project site or only new to a work crew. The orientation is given 
before employees or subcontractors begin work. The following items shall be covered: 

a. Accident and Hazard Reporting. All injuries. accidents and safety hazards shall be reported 
to your supervisor. the Safety Manager or the Project General Manager immediately. Failure to 
report injuries and accidents immediately is grounds for disciplinary action up to and including 
termination. 

b. Personal Protective Equipment. Approved hard hats shall be worn by all personnel when in 
construction and other work areas. other items necessary for safety or protection shall be 
issued as required. Long pants. a short sleeve shirt and acceptable "construction grade" shoes 
or boots are required for safety. Sneakers. sandals. athletic shoes and other light duty footwear 
are not acceptable. Hair styles which create a hazard shall be adequately controlled. Additional 
protection such as face shields shall be worn when cutting. grinding or chipping: and chemical 
splash goggles shall be worn when handling chemicals. acids and caustics in which the MSDS 
requires them used. 

c. Lifting. Lifting and material handling shall be conducted in a controlled manner with 
consideration given to proper lifting techniques. using mechanical means and protecting against 
hand injury. Never be afraid to ask for help when lifting. 

d. Vehicles. Only licensed drivers shall be allowed to operate vehicles. Seat belts shall be worn at 
all times when in vehicles. The speed limit shall be strictly observed. Traffic violations beyond a 
simple speeding ticket shall be reported to your supervisor. DUI's and suspended licenses shall 
be reported immediately. 

e. Electrical Tools and Equipment. Ground Fault Circuit Interrupters (GFCI) shall be used on all 
electrical tools and hand held electrical equipment. An assured grounding program may be 
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substituted for GFCI's. only if specifically allowed by the BRS Project Safety Manager. A 
subcontractor must demonstrate that his/her assured grounding program is in place and is 
effective. All electrical tools shall be inspected. Defective tools shall be removed from service. 

f. Hand Tools. All tools used shall be in safe and good working condition. Defective or damaged 
tools shall be removed from the job site. Examples are hammers with loose or split handles and 
guards missing on saws or grinders. 

g. Fall Protection. Employees must be trained in the hazards and control measures associated 
with working at heights six feet and higher. For each specific project. each subcontractor shall 
submit an Activity Hazard Analysis which specifies the control measures to be used to protect 
personnel who may be exposed to fall hazards in accordance with 29 CFR 1926.500. Subpart 
M-Fall Protection. 

h. Ladders. All ladders shall be in a safe condition and have a 250 pound duty rating. Damaged 
ladders with broken rungs. split side rails or other defects shall not be used and shall be 
destroyed or removed from the job site. Extension ladders shall be secured and shall extend a 
minimum of three (3) feet above the upper working surface. Stepladders shall be used in the 
open position, and the top two steps shall not be used to stand on. Fall protection shall be used 
for ladders when working more than six (6) feet from the ground. Fall protection shall also be 
used when the ladder places the waist of a worker above an adjacent platform handrail and 
creates a fall hazard of a greater distance than to the level of the base of the ladder. 

i. Walking and Working Surfaces. Walking and working surfaces shall be kept free of debris 
and other tripping hazards. All floor holes and floor openings shall be covered with a secure 
cover or barricaded. and shall be attended when open for work. Caution tape or flagging is not a 
barricade. Guardrails. which meet OSHA requirements. shall be used to protect wall openings 
and platforms four ( 4) feet or greater above adjacent surface. 

j. Scaffolding. All scaffolding and work platforms shall be erected. maintained and dismantled in 
accordance with OSHA requirements. Scaffolding shall be fully X-braced on both sides. Scaffold 
grade lumber shall be used for all supports and planks. The platform shall be fully planked with 
all boards properly overlapped and cleated or secured. Every scaffold shall have a complete 
OSHA specified guardrail system. including a handrail. midrail and toeboard. 

There must be a competent person who will supervise the scaffolding erection and subsequent 
work. and shall inspect scaffolding each day before work begins. Written proof of competency 
such as a certificate of training completion shall be submitted before scaffold work takes place. 
No scaffold work will be allowed without the competent person present. Incomplete or modified 
scaffold shall not be used. and shall be tagged to prevent use. Specialty scaffolds. missing 
handrails for clearance purposes. shall be tagged with the appropriate fall protection 
precautions. and personnel shall be trained and familiar with their assigned fall protection 
equipment. 

k. Excavation. All work involving excavations (even those less than five feet deep) shall be 
conducted in accordance with the requirements of OSHA 29 CFR 1926.652. Prior to the start of 
any excavation work. a competent person must be designated to oversea the excavation. 
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Written proof of competency such as a certificate of training completion shall also be submitted. 
No trenching or excavation work shall be conducted without the competent person present. This 
competent person shall inspect the excavation for safety each day before work begins and 
assess for proper protective systems based on hazards and soil type. There shall be a minimum 
of two (2) means of egress from each excavation. 

I. Demolition. Prior to starting demolition operations, an engineering survey shall be made by a 
competent person in accordance with 29 CFR 1926.850 Subpart T-Demolition. 

m. Hoisting Equipment. All cranes shall have a current certification sticker from an independent 
crane certification company. or there must be objective evidence that the crane's inspection 
and maintenance program meets or exceeds OSHA requirements. Daily and periodic 
inspections shall be conducted during the crane's use on the project as required by OSHA and 
the crane's manufacturer. These inspections shall be documented. Slings. chokers. wire ropes 
and other rigging shall be in good condition and shall be inspected prior to each use. Personnel 
conducting inspections shall be qualified and able to detect signs of unsafe or damaged rigging. 
Inspections shall be conducted in accordance with 29 CFR 1926.251 Subpart H. Never exceed 
the Safe Working Load of the weakest component. 

n. Hazard Communication. Subcontractors who use hazardous materials and chemicals shall 
maintain a written hazard communication program. Material containers shall be labeled as to 
contents and hazards. MSDS shall be available. on-site. for review by employees. Workers shall 
be trained in the hazard communication program. 

o. Training. Training must be provided as required by OSHA and the Corp of Engineers EM 385-
1-1.Training must be documented. retained and available for inspection. OSHA training 
includes. but is not limited to the following: 

Ladders. scaffolding. excavation. hazard communication. respiratory protection equipment. 
powder actuated tools. hearing conservation, confined space entry. cranes and rigging. fall 
protection. hazard recognition and OSHA standard requirements. 

p. Fire protection and prevention. Work areas shall be kept free from combustibles and 
flammable liquids. Fire extinguishers and a qualified person designated as a "fire watch" shall 
be posted at all blind spots during hot work operations. Fire extinguishers shall be provided 
during use of flammable or combustible liquids. or at the location of storage of same. Fire 
extinguishers need to be provided even if customer existing extinguishers are present. All 
flammable liquids shall be stored in F.M. or U.L. approved flammable liquid storage cans which 
have spring loaded lids. flash arrest screens and venting capabilities. Only the quantity 
necessary for the job should be present in the work area. Never begin hot work activities. 
without obtaining a hot work permit and/or work clearance from BRS. 

q. Housekeeping. Good housekeeping practices shall be maintained on all BRS work sites. Roll 
up extension cords and sweep areas of trash and debris before leaving for the day. 
Supervisor's shall conduct a final walk-through of the job site before leaving. to inspect for any 
tripping. foot penetration or fire hazards. 
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r. Drugs, Alcohol and "Horse Play." The use of drugs. alcohol and "horse play" on the job by 
any personnel is strictly prohibited. If influence of drugs is suspected. Urinalysis testing may be 
required and administered by the BRS HSE Manager or other BRS designated person(s). 

2. The goal of the standardized safety and health orientation is: 

a. Set minimum standards and requirements for completion. 

b. To ensure a consistent approach to a quality orientation. 

c. To help ensure conformance to project/client safety and health policies and procedures. 

d. To meet OSHA requirements. 

D. EDUCATION/TRAINING 

1. Tool Box Safety Meetings 

Governmental regulations require that the Company establish employee safety education and 
training programs. Our method of complying with this requirement is to conduct Tool Box Safety 
Meetings with all employees at least every week. A record of each Tool Box Safety Meeting is kept 
and retained in the project site safety tiles. During the meeting. a supplementary attendance sheet 
is circulated for signatures. General supervisors and staff are required to attend on a regular basis 
to evaluate the supervisor and his training efforts and to show support for the safety and health 
program. Guidelines to follow when planning a Tool Box Meeting are: 

a. All members of the work force must attend. 

b. It is held weekly. 

c. The meeting is scheduled so as not to interfere with the project work. 

d. The topics for discussion must pertain to accident prevention matters only. 

e. Point out unsafe acts. practices or conditions that have been observed in the project area and 
delegate corrective measures. if applicable. 

f. Review recent injuries or accidents in the project area. why they happened and what is to be 
done to prevent recurrence. 

g. Encourage employee suggestions and discussion. 

h. Brief the employees on new types of equipment in the area. with specific reference to their 
capabilities and safeguards. 

i. Use the results of area accident prevention inspections. provided by the respective HSE 
Supervisor. for relative discussion topics. 
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j. Request that 1he respective HSE Supervisor assist in providing topics for discussion and further 
assist in the presentation of the Tool Box Safety Meetings periodically. 

k. Information on technical matters such as procedures for confined space entry. hazards of toxic 
chemicals in use. lift capabilities of specific lifting devices. etc .. must be requested from the HSE 
Supervisor. 

4. Supervisor Safety Meetings 

The supervisor safety meeting is conducted by the project manager or designee. The material 
presented at this meeting is prepared in advance and reviewed for accuracy. completeness and 
relativity to current project operations. The preparation of the material and topics for discussion is 
to be a joint effort shared between the project managers and the HSE Supervisor. Topics that may 
be considered for discussion are: 

a. A review of all project injuries and accidents for the past month to determine area requiring 
attention or undesirable trends developing that require immediate corrective actions. 

b. Information on accidents having recently occurred in the industry that may apply to current or 
future project operations. 

c. Changes in government regulations 1hat may have a profound effect on project operations or 
specific procedures currently in place. 

d. Discussions indicating precautionary measures that may be required for a specific operation. 

e. Pointing out unsafe practices observed. 

f. Results of the past months' accident prevention inspection and status. 

g. Determining whether members of the group have comments on unsafe equipment. conditions or 
practices. 

h. Dissemination of information brought to the attention of any supervisor present by area 
supervisors in regard to accident prevention. 

i. Ensuring that personal protective equipment is suitable for activities currently being conducted 
and available in sufficient quantity. 

j. Reviewing first aid and emergency procedures to ensure that everyone is up to date on any 
changes. 

k. A record of each supvisor's safety meeting is made and kept in the project file. OSHA 
compliance officers look for evidence of employee safety educational training programs. The 
completed forms as previously described show evidence of each project site's program. 
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All employees will be trained in the emergency response requirements of the project location. The 
following elements at a minimum shall be covered: 

• Personnel roles. lines of authority and communication. 

• Emergency recognition and prevention 

• Evacuation routes and procedures 

• Emergency medical treatment and first aid: 

F. MANDATORY TRAINING 

TRAINING TYPE ASSESSMENT FREQUENCY TRAINING FREQUENCY 

New Employee Training & Upon Assignment Upon Assignment 
Orientation 

Employee Emergency Plans Monthly/Periodic 
Upon Assignment/Periodic 
(As Plan Changes) 

Fire Prevention Plans Monthly /Periodic Upon Assignment/Periodic 
(As Plan Changes) 

Hazard Communication Upon Assignment Periodic 
(As Plan/Conditions Change) 

I Employee Access to Medical 
Records I Upon Assignment I Annually 

Fall Arrest System Upon Assignment Upon Assignment 

Occupational Noise Exposure Upon Assignment Annually 

PPE Periodic Upon Assignment 

Respiratory Protection Upon Assignment Annually 

Confined Space Entry Upon Assignment Periodic 
(As Plan/Conditions Change) 

Control Of Hazardous Energy Upon Assignment 
Periodic 
(As Plan/Conditions Change) 

Portable Fire Extinguishers Upon Assignment Annually 

I Electrical Upon Assignment Periodic 

I Section 6-Training Page 6 of6 



Brown & Root Services 
A Halliburton Company 

Accident Prevention Plan 

Section 7- Safety and Health Inspections I Task Order 31 

A PURPOSE 

B. 

c. 

To set minimum inspection intervals required for safety equipment, motorized equipment electrical 
cords and tools, lifting equipment. etc. These inspections are made by Competent Persons designated 
in writing. 

DAILY VISUAL INSPECTIONS 

1. Ladders 

2. Tools 

3. Vehicles and equipment 

4. Fall protection equipment 

5. All welding. burning and cutting hoses and leads 

WEEKLY WRITTEN INSPECTIONS 

1. Project Managers shall conduct weekly safety and health oversight evaluations of all work sites. All 
evaluations shall be documented. including the date of the inspection. inspector's name. findings. 
recommendations and follow-up of previously identified findings. 

2. The safety inspection checklists for this task order are included in the following pages. 
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CONFINED SPACES 
Contract Name and Number: Contractor/Subcontractor: 

Government Inspector: Location: 

Contractor Inspector: Date: 

Yes No N/A 

1. Has the site been evaluated for confined spaces by a designated competent 
person? (06.1.01) 
2. Is a list of confined spaces maintained on site? (06.1.01b) 

3. Have all permit-required confined spaces (PRCS) been identified with a sign? 
(00.1.01c) 
4. Are confined spaces reevaluated whenever they or their characteristics change 
in a way that could lead to reclassification as a PRCS? (06.1.01d) 

5. Do the entrants. attendants, supervisors. and contractors fully understand their 
duties? (06.1.02) 

6. Have all employees with potential entry into a PRCS been notified of the 
existence, location, and hazards ofthe space? (06.1.03) 
7. Is there a written PRCS program? (06.1.04) 

8. Has the designated authority developed and implemented a system for 
preparation, issuance, use, and cancellation of PRCS entry permits? (06.1.05a) 
9. Have plans and procedures been developed and implemented for summoning 
rescue and emergency services? (06.1.05b) 

1 0. Has the designated official developed and implemented procedures to 
coordinate entry operations when more than one work crew are authorized entry? 
(06.1.05d) 

11. Have all employees been instructed not to enter PRCSs without the proper 
permit and without following the procedures and practices outlined in the permit? 
(06.1.06a) 

12. Have employees required to enter PRCSs or act as an attendant or entry 
supervisor been trained to acquire the understanding, knowledge, and skills 
necessary for the safe performance of their assigned responsibilities and duties? 
(06.1.06b) 

13. Has each member of the on-site rescue team/emergency practiced making 
PRCS rescues at least once every 12 months? (06.1.09b) 
14. Has the off-site rescue/emergency service been informed of the hazards they 
may confront and been provided access to all permit spaces from which rescue may 
be necessary? (06.1.1 0) 

15. Are retrieval systems or methods used whenever an authorized entrant enters a 
PRCS, unless the retrieval equipment would increase the overall risk of entry or 
would not contribute to the rescue of the entrant? (06.1.11) 
Comments: 

Th1s checklist 1s based on EM 385-1-1, dated 3 September 1996. 
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CONTROL OF HAZARDOUS ENERGY (LOCKOUT/TAGOUT) 

Contract Name and Number: Contractor/Subcontractor: 

Government Inspector: Location: 

Contractor Inspector: Date: 

Yes No N/A 

1. Has the hazardous energy control plan been submitted to the designated authority 
for acceptance? (12.A.02) 

2. Do systems with energy isolating devices which are capable of being locked out. 
utilize locking devices to control hazardous energy? (12.A.06a) 

3. If locking devices are not used. have the following criteria been met: (12.A.06a(1 }-
(3)) 

The use of locking control devices would entail burdens that exceed any 
advantage to the use of tag out devices? 

The use of tag out devices will provide full employee protection 

All affected employees can and will be informed that tag out is being used in lieu of 
lockout 

4. Does the aforementioned plan clearly and specifically outline the scope, purpose, 
authorization, rules and techniques to be utilized? ( 12.A. 07b) 

5. Has training been conducted to ensure employees understand the hazardous 
energy procedures and possess the knowledge and skills required for the safe 
application, usage, and removal of energy controls? (12.6.01} 

6. Have daily inspections been conducted and documented to ensure all 
requirements of hazardous energy procedures are being followed? (12. C) 

7. Are lockout and tag out devices capable of withstanding the environments to which 
they are exposed for the maximum period of time the exposure is expected and do 
they identify the employee applying the device? (12.D.01} 

8. In addition to the requirements established in 12.D.01, are lockout devices 
substantial enough to prevent removal without the use of excessive force or unusual 
techniques? (12.D.02) 

9. Do tag out devices meet the following requirements: (12.D.03a-d} 

Have a standardized (within a project) print or format 

Be constructed and printed so that exposure to weather conditions, wet or damp 
locations, or corrosive environments will not cause the tag to deteriorate or the 
message to become illegible. 

Attached by means which are: non-reusable; substantial enough to prevent 
removal; attachable by hand; self-locking; non-releasable. with a minimum strength 
50 lbs. and, be at least equivalent to a one-piece. nylon cable tie. 
Warn against the hazardous condition resulting from system energization and 
include a legend such as DO NOT START, DO NOT OPEN, DO NOT CLOSE, DO 
NOT ENERGIZE, DO NOT OPERATE, etc. 

Comments: 

Th1s checklist 1s based on EM 385-1-1. dated 3 September 1996. 
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HOUSEKEEPING/SANITATION 

Contract Name and Number: Contractor/Subcontractor: 

Government Inspector: Location: 

Contractor Inspector: Date: 

Yes No N/A 

1. Does the site have an adequate supply of drinking water? (02.A.01) 

2. Are only approved potable water systems used for distribution of drinking water? 
(02.A.02) 

3. Are portable drinking water dispensers designed. constructed, and serviced to 
ensure sanitary conditions: capable of being closed; and equipped with a tap: and are 
containers clearly marked as to their contents? (02.A.04) 

4. Is use of a common cup prohibited? (02.A.06) 

5. Are outlets dispensing nonpotable water conspicuously posted with warning 
labels? (02.A.07a) 

6. When sanitary sewers are not available have chemical, recirculating, combustion. 
or other toilet systems as approved by state/local government been provided? 
(02.8.01) 

7. Are toilet facilities constructed that the occupants are protected against weather or 
falling objects; all cracks sealed: and the door tight-fitting, self-closing, and capable of 
being latched? (02.8.03) 

8. Are provisions in place before placing toilet facilities into operation for the routine 
servicing and cleaning of all toilets and sewage disposal? (02.8.08) 

9. Have washing facilities been provided as needed to maintain healthful and sanitary 
conditions? (02.C.01) 

10. Whenever employees are required to shower. have the showers been provided 
with one shower for every 10 employees of each sex: body soap: hot and cold running 
water: and individual clean tcwels? (02.C.03) 

11. Are all food and beverages prohibited from being consumed in toilet rooms or in 
any area exposed to toxic materials? (02.D.03) 

12. Are work areas and means of access maintained and kept safe and orderly? 
(14.C.01) 

13. Are daily inspections conducted in work area for adequate housekeeping? 
(14.C.01b) 

14. Are all stairways, passageways, gangways, and accessways kept free of 
materials. supplies. and obstructions at all times? (14.C.02) 

15. Is form and scrap lumber and debris kept cleared from work areas and 
accessways in and around building storage yards and other structures? (14.C.07) 

16. Are storage and constructions sites kept free from the accumulation of 
combustible materials? (14.C.09) 

Comments: 

Th1s checklist 1s based on EM 385-1-1. dated 3 September 1996. Use ofth1s checklist 1s optional. 
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PERSONAL PROTECTIVE EQUIPMENT 

Contract Name and Number: Contractor/Subcontractor: 

Government Inspector: Location: 

Contractor Inspector: Date: 

Yes No N/A 

1. Do employees wear clothing suitable for the weather and work conditions? The 
trinimum for fieldwork is a short sleeve shirt, long trousers and leather or 
protective work shoes or boots. (05.A.07a) 

2. Is protective footwear, like rubber boots, and steel-toed boots worn? (05.A.08) 

3. Do persons exposed to vehicular or equipment traffic, including signal persons or 
spotters wear apparel marked with reflectorized or high visibility material? (05.A.11) 

4. Is overhead protection provided where the public or workers are subject to injury 
from falling objects? (05.A.12) 

5. Are workers prohibited from working above or in positions exposed to protruding 
reinforcing steel or other impalement hazards unless provisions have been made to 
eliminate the impalement hazard? (05.A.13) 

6. Is eye and face protection provided when machines or operations present potential 
injury from physical, chemical, or radiation agents? (05.8.01) 

7. Do persons considered to be blind in one eye wear safety spectacles with side 
shields on the job? (05.8.03) 

8. Are personal ear protection devices equivalent to the combination of earplugs and 
ear muffs available and used \Nhen sound-pressure levels exceed 115 d8(A) steady-
state? (05.C.04) 

9. Are noise hazard areas marked with caution signs? (05.C.07) 

10. Are all person working in or visiting hard hat areas provided with and required to 
wear protective headgear? (05.D.01) 

11. Has a respiratory protection program been developed when respiratory protective 
equipment is required? (05. E.01) 

12. Is the compressor used to supply breathing air constructed and situated in a way 
to avoid entry of contaminated air into the supply system? (05.E.16) 

13. Do all personal fall arrest systems prohibit body be~s? Body belts are used for 
positioning only. (05.F.01) 

14. Are personal floatation devices (PFD) provided to and worn by all persons, 
except when in an enclosed cabin or protected by guardrails, or \Nherever there is a 
drowning hazard? (05.1.01) 

15. Is at least one skiff immediately available at locations where employee work over 
or immediately adjacent to water? (05.J.01) 

Comments: 

This checklist is based on EM 385-1-1, dated 3 September 1996. 
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PROGRAM MANAGEMENT 

Contract Name and Number: Contractor/Subcontractor: 

Government Inspector: Location: 

Contractor Inspector: Date: 

Yes No N/A 

1. Has all machinery or mechanized equipment been inspected and tested before 
being placed in use? (16.A.01} 

2. Has the accident prevention plan been submitted and accepted by the 
Government? (01.A.07) 

3. Are daily safety inspections conducted and documented by quality control 
personnel? (Daily reports should have a variety of relevant safety comments.) 
(01.A.08b) 

4. Are employees provided with safety and health indoctrination and training? 
(01.8.01} 

5. Are safety meetings conducted and documented, do they review the ongoing or 
upcoming phasesofwork? (01.8.03) 

6. Has a hazard communication program been implemented? (01.8.04} 

7. Is a daily record of all iirst aid treatments (OSHA Form 200) not otherwise 
reportable, maintained on prescribed forms? (01.D.04} 

8. Are emergency plans prepared in writing and reviewed to ensure employee safety 
in the event of fire or other emergency? (01.E.01} 

9. Are emergency telephone numbers and reporting instructions conspicuously 
posted for ambulance, physician, hospital, iire, and police? (01.E.05) 

Comments: 

Th1s checklist 1s based on EM 385-1-1, dated 3 September 1996. 
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Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 
Section 8 - Safety .and Health Expectations. Incentive Programs. and I Task Order 31 

Compliance 

A PURPOSE 

To describe the external methods that are the keys to stimulating. overcoming or re-directing internal 
forces to achieve safe project performance and maintain or improve productivity. 

B. GENERAL 

1. It is Brown & Root Services policy to provide a positive. safe environment for our workforce and it is 
our goal to achieve an accident-free environment. 

2. Employees are motivated by various forces and situations in their lives. There are strong internal 
motivations and external forces propelling each of us. 

3. The key is achieving full participation of the workforce in our safety and health process and this is 
attained through proper communication of requirements and information necessary for employee 
job satisfaction. 

4. It is also achieved through positive recognition and reward for achievements. outstanding efforts 
and meeting of safety and health targets and Company goals. 

C. PROCEDURES 

1. Communication and Recognition 

a. A company newsletter is issued on a periodic basis to keep all employees informed on the 
progress of the project. the safety and health record and achievement of goals. consistent 
superior performers. both in safety and productivity. etc. 

b. The use of safety incentives. employee/crew of the month recognition. the participation of 
employees in suggesting improvements to the safety and health program and the work 
processes are all used to help motivate employees to do their best. 

2. Perception Surveys 

a. This is a tool to elicit employee, supervision and management perceptions and views on the 
safety and health process in place. what they feel about the effectiveness of programs in use 
and whether it is a positive or negative perception. 

b. Answers to a variety of questions in different categories. correlated by role or position of the 
employee can give new insight into how well our programs are received and their effectiveness. 

c. Using a set of survey questions and scoring methodology as an initial basis. a set of questions 
are developed. tailored to the project or location. It is then presented to a representative 
random sampling of craft employees. clerical. foremen. middle managers and senior managers. 
The answers are correlated and analyzed. These analyses are used to identify problem areas. 
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Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 
Section 8 - Safety .and Health Expectations. Incentive Programs. and I Task Order 31 

Compliance 

d. Safety and health program areas with wide differences in perceived effectiveness by different 
position levels must be reviewed with each group to ascertain reasons for the gap and a plan for 
corrective action developed. 

D. ROLES/RESPONSIBILITIES 

Project Management is responsible for planning and implementing the program. 
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Section 9- Accident Reporting 

A PURPOSE 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

This procedure should be followed to ensure that incidents involving Company employees and/or 
property are properly investigated to determine the causes and the corrective measures necessary to 
prevent their recurrence. 

B. DEFINITIONS 

1. Incident 

An unplanned event that results in injury. fire or explosion. property damage. third party complaint. 
or a near miss. 

2. Serious Incident 

Any incident that has the potential for, or results in significant consequences such as death. an 
injury that requires hospitalization or results in permanent impairment. major damage or possible 
legal action. 

3. Investigation 

Investigation is the systematic inquiry into why an incident occurred. Investigation requires 
gathering as many facts as possible by interviewing people. observing conditions. examining and 
testing equipment. reviewing records. inquiring into the reasons. and then studying the information 
to reach a conclusion. 

a. Supervisors are responsible for conducting the initial investigation of all incidents that occur in 
their area of responsibility. 

b. The Safety Department will conduct a formal investigation beyond that conducted by the 
Supervisor. 

c. Incident Investigation Teams (liT) will be appointed to conduct an in-depth follow-up 
investigation of more serious incidents or when management feels it would be more beneficial. 

4. Occupational Injury or Illness 

An injury or illness that is suffered by an employee which results tom work activity or exposure in 
the work environment. 

5. Alleged Injury 

Any injury that is not witnessed nor reported to the employee's Supervisor. Safety Department or 
Project Manager at the time of the incident or before the end of the shift is considered alleged until 
an investigation and/or medical examination has been concluded. 

6. Off-the-job Disabling Injury 
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Section 9- Accident Reporting 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

An injury that results from a specific incident. activity or exposure and occurs away from work and 
outside the work schedule. It results in the employee being absent from work for a full shift or more. 

7. Motor Vehicle Acddent 

Any accident involving a Company leased. owned or operated automobile. pick-up truck. truck. or 
truck trailer combination unit. which results in death. injury. or property damage. 

NOTE: Accidents involving mobile equipment such as a forklift or floor sweeper are not motor 
vehicle accidents and are not covered by this procedure. 

8. Company Property 

Property owned by the Company or property under the control of the company and it's employees 
that is being used for company business 

9. Fire 

Combustion of accidental origin that produces a flame or causes an explosion. 

10. Non-Company Injury I Property Damage 

An injury to non-Company personnel or damage to non-Company property that occurs on Company 
property or results from Company operations. 

11. Damage Incident 

An incident that results in damage to Company property which results from equipment malfunction. 
operating error or improper operation of mobile equipment by an employee. 

12. Near-Miss Incident 

An incident such as an operating error or equipment malfunction. which could have resulted in an 
injury. damage or fire. had circumstances changed slightly. 

13. Mechanical Failure 

The failure of a mechanical part or equipment such as a pump. motor. fan blade. etc. which results 
in injury or damage to surrounding equipment or material. 

14. Third Party Complaint 

Any complaint received from a non-Company person regarding Company activities. All third party 
complaints must be investigated to determine if the Company is the cause of the problem. 

15. Root Cause 

The most basic cause(s) of an incident that can be reasonably identified. 

C. INCIDENT NOTIFICATION 

1. Project Manager 
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Section 9- Accident Reporting 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

a. The responsible Supervisor shall report the incident to the Project Manager as soon as the facts 
are known. 

b. In case of serious incident. immediate notification is required including telephone notification at 
night. 

2. Additional Notifications 

a. Once the Project Manager has been advised of the incident and has all of the facts. he/she shall 
report it by phone to the Program Manager. At this time they will determine if further notification 
is required. 

b. In the case of a serious incident. the Program Manager shall notify the Business Unit V.P. who 
will then notify the Business Unit Safety Manager. 

D. INCIDENT INVESTIGATION GENERAL PRINCIPLES 

1. Objectives of the Incident Investigation Program 

The objectives of the incident investigation program are: 

• Contribute to improved personnel protection and enhanced safety and health of Company 
employees. contractors. and the public. 

• Prevent the recurrence of accidents. 

• Reduce accident rates and promote a downward trend in the number and severity of accidents. 

Preventing inddents are line management's responsibility. The incident investigation program 
provides useful. timely and needed information to managers to assist them in meeting these 
responsibilities. To accomplish these objectives. the incident investigation process must enable 
the Safety Department to respond with speed. accuracy. focus. and brevity. The results of 
accident investigations can help managers eliminate underlying causes and prevent similar 
accidents. 

2. Reasons For Investigation 

a. An incident is investigated to determine why it occurred and what can be done to keep it or 
similar incidents from recurring. not to place blame or find fault. 

b. An investigation is necessary to satisfy legal and Company requirements or. in the case of injury 
to non-Company personnel or a third party complaint. to determine the Companies liability. 

c. A complete investigation is necessary to keep employees informed as to what occurred and 
what follow-up action is planned. 

d. The lessons learned from an investigation are extremely beneficial to other Company locations 
and operations and often result in changes in practices and procedures. which improve safety 
and operations. 
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Section 9- Accident Reporting 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

3. Responsibility for Investigation 

I Task Order 31 

The Supervisor of the employee has the primary responsibility for the initial investigation of an 
incident. The Supervisor is in the best position to investigate because he/she knows the 
employees. the operating conditions at the time, the nature of the work and has the best opportunity 
to investigate before conditions change. The Safety Department shall lead the investigation into 
serious incidents and all motor vehicle acddents. 

4. Supervisor's Investigation Report 

The Supervisor shall prepare a "Supervisor's Accident Report" for all incidents. including near 
misses. 

E. INCIDENT INVESTIGATION TECHNIQUES 

1. Timing 

The on-scene investigation should begin as soon as it is safe to do so and before conditions 
change. Details can be quickly forgotten in the confusion associated with an incident. Also. after 
discussing the incident with co-workers. employees tend to remember things differently. often taking 
into account their co-workers' stories. 

2. Protect the Scene 

The first action after an incident has occurred is to ensure that injured personnel are rescued and 
promptly given medical attention. The scene must be secured to protect evidence for the 
investigation. 

3. Possible Causes 

Look for all possible causes. including generic causes and contributing or underlying causes. Most 
incidents involve both unsafe actions and unsafe conditions that relate to equipment. materials or 
work conditions. It is easy to think an incident resulted from an unsafe act and to overlook 
contributing unsafe conditions. 

4. Interviews 

a. Interview those involved with the incident including supervisors and co-workers. 

b. In injury incidents. the injured person is the key witness. Often. the success of the investigation 
depends upon his/her statement. Wait until he/she has received medical attention and is 
comfortable before interviewing him/her. 

c. Interview witnesses separately. even though it takes more time. People feel more free to talk in 
private. In groups, one person often does most of the talking and others seldom express their 
opinions. Interviewing witnesses separately helps substantiate events. 
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Section 9- Accident Reporting 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

d. Put yourself in the "shoes" of the person being interviewed. Being concerned and friendly will 
cause people to be more cooperative. Hear out people completely: unsolicited comments often 
bring out important facts. 

e. Do not place blame or speculate on causes. 

f. Do not ask leading questions or express approval or disapproval of the response. 

g. Listen to others in the area for clues. 

h. A technique that helps get to the root cause is to keep asking the question "why" after a person 
gives an answer. Ask questions like why did you do it that way? 'Wny did the equipment fail? 
Why did you make that change? 

i. Ask people for their suggestions on the causes and corrective actions. 

5. Fact Finding 

Fact-finding will uncover the root cause(s) of an incident. the sequence of events and contributing 
factors that led up to it and what actually happened. It is important to get all the facts so as not to 
make assumptions and to avoid faultfinding. Faultfinding leads to bias and a search for only those 
facts that support a desired. yet often wrong. conclusion 

a. Equipment should not be moved until the investigator(s) has gathered the facts. taken 
photographs and measurements and interviewed eyewitnesses. 

b. Mobile and vehicular equipment that has been involved should be left at the scene whenever 
possible or impounded until the investigation has been concluded. 

c. Look for damaged and failed components. 

d. Determine the basics: who. what. where. when. how and why. 

e. Explore the job activities that led up to the incident such as operating conditions or problems at 
the time of the mishap. location of personnel. or anything that might have contributed to the 
incident. Record the time each event took place. 

f. Look for similar types of problems that might have been present in previous incidents. 

g. Check pertinent records such as time sheets. written instructions. training records. employee's 
prior accident and injury record. etc. Preserve these records with the investigation file. 

h. Check maintenance and service records on mobile equipment. hoisting equipment. motors. and 
other equipment as necessary. 

i. Damaged equipment should not be repaired or used until the initial investigation is finished. 

6. Re-enactment 

Re-enacting the event at the scene can help the investigators understand the activity or sequence 
of events that led to the incident. 

I Section 9- Accident Reporting PageS of 28 



Section 9- Accident Reporting 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

a. Re-enact only if it will serve a definite purpose. particularly if preventive measures are not clear. 

b. When re-enacting. proceed slowly and have each person explain in detail what he/she was 
doing as they do it. If possible have an observer fill out an observation sheet while reviewing 
the re-enactment. 

c. Do not re-enact if it will be dangerous or upsetting to the participants or others at the scene. 

d. Retrace the events that led up to the incident back to the time when problems were first 
indicated. 

7. Documentation 

Document pertinent information either during or immediately after each review. Record and label all 
data. 

a. Use a tape recorder if it is not upsetting to the person being interviewed. 

b. Record the date and time of each interview. and if it is appropriate and the person is willing. 
request he/she sign any statement he/she submits. 

c. Take photographs or videotape the inddent scene and evidence from as many angles as 
necessary. 

d. Observe and record weather conditions and lighting. 

e. Ensure the accuracy of findings before documenting them. 

f. Document the exact time the incident and specific events occurred and when the investigation 
began. 

8. Root Cause Analysis 

The root cause of an accident can best be determined by making a systematic review to first 
identify and determine all possible causes. Each event that led up to the incident should be 
analyzed in chronological order using one of the techniques that are explained in Section V. 

F. SPECIAL SITUATIONS AND OCCURRENCES 

This section provides investigation guidelines for specific types of incidents. 

1. Alleged Occupational Injuries or Illnesses 

When an employee fails to report an injury at the time it occurs and then later alleges that it is work 
related. an immediate investigation and medical examination are necessary to determine the 
validity of the allegations. 

a. The employee should report for a medical evaluation. Call ahead to advise the Medical 
Manager that the employee is coming for an evaluation of a possible occupational injury or 
illness. 
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Section 9- Accident Reporting 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

b. If the employee's medical condition is such that he/she cannot wait until the Medical Clinic is 
open. advise him/her to go to the nearest emergency medical facility. 

c. Refer to the Occupational Injuries and Illnesses Investigation Procedure for further details. 

2. Off-the-job Disabling Injuries 

a. Investigation of an off-the-job injury is limited to the information the employee provides when 
completing a report of injury. 

b. If there is concern as to whether the employee can perform all his/her work duties. send him/her 
to the the nearest medical facility 

c. for an evaluation. 

3. Motor Vehicle Acddents 

a. Any accident that involves a Company owned or leased automobile. truck or pick-up must be 
investigated by the Safety Department. 

b. Motor vehicle accidents must be investigated to gather facts that can be used to: 

( 1) Determine responsibility and protect the Company's interests. 

(2) Determine basic cause(s) and methods of preventing similar accidents. 

c. Refer to the Motor Vehicle Accidents Investigation Procedure for further details. 

4. Fires 

Any tire. regardless of size or loss must be investigated to determine the sources of fuel and ignition 
and why it occurred. 

a. Fuel Source 

A detailed look into the area where most destruction occurred (where the fire was the hottest) 
will usually reveal the fuel source that fed the tire or where the tire started. 

b. Ignition Source 

After the fuel source has been determined, another detailed inspection of the tire area and 
review of witness reports will generally identify the source of ignition. 

c. Refer to the Fire Investigation Procedure for further details. 

5. Non-Company Injuries or Property Damage 

Investigation of injuries to non-Company personnel must be limited to gathering the facts. During 
interviews there should be no discussion or admission of liability and no speculation on accident 
causes or corrective measures to prevent recurrence. 
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Section 9- Accident Reporting 

6. Damage Incidents 

Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

Damage incidents caused by Company operations or employees must be investigated immediately 
by the Safety Department before the situation changes. 

7. Near-Miss Incidents 

Near misses should be investigated by the Supervisor immediately before the situation changes. 
Coordinate with the Safety Department for investigation assistance. 

8. Third Party Complaints 

a. The person receiving a complaint should direct the person(s) to the Safety Department. 

b. The Safety Department will attempt to obtain the following: 

( 1) The name. address. telephone number and affiliation of the person making the complaint. 

(2) The nature and time of the complaint. 

(3) A description of the complaint. 

( 4) Has anyone been injured? If so. who and how many? 

(5) How the person(s) making the complaint was affected. 

(6) \.1\klo else has been notified. 

(7) Thank the person for the information and advise them the Company will look into 1he matter. 
Be extremely cordial. but do not make any statement regarding liability or cause. 

( 8) If the complaint resulted from an emergency. advise the complainant that there was an 
emergency and it was (or is being) corrected and apologize for the inconvenience. 

(9) Once the initial investigation has been completed the person(s) who made the complaint 
should be advised that the matter has been looked into and resolved. If appropriate. thank 
them for calling the incident to our attention and apologize for any inconvenience 1hat might 
have resulted. 

G. INCIDENT INVESTIGATION TEAMS (liT) 

1. When Required 

Whenever an incident meets the following criteria or the Project Manager determines it is 
warranted. an liT may be appointed to conduct an in-depth investigation: 

a. The root cause(s) has not been determined from the initial investigation. 
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Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

b. Injuries to employees and other non-company persons resulted in death. dismemberment. 
hospitalization. or there is a question of Company liability. 

c. Any fire which results in damage exceeding $1.000. 

2. Team Composition 

a. Incident Investigation Team members will be appointed by the Project Manager. 

b. The team should be comprised of at least one craftsperson with appropriate knowledge and 
experience necessary to make a thorough investigation and analysis of the incident. 

c. The Supervisor of the area where the incident occurred shall be a member of the team. 

d. A Safety Department Representative shall also be a member of the liT. 

3. liT Investigation and Report 

a. The liT shall begin their investigation as soon as possible. but not later than: 

( 1) Forty-eight ( 48) hours after a serious incident or an incident that is receiving media attention. 

(2) Ten (10) days after all other incidents. 

(3) The liT shall meet with the Project Manager prior to beginning the investigation for a briefing 
and to discuss any sensitive or classified issues. They should also review the Supervisor's 
initial investigation report and supporting documentation. 

( 4) The liT is responsible for determining the root cause( s) of the incident and any contributing 
causes and developing recommendations for preventing recurrence. 

b. Once the investigation has been completed the Team Leader is responsible for preparing a 
report and reviewing it with the Project Manager. 

( 1) The Report must be submitted to the Project Manager within 14 days of the incident. 

( 2) The Project Manager will approve the final liT Report. 

(3) If new facts were developed during the liT investigation that were not included on the initial 
report form. a revised form should be submitted. 

H. CORRECTIVE ACTION AND FOLLOW-UP 

1. General 

Prompt corrective action must be taken to address each finding in the final incident investigation 
report. All corrective action and resolutions must be documented. 

2. Responsibilities for Corrective Action 
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A Division of Kellogg Brown & Root 

Accident Prevention Plan 

I Task Order 31 

a. Once the final incident investigation report has been completed. the Project Manager in 
consultation with the Supervisor shall do the following: 

( 1) List and prioritize each recommendation. 

(2) Assign responsibility for implementing corrective action. 

(3) Establish target completion dates. 

(4) Follow-up to ensure the corrections are made. 

b. All corrective actions shall be made or implemented on a timely basis. Action taken must be 
documented using a "Memorandum" form. If a recommendation is not to be implemented or 
will be delayed. the reasons must be documented. 

c. The memorandum must then be forwarded to the Safety Department for inclusion in the incident 
file and for tracking on the corrective action log. 

3. Corrective Action follow-up 

a. The responsible Supervisor shall advise the Safety Department as corrections are made or 
issues are resolved. 

b. The Safety Department will record and date the corrective ac1ion taken for all incidents on the 
"Corrective Action Log". 

c. The Safety Department shall notify the responsible Supervisor and the Project Manager when a 
corrective action implementation is delayed beyond the target completion date. 

d. In the interest of preventing the recurrence of incidents. the Safety Department shall provide a 
summary of each root cause with associated corrective actions to the Business Unit Safety 
Manager. 
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OCCUPATIONAL INJURIES AND ILLNESSES INVESTIGATION AND REPORTING PROCEDURE 

A PURPOSE 

This procedure must be followed to ensure that employees who suffer occupational injuries and 
illnesses receive prompt and proper medical attention. This procedure contains the requirements for 
the investigation and report distribution. 

B. DEFINITIONS 

1. Occupational Injury and Illness 

Any death. injury or illness suffered by an employee that results from work activity or exposure in 
the work environment. Examples of injuries are fractures, cuts. burns etc. Examples of illnesses 
are dermatitis. hearing loss. poisoning or a cumulative trauma disorder. In this procedure the terms 
"occupational" and ''Work" are used interchangeably. 

2. Recordable Injury 

A recordable injury is one that involves loss of consciousness. restriction of work or motion. transfer 
to another job or medical treatment (other than first aid). Any case that involves lost workdays (lost 
time or restricted duty) is recordable. 

3. Recordable Illness 

Any abnormal condition or disorder. other than one resulting from an occupational injury. that is 
caused by exposure to environmental factors associated with employment. Illness includes 
diseases or rashes that may be caused by inhalation. absorption. ingestion or direct contact. 

4. Work Environment (Work Place) 

The physical location, equipment and the kinds of operations performed by employees in the 
performance oftheir work whether on or off Company premises. 

5. Work Activity 

The actual operation or tasks that an employee performs as part of his/her job. 

6. Serious Injury 

Serious injuries include broken bones. crippling back injuries. head injuries. thermal or chemical 
burns over a large area. suspected heart attack. loss of consciousness. electrical shock. severe 
bleeding and going into shock. 

7. Non-Serious Injury 
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Non-serious injuries include minor sprained ankles. bruises. cuts. small chemical and thermal 
burns. muscle strains. foreign particles not embedded in the eye. etc. 

8. Alleged Injury 

An injury that is not witnessed or reported to the employee's Supervisor. Safety Department or the 
Project Manager at the time of the incident or before the end of the shift is considered alleged until 
an investigation an/or medical examination has been concluded. 

9. Normal Duties 

Tasks that are regularly required. on an ongoing basis. of the regularly assigned job the employee 
was performing on the day of the incident. 

10. Work Limitations (Restricted Duty) 

An employee that is physically unable to perform rut of her/his normal job duties is considered to 
have work limitations. Limitations are determined by a physician and must be stated in writing by 
the doctor. 

11. Incident Rate 

The rate of recordable injuries and illnesses per 200.000 hours worked. 

C. RESPONSIBILITIES 

1. Employees 

Employees shall do the following: 

a. Immediately report all injuries or suspected injuries to their Supervisor. In cases where the 
employee feels medical attention is unnecessary at the time, he/she should report the 
injury/illness no later than the end of the shift. Seemingly insignificant injuries can require 
medical attention at a later date. 

b. Keep all medical appointments and follow the instructions of the treating physician. Advise their 
Supervisor or the Physician if they are unable to keep an appointment so another one can be 
scheduled. 

c. Keep their Supervisor advised of their work status and subsequent doctor appointments. 

2. Supervisors 

Supervisors must give immediate attention to an employee who suffers an occupational injury or 
illness. Supervisors shall do the following: 

a. Ensure the employee receives prompt medical attention and follow-up care as necessary. 
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b. Immediately advise the Project Manager and Safety Department if the injury is other than first 
aid. 

c. Conduct an immediate on the scene investigation into the causes of the injury/illness and report 
the findings on a "Supervisor's Accident Report". 

d. Take corrective action to prevent recurrence. Submit a report of corrective actions taken to the 
Safety Department. 

e. Request the employee provide a telephone update of his/her medical condition and a return to 
work date in those cases where the injury/illness results in absence for an extended period. 

f. Maintain contact with the employee when he/she is on extended absence and follow his/her 
condition until he/she is ready to return to work. 

3. Safety Department 

The Safety Department will provide the following assistance: 

a. The Safety Department handles all workers compensation matters for the Company. In this 
capacity. the Safety Department is the prime contact with the Workers Compensation Insurance 
Carrier and the Company-authorized physician. 

b. The Country Project Manager shall be briefed by the Safety Department of any accident or 
incident that requires Insurance Carrier notification. 

c. Complete and forward all company required documents and reports to the insurance carrier and 
provide supplemental information and reports to the carrier when requested. 

d. Obtain medical information from the Company Medical Department and the treating physician 
when it is necessary for the administration of workers compensation benefits and for resolving 
conflicting medical opinions. Relay the information to Supervisors as necessary. 

e. Coordinate return to work clearance and special examinations when they are necessary. 

f. Coordinate wi1h the insurance carrier to resolve alleged injuries. permanent disability filings and 
awards and settlements as necessary. 

g. Maintain a workers compensation file for each occupational injury case. 

h. Ensure Company required reports are completed and distributed in a timely manner and review 
them for accident trends. 

4. Company-Medical Department 

The Company-Medical Department ensures injured employees receive prompt and proper medical 
treatment including referral to specialists when necessary. Employees who are hospitalized or 
receive emergency treatment should be treated and released to the care of the Company-Medical 
Department. The Medical Manager and his/her staff will do the following: 
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a. Arrange for treatment and follow-up examinations as indicated. 

b. Follow the employee's medical condition while he/she is absent from work and advise the 
Safety Department as necessary. 

c. Provide written return-to-work clearance when the employee is able to return to work. 

D. HANDLING WORK INJURIES 

1. General 

Employees shall immediately notify their Supervisor of any work-related injury or illness. 
Supervisors shall ensure that injured (or ill) employees receive proper treatment. 

a. The employee should be taken to the Company Medical Clinic for examination and treatment 
unless he/she is seriously injured in which case the Company Medical Department should be 
contacted for treatment instructions. 

b. The injured employee shall not be allowed to drive. 

c. When the employee is being taken to a treatment facility. the Supervisor (or Medical 
Department) should contact the treatment facility and advise 1hem that the employee is on the 
way. 

d. Follow up visits to the doctor and referrals to specialists will be coordinated by the Medical 
Department. 

2. Serious Injuries 

a. Make the employee comfortable. Do not move him/her unless conditions are such that on-going 
exposure to the surroundings may result in further injury. 

b. Call the Medical Department for an ambulance. 

c. The Supervisor should either go to the hospital (if possible) or stay in contact with the Medical 
Department to keep abreast of the employee's condition and 1he disposition of the case 
(hospitalized. sent home or returned to work). 

d. Depending on the disposition of the case. the Supervisor shall coordinate with Company 
Medical Department to ensure that the required notifications are made and necessary 
transportation home or back to work is arranged. 

e. The Company Medical Department will follow the progress until the employee has recovered 
completely without work limitations. 

3. Non-Serious Injuries 

a. Transport the injured employee to the nearest medical treatment unit. 

b. Contact the Medical Department. 
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When an employee fails to report an injury at the time it occurs and then later alleges that it is work 
related. an immediate investigation and medical examination is necessary to determine the validity 
of the allegations. It must be assumed that the injury resulted from work activity unless it can be 
proven otherwise. 

5. Late Reporting of Work Injuries 

An employee who has previously reported an injury on the job but does not experience discomfort 
until after reaching home should immediately contact his I her Supervisor. 

a. Depending on the time the call is received and the location of the employee. the Supervisor 
should request he/she report to the Medical Clinic. 

b. At night. the employee should be instructed to report directly to the nearest medical facility. The 
Supervisor shall then notify the Company Medical Department and the Operations Cell. 

6. Work Limitations (Restricted Duty) 

An injured employee with work limitations cannot return to work if he/she cannot physically perform 
illl regularly assigned duties of his/her job without approval of the Project Manager. 

E. INVESTIGATING AND RECORDING WORK INJURIES 

1. Reporting Injuries (Except First Aids) 

a. Advise the Prqect Manager within 8 hours of illl injuries except first aids. For serious injuries 
immediate notification is required. including telephone notification at night. 

b. Advise the Safety Department so that an investigation can be conducted. 

c. Refer to the Incident Investigation Procedure for further details. 

2. Immediate Investigation 

The employee's Supervisor shall make a thorough on-scene investigation as soon as possible after 
being notified of a work injury. The findings shall be documented utilizing the "Supervisor's 
Accident Report". 

3. Safety Department Investigation 

a. The Safety Department will coordinate an immediate post acddent drug and alcohol test for 
each employee involved in the incident. 

b. Statements shall be obtained from each employee involved utilizing an "Incident Report Form". 

c. Guidelines established in the Incident Investigation and Reporting Procedure shall be followed. 

4. Classifying Injuries 
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The Safety Department will review the doctor's report. which contains the medical findings. 
diagnosis. treatment (if any). work restrictions and work status. and classify the incident as First Aid. 
OSHA Medical or Lost Workday, in accordance with OSHA Recordkeeping Guidelines. 

5. Completing and Distributing the Report 

a. If an employee receives either first aid or medical treatment. a "Supervisors Accident Report," is 
required. 

b. The Supervisor should complete a preliminary investigation before completing the report. 

c. The report shculd be completed with input from the injured employee. 

d. The report shculd be distributed to the Safety Department within 24 hours of the incident. 

e. Both the Supervisor and the Project Manager must sign the Supervisors Accident Report. 

f. The Safety Department will keep the original in the incident investigation file and a copy will be 
sent to the Company Recordkeeping group in Houston. 

6. Report Completion and Distribution 

7. Supervisor's Accident Report 

a. A Supervisor and Project Manager must complete the form for all injuries resulting from work 
activities (non first aid). 

b. The supervisor conducts a basic investigation. 

c. The Supervisor enters basic facts about an accident and information about the actions, 
conditions. personal factors. and physical characteristics that may have affected the accident. 

d. The Project Manager completes the administrative review section assigning responsibility for 
corrective actions. evaluating the accident investigation and signing the form. 

e. The form is distributed to the Safety Manager for review. further distribution and retention. 

8. Safety Department Investigation Report 

a. The Safety Department Investigator shall complete an "Incident Investigation" reportfor each 
work-related injury (non first aid). 

b. The report shall include the following: 

( 1) Date(s) of Investigation. 

(2) Description of Injured employee(s) 

(3) Narrative of the incident. 
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( 4) Medical treatment received. 

( 5) Diagnosis of injury( s ). 

(6) Root cause. 

I Task Order 31 

(7) Corrective action (as indicated by the Supervisor and Project Manager). 

(8) The Investigator shall sign the report. 

9. Occupational Injury and Illness Report 

An "Occupational Injury and Illness" report shall be completed. by the Medical Department. for each 
work-related injury or illness resulting in a doctor's visit. The employee receiving medical treatment 
shall sign the report. 

10. Employer's First Report of Occupational Injury or Occupational Illness. Form LS-202 

The U.S. Department of Labor (DOL) Employer's First Report of Occupational Injury or Illness 
provides a record of a work related injury or illness to: 

a. The insurance carrier. 

b. Injury Management. 

c. The business unit safety office. and 

d. The OSHA Recordkeeping group. 

e. The Safety Manager shall complete the form to include: 

( 1) The employee's address. 

(2) Indicate. by checking. the act by which the injury is reported. 

(3) Indicate where the injury occurred. 

(4) Indicate if the injury caused lost time beyond the day or shift of the accident. 

( 5) Date an hour employee first lost time. 

( 6) Whether the employee stopped work immediately. 

(7) The date and hour the employee returned to work. 

(8) Whether the employee was doing their usual work when injured or killed. 

(9) The exact place where the accident occurred. 
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( 10) Whether the employee chose the first treating physician. 

( 11) The name and address of the treating physician. 

( 12) The name and address of the insurance carrier. 

( 13) The name of the employer. 

f. An employee designated as the company representative shall sign the form. 

g. The original report shall be retained in the project files. One copy shall be sent to Injury 
Management. the business unit safety office and the OSHA Recordkeeping group. 

11. Employer's Supplemental Report of Accident or Occupational Illness. Form LS-210 

a. The U.S. Department of Labor (DOL) Employer's Supplemental Report of Accident or 
Occupational Illness reports a change in the work status of an injured or ill employee from that 
reported on the LS-202. 

b. After an initial Employer's Supplemental Report of Accident or Occupational Illness is prepared. 
subsequent reports must be filed to report any additional changes in the employee's work 
status. 

c. The original report shall be retained in the project files. One copy shall be sent to Injury 
Management. the business unit safety office and the OSHA Recordkeeping group. 
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MOTOR VEHICLE ACCIDENTS INVESTIGAllON PROCEDURE 

F. PURPOSE 

This procedure should be followed to ensure that accidents involving Company motor vehicles are 
properly investigated. reported and claims settled. This procedure also covers the reporting. 
classifying. recording and determining preventability of motor vehicle accidents. 

G. DEFINITIONS 

1. Motor Vehicle Accident 
Any accident involving a Company leased. owned or operated automobile, pick-up truck. truck. or 
truck trailer combination unit. which results in death. injury. or property damage. 

NOTE: Accidents involving mobile equipment such as a forklift or floor sweeper are not motor 
vehicle accidents and are not covered by this procedure. 

2. Serious Accident 

Any motor vehicle accident is considered serious when it results in death. injury. fire, vehicle 
rollover. multiple vehicles are involved. or the damage to the Company vehicle is a ·total" loss. 

3. Mechanical Failure 

A failure of a mechanical device on a vehicle. such as the steering or braking system or tire failure 
which causes or contributes to a motor vehicle accident. 

4. Financial Responsibility 

The company is currently insured for liability by the Insurance Company of North America (CIGNA). 
Proof of insurance card should be located in the glove box of each company vehicle. 

5. Point of Impact 

The exact spot where a vehicle strikes a fixed object or where two vehicles collide. The point of 
impact is the key reference point that all measurements are taken. 

6. Preventable Accident 

Any accident in which the Company driver failed to exercise every reasonable precaution to prevent 
it. 

7. Recordable Vehide Accident 

A vehicle accident is considered recordable if it results in a fatality, injury which requires medical 
treatment away from the scene. one or more vehicles must be towed from the scene or a 
hazardous material spill (other than the vehicles fuel tank). 
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All accidents that occur in vehicles leased or owned by the company or are used to perform 
company business. 

H. GENERAL GUIDELINES 

1. Reasons for lnves1igations 

Motor vehicle accidents must be investigated to gather facts that can be used for the following 
purposes: 

a. Determine responsibility and protect the Company's interest. 

b. Determine basic cause(s) and methods of preventing similar accidents. 

c. Highlight appropriate training necessary to keep the individual from having future motor vehicle 
accidents. 

d. Make accurate and complete reporting to Company management. 

e. Judge preventability. 

f. Respond to inquiries from the press and the public in serious accidents. 

g. Report damaged equipment to the Property Department. 

2. Responsibility for Investigation and Reporting 

The Safety Department has primary responsibility for investigating and reporting motor vehicle 
accidents. Vvhenever possible, a representative will go to the scene particularly if the acddent is 
serious as defined in Section 3.2. The Safety Department shall do the following: 

a. Ensure that. if the employee is injured, he/she receives proper medical treatment and care. 

b. Notify Project Management. particularly if there are injuries to non-employees or anytime it 
appears a liability claim will be filed against the company. 

c. Notify the Vehicle Maintenance Manager for mechanical inspections in the event mechanical 
failure of the vehicle is suspected. 

3. Fact Finding 

It is essential to gather as many facts as possible at the time of the accident. All facts must be 
documented. 

4. Insurance Carrier Notification 
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The respective Safety Managers have primary responsibility for claims adjustments on the project. 
The Safety Manager shall notify the Company insurance carrier by phone. and follow up 
immediately by fax. and I or email whenever any of the following conditions exist: 

a. An accident involves bodily injury to a non-employee. there is a question of legal liability or a 
claim or lawsuit is likely. 

b. Extensive property damage has been suffered by others. such as when there are multiple non­
Company vehicles involved in the accident. 

c. A claim for other than property damage has been made such as for lost wages. depreciation. or 
loss of use. 

5. Rental and Personal Vehicles 

a. Whenever a leased or rental vehicle is involved in an accident. the accident must be 
investigated and reported in the same manner as an accident with a company vehicle. In 
addition. the rental agency's accident report form will have to be completed. 

b. The use of a personal car for Company business must be approved by the Project Manager 
prior to use. \f\Jhenever an employee using his/her personal vehicle on Company business 
(and is being reimbursed mileage) is involved in an accident. a report to the Safety Department 
is necessary. The Company should reimburse the employee whatever he/she is out-of-pocket 
(i.e. deductibles) as a result of the accident. 

6. Accidents on a Military Installation 

All accidents that result in damage to equipment or property other than the Company's' must be 
reported to and investigated by the Military Police. If serious injuries are involved. call an 
ambulance and have the person transported to the nearest medical facility. 

7. Driver Conduct at the Scene 

a. Aid Injured. Protect the Scene 

( 1) Aid injured people as much as possible. however. they should not be moved unless it is 
absolutely necessary. 

(2) Keep the accident scene under control. If fuel is spilled. flares should not be used. 

(3) Call for ambulance if necessary. 

( 4) Contact the Safety Department or the Operations Cell. 

(5) Contain any spill as soon as possible if it can be done safely. 

( 6) Assist with directing traffic as necessary around the accident scene. 
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(7) It is best not to move the Company vehicle unless directed to do so by the Civilian Police or 
Military Police. particularly in an injury accident. If the vehicle is moved and a camera is 
available. take pictures of the accident scene before moving it. 

( 8) If the accident occurs on public prcperty. do not make any statement regarding responsibility 
or liability or argue with anyone. 

8. Civilian Police 

a. Request the Civilian Police come to the scene of an accident with a civilian party. 

b. When the Police arrive. follow their instructions and provide the information requested. 

9. Contact Supervisor 

If the accident is serious and after the initial steps have been taken. the Company driver should 
contact his/her Supervisor and report the accident. 

1 0. Exchange Information 

When another vehicle is involved in the accident. it is essential to get the other driver's name. 
address. telephone number. driver's license number and name of his/her insurance carrier. V\ihen 
requested. provide the same type of information to the other driver and the Police. The insurance 
policy number is on a card located in the glove box of the Company vehicle. 

11. Record Information 

Get as many facts as possible and record them on paper. 

a. Make a brief sketch of the accident scene. particularly if the vehicles must be moved. 

b. List all injured persons' names. addresses and telephone numbers. nature of injuries and which 
vehicle they were in (or if they were a pedestrian). 

c. Obtain the names. addresses and telephone numbers of witnesses and record them. Ask 
witnesses for a brief statement of what they saw and have them sign it if they agree. 

d. Take pictures when possible. 

12. Safety Department Investigation 

The depth of the investigation will usually depend upon the seriousness of the accident and the 
possibility of a liability claim or legal action against the Company. 

13. Go to the Scene 

The Safety Department representative(s) will make an on-scene investigation of all serious 
accidents. The representative should take a notebook. tape measure and camera with extra 
film to conduct the accident investigation. 
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14. Gather Evidence. 1\Jote Conditions 

a. Removable evidence should be noted first. 

I Task Order 31 

b. The Point of Impact (POl) must be established relative to landmarks. This is an important piece 
of information for determining preventability. The POl is measured by the distance from a 
shoulder. curb. lane or crosswalk from two different directions. i.e .. north and east. 

c. Make a detailed sketch or diagram of the accident site. Include measurements of lane widths. 
curbs. crosswalks. skid marks. side skuff marks and shoulder widths. 

d. 1\Jote the weather and road conditions. direction of sun. illumination (if at night) and visibility. 

e. 1\Jote the amount and location of damage on all vehicles involved in the accident. 

f. Determine if there were any problems or obstructions that prevented the drivers from seeing 
each other. 

g. Try to establish the sequence of events that led to the accident. 

h. 1\Jote the amount and direction of traffic flow. 

i. Show the location where the vehicle(s) collided and where they came to rest. 

15. Take Photographs 

Take pictures of the accident scene from different angles. 

a. Take them from the direction each driver was approaching and at several distances from the 
Point of Impact. 

b. Take photos of all vehicles involved showing the damaged areas. 

c. Take photos of the license plate of all vehicles involved. 

16. Police Report 

Obtain a copy of the Police Report as soon as it is available. Generally. a Police report will give an 
unbiased opinion of the accident. 

17. Driver's Statement and Report 

a. The Company driver should provide a written statement about the accident utilizing the "Motor 
Vehicle Accident Report Form". 

b. The form should be completed in its entirety to include a diagram of the accident. 

c. The driver shall submit to a post-accident drug and alcohol test per Company policy. The test is 
conducted without a root cause decision. 

18. Employee Witnesses 
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a. Employees witnessing an accident. whether as an occupant or bystander. should provide a 
written statement. 

b. The statement should be completed utilizing the "Incident Report Form". 

19. Accident Reporting 

20. Report Serious Accidents Immediately 

a. Serious accidents (as defined in Section 3.2) must be reported immediately including nights. 
weekends and holidays. 

b. Contact the Safety Department by the most available means. 

c. Advise the Safety Department of the type and severity of the accident. Provide the location of 
the accident. 

21. Completing the Accident Investigation Report 

a. All Motor Vehicle Accidents must be reported on a "Accident Investigation Report" The report 
should be completed by the Incident Investigator as soon as all data and reports are received. 

b. In Section I. the date(s) of the investigation is listed. 

c. In Section II. describe the general details of the accident. 

d. In Section Ill. describe the vehicles. to include make. model. color. license plate number. and. 
where applicable. the Government Property Number. 

e. In Section IV. describe the accident fully as follows: 

( 1) Begin several seconds before the collision and concentrate on the events that happened 
before it occurred. 

(2) Describe what each vehicle was doing if more than one vehicle was involved in the accident. 

(3) Give the approximate distance from the hazard when the Company driver noticed the other 
party. 

(4) Decide what evasive action each driver took. 

(5) Estimate as close as possible the speed of both vehicles before and at impact. 

f. In Section V. describe the investigation facts. To include post accident drug and alcohol test 
results. 

g. In Section VI. describe the root cause as determined by conducting a root cause analysis. 

h. Include photographs. dimensions and a sketch. 
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i. The investigator should sign the report. 

22. Supervisors Motor Vehicle Accident Report 
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a. The Supervisor and Project Manager must complete the form for all motor vehicle acddents. 

b. The supervisor conducts a basic investigation. 

c. The Supervisor enters basic facts about an accident and information about the actions. 
conditions. and personal factors that may have affected the accident. 

d. The Project Manager completes the administrative review section assigning responsibility for 
corrective actions. evaluating the accident investigation and signing the form. 

e. The form is distributed to the Safety Manager for review. further distribution and retention. 

23. Distribution of the Accident Investigation Report 

After the Accident Investigation Report is completed and a discussion is held with the employee. the 
Investigator shall attach the drivers statement. police report. photographs. supporting documents. 
and "Post Accident Review Board Report" as necessary. The packet will be distributed as 
follows: 

a. The original and attachments shall be kept in the Safety Department's file. 

b. One copy of the Accident Investigation Report. sketch, photographs and police report shall be 
distributed to the Property Manager. Transportation Manager and Vehicle Maintenance 
Manager. 

c. One copy of the complete report package will be distributed to CIGNA when a third party claim 
exists. 

24. Other Company Reports 

If a fire. spill or employee injury results from a motor vehicle accident. the following additional 
reports are required: 

a. Employee Injury 

If an employee is injured in a motor vehicle accident in the course of work. it is considered an 
occupational injury and a report of injury is required if he/she receives medical treatment. 
Follow the Occupational Injuries and Illnesses Standard Operating Procedure. 

b. Fire 

A "Report of Fire" is required if a fire resulted and caused damage to Company property. 
Follow the Fire Investigation and Reporting Standard Operating Procedure. 

c. Spill (Fuel or Product) 
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If a spill results from a leaking fuel tank on the Company Vehicle or product is spilled. the Spill 
Response Standard Operating Procedure should be followed. 

25. Claims Handling 

The Safety Department shall handle all third party claims that arise out of motor vehicle accidents. 
Repair information. damage estimates. and other pertinent information should be given to the 
Safety Department. 

26. Property Damage 

a. In accidents where the Company driver is obviously at fault. request the other party submit a 
damage estimate. Upon receiving a daim number from CIGNA and approval from the Project 
Manager. honor the estimate and settle the claim. 

b. If the other party is obviously at-fault. the third party insurance company procedures shall be 
followed. Repairs should be compensated for directly from the Insurance Carrier to the 
preferred body repair company. No money should be paid to the Company. 

c. Where there is a question of liability or litigation is likely. contact CIGNA and have them assess 
the damage and settle the claim. 

27. Non-Company Bodily Injury 

CIGNA will handle bodily injury claims and will work with the Safety Department to resolve them. 
All claims. medical bills. reports and correspondence should be sent to CIGNA. 

28. Employee Injury 

a. If the Company employee is injured. follow the Occupational Injury and Illnesses Standard 
Operating Procedure. 

b. If the other party is at-fault and the Company driver is injured. the Safety Department should 
obtain the amount of the employee's medical expenses and lost time benefits paid and forward 
the bills to the third party insurance carrier. 

29. Driver Preventability Determination 

30. Post Accident Review 

a. Each accident shall be reviewed to determine whether the Company driver could have 
prevented it 

b. Basic defensive driving principle contained in National Safety Counsel guidelines should be 
used to judge preventability. 

c. Primary responsibility or the fault of others should have no bearing on preventability. A 
Company driver is responsible for driving safely and doing everything reasonable to avoid an 
accident even when the other driver is cited or has committed driving errors. 
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d. The Safety Department will record the preventability decision on the Accident Investigation 
Report. 

31. Post Accident Review Board (PARB) 

In cases of preventable accidents. the Post Accident Review Board Standard Operating Procedure 
will be followed. The PARB should be made within a week after the accident or as soon after the 
Police Report is received as possible. The PARB decision will be entered in the final Acddent 
Investigation Report Package. 
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Brown & Root Services 
A Division of Kellogg Brown & Root 

Accident Prevention Plan 

EXPOSURE DATA 

I Task Order 31 

This document is designed to guide you through the steps required to make a first report of an 
incident. Currently. there are multiple ways to record this information. depending on whether you 
are instructed to begin using the RHS V\ilzard. or whether you have access to Excel and/or e-mail. 

B. PROCEDURE 

1. If you have access to the Radian Health and Safety ( RHS) application. enter incident information 
directly into the system by using the Incident V\ilzard. 

2. If you do not have access to RHS. but you have e-mail, enter incident information into the Excel 
Spreadsheet Reporting form. save it. attach the file to an e-mail and send to the recipient indicated 
on the form. 

3. If you do not have access to RHS. or e-mail. enter the incident information onto the hard copy Fax 
form. Fax the completed form to the number indicated on the form. The Global Incident 
Management group will in turn enter the information contained on the form into RHS. 

4. The long-term goal will be for the end user to enter all information about incidents directly into the 
Radian Health and Safety system. 

C. REPORTS 

1. Monthly reports will be generated showing man-hours worked. injury/illness statistics and MVA 
statistics. 

2. The Business Objects program will be used to extract data from RHS and format reports which can 
break down injuries and illness into root causes. 
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APPENDIX 6 (HEALTH) SAFETY AND ENVIRONMENTAL (HSE) SYSTEM) to 
ANNEX N (INTERNAL OPERATING PROCEDURES) to LOGCAP CSP 

A. HEALTH, SAFETY AND ENVIRONMENTAL (HSE) SYSTElVL 
Cmporate management, recognizing its respon~ibility for promoting the highest standards of safety, 
developed the H SE process. KBR · s President & Chief Operating Officer. or Chief Safety Oftlcer as 
he refers to Iris positimt assumes ultimate respom:ibility tor safety at each opemting center. 
Implementation ofthe safety process is a line management responsibility. thus managing safety is an 
:integtnl pmt of evety prqiect All supetvisioil including subcontmctors and vendms involved :in 
company opemti011~. are held accmmJable tor their safety pertonnance tln·ough tlris process. 

HSE issues will be managed and implemented by the KBR HSE staff under the supervision of the 
HSE Manager and the Prqiect Manager. Implementation will be detlned by the Prqiect HSE Plan and 
procedm:es located in the HSE Manuals. The Prqiect HSE Manager and staff will be resp011~ible tor 
the day to day :implementation of the HSE Plan and procedures. See ANNEX A. 

1. KBR Home Office HSE Department. 
The KBR HSE Manager repmts to the Vice President tor Opemtional Excellence and works 
closely with the prqiect management in implementing safety and health and environmental 
services at the project leveL KBR HSE Manageis and teclurical advisms coordinate prqject 
safety. fJTe protection, health/thst aid and enviromnental protection progmms. and staffing of site 
HSE and medical pet-sonneL They also act as a liaison between the :individual job sites and the 
Cmporate HSE Depmtment and are responsible for implementing, coordinating. and monitoring 
the variou~ progtnms. procedures. and guidelines to assme that the :individual jobs with KBR are 
carrying out then· responsibilities. 

2. Project HSE Manager! Staff. 
The Prqiect HSE Manager repmts directly to the Prqiect Manager vvho has overall responsibility 
for HSE ftmctio11~. h1 addition to general adnritristmtion of the prqiect health and safety progtmn. 
the Prqiect HSE Manager will develop and assist all coiltl'actors and other job supetvism-s in their 
:implemetl.tation of smmd satety. healtlt and enviromnental pmctices. 

Projects will be statled with e:x'})etienced well-tl'ained satety protessionals and licensed medical 
pet-sonnel (EMTsiParamedics) based on the needs of each prqiect site. They repmt to the seJrior 
site manager. bnt with a direct line to the Corpomte HSE Manager. Facilities and procedures 
will be established at each site designed to maximize it\imy/illness prevetl.timt meetit1g all health 
requireme11ts and nri1rinrize the eftects of accidents that do occm. KBR's safety and health 
protessionals. worki11g with the EVENT Force·s Satety Officer, act as a resomce to line 
management as well as coordit1ate the ovemll HSE progtmn. providit1g tmitm1g as well as 
recordi11g and auditing satety pertonnance. 

It is KBR's policy to place the highest itnpmtance on preve11tion as the key elemetl.t. \t~ed to 
reduce the severity of occupational it\imies and illness. Howeve1: lmplmmed events do occur. 
and it was itnp01tmlt to establish a ce11tml Emergency Medical Facility so that prompt and 
compete11t. medical treatmetl.t. is provided to any it\iured or ill employee. subc011tmctor pet-soimel 
or other site personneL The co11~ulting physician shall establish standard Emetg.ency Medical 
Protocols. These shall it1clude procedures and supplies to provide basic and advanced lite 
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snppmt, <:lnd a vehicle equipped to tnm~pmt non-emeigency patients. The tadlity/pet-smmel 
petfonned the toll owing mle: 

• Coordination with outside medic<:ll ta.cilities <:lnd services 
• Establislring/tmining <:lll emeigency resp011~e team: manage E.x-posme Contn\1 Plan 
• Administering fmt aid! emergency respon~e as required and managing claims 
• Maintaining office and medical supplies 
• Maintaining medical repmts. health record~ 

Om· Prqject HSE Advisors are selected and placed based on the scope <:lnd needs of each project 
These position~ require knowledge of Company H SE programs. policies. procedmes and 
processes, <:lS well as wot'king knowledge of <:lpplicable regul<:ltory requirements. Typic<:ll 
requirements include tlu·ee to six (3-6) years' technic<:ll or pmctical e.x-perience. Degree. 
specialized trai:ning or protessional reg;ist1ntion or cettification prefened. 

KBR's satety and health pmtessionals and enviromnental coordinators act as a resomce to line 
mmmgement as well as coordin<:lte the over<:lll H SE process. provide tmilring <:lS well as recording 
and auditing petfornwnce. The tr<=lilring!cettification of HSE Managers/Coordinatot-s as a CHST 
or CSP is facilitated by the company to aid :in their grovv1h as safety protessionals. 

B. HEALTH, SAFETY AND ENVIRONMENTAL POLICY. 
Kellogg Brown & Root's MISSION is to e11~me a sate. he<:llthy and environmentally thendly wmk 
place for all KBR employees <:lnd those who wod~ with KBR by contimmlly reducing accidents. 
injmies. illnesses and enviromnental incidents with a goal of ZERO INCIDENTS. Om commitment 
is to creating <:ln Incident!ll~jmy Free wot'k enviromnent for om employees on all of om prqjects. 
See TAB A torKBRHSE Policy Statement 

C. KBR HSE PHILOSOPHY & PERFORlVIA.NCE PRINCIPLES. 
Mmmgement of Kellogg Brown & Root believes HSE can no longer be viewed as a ptiority wlrich 
can be ranked in a vettic<=ll ordei of impmtance but nm~t be looked upon <:lS a Value wlrich is 
inherent in every pmt of om operation. Fmther we believe om most impmtant assets are the people 
who petfonn the wmk and nothing is more :impmtant than providing a s<:lte and healthftil 
enviromnent in vvhich to wot'k In cmrying out tJris policy it is clear the only acceptable level of 
pedonnance is to be '"ll1cident Free .. on all of om worksites each and evety day. We believe that 
such pertonnance is achievable with ftill comnritment and diligent effmt by each and evety 
employee :in the Business lJJrit 

KBR, by holding s<:lfety as a Core Value and integral to om work processes. we lmderstand th<=lt 
superior HSE perfonnance add~ V<:llue to a prqject by increasing productivity. improving schedlile 
petform<:lnce. encom<:lg;ing lower employee tumover and reducing the overall prqject cost 
Con~equently. we are committed to creating an Incident!hlimy Free wotk enviromnent tor om 
employees on all of om prqjects. 

Tlris vision <:lnd om project procedmes shall tonn the basis for prqject s<:ltety. The KBR project 
mm1ager acts as the Satety Champion on the project KBR·s top management will demon~tmte its 
dedication to a sate work site by using a strong Bel1avioral-Based Safety Program. 
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1. Project Organization and Responsibilities. 
Overall. project HSE is plmmed and :implemented in tlrree integrated segments. Close 
coordination occms between H SE design and Field personnel in order to t"hcilitate a smooth 
tTansition between phases and to em:me HSE is managed tlrrough all phases of a project 

2. HSE in Design. 
H SE :in design i-: a key p::nt of the HSE process, beginning dming the planning phase. KBR's 
safety checklists. as well as requirements from mandatory codes and standard-:. are typically 
utilized in prqiect execution wo1'k processes. Engineering. procmement, constn1ctio1t 
operations. and maintenance input will be provided tlu·ough reviews specifically targeted to 
identify and resolve potential hazard-:. The con.tl'ol aspect ofthe H SE process will include 
reviews and an audit canied out and doclunented by managers at predetermined 
accomplishment milestones. 

Om procedmes will be customized to meet all envil'omnental requirements of the Host Nation 
including requirements for wastewater efftuents. noise emissions. air emissio11-:. and solid waste 
handling and di-:posaL 

Safety Audits- Audits will be conducted dming the prqiect to e11-:me that each of the above­
desctibed elements is in place and implemented dming the design process. Audit repmts will be 
prepared including shmtcomings and conective actio11-: taken by the team. 

Cott-:tTuction Satety Input to Design - A co11-:tmction task hazard analysis is performed to identitY 
designs requiring special provisio11-: dming co11-:tructiotL Detailed requirements for safety will be 
provided to the design team Rigging andlitl studies will be conducted and used as input in the 
plant layout 

3. Procurement Safety. 
The reglitatio11-: governing safety, embodied :in KBR policy and procedme documents, pmchase 
ordeis and vendor agreements. are designed to suppmt KBR safety tequirements. Procmement 
safety plmming e.xtends not otily to its own persotmeL but also to vendors and subvendors. 
tlrrough the Vendor Quality Man ... 1gement System. where they have to be pre-qualified and their 
petfonnance monitored subsequent to selection. 

The ongoing safety tmi:ning progmm is provided to all procmement personnel both in-house 
and in vendor t"hcilities, and reflects in the way we pmchase and i11-:pect matetiaL t"hbricated 
equipment. and the way we develop progiams and procedmes. There are safety orientation 
programs and safety awareness workshops for KBR peisoimeL Vendors are required to adhere 
to the same nues and regulations. 

In the ilnplementation phase. the vendor satety petformance is reglllated by the requisition 
requit·ements. il1quily conditio11-:, pre-award meeting discussions and tlnally the pmchase order 
reqnil·ements for the seller's responsibility to comply with the reqnilements and all applicable 
nues and regulations. The seller e11-:mes compliance with the above by all his Slibvendors and 
suppliers. The Company also reglilates the use of personal safety equipment by its statfboth at 
home and in vendors' facilities. il1Cludil1g suitable and safe tTanspmtation. 
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KBR · s site orgmriz::~tion is stn1ctmed in a ton nat th::~t e11~mes etiective ::~ttention is given to 
He::~lth. S::~fety and the environment ::~tall levels. For KBR. the key elements and criteria tor 
breaktlu-o-ugh success are: 

• Top Management Commitment! Visible Promotion of Satety 
• Active Mid Man::~gement and E\IENT Force/StaffPmticipation ::~nd Suppmt 
• Mandatory Supetvismy S::~fety Entorcement 
• Positive H1unan Relatio11~ Ptinciples Used 
• Employee ! Subcontm.ctor Involvement in Satety Process 
• Flexible! Pro-Active Approach 

As seen fi:om these ctiteri::~. evetyone has a role and a respo11~ibility in om Safety Process: 

a. Project Manager. 
The Prqiect Manageris respo11~ible for the overall aspects ofHSE on the project and will be 
woddng with ::~11 applic::~ble sections ::~nd assigned project staffto e11~me that fi:om prqiect 
inception to contmct completioil adequate resomces and top management suppmt are 
provided for necessmy loss prevention activities. This includes proper staffing, fimncial 
suppmt. sate design and hazardous materials use review. and management suppmt tor 
necessmy ::~ctions taken. 

b. Logistics lVJanager. 

The Logistics Manager, m1der the Prqject Manager. h::~s the responsibility of implementing 
the HSE policies and programs on the prqiect under Iris/her controL It is Iris function to 
ensme tl1.1t all supervision and personnel who repmt to him ::~re held accmmtable tor the HSE 
peltonnance in their respective areas. He regulady reviews implementation ofthe prqiect 
HSE plan and the pertonnance of the project with se1rior supetvision and the HSE Manager. 

c. Engineering & Construction :Manager. 
The Engineering & Construction Manager, 1mder the Project Manager. has the 
respo11~ibility of implementing the HSE policies and progmms 011 the project under Iris/her 
contl'oL It i~ Iris flmction to e11~nre that all supetvision and pers01mel who repmt to him are 
held accmmtable tor the HSE pertonnance in their respective areas. He regulady reviews 
implementation of the prqiect HSE plan and the petfonnance ofthe prqiect with se1rior 
supetvision and the HSE Mmwger. 

d. Site Health, Safety and Environmental (HSE) Manager. 
The Site Health. Safety and Enviromnent::~l manager will manage and provide the necessmy 
expettise to e11~nre the project complies with ::~11 DOD. cmporate. and HN HSE and loss 
prevention regulations and all regnlatmy req1rirements. He is respo11~ible tor satety 
coordinatiOil subcontractor employee satety orientatioil job site HSE audits. and tor 
providing analysis of safety petfonnance and trend~. He provides the necessmy g1ridance 
::~nd coaclring for the s::~fety and secmity of prqi ect petsonnel and eq1ripment 
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e. Project Staff. 
This group :includes staff members :in charge of other job site flmction~ such as trm1~p01tation. 
maintenance, field services utilities, l11.1~iness operatio11~ etc. These staffmembeis are 
respon~ible for the safe performance ofthe wmk ofthose they supeiVise. They shall be 
respo11~ible for satety comnnmication~ and tor the direct supervision and satety of their 
peisotmel as well as the mientation. tmining and entorcement ofsate use of tools. equipment 
and wmk method~. They must set an example tor their tellovv employees by being familiar 
with applicable section~ of the loss prevention progmm and complying with those rules. 

5. S.A.F.E. Program. 
KBR · s corporate and pioject management will demonstrate its dedication to a safe work site by 
using o1.u· S.A.F.E. Program. S.A.FE is a behavior-based progmm used to help achieve om 
vision of wmking iqjmy and incident free. S.A.FE is an acronym that stands tor Shaping 
Accident Free Environments. 

Om S.A.FE manual was developed at the project level as an aid to train employees company­
wide. The contents ofthe manual are a combination ofmatetials tl·om past KBR e.x-perience 
along with many ofthe key elements detlned by the leadeis in Behavior-Based Safety. At the 
end of each chapter is a listing of successfhl prqj ect activities. which were taken fi:om vmious 
projects throughout the company. 

All project staff and supervisors will attend a two-day S.A.F.E. work~lwp. Each wmi\:shop 
concludes with all pmticipmrt.s being asked to make a commitment tor Shaping Accident Free 
Environments and to eliminate all :incidents/il1imies tJuoughout the company. Employees and 
Supetvisors are also taught how to petfonn effective Safety Obsetvations and provide teedback 
tJuough T.S.T.n- Total Sate Task Obsetvations. These activities and obsetvations are tmcked 
and trended as upstremn measmes. 

All of the SulKontm.ctor employees at site receive a one-hom orientation to the S.A.F.E. 
program in a group session tollowing the site orientation. The S.A.F.K program provides the 
direction to create an enviromnent vvhere employees are treated with respect. their concen1~ are 
acknowledged and handled in a timely mmmer and their :inp1.rt is actively sought and valued. It 
is a cotrtinually evolving process that is flreled by the question: What action nm~t I take to 
eliminate the next it~jmy? 

6. Beha\'ior-Based Safety Metrics. 
In order to continue om approach to Il~jmy/Incident-Free pertonnance. we have implemented a 
formal behavioml approach to the identitlcation and prevention of unsafe actio11~ and conditiom 
as an integral pmt ofthe S.A.F.E. Process. This process involves our employees and 
supetvisors it1 the identification, tracking and correction of1.msate vvork practices, before they 
result it1 il1jmy. It also promotes a more positive approach through recognition of safe 
petfonneis. We also tlack supervisor's pmticipation through Safety Inspection/Observation 
activities (TSTO) and munbets of observations made as an .. Upstremn Measme·· -prior to 
it~jmies and incidents. We can tiack the tl'equency performance of supetvisor observation toms 
and employee observation~ of peer wmk pm.ctices. 

Program 
a. OSHASTATS/ 
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W.C. Cases (F.A~ Dr. Case/W.C. Claim & OSHA Rec.) 

Goal: Measme frequency/Severity ofillim'ies to monitor loss prevention & Contl'ol 
eftcnt etfectiveness and results- Reactive Measme 

S.A.F.K! 
T.S.T.O. 

*Frequency of Observation 
%. Pmticipation! %. Compliance 

Goal: Measme Frequency ofManager! Supervisor Obse1vation Toms! HSE 
Assessment Im:pectiom: to monitor! identifY levels of Supe1visory Safety activities ill 
order to monitor Supe1visor accountability for satety. 

S.A.FE/ 
T.S.T.O. 

E;.;.'}Josme Levels 
S.AFE.-% Sate (Employee) 
TST<V% Sate (Supervisory) 
Near misses repmted as obse1vations 

G·oal: Measme Frequency/Ty})e of observed behaviors to monitor! IdentifY 
compliance levels and frequency of at-"risk behaviors ! practices ill order to identify 
contTol measmes to be taken. 

d. Area HSE Assessments No. ! Type of Sate/Unsate Condition/ 

e. Satety Cultme 
Maintenance 

7. High Impact Practices. 

Act! Environ.iHealth !Pm.ctice Obse1ved 
& Corrected. /Pmticipation by Supervisms 

Perception Smveys 
~-~Correlation between Employees and Management 

We have also identified 12 Highly Eftective Pm.ctices that have been mandated on all prqjects. 
We will itritiate these on all sites. monitor their implementation. and audit their eftectiveness on a 
pe1iodic basis. These 12 ii1clude the tollowing: 

a. Project/Site Managers seek ways to actively pmticipate ill the HSE leadership ofthe 
project or site. These activities seek to conunuJricate commitment to Incident Free 
pe1fonnance and to tmn-:late tlris into commitment ii1to action. Examples: Site 
managers address eve1y new employee on comnritment and e;.;.'}Jectatiott-: on H SE as 
pmt of the New Employee 01ien.tation: Site managers make frequent tl'ips to wmk areas 
to obse1ve employee behavior. to acknowledge sate behaviors. and to seek teed back 
from employees on issues wlrich aftect HSE pertonnance. 

b. Method-: are established to identifY positive HSE pe1fonnance by employees and to 
provide recog1rition tor such pe1fonnance. These programs should seek to pro-vide 
frequent recog:trition (it should be noted this recog1rition is not merely the presentation 
oftoken award-:). Many projects have found identifying Sate employee behavior as 
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pmt of Management toms ofwmt. areas and then :inviting these employees to attend a 
lunch sponsored by the Prqject!site Manager to be ve1y effective. 

c. Pre-Task HSE plmming and communication (TSTI) is canied out :in an enthusiastic and 
1.mcompromising ta.shion. The process is defined and all pmticipants are tmined in their 
roles and responsibilities. Projects have audit tools in place to ensme etlectiveness of 
the process. 

d. Small Tool tmi:ning is provided tor all New Hire HelpeD~. Tiaining should be hands on 
and specific to the tools to be used in the tasks to which an individual will be assigned 

e. A detlned body mechanics progimn (example B ackSate) is in place. which includes 
training on teclmiques specific to lifting and body positioning to prevent muscular­
skeletal ii~jmies. This process has been most successful vvhen coupled to some type of 
stretching exercise progmm ill prepm-ation for work activities and providii1g awareness 
through stickers. posteD~. etc. 

f. Front Litle Supervisor Tminii1g is provided (prior to itritial assignment). Traiilii1g 
should establish the supervisors' roles and responsibilities to HSE (TSTI. observation 
and hazard recog1rition. HSE processes relevant to their wmk etc.) 

g. Actively seek to involve employees in the H SE process (this is most oft.en 
accomplished through HSE committees such as Project Managers Satety and Quality 
Advismy Teams). Other methods ii1clude but are not limited to Teams traii1ed to cany 
out behavior obse1vation processes or to provide teedback to management on specific 
issues related to H SE. 

h. Implement pe1iodic employee smveys to gather ii1tonnation concerning employee 
perceptions. attitudes. morale, concerns around empowennent and dignity and respect 
issues. These smveys are conducted on a frequent basis and teedback is acted on by 
management 

i. S1.ib-cont1actors are included ill all HSE activities includii~g New Employee 
Chi entation. HSE plmuill~g. recogtrition and H SE teams. 

j. Ensme quality of Care and Feeding- Quality of Lite issues such as providii1g sheltered 
eatii1g fucilities, adequate vendii1g eq1.ripment adequate employee pm'kil~g and entrance 
facilities. proper quality and quantity of small tools. comteous time oftlce 
peisoimel!tool room attendants. etc. enhance morale and eftectiveness of other 
processes. 

k. Implementation of a behavior obselVation process (seeking a leadii1g ii1dicator of HSE 
pe1tonnance such as: TSTO. CFR BST. SPOT). This process can be u.sed to identity 
at risk behavims betore an accident has occmTed and to identifY sate behaviors as pa1t 
of the positive recognition process. Obse1vatioi1S are made by employees or teams of 
employees. which help in aclrievii~g employee itrvolvement as noted in item #7. 
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l. H:we prqject!site wide HSE meetings on a monthly basis. The topics ofthese meeting 
should be taken from employee teedback smveys. These meeting should also be used 
to provide recognition for positive HSE accomplishments. 

8. Project HSE Planning. 
Project team leadership continuously reviews site conditio11s, plmmed co11struction wmk and 
other site activities in an ongoing attempt to reduce s::~fety hazards mld 1.111s::~fe acts by all 
pe1-sonneL Haz::~rdous operatio11s, tie-il1s, steel erection. heavy crane lifts. trenching opemtio11s. 
etc.. nmst be planned and executed in accordance with the nile established by K.BR. 

9. Construction Task/Hazard Analysis. 
The analysis conducted is used to identitY those h ... 1zards which will exist on-site and indicates 
preparatio11s to be made in order to avoid accidents. il~jmy, wot'k stoppages, delays and other 
forms ofloss. Any items identified ill this analysis that may affect the opemtion of the base camp 
shall be communicated to the Project Manager ill w1iting as reqnil·ed by the process satety 
reqnil·ements. 

10. Responsibilities. 
The analysis is conducted by the prqject temn management, led by the assigned project 
co11stnlction representative and assisted by KBR's HSE Manager. As soon as the analysis team 
has completed \Vhat they can. the analysis is reviewed by the project constn1ction manager and 
KBR's HSE manager and/or prqject HSE manager. who will provide the additional defmition 
necessmy to complete the analysis. 

Utilizing the Co11stn1ction Hazard A.nalysis tonn. the prqject team reviews for potential hazards 
the planned design. existilJ.g plmlt conditicm. envil'omnellt.al conditio11s. erection sequence and 
the like. Where changes in design. erection sequence, etc .. cmild cost effectively reduce the 
hazard, these will be il1c01porated illt.o the plan. 'Wl1ere cl1::~nges are not cost etiective, 
approp1i::~te loss prevention procedures are developed. entered illt.o the analysis tonn and 
il1corporated hlt.o the constmction site safety plan. 

11. Site Specific Safety Plan. 
The site specitlc safety plan is developed using the construction/taskh::~z::~rd m1alysis and 
co11stmction crite1ia. It is ::~pproved by the prqject manager. the opemtio11s manager. the Logistics 
Manager. the E&C manager and the Prqject HSE advisor. 

12. Environmental Aspects. 
Planning to mitigate the ilnpact of co11struction activities on the environment \Vill also be initiated 
as requil·ed. This il1cludes dust suppression measures, storm water nmoti cotlt.rol measmes, 
prevention of grmmdwater cmlt.amination, spill preve11tion and cmlt.rol me::~smes. Pro-active 
pollution preve11tion eftotts will also be tacilitated where appropriate such as equipment noise 
suppression me::~smes, const.mction wastewater et1lue11t.s and solid wastes handlil1g. These will 
il1clude waste generation minimization gnidelil1es, segregation and categorization guidelines ::~nd 
dispos::~l guidelil1es. In pmticular, all il1dustrial wastes such as pl::~stics, metals. rubber. and \Vood 
shall be segregated on site and collected in designated containers for proper dispos::~L 
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13. Employee Selection/Placement. 
KBR selects qualified supeiVisors and employees tln'Ollgh pre-employment screening. experience 
ve1ification and evaluation. including subst.ance alm~e testing, a medical history. and skills 
evaluation. Om Slibstance abuse policy mld screening progmms are proactive also. Tlu·ough 
lowest.-feasible~level pre-employment screening. random testing and post-accident screening on 
all KBR projects. we have committed omselves to an alcohol!dmg-fi'ee. safe wmk environment 

14. Project Orientation Program. 
A site specific orientation prog1nm will be developed to familiarize employees/all pe1-sonnel to 
the prqject conditions. Dming this session the Project Manager will make a pe1-sonal 
commitment. to all pers01mel!employees. to place the highest value on establishing and 
maintaining an :incident and il~jmy free enviromnent We comnnmicate om prqj ect expectatio11~ 
with each Slibcontmctor and their employees prior to that i11dividual stmtil1g any work. 

The S.A.F.E. progmm will be conmnmicated to all on-site pers01mel as pmt ofthe employee 
orientation. Tlaining ofpe1-smmel will be ilritiated at the orientation with specific prog1nms such 
as tall prevention tl'aillillg. Fonnal tmining comses are reinforced mld supplemented by daily and 
weeldy gm1g..:box safety meetings. 

15. Safety Meetings. 
Safety meeti11gs are imp01tmlt for educating. tl'aining, and stressing to wmke1-s the ilnpmtance 
of safety as an nltegral pmt ofmail1tenance and co11~t1'uction work. Safety meeti11gs will be held 
thrm1ghout the mnks on a weeldy basis. 

Dming the weeldy staff meetings. satet.y i~ stl'essed by distlibuting the tollowi11g mate1ials: 

• Studies of accidents and tl'end~ analyzed tl'om first aid cases. doctor cases. lost.-tilne 
accidents ... close calls"' or "near misses"' 

• Results ofjob i11spectio11~ conducted by the Project Team and client and the Prqject 
HSE Audits. 

16. Safety Recognition Programs. 
KBR uses safety recognition progmms to motivate its employees and slibcontTactois to maiiJt.ain a 
high level of safety pelfonnance. The programs emphasize providll1g recognition and ptiblicit:y 
tor superior safety pe1tonnance amo11g the employee·s peers. family. and supe1visors. 

On the prqject leveL motlthly prqject newslette1-s are pliblished and are used to pnl>licize safety 
issues and recognize i11stances of superior safety pertonnance on the job. Other prqject safety 
recognition i11cludes: 

• Posting on bulletin boards the ma:n..:Jwm-s wol1\:ed safety 
• Letters of commendation to employees and families 
• Hard..:hat decals tor sate pelfonnance 
• Safety Star of the Week 
• Safe Ciew of the Week 
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• Employee satety awards dinners vvhere top safety perfonnets are presented jackets . 
hats. etc. 

A project recognition team will be established to provide satety recognition on a continuous basis 
to reward individuals and teams tor outstanding performance. 

17. Safety Inspection. 
The Prqj ect H SE Manager conducts continuous inspectio11~ of wmk areas using a detailed 
checklist Detailed checklists are prepared and reviewed as needed. Some typical checklist items 
include: Housekeeping, Hoisting. Electl'ical Equipment. P.P.E.. Fonnwork. Hand Tools. 
Scaftolding. Excavation and tTenches. etc. 

The Corporate HSE Manager or his designee will visit the job site periodically and audit the 
safety prognun tor compliance with govemment regulations and HN requirements. prqject safety 
procedm:es and cmporate standards. The outcome of the audit is reviewed with the Project HSE 
Manager and Project Manager. Recommendations tor program improvement and plm1s for 
specitlcation developed as well as any satety exceptio11s noted dming the audit will be discussed. 
The Corporate HSE Manager/designee will submit a wtitten repmt showing the results of the 
audit. recommendatio11s made. and the plan of action. 

The Corporate HSE Manager/designee will follow up on the audit exceptio11s and 
recommendatio11s to e11sme implementation of corrective action within the agreed-to timethme. 

18. Accident/Incident Investigation. 
The Prqject HSE Manager wlll assm:e that a complete investigation is conducted of all 
incidents, and the chain of events and causes leading up to each serious accident/near-miss. 
The Supervisor is respo11sible for completing an Accident Repmt tor each incident Accident 
investigatio11s are conducted solely for the pm:pose of obtaining intonnation that will prevent 
recmrence of similar accidents: not to place blame. Accident causes will be identitled and 
isolated to initiate direct positive action. vvlrich results in more control over accidents. 

The Foreman will make a repmt of every incident that results in an :i:t\jmy or any setious near 
miss immediately following the assisting of any illim:ed wmker in seeking medical attention. 
Since the foreman is on the scene at all times. no one will have more knovvledge of the accident 
than the foreman. This reqlrirement not mil.y benetlts others in accident prevention. but also 
gets the key man in accident prevention ittvolved and ittterested by reqlriring the tore man to 
recommend actio11s to preclude like it~jmies. 

The accident/near miss investigation procedm:e benetlts om safety efi''mts by helping to prevent 
the occm:rence of similal' accidents and to stTess the itnpmtance of smmd safety pm.ctices. 

19. Fall Prevention/Protection Program. 
KBR recognizes that falls accmmt tor 30%> to 35%> of all co11stm.ction fatalities and co11stitute a 
sig1rificant liability itt terms of it1smnnce and Workers' Compe11sation claitns. Co11sequently 
KBR's policy is to implement a Fall PreventiolliProtection Program on all of om prqjects. Tlris 
policy has proven to be an eftective way of savittg lives. time. and money dming both ta.cility 
cot1Stl'u.ction and operation. 
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Dming the comtruction phase ofthe prqject, the Fall Prevention/Protection Program focuses on 
providing contim10us protection for wmk performed at heights of 6 feet and above. State-of­
the-mt full body harnesses are u..;;:ed to redistribute load<:: associated with fall deceleration across 
the body's pelvic region. thus reducing the 1isk of n~jmy tl·om fall an·est Tranling is provided to 
all personnel in the effective use of fall protection equipment and systems. Stmctmnl fi·on 
Tradesmen will be tmined to be ht<::tructots and will conduct all fall-prevention training at the 
site. 

20. Subcontractor Safety. 
Snbcontmctor safety is a priority on all KBR prqjects. KBR's approach to stJ.bcontmctor satety 
pe1fonmmce is the same as the one we apply to omselves: pro-active. Coordination between 
KBR. its slibcontmctors and the EveNT Force helps to achieve om mutual goal of a safe. quality 
project. completed on time and lmder budget By committing to and implementing a policy of 
safety excellence on eve1y prqject, KBR sets the example tor all slibcontmctors on site and this nt 
hun creates the "work sate" cultme necessmy tor achieving "zero accidents". Even when 
Slibcontmctors with s1.ibstandard satety pedonnance are the only qualified bidders. we have 
upgraded their progmms and most have performed satisfactorily under om management and have 
adopted many of om policies and procedures on futme prqj ects. Subcontractors and their 
employees are cott<::istently held to the same standard<:: we apply to om managers. supervison:: and 
employees and frilly pmticipate in om satety processes 

Subcontmctor selection begi11s with a pre-qualification questionnaire about their past safety 
pe1fonnance mld their satety program. Lower tier subs are to be identified and to provide 
snnilar information. This intonnation is evaluated along with EveNT Force requirements n1 
selecting appropliate bidders. Bidders are provided \vith detailed project satety reqnn·ements 
applicable to their wot'k which include the prqject safety goals and these are spelled out at all 
Pre.:bid and pre-award meetings. Subcontracts contan1 mticles with stl'ict safety accmmtability 
for each slibcontmctor to enstu·e compliance. htspectiott<::/assessments are conducted 
pe1iodically of all major slibcontmcts and corrective actio11<:: mandated. C ott<::istently poor 
pedonnance is cause tor tennnmtion of the subcontract and/ or removal from futme bid list 

Each stlbcontmctor site manager. line supervision and all site pe1s01mel are required to go 
through a prqject safety orientation vvhere key project HSE requn·ements applicable to then· wmt: 
are re-affmned. Where different languages and cultmes are nlVolved. we e11<::me project 
reqnn·ements are trmt<::lated to increase mtderstanding. We verify 1.ulde1standing tlu·ough vel'lxll 
or written comprehe11<::ion testing. We also use multi-lingual signs and tags to emphasize key 
reqnn·ements throughout the job site as needed. 

Line managers and supervisots are held accmmtable for safety of then· pe1sotmel and direct 
Slibcontractors al'e held respo11<::ible for all lower tier subs. Subcontractors are reqnn·ed to have a 
safety program that addresses the hazard<:: oftheir wot'k and meets the requirements of om Prqject 
Satety Plan. In etlect. subcontmctors me required to comply with om progmm. They must be 
trained in and nnplement TSTI or the equivalent nmnediately. Their managers and supervisots 
are required to pedonn satety activities. which are tracked and repmted. They must have a 
Substance Abuse Screening policy that equals or exceeds om prognun. 

All Slibcontractms are to have a dedicated satety person and large Slibcontmctors are required to 
lmve suftlcient experienced satety coordinators to meet the requn·ements of om satety plan. 
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Subcontmctors must submit detailed repmts on their safety performance. Safety is discussed at 
all job stmt meetings :.md all planning/coordination meetings to ensure there is equal 
com:ideration given to s:.1fety :.1nd health issues. relative to schedule and cost su:bcontm.ctors are 
also :included in all site s:.1fety activities including TSTI ! S. T. O.P .. the KBR progt<~m of award~. 
incentives and recognition progmms, etc. The results to date include reduced Sltbcontmctor 
accidents. lmvsuits. and improved cooperatioll productivity and protlts. 

D. OPEN COMIVIUNICATIONS- TSTI PROGR\IVL 

The goal of working incident and il~jmy fi:ee requires the dedication of both the tl'ont-line 
supervisors and the wmt:eis vvho actually pertonn the tasks. To achieve tlris, KBR has developed 
an i11~tn1ctional and safety conmuurication approach called Total Safety Task Instruction (TSTI) 
and made it an integ;t<~l p:.11t of om overall s:.1tety and health progmm. 

TSTI is designed to maximize s:.1tety awareness on co11~truction prqi ects by providing an 
enviromnent oftotal pmticipation by both the people assig;tled the task and the task performer. 
KBR fi:ont-l:ine supervisms :.1nd slibcontractor supervisors are required to analyze each task 
assigmnent tor s:.1tety hazards, conumuricate those h:.1zard~ to their crews. and provide smmd 
instn1ctions on sate wmt: practices to their crews prior to begimring the task The crews then 
review the task tor hazards. discuss them with the supetvisor. and agree on the work processes that 
will be u~ed to execute the task s:.1tely. By involving the task pertonnets :in satety task plmming. 
TSTI encom<~ges person:.1l comnritment and temnwmk and places accomrt.ability tor s:.1tety 
pel1onmmce on the wmt:ers themselves. 
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ENVIRONMENTAL PLAN 
Attachment 3 -Cost estimate of Materials and Equipment 

Quantity Item Estimated Vendor Comments 
Cost Quote used 

Soil Remediation Equipment 
1 two cubic yard wheeled front end loader 
1 One cubic yard wheeled front end loader 

1 4 tonnelhr thermal desorbtion unit rented or leased with 5 man crew, 
cost is for one years days rental. 
crew must be housed and fed . 

$2,400,000.00 Duratherm 
3 Dump trucks with liquid tight beds 

230,000 Gallons Fuel Oil To fire the thermal desorption unit. 

Water Spill Control Eauipment 
5000 feet 8 inch deep oil containment booms $49,550.00 Slickbar Mk RB, PVC fabric 

3 10 gpm floating oil skimmers $3,480 00 Slickbar 
3 10 qpm vacuum pumps $11 ,280.00 Slickbar Diesel Powered 

250 feet vacuum hose for skimmers $4.160.00 Slickbar 25 foot sections 
250 feet pressure hose from vacuum pump $2,400 00 Slickbar 50 foot sections 

Tanks $20,000.00 Obtain locallv, cost is estimate 

Plastic LinersforTemporarv Facilities 
200.000 SF 30 mil black LLDPE Plastic lining material 

$32,000.00 Polyflex 
1 heat sealing system for liner two units, wedge welder and 

$27,150.00 Polyflex extrusion welder 

Field Test Equipment 
1 TPH Soil Testing Kit , K-931 0 $741.60 CHEMetrics 

20 Refill kits for above. R-931 0 $4,449.60 CHEMetrics 
1000 1 liter Ziploc plastic bags 

1 HACH DREL Industrial water quality 
laboratory with optional equipment for 
total hardness, hydrazine, molybdenum , 
Total Phosphorus, Phosphonate, Q 
ammonia. Sulfide, triazole and 
benzotriasone. and zinc. HACH 

1 HACH sensiON 156 portable pH/ISE 
meter. 5465014 HACH 

1 Hach 21 OOP portable turbidity meter, HACH 
1 Hach 4560000 COD reactor HACH 
1 Pack 2125815 COD high range vials HACH 
1 Pack 2125915 COD low ranoe vials HACH 
1 1864100 Cooling Rack for vials HACH 
1 set 2833510 Oxygen Demand QC 

Standards HACH 
2 200m I bottles of 2253929 COD standard 

solution HACH 
2 200 ml bottles of 1218629 COD standard 

solution HACH 
95 11iterwatersample bottles , PE, with 

screw top lids 
1 Draeger 64000260 Accura sampling 

pump $415.00 Draeger 
20 tubes, Ammonia, 8101711 $112.00 Draeger 
20 tubes, Carbon Monoxide, 6733051 $94.00 Draeger 
20 tubes, Hydrogen Sulfide, 8101461 $124.00 Draeger 
20 tubes, Nitrogen Dioxide, CH300001 $94.00 Draeger 
20 tubes, Sulfur Dioxide, 6727101 $112.00 Draeger 



20 tubes. Oil. 6728371 $138.00 Draeger 
20 tubes, Petroleum Hydrocarbons. 81 0 1691 

$138.00 Draeger 
1 SKS 2800 Type 2 Sound Level Meter Kit 

with QC-10 Calibrator, 755-280010 $1,914.00 SKS 
1 One Octabe Band mer Set, 755-08100 

for above $796.00 SKS 
1 One Combination 1/3 and 1/1 filter, 755-

08300 for above $1,638 00 SKS 
1 Miscellaneous field equipment $50,000.00 to be determined 

Equipment for Environmental Staff 
2 large or medium sized SUV's with 4 wheel 

drive and sand tires and auto lock front 
hubs 

1 Large SUV, or Panel Truck. or Pickup 
with topper bed cover. 4 wheel drive, with 
sand tires and auto lock front hubs 

Total $2.610.786.20 
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BRO\VN & ROOT SERVICES (BRS)) LOGCAP 

GOVERNMENT P ROPERTY CONTROL PROCEDURES 

L SITUATION. 

A. GENERA.L: This Property Control Procedure is a LOGCAP project speciiic 
supplement to the Government approved BRS prope1iy control plan. 

B. ASSUMPTIONS: Brown & Root Services (BRS) will receive Govermnent 
fmnished equipment~ and will requisition/pmchase other n011-exvendable 
equipment and material as required and authorized by the contract All LOGCAP 
equipment and material shall be properly docmnented and controlled, from 
requisitioning tlu·ough receipt at destination, and fi:om issue tmtil consmnption, 
disposal, or retmn to the Govenunent 

IL MISSION. Provide respon~ive logistic supply, inventmy management, and property control 
suppmt to LOGCAP utilizing approved procedures for ordering, controlling, and 
accounting for govenunent fmnished and contractor acquired prope1iy. 

IlL EXECUTION. 

A. GENERA.L: All personnel will comply with the directions and provisions of tlris 
plan. 

B. METHOD OF EXECUTION: The specific policies, method~ and procedmes are 
set fmih in Tabs A tlu-ough L 

IV. REFERENCES 

A. LOGCAP Contmct # DAAA09-02-D-0007 

B. Federal Acquisition Regulation clau~e 52.245-5 

C. Federal Acquisition Regulation Subpart 45.5 

D. DOD FAR Supplement (DFARS) Pmt 245 

E. Brown & Root Services approved Federal Govenunent Prope1iy Control 
Procedmes 

14 May, 2002 1 
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TABS: 

A. -fvlaterial/Prope1iy Control Overview & Self Audit Checklist 

B. -Requisitioning 

C. -Receiving & Identification 

D. -Prope1iy Records & LDD Processing 

E. -Stmage, Warehousing and Stock Control 

F. -Prope1iy Consmnption, Utilization and Mainten.ance 

G -Physical Inventmy of Govenunent Prope1iy 

H. -Disposition of Prope1iy 

L -Subcontractor Control 

.L -Repmiing and Contract Prope1iy Close-out 

K. -Movement ofPrope1ty 

L -Tool Room Opemtion 

IVL -Glossmy ofTenns 
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TAB A (MATERIAUPROPERTY CONTROL PLAN) TO BROW"N & ROOT 
SERVICES, LOGCAP, PROPERTY CONTROL PLAN 

P.C.- OO.OO(R1) 

MATERIAL/PROPERTY CONTROL 
INTRODUCTION/OVERVIEW 

NOTE: APPLIES TO 
ALL PERSONNEL ! ! 

1.0 PURPOSE 

2.0 SCOPE 

3.0 REFERENCE 

SOP# LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 June 2002 

SUPERSEDES DATED 

INDEX 

4.0 RESPONSIBILITIES AND FUNCTIONS 

5.0 PROCEDURAL OVERVIEW-- ALL PERSONNEL 

6.0 EXHIBITS 

6. 1 Exhibit A - Self Audit Checklist 
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1.0 PURPOSE 

This Appendix/Property Control Manual establishes project specific procedmes and 
responsibilities covering all facets of property control, from requisition tlu-ough 
disposition of all govenunent prope1iy in the possession of BRS. In the event of 
inconsistencies between this procedme and the terms of the contract 1.mder \Vlrich the 
Govenunent prope1iy is provided or acquired, or the FAR, the terms of the contmct shall 
prevaiL 

2.0 SCOPE 

1. 12. 1 Procedmes prescribed :in this manual apply to all persmmel ordering, 
u~ing, handling, and having custody of or respon..;;ibility tl)r LOGCAP govenunent 
prope1iy. This manual will ensure govenunent property is protected, controlle(l 
prese1ved, and maintained in accordance with the FAR and the terms of the 
contmct 

1.22.2 Index of Procedmes in this Property Control Manual: 

SPNU:MBER 

P.C.- OO.OO(Rl) 
P.C.- OLOO(Rl) 
P.C.- 02.00(Rl) 
P.C.- 03.00(Rl) 
P.C.- 04.00(Rl) 
P.C.- 05.00(Rl) 
P.C.- 06.00(Rl) 
P.C.- 07.00(Rl) 
P.C.- 08.00(Rl) 
P.C.- 09.00(Rl) 
P.C.- lO.OO(Rl) 
P.C.- llJ)O(Rl) 

SUBJECT 

Introduction 
Requisitioning 
Receiving 
Prope1iy/Records 
Storage/Warehousing & Stock Control 
Consmnption, Utilization & Maintenance 
Physical Inventory of Govenunent Prope1iy 
Disposition of Property 
Srib-Contmctor Control 
Repmiing and Contmct Prope1iy Closeout 
Movement of Prope1iy 
Tool Room Operation 

3.0 REFERENCES 

Ll3J LOGCAP, Contmct Provision FAR 52.245-5 

L23.2 Federal Acquisition Regulation (FAR) Subpmt 45.5 

L33.3 DoD FAR Supplement (DFARS) Pmt 245 

1 .43 A Approved Brown & Root Services Federal Govenunent Prope1iy Control 
Procedmes 

4/08/20081/12/200226/11/200214 :rvlay. 2002 4 
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4.0 RESPONSIBILITIES AND FUNCTIONS 

4.1 The LOGCAP Program Geneia1 Manager will assign a Prqject Pmpetiy 
Achninistrator tluough the issuance of a letter of authority. The Prqject Prope1ty 
Administrator will be responsible for oveiseeing the Pmject property control 
system 

4.1. 1 The Project Propetiy Ach1rinistrator is responsible for the oveiall 
implementation, accmacy, and etlectiveness of the LOGCAP prqject 
Property Control System (PCS). Tlris position will have primmy 
responsibility for all Govenunent propetiy provided or subsequently 
acquired by the Government for u-;e by BRS. Tlris peison will be 
Iesponsible foi all Govenunent propetiy record-;, assig1ring GP munbers, 
keeping computer or physical record-;, ensming Govenunent property is 
properly issued and accmmted for, supervising inventories, and filing all 
reports requil'ed t()J property 1mder this contmct This position will repmt 
to the LOGCAP Dil'ector ofProcmement, Materials and Propetiy. 
Additionally, tlris peison shall have matrix responsibility and repmiing to 
the BRS Propetiy Manager as required. 

4. L2 The BRS Site Prqject Manager (m designee) at each contract site will 
assign a Site Propetiy Adnrinistrator thmugh the issuance of a letter of 
authority. The Site Pmperty Ach1ri1ristmtor will be responsible t()r 
oveiseeing the Contract site propetiy control system. Tlris position will 
have primmy respon-;ibility t'lx all Govenunent propetiy provided to that 
site or subsequently acquired by the Govenunent t()J use by BRS. This 
peison will be respon-;ible tl)r assig1ring code munbeis, keeping computer 
or physical record-;, en-;ming Govenunent propetiy is properly issued and 
chargecl supervising inventories, and filing all reports required t()r 
propetiy 1mder that contmct Tlris position will report to the BRS Site 
Project Manager or designee. Additionally, tlris person shall have matrix 
responsibility and repmiing to the assigned Prqject Propetiy Adnri1ristrator 
as required. 

4. 1.3 Cu-;todians, appointed by the Depmiment Manager are responsible for 
maintai1ring property under their control, posses.sion, and! or cu-;tody in 
strict accordance with the prime contmct, FAR, DFARS, BRS Fedeial 
Government Property Control Procedmes, and tlris Appenclix!Prope1ty 
Control f'danuaL 

4. 1.4 The manager or supervisor over an area or employee to \Vlrich an item is 
assigned assmnes seconcl<uy Iesponsibility t()f that piece of govenunent 
propetiy. That peison ""'ill be responsible for emming that maintenance is 
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performed and that the item is provided adequate protection from thetl, 
damage, and lmdue e:x'})osure to the elements, and misuse. 

4. 1.5 The user accepts final responsibility for Government prope1iy in their 
possession. This includes maintaining an item :in a serviceable condition, 
docmnenting utilization, and reporting any loss, damage, or lack of 
serviceability. 

4.1 .6 Final disposition, disposal and removal of items from all property Iecord.;; 
are the respon.-;ibility of the Prqject Prope1iy Administmtor and will be 
based on proper docmnentation. 

4.2 LOGCAP Prope1iy/lvlaterial Control ftmction(s) will be responsible for: 

4.2J Implementing and maintaining the policies, procedures and directives of 
the prqject PCS. 

4.2.2 Developing inventmy schedules fm warehou.;;e area, etc. and fmnislring a 
copy of the schedule to the appropriate Prope1iy Admilristmtor. 

4.23 Ensming all disciplines/ftmctions/depmiments are complying with PCS 
procedures in the workplace. 

5.0 PROCEDURi\L OVERVIEW-- ALL PERSONNEL 

5.1 In order to ft.llfil its Iespon..;;ibilities and ftmctions, Material Control/Prope1iy will 
mmritor project department method.;; of ordering, receiving, protecting and 
preserving, accmmting for and controlling govenunent property. 

5.1. 1 Ordering: All property, \Vhether govenunent ftmrished or BRS acquirecl 
must be: 

5. 1. 1. 1 Authorized and requested by properly prepared and approved 
requesting docmnents, processed in a timely mmmer to nri1rimize 
emeigency priorities. 

5. 1. 1 .2 Reasonable quantities, conunensmate \'Vith the work to be 
accomplish eeL 

5.1 .2 Receiving: All prope1iy will be: 

5.1 .2.1 Received by authorized receiving agents. 

5.1 .2.2 Unpack eel counted, and checked for discrepancies in cmmt, 
damage, incorrect and/or mmcceptable substitutions, etc. 
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DRAFT 

5.1 .2.3 Promptly "signed for," with complete name and! or BRS badge 
mmiber, on warehou'5e requisition~ or other properly prepared 
issue/receiving and inspection repmts. 

5.1 .2A Identified and permanently marked with control/tag mmiber, if 
required. 

5. 1.3 Storing and Ivloving: Prope1iy will: 

5. 1.3. 1 Be properly stored in an area and in a way designated for the type 
item. 

5. 1.3 .2 Be provided adequate housekeeping and protection for both inside 
and outside stores items, including hazardous materials, preciom 
metals, sensitive items, etc. 

5. 1.3.3 Have necessary measmes taken for air circulation, drainage, 
corrosion prevention, age control, fire protection, etc. 

5. L3A Be in designated warehouse and storage areas. 

5. 1.3.5 Be moved only 1.mder proper authority, suppmted by 
docmnentation, protected dming movement, and u'5ing proper 
hancUing equipment, teclmiques and safety precautions. 

5. 1.3.6 Have loss, damage or thetl investigatecl docmnented, and reported 
without delay to Material ControL Material Control will forward 
such repmts to the Project/Site Prope1iy Administrator as required. 

5.1 A Consm1ring: Quantities of material/supplies produced or procmed for 
incorporation into an end item or otherwise consmned will be: 

5. 1 A. 1 Contmlled, issued, and consmned or otherwise accmmted for, or 
retmned f'l)r disposition in its original condition (less fair wear and 
tear, if applicable). 

5. L4.2 Be reasonable when compared to the work(iob at hand and 
Ivlaterial Requisitions. 

5.1 .4.3 Be promptly retmned to stock and recorded when determined to be 
excess. 
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5. 1.5 Utilizing: The Govenuuent property shall be used only for performing this 

contmct, mlless othen'vise provided in this contmct or approved by the 
Contracting Officer. 

5.1 .6 :Maintaining: Prope1iy, including Real Prope1iy, will: 

5.1 .6. 1 Be scheduled for and receive timely pe1iodic maintenance. 

5.1 .6.2 Have accmate and cmrent preventative maintenance and corrective 
action records. 

5.1 .63 Be regularly inspected to determine need for repairs or 
replacement 

5.1 .6.4 Be rehabilitated \Vhen authorized and cost etiective. 

5.1 .6.5 Have rehabilitation, repair, and replacement costs accmately 
recorded. 

5.1 .7 Inventorying: Physical inventories of all Government prope1iy in BRS 
possession will: 

5. 1. 7. 1 Be performed and completed not later tlmn the 30th of September 
each calendar year, with a copy of the schedule provided to 
Material Control and the GPA. 

5. 1. 7.2 Reflect completion date with respect to location, control muuber, 
cmmt, etc. 

5.1. 7 3 Be promptly, accmately and completely posted to accmmting 
record. 

5. L7.4 Following inventory, adjustments will: 
(a) Be posted promptly to accmmting record. 

(b) Accmately ret1ect quantities, date, etc., and be clearly 
identified as an inventmy adjustment 

(c) Be reported to the Site Property Administrator. 

(d) Reflect all imtances of loss, damage or destruction~ and be 
reported properly and promptly. 

5. 1.8 Disposing: Govenuuent prope1iy will be disposed ofby: 
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DRAFT 
5. 1.8.1 Screening items against existing and anticipated neeck 

5. 1.8.2 Promptly repmting excess items. 

5. 1.8.3 Receiving proper authority from the Govenunent Prope1ty 
Adnrinistmtor, Plant Clearance Officer or the ACO prior to 
disposaL 

5. 1.8.4 Removing govermnent propetiy labels or identification. 

5. 1.8.5 Completing disposition documentation showing authority, action, 
date and posting to the record. 

5.2 The Pmperty/Material control ftmction will also: 

5.2J Develop and maintain a PCS that contains adequate locator systems and 
techniques so that any item or record of govenunent propetiy can be fotmd 
and produced within a reasonable period of time. 

Develop efficient method-; for determining and promptly repmting excess 
propetiy to the Plant Clearance Officer. 

Investigate loss, damage, destmction or excessive consmnption of 
govenunent property and will repmt results to the Government Propetiy 
Administmtor. 

5.3 Procmement subcontmct ach1rin:istrators shall develop realistic subcontract 
provision-; addressing ach1ri1ristration of govenunent propetiy in possession of 
Project subcontmctors. Subcontmctor acU1erence to these provisions will be 
mmritored, and may be inspected at any time by the Site Prope1ty Ach1ri1ristmtor 
or a designee. 

5.4 Perform Self Audit 

6.0 Exlribits 

5.4.1 The BRS Prope1ty Ivianager will ensure that anintemal propetiy systems 
audit is conducted as frequently as conditions warrant These audits may 
take place at any time dming the contract performance period. The selt: 
audit will be conducted at least annually and will be performed by the 
BRS Propetiy Manager or designee as required. 

5.4.2 The selt:audit and all suppmting docmnentation associated with the audit 
will be maintained on file in the property control section. 

4/08/20081/12/200226/11/200214 :rvlay. 2002 9 
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6.1 Self Audit, Ftmctions, Fm1ctions Segments and Criteria (Exhibit A) 

6.L1 AREAS FUNCTION 
1 Pr ope1iy Ivianagement 
2 Acquisition 
.... _., Receiving 
4 Identification 
5 Records 
6 Movement 
'"'7 Storage 
8 Physical Inventories 
9 Reports 
10 Consmuption 
11 Utilization 
12 Maintenance 
13 Subcontractor Control 
14 Disposition 
15 Contract Prope1iy Close-out 
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EXHIBIT A 

Ftmction 1: Property Management 
Subcmltractm/Cu.;;todimllllspected: 

Persmmel Contacted: 

Inspected By: 

Date: 

DRAFT 

Property Ivlanagement In Compliance 

The process of maintaining an adequate property control system 
for Govenunent-Property~ reporting LDD~ and the process of 
contractor internal self audit 

F1mctional Segment: Management 

1. Written policies and procedmes provide for etlective property 
Yes/No control of each type of Govenunent asset in its possession. 

2. Procedures are maintained in an up to date statu.;; that meet 
contractual requirements, with changes submitted to PA for Yes/No 
review, and aJe readily available to personnel accmmtahle for or 
otherwise respon.;;ible for Govermnent Property. 

3. Plans are prepmed and implemented for corrective action and 
fmnished to the PA promptly atler notification of a system Yes/No 
deficiency or incident ofLDD, where applicable. 

4. Provides inunediate interim protection of Govenunent 
Property in response to identified deficiencies 1mtil permanent Yes/No 
measures are taken. 

F1mctional Segment: Repmiing of Loss, Damage, and Destruction 

1. Pmmptly identifies, investigates, and reports incidents 
involving LDD of Govenunent property to the PA and other Yes/No 
appropriate authorities. 

2. Promptly fi.unishes all necessary data to substantiate request 
Yes/No for relief of responsibility as defined in T ah D of tlus PCP. 

Fm1ctional Segment: Audits of Govenunent Property 

1. Performs audits of property management issues in accordance 
with company policy and promptly initiates corrective action.;; Yes/No 
when audits disclose deficiencies. 

2. Audit fi.mction coordinates review plans and results with the 
PA to preclude duplication of etlmt and enhance problem Yes/No 
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Fm1ction 2: Acquisition 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Acquisition 

DRAFT 

The process of acquiring Govenunent property either 
tl1rough requisition or transfer :limn Govenunent somces or 
tlu-ough pm-chase, including those made from contractor 
stores. 

Fm1ctional Segment Acquisition Authoritv 

1. Provisions and requirements related to Govenunent 
prope1iy are flowed down to appropriate contmctor property 
acquisition organizations. 

2. Authority exists for acquisition of facilities and special 
test equipment 

3. lVIaterial transfers between contmcts are adequately 
docmnented. 

4. Contmcting Officers consent or approval is obtained 
when required. 

Ftmctional Segment Orderii}g Practices 

1. Acquisition docmnents include detailed and accmate 
description of assets being acquired and contmct equivalent 
code designator. 

2. Items and quantities requisitioned, pmchased, or 
fabricated aJe contmctually authorized, based of finn 
requirements, and are not available fi-om existing stocks. 

3. Economic ordering practices are properly appliecl when 
applicable. 

4. Orders are processed in a timely mmmer to minimize 
emergency acquisitiOJ1'5 or requisition'5. 

5. On-order assets are monitored 1m til assets are received. 

6. On-order assets are canceled or amended, to the extent 
possible when requirements are chm1ged by contmct 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



DRAFT 
modification, engineering change, terminations, production 
schedule revision, receipt of "pu-;hed" items, etc. 

Acquisition In ComQliance 
Flmctional Segment Ordering Practices {Continued} 

7. Distribution, cancellation, and change of pmchase Yes/No 
requisitions are properly controlled. 

Flmctional Segment MILSTRIP Acquisitions 

1. Requisition docmnents are properly prep<~red <~nd 
processed including routing identifiers, ftmd codes, priority Yes/No 
designator, etc. 

2. Statu-; tile is m<~int<~ined, supply statu-; monitored, <~nd 
Yes/No appropriate action t<~ken when required. 

3. Requests are submitted in a timely manner to minimize Yes/No 
u-;e of emeigency priorities. 
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Fm1ction 3: Receiving 

Subcmltract/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Receiving 

DRAFT 

The process of Govemment prope1iy initially entering into a 
contractor's cu'5tody. 

Ftmctional Segment: Receiving Process 

1. Property is promptly examined upon ani val to determine quantity 
received, determine condition, and identify tJansit-related 
discrepancies. 

2. Returnable and reusable containers are properly controlled and 
accmmted for. 

3. Receiving repmts are promptly prepared tlmt docmnent items and 
quantities receivecl condition, shipping data, date received, etc. 

4. Items received aJe reconciled against requisition docmnents, 
pmchase orders, packing lists or related docmnents to en'5me 
accmmtahility for all items, attaclunents, and accessories. 

5. Items received by contmctms fm rework, processi11g, or repair 
1mder terms of contract warranty provision'5 are identified and 
documented dming the receivi11g process. 

6. Completed receiving repmts are promptly distributed to 
designated inventory control points, accmmting ii.mctions, etc., to 
ensme full accountability is established. 

7. Incomi11g prope1iy is provided adequate protection and storage 
dming the receiving process. 

F1mctional Segment: Discrepancies Incident to Shipment 

1. Misdirected shipments and other discrepant property is adequately 
segregated and controlled pending receipt of disposition in'5tmctions. 

2. Causes of discrepancies are investigated and docmnentecL 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



Fm1ction 4: Identification 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Identification 

DRAFT 

The process of properly identifying Govenunent Property. 

F1mctional Segment: Identification Process 

1. Assets are label eel taggecl or otherwise identified upon 
fabrication or receipt 

2. General-pmpose components of special test equipment 
are identified in a mmmer to facilitate removal and 
reutilization. 

4/08/20081/12/200226/11/200214 :rvlay. 2002 16 

In Compliance 

Yes/No 

Yes/No 



Fm1ction 5: Records 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Record'5 

DRAFT 

The official accmmtable records maintained by a contmctor 
to show status and to control all Government property 
fmnished to or othen'1.1ise acquired by the Contmctor. 

F1mctional Segment: All Record'5 of Govenunent ProQeliv 

1. Property control record'5 conform to FAR or other 
contmctual requirements and are accmately maintained for 
all Govenunent property at the contmctors primary and 
alternate locations as well as subcontmctor locations. 

2. Suppmt documentation used for posting entries provides 
complete, cmrent and auditable data. 

3. Tran'5actions, including location changes, are promptly 
posted. 

4. Record'5 are established for all assets pmchased, 
fabricated, fmnished by the Govenunent, parts removed or 
recoverecl or transferred from other work of the contmctor. 

5. Sen-;itive prope1ty is accmately reflected on :inventory 
control records. 

6. Inventory control record'5 are closed by means of proper 
posting entry, adequately suppmted by docmnentation. 

F1mctional Segment: Material Record'5 

1. Stock levels and reorder points are reflected on record 
where applicable, are reasonably smmd, and are consistent 
with contract provisions. 

2. Receipt and issue record'5 are maintained as authorized by 
the PA. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



DRAFT 

Ftmctional Segment: Cu'5todial Record'5 

1. Cu'5todial records are established for items issued from 
tool cribs, guard force, protective clothing, and other items Yes/No 
issued to individuals fbr U'5e in their work. 
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Fm1ction 6: :Movement 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Movement 

The process of moving all types of Government prope1iy. It 
includes movement fi:om one point to another within a 
contractor's facility, movement between facilities, for any 
pmpose, and protection dming movement 

Ftmctional Segment: Material HancUing 

1. Item is moved 1mder proper authority, suppmted by 
approved docmnentation~ i.e. issue slips, shipping ticket, 
location change order, etc. 

2. Copies of l\tlaintenance record sent to gaining location 

3. Adequate protection is provided dming movement, such 
as packing, covering, skidding, proper handling equipment, 
procedmes, teclmiques, and safety precautim1'5. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 



DRAFT 
Fm1ction 7: Storage. 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Storage 

The process of storing all types of Government Property. 

F1mctional Segment: Storage Areas 

1. Housekeeping is adequate. 

2. Govenunent Propetiy is segregated from Contmctor 
propetiy, \Vhen required. 

3. Adequate physical secmity and protection are provided 
for assets in both inside and outside stomge. 

4. Access to propetiy :in storage is limited to authorized 
personneL 

5. Assets in storage are properly packaged and preserved, 
when required. 

F1mctional Segment: Special Storage Areas 

1. Additional physical security and protection are provided 
for sensitive items. 

2. Special controls and inspections are provided for items in 
storage sul~ject to corrosion, hmnidity, temperatme, age 
controls, etc. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



Fm1ction 8: Phvsical Inventories 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Physical Inventories 

DRAFT 

The process of physically locating and cmmting Government 
prope1iy and comparing it to records of such property, including 
the posting of findings and adju'5tments and the repmiing of 
adju'5tments to the PA. 

F1mctional Segment: Performance 

1. Physical inventories are performed Annually. 

2. Physical inventories are conducted by other than those 
maintaining record'5 or having cu'5tody of property. 

3. Property inventoried is properly sighted and cmmted either 
manually or electronically. 

4. Physical inventories, adequate for disposal pmposes, are 
performed promptly upon contract completion or termination 
muess waived by the PA. 

F1mctional Segment: Recording 

1. Inventory is posted to accmmtable record \'Vi thin reasonable 
period. 

2. Posting to accmmtable record is completed, accmately showing 
date and quantity, and clearly identified as an inventmy entry. 

F1mctional Segment: Material Record'5 Adju'5tments 

1. lVIaterial quantity aqjustments are promptly posted to 
accmmtable record'5. 

F1mctional Segment: Repmiing Inventory Findings 

1. Results of physical inventories, including all adjustments and 
LDD's are identified as a result of physical inventories, and 
reported to the PA. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



Fm1ction 9: Reports 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Repmts 

DRAFT 

The prepamtion and submission of repmts reflecting the 
statm of Govenunent property as required by contract or 
regulation. 

F1.mctional Segment: Accmacv and Completeness 

1, Responsibility for repmt prepamtion is clearly assigned to 
specific ftmctions. 

2. Somces of data are clearly defined, accmate, and cmrent 

3. Appropriate audit or other method is employed by the 
contmctor to verity repmt accmacy and completeness. 

F1.mctional Segment: Repmt Submission 

1 .Controls are maintained to identity: 

a) Contracts s1.ibject to repmt requirements. 

b) Specific repotts required. 

c) Required submission dates t"l)r repmts. 

2. Procedmes provide adequate lead-time t()f orderly 
compilation of data and report submission. 
.., _,, Repmts are distributed according to contractual 
requirements. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



Fm1ction 1 0: Co11-;mnption 

Subcm1tractm/Cu-;todim1 h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Consmnpti on 

DRAFT 

The process of incorpomting Govenunent prope1iy, of the 
material or agency peculiar classification, into an end item 
or otherwise consmning it in the performance of the 
contract 

F1mctional Segment: Reasonableness of Co11-;mnption 

1. Items are consmned only as authmized by the contract 
mliess otherwise approved by the CO. 

2. Quantities co11-;mned are reasonable when compared to 
requirements such as bill of material, material requirements 
lists, established scrap mtes etc. 

3. Issue documentation maintains an audit trail reflecting 
that items are properly consmnecL 

4. Issue docmnentation is properly authorized and prepared. 

5. Assets are issued ''first-in fhst-ouf' for age sensitive 
materials. 

6. Contractor investigates and analyzes consmnption level 
above plmmed usage mtes. 

F1mctional Segment: Identification of Excess 

1. Using areas identities and retmns material to stores that is 
not required for cmrent work. 

2. Degree of use or contractual authorization ju-;tifies 
retention. 

3. Continuou-; screening is accomplished to identify excess 
assets. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



DRAFT 
4. Repmiing of excess is promptly initiated for all prope1iy 
excess of the ammmt needed to complete full performance 
under the contracts providing it or authorizing its use. 
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Fm1ction 11: Utilization 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Utilization 

DRAFT 

The process of using fu.cilities, special tooling, special test 
equipment, and agency-peculiar prope1iy for the pmpose 
which fmnished or acquired. 

F1.mctional Segment: Authorized Use 

1. Items are used only as authorized by the contract 1..mless 
otherwise approved by the CO. 

2. lVIethods are established for determining and allocating 
rental charges, when required. 

F1.mctional Segment: Identitication of Excess 

1. Degree of utilization or contractual authorization justifies 
retention. 

2. Continuom screening is accomplished to identify excess 
assets. 

3. Repmiing of excess is promptly initiated for all prope1iy 
excess of the ammmt needed to complete full performance 
under the contracts providing it or authorizing its U'5e. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



Fm1ction 12: Maintenance 

Subcmltract/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Maintenance 

DRAFT 

The process of providing the ammmt of care necessary to 
obtain a high quality of production and the most u'5efi.Il 
service life of Govenunent prope1iy 

F1.mctional Segment: Preventive l\!Iaintenance 

1. Contractor obtains and complies with cmrent teclmical 
publications for maintenance of Govenunent prope1iy? \Vhen 
applicable. 

2. Item is schechlled for periodic maintenance (including 
teclmical publication compliance)? \Vhen appropriate. 

3. Inspection and! or periodic maintenance are pel'tl)nned 
according to the schech:lle in the contJactor' s approved 
prope1iy control system. 

4. Record'5 of preventive maintenance and conective actions 
are adequate and accmate. 

F1.mctional Segment: Ca:gital-Tv:Qe Rehabilitation 

1. Inspection is perfonned as scheduled and res1.uts are 
reported including the need for major repair? asset 
replacement? or CTR. 

2. Approval is obtained to moditY? cannibalize? or repair 
Govemment prope1iy other than repairs authorized by 
contract requirement or tlu-ough fhe approved maintenance 
program. 

"' _1 , Rehabilitation is properly accomplish eel when 
authorized. 
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In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

Yes/No 



Fm1ction 13: Subcontlact Control 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Subcontractor Control 

DRAFT 

The process of prime contractor control over subcontractms 
011 Govenunent property. 

Fm1ctional Segment: Prime Contractms Res129nsibilities 

1. Sribcontract reflects assets to be provided and tlowdown 
of contract requirements including adequate in'5tructions on 
sribcontractor responsibilities. 

2. CO approval has been obtained for each subcontract that 
will relieve the subcontractor of the risk of loss of 
Government property and the Govenunent nm'5t receive 
consideration \Vhen appropriate. 

3. When the prime contractor u'5es subcontractor record'5 as 
its official record'5 ofGovenunent property, and the 
sribcontractor has a system approved by the Govenunent, 
the prime contractor has :implemented a system to maintain 
visibility of property at subcontractor locations. 

4. The prime contractor has established an adequate system 
analysis program to assess the adequacy of records, control, 
protection, preservation, and maintenance of Govenunent 
property in fhe possession of subcontractms muess 
supporting property administration has been obtained. 

In Compliance 

Yes/No 

Yes/No 

Yes/No 

Yes/No 

5. The prime contractor properly achninisters fhe risk of loss 
and other provisions of subcontracts related to Govenunent Yes/No 
property. 
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DRAFT 
Fm1ction 14: Disposition 

Subcmltractm/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Disposition 

The process of disclosing excess, requesting disposition 
instructions, and effecting disposal of Govenunent propetiy. 

Fm1ctional Segment: Disclos1.ue of Excess 

1. In-house screening of excess assets is accomplished at 
contract completion or when determined to be excess, to 
identitY possible uses on other contracts or other work of the 
contractor. 

2. Items determined excess are promptly repmted to the 
Government 

3. Declaration as excess is complete and accmate. 

F1.mctional Segment: Disposal 

1. There is proper authority for disposition. 

2. Disposition is accomplished in compliance with FAR 
45.6 or other specific contJact provision'5. 

3. Item was disposed of within a reasonable time period 
atler disposal authority was received. 

4. Identification tag is removed from item before disposal, 
when appropriate. 

5. Docmnentation of disposition is complete and reflects 
authority, disposal action, date of disposal, and is posted to 
record. 

6. Proceeds fi.-om sale of assets have been credited to the 
Govenunent 

F1.mctional Segment: Approved Scmp Procedme 

1. Contractor complies with provisions of approved scrap 
procedure. 
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2. Proceeds from sciap sales have been properly creditecL Yes/No 
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Subcmltract/Cu'5todiml h1spected: 

Persmmel Contacted: 

Inspected by: 

Date: 

Rating: 

Contract Property Close-out 

DRAFT 

The process of properly closing out the propetiy element of 
a contJact 

Fm1ctional Segment: Relief from ResQ011'5ibilitv 

1. Contractual authorization or CO approval is obtained to 
transfer Government prope1iy from a completed contmct 
when identified for U'5e on other contracts or for retention of 
idle assets (except for contractor's pmchase or retention at 
cost of contractor-acquired property). 

2. Inventory adjustments, liability deternrinations, and other 
propetiy issues are resolved before contract close-out 

Ftmctional Segment: Final Contract Review 

1. Contractor prope1ty management organizations are aware 
of contracts approaching completion. 

2. Lists of special tooling to the special tooling clau'5e are 
provided to the Govenunent for disposition purposes. 

3. Prescribed reports required for completed contracts are 
properly submitted. 

4. The contmctor notifies the PA promptly when all pending 
action'5 on property-related matters are completed. 
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TAB B (REQUISITIONING) TO BRO\VN & ROOT SERVICES, LOGCAP, PROPERTY 
CONTROL PLAN 

P.C.- OLOO(R1) 

REQUISITIONING 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITY 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

INDEX 

3.1 Procurement and l'viaterial Managers 

3. 2 Material Manager 

3.3 l\tlaterial Control Persmmel 

3.4 Ftmctional Managers/Supervisors 

4.0 PROCEDURES 

4.1 General 

4.2 Requisitioner/User -- Prepming Requisitions 
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4.3 Warehouse --Filling Requisitions from Stock 

4.4 Material Control --Establishing Due-In Requisitions 

4.5 Cost Contml and Project Management -- Approvals 

4.6 Material Control -- Processing Requisitions to Procmement 

4. 7 Material Control -- Receiving Pmchase Statu.;; 

4.8 Material Control -- Ex'})editing, Follow-up & Receipt ofPrope1iy 

4.9l\1IILSTRIP- Requisitions 
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1.0 PURPOSE 

Establishes procedmes for initiating procmement of materials, equipment and services 
required to perfonn the project A material requisition (MR.), properly prepared, 
reviewed, approved and submittecl ex-pedites the procurement process and improves 
Brown & Root Service's overall project performance. 

2.0 SCOPE 

Applies to all p.rqject organizational elements requisitioning materials, equipment, and 
services. 

3.0 RESPONSIBILITY 

3.1 Procmement and Material Managers shall ensme that Material Control persotmel 
are well qualified and possess a thorough knowledge of the BRS material 
management system. 

3.2 Material Managers shall provide requisitioning and Material Control suppmt to all 
LOGCAP persmmeL This includes, but is not limited to, day-to-day supply 
suppmt, training (material control andrequisitionet/end-u-;ers), and propetiy 
record!data base maintenance. 

3.3 Material Control personnel are responsible for all aspects of processing a 
requisition. 

3.4 Within their functional area, evety manager and supervisor nm-;t ensme 
requisitions are properly prepared, reviewed, approvecl and s1.:ibmitted in a timely 
manner. This includes personally reviewing requisitiom for accuracy and 
completeness~ verifying requirements are valid, quantities reasonable, and 
priority/required delivery date is conunensmate with project schedule~ and 
ensuring accmate, adequate drawings, specifications/purchase descriptions, and 
other attaclnnents. 

4.0 PROCEDURES 

4.1 General 

4. L1 Requisitions for all propetiy, whether govenunent fmnished or BRS 
acquired, mu-;t 

4.1. 1.1 Be contmctually authorized and necessmy t()r performance of the 
prime contJact~ 

4.1. 1.2 Be t()r the quantities required t()r said pert()nnance~ 
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4.1. 1.3 Be requested by properly prepared? processed? and approved 
requisition docmnents? in accordance with prime contract and 
Project procedmes~ 

4.1. 1.4 Be sribmitted in a timely mmmer~ 

4.1. 1.5 Contain a realistic? dependa.ble Required Delivery Date (RDD) to 
minimize 1.1'5e of emergency priorities~ and 

4. LL6 Contain sufficient description (NOUN? MANUFACTURER? 
National Stock Nmnber (if available) and PART NUMBER, color? 
material, size/dimension')? salient fea1mes/ required pert()fmance 
data? END-ITEM (model/serialn1.unber) APPLICATION) to 
assme acquisition of the correct item. 

4.1 .2 Contacting vendors and pmchasing prope1iy and services is the 
responsibility of the Procmement Depmiment/Office. At no time will 
another department employee (including requesters? end-users? or mate1ial 
control persmmel) directly place? or give the appearance of placing an 
order with a vendor. In addition? requests t()r pricing? availability? or 
product information should be made to the Procmement Office? who will 
in tmn contact the vendor. 

4. 1.3 If Govermnent Fmnished Equipment/Property (GFE/P) is available 
tlu-ough the military or other govenunent somces? transfers or tempormy 
hand receipt can be accomplished in the following mmmer: 

4. 1.3. 1 The Site Prope1ty Administrator or Contract Administrator will 
initiate a formal request for GFE/P. This request can be in the 
fmm of a memorandmn or a Material Requisition. The request 
will be sribmitted to the ACO or PCO? and will stipulate if it is a 
Pennanent!lateral trm1<5fer or aT empmary loan requirement 

4. 1.3.2 A pennanent!lateral tJan<5fer means that tlris equipment will vest in 
the LOGCAP contmct as GFP/contract prope1ty. BRS will have 
fullu<5e? control, accmmtability, maintenance and disposition1.mder 
the terms of the contJact If approved? a tJansfer directive will be 
issued by the ACO. Tlris transfer memorandmn will have the 
signatmes of the Army Property Book Officer (if applicable) to 
release title, the DCMA GPA concmring with the contract neecl . ~ 

the DCMA ACO approving the tran<5fer and the BRS SPA. The 
physical trm1<5fer will be docmnented by the use of DD form 1149 
or DA form3161. 

4/08/20081/12/200226/11/200214 :rvlay, 2002 34 



DRAFT 
4. L3.3 Tempormy/loan properiy is GFE/P that has been identified for 

potentialu-;e on the contJact, however, the militmy will not release 
title. To obtain loan property a request mu-;t be submitted to the 
ACO. Tllis equipment will be retmned to nlilitary control upon 
completion of the contmct or sooner if no fiuiher need exist in 
suppmt of the LOGCAP mission. The military can also recall tllis 
equipment at any time, based onnlilitary needs. Tllis equipment 
will not be processed lmder the DCiviA plant clearance process or 
contmct property sales. In addition, the BRS properiy record-; \\'ill 
identify these items in a mmmer that will provide a clear audit trail 
in regard to proch1cing property repmts of all loan equipment being 
u-;ed in support of the contmct If nlilitary control munbers such as 
USA munbers are assigned to the equipment, these munbers will 
be recorded on the record-; as welL 

4. 1.3.4 Prior to receiving GFE/P, the equipment will be inspected by a 
qualified BRS teclulician to ensme the equipment is in fully 
nlission capable condition. If tl)lllld that the equipment is in less 
than fully nlission capable condition, the ACO and GPA will be 
notified. Repaiis will not be illitiated mrtil approval fi-mn the ACO 
has been granted. 

4.2 Requisitioner/User --Preparing Material Requisitions (MR.) 

4.2J To obtain material or equipment LOGCAP persmmel must prepare a 
Material Requisition 

4.2.2 The completed MR. will be forwarded to Material ControL 

4.3 Warehouse-- Filling Requisitions fi-mn Stock 

4.3.1 Warehouse personnel \\'ill first attempt to fill requisitions fi-mn stock on­
hancL 

4.3.2 If suitable property is available t()f issue, warehou-;e persmmel will: 

4.3.2.1 Complete a Warehou-;e Issue Docmnent or DA From 3161 and 
issue the item to requester. 

4.3.2.2 Have the requester cmmt all items being issued. 

4.3.2.3 Sign his/her name and/or badge munber on the "Issued By" line 
on the issue docmnent 
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4.3.2.4 Have the requester acknowledge receiving the items/quantities 

listed on the Warehouse Requisition or DA form 3161 by 
printing his/her name and/or badge munber on the "Received 
By" line, and then signing above it 

4.3.2.5 Give a copy of the Warehou~e Requisition-Issue Docmnent or 
DA Form3161 to the requester. 

4.3.2.6 Retain the original Warehouse Requisition/Issue Docmnent or 
DA Fonn 3161 for :Material Control records. 

4.33 If suitable property is not available for issue, forward the MR. to the 
l\tlaterial Control office. 

4.4 Material Control --Establishing Due-In Requisitions 

Property may not be available, or there may not be sufficient stock on-hand to fill the 
entire quantity \Vl1en this happens, Material Control takes action to obtain the property 
for the requester. 

4AJ Review MR. docmnent(s) for accuracy, completeness, approvals, and 
warehou~e coordination. Date stamp or write the date received on the 
MR., and work with the cu~tomer to rectify any discrepancies/omissions. 

4.4.2 Use the Material Control catalog to identify the item by BRS stock 
n1.miber or NSN if being requisitioned tlu-ough the military supply system. 
If new item (no stock mmiber assigned), identitY correct FSC, NSN (if 
available), and assign new stock mmiber in accordance with established 
procedmes. 

4.43 Material Control logs in the MR. and assigns it a Material Control 
requisitionmmiber, which is written on the MR. A copy of the MR. is then 
given to the requester. 

4.43J If automated requisitioning is available, Material Control will enter 
the data into the tmcking system or Pmchase Order Log. 

4.43.2 For items that require a Government Property Tag mm1ber, 
Material Control or the Property office \:Y':ill indicate "PROPERTY 
ITEM" on the MR. 

4.5 Cost Control and Project Management- Approvals 

All requisitions must be coordinated \:Y':ith cost control and approved by prqject 
management before sribmitting for procmement action. 
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4.5.1 Mateiial Control routes the MR. copy set to the local Cost Controls office 
and Prqject :Management for coordination and approval. After approval, 
Project Management retmns the MR. form set to Material ControL 

451 J Cost Control will write or type the cost accmmting data on the MR. 

4. 5. 1 .2 Project l\tlanagement approves the requisition. 

4.6 Material Control --Processing Requisition; to Pmchasing 

4.6J Upon retmn, Material Control processes the approved MR., establishes a 
manual record file by MR. nmriber and forwards to Procurement for 
plu-chase action. If the client directs that Military somces will be used to 
local pmchase, the completed MR. will be forwarded to the appropriate 
office as directed by the ACO. 

4. 7 Material Control -- Receiving Pmchase Statu; 

Material Control receives statu; updates on open MRs. 

4. 7J Buyers provide Material Control with a copy of the Pmchase Order. 

4. 7.2 Connmmication between Material Control, Ex'Pediting, and Traffic and the 
Militmy pmchasing office (if require) res1.:!lt in status updates. 

4.8 Material Control- Exvediting, Follow-Up and Receipt ofPropetiy 

4.8J Event Material Control persmmel can also contact the Houston Suppmt 
Office for suppmt and assistance. 

4.8.2 The LOGCAP Traffic Section interfaces directly with all persmmel to 
coordinate the movement of cmgo and passengers to and fi-om an Event 
location. 

4.9 MILSTRIP Requisitions 

4.9J MILSTRIP- Militmy Standard Requisitioning and Issue Procedures can 
be 1.1sed for requisitioning, receiving and retmning Govenunent Material 
wherever BRS is authorized by contmct and provided a Depmiment of 
Defense Address Activity Code (DoDAAC). Requisitioning procedmes 
will be in accordance \'Vith local established procedmes governing the me 
ofMILSTRIP. 
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4.9.2 High priority requisitions (mgency of need designators A&B) will be 

verified and approved by the Prqject manager or designated representative. 
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TAB C (RECEIVING) TO BRO\VN & ROOT SERVICES) LOGCAP) PROPERTY 
CONTROL PLAN 

P.C.- 02.00(Rl) 

RECEIVING 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RECEIVING POINT DEFINITIONS 

4.0 RESPONSIBILITIES 

5.0 POLICY 

6.0 PROCEDURE 

6. 1 General 

6.2 Receiving Files 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

~'UPERSEDES DATED 

INDEX 

6.3 Receiving Contmctor-Acquired Property 

6.4 Receiving Govenunent-Fmnished Property 

6.5 Delive1y & Physical Receiving of Bulk fvlaterials 

6.6 Distribution of Bulk Delivery Tickets 

6. 7 Docmnentation Procedmes for Bulk Deliveries 

6.8 Control of Bulk Delivety Tickets 
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6.9 Daily Dock Diary (DDD) 

7.0 Closed PO Records/File 

7.1 Receiving Section Reports 

7.1. 1 l\tlaterial Receiving Record (MRR) Preparation 

7.1 .2 Over, Short or Damage (OS&D) 

7. L3 Repmt of Discrepancy (ROD) 

!'I 
/ , k Property Identification and Marking 

Reserved for Returnable Containers 

8.0 EXHIBITS 

8.1 Exhibit A- Material Receiving Record 

8.2 Exhibit B- Daily Dock Repmt 

8.3 Exhibit C - Sample Checklist fbr Shortages 

8.4 Exhibit D- Sample Checklist tl)r Damages 

8.5 Exhibit E- BRS Bulk Delivery Ticket 
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1.0 PURPOSE 

Establish policies and procedmes to receive govenunent prope1iy pmsuant to the 
regulations and directives of the prime contJact, the approved BRS Govenunent Property 
Control Procedmes, and applicable sections of the FAR Pmt 45 - Govenunent Prope1iy. 

2.0 SCOPE 

This procedme applies to all BRS and Subcontractor personnel involved in receiving 
prope1iy. It includes inspection~ acceptance or rejection~ identification and marking~ 
routing, storage, and control of prope1iy as it applies to the receiving ftmction~ 
docmnenting receipts, shmtages, damages and discrepancies~ and maintaining data u~ed 
to establish property control consistent with contJactual requirements. 

3.0 RECEIVING POINT DEFINITIONS 

3.1 Primmy Receiving Point Receiving point at which inspection and acceptance 
takes place, and where MRR and "Ovemge, Shortage & Damage" (OS&D) 
reports are prepared. 

3.2 Secondary Receiving Point(s): Second or sribsequent receiving point(s) 
performing receiving actions to maintain prope1iy control, chain of cu~tody, and 
identify prope1iy for operating stock, redistribution, or issue to end-u~ers. 
Identified problems and/or inconsistencies are docmnented and resolved. 

3.3 An Event location receiving function can be both a primmy and a secondmy 
receiving point, depending on fhe pmchase order and shipping instmctions. The 
determining factor is where initial inspection and acceptance takes place. 

4.0 RESPONSIBILITIES 

4.1 The LOGCAP lvlaterial Control :tvlanagers are responsible for the overall 
implementation, administJation, compliance and effectiveness of LOGCAP 
receiving ftmction~. Together with BRS Traffic Representatives, they en~me 
sribcontractms pert()rm receiving ftmctions (fi-eight forwmding) in accordance 
with the subcontract and LOGCAP procedmes. Designatedindividual(s) conduct 
regular quality assmance inspections of sribcontracted operations to ensme 
proceCb.ual compliance. 

4.2 BRS receiving personnel are responsible for receiving, verifying, cmmting, 
inspecting, accepting or rejecting and identifying govenunent property. They 
prepm·e Material Receiving Reports (MRRs)~ Reports of Discrepancy (ROD), 
Ovemge, Shmtage or Damage (OS&D) repmts, and other associated 
docmnentation. They determine or identify discrepant shipments~ maintain the 

4/08/20081/12/200226/11/200214 :rvlay, 2002 41 



DRAFT 
OS&D register~ and tag and segregate discrepant items in accord.<lnce with this 
procedme. 

4.3 The Event location receiving ftmction maintains fom ( 4) docmnent files: 

4.3J PO files~ "Open" and "Completed" 

4.3.2 l\tlaterial Receiving Record (MRR) or Military issue docmnent 

4.33 OS&D File 

4.3.4 ROD File 

4.4 Subcontractor receiving personnel are respon.;;ible for effectively and efficiently 
performing the same receiving actions as BRS persmmeL 

4.5 Distribution of MRRs, OS&D and ROD reports, and back-up docmnentation is 
the respon.;;ibility of the Material Control function. 

4.6 BRS E:x'})editing/Tmffic is responsible for notifying Material Control of incoming 
shipments and providing cargo manifests. 

5.0 POLICY 

All prope1iy \:v'ill be: 

5.1 Received by qualified and authorized receiving agents. 

5.2 Unpackecl cmmted, and checked for discrepancies in count, damage, incorrect 
and! or mmcceptable substitutions, etc. 

5.3 Promptly docmnented by receiving reports showing co1.mt, condition, description 
and purchase order information Discrepancies are repmted on OS&D or ROD 
reports, as appropriate. 

5.4 Identified and permanently marked as Govenunent prope1iy, with control, tag 
and! or barcode munber, if required. 

5.5 Stored in a warehou.;;e or area designated for the type of material being received. 

5.6 Retmnable and reusable containers, misdirected shipments, and other prope1iy 
needing specific disposition instructions will be controlled and accmmted for in 
the same mmmer. 
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6.0 PROCEDURES 

6. 1 General 

6.1. 1 If practicat a centJalized receiving and inspection area will be established. 
The munber of persmmel assigned and authorized to sign for receipt of 
material will be consistent with the scope of the Event 

6.1. 1.1 Dockside: The material control specialist reviews manifest, 
monitors miloading of ships, and identifies/marks major items for 
issue to custodial orgmrizations/depmiments direct from the dock. 
Packaged mate1ials are transpmted to warehouse for receipt 

6. 1. 1 .2 Aircmtl: The material control specialist reviews mmrifest of 
delivered mate1ials, monitors miloading and directs slripments to 
appropriate warehouse. 

6.1. 1.3 Materials are received at the Receiving dock at main warehouse as 
delivered against the mmrifest or Bill ofLading. 

6.1 .2 The method of assig1ring Material Receiving Record n1.mibers to receiving 
reports and associated documentation is established by this procedme. A 
centralized MRR register/file will be established and maintained by 
receiving persmmeL 

6. 1.3 Docmnentation (receiving records, discrepancy repmts, etc.) will be 
distributed promptly since mu-easonable delays will adversely atlect 
discmmts or liability factors. Docmnentation associated with the tagged 
Govenunent Property shall be provided to the Site Prope1iy Admilristmtor. 

6.1 A Material Requisition file will be maintained at each centralized receiving 
area. Upon receipt of final shipments, the applicable folder will be visibly 
identified as being complete and will be filed in a separate closed file. 

NOTE: Files wlrich have outstanding OS&Ds or RODs against them will 
not be closed 1.mtil all deficiencies are resolved and the repmts cleared. 

6. 1.5 An OS&D m ROD will be required for any inconring slripments wlrich 
contain overages, shmiages, damages or discrepancies of any natme, 
including quality control discrepancies/rejections for any reasonmlless the 
pmchase was a bull;: material pmchase (i.e. rock, sand, concrete, and like 
material) or a pmchase \Vhere an ove1nm or 1.mdernm is caused by 
conditions of loading, slripping, or packing, or by allowances in the 
mmmfactming process (i.e. cable, nails, special fabrics, gases, fuels, and 
like material). 
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6.1 .6 For bulk material pmchases or pmchases where an oven1.m or 1.mdernm is 
likely because of conditions of loading, shipping, or packing, or by 
allowances in the manufactming process, a Variation in Quantity 
statement may be incmporated into Purchase Order. The permissible 
variation shall be limited to the lesser of $250.00 or 10% of each line item 
011 the Purchase Order. Tllis variation in quantity applies to both overnllls 
and 1.mdernms. These ammmts are consistent \'Vith BRS F&A and 
Procurement Change Order procedures. 

6.2 Receiving Files. 

6.2J Receiving personnel are provided with a copy of all purchase ancl/or lease 
docmnents under wllich they will receive Contmctor-Acquired Prope1iy 
(CAP). 

6.2.2 Receiving will establish and maintain a file of PO folders in MR. number 
sequence. The t1le will be maintained in two pmts: "Open" folders, and 
"Completed" or closed folders. Each folder mn-;t contain all pe1iinent 
receipt infonnation/statu-;/docmnentation with respect to that pmchase. 

6.3 Receiving Contmctor-Acquired Prope1iy (CAP) 

LOGCAP prope1iy may be received by any qualit1ed BRS or subcontracted 
receiving section, but must be identified for the prime contract and Event for 
wllich ordered. 

6.3J Receiving personnel first verify type, quantity, and physical condition of 
the cmton-;/containers listed on the delive1y ticket/manifest A physical 
tally is made of all pieces oft:loaded/receivecL Visible signs of damage 
are recorded on canier's docmnentation prior to sig1ling the canier's fonns. 
Damage or discrepancies are docmnented and inunediately reported in 
accordance with established procedmes. 

6.3. 1.1 Compare seals v;,ith seal record on Govermnent Bill of Lading 
(GBL), Commercial Bill of Lading (CBL), ancl/or other fi-eight 
manifest docmnents as applicable. 

6.3. 1.2 Obtain written acknowledgment from carrier representative when 
seals are broken or at variance with GBL, CBL or mmlifest 

6. 3. 1.3 Photograph cargo bet()re removal from carrier's equipment when 
cargo inspection reveals improper loading, blocking, bracing, 
stowage, or hancUing. 
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6.3. 1 A Oveiages, shmtages or damage or any type of discrepancy will be 

noted on the packing list whennecessmy. Material Control will be 
notified so appropriate action can be taken. 

6.3. 1.5 Deficiencies include, but are not limited to: 

(A) Damages of any kind~ 

(B) Ovemges and shmtages~ 

(C) Astmy tieight~ 

(D) Improper preservation, packaging, packing, or marking~ 

(E) Docmnentation errors~ 

(F) Improper loading, blocking, bracing, stowage, or handling 
by carrier~ 

(G) Pilfeiage, theft, damage, or vandalism~ or 

(H) Wrong items/tmauthorized or improper item substitution. 

6.3J .6 When it is deteimined that deficiencies other than concealed 
shmtage, oveiage, or damage are attributable to the carrier, the 
receiving section, in cm1i1.mction with the Prqject/Site Property 
Administmtor, '-'Vill: 

(A) Prepare a tally sheet for the propetiy received~ 

(B) Annotate caniei's delivery receipt and packing list with 
OS&D or ROD, as appropriate, and a statement that clearly 
explains all visible shortages, ovemges, or damages. In.;;ett 
date, signature, and obtain signatme of carrier's agent, tmck 
driver, or representative. 

(C) Telephone carrier's office inunediately to repmt the 
deficiency and to request inspection if material is damaged. 
Obtain name and title of peison receiving calL 

(D) Obtain from the carrier an in.;;pection report containing a 
statement regarding cause, nature, and extent of damage, 
n1.unber and weight of missing items or pieces, and/or the 
munber and weight of missing containeis. The inspection 
report should also contain a statement regarding carrier 
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liability. (Receiving section inspection shall be acceptable 
as carrier's inspection when carrier waives inspection or 
fails to respond to notification \'Vitlrin five ( 5) working 
days.) 

(E) Obtain fi-om an outside somce? if possible? an itemized 
estimated cost of repairs to damaged items to include direct 
material costs? direct labor costs and loading? i.e.? oved1ead, 
geneial and adnrinistrative? and profit 

NOTE: Steps D & E may be completed by another section within 
the Material Control/Procmement fi.mction. 

6.3.2 Pmperty without 6bviou~ damage is 1.mpacked and processed in 
accordance with these procedmes and the requirements of the prime 
contract 

6.33 Pull the applicable PO(s) fi-om the t1k 

6.3.4 The items contained on the vendor's packing list are compared with the 
PO item? nomenclatme? description? quantity? 1.11rit of measme? 
manufactmer? part/modelmmiber? etc. Dmmny packing lists will be 
initiated if no packing list is included with the material. 

6.3.5 The cartons/containers are opened and all of the contents are physically 
inventoried. The contents are inspected to ensure items received are in 
compliance with the PO. 

6. 3.5. 1 The primary receiving point prepares an JVIRR and packages the 
equipment for shipment to final destination. 

6.3.5.2 The cog1rizant Quality Control (QC) Representative as required 
will conduct quality control inspections. 

6.3.5.3 When applicable? a Government Property Control N1.miber is 
assigned a munbered tag affixed? and the item conspicuously 
marked to identifY it as Government Property. Assigned tag 
munber will be mmotated on the receiving docmnents. 

6.3.6 If physical inspection of the prope1iy identifies ovemges? sho1tages? 
damage? or other discrepancies: 

6.3.6.1 The primary receiving point shall initiate an OS&D. NotifY the 
carrier's agent of the deficiencies and request carrier's inspection. 
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6.3.6.2 Secondmy receiving points will coordinate with the Primmy 

Receiving Point to resolve discrepancies. 

6.3.63 Exhibits C & Dare designed to help the receiving section 
determine the types of information necessmy for OS&D repmts 
incident to shipment concerning GFP. 

6.3.6.4 When pilfemge, thetl, or vandalism is discoverecl the receiving 
section, will: 

(A) Notify the conunercial carrier and Iequest that inspection of 
the shipment and/or anangements for repaiis (if damaged) 
be made as soon as possible~ 

(B) If the carrier waives inspection, record the agent's name 
and title~ 

(C) If the shipment is delivered by militmy vehicle, contact the 
cognizant transpmtation office. 

6.3.7 When prope1iy is received at a primmy receiving point for transshipping/ 
forwarding to another site/location, a copy of all inspection, acceptance, 
and receipt docmnentation will be sent with the items. 

6.4 Receiving Government-Fmnished Property 

Receive GFP following the same basic steps/procedmes listed above for CAP as 
requirecl howevei the DD form 1348, DA Fonn 3161 or other issue docmnent 
will selVe as the MRR. 

6.4. 1 Upon receipt of GFP, copies of the incoming shipping docmnents, DD 
Form 1149 or DD Form 1348, or other applicable agency form will be 
annotated by the Receiving Section thereby acknowledging receipt for that 
shipment A copy of the receiving docmnents >'ilill be retained by the 
Site{Project Property Administrator for tagged items. If the appropriate 
shipping docmnents are not received with the specific GFP, the 
Site{Project Property Administrator will then acknowledge receipt by 
letter and list all of the prope1iy that was received with that shipment 

6.4.2 For GFP, repmt shmtages and oveiages to the cognizant tran~pmtation 
office. 

6.43 To report GFP OS&D, send SF364 and the following data/docmnents to 
the cognizant transpmtation office: 
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(A) Tally sheet- DD Form 250, DD Form 1348, or other agency 
specified or BRS genemted receiving repmt 

(B) Cmrier's delivety receipt 

(C) Carrier's inspection report 

(D) Itemized estimated cost of repairs 

(E) Photograph~ of deficiencies 

(F) Petiinent data statement containing the t"l)llowing: 

(i) Method of shipment, i.e., tmckload, less tmckloacl 
carload, less carload, or other (specify)~ 

(ii) Marks and identification munbers on packages~ 

(iii) Identification munbers of car, truck, Vessel, or other 
conveyance if applicable~ 

(iv) Statement regarding the condition of Canier's 
equipment and whether or not it was appropriate 
conveyance for commodity~ 

(v) Seal condition: (i.e., original intact or broken, missing 
or not original ( e:x'})lain)~ 

(vi) Exact location where shipment was 1.mloaded~ 

(vii) Date and time miloading began~ 

(viii) Date and time miloading completed~ 

(ix) Was unloading continuous (if not, indicate why)? 

(x) Statement relative to suitability of packing, loading, 
blocking, and bracing utilized. 

6.4.4 GFP Unsuitable for Intended Pmpose 

Notify the Site/Project Property Achninistmtor, who will in tmn notify the 
GPA in writing, providing the t"l)llowing information: 
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(1) GBL, CBL, or DD Form 1149 nmnber~ or shipping manifest~ 

(2) Point of origin/shipping point~ 

(3) NSN (if known)~ 

(4) Nmm/description~ 

(5) Quantity~ 

( 6) Storage Location~ 

(7) Reasons why propetty is l.lll;mitable 

6.5 DELIVERY & PHYSICAL RECEIVING of BULK MATERIALS 

651 BRS perso1mel will inspect andmeasme the bulk deliveries to ensme 
accuracy of the materials received. This process will be a joint etlmt \'Vith 
a representative from Material Control and a representative from the End 
User. 

652 BRS personnel will note any discrepancies on the Vendor's delivery ticket 
and mmotate the correct quantity received on the Bulk Delive1y Ticket 
The Vendor's driver will signboth docmnents to acknowledge the 
discrepancy. 

653 BRS personnel will complete the Bulk Delivety Ticket The person 
designated by Material Control will print their name, badge munber, and 
sign the "Received by'' block of the BDT The End User representative 
will print their name, badge munber and sign the ··verified by" block of 
the BDT. 

654 BRS personnel will give the original and 1 copy of the BDT to the 
Vendor's driver. 

655 Two copies of the BDTwill be attached to a copy ofthe Vendor's delive1y 
ticket and retmned to Central Receiving as soon as possible. 

6.6 DISTRIBUTION OF BULK DELIVERY TICKETS 

6.6J Vendor will attach the original BDT to their Invoice and submit to BRS. 
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6.6.2 l\tlaterial Control will be responsible for processing two copies of the BDT 

received from the delivery point 

6. 7 DOCUMENTATION PROCEDURES for BULK DELIVERIES 

6. 7J Central Receiving will prepare the Material Receiving Repmt (MRR) >'i?ith 
normal distribution IA \V tlris procedure. 

6. 7.2 Dming the preparation of the MRR, Centml Receiving will ensure that all 
BDT seiial munbeis are enteied onto the MRR and into the Verification 
Rock Program (Access). A printout from the Verification Rock Program 
of the serial munbers that suppmt the MRR will be attached to each MRR. 

6. 73 Central Receiving will forward one copy of the BDTs and MRR to F & A 
and the second copy to Procmement 

6. 7.4 F & A will be responsible for auditing the Vendor's original BDTs and 
Invoice against the MRR, in addition to the BDT s submitted by Central 
Receiving. 

6. 7.5 Afler processing the original BDTs and Vendor's Invoice, F & A will 
forward the original BDTs and Invoice to Hou-;ton. 

6. 7.6 Central Receiving will retain the completed BDT books, copies of the 
MRRs, and the Vendor's delive1y tickets. 

6.8 CONTROL OF BULK DELIVERY TICKETS 

6.8. 1 Bulk Delive1y Tickets >:v'ill be stmed 1mder lock and key in an area 
designated by the BRS Material Managers. 

6.8.2 Bulk Delivery Tickets >:v'ill be issued by "serial muriber" and the recipient 
must sign for each book. 

6.83 Completed Bulk Delivery Ticket books will be filed in Central Receiving 
and arclrived as required. 

6.8.4 All copies of"Voided" BDTs will be retmned to Central Receiving. 

6.9 Daily Dock Repmt (DDR) (see Exhibit B) 

A DDR is maintained at each receiving location. It is u-;ed to record 
receiving activity and is one of the primmy sources of information >vhen 
researclring receipts. 
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7.0 Closed PO Records/File 

A receiving PO record is closed atler final receipt is accomplished and all 
OS&D and/or RODs have been completed. It will be marked "CLOSED" and 
filed in a separate closed PO file. 

7.1 Receiving Section Reports 

(A) Title to all prope1ty pmchased by BRS as a direct item of cost 1mder the 
prime contract passes to and vests in the Govenunent when the vendor 
delivers the property. Normally the point of delivery is at the Freight 
Forwarders. In some instances (i.e. in-cmmtry buys, direct shipping, etc.) 
the point of delivery is at the prqject site. At the point of delivety/receipt, 
BRS must ensme OS&D repmts are prepared and prompt action taken to 
resolve problems. 

(B) \\il1en the point of delive1y is directly to the prqject site, the MRR and 
OS&D repmts must be prepared at the prqject site and distributed as 
necessary. 

(C) \\!l1en the point ofreceiptis at the freight forwarders, they prepare the MRR 
and OS&D report IviRRs are tJansmitted to the Houston Support Office, 
filed in the PO, and distJibuted as necessmy. OS&D reports are given to the 
BRS resident person, who then resolves the overage/shmtage or damage 
'-'Vith the responsible supplier and/or tmnspmt company, as applicable. 

(D) \\!l1en the Govenunent propetiy reaches the prqject site, it must be 
identified, inspected, and processed for local receipt, storage, issue, and 
consmnpti on. 

7.1. 1 Material Receiving Record (MRR) Preparation 

7. 1. 1. 1 MRRs will be prepared for each PO. 

7.LL2 MRR's are completed by the Receiving section. 

7.1. 1.3 IviRR muribers are assigned to all receiving records. 

7. 1. 1 A The preferred method of preparing an :tviRR is with the Inventmy 
Control System (ICS). Depending on event size and munber of 
transactions, ICS may not be utilized, therefore a manual :MRR 
will be created. 

7.1. 1.5 \\!l1en shipment is received, the IviRR is marked/stamped and 
signed by Iviatetial Control personneL 
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(A) If all items were received, the authmized receiving peismmel 
make a check mark next to the quantity mdeiecL 

(B) For equipment items, all available identification details-- or 
other additional data facilitating identification-- are mmotated 
on the MRR. 

(C) Assign next open Material Receiving Record n1.unber taken 
:from MRR registers -- sign and date the docmnent 

(D) Attach vendor delivery ticket and/or packing slip to :tviRR. 
Annotate IviRR munber on each delivery ticket/packing slip. 

7.1. 1.6 MRR Distribution 

(A) Receiving prepares and distributes MRRs~ as follows: 

* Ch'iginal copy- acco1.mts payable 
* One copy - pmchasing 
* One copy - mateiial control file 
* One copy- SPA and Prope1iy Office as required 

7. 1.2 Ovemge, Shmtage or Damage Report 

At the initial Ieceiving point, when material is over, sho1t or damaged, an OS&D 
report is prepared. 

7.1 .2.1 The OS&D report is recmded on the OS&D register. OS&D 
mmibeis are assigned sequentially. 

7.1 .2.1. 1 Receiving shall maintain an OS&D register containing 
the fbllowing information: 

(A) OS&D report munber 
(B) Date the OS&D is prepared 
(C) Description of the discrepancy 
(D) Nmnbei of line items involved in the discrepancy 
(E) The PO and RQN munbers involved in the discrepancy 
(F) Vendor's name with copy of the delive1y ticket 
(G) Final disposition ofOS&D and date action was completecL 

7.L2.L2 OS&D Form Prepamtion 

Prepare OS&D form as follows: 

(A) Vendor's fi.Illname and address. 
(B) Subcontract munber and! or PO mmiber. 
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(C) Invoice date 
(D) Quantity shown on packing list and PO 
(E) Physical quantity co1.mted 
(F) Unit of issue showing on the packing list, requisition, 

and/or PO 
(G) Unit price shown on packing list and! or PO docmnents 
(H) Specify innaJiative form the fi.ill details of the discrepancy. 

Reference photos, exhibits, affidavits or other attaclunents/ 
pe1iinent details. Use continuation sheet when Iequirect 
When requirecl the Quality Control Representative signs 
tlris block. 

7.1 .2.1.3 Discrepancies aJe recorded on all related receiving 
docmnentation (Material Receiving Record, delive1y 
ticket, packing list, etc.). The vendor delivery 
ticket/invoice is attachecl and the OS&D package is 
distlibutecL 

7. 1.2.1 A OS&D material that is unacceptable is segregated from 
acceptable material and a copy of the OS&D affixed to 
the materiaL 

7. 1 .2. 1.5 Distlibution of OS&D 
OS&D Iepmts receive the same distribution as MRRs, 
except Material Control fonvards one copy of eve1y 
OS&D to the site Exvediting/Tmffic Depmiment for 
resolution. 

7. 1.3 Repmt of Discrepancy (ROD) 

When the Govenunent propeity reaches the project site, it must be identified, 
inspectecl and processed for local receipt, storage, issue and consmnption. At 
secondary receiving points (s), when material is over, shmt or Damaged, a ROD 
is prepared. The ROD follows the same procedme as the OS&D repmt, contains 
the same information, and is processed the same way. 

Prope1iy Identification and l\1Iarking 

7.2J Policy 

7.2J J All Govenunent prope1iy shall be marked with an indication of 
Govenunent O\\'nership, except t()r the t"l)llow:ing: (FAR 45.506 
(b)(1) 
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(A) Items issued to individuals for u-;e in their work (e.g. protective 

clothing or tool crib tools) where adequate physic<~l control is 
maintained over the items~ 

(B) Property of a bulk type, or where irs genei<~l natme of packing 
or hm1cU:ing precludes adequate m<~rking~ 

(C) Materi<~l that is co-minglecl as authorized by FAR 45 50 7 ~ 
(D) \Vhere the property administrator agrees that m<~rking is 

impractic<~ble. 

(E) Items with little or no res<~le potenti<~L 
(F) Inst<~lled items. 

Exempted items shall be enteied and described on the accotmtable 
property records. (FAR 45.506(b)(2) 

7.2. 1.2 In addition to marking with <In indication of Govenunent 
owneiship, the following property sh<~ll be m<~rked with a seri<1l/tag 
munber in accordm1ce with established procedmes: (FAR 45.506 
(c)(l) 

(A) Speci<~l tooling~ 
(B) Special test equipment~ 
(C) Components of speci<~l test equipment that have an acquisition 

cost of $5,000 or more <~nd <~re incmpmated in a mmmer that 
m<~kes removal and reutilization feasible <~nd economicat 

(D) Plant equipment that is consideied a nm1-expend<lhle end item 
oi pilfemg<~hle innatme, regardless of cost 

(E) Accessory or amciliary equipment associated with a specific 
item of plm1t equipment on the propeliy records, if necessmy to 
assm-e retmn with the basic item. 

Assigned munbers shall be recorded on <~ll applicable docmnents 
pert<~ining to the property control system (FAR 45.506( c )(2)) 

7.2J 3 f\1Im-kings slmll be secmely affixed to the property, legible <~nd 
conspicuous. Examples of appropriate markings <~re bar coding, 
dec<1ls, and stamping. If mmt:ing will d<lmage the property or is 
otherwise impracticable, the Prqject/Site Property Ach1rinistrator 
will promptly notifY the Pmperty Achnilristrator <~nd ask for the 
item to be exempted. Markings slmll be Iemoved or oblitemted 
when Government property is sold, sci<~pped, or donated. (FAR 
45.506(d)) 

7.2J A Identification is confirmed by atTL'I:ing a dec<~l, met<~l, fiber, plastic 
or other plate, indelible inl\:, acid or electric etch, steel dies, or 
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other legible, conspicuou-; and tmnpei resistant method. Tags will 
identity the item as "U.S. GOVERNMENT PROPERTY". 

7.2. 1.5 Govenunent-ov:v11ed indu-;trial plant equipment, mlless already 
marked in compliance with prior in-;tructions, is identified with a 
serial/identification munber and an indication ofFedeial 
Govenunent agency ownership. 

7.2. 1.6 For items of Government property that are impracticable to 
identify physically due to size or 1mtme, identification will appear 
mlly on the property record-;. 

7. 2. 1. 7 All Govenunent Prope1iy defined as non-ex-pendable will be 
labeled to identify it as govenunent-owned as pmt of the Ieceiving 
process. Govenunent equipment will be marked with a property 
identification number (GP/Tag No.) except vvhen size or natme of 
the equipment is accessmy or m.L-=ilimy and attached to or 
othenvise a part of an item or a facility and is required for its 
normal opemtion. In s1.1ch case the item shall be entered and 
described on the record of equipment to which it is otherwise a 
pmt. 

7.2. 1.8 The Property Control section at the receiving location will apply 
the GP identification control munbers. 

7.2.1 .9 Identitication ofGovermnent prope1iy in possession of the BRS 
subcontractms is maintained in the same mmmer as is Govenunent 
prope1ty in the company's possession. 

Method of Identitication 

7.2.2.1 Use metal, fiber, or plastic identitication plates close to the 
manufactmei's nameplates attaching to an area which atlords 
maximmn protection. Identification plate will contain the 
following infonnation: 
(A) U.S. Govenunent Prope1iy 
(B) Sequential Identification Control Nmnber (GP No.). 

7.2.2.2 Materials not identified at the time of receipt shall be identified at 
the time of physical inventmy. 

8.1 Exhibit A- l\!Iaterial Receiving Record 
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8.2 Exhibit B- Daily Dock Repo1t 

8.3 Exhibit C - Sample Checklist fbr Shortages 

8.4 Exhibit D- Sample Checklist tl)f Damages 

8.5 Exhibit E- BRS Bulk Delive1y Ticket 
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EXHIBIT A 

MATERIAL RECEIVING REP 0 R T Page: Date: Mar-19-1998 1 

Awarcl No 1\'IRRNo 

80319014 

Rtuived Datt 

Mar-19·1998 5937 ·HK..'\.P· P903025 

Sttl'lllitl' Wm·tboust 

E'ILER & TARSAl 

Invoict No: CmTitr: VENDOR COIRJllttecl Sllituntnt 1 2 3 

KAPCR 

Line No Awarcl Qty UOM Rtquisition No Rtq Ln No 
Awarcl Ln No 
Stod{ No DtS{'l'iiltion 1\Immal Rtq. No 

NSN 
Location 
Conclition 

Pmt No 

GPNo 

Dtsnit•tion 
DtS{'l'iiltion 
lVIocltl No 

Strial No 

SUJlJllitr Pm·t No Mal{t Y tar 

001 2 

00018.571 

\VHSE.l 

l l EA B07321 001 

ROUTER.PORTABLE.llOV 

\VHSE.1 

A1 Unused· Good 

47942 

47941 

1008964 

007793 

6 6 EA 002 6 

00030330 

\VHSE.l 

BIT.ROllTER.8Iv.ITvi.SET 

\VHSE.1 

A1 Unused- Good 

Rtctivtcl By Datt 

B07326 002 

Datt 
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DAILY DOCK REPORT 

l.VIRRNo 

KAPCR 

Rectived Date 

Mar-14·1998 

Award No 

1 

DRAFT 

\Vm·ehouse Code Print Date Page 

Line No 

Stod<No 
Pmt. No 

Awanl Qty 
Desu·itltion 
Mo1ltiNo 

Qty Accetlte«l UOM Requisir.ion No Req Ln No 

Manual Req. No Awar1l Ln No 
SUl'liJier Pm·t No NSN 

Requisitioner 

GP No Se1ial No 

80314001 

001 10 

00014438 

Mar-14·1998 5937·HK.'\.P·P903022 

10 10 EACH K03014 

BAG FOR VACUUM CLEANER 001 

FARIS.ELV\.S 

002 2 2 2 EA K03014 

VENDOR 

00031039 VACU1Jlvl.CLEANER.\VET!l>RY.UOOW.2lOV.5 002 
OHZ.27L CAP. 

FARIS,ELL'\.S 

47923 

47924 

003 1 

02.5752 

02.5694 

1 1 EA K03014 

00031039 VACUl.JlVI.CLEANER.\VET!l>RY.UOOW.2lOV.5 003 
OHZ.27L CAP. 

FARIS.ELL'\.S 

4792.5 02.5502 

004 1 1 1 EA K03014 

00031039 VACUl.JlVI.CLEANER.\VET!l>RY.UOOW.2lOV.5 004 
OHZ.27L CAP. 

FARIS.ELL'\.S 

47926 02.5506 

005 1 1 1 LOT 
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EXHIBIT C 

GOVERNMENT PROPERTY SHIPMENT SHORTAGE CHECKLIST 

[YES] {NO} 

\. PART l · DISCREPANCY! 

1 

l 
3 

3A 
3B 
4 

4A 

4B 

4C 

5 

6 

! 

8 

9 

10 

11 
ll 
B 

l 
l } 

{ } 
l 
l } 

{ } 
l 
l } 
l 
l } 

l 
l } 

l 
l } 

{ } 

l 
l } 

l 
l } 

l 
l } 

{ } 

l 
l } 

l 
l } 

{ } 
{ } 
{ } 

SAJ.VIPLE CHECKLLSTFOR SHORTAGES 

POrnT OF CONTACT: 

COPY OF THE GO'iiERNMENT BILL OF LADING 
(GBL) 

COPY OF COMMERCL\L BILL OF LADING (CBL) 
COPY OF CARRIER'S DELIVERY RECEIPT \\'llH 

DISCREPANCY NOTATION 
DID 'THE CARRIER'S DRIVER SIGN? 
DID 'THE 'IRANSPORTA TION IN CHECI(ER SIGN? 
COPY OF THE SHIPPING DOClJJ'viENTWITH 'THE 
NSN. NOUN NA1viE. CONDillON. QUANTITY. 
PRICE 
REQUISITION SYS'IEM DOCUMENT (I.E., DD 1348· 
1 OR OTHER AGENCY SPECIFIC FORM) 
l.VL:\. '!ERIAL INSPECTION AND RECEIVING REPORT 
(I.E .. DD 250 OR 01HER AGENCY SPECIFIC 

FORM) 
REQUISITION AND INVOICE/SHIPPING 
DOC:UMENT (I.E., DD 1149 OR OTHER AGENCY 
SPECIFIC FORM) 
IF CONSOLIDA'IED LOAD. A COPY OF EACH 
SHIPPING DOCUMENT 
IF PAR'IL-\L SHIPMENT, A COPY OF DEBIT 
DOCUMENT AND QUANTITY RECEIVED 
REPAIR ITEM. NEED REPAIRABLE VALUE 
STATEMENT 
DOCUMENT SUPPLY RECORD TO VERIFY NON· 
RECEIPT OF ITEM 
TALLY OUT, TALLY IN RECORD FOR 
'TRUCKLOAD SHIPMENTS 
SIGNED AFFIDAVIT BY IN CHECKER WITH TIME. 
PLACE. AND HOW DISCREPANCY WAS MADE 
WHEN CARRIER'SRECEIPTWASNOT 
ANNOTA'IED (SEE ITEM 3. ABOVE) 
COPY OF CON'IRACTOR'S PAID INVOICE 
COPY OF PICK UP RECORD (UPS) TRACER 
COPY OF CBL AND SF 103 (PlJBLIC VOUCHER) 
PAID BY SHIPPER WHEN USING COMMERCIAL 
FORM 

Use as a guide to detennine recor<t<: andinfonnation to inve::.1igate SHORTAGES conceming Govenunent Property. Check the 
block that applies to the shipment in que::.1ion. 
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EXHIBIT D 
GOVERNMENT PROPERTY SHIPMENT DAMAGE CHECKLIST 

[YES] {NO} SA1viPLE CHECKLIST FOR DAl\L\.GES 

1 l 
~ } COPY OF TIIE GO'i/ERNJYIENT BILL OF LADING 

(GBL) 
2 l 

~ } COPY OF COMJYIERCL\L BILL OF LADING (CBL) 
3 l 

~ } COPY OF C.'\RRIER'S DELIVERY RECEIPT \VI1H 
DISCREPANCY NOTATION 

3A l 
~ } DID 'THE CARRIER'S DRiv"ER SIGN? 

3B { } DID 'THE TR.'\NSPORTA TION IN CHEC1:<:ER SIGN? 
4 l 

~ } COPY OF 'THE SHIPPING DOCUlviENT \\'l'IH 'THE 
NSN. NOtT.N NAlVIE. CONDIDON. QUANTITY. 
PRICE 

4A l 
~ } REQUISITION SYSTEM DOCUJYIENT (I.E.,DD 1348· 

1 OR OTIIER AGENCY SPECIFIC FORM) 
4B l 

~ } JYL\ TERIAL INSPECTION AND RECEIVING REPORT 
(I.E .. DD 2.50 OR 01HER AGENCY SPECIFIC 
FORM) 

4C l 
~ } REQUISIDON AND INVOICE/SHIPPING 

DOCUJYIENT (I.E., DD 1149 OR O'IHER AGENCY 
SPECIFIC FORM) 

5 l 
~ } COPIES OF PHOTOGRA.PHS OF DA1viAGED 

PROPERTY BEFORE OFF-LOAD 
5A l 

~ } .WNOTA TE PHOTOS \\'l'IH CBLiGBL NUJYIBER 
DATE OF SHIPJYIENTRECEiv"ED. CARRIER R\J\'IE 

6 { } COPY OF PICKUP RECORD (UPS) TRACER 
l 
~ } COPY OF C.'\RRIER'S INSPECTION REPORT 

7A l 
~ } DID TR.'\NSPORTATION REPRESENTATIVE SIGN? 

7B { } DID CARRIER'S REPRESENTATIV"E SIGN? 
8 l 

~ } STA TEJYIENT FROM SHIPPER DESCRIBING 
CONDITIONS UNDER \VHICH LOADING. 
BLOCI<:ING .• '\ND BRACING TOOK PLACE 

9 l 
~ } COPIES OF GBL'S FOR TR.'\NSPORTATION CO~TS 

TO AND FROM REPAIR FACILITIES IF PAID BY 
'THE GOv"ERNMENT 

10 { } SIGNED AFFIDA vTT BY DISCOVERER OF 
DAJYV\.GE, TIME. PL'\.CE. AND HOW DISCOv"ERY 
WAS MADE FOR CONCEALED DAMAGE 

11 [ ] { } COPY OF TIIE OFFICIAL LAW ENFORCEMENT 
ACCIDENT REPORT INCIDENT TO R'\.IL. 
HIGHWAY .• '\ND AIRCR'\.FT ACCIDENT 

Use as a guide to detennine recont<: andinfonnation to inves1igate DAMAGES conceming Govemment Property. Check the 
block that applies to the shipment in que;,1ion. 
EXAMPLE: You find the shipment has DD 2.50';,: attache<l but one catton has damaged goo<k Amwtate applicable blocks on 
the checldis1 for DAMAGES. 
ExhibitE 
BRS Bulk Delivay Ticket 
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Insert Attachment Tab C Exhibit E 
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TAB D (PROPERTY RECORDS) TO BRO\VN & ROOT SERVICES) LOGCAP) 
PROPERTY CONTROL PLAN 

P.C.- 03J)0(Rl) 

PROPERTY RECORDS 

1.0 PURPOSE 

2.0 SCOPE 

3.0 POLICY 

4.0 RESPONSIBILITIES 

5.0 PROCEDURES 

5. 1 General 

INDEX 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

5.2 Types (Definition~) of Prope1iy to be Controlled 

5.3 Prope1iy/Stock Record Information 

5.4 Real Property Record~ 

5. 5 Record Ivi aintenance 

5.6 Establish & :Maintain Prope1iy Hand Receipt Files 

5. 7 Inventory \Vithdrawals (Issues) 

5.8 Tmn-In~ 
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5.9 Controlling and Processing Unserviceable Prope1iy 

5.10 Sciap and Salvage Records 

5.11 Records of Products Completed Under Contract 

5.12 Lost, Damaged or Destroyed (LDD) Repmts 

6.0 EXHIBITS 

6.1 Exhibit A - Warehouse Requisition 

6.2 Exhibit B- Automated Property Control System 

6.3 Exhibit C-Tag Registei/Prope!ty Book 

6.4 Exhibit D- Lost, Damaged or Destroyed repmt 
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1.0 PURPOSE 

Prescribe procedmes for establishing and maintaining record-; controlling all Govenunent 
propetiy received for use lmder tlris p1ime contmct Tlris Tab includes manual and 
automated stock record/propetiy procedmes. 

2.0 SCOPE 

Applies to all personnel who establish and maintain propetiy control records. It 
establishes method-; and procedmes used to control propetiy tmn-in, issue, trano;fer, repair 
or movement of propetiy requiring authorization, docmnentation and controL 

3.0 POLICY 

Accmate and detailed records shall be maintained for all Govermnent propetiy in 
accordance with the prime contract, FAR Pmt 45, and the approved BRS Federal 
Govenunent Property Control Procedures. A manual stock record card system or an 
automated Property Control System (PCS) will be used. Record-; must show complete 
accounting for property from requisition/receipt tlu-ough consumption disposition. 

4.0 RESPONSIBILITIES 

4.1 The BRS Prqject/Program Mam1.ger is responsible for overall etiectiveness of the 
Project PCS. He/she (or designee) assigns a Project Pmpetiy Admilristrator 
tlu-ough the issuance of a letter of authority The BRS Site Project Manager (or 
designee) at each contract site assigns a Site Property Adnrinistrator tlu-ough the 
issuance of a letter of authority. 

4.2 The LOGCAP Procmement and Ivlaterials :Manager, and the BRS Propetiy 
Manager are responsible f(.)r implementing and maintaining etiective centralized 
property control records in accordance with Pl'l~ject policy 

4.3 The Pmject Property Aclnrinistrator will be responsible for overseeing the Project 
Propetiy Control System. Tlris person is responsible for all Govenunent propetiy 
records, assigtring GP munbers, keeping computer or physical record-;, ensuring 
Govenunent propetiy is propelly issued and accmmted for, supervising 
inventories, and filing all repmts required for propetiy lmder that contmct 

4.4 The Site Propetiy Adnrinistmtor will be responsible for overseeing the Contract 
site Property Control System. This position will have primmy responsibility for 
all Govenunent property provided to that site or subsequently acquired by the 
Govenunent for u-;e by BRS. Tlris person will be responsible f(.)r assig1ring GP 
munbers, keeping computer or physical records, ensming Govenunent property is 
properly issued and accmmted for, supervising inventories, and filing all reports 
required for propetiy lmder that contmct This position will repmt to the Site 
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Project Manager or designee as applicable. Additionally, this person shall have 
matrix responsibility and repo1iing to the assigned Prqjec t Prope1iy Adm:inistJator 
and BRS Property manager as required. 

4.5 Directors and managers shall maintain c1.urent lists of personnel authorized to 
requisition and/or receive prope1iy. They are responsible for all prope1iy ordered 
and! or received by their representatives. Each depmiment will maintain control 
records for all govenunent prope1iy in their inventmy. 

4.6 Project warehou'5e personnel shall inventory Govenunent property on a scheduled 
basis. 

5.0 PROCEDURES 

5. 1 General 

Inventory control, fabrication record'5, receipt and issue files, custodial records, and scrap 
and salvage record'5 will: 

5.1. 1 Conform to FAR requirements, be accurate, timely and sufficiently 
docmnented. 

5.1 .2 Provide adequate control for use and return of cu'5todial type property. 

5.13 Show location and! or custodian of prope1ty by control munber, and record 
all movements. 

5. 1.4 Reflect scmp disposition and properly classifY reclaimed items for salvage 
opemti 011'5. 

5. 1.5 Be closed by proper accmmting ently supported by docmnentation. 

5.2 Types (Definition'5) of Prope1iy to be Controlled (Also see Tab :tvi Glossary) 

5.2. 1 Material- Prope1iy \Vlrich may be incorporated into an end item to be 
delivered 1.mder a contJact or \Vlrich may be commned or ex"Pended in the 
performance of a contract 

5.2.2 Vehicles and material hanclling equipment identified as: 

5.2.2J f'dotor vehicles and trailers (includes cal's, buses, tmcks, 
ambulances, tJactors, trailers, vans, etc., either for general or 
special purpose)~ 
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5.2.2.2 Self-propelled material hanclling equipment (includes motorized 

forklitl trucks, tug jockeys, platform trucks, etc.). 

5.23 Tempmmy buildings and stmctmes defined as all buildings and structmes 
erected (prefabricated) for u~e during, and/or to suppmt construction, and 
not identified as pmt ofthe base facilities. 

5.2.4 Hospital equipment primarily u~edin the performance of medical 
function~ (includes lahoratmy and clinical equip.ment such as gas and 
chemical analyzers, laboratmy centrifuges, medical radiographic systems, 
medical monitors, respirators, etc} 

5.2.5 Office fiunitme, the primmy u~e of which is in office or achninistrative 
opemtions, including desks and chairs, filing cabinets, typing tables, 
conference tables, office tables, safes, pmtable office partitions, etc. 

5.2.6 Office equipment, the primmy u~e of which is in office or achninistrative 
fimctions~ including typewriters, adding machines, calculators, copieis, 
dictating and reproducing machines, EDP equipment, check hancUing 
machines, c1.urency lumclling machines, visible files, etc. 

5.2.7 Machinery and tools identified as: 

5. 2. 7. 1 Woodworking machine1y and equipment~ including woodworking 
machines and tools. 

5. 2. 7.2 Metal working machine1y and tools~ including metal saws and 
filing machines, electrical discharge machines, boring machines, 
grinding machines, ch-illing and tapping machines, lathes, milling 
machines, planers and haspers, welding machines and equipment, 
bending and fonning machines, p1.mclring and shearing maclrines, 
riveting maclrines, maclrines tools, cutting maclrines and tools, etc. 

5. 2. 7 3 f'daintenance and repair equipment~ including vehicle maintenance 
and repair shop equipment, lubrication g1.ms, maintenance stand~, 
fixtmes and tools. Does not include electrmric test equipment 

5. 2. 7 A Hand and measming tools~ including drills, saws, riveteis or 
hanuners, jacks, tool and hardware boxes, torches, tool sets and 
kits, in~pection gauges, calipers, nricrometers, levels, etc. 

5.2.8 Utilities (tempmmy) identified as portable water pmnps, generators and air 
compressors. 
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5. 2.9 l\1Iiscellaneous equipment, which is not included or cmmot be classified 

within the descriptions presented in this section. 

5.2.1 0 Real prope1iy, for pmposes of accmmting classification, means (i) land 
and rights thereot: (ii) grmmd improvements, (iii) utility distribution 
systems, (iv) buildings, and (v) stmctures. 

Utility distribution systems include distribution and tlansmissionlines, 
substation-;, and installed equipment forming an integral part of the system 
by \Vhich gas, water, steam, electricity, sewemge, or other utility services 
are tJansmitted between~ (i) the outside of the building or structme in 
which the services are mecl and (ii) the point of origin or disposal, or the 
cmmection with some other system. 

5.2.11 Non-expendable property defined as having a value of$450 or more oris 
subject to pilfemge~ such as, cam em equipment, computer equipment and 
some medical equipment 

5.2. 12 Expendable prope1iy defined as mateiial, equipment and supplies, 
Iegardless of value, \Vlrich may be incorpmated into or attached to a 
facility or to an end item, or consmned in perfornring the contlact 

5.2.1 3 Sensitivity Property defined as Prope1iy wlrich the theft, loss or 
nrisplacement could be potentially dangerou.;; to the public safety or 
conummity secmity and wlrich must be s1.:ibject to exceptional physical 
secmity, protection, control and accmmtability. 

5.3 Prope1iy/Stock Record Information 

5.3.1 All prope1iy records t"l)r Govenunent-ftmrished or Contmctor-acquiied 
prope1iy must provide the following information: (Ref: FAR 45.505 -1 & 
2) 

* 
* 

* 
* 
* 
* 
* 
* 
* 
* 
* 

Contmct munber or equivalent code designation (on report header)~ 
Name, description, and NSN (iffi.mrished by the Govenunent or 
available in the propeity control system)~ 
Pmch.ase order munber~ 
Quantity recei v eel~ 
Quantity issued~ 
Balance on hand~ 
lhrit of measme~ 
Posting reference and date of tJansaction~ 
lhrit price~ 
Location~ 
Disposition~ 
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Last inventory date posted to prope1iy record file (optional)~ 
Tag munber (if required). 

Note: The Govenunent shall determine and fmnish the mrit price of 
Govenunent-fi.mrished prope1ty. 

5.3.2 In addition to the information required in paragraph 5.3J above, prope1iy 
records of Govenunent-owned plant equipment must also contain the 
following information: 

5.3.2.1 When item has a mrit cost of$5,000.00 or more, or when item 
costs less than $5,000.00 per mrit, but is reqlrired for etlective 
control, calibration, or maintenance (Individual Item Record by 
Tag Nmnber): (FAR 45.505-5(a) 

* 
* 
* 

* 

* 
* 

Federal Supply Code for manufactmer (FAR 45505-5(b)(l))~ 
Federal Supply Classification (FAR 45.505-5(b)(2))~ 
Chiginal manufactmer's model/partmunber (FAR 45.505-
5(b)(3))~ 

Serial munber and year built (lvhen available) (FAR 45.505-
5( c)( 1))~ 
Govenunent identification/tag munber (FAR 45505-5( c)(2))~ 
Acquisition and disposition docmnent references and dates 
(FAR 45.505-5(c)(3)). 

Note 1: Transportation and installation costs directly borne by the 
Govenunent for each item of Govenunent-owned plant equipment 
with an acquisition cost of $5,000 or more shall be recorded within 
the prope1iy record. (FAR 45.505-11) 

Note 2: The Prope1iy Administmtor may determine the information 
above should be recorded in the property record~ for plant 
equipment costing less than $5,000. (FAR 45 505-5( d)) 

5.3.2.2 When item has a mrit cost ofless than $5,000.00 (FAR 45.505-
5(a): 

* Federal Supply Code for manufactmer (FAR 45.505-5(b)(l ))~ 
* Federal Supply Classification (FAR 45.505-5(b)(2))~ 
* Original manufactmer's model!pmt number (FAR 45.50 5-
5(b)(3)). 

5.33 Accessory and amcilimy eqlripment shall be recorded on record of the 
associated item of Plant eqlripment (FAR 45-505-5(e) 
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5.3.4 In addition to the information required in paragraph 5.3J above, prope1iy 

records of Govenunent-owned special tooling and special test equipment 
must also contain the following information: (FAR 45.505-4) 

* 
* 

The identification munber and item on which u~ed (FAR 45505-4(d))~ 
Retention categmy [e.g. assembly tooling or critical tooling for spares 
or replacements] ( vvhen required by contmct) (F AR45 .50 5-4( e)). 

5.3.5 In addition to the information required above, prope1iy records of 
Govenunent-owned special test equipment must also contain the follo\'lling 
information: 

* 

* 

Identity of any general pmpose test equipment incorporated as 
components in such a mmmer that removal and reutilizationmay be 
feasible and economical (FAR 45--505-4(a)): 
Date oflast and scheduled calibration 

5.3.6 Govenunent Property Tag Register (Exhibit C) 

5.3.6J A Govenunent Property Tag Register \\'ill be estahlishecl 
maintained, and centrally controlled by the Prope1iy Control 
section for the pmpose of recording the assigmnent of Govenunent 
Property mnnbers. Entries in this register will include: 

A. TagNo. 

B. Federal Stock Class 

C. Description 

D. Model IPN 

E. Serial No. 

F. PONo. 

G Unit Issue 

H. Unit Price (taken from PO) 

L :Material Receiving Record Nmnber 

J. Date of Posting 

K. Hand Receipt Nmnber 
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L Disposition 

l\!L Location 

5.3.6.2 The tag register will also be utilized as the :input form for the 
prqject's automated Property Control System (Exhibit B). 

53.63 The assigned GP nmnber will be annotated on the applicable 
shipping and receiving report and other docmnents pertaining to 
the prope1iy control system. 

5.3.6.4 The GP n1.m1ber will remain as a permanent means of identification 
regardless of the physical condition location of the item 1.mtil final 
disposition. 

5.3. 7 Record-; of Material. 

5.3. 7.1 Cu-;todial record-; will be established for cu-;todial items ($450 .00 
or less mrit cost) issued from tool cribs, guard force items, 
protective clotlling, and other items issued to individuals for use in 
their work (FAR 45.505-3(c)) 

5.3. 7.2 In lieu of stock records, a file of appropriately cross referenced 
docmnents evidencing receipt, issue, and u-;e of GFM and CAM 
that is issued for immediate consmnption and is not entered in the 
inventmy record may be used. (FAR 45.505-3( d)) Tlris method of 
control is authorized for: 

A. Material charged through overhead~ 

B. l\tlaterial1.mder research and development contracts~ 

C. Subcontracted or outside production items~ 

D. Non-stock or special items~ 

E. Items that are produced for direct charge to a contmct, or are 
acquired and issued for installation ( consmned) upon receipt, 
and involves no spoilage~ and 

F. Items issued from contractor-owned inventory (Internal 
Billing) direct to production or maintenance, etc. 
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G The issue ofPhannaceutical ch-ugs (Prescription, antibiotic and 

over the cmmter ch-ugs and material), as dispensed by the 
:Medical Aid station, will be Ieceived, stored, inventoried, 
moved and disposed of in accordance with established local 
procedures. 

5.3.8 Sensitive Pmpe1iy will be received, storecl inventoried, moved and 
disposed of in accordance with the BRS Hazardou~ Waste Management 
SOP. 

5.4 Real Pmperty Record~ 

5. 4. 1 Real prope1iy shall consist of that propel'ty identified as buildings, 
building fotmdations, structmes, excavations, wells, reservoiis, water and 
gas mains, seweis, fencing, sidewalks, docks, homing, outdoor lighting, 
etc. 

5.4.2 Record~ of Real Prope1iy (including maps, as-built dmwings, plans, 
specifications, and supplementary data wheie necessary) should be 
complete, show the original cost of the propeity and improvements and the 
cost of any changes and additions, and be appropriately indexed. The 
records shall contain the following information: (FAR 45.505-7) 

A. Description~ 

B. Location~ 

C. Acquisition cost~ 

D. Altemtions~ and 

E. Disposition. 

5.43 Record~ of real property retlect building installations such as heating, 
electJical, smritary, ventilating, diainage, sprinlder system, etc. Real 
prope1iy records will be maintained by the Facilities Engineei and 
mmritored by :rvlaterial Management They will be made available to the 
Govermnent on an as-needed basis. Ttun-over will be accomplished on a 
designated form, copies fmnished to the Site & Project Property 
Adnri1ristrator and Material Control when applicable. 

5.5 Record Maintenance 
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5. 5. 1 The Material Control ftmction shall maintain stock records (cards or 

automated equivalent) t()r all material obtained for performance of the 
contract 

5. 5. 1. 1 A sepamte stock record will be maintained for each line item 
appeming on a material requisition. Like items with the same 
stock n1.unber, even if they appear on more than one material 
requisition, may be consolidated on the same stock record. 

551.2 Property received for storage will be posted to the stock record and 
placed in the stomge area by \Varehouse personneL Prope1iy must 
not be removed fi:om this area without proper approvals and 
docmnentation (warehouse requisition/issue ticket, disposition 
instructions, etc.). 

551.3 As prope1iy/material is issued from storage, post the tJansaction to 
the stock record. Stock records must be maintained cmrent~ 
always reflecting the dates and quantities of issues as well as new 
receipts, and the new balance on hand. 

551.4 Correct stock records and! or suppmiing docmnentation by "lining 
out" the error. Do not "erase" or use "white-out" 

551.5 File manual stock record cards alphabetically by noun or by stock 
munber. 

552 Material Control is required to retain acquisition and supply records for 
specific periods of time in accordance with contmct requirements. This 
applies to records in electronic and printed format 

552.1 Personnel shall maintain accmate, cmrent and complete records to 
ensure availability of such records in the event of an audit 

552.2 Lost, destmyed or missing records shall be repmted in the form of 
a memorandmn for record reviewed and approved by the Material 
Control Manager prior to generation of a replacement record. 
Replacement records shall be identified in such a mmmer so as not 
to mistake the replacement record as an originaL 

5523 Stock cards that are lost or destroyed will be replaced upon 
complete review of the receipt and issue histmy for that specific 
stock item and upon completion of a physical inventmy cmmt 
The replacement stock card shall indicate that tllis card is a 
replacement record due to the loss of the original card. 
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553 l\tlaintain Prope1iy Control and Accotmtability 

5.53.1 Propeity/equipment is issued to the requester by the warehouse via 
shipping record or wmehouse Iequisition. Copies of the issue 
docmnents are sent to the prope1iy contml section~ prope1iy control 
will post all issue docmnents to the automated property data base 
file annotating cmrent physical location 

553.2 The shipping record or warehouse requisitions are filed in 
Nmnerical sequence in the prope1iy section's hand receipt files. 

5533 Mateiial or Property Control personnel \:v'ill be notified prior to 
prope1iy/equipment being moved fi-mn one location to anotheL 
Change of location docmnents will be prepared by the Material or 
Inventory Control section and copies of all change of location 
docmnents will be provided to Property ControL 

553.4 Pmperty Control will post all change oflocation docmnents to the 
Property Accountability data base file. A copy of the chm1ge 
docmnent will be filed in munerical sequence in the prope1iy 
section hand receipt file. 

5.6 Establish and Maintain Property Hand Receipt Files 

5. 6. 1 Automated prope1iy hand receipts will be established t"l)r each Camp, 
Section and location where Government prope1iy is issued and retained t"l1r 
extended periods of time. 

5.6.2 The automated hand receipt will list all tagged Govenunent propeity/ 
equipment that is issued to that specific section or location. Camp 
managers, Sectionmmmgeis or appointed representatives will sign the 
hand receipt 

5.63 Camp manageis, Section managers or appointed representatives will 
ensme that the propel' docmnentation (warehouse requisition) is completed 
when property/equipment that is hand receipted against that respective 
aiea is issued oi tmned-in. Copies of all issue and tmn-in docmnents \:V'ill 
be retained on file 1mtil the hand receipt is adjusted (updated). A copy of 
all chm1ge docmnents \:V'ill be provided to the Prope1iy Control section. 

5. 7 Inventory \Vithdrawals (Issues), Tmnsfeis and Tmn-Ins 

5. 7J Withdrawal Docmnents: 
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Inventory withdrawals will be made 1.1sing the Warehouse Issue Docmnent 
(Exhibit A) or DA form 3161. 

5. 7.2 The Warehouse Issue Docmnent or D A form 3161 will be u-;ed to issue all 
property. 

5. 73 Warehouse issue docmnent must contain the following information: 

A. Issue No. 

B. Type 

C. Location 

D. Stock No. 

E. Description/Item 

F. Issue Unit 

G Quantity 

5. 7.4 Warehouse issue forms are distributed as follows: 

A. Original -Material Control File 

B. One copy- Warehouse File 

C. One copy -Requester 

D. One copy - Properiy Control 

5. 7.5 Property Control posts all issue docmnents relating to tagged items to the 
automated stock record-; for accmmting and to produce the Property 
Book. 

5. 7.6 Transfers: 

A transfer is defined as the reassigmnent of inventoried property from one 
activity agency OI department to anotheL Prope1iy or Material Control 
docmnents transfers on an Invoice/Shipping docmnent or warehou-;e issue 
docmnent atler all coordination' s/approvals have been obta:inecL Transfers 
out of the project system are also processed as prescribed in this section., 
but with the prior approval of the Govenunent Property Administrator(s)., 
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Plant Clearance Officer or ACO, and will be docmnented on DD form 
1149. 

5.8 Tmn-In Docmnent 

Propeliy will be tmned-in to the warehouse when item(s) are in excess of 
anticipated need-;. Tmn-Ins will be docmnented u-;ing warehou-;e issue Docmnent 

5.8J The Tmn-In Docmnentnm-;t contain the follm·'Ving information. 

A. Depmiment Name (returning the material) 

B. Tmned-in by: Name, Badge#, Signature 

C. Receiver Name 

D. Date 

E. Voucher No. 

F. Stock Nmnber, Nomt, and Description Item(s) 

G Quantity Tmned-In 

R Tag No(s).if applicable 

5.8.2 Items retmned to the warehouse will be screened for reutilization. If the 
item is determined to be excess to the prqject need-; then a plant clearance 
case is created by Pmpe1iy ControL The technically competent person 
from the project will complete the teclmical :inspection sheet and present it 
to the warehouse for validation of the condition code (See Exhibit E). 

5.9 Controlling and Processing Unserviceable Prope1iy 

Pmpe1iy considered unserviceable will be brought to the warehouse and 
processed as Tmn-In-;. 

5.9. 1 Material Control checks the property records to see if the item is 1.mder 
wananty. Whenever po;sible, Material Control coordinates wananty 
repair or replacement 

5.9.2 If repairs are not under warranty, Iviaterial Control has the item evaluated 
and determines if repairs can be done "in-hou-;e." Pmt of the evaluation 
process is whether it is feasible and economical to repair the item. Repair 
estimates can usually be provided by prqject teclmical persmmel and, if 
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requirecl coordinated \'Vith the Govenunent representative. When repair is 
economically feasible, issue another 1.mit 1iom existing stock if other mlits 
are available. Retmn the repaired item to stock after all repaiis are 
completed. 

5.93 Commercial Repair 

When an item is economically repaimble, but BRS peismmel cmmot 
accomplish repair, :tviaterial Control processes fhe item for commercial 
repair. One of two conditions will exist 

5.93.1 The item is 1.mder wanantv, in which case it will be repaired on site 
or shipped to the vendor. 

5.93.2 The item is not 1.mder wanantv, in which case Material Control 
will process a requisition for the estimated repair costs. 

5.9.4 When the project technical Iepresentative determines the item is beyond 
economical repair, he/she provides :tviaterial Control with written 
docmnentation supporting the determination. This written docmnentation 
is forwarded to Property Control requesting disposition instmctions. 

5.10 Scmp and Salvage Records 

5.10. 1 Property tmned in is in~pected to determine the condition. 

5. 10. 1. 1 Salvage: Property which becau~e of its worn, damagecl 
deterioratecl incomplete condition, or specialized natme has no 
reasonable prospect of sale or use as se1viceahle prope1iy without 
major Iepairs or altemtion~, but which has some value in excess of 
its scmp value. 

5. 10. 1.2 Scmp: Property that has no reasonable prospect of being sold, 
except for recovery of its basic material content 

5.10 .2 Record~ and stmage of materials classified as salvage or scmp are the 
responsibility of the Material Control ftmction. 

5. 10 3 Property record~ of Govenunent-owned scmp or salvage genemted (except 
as provided by FAR 45.507) shall provide the fbllowing information (FAR 
45 .505-8(b) ): 

A. Contract munbei, if practical, or equivalent code designation from 
which the scmp or salvage derived (on report header)~ 
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B. Nomenclature or description of salvageable items or classification 

(material content) of scmp~ 

C. Unit Price~ 

D. Unit oflssue~ 

E. Quantity on hand~ 

F. Posting reference and date of tran~action~ 

G Disposition~ 

R Acquisition cost if available~ and 

L Tag nmnber. 

5.11 The Site/Project Property Administrator assigned to the contract maintains 
property records of products completed lmder govenunent contracts. Such 
records shall include quantities accepted and shipped. For products delivered 
in-place? records shall include quantities stored, location? acquisition 
cost/fabrication cost? and disposition action. (FAR 45.505-10) 

5.11 . 1 Products retained for fi.uther use lmder the contract or other contracts shall 
be recorded as "Government-fi.unished property" 

5.11 .2 Record~ of completed products retmned by the Govermnent lmder the 
terms of a wananty clau~e shall contain a description of the item involvecl 
quantities received andretmned to the Govenunent? and other pertinent 
data necessary to determine that a proper accounting of all property has 
been made. 

5.12 Loss? Damage? or Destruction (LDD) ofGovenunent Property (FAR 45.5041 

5. 12J It is the policy ofBRS to promptly investigate and report all cases ofloss? 
damage? destruction or other incidents involving Safety or Secmity of 
Govermnent property to the Govenunent Prope1ty Administrator (GPA} 
As requirecl a Loss? Damage or Destruction (LDD) report will be 
submitted to the GPA. In each such occmrence? an Accident/Incident 
Repmt (AIR) will be prepared to set forth the facts concerning the loss, 
damage or destmction and the AIR will be attached to the LDD as support 
docmne11tatio11. 

NOTE: Fair wear and teaJ is not considered damage. In the course 
of using Government property? it is anticipated that parts will 
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become weak and cause a failme or breakage. If the repair is 
covered under normal maintenance and no preventable incident 
occ1.ured to cau~e the fail me, no AIR is required. An example of 
this would be vehicle wincl~hield damage caused by road debris. 
Fmthennore, neither Safety nor Secmity repmts are required as 
pmt of an LDD and will never be attached as pmt of any LDD. 

5. 12.2 Procedme 

5. 12.2. 1 Incidents with a value ofless than $1,000.00 will be repmted to 
the GPA with limited investigation, exceptions to this would be: 
incidents involving :injmy, sensitive item~, and specific requests 
fi.'om the GPA or BRS management directives. Limited 
investigation is defined as LDD reports that require a statement 
from the BRS Site Property Achninistrator with the concmrence of 
the Prqject Manager only. No detailed secmity or safety 
investigation is required for the BRS prope1iy files. 

5. 12.2.2 All incidents including TMP vehicles safety and non-safety with 
a damage value of $500.00 or less and do not involve il1imy can 
be consolidated and repmted utilizing an excel spreadsheet \Vhen 
Uris process is usecl the repmt will be s1.ibnritted to the GPA twice 
a month at a nri1rimmn. This consolidated report must contain all 
the data that is required of pmagmph 5. 12.7 however, no detailed 
investigation is needed. 

5. 12.2.3 Incidents with a value greater than $1,000.00 will be repmted as 
described below: 

a. A joint AIR will be prepared with Safety or Secmity as the 
lead depending on the type of :incident The AIR shall contain 
photographs of the loss/scene, etc. It will contain witness 
statements that include the following disclosme statement: 

Yom statement is impmtant to the successful resolution of the 
Accident/Incident 1.mder investigation. It should be linrited to 
the facts of the issue and should not set fmih yom opi1rions. 
Yom opi1rion~ may be provided to the investigating officiaL 
Yom statement will be used witlrin the company to suppmt 
prope1iy action~, fmiher safety and secmity 
investigatiom/reviews, and other achninistrative reasons. Yom 
statement may be provided to the Govenunent in the 
fi.uiherance of contractual obligations but may not be released 
to tlrird pmiies. 
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h The AIR shall contain a brief nanative that describes the 

FACTS of the incident only. It will draw no conclusion-;, 
report no findings, and contain no reconunendations. The AIR 
will be provided to the Cotmtry Prqject l\!Ianagei, Safety 
:Manager, Secmity Ivlanager and Property f'danagei who will 
use it as the base docmnent of fact f(_x their respective 
investigation-;! actions. The AIR shall include the following 
disclosm-e statement 

Brown & Root Services Com1)any Confidential Data - The 
info1·mation contained in this Accident/Incident Re1)ort 
(AIR) docwnent may be released to the U.S. Government 
solely for l)W'J)Oses of administration of the LOGCAP 
contract and Wider no ch·cm~tstances may this AIR or any 
info1·mation contained herein be relea~-ed to lH'ivate or thi1·d 
l)<ll'ties. 

c. The party responsible for the Govenunent Property Item (see 
pamgmph 3 below) shall complete the reqniied inteinal 
reporting of any LDD to the responsible BRS Site Property 
Ach1rinistrator~ 

d. Pmmpt investigation(s) of any suchLDD will be conducted in 
accordance with BRS Prope1iy Procedmes (and as applicable, 
BRS Safety and Secmity procedmes). Both the BRS Safety and 
Secmity Departments have procedmes for conducting 
investigation-; of Motor Velricle Accidents, however, \Vhere 
there is the possibility of damage by vandalism or theft or any 
othei malicious act, the BRS Site Propeity Adnrinistrator is 
responsible for ensming the BRS Secmity Depmiment is 
promptly advised that a Seclu-ity Investigation is required. 

e. Safety and Secmity Investigation Repmts shall be clearly 
marked "Brown & Root Services ComJ)any Confidential 
Data". These repmts cmmot be Ieleased outside ofBiown & 
Root Services without specific pemrission from the Prqject 
Geneial Manager, Cmporate Safety and/or Security (depending 
on the Ieport) and BRS Geneial CmmseL Pemrission to release 
the Ieport( s) must be endorsed by each of the aforementioned 
departments in writing prior to the release of the repmt. 
Fmthennore, Ielease of a Safety or Seclu-ity repmt(s) within 
BRS is restricted to a bona fide "Need to Know only" 
distribution. 
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f. Internal BRS Safety and! or Secmity investigation repmts may 

contain supposition., professional opinions., recommended 
action~ and!or subjective conclmions., howevei., the 
Accident/Incident Repmt as delineated in pamgraph (a) above 
is limited to a report of the actual events only. The 
Accident/Incident Repmt shall be a pmt of the Safety and! or 
Secmity Department Report When attached to the Safety or 
Security Report., the Accident/Incident Repmt shall be 
protected by the Bmwn & Root Services Company 
Confidential Data legend. Howevei., when the 
Accident/Incident Repmt document is detached from the 
respective Safety or Secmity Repmi., the AIR may be attached 
to an LDD as the suppmt docmnentation to the LDD and may 
be released to fhe GPA. Note the legend vvhich must be on 
eve1y AIR. 

5.123 Individual responsibility to notify the BRS Prope1iy Control Section: 
Upon determination ofloss., damage or destruction of Govenunent 
Property, the pmty/activity having custody of the prope1iy shall 
inunediately report the information to the Prope1iy Contml section and in 
no case, shall the event be repmted later than 24 homs atler the event 
occmrecL 

NOTE: For leased/rented equipment, notify the respon~ible Procurement 
Office and provide copies of all docmnents. 

5. 12.4 BRS Propeity Control Section responsibility to notify fhe Govenunent 
Property Administrator and Lead Roles for preparation of the AIR: 

a. Upon discovering the loss of a Sen~itive Item, the BRS Site/Project 
Property Adnrinistrator shall inunediately notify the appropriate BRS 
Safety and! or Secmity Depmiment and the Govenunent Pmperty 
Administrator. This notification will be followed up in writing within 
24 homs. 

h Upon notification or discove1y of the loss, damage m destruction of a 
prope1iy Item tlu-ough an accident, the BRS Safety Depmtment shall 
take the lead on the prepamtion of the AIR. However, if the loss, 
damage or destmct.ion appeal's to be due to theft, intentional 
destruction m sabotage, the BRS Security Department shall take the 
lead on the prepaJation of the AIR. 

c. BRS Prope1iy Control will repmt all instances ofloss damage or 
destruction of Govenunent Prope1iy to the Govenunent Prope1iy 
Administrator within 72 homs. The LDD repmt, supported by an 
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Accident/Incident Repmt as supporting docmuentation when 
applicable, shall be completed as soon as all facts are known. The 
LDD, accompmried by the suppmting docmuentation, shall be 
forwarded to the Govenuuent Prope1ty Adnri1ristmtor. 

5. 12.5 Damaged or destroyed property will be identified, segregated and held 
pending disposition in~tmctions fi:om the Govenuuent Prope1ty 
Adnri1ristmtor (GPA) or the Govenuuent Plant Cleamnce Officer (PLCO). 

5. 12.6 The BRS Site/Piqject Prope1ty Admilristmtor shall maintain a letter file of 
loss/damage repmts for lristorical and follow-up pmposes. 

5. 12.7 The BRS Site/Prqject Prope1ty Adnri1ristrator shall obtain/prepare/provide 
the completed LDD as prescribed below (Exlrib.it D). The 
Accident/Incident Repo1t (if one was prepared) shall be provided as 
suppmting docmuentation to the LDD. 

A. Date of incident~ 

B. Description of prope1ty including NSN, applicable pmt n1.miber or 
identification tag mm1ber~ 

C. Contmct number~ 

D. Acquisition cost: 

E. Full narrative of the incident, location, etc.~ 

F. Cau~e and corrective action taken or to be taken to prevent 
recmrence~ 

G Estimated scrap proceecl~ (when applicable)~ 

R Repair direct labor and material costs~ 

L Estimated cost to replace (when applicable)~ 

.L Copies of supporting docmuentation~ defined as: Photographs, 
sketches, police repmts (if available), estimated cost of damage 
reports and other factual data that suppmts om conclu~ion on the 
incident The facts contained witlrin any internal report will be given 
to the GPA under E (Full narrative ofthe incident, location, etc.). 
Suppmting docmuentation can not include internal BRS repmts that 
are prohibited for release outside ofBRS 
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K. The contract provision 1.mder which relief of responsibility is sought~ 

L Date ofrepmt~ 

:tvL Statement that no :insmance costs or other means of coveiing LDD of 
Govenunent propetiy were charged to the contract, if applicable~ and 

N. Statement that in the event BRS was or will be reimbmsed m 
compensated for LDD of Govermnent prope1iy e.g. reimbmsement 
by a subcontractor, the Govermnent shall receive equitable 
reimbmsement 

5. 12.8 Upon receipt ofinstJuctions from the GPA or PLCO, the Site/Project 
Pmperty Administrator provides disposition instructions. 
Property/Material Control carries out the instructions, updates record-;, and 
notifies the Govermnent Prope1ty AdministJator \Vhen all actions are 
completed. 

5. 12.9 Incidents involving damage to equipment issued to members of the 
Military tluough the Tianspmtation :Motor Pool (TMP\ or other 
contractual requirements will be processed as indicated in 5. 12.7 above 
with the exception of the following: 

5. 12.9. 1 No investigation will be conducted of any non-Brown & Root 
Services employee. 

5. 12.9.2 The facts as known will be IeportecL Example: Sgt Jolm Snuify 
dispatched the vehicle identified on this LDD and retmned it with 
damage to the left fi.-ont fender. A statement from Sgt Snutly is 
attached (If available). 

5. 12.9.3 The LDD will list the Military members name and mrit assigned 
to. Corrective action will state that it is non-applicable. 

6.0 EXHIBITS 

6.1 Exlribit A - Warehouo;e Requisition 

6.2 Exlribit B- Automated Prope1ty Control System 

6.3 Exlribit C- Tag Registei/Prope1iy Book 

6.4 Exhibit D- LDD Repmt 

6.5 Exlribit E- Teclurical Inspection with Continuation Sheet 
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EXHIBIT A 

WAREHOUSE REQUISITION 
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EXHIBIT B 

Automated Prot)erty Book Data base 

Maintaining automated BRS Property Recont<: with Dbase V or Vi:mal Dbase. 

As a mea::.1u·e to ::.iandantize ra·opetiy books ·within BRS all Property A<huinbirators \\ill en::.1u·e that the official Govenuuent 
Property Recont<: are maintained in the following matmer. 

'The Automated Propetiy Record;; will be maintained with the use of Dbase V or Vi::.·ual Dbase. Do not alter the file ::.iructm·e in 
any way. TI1is file \\ill serve as a propetiy record and a Tag Register. 

TI1e required entties and explanation ofthe use is as follows: 

GP NUlv1 

STOCK NUM 

FSC NUM 

REQ_NUM 

DESCl 

DESCl 

QTY_ISSUED 

MODEL NUM 

*MAI(E 

*YEAR 

SERIAL NUM 

EN'IER 'THE ASSIGNED GOv"ERNJ.\;1ENT TAG Nl.JlV1BER 

EN'IER 'THE STOCK NUMBER FROM TIIE PURCHASE ORDER OR NSN Nl.JlV1BER FOR 
MILS'IRIP ACQUISffiONS 

4 DIGIT FEDERAL SUPPLY CLASSIFICATION FOUND IN 
DOD PAlv1PHLETH-l-L 

EN'IER REQUISITION NUMBER FROM PURCHASE ORDER 

EN'IER GENERAL DESCRIPTION LE.. 'TRUCK. 
CARGO l 1/~ TON 

EN'IER ANY ADDffiONAL IN"FORJ.V1ATION TO AID IN 
IN"v"ENTORY IDENTIFICATION. 

'THIS \\'ll,L ALWAYS BE ONE (LOO) 

EN'IER MODEL Nl.JlV1BER OF I'IEM 

l\M.KE/l'v1ANUFACTITRE 

'YEAR OF l\L\NUFACTIJRE {IF AVA.ILABLE). 

EN'IER MANUFACTITRES SERL'\L NU:tvffiER. 

LICENCE PLA'IELICENCEPLA'IE NU:tvffiER. 

PO Nl.Jl\;1 

CO Nl.Jl\;1 

ITEM NUM 

P U PRICE 

MRR Nl.JM 

DATE RECD 

EN'IER PURCHA.SE ORDER Nl.JlV1BER ITEM WAS 
PROCURED WITH. 

EN'IER CHANGE ORI>ER Nl.JlVffiER OF PURCHASE 
ORDER. 

EN'IER ITEM Nl.JlV1BER ANNOTATED ON TIIE 
PURCIL\SE ORl>ER FOR CORRESPONDING ITEM. 

EN'IER 'THE ACQUISITION UNIT PRICE ANNOTATED 
ON 'THE PURCIL\SE ORl>ER. 

EN'IER 'THE MRR NUMBER. FURNISHED BY MATERV\L 
CON'IROL 

EN'IER 'THE DATE RECEIVED DATA OFF 'THE MRR 
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LOCl ENTER GEOGR.A.PHICAL LOCATION OF EVENT IE.. 
BOSNIA. CROA'IL'\. OR HUNGARY. 'TRANSFERRED' OR 
LDD STA TITS (DRJ.VIO. LOSS. DESTRO'l'ED) 

LOCl 

LOC3 

DISPO REF 

HAND REC 

INV DATE 

ISSUED TO 

ENTER CAlviP. CITY. GENER'\.L LOCATION OF ITEM. 
U.S. ARJ.VIY OR LDD STATITS. 

DETAILED LOCATION. SUCH AS CARPENTER SHOP. 
·"'RANSFERREir' OR LDD STATITS. 

ENTER THE DOCUIVIENT NUIVffiER OR LDD NUIVffiER OF THE TANSACTION 
REMOVING ITEM FROM THE PROPERTY BOOK. 

ENTER THE NUIVffiER ASSIGN"ED TO THE WAREHOUSE 
REQUISIDON. 

ENTER THE DATE THE ITEM WAS LAST PHYSICALLY 
INVENTORIED. MOVED OR 'TRANSFERRED. 

ENTER THE LAST NAME AND FIRST INI'IL'\.L OR BADGE 
NUMBER OF INI>IV"IDUAL SIGNING THE WAREHOUSE REQUISffiON FORJ.VI AS 
RECEIVING THE ITEM OR U>D STATITS. 

ISSUED_DATE ENTER THE DATE THE WAREHOUSE REQUISIDON 
TR'\.NSACTION WAS SIGNED. 'TRANSFER COMPLETED OR TITR.N IN TO DRMO. 

PROJECT 

UPDT 

ENTER THE FIRST FOUR DIGITS OF THE PURCHASE ORDER LE.. LG60 

ENTER CATEGORY OF EQUIPMENT AS FOLLOWS: 
1 =MISSION ESSENTIAL EQUIPMENT 
l =EQUIPMENT IDENTIFIED FOR U.N. OR FOlLOW ON 

CONTR'\.CT. 
3 =EXCESS EQUIP.lVIENT. A WAIDNG DISPOSIDON 

INS'IRUCTIONS. 
L = LDD PROPERTY (DES'IRO'l'ED. LOST OR DRJ.VIO TITR.N IN) 
T=TR'\.NSFER 

• 'Ihese enflies are required for items of Govenuuent owned property having a unit co;,t of $5.000.00 
or more. 

4/08/20081/12/200226/11/200214 :rvlay. 2002 86 



DRAFT 
Exhibit C 

Tag Registei!Propetty Book 
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Exhibit D 
Lost, Damaged or Destroyed report 
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Exhibit E 
T eclmical Inspection 

Brown & Root Seniu·s 

1ECHNICAL INSPECTION 

(unw.niceable) 

To: Mat.e1ial Conll·oll.VIanager 

From: _______ _ 
Plint Badge Signanu·e 

Date: ________ _ 

IItSI)tcte•l By: _________________ _ 

TI1e below listed items have been in::.vecte<l TI1ey are found to be condition code ____ . 
Recp1est di::.vosition ofthe;;e items. 

ID or GP# 

CODE 
A1 
A2 
A3 
A4 
!\5 
A6 

B1 
B2 
B3 
B4 
B5 
B6 

F7 
F8 
F9 

HX 
ss 

DESCRIPTION 

DESCRIPTION 
Servi cea bl e • unuse<l good 

Serviceable· um1se<l fair 
Serviceable· mmsed. poor 
Serviceable· use<l good 
Serviceable· used. fair 
Serviceable • use<l poor 

Serviceable· mmsed. good (wicpalifications) 
Serviceable· unused. fair (wicp1alifications) 
Serviceable· mmsed. poor (wicp1alifications) 
Serviceable· use<l good (wicp1ali:fications) 
Serviceable· used. fair (wicp1alifications) 
Serviceable· use<l poor (wiquali:fications) 

DEFICIENCY 

Unserviceable· goo<l repairs reCflired (reparable) 15~-~ of acquif:ition cost 
Unserviceable· fair, repairs recptired (reparable) 16% to 40% of acqttisition cost 
Unserviceable· poor. repairs rec11ired (reparable) 41% to 65% of accptisition co::.1 

Unserviceable salvage ( condenmed) 
PJ·operty has no value except forits basic material content (Scrap) 
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'TECHNICAL lli"SPECTION (continuation) 

ID or GP# DESCRIPTION DEFICIENCY COST 
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TAB E (STORAGE, \VAREHOUSING AND STOCK CONTROL) TO BRO\VN & ROOT 
SERVICES, LOGCAP PROPERTY CONTROL PLAN 

P.C.- 04J)0(R1) 

STORAGE, \VAREHOUSING 
AND STOCK CONTROL 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITY 

4.0 POLICY 

5.0 PROCEDURE 

5.1 General 

- .., 
),.,;.. Space Layout 

5.3 Locator System 

5.4 B-ulk Storage 

5.5 Small Item Storage 

5.6 Storage Plan 

5.7 Security 

5.8 Fire Prevention 

SOP# LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

INDEX 
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5.9 Hou~ekeeping 

5.10 Movement 
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1.0 PURPOSE 

Establish procedme for hancliing and storing operational supplies and materials entering 
into pn:'!:iect inventmy. 

2.0 SCOPE 

Applies to all clepmiments and persmmel maintaining or having storage areas or facilities, 
and storing or warehousing prope1iy. 

3.0 RESPONSIBILITY 

3.1 The Iviaterials :Manager is respon~ible for operation of all storage and warehou~es 
areas u~ed for LOGCAP Govenunent Prope1iy. 

3.2 Warehouse Managers/Supervisors assme storage/warehou~e areas 1.mder their 
control are operated and maintained in a safe, efficient and professional maJmer~ 
and all property stored therein is properly cared f(x, protectecl and accmmted for. 

3.3 Depmtment managers and supervisors ensme storage areas or facilities 1.mder their 
control me maintained in accordance with tlris procedme, and the prope1iy stored 
therein properly cared for, protectecl and used for its intended pmpose. 

3.4 The prl~iect Secmity Depmiment is responsible for physical secmity of storage 
and warehou~ing facilities. 

3.5 The prl~ject Safety Officer is responsible for inspecting storage and warehousing 
areas to ensure facilities, personnel, and work practices comply with required 
safety standards/measmes. 

3.6 The prl~ject Safety Officer is responsible for inspecting storage and warehousing 
areas to ensme facilities, perso1mel, and work practices comply with required fire 
prevention standards/measmes. 

4.0 POLICY 

Every BRS and subcontractor employee shall ensme the Govenunent prope1iy they u~e, 
control, or possess is safely and secmely stored~ protected and maintained~ accmmted tl)r~ 
u~ed only for the pmpose intended and returnecL 

5.0 PROCEDURES 

5.1 General 
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5. 1.1 Govemment propetiy '-'Vill be segregated from Contractor propetiy. (FAR 

45.507) 

5.1 .2 Storage shall provide adequate protection from the elements, thetl and 
other hazards to include propel' packaging and preservation when required. 
Adequate housekeeping and protection will be provided for both inside 
and outside stores items, including hazardous materials, precious metals, 
sensitive items, etc. Necessmy measmes for air circlllation, dtainage, 
corrosion prevention, age control, fire protection, etc., will be taken. 

5.13 Warehouse/stmage area access will be limited to authorized personnel 
only. 

5.1 A Warehouse and storage areas will be designated with a locator system. 

5. 1.5 Items will be moved under proper authmity, suppmted by docmnentation 
and protected during movement using proper handling equipment, 
teclm:iques and safety precautions. 

5.1 .6 Loss, damage or thetl \:V'ill be investigatecL docmnentecl and reported 
without delay to :tviaterial ControL :tviaterial Control will forward such 
reports to the Site/Project Propetiy Administrator. 

5.2 Space Layout 

5.2.1 Arrm1gement of storage areas will be determined by the physical design 
and layout of the warehouse, consideiit1g factors such as availability of 
shelvi11g~ access to/for mateiial handling equipment~ maxinnun load 
limits~ height of ceili11g~ type and condition of floor~ location of aisles, 
exits, loadi11g areas~ lighting~ and the items to be stored. 

5.2.2 Storage areas will be organized as follows: 

5.2.2J Bulk Storage Bay: Pie-designated floor areas used for items too 
large for bin or shelf stomge. 

5.2.2.2 Outside Storage: Stomge in open areas fbi items which can be 
adequately protected fi-om the elements by means of a 
waterproofed coveii11g and dmmage. Adequate secm-ity will be 
provided against pilfemge. Items will be marked and identified. 
As a min:innun, identification must include a description of the 
material. 

5.2.23 Suitable storage space will be provided near doors and loadi11g 
platforms for high-vohune, fast moving propetiy. 
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5.2.2.4 Property requiring special considemtion (kept dry, protected fi:om 
heat, etc.) will be stored consistent with the physical chmacteristics 
of the propetty and the available facilities. 

5.3 Locator System 

5.3. 1 A locator system, which will enable any item in storage to be readily 
accessible and easily fmmd, nm~t be established for each storage 
facility /warehouse. 

5.3.2 Storage Space Layout: The following guidelines may be u~ed to establish 
a locator system. 

5.3.2J Warehouse(s) are munbered with one digit location code (e.g. 
Warehouse 2). 

5.3.2.2 Sribdivisions of a warehouse are designated by letters "A" to "Z". 

2- A - Bulk storage area 
2- B - Tool Iss1.1e Center 
2- C - Stationery Supplies 

5.3.23 Section~ are munbered so as one faces the center aisle fi:om the 
entrance, odd munbers will be on the left. and even mnnbers on the 
right 

5.3.2.4 Racks nm alongside each other in sections and when not 
subdivided into bins, drawers or shelves, will be sepamtely 
designated alphabetically starting from the main aisle. The 
compartments \'Vi thin box pallet type mcks will be designated by 
Nmriber fi:om bottom to top. 

5.3.2.5 Shelves will be lettered fi:om bottom to top in alphabetical order. 

5.3.2.6 Bins or Dmwers within each section, starting from the main aisle, 
will be nmnbered in nmnerical sequence beginning with 1. 

5.3.2. 7 The container area will be identified as Area 4 with subdivisions 
carrying the container munber assigned by Material ControL For 
example, materials stored in Container 20 will be identified on 
locator cards as 4CT20. 
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5.3.2.8 Outside storage, cable yard and prope1iy disposal areas, as they 

become opeiational, will follow the format specifiedin53.3.2, 
5.3.3.3 alld5.3.3.4. 

5.4 Rulk Storage 

5.4. 1 Arrange bulk stocks 011 pallets or in box pallets and provide ready access 
to items. 

5.4.2 Don't co-mingle stocks~ arrm1ge stocks facilitate item identification and 
physical inventories. 

5.43 Segregate 1.mserviceahle items, salvage and sciap from serviceable items~ 
identity condition and store in a separate area of the warehouse. 

5.4.4 Store combustible material in an area/mmmer approved by the Fire 
Prevention Office. 

5.5 Small Item Stmage 

551 Use bin-; or dmweis for storing small items nommlly issued in less than 
"original pack" quantities, and labeL 

552 Keep packages on shelves neat and orderly. 

553 Rotate stock when replenishing shelf items. Put new stock in the rear or 
back of the she It: make issues fi-om the oldest stock nearest the fi'ont 
(FIFO). 

5.6 Storage Plan 

A diag:ranuuatic plan of the supply storage bu:ildit1gs and areas will be maintained 
at eachopemti11g activity. This plan will show the layout of each building, 
storeroom and/or outside area. 

5. 7 Security 

5. 7J Supplies will be afforded protection against piltemge. Warehou-;e and 
storeroom doors will be provided with locks and will be seemed at the 
close of business and/or when no one is in attendance at the stomge 
location. 

5. 7.2 Keys to warehou-;e or storerooms will be maintained in accordance with 
key control procedures. 
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5. 73 Unauthorized persmmel will be prohibited from entering the warehouse or 

storeroom area. 

5. 7.4 "Pilferable" items will be given additional protection as required. 

5.8 Fire Prevention 

5.8. 1 All persmmel will avoid practices that can result in spontaneous 
combustion or become a fire hazard. 

5.8.2 Observe the following: 

Provide clearance of at least eighteen inches (18") on all sides of lighting 
fixtmes. Don't stack material close to heating, lighting, and similar 
equipment Observe "No Smoking" rule in storage locations. Store 
combustible packaging and marking material where it can be readily seen. 
Monitor combustible items and powered material hancUing equipment 
closely and frequently. Ensme there is a fire plan, and that fire 
extinguishers are operable and in their proper locations. Provide adequate 
ventilation. 

5.9 Housekeeping 

5.9. 1 Storage areas will be kept in a clean and orderly condition. 

5.9.2 Rribbish will be disposed of daily. 

5.93 Operating aisles (main and cross) will be kept clear of obstmction. 

5.9.4 Trashcans will be provided to discourage littering the area with waste. 

5.9.5 All supplies in storage will receive adequate care to prevent deterioration. 
"First-in First Out" practice will be employed to ensme that the oldest 
stored stock is moved out first 

5.9.6 Stocks in packages will be spot-checked for signs of deteriorating etiects. 

5.10 Movement 

5. 10.1 Movement of property out of stmage must be authorized and docmnentecl 

5.10 .2 In the event ofloss or damage during movement, prqject will notifY the 
Site/Project Property Administrator. Prope1iy Administrator will 
investigate, prepare and submit the required LDD docmnents. 
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TAB F (PROPERTY CONSUMPTION, UTILIZATION AND IVLL\INTENANCE) TO 
BRO\VN & ROOT SERVICES, LOGCAP, PROPERTY CONTROL PLAN 

P.C.- 05J)0(R1) 

PROPERTY CONSUMPTION, 
UTILIZATION AND :tviAINTENANCE 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITY 

4.0 PROCEDURE 

4.1 Utilization 

4. 2 Maintenance 

4.3 Consmnption 

SOP# LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

INDEX 

4/08/20081/12/200226/11/200214 :rvlay. 2002 98 



DRAFT 
1.0 PURPOSE 

Ensme proper con.smnption, mmcinnun utilization, and required maintenance of 
Govenunent property in accordance '-'Vith contractual requirements. 

2.0 SCOPE 

Applies to all prl~ject persmmelu-;ing or having custody of Govenunent property. 

3.0 RESPONSIBILITY 

3.1 Each BRS Prqject!Program Manager responsible for Govenunent Property shall 
ensme that all Govenunent property is propedy 1.Itilized only in the performance 
of the contract for which it was acquired. Any deviations mu-;t have the prior 
approval of the Contracting Officer. 

3.2 The Site Property lVIanager and the Materials Manager establishes and maintains 
an etiective program to en.-;me proper me, maintenance, and accountability of 
LOGCAP Govenunent Property in storage. 

3.3 Warehouse Managers/Supervisors ensme all property stored therein is properly 
cared for, protected, and accmmted for. 

3.4 Depmtment managers and supervisors ensme Govenunent property under their 
control is u-;ed only for its intended pmpose, and properly maintained. They 
ensme: 

3.4J Care for, protect, and control property issued to, utilized by, or located :in 
the depmiment 

3.4.2 Perform preventive maintenance per maintenance schedule. 

3.43 Promptly report any occmrence ofloss, damage or destruction of 
Govenunent property. 

3.5 Property Control shall: 

3. 5. 1 Upon receipt enter property into the property record. 

352 Record the transfer of accmmtahle property wifhin the organization. 

353 Review repmts of damage or loss of Govermnent property and forward 
such to the Govenunent Property Administrator for action. 

4.0 PROCEDURE 
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4.1 Utilization (FAR 45.509-2) 

All government property will be u.:;ed for the pmpose authorized~ and will not be 
diverted to other use. 

4. 1. 1 Property Cu.:;todian 

Each department will designate an individual as the Property Cu.:;todian to 
assmne responsibility for all property issued to, utilized by, or located in 
the respective complex! work area. Property Cu.:;todians: 

4.1. 1.1 Care for, protect and maintain control over the property issued to 
them. 

4. 1. 1 .2 Repmt all instances of thetl, loss, damage or destruction of 
property lmder his/her cu.:;todial care. 

4. 1. 13 Assist in the performance and reconciliation of physical 
inventories at conclu.:;ion of event or when otherwise directed by 
the Site/Project Prope1ty Adnrinistrator. 

4.1. 1 A Perform joint inventmy and reconcile discrepancies with new 
Property Cu.:;todian or individual(s) designated by Site/Project 
Property Administrator. 

4.1 .2 Material and! or property in possession of and excess to the requirements 
of the depmtment/using activity will be tmned in to :tviaterial ControL 

4.13 Material Control repmts all idle property to the project/site Property 
Administrator. 

4. 1 A Idle property no longer required to suppmt the contract will be declared 
excess. Excess property will be stored and disposition instmctions 
promptly requested from the Plant Clearance Officer. Excess property 
will be disposed of only by direction of the Plant Clearance Officer or 
Contracting Officer. 

4. 1.5 Government property '-'Villnot be transferred to another contmc tor/ 
organization miless such transfers are authorized in writing by the 
Contracting Officer, Plant Clearance Officer (PLCO) or the ACO. 

4. L6 To establish a mininnunlevel of use below which an analysis of need shall 
be made and retention_~1stified, plant eqlripment with an acqlrisition value 
of$5,000.00 or more is divided into 13 categories or families: ADPE, 
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l\tlodules, Ablution 1.mits, Connmmication Equipment, Furniture, Kitchen 
Equipment, Lmmchy Equipment, Medical Equip.ment, Office Equipment, 
Refer Equipment, Storage Units, Tools, Utilities and Vehicles. Plant 
equipment items issued to camps are considered in use and not sul~ject to 
utilization analysis. If an item is identified as excess to the needs of the 
mission, or sent into storage, a monthly "use analysis" will be conducted 
by the Material manager to ju~tify retention. \\!l1en the item of plant 
equipment becomes excess to the neecl~ of the contract, it will be disposed 
of in accordance with the procedmes indicated in Tab H. 

4.2 Maintenance (FAR 45.509-1) 

BRS is respon..;;ible for proper care, calibration and maintenance of all 
Govenunent property for which it is accmmtable 1.mder this contJact The 
maintenance program shall be consistent with (a) smmd indu~tJial practices~ (b) 
equipment manufactmers' teclmicalmanuals~ (c) local maintenance procedures~ 
and (d) the terms of the contract 

4.2.1 Required maintenance of Govenunent propetty will be schedulecl 
performed and docmnented as required in accordance with the FAR, local 
maintenance procedures and contract requirements. The user is 
responsible for repmting any malftmctions, damage, or required 
maintenance of items in their custody to the respective maintenance 
departments. 

4.2.2 To ensure that BRS maintains a process of providing the ammmt of care 
necessary to obtain a high quality of production and the most useftll 
service life of Government propetiy, the follm .. 'ving criteria's will be 
adhered to: 

4.2.2.1 The responsible maintenance activity \'Vill obtain and comply with 
cmrent technical publications for maintenance of Govenunent 
propetty, when applicable. 

4.2.2.2 Item is schechlled for periodic maintenance (including teclmical 
publication compliance), when appropriate. 

4.2.2.3 Inspections and/or periodic maintenance is performed according to 
the schechlle in the local applicable maintenance SOP. 

4.2.2.4 Unscheduled maintenance requirements will be performed in an 
expeditious manner. 

4.2.2.5 Record~ of preventive maintenance and corrective actions will be 
maintained as indicated in paragraph 4.2.7 below. 
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4.2.3 Property, :including Real Prope1iy, will: 

A. Be schecluled for peiiodic maintenance and receive maintenance 
according to schech:Ue. 

B. Have preventative maintenance and corrective action record~ cmrent 
and accurate. 

C. Be regularly inspected to determine need for repair, replacement or 
other capital rehabilitation work. 

D. Be rehabilitated when authorized. 

E. Have rehabilitation cost, replacement or major repair cost accurately 
recorded and ju~tifi.ecL 

4.2.4 Preventive maintenance shall include: 

A. Inspection of buildings at periodic intervals to detect deterimation and 
identifY needed repaiis~ 

B. Inspection of plant equipment at periodic intervals to assme detection 
of mala<tiu~tment, wear, or impending breakdown~ 

C. Reg1llar lubrication ofbemings and moving parts in accordance wifh 
mmmfactmer's instmctions and/or a lubrication plan~ 

D. Adjmtments for wear, repair, or replacement of worn or damaged 
pmts, and elimination of causes of deteriomtion~ 

E. Removal of sludge, chips, and cutting oils fi.-om equipment that will 
not be u~ed for a period of time~ 

F. Taking necessary precautions to prevent deterioration cau~ed by 
contamination, conosion, and other substances~ and 

G Proper storage and preseivation of accessories and special tools 
fiunished with an item of plant equipment but not regularly used \'Vith 
it 

4.2.5 Inspection and maintenance schedules will be developed for all equipment 
by the cognizant fi.mctional area/teclmician. The local preventative 
maintenance program \\'ill assure items missed during a cycle are 
reschech:Ued as soon as possible. 
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4.2.6 A monthly in~pection schedule of buildings, stmctmes, and distribution 
systems will be established. Necessmy major repairs or modifications 
required will be submitted to Facility Engineering for appropriate action 
No major repairs (except emergency), capital-type rehabilitation's, or 
modit1cations to real property will be accomplished without the prior 
written authorization and ftmd:ing of the Contracting Officer or ACO. 
The need for major repair, replacement and other capital rehabilitation v:v'ill 
be reviewed on a case by case basis, taking into considemtion the age of 
the equipment, the acquisition cost, the replacement value and the total 
cost of required repairs. 

4.2.7 The Maintenance Department shall record andrepmt as applicable: 

A. Maintenance!Iepairs perfonnecl associated repair costs and down 
time, by prope1iy tag munber~ and 

B. Deficiencies and casual factors discovered as a result of inspection. 

The repmts will include reconunendations and justification~ regarding 
disposition and! or replacement of problem, or J:X-1tential problem property. 

4.2.8 The Property office will keep all original title or bill of sales and wanmrty 
docmnents in the prope1iy files. Procmement v:v'illmake arrangements for 
all wananty repairs. 

4.3 Consmnption 

Consmnption of Govenunent prope1iy shall be reasonable when compared 
to requirements. Iviate1ial Control will investigate, analyze, and repmt to 
the Site Project Manager and Site Prope1iy Administmtor any instances of 
mueasonable con~mnption, and submit plans to correct such instances. 
This applies to property which is incorporated :into an end product or 
otherwise consmned in the perfonnance of the contract 

4.3. 1 Quantities of prope1iy produced or procmed for incorporation into an end 
item or otherwise consumed will: 

A. Be reasonable when compared to :Material Requisitions. 

B. If munbered, be selectively matched and incorporated in appropriate 
end item. 

C. Be promptly retmned to stock and recorded when determined to be 
excess to using activity needs. 
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4.3.2 Records, receipts and is.sue docmnents, will support all prope1iy 
transactions, regardless of type. Stock record cards, issue docmnents, 
work ordeis, shipping docmnents, etc., substantiate that material has been 
issued for authorized consmnption against the contract for which it was 
provided or procmect 

4.33 The Iesponsibility for maintaining control and accotmtability of all 
prope1iy is assigned to the Event/location/using activity having possession 
of the propeity. Responsibility flows fi:om the Site Prope1iy Achninistrator 
and is specifically assigned to the manage Is or directors of the using 
departments/activities. 

4.3 A The Stock Recmd Card (or automated stock record). 

4.3AJ The material control function at each warehouse location shall be 
responsible for maintaining the individual item record of all 
prope1iy receivect 

4.3.4.2 Once the stock record has been preparecl the property received 
shall be placed :in the storage area, which is 1.mder control of 
Warehouse Superintendent Material and equipment must not be 
removed from tlris area without approval, must be recorded on 
issue docmnents or disposition instmctions. 
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TAB G (PHYSICAL INVENTORY OF GOVERNMENT PROPERTY) TO BRO\VN & 
ROOT SERVICES, LOGCAP PROPERTY CONTROL PLAN 

P.C.- 06J)0(R1) 

PHYSICAL INVENTORY OF 
GOVERNMENT PROPERTY 

SOP# LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .ltme 2002 

SUPERSEDES DATED 

INDEX 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITY 

4.0 PROCEDURE 

4.1 General Policy on Physical Inventories 

4. 2 Frequency of Inv en tori es 

4.3 Types oflnventories 

4.4 Method of Inventory 

4.5 Inventory Prepamtiono; 

4.6 Inventory Cmmt Procedure 

4. 7 Inventory Reconciliation 

4.8 Repmting the Inventmy 

5.0 EXHIBITS 

5.1 Exhibit A- Inventmy Check Sheet 
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5.2 Exhibit B -Inventory Adjustment Repmt (IAR) 
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1.0 PURPOSE 

Provide instmctions for conducting physical inventories of Govenunent prope1iy. 

2.0 SCOPE 

Applies to all BRS personnel respon~ible for managing, controlling, accmmting for 
and! or inventmying Govenunent prope1iy on Prqject LOGCAP. 

3.0 RESPONSIBILITY 

3.1 The Site Project lVIanager is responsible for all aspects of managing and cmir~g for 
Govenunent prope1iy in BRS custody at the Event location. This includes 
asslu-ing required inventories are accomplished accurately and on-time. 

3.2 Pmjectinventories are the responsibility of the Prqject/site Property 
Administrator. Together with the Material manager, he/she: 

A. En~ures physical inventories of all prope1iy (equipment and material) are 
conducted at least eve1y 12months~ and 

B. Establishes, reviews, and furnishes the Project inventmy schedule and results 
to the Govenunent Property Administrator. 

3.3 Prope1iy Custodians assist the cognizant Material Control representative(s) with 
planning, conducting, repmiing, and reconciling the inventory. 

3.4 Material Control representative(s) prepme all invento1y adju~tment repmts 
required for inventmy reconciliation. The :Material f'danager reviews the repmis, 
ensures all stock record adjustments have been accomplished, and forwards the 
inventmy resu.lts/repmt to the Site Prqject Manager and Prope1iy Administrator. 

4.0 PROCEDURE 

4.1 General Policy on Physical Inventories (FAR 45.508) 

4.1. 1 An mmual inventmy (to be completed by 30 September), or more 
frequently if required, is taken of all Govenunent Prope1iy. BRS 
persmmel other than tho~e who maintain the property records or have 
custody of the prope1iy will conduct the inventmy. The target completion 
of such inventories is the end of September each applicable year. The 
Site{Project Property Administrator will provide written notice to the 
cognizant Govenunent Property Administrator ten ( 10) working days p1ior 
to the scheduled inventory. A copy of the notice will be forwmded to the 
Project Property Administrator as required. 
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4.1 .2 BRS will provide required peisonnel with secmity cleanmce for inventmy 
of classified items when required to do so. 

4.13 BRS Subcontractors in possession of Govermnent properiy for which BRS 
is accountable are required to ceriify mmually, by the end of September 
each yem, that the properiy they me charged with is in their possession. 
Copies of such ceriit1cations are pmt of the BRS property control recmds. 

4. 1.4 Results of physical inventories, including discrepancies, if any, that are 
fo1.md are repmted to the Site Properiy Administrator who submits to the 
Government the follo\'Ving information: (A copy of this repmt is 
forwarded to the Prqject Properiy Administrator as required) 

a. A listing identifying all discrepancies disclosed by physical inventmy~ 

h A signed statement that physical inventory of all or certain classes of 
Govenunent property was completed on a given date and that the 
official property records were fmmd to be in agreement with the 
physical inventory except for discrepancies repmted~ 

c. A repmt of any items of govenunent property fmmd dming an 
inventory that are in use by BRS, but not on the propeity records and 
any items found that are not in use, nor needed by BRS, but are on the 
property records. The Site Property Adininistrator shall take actions 
to resolve any such tindings with the cognizant Govenunent Property 
Administrator~ 

d. A complete list/printout of all Govenunent property in the company's 
(including sribcontmctms) possession will be forwarded to the 
cognizant Govenunent Property Administrator as requested. 

e. BRS will properly investigate any instance of Loss, Damaged, or 
Destroyed findings of Govenunent property. 

4. 1.5 Upon completion or termination of a contract and in accordance with FAR 
45.508-1, a physical inventory will be perfonnecl adequate fm disposal 
pmposes, of all Govenunent Property contained in that contract The 
inventory may be waived by the Govenunent Property Administrator 
when the propeity is authorized for use on a follow-on contract if past 
contract performance has established the adequacy of property controls 
and an acceptable degree of inventory discrepancies. 

4.2 Frequency oflnventories 
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4.2J Inventories for all property (material and equipment) will be performed 

every 12 months, or more frequently as detennined by the 
Property/Material Manager, scheduled by area. Each depmiment 
establishes a schedule for inventorying property in their custody. Material 
Control/Property reviews and approves depaitment schedules, fi1nrishes 
copies to the Site/Project Property Admin:istmtor, and appoints personnel 
to perform the inventmy. The Site/Project Pmperty AdministJator gives 
copies of all inventory schedules to the GPA. 

4.2.2 Physical inventory includes sighting, cmmting, tagging or marking, 
describing, recording, and reporting the property being inventoried, and 
reconciling the property records. 

4.23 Other inventories are performed as reqlrired/schedulecL 

4.3 Types oflnventories 

There are fom ( 4) types of physical inventory that shall be utilized by project 
They are: 

4.3. 1 Cyclic- A 100% inventory conducted on an established schedule. 

4.3.2 Special- A scheduled physical inventory of a specific stock munber as a 
result of a specified requirement (i.e. location audit, procmement, or any 
other reason deemed appropriate). 

4.33 Spot- Anlmscheduled physical inventmy of a specific stock mmiber as a 
result of a specific reqlrirement (i.e. location audit, procmement, or any 
other reason deemed appropriate). 

4.3.4 Selected Items- Anlmscheduled physical inventory of a specified stock 
mmiber as a result of a specific requirement (i.e. validation of a back 
order) with insufficient time to include it as a scheduled inventory. 

4.4 Methodofinventory 

4.4.1 In order not to interrupt supply operations, the "Open Warehouse" method 
of taking inventory will be employed. The open warehouse method 
permits normal receipt and issue tJansactions to continue dming the course 
of the inventory. 

4.4.2 Inventory schedule will be prepared in accordance with an ammal, cyclical 
or perpetual basis. Inventory start/completion dates must be scheduled to 
result in inventory completion and resolution of discrepancies and record 
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updates before the 12 month anniversary of the completion of the previom 
inv entmy. 

4.5 Inventory Prepamtion~ 

451 Appoint peisonnel to perform physical :inventmy They may not be the 
same individuals as those who maintain record~ or have cu~tody of the 
prope1iy. 

452 Stmt the inventory before the deacUine date in the system wide schedule. 
This schedule is fmnished to the GPA. 

453 The balances indicated on the property records at the inventmy deadline 
date will be the balances with which the invent01y cmmt will be 
compared. 

454 All receipt/supply transaction docmnents assigned voucher munbers 
before the deacUine date must be posted to the record accounting card~ or 
automated record~ bef(lre stmiing inventory count 

455 Item desciiption/ stockmunbei/tag munber(s) andlocation(s) will be 
obtained from the stock/prope1iy record~ and utilized to perform inventmy 
C01.Ult 

4.6 Inventory Cmmt Procedme 

4.6J Mark each stmage location of stock, as it is cmmted to indicate it has been 
inventoried. Record the physical co1.mts on the inventmy record (Exhibit 
A). 

4.6.2 Inventory record~ shall contain the following data: 

A. Item description, Stock Nmnbei/NSN, and Tag Nmnber(s) if 
applicable 

B. Location( s) 
C. Actual physical count 
D. Quantity Over, or 
E. Quantity Short 
F. Remarks, if any. Provide narrative description of any discrepancies 

(i.e. prope1iy record book and stock record card don't match, item not 
in location stated in prope1iy book or stock record, etc.) 

G. Cmrent Date 

4.63 Sign and date the inventmy cmmt record in the" 1st, 2nd, or 3rd cmmter" 
boxes, as applicable. 
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4. 7 Inventory Reconciliation 

4. 7.1 Afler cmmting is completed, the actual colmt on each inventmy record 
will be compared with the balance on the corresponding property record. 

4. 7.2 If the physical count does not agree with the property record balance, a 
second cmmt will be conducted. If the discrepancy still exists persmmel 
responsible for the inventory will attempt to reconcile the ditierence by 
checking the receipt and issue transaction history. The Warehouse 
Supervisor responsible for the inventmy will conduct if necessary a third 
cmmt to resolve the discrepancy. All discrepancies lmresolved atler the 
tlrird cmmt will be posted to the Inventory Adjustment Repmt (JAR) 
(Exhibit B) and processed for approvaL 

4. 73 The JAR will contain the following information: 

A. Item stock munber, tag munber(s) and NSN if known 

B. FSC (if applicable) 

C. Description 

D. Unit of measme 

E. Recorded quantity 

F. Quantity over, or 

G. Quantity short 

H. Unit price 

L Debit, or 

l Credit 

4.8 Repmting the Inventmy 

4.8J The original JAR will be fmwarded to the :tviaterial Control Manager and 
Project Manager for review and approvaL 

4.8.2 Upon approval, the Site/Project Property Adnrinistmtor will provide a 
copy of the JAR to the GPA repmting the adjustment 
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4.8.3 The original IAR will be maintained in the l\tlaterial Control record files. 

5.0 EXHIBITS 

5.1 Exhibit A- Inventory Check Sheet 

5.2 Exhibit B- Inventmy Adjustment Repmt (IAR) 
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EXHIBIT A 

INVENTORY CHECK SHEET 
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EXHIBIT B 

INVENTORY ADJUSTMENT REPORT 
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TAB H (DISPOSITION OF PROPERTY) TO BRO\VN & ROOT SERVICES, LOGCAP, 
PROPERTY CONTROL PLAN 

P.C.- 07J)0(R1) 

DISPOSITION OF PROPERTY 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

INDEX 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITY 

4.0 OVERVIEW 

5.0 POLICY 

6.0 PROCEDURE 

6.1 Geneial 

6.2 Request for Disposition Instmctions 

6.3 Serviceable Items 

6.4 Unserviceable Items (Scmp & Salvage) 

7.0 PARTS FROM LIKE ITEr-d(S) FOR REPLACEr-dENT OR SPARES STOCK 
(CONTROLLED SUBSTITUTION) 

8.0 UTILIZATION OF PROPERTY DESIGNATED AS UNECONO:tviiCAL TO REPAIR 
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9.0 EXHIBITS 

9.1 Exhibit A- Condition Codes 

9.2 Exhibit B- Form Letter? Request for Disposition of Property 

9.3 Exhibit C- Inventmy Schedule B 
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1.0 PURPOSE 

Establish procedmes for reporting and requesting disposition instructions for contract 
govenunent property that has become excess, obsolete, 1.meconomically repairable, or 
otherwise mmsahle for the performance of the contmct 

2.0 SCOPE 

Applies to persmmel having custody, care, and control of Govenunent property (using 
activities, Material Control, and the Site/Prqject Property Administrator). 

3.0 RESPONSIBILITY 

3.1 The Site Project Manager is responsible for all aspects of managing and caring for 
Govenunent property in BRS custody at the Event location. This includes 
acco1.mting for and disposing of Govenunent property as required. 

3.2 Disposing of Govenunent property is the primmy responsibility of the Site/Prqject 
Property Administmtor. Together with the Material Manager, he/she reviews idle 
property and determines if it exceeds anticipated need~ requests, receives, and 
then accomplishes disposition of property acquired for performance of the 
contmct 

3.3 Property Custodians assist the cognizant Material Control representative(s) by 
accounting t()r property in their custody and identifYing any which is excess to 
theirneeck 

3.4 Material Control representative(s) receive, label, store and move excess property~ 
research and provide stock record/property record infonnation to the Site/Prqject 
Property Adnrinishator. 

4.0 OVERVIEW 

4.1 The using depmtment repmts material or equipment that is idle, broken, 
1.ms1.ritable, or not required to perform the contract to Iviaterial ControL 

4.2 Material Control screens prope1ty against known req1.rirements and t"l)rwards 
excess and/or uneconomical to repair reconunendation along with the Site Project 
Manager's approval to the Site Property Administmtor t"l)r action and verification. 

4.3 Items excess to prqject requirements or 1.meconomical to repair are refened to the 
Property Office for requesting disposition instmctions fi-om the Plant Clemance 
Officer or the Govenunent Property Adminishator. 
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4.4 The Govenunent Plant Cleanmce Officer (PLCO\ Govenunent Property 

Administrator or ACO will make the final determination how to dispose of the 
property~ and directs the sale, transfer, movement or other action in writing to the 
Property Office. 

5.0 POLICY 

5.1 Disposition (FAR SUBPART 45.6) 

5. 1.1 When Govenunent property becomes excess by viltue of completion or 
tennination of the applicable contracts or is no longer needed for contract 
performance, the assigned BRS Project/Program Manager will promptly 
report such excess property to the Govenunent via the Property Office :in 
accordance with the provisions of and :in the fonnat specified by the 
PLCO, contract clause and FAR 45.6. The Material Manager will 
coordinate preparation of the excess inventory. Excess inventory will be 
reported by submission of the appropriate inventory schedule or as 
contractually directed upon completion, or at anyiime dming the period of 
the contract when inventory is no longer requiiecL In the absence of 
instructions in the contract, disposition instmctions will be requested fi-mn 
the PLCO or GPA as appropriate. 

5.1 .2 Prior to submission of :inventory schedules: 
5.1 .2.1 Review commercial BRS requirements to purchase if needed~ 

5.1 .2.2 Retl.ml contractor acquired property to supplieis for appropriate 
credit where feasible. 

5.13 Inventory schedules shall be prepared in accordance with directives of the 
PLCO and FAR 45.606-5. 

5. 1.4 Disposition action will be taken only in accordance with the disposition 
instructions received fi-mn the Contracting Officer, ACO, GPA or PLCO. 

a. The property to be disposed of will be identified and segregatecl if 
practicable, in such mmmer as to be accessible for reasonable viewing 
by prospective recipients, if necessary, in conjunction with the 
disposition instructions. 

b. BRS personnel familiar with the property \\'ill be available at 
reasonable designated times to permit inspection of the property by 
prospective recipients. Upon completion of shipment of any excess 
govenunent property, a copy of the shipping docmnent will be 
fi.unished to the Plant Clearance Officer. 
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c. BRS conducted sales that are directed by the Plant Clearance Officer 

will require a sales area, escmt ofinterestedbuyeis, preparation of 
invitation foi bid, lotting of inventmy and other actions that may be 
required. At the time of any such directed sale, the Plant CleaJance 
Officer will be requested to provide detailed instmctions to BRS. Sale 
of govermnent property, where the proceed-; will be credited to the 
prime contmct, shall be conducted accoiding to the local Property 
Sales Standard Operating Procedmes. 

d. In the event the Plant Clearance Officer instmcts BRS to conduct a 
sale of smplus Govenunent propeity, such instmctions will be 
followed. If so instructecl the responsible BRS Iepresentative will 
prepare an Invitation for Bid for review and approval by the Plant 
CleaJance Officer before Ielease to prospective bidders. Bid openings 
will be in the presence of the Plant Clearance Officer or othei 
designated Govenunent representative. BRS persmmel will perform 
the identifying/segregating, escmting and physical prepmation and 
handling ftmctions. Such fi.mctions will be coordinated by the 
responsible BRS Iepresentative who will also monitor preparation and 
submission of tl'ansfer of accmmtahility documents. 

e. Identification tags and any indication of Govenunent ownership will 
be removed (or defaced) hom the property prior to disposaL 

f A copy of all docmnents u-;ed to transfer or ship Govenunent-owned 
piOperty shall be provided to the cognizant Govenunent Property 
Administratm/PLCO and the SPA. 

g. HAZiviAT and item-; requiring DEr-diL are restricted hom BRS sales 
opemtions. 

h. Excess property or scmp containing preciom metals will be segregated 
and repmted to the PLCO on sepamte inventory schedules. Preciom 
metals will be packaged in nonporom, smooth containers in a mmmer 
to prevent loss tluough leakage or damage to the containers. 
Containers will be marked to show the type of preciom metals. 

5. 1.5 If, before final disposition, BRS becomes aware that items listed and 
Ieported on inventmy schedules are u-;able on othei work without financial 
loss, the PLCO will be notified immediately in wiiting requesting 
authority to utilize the property Upon the PLCO wr'itten approval to 
remove the items from the inventory schedule the property can be issued 
and the inventmy schech:tles adju-;ted accordingly. 

6.0 PROCEDURE 
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6. 1 Genei<ll 

6.1. 1 Prior to disposition of Government propetty will be: 

A. Screened items ag<lin.;;t Prqject wide BRS need.;;. 
B. Repmt excess or lm.;;erviceahle items to the PLCO. 
C. Receiving proper authority to dispose. 
D. Removing govenunent prope1ty identification. 

6.1 .2 The term "dispos<1l" applies to both ex'})endable <1nd non-ex'})end<lhle 
propetiy. It applies to the redistribution of service<lhle excesses as well as 
to the disposal of lmservice<lble items. 

6.13 Excess items that <lre genemted dming fabrication, such as short pieces of 
wire, rope, c<lhle, etc., \'Vill be considered scmp. 

6. 1.4 Property is to be decl<1red f(_x disposal or redistlibution when the follmving 
conditions exist 

6. L4J Serviceable item.;; <lre in excess of the maxinnun ammmt required 
to accomplish the assigned task. 

6.1 .4.2 Property is determined by m<lintenance :inspectms to be 
lmservice<lhle (Condition Codes Exhibit A). 

6. 1.4 3 Property is determined by m<lintenance inspectms to be scmp. 

6. L4.4 Property is obsolete. 

6.2 Request for Disposition In.;;tructions 

6.2.1 When the u.;;ing activity determines that cett<lin propetiy is excess, 
lmsetvice<lble, obsolete or out of date, the using activity will prepare a 
Tmn-In Docmnent <1nd will bring the property to Material ControL The 
tmn-in docmnent must cont<lin the following information: 

6.2.1 J Item Tag Nmnber 

6.2. 1.2 Stock Nmnber if <lV<lilable 

6.2. 13 Description, including NSN (if known), m<lnuta.ctmer, model/serial 
munber, <1nd <lny other identifYing data (i.e. VIN muriber, etc.) 
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6.2J A Statement that the property is excess, un'5erviceable or obsolete~ 

and whether or not a replacement is required. 

6.2.2 Upon receipt, Material Control will request an item condition review be 
conducted by a qualified teclmician (Exhibit A} He/she will either: 

6.2.2J Declare the item serviceable, or 

6.2.2.2 If the item is unserviceable, reconunend item be processed as 
either scrap or salvage. 

6.3 Serviceable Items. 

Material Control reviews internal requirements and determines if the item is still 
needed for the project 

6.3. 1 If a need exists, the item shall be processed as a regular hun-in and 
rerssue. 

6.3.2 If an item is determined to be excess, the item \vill be tagged "excess", 
stored in segregated area, and a Request for Disposition Instmctions 
spread'5heet (Exhibit B) will be forwarded to the Property Office. The 
Property Office will obtain approval fi:om the Site Project Manager or 
General Prqject Manager and forward to the PLCO utilizing an automated 
screening system. 

6.33 The request shall contain all applicable information provided on the letter, 
in addition to all other data required by the prime contract and FAR. 
Condition codes are required on the letter '-'Vlrich are ilhL'5trated in Exlribit 
A. 

6.4 Unserviceable Items (Scrap and Salvage- see Tab M Glossary for ddilritions). 

6.4J Transactim1'5 involving scrap and salvage will be recorded on the Tmn-In 
Docmnent, the Docmnent Register, and the Property Register. 

6 .4.1. 1 Scmp/Salvage items will be removed from the prqject records 
when in receipt of the trm1'5fer docmnent or sales receipt from the Sales 
Program Office 

6.4. 1.1 Scrap/Salvaged material may be tJansfeiTed to other than BRS 
activities when approved by an authorized govenunent 
representative. 
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6.4.2 The Sales Program Office will notify the Property Office when scrap and 

salvage stockpiles reach an accmnulation wheie disposition becomes 
economically feasible. The Sales Program Office in accordance with 
directives received by fhe PLCO and FAR 45.606-5 will prepare an 
inventmy schedule (Exhibit B) and forward'> the schedule to the Prope1ty 
Office. The Propetiy Office will receive approval to dispose of the sciap 
fi-om the Prqject Manager then forward to the PLCO or designated GPA. 

6.4.3 Scrap will be segregated by owneiship to maximmn extent possible. 
Based upon fhe natme of the scrap being geneiatecl clear owneislrip may 
not be apparent Theretl1fe, unless otherwise diiectecl commingled scmp, 
iftmavoidable, will be considered as contJact propetiy and processed in 
accordance with local contract sales procedmes. 

7.0 PARTS FROM LIKE ITEMCS) FOR REPLACEMENT OR SPARES STOCK 
(CONTROLED SUBSTITUTION) 

7.1 

!'I 
/,k 

7.3 

All removal of pmts from one item to repair a like item must fiist be coordinated 
with, and permission obtained from, the :tviaterial Manager. 

Pmts removal is usually limited to serviceable patts, components, and assemblies 
fi-mn eq:uipment for U">e as spares stock. However, the Material Manager may 
authorize pmts to be Iemoved fi·om deadlined eqtripment in order to immediately 
restore similar eqtripment to full service capability. In tllis case, the using activity 
must innnediately reqlrisition a replacement t'l)r the removed pmt. 

The department/activity/shop sulmlits a written request to the Material Manager 
containing the t'l)llowing information: 

a. Urgency of need, and anticipated benefits from pmts removal. 

b. Complete description of equipment from wllich pmts will be removed~ 

1) Stock number and tag munber 

2) Mmmfactmer, model, and serial munber of equipment 

3) Pmts require(l including pmt munbeis (if available) 

c. Complete description of equipment wllich will be repaired from these parts~ 

1) Stock munber and tag munber 

2) Ivianufactmer, model, and serial munber of equipment 
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d. Requisition munber for replacement parts. 

e. Copy ofTmn-In docmnents for the 1mserviceahle items/pmts. 

7.4 A file containing all requests \:Y':ill be maintained by :rviaterial ControL The 
informationmu-;t be posted to the stock record_ as appropriate. Material Control 
must take care to note wananty issues, and affect pmts removal may have on 
wananty (i.e. void wananty, extend warranty beyond existing when replacement 
pmt received, etc.). Also, the Iviaintenance Depmiment must record all pe1iinent 
pmts replacement information on the atiected equipment record cards. 

7.5 Once approval has been obtained, the department/activity/shop can proceed with 
the parts removal, complete the necessmy forms, and turn-in the inoperative 
pmt(s) for scrap and salvage. 

8.0 UTILIZATION OF PROPERTY DESIGNATED AS UNECONO:tviiCAL TO REPAIR 

8. 1 Cmmibalization of prope1iy for spare/replacement parts is possible once the 
equipment has been designated as lmeconomical to repair, and relief from 
responsibility has been granted by the GPA and/or ACO. If cmmibalization is 
necessary or desired (vs disposal): 

8. 1.1 The appropriate department submits a written request to cmmibalize to the 
Site Property Administrator. The request mu-;t contain, as much as 
possible, the same infonnation described in pmagraph 7.3 above. 

8.1 .2 A memorandmn will be submitted to the GPA requesting authority to 
remove the item from the prope1ty records. Scrap/residue will be disposed 
of tlu-ough the prope1iy sales program as directed by the PLCO. 

8. 1.3 Upon receipt of written permission to cmmibalize, a control program for 
the removal of spare parts begins. 

8. 1.3. 1 Pmts removed \:Y':ill be recorded and tracked to vehicle for which 
they are to be u-;ecl Value of each pmt removed will be noted on 
the inventmy record. 

8. 1.3 .2 The skeleton of the vehicle atler all reusable pmts have been 
removecl or atler camribalization is no longer requirecl will be 
disposed of in accordance with the PLCO directives and FAR 45.6. 

9.0 EXHIBITS 

9.1 Exhibit A- Condition Code 
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9.2 Exhibit B -Form Letter, Request for Disposition of Property 

9.3 Exhibit C- Inventmy Schedule B 
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EXHIBIT A 

For the pmposes of indicating condition of the property? the Federal Condition Codes indicated 
below will be used. Use a combination of a letter and a nmnber (such as Al or F7) or 2letter 
(when salvage or scrap is indicated). 

FEDERAL CONDITION CODES 

Supply Condition Codes 

A. New? u~ecl repaired? or reconditioned prope1ty which is serviceable and issuable to all 
customers without limitations or restriction. Includes material wifh more than 6 months 
shelf-life remaining. 

B. New? u~ecl repaired? or reconditioned prope1ty \Vhich is serviceable and issuable or for its 
intended purpose but restricted from issue to specific units? activities? or geographical areas 
becau~e of its limited usefi.llness or short service-life ex'})ectancy~ :includes material and 
remaining shelf life of tlu-ee to six months. 

F. Economically reparable property which requires repaii, ovedmul, or reconditioning (includes 
repamble items which are mdioactively contaminated). 

R Property which has been determined to be 1.mserviceable and does not meet repair criteria. 

S. Property that has no value except for its basic material content 

Disposal Condition Codes 

1. Unmed-Good. Unused property that is u~able without repairs and identical or 
interchangeable with new items from normal supply somces. 

2. Unu~ed-FaiL Unu~ed prope1ty that is u~able without repairs but is deteriorated or damaged. 
Enough utility remain~ to classify the prope1iy better than salvage. 

3. Unu~ed-poor. Unu~ed prope1ty that is usable without repair but is considerable deteriomted 
or damaged. Enough utility remains to classify the prope1iy better than salvage. 

4. Used-Good. Used property that is u~able without repairs and most of its usefi.:tllife remaim. 

5. Used-FaiL Used prope1iy that is usable \'Vithout repaiis. 

6. Used-PooL Used prope1iy that is u~able \'Vithout repairs? but is comiderably worn or 
deteriorated to the degree that remaining utility is limited or major repairs will soon be 
required. 

4/08/20081/12/200226/11/200214 :rvlay. 2002 125 



DRAFT 
:. Repairs Required-Good. Required repairs are minor and should not exceed 15% of original 

acquisition cost 

8. Repairs required-FaiL Required repairs are considerable and are estimated to mnge from 
16% to 40% of the original acquisition cost 

9. Repairs Required-PooL Required repairs are major because the prope1iy is badly damage(L 
worn., or deterioratecl and are estimated to range from 41% to 65% of original acquisition 
cost 

X Salvage. Property has some value in excess of its basic material content, but repair or 
rehabilitation to use for the originally intended pmpose is clearly impractical. Repair for any 
use would exceed 65% of the original acquisition cost 

S. Property that has no value except for its basic material content 

CONDITION CODES TO BE USED ON THE INVITATION FOR BIDS ARE AS FOLLO\VS: 

L GOOD 
2. FAIR 
... 
,1, POOR 
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EXHIBIT B 

REQUEST FOR DISPOSITION OF PROPERTY 

TO: 

FRO:M: 

Plant Clearance Officer 

Brown & Root Services 
Contmct Nmuber 

DATE: -----

-----------------
Project LOGCAP~ Event 

SUBJECT: Propetiy Disposition Request (Nmuber ____ ) 

Please provide disposition instmctions for the following property. It has been determined there 
is no fiuiher use for the propetiy at tlris location and on this Prqject 

ITE:M CONDITION 
NO. DESCRIPTION PART# CODE QTY UOM U/P TIP 

Property Office representative 
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EXHIBIT C 

INVENTORY SCHEDULE B 
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TAB I (SUBCONTR4.CTOR CONTROL) TO BRO\VN & ROOT SERVICES, LOGCAP, 
PROPERTY CONTROL PLAN 

P.C.- 8J)0(R1) 

SUBCONTRACTOR CONTROL 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITY 

4.0 PROCEDURE 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

INDEX 
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1.0 PURPOSE 

Implement prime contract requirements for subcontJactor control of Govenunent 
propetiy. 

2.0 SCOPE 

Applies to all subcontractors u'5ing Govenunent propetiy in the performance of their 
subcontracts, and to all BRS peismmel respon'5ible for managing and controlling 
Govenunent propetiy. 

3.0 RESPONSIBILITY 

3.1 Subcontractms are accmmtable for managing Govenunent property in their care 
and control in strict accordance with the subcontract 

3.2 The Mateiial Manager, together with the Site Propetiy Administrator and the 
Stibcontract Administrator, are responsible for enforcing effective sribcontractor 
property control at the site/location. 

3.3 Material Control, Warehome, and the Subcontract Administrator shall maintain 
cmrent lists of subcontJactor persmmel authorized to Iequisition and! or receive 
property. Authorized persmmel are responsible for all property ordered, received, 
or used by their representatives. 

3.4 Using contractual authority, the s·ubcontract Administrator assmes Subcontractor 
compliance with prime contJact, fedeial govenunent, US Army, and BRS 
property procedmes. 

4.0 PROCEDURE 

4.1 Subcontractor Control (FAR 45.510) 

Subcontracts that will include the use of Govenunent Propetiy by the 
Stibcontractor will contain appropriate FAR Propetiy flow down clau'5es whereby 
BRS can hold the subcontractor liable. 
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TAB J (REPORTING AND CONTRL\.CT PROPERTY CLOSEOUT) TO BRO\VN & 
ROOT SERVICES, LOGCAP, PROPERTY CONTROL PLAN 

P.C.- 9J)0(R1) 

REPORTING AND CONTRi\CT 
PROPERTY CLOSEOUT 

0.0 PURPOSE 

LO SCOPE 

2.0 RESPONSIBILITY 

3.0 PROCEDURE 

3.1 REPORTING 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

INDEX 

CONTRACT PROPERTY CLOSE-OUT 

4.0 REFERENCES 
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1.0 PURPOSE 

Establish uniform procedures for repmting Govenunent prope1ty in the possession of 
BRS-LOGCAP and Subcontmctors: and closing-out Events and eventually the prime 
contmct 

2.0 SCOPE 

Applies to all BRS peisonnel involved in managing? controlling? repmiing and disposing 
of Govenunent prope1iy. 

3.0 RESPONSIBILITY 

3.1 The Materials Managei? together with the Site/Project Prope1iy Administmtor? are 
responsible for the subsequent closeout of Prqject and Event Govenunent 
Prope1iy Books. 

3.2 The Pmject Property Administrator is Iesponsible for oveiseeing the Prqject 
property control system. This peison prepares? processes? and files all reports 
required for prope1iy under the Event and/or prime contmct 

3.3 lJsi1-.g Cl)111Iach.Ial al.Itll<..)rit)l') tl1e Sl.ibc<..)Jltiact i\d:nritristiat<..)I ass1.u~es Srlbc<)111Iact<..)f 
compliance with prime contract? fedeial govenunent? US Army? and BRS 
property procedures. 

4.0 PROCEDURE 

4.1 Repmting (FAR 45.505 and 45.505-14) 

4.1. 1 LOGCAP assigned Site Pmperty Administrators ensuring proper and 
timely slibmission of all Iepmts including DD t<..)nns 1662? as Iequired by 
FAR or the prime contract? to the Prqject Pwpe1iy Administmtor. 
Assistance is provided by the Project Property Administmtor as required. 

4.1 .2 Additional Govenunent prope1ty reports including the Prope1ty Book are 
required to be Slibmitted in accordance with established procedures and 
are the responsibility of the Prqject Pmpe1iy Aclnrinistrator. LOGCAP 
shall submit all agency and! or contJact requiied reports for Govenunent 
prope1iy within the time period established by the contmct 

4.13 LOGCAP's prope1iy control system shall mmually provide a report 
showing the total acquisition cost of Govenunent property for which BRS 
is accountable? at each location? including Govenunent prope1iy in 
subcontmctor possession. The Prope1iy Administmtor will determine 

4/08/20081/12/200226/11/200214 :rvlay. 2002 132 



DRAFT 
property classifications, but property books/lists are u-;ually broken dm .. :v'll 

into: (FAR 45.505-14) 

A. Land and rights therein: 

B. Other real prope1iy, including utility distribution systems, buildings, 
stmctmes, and improvements thereto: 

C. Plant equipment of$5,000 or more: 

D. Plant equipment ofless than $5,000: and 

E. Leased/rented equipment (optional). 

4. 1.4 The Site Property Administrator shall submit the following to the 
cognizant govermnent Prope1iy Administrator promptly atler completing 
physical inventory: (FAR 45.508-2) 

A. A listing that identifies all discrepancies disclosed by a physical 
inventmy~ 

B. A signed statement that physical invento1y of all or ce1tain classes 
of Government prope1iy was completed on a given date and the 
official property record-; were fmmd to be in agreement except for 
discrepancies repmted. 

4. 1.5 Losses due to su-;pected theft, misme, or abuse, are repmted to the 
LOGCAP Project :tvianager, the Materials Manager, and the Site/Project 
Property Administrator. The Site Prope1iy Administmtor will investigate, 
prepare and forward all required repmts to the Govenunent Conti acting 
Officer and GPA. 

4.2 Contract Propertv Close-out 

4. 2. 1 LOGCAP Prqject Ivianagement monitors contracts approaching 
completion to ensme all prope1iy issues are being worked towards 
resolution. l\1Ianagement assigns responsible person(s) to monitor close­
out, ensl.u-e all required repmts are submitted, any special tooling slibject 
to special tooling clauses are identified to the Govenunent, and that the 
cognizant Government Prope1iy Administrator is promptly notified when 
pending actions on prope1iy related matters are completed. 

4.2.2 Upon termination or completion of a contract, LOGCAP shall perform and 
require all subcontractors to perform a physical inventory of all 
Govermnent prope1iy. This must be done for disposal pmposes, muess 
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DRAFT 
waived by the Govenunent Prope1ty Ach1rinistJator, in writing, when the 
prope1iy is authorized t()r u.;;e on a t()llow on contract 

4.2.3 When disposition of Govemment prope1ty has been completed, the Project 
Property Adnrinistrator will assme: 

A. Disposition of property has been properly accomplished and 
docmnente d~ 

B. Adju.;;tment docmnents, including any request(s) for relieffi:om 
responsibility, have been processed and completed~ 

C. Proceeds from disposals or other prope1ty transaction..;;, including 
adju.;;tments, have been properly ciedited to the contract or paid to the 
Govenunent as directed by the GPA or ACO~ 

D. All questions regarding title to prope1iy fabricated or acquired 1mder 
the contract have been resolved and appropriately docmnented: 

E. The close-out DD Fonn 1662, '"DoD Property to the Custody of 
Contractor," or comparable docmnent prescribed for non-DoD 
agencies, has been prepared and submitted to the GPA~ 

F. The contract Prope1iy Control Data File is complete and ready for 
closme~ and 

4.2.4 The PPA will Iequest the GPA/ACO provide BRS with a copy of the DD 
Form 1593, '"ContJact Administration Completion Record," or equivalent 
form, attesting that 

A. All Govenunent prope1iy provided 1mder the contJact has been 
properly accmmted for~ and 

B. There are no luu-esolved questions related to BRS liability for 
Govenunent prope1iy and!m title to property acquired or fabricated 
1mder the terms of the contJact 

Prime Contract Govenunent Pmperty Clause (52.245-x) 

FAR Pmt45 

BRS Fedeial Govenunent Prope1iy Control Procedmes 
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5.4 BRS Govenuuent Procurement Procedmes l\tlanual 
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TAB K (MOVEMENT OF PROPERTY) TO BRO\VN & ROOT SERVICES, LOGCAP, 
PROPERTY CONTROL PLAN 

P.C.- 10J)0(R1) 

l\tiOVEMENT OF PROPERTY 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITY 

4.0 PROCEDURE 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 
1 June 2002 

INDEX 
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1.0 PURPOSE 

Establish 1.mifonn procedmes for moving Government prope1iy. 

2.0 SCOPE 

Applies to persmmel involved in moving Govenunent property 

3.0 RESPONSIBILITY 

3.1 The Materials Manager is respon~ible for safe, etlective and efficient movement 
of all LOGCAP Govenunent Prope1iy. 

3.2 Warehouse fvlanagers/Supervisors assme Govenunent property under their 
control is properly stored, accounted for, prepared for shipment and moved in an 
efficient manner. 

3.3 Material control is responsible for preparation of shipping docmnents. 

4.0 PROCEDURES 

4.1 All shipments or moving of Govenunent P10perty nm~t have proper authorization 
and docmnentation. The Responsible Property Holder \ov'illnotify the Site/Project 
P10pe1iy Aclminishator before equipment is moved oti-site. The Site/Prqject 
Prope1iy Adminishator is responsible for ensming that all Govenunent Property 
moves are authorized. 

4.2 All Govenunent Prope1iy shall be moved in a safe mmmer that ensmes adequate 
protection fi:om the elements, thetl, and other hazards. The material to be moved 
shall be protected to include packing, covering, slcidding, utilization of proper 
hancUing equipment 

4.3 Govenunent prope1iy shall be preserved, packaged, marked, shipped and 
docmnented in accordance with the applicable requirement of the contract 
Blocking, bracing and cmting practices should be strong enough to withstand the 
abuse it will receive from the mean..;; of han.~pmtation utilized. Considemtion 
must be given to the cargo being hanspmted, distance of travel and the method of 
tJanspmt. This will assist in determining the extent ofblocking, bracing and 
cmting required. 

4.4 The prope1iy control system shall provide the t"l)llowing int()rmation regarding 
shipments of Govenunent prope1iy (on DD Form 1149,DD Form 1348-1,SF-364 
or other agency specified shipping docmnent): 
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A. identity of shipment, such as shipping doc1.unent or bill of lading 

munber~ 

B. origin of shipment 

C. BRS Prqject LOGCAP event name and location~ 

D. Destination 

E. contents (items in the shipment)on shipping docmnents~ 

F. quantity stripped~ 

G Government identification or tag munber, if applicable. 

R acquisition cost if available. 

4.5 In the event ofloss or damage dming movement, prqject willnoti~~ the 
Site/Pwject Property Adnlinistrator as prescribed in Property Control Procedme 
P.C.- 05J)0(Rl). The Site/Prqject Achllitlistrator will investigate, prepare and 
slibnlit the required LDD docmnents. 
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TAB L (TOOL ROOM OPER~TION) TO BRO\VN & ROOT SERVICES, LOGCAP, 
PROPERTY CONTROL PLAN 

P.C.- 1LOO(R1) 

TOOL ROOM OPERATION 

1.0 PURPOSE 

2.0 SCOPE 

3.0 RESPONSIBILITIES 

4.0 PROCEDURE 

5.0 EXHIBITS 

SOP # LOGCAP PCP 
Page Index 

DATE EFFECTIVE 
1 .hme 2002 

SUPERSEDES DATED 

INDEX 

4. 1 Exhibit A- Damaged/Defective Tool F onn 

4.2 Exhibit B- Damaged/Defective Tool Form Continuation Sheet 

4.3 Exhibit C-Lost Tool Repmt Form 

4.4 Exhibit D- Lost Tool Repmt Continuation Sheet 

4.5 Exhibit E- Material Request (Tool Room Use Only) 
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1.0 PurJ)OSe 

To establish an etlective Tool Room prope1iy accotmtahility system for the issuance, 
tracking, and collection of items store(l or issued from the BRS Tool Room. 

~-

2.0 ScOJ)e 

This procedme applies to all peismmel issuing, u-;ing, handling and/or having cu-;tody of, 
or responsibility for, prope1iy being stored, or issued from the BRS Tool Room. 

3.0 ReSJ)Onsibilities 

3.1 The Materials l'vianagei is responsible for providing qualified peismmel to 
perform the variom tasks associated with the operation of the BRS Tool Room. 

3.2 The Warehouse :tvianagei/Supervisor is to ensme all property stored in the BRS 
Tool Room is properly cared for, protected, and accmmted for in accordance \'Vith 
the guidelines set fmih in tlris proce(hu-e. 

3.3 Tool Room Attendants are responsible for the docmnentation and sec1.u-ity of all 
items stored and issued fi.-om the BRS Tool Room. 

3.4 Depmtment :tvianageis and Supervisors are to ensme Govenunent Prope1iy 1.mder 
their control is used only for its intended pmpose and properly maintained. 

4.0 Procedure 

4.1 Issuing Prope1iy items for daily or long term u-;e. 

4.1. 1 Dmable/Retmnable and GP, or Etch Nmnbered Items. 

4.L1J May only be signed for by either a BRS Ex'})atriate or Designated 
Host Cmmtly National (HCN). 

4.LL2 The peison signing for the prope1iy is responsible for issuance of 
the items to lris/her work crew. 

4. L L3 The individual signing for the property retains respon-;ibility for 
all items that he/she has signed for 1.mtil they are tmned back into 
the Tool Room or transferred to another employee. 
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4.LL4 Each employee accepts responsibility for the items in their 

possession, this includes those Govenunent Property items signed 
for on their Employee Status Repmt. By accepting this 
responsibility they en~l.U'e that the items are used in the 
performance of the contJact, properly cared for, protected, and 
seemed \Vlrile in their possession. 

4. 1. 1.5 Damaged tools/ equipment must be returned to the Tool Room and 
a Damaged/Defective Tool Form is to be completecl signed by 
their Supervisor, and processed tlu-ough fvlaterials. 

4.1 .2 Personal Protective/Safety Issue Items 

4.1 .2.1 Employees will be provided the necessary personal protective 
equipment required in performing their daily job duties :in 
accordance with local laws, safety requirements, and job 
classifications. 

4.1 .2.2 The Tool Room will maintain an accmmt file for each employee 
and will request that these accmmts be reconciled with the 
employee or their supervisor upon termination of the employee's 
employment 

4.1 .2.3 If an employee requests a replacement ch1e to damage or normal 
wear, the original must be visually in~ pee ted by the Tool Room 
Attendant 

4.1 .2.4 If a replacement is requested became the original has been lost or 
destroy eel a Lost Tool Report will be completed, and signed by the 
individual's Department Supervisor and Manager. The Tool Room 
then processes the Lost Tool Report to the Project Manager for 
final approvaL The Lost Tool Repmt is to include, but shall not be 
limited to, an explanation regarding the circmnstances smrmmding 
the loss/destmction prior to issuance of a replacement item. 

4. L3 Consmnable Items 

4. 1.3. 1 Consmnable items are items that are consmned dming use and are 
not expected to be retmned to the Tool Room. Examples of these 
items include, but are not limited to, batteries, sandpaper, paint 
bn1~hes, ch-ill bits, saw blades, etc. 
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4. 13.2 These items are accmmted for by iss·ue on a daily consmnahle fcnn 

or (automated) stock record, and are signed for by a BRS 
Employee. 

4 -:.> Timtsfers and Demobilization of Employees 

4.2J When an employee is permanently tlansferred to another work site and 
they are taking tools and equipment with them, it is the individual's 
responsibility to ensme the Tool Room is notifiecL 

4.2.2 The Tool Room will prepare a file for tJmt-;fer, if requiied, and forward 
tlris to the receiving location Tool Room for creation of the employee's 
accmmt The employee is responsible for ensming that all items listed on 
theii accmmt are actually in their possession. All losses will be promptly 
reported to the Tool Room upon occmrence. 

4.23 When processing to demobilize fi.-om the prqject site, an 
employee must be cleared tlu-ough the Tool Room. No clemance will be 
signed 1mtil the employee has retmned, or transfenecl all tools/equipment 
for which he/she is respon-;ible for and/or the proper Damage/Defective 
Form or Lost Tool Report(s) have been completed. 

4.2.4 Exceptions to the demobilization or out processing process will be made 
011 a case by case basis as approved by the Cmm:tly Project Manager. 
Such exception-; may be caused when an employee is demobilized or 
tJansferred while out of the Cmmtry. 

4.3 Calibration of Tools 

• Specialty tool items such as torque wrenches, multi-meteis, and test 
equipment require calibration checks at ceitain time periods, or as per 
regulations, according to the pmticular tooL 

• The Tool Room will identify all items falling into tlris category and 
will provide them to the US Army TMDE laboratory for entering into 
their database. 

• Upon Ieceipt of an item requiring calibration the item will be sent to 
the TMDE labmatmy fm initial calibration, and once the item is 
certitiecl it is available for issue. 

• The Tool Room will request a calibration tl)Ol report from the T:rviDE 
lahoratmy to include the last calibration date, next date due for 
calibration, and any deficiencies repmted against any item. 

• Quality Assmance/Quality Control will perform Iandom checks to 
ensme compliance \:Vith the calibration process. 
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4. 4 Validation of Employee Status Reports 

• Tool Room Employee Status Repmts (Hand Receipts) are to be printed 
at least twice a year for validation by the employee. 

• Employees are responsible for accmmting f(lr all items on their 
Employee Status Repmt and shall acknowledge accmmtability of those 
items to the Tool Room. 

• All items not accounted for shall be promptly reported to the Tool 
Room. 

4.5 Record Keeping 

5.0 EXHIBITS 

• The Tool Room will maintain a database in electronic format to track 
tools assigned to employees on a long term basis. 

• Tools checked out of the Tool Room t(lr longer than 24 homs will be 
considered long term 

• The database should be capable of recording inventory quantities on 
hand and total quantities issued. 

• The iss·ue transaction histmy will enable Tool Room employees to 
view dmable items, cmrently signed out against any BRS employee, 
by name or badge munber. 

• Pe1'ioclic validations of these employee accmmts are necessmy to 
ensme good accmmtability 

5. 1 Exhibit A- Damaged/Defective Tool Form 

5.2 Exhibit B- Damaged/Defective Tool Form Continuation Sheet 

5.3 Exhibit C-Lost Tool Repmt Form 

5.4 Exhibit D- Lost Tool Repmt Continuation Sheet 

5.5 Exhibit E- Ivlaterial Request (Tool Room Use Only) 
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EXHIBIT A 
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EXHIBIT B 
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EXHIBIT C 
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EXHIBIT D 
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EXHIBIT E 
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TAB M (GLOSSARY OF TERMS) TO BRO\VN & ROOT SERv1CES, LOGCAP, 
PROPERTY CONTROL PLAN 

GLOSSARY OF TERNIS 

ACCESSORY ITEM 
An item which is added to a tool or piece of equipment to enhance its ability to perform 
a specific ii.mction. It has no u~e as a tool itselt: and is not essential for the tool to operate. (FAR 
45.5011 

ACCOUNTABILITY 
The obligation of an :individual officially designated with Iespect to a specified activity to 
maintain recmds or item balances and! or dollar value in accordance \'Vith a prescribed system 
showing authorized debits, credits, and available balances on hand or in use by such activity. 
The record~ so maintained will be referred to in geneial"recmd~ of accmmtahility." These 
records will be in stock record accounts or prope1ty books (including "hand receipts") according 
to prescribed standard~. These records may also include ce1tain categories of excess and smplu~ 
prope1iy in cu~tody of property disposal officers 1.mder standard~ set fmih in Prl~ject regulation~. 

AGENCY-PECULIAR PROPERTY 
Government-owned personal prope1iy that is peculiar to one agency (e.g., military or space 
propeity). It excludes Govermnent material, special test equipment, special tooling and facilities. 
(FAR 45.301) 

AUXILIARY ITEM 
An item without which the basic mrit of plant equipment cannot opeiate (FAR 45.50 1), such as 
motors for pmnps and maclrine tools. 

BULK MATERIAL 
Bulk Material is defined as material such as Rock, Sand, Concrete, and like material that is 
order eel delivered, and received in bulk quantities. 

BULK DELIVERY TICKET (BDT) 
The Bulk Delive1y Ticket is a 5-part preprintecl serialized form provided by BRS for the receipt 
of bulk materials (see exhibit E). 

CANNIBALIZE 
Removing serviceable pmts or components fi-cm 1.m~erviceable prope1iy for the pmpose of 
reutilization. 
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COivHviAND RESPONSIBILITY 
The officer or civilian employee in permanent or temporary conunand of an installation or major 
activity has command responsibility of the sec1.uity of all public propeliy ofhis command 
whether in use or in storage. Such command responsibility extends to a thorough observation of 
the activities of his subordinate and the enforcement of all secmity and accotmting requirements 
by appropriate ach1rinistJative or disciplinmy measures >'vhere necessary. 

CONDITION CODE 
The alphabetical or alpha-munerical designation indicating the condition of property. 

CONSUMPTION 
The process of incorporating Government pn:'Jj)eliy, of the material or agency peculiar 
classification, into an end item or otherwise cons1.mring it in performance of a contmct 

CONTRACTOR-ACQUIRED MATERIAL (CAlvi) 
That material pmchased or leased by the contJactor for performance of the contJact Also see 
defi1rition of"materiar. 

CONTRACTOR-ACQUIRED PROPERTY (CAP) 
Property acquired or otherwise provided by the contJactor for perfornring a contJact and to wlrich 
the Govenunent has title. (FAR 45.101) 

CONTROLLED EXPENDABLES 
Normally items classified as "expendable" but having chamcteristics which require they be 
identified, accounted tl)f, secured or hancUed :in a special manner to emure their safeguard. 

CONTROLLED SUBSTITUTION 
Removing serviceable pmts or components fi·om a serviceable property item in order to repair a 
like item. 

CUSTODIAL ITEt-d 
GFM or CAM with 1.ulit price $200.00 or less wlrich may not be incorporated into or attached to 
a deliverable end item. or consmned and/or expended in perf(xnring a contmct (e.g. tools and 
small equipment, mritl1m1s, safety equipment, etc.)." (DC:tviAI Letter para. 5 .d., 10 Feb 95) 

CUSTODIAL RECORDS 
Written memmanda of any kind, such as requisitions, issue hand receipts, tool checks, stock 
record books, or computer genemted records med to control items issued from tool cribs, tool 
rooms, and stockrooms. (FAR 45.45.501) 
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Damaged/Defective Tool Repmt 
A form must be completed in detail by BRS employees who signed a (automated) stock record 
for Govenunent Prope1ty, which has been damaged or is defective. 

Designated H CN 
An HCN who has been identified in writing, as an individual who is authorized to sign an 
(automated) stock record for certain property issued by the Tool Room 

DISCREPANCIES INCIDENT TO SHIPMENT 
All deficiencies incident to shipment of Govenunent property to or from a contractor's facility 
whereby ditlerences exist between the property pmported to have been shipped and property 
actually received. Such deficiencies include loss, damage, destmction, improper status and 
condition coding, errors in identity or classification, and proper consigmnent (FAR 45.501) 

EXCESS IviATERIAL 
Material which is in excess of cmrent requirements having no anticipatedu-;e but which may 
have recoverable value beyond its scrap content 

EXPATRIATE (E1<.:pat) 
BRS Persmmel working overseas, away from their Home Cotmtry. 

EXPEND ABLE SUPPLIES 
A special classification f()r use in program expense accmmting activities which encompasses 
non-exvendable supplies valued at less than $200 per item and all expendable s1.1pplies. This 
classification will not be con-;tmed to alter existing requirements for maintenance of station 
property book records of non-ex'})endable supplies. 

EXPENDABLE SUPPLIES AND :tviATERIALS 

Items which are consumed in u-;e, such as anummition, or which lose their identity, such as 
certain repair parts, or which are low intrinsic value 1.mwmthy of full accounting procedmes. 
Supplies which are consmned in u-;e, such as mmmmition, paint, fuel, cleaning and preserving 
materials, smgical dressing, dmgs, medicines, etc., or which lose their identity, such as spare 
pmts, etc. Sometimes referred to as "consmnable supplies and materiaL" 

Expenda.ble items, as applied to repairs and utilities operation-;, or construction activities, are, 
therefore, dropped from accmmtability. 
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FACILITIES 
Property used for production, maintenance, research, development, or testing. It includes plant 
equipment and real prope1iy. It does not include material, special test equipment, special tooling, 
or agency-peculiar prope1iy. (FAR 45.301) 

GOVERN:t·dENT-FURISHED EQUIP:t·dENT (GFE) 
Tools, equipment, and other property not consmned in the performance of the work, provided by 
the govenunent to the contractor for performance of contract 

GOVERNMENT-FURNISHED MATERIAL (GFM) 
The prope1iy (material) consmned in the performance of the work, fi.unished by the Govenunent 
to the contractor for performance of the contract 

GOVERNMENT -FURNISHED PROPERTY ( GFP) 
Property in the possession of or directly acquired by the Govenunent and subsequently made 
available to the contractor. (FAR 45. 1 01) 

GOVERN:tvlENT MATERIAL 
Government prope1iy which may be incorporated into or attached to an end item to be delivered 
or otherwise made available to the contractor. 

GOVERNMENT PROPERTY 
All prope1iy owned by or leased to the Government or acquired by the Govenunent lmder the 
terms of the contract It includes both Govenunent-fi.un:ished prope1iy and Contractor acquired 
prope1iy to which the Govenunenthas title. (FAR 45.101) 

GOVERNMENT PROPERTY ADMINISTRATOR (GPA) 
An authorized representative of the contracting officer assigned to administer fhe contract 
requirements and obligations relating to Govenunent property. (FAR 45.501) 

HAND RECEIPT 
Is a signed docmnent acknowledging acceptance of responsibility for items of property listed 
thereon which are loaned or issued for use and are to be returned. 

HAZARDOUS AND/OR DANGEROUS MATERIALS 
Hazardous materials consist of e:xvlosives, fianunable substances, toxic chemicals, somces of 
ionizing radiation or radiant energy, oxidizing material, corrosive material, compressed gases, 
any compmmd mixtme, element or material \Vhich, becau~e of their Jl<ltmes, are hazardou~ to 
store and! or ll<lndle. Dangerous materials are any materials which, lmder conditions incident to 
transpmtation, are liable to cau~e fires, create seriou~ damage by chemical action, or create a 
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seriou~ transpmtation hazard. They include ex'})losives, t1anunable, corrosives, comlm~tibles, 
oxidizing materials, poisons, compressed gases, toxic, 1.mduly magnetic materials, defensive 
biological agents, and radiological. 

HOST COUNTRY NATIONAL (HCN) EJVfPLOYEE 
For the purposes of tllis procedure and performance on this contract, is a peison whose home 
countly is within the Theater of Opemtions in which we may establish support for this contmct 

INDIVIDUAL ITEM RECORD 
A separate card, fonn, docmnent or specific line(s) of computer data mecl to acco1.mt for one item 
ofproperiy. (FAR 45.501) 

INDUSTRIAL PLANT EQUIPMENT (IPE) 
Identified as plant equipment in Fecleial stock group 34 with acquisition cost of $15,000 and 
more, u~ecl for cutting, abrading, grinding, shaping, forming, jointing, heating, treating or 
otherwise altering the physical properties of materials, components, or end items entailed in 
manufactming, maintenance, supply, processing, assembly, or research and development 
operation~. 

INSTALLED PROPERTY 
Those items of equipment and fi.mlisllings which are required to make the facility u~eable and 
are affixed as permanent parts of the structme. Equipment which in non-portable becau~e of 
built-in configuration, weight and size, making the removal of such equipment impossible 
without building or stmctmal disassembly. 

INVENTORY 
The same as property. (2) the material stocked in the warehouse or in the computer files for order 
purposes. (3) The act of finding, cmmting, or accmmting for the prope1iy at a site. 

INVENTORY ADJUSTlVIENT REPORT (IAR) 
A stock record acco1.mt listing propeity which cmmot be located by a physical inventmy and 
which is actually missing because of minor losses tluough hancUing or 1.mdiscovered posting 
errors, may be adjusted by mean~ of an IAR. An IAR may be used if research indicates that the 
loss of an item is attributable to normal opemtions and there is no :indication that negligence is 
inv ol v eel. 

INVENTORY RECONCILIATION 
A match between depot cmmts/cu~todial records and the accmmtable record to identifY and 
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aclju~t accm.mtable record when in disagreement with physical co1.mt docmuents/custodial 
records. 

LACK OF GOOD FAITH 
Fail me to honestly cany out a duty, including gross neglect or disregard of the terms of the 
Government property clause or of appropriate directions from the GPA. Examples are a fail me 
to establish and maintain proper training and supervision of employees, or fail me to apply 
adequate controls to ensme compliance with contmct terms. (FAR 52.245-5) 

LOST TOOL REPORT 
A form must be completed in detail by BRS employees who signed a (automated) stock record 
for Govenuuent Propelty, which has been lost or stolen. This docmuent is suppmt 
docmuentation for the LDD that must be submitted by the Site Property Aclministmtor to the 
GPA. 

MANAGERIAL PERSONNEL 

Includes the contmctor's directors, officers, and any of the contmctor's managers, 
superintendents, or equivalent representatives who have supervision or direction of 

All or substantially all of the contmctor's bu~iness. 

All or substantially all of the contmctor's opemtion at any one plant or sepamte location at which 
the contmct is performecl or 

A sepamte and complete major industrial opemtion with perfonning this contmct. This u~ually 
refers to the top person in charge of a plant location and is normally the chief executive officer or 
a vice president or general manager. (FAR 52.242-2 and 52.245-5) 

MATERIAL 
Property that may be incorporated into or attached to a deliverable end item or that may be 
consmued or ex'})ended in performing a contmct. It includes assemblies, components, pmts, raw 
and processed materials, and small tools and supplies that may be consmned in performing a 
contmct. (FAR 45.301) 

NON-EXPENDABLE PROPERTY 
Is defined as non-con~muable property having a value ofUS$450 or more or which by its nature 
is subject to pilfemge. Examples of such items are, cam em equipment, computer equipment and 
electrical appliances. 

NON-PERMANENT MATERIAL 
Expendable and non-expendable property/materialu~ed in providing tempormy suppmt to the 
constmction of the permanent site. 
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OBSOLETE MATERIAL 
Material which becan-;e of Engineering changes (initiated either by the Company or invoked by 
the Customer) and/or improved method-;, has no further value to the Company. 

OTHER PLANT EQUIP:tviENT 
Consists of supplies which do not meet the criteria of "capital property" but cmmot be classified 
as "expendable." 

PERMANENT :tviA TERIAL 
Expendable and non-expendable property/material n-;ed in the construction/ in-;tallation of 
permanent facilities. 

PLANT EQUIPMENT 
Personal property of a capitalnatme (including equipment, machine tools, test equipment, 
fmnitme, vehicles, and accessories and amciliary items) for n-;e in manufactming supplies, 
performing services or for any administrative or general pmpose. It does not include special 
tooling, or special test equipment (FAR 45.101) 

PROPERTY 
As used in this procechu-e, means all property, both real and personaL It includes facilities, 
material, plant equipment, special tooling, special test equipment, and agency-pecltliar property. 
(FAR 45.101) 

PROPERTY BOOK 
A consolidated report or listing consisting of individual item record-; and smrunary stock record-; 
which provides financial accmmting for Govenunent-owned property (equipment) in the 
contractor's possession. (FAR 45.505(b)) 

PROPERTY CONTROL SYSTEM 
The contractor's Government approved system to control, protect, preserve and maintain all 
Govenunent property in it's possession. (FAR 45.502) The system shall be subject to internal 
control standards and be supported by property record-; for such prope1ty. (FAR 45.505(b) It 
must be capable oflocating any item of Govenunent property within a reasonable time. (FAR 
45.505g) 

PROPERTY IviANAGE:rviENT PROGRAM 
The combination of computer programs n-;ed by Brown & Root Services to track and control all 
govenunent property. 
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PROJECT PROPERTY ADiviiNISTRATOR 
The peison designated by Brown & Root Services to have prime responsibility for all BRS and 
Govenunent propetiy assigned to a contract 

PROPERTY RECORDS 
A perpetual inventory record \Vlrich shows by nomenclatme all information required by the FAR 
and the Contmct, to be kept by Brown & Root Services. It may be w1itten records, or computer 
files, or both. 

REAL PROPERTY 
Means land and rights inland, grmmd improvements, utility distribution systems, and buildings 
and other structmes. It does not include foundations and other work necessary for installing 
special tooling, special test equipment, or plant equipment (FAR 45.101) 

RESPONSIBILITY 
Is the obligation of an individual with Iespect to the propeity custody, care and safekeeping of 
government property entrusted to his possession or his supervisor. 

SALVAGE 
Property that, because of its wom, damagecl cleterimated, or incomplete condition or specialized 
nature, has no reasonable prospect of sale or u~e as seiviceable propetiy without major repaiis, 
but has some value in excess of its scmp value. (FAR 45.501) 

SCRA.P 
Peisml<ll property that l1.a.s no value except for its basic material content (FAR 45.50 1) 

SENSITIVE ITEivi 
Pmpeity which, by its 11.atme, u~e, opemtion, or susceptibility to pilfemge, requires additim1.al 
protection and controL 

SHIPPING DOCUMENT 
Docmnent \Vlrich e1mcts the transfer of an item between the consignor and the consignee. 

SITE PROPERTY ADtviiNISTRATOR 
The peison desig11.ated by Brown & Root Services at the Project site to have prime responsibility 
for all BRS and Govermnent propetiy assigned 1.mder contmct to a Prl~ject site. 

4/08/20081/12/200226/11/200214 :rvlay. 2002 156 



DRAFT 
SPECIAL TEST EQUIPMENT 
Either single or multipmpose integrated test mrits engineered, designed, fabricatecl or modified 
to accomplish special pmpose testing in performing a contract It consists of items m assemblies 
or equipment that are interconnected and interdependent so as to become a new ftmctional entity 
for special testing pmposes. It does not include material, special tooling, facilities (except 
foundation.;; and similar improvements necessmy t'l1r installing special test equipment), and plant 
equipment items med t'l1r general plant testing pmposes. (FAR 45J 01) 

SPECIAL TOOLING 
Jigs, dies, fi.xtmes, mold.;;, patterns, taps, gauges, other equipment and manufactming aids, all 
components of these items, and replacement of these items, \Vlrich are of such specialized nature 
that without substantial modifications or alterations their use is limited to the development or 
production of pmiic"ular supplies or pmts thereof or to the pert'lmnance of pmiicular services. It 
does not include material, special test equipment, facilities (except foundations and similar 
improvements necessary t'lx in.;; tailing special tooling), general or special machine tools, or 
similar capital items. (FAR 45.10 1) 

STOCK RECORD 
A perpetual inventory record which shows by nomenclatme the quantities of each item received 
and issued and the balance on hand. (FAR 45.501) 

SUMMARY STOCK RECORDS 
Property record.;; (valued 1mder $5,000), identitied by and consolidated 1mder an assigned stock 
munber (NSN or local), which contain the data elements required by FAR 45.505-1 & 2 
(DCf'dAI Letter 10 Feb 95, para 5~ and FAR 45.505-5(a)) 

TAG NUMBER 
A se1'ial munber assigned by the contractor tl1r property identitication, inventmy control and 
propetiy management 

UNSERVICEABLE 
Property which has become 1mecononrical to repair or which needs to be removed from site t'l1r 
repmL 

UTILIZATION 
The process of using fu.cilities, special tooling, special test equipment, and agency-peculiar 
propetiy t'lx the pmpose for which ftmrished or acquired. 
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DRAFT 
WILLFUL :tviiSCONDUCT 
Includes eithei a delibemte act oi failme to act that cau~es or results in loss, damage, or 
destruction ofGovennnent prope1iy. (FAR 52.245-5) 

WORK-IN-PROCESS 
l\tlateiial that has been released to manufactming, engineering, design or other services lmder the 
contract and includes lmdelivered manufactmed parts, assemblies, and products, either complete 
or incomplete (FAR 45.501). 
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Brown & Root Services 
A Division of Kellogg Brown & Root, Inc. 

Safety and Health Plan 

Section 3- Statement of Safety and Health Policy 

A PURPOSE 

I 
Logistics Civil Augmentation 
Program (LOGCAP) 

To describe the Brown & Root Services (BRS) Health. Safety and Environmental (HSE) policy. 
principles. and objectives. 

B. POLICY 

BRS will ensure a safe. healthy and environmentally friendly work place for all Company employees 
and to those who work with the Company by continually reducing accidents. injuries. illnesses and 
environmental incidents. 

C. PHILOSOPHY AND PERFORMANCE PRINCIPLES 

1. Management believes safety can no longer be viewed as a priority that can be ranked in a vertical 
order of importance but must be looked upon as a value that is inherent in every part of our 
operation. Further. we believe our most important assets are the people who perform the work and 
nothing is more important than providing a safe and healthful environment in which to work. 

2. In carrying out this policy. it is clear the only acceptable level of performance is to be "Incident 
Free" on all of our worksites each and every day. We believe that such performance is achievable 
with full commitment and diligent effort by each and every employee in the business unit. 

3. Creation of an "Incident Free" environment within our business unit requires a thorough 
understanding and complete acceptance of the following principles: 

a. Employee safety and health. as well as protection of the environment. must be viewed as 
values we hold that adhere to every facet of our operation. HSE must not be viewed as a 
priority that can be arranged in order of importance when others bring pressure to bear to place 
more importance on another aspect of our business. 

b. HSE leadership creating an "Incident Free" business unit must exist independent of individual 
personalities or single objectives. 

c. Only projects free from incidents and the resulting injuries or environmental damage can be 
expected to be consistently productive and profitable. The only acceptable performance is 
"Incident Free". 

d. Each and every employee must. regardless of position. accept and wholeheartedly execute their 
responsibility for HSE. 

e. Through proper training, planning and compliance with state of the art HSE processes and 
practices. all accidents can be prevented. 

I Section 3 -statement of Safety and Health Policy Page 1 of3 



Brown & Root Services 
A Division of Kellogg Brown & Root, Inc. 

Safety and Health Plan 

Section 3- Statement of Safety and Health Policy 
I 

Logistics Civil Augmentation 
Program (LOGCAP) 

f. Wth proper planning and foresight. all project hazards can be eliminated before an accident can 
occur. 

D. OBJECTIVES 

1. We will maintain a prevention-based process for HSE that results in the Company being the 
recognized leader in the safe engineering, construction. operation and maintenance of plants for all 
clients. Management recognized its responsibility for promoting the highest standards of HSE and 
is committed to developing and maintaining appropriate systems. procedures and plans to achieve 
the mission and objectives of this policy. Specifically, we are committed to the following objectives: 

a. To continually reduce accidents. injuries. illnesses and environmental incidents with a goal of 
being incident and injury free and set meaningful HSE performance targets that are measurable 
and monitor progress against these goals for continuous improvement. 

b. To be a recognized leader in HSE performance. both in our work place. in plant design. by our 
clients. the general public. and applicable government agencies. 

c. To encourage a sense of public spiritedness in regard to the environment. in our employees. 
clients. subcontractors. and suppliers. 

2. The Company will comply with all HSE laws and regulations and will manage environmental 
performance in a manner similar to our health and safety performance. To ensure employee HSE 
performance in all areas of operations. management at every level is committed to the following 
actions: 

a. Provide suffident resources and training where required to ensure a high level of HSE 
performance and to foster HSE awareness and responsibility. 

b. Make HSE excellence an uncomprom1s1ng value in the design. construction. 
operations/maintenance. and management of our projects. 

c. Support efficient development and use of natural resources and practice conservation of these 
resources. 

3. Management. staff and supervisory personnel set the stage for "Incident Free" performance by 
their commitment and way of being about safety. 

a. Personnel in these positions must be accountable for uncompromising support of the process 
and must never present any circumstance as an exception to their commitment. 

b. Personnel in these positions shall go out of their way to acknowledge positive performance. to 
find potential for process improvements. to elicit feedback on the safety process for each and 
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Safety and Health Plan 

Section 3- Statement of Safety and Health Policy 
I 

Logistics Civil Augmentation 
Program (LOGCAP) 

every employee and to ensure the dignity and respect of each and every employee are not 
compromised. 

c. By enthusiastic support and implementation of this policy. an environment can be created in 
which all accidents can be prevented and our goal of "Incident Free" is a daily reality. 
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BRS HR Processing Procedures 

Staffing and Sourcing 

• Advertising: Rtm appropriate ad~ to cater to the positions (See staffing pl<m) 
• Career Fairs: Schedule and attend appropriate Career fairs (See staffing plan) 
• Networking: Establish appropriate networks to be able to attract passive 

candidates. 

Processing Resmnes 

1) Receive resmnes via: fax, e-mail, or mail 
2) RecruiteiiHR \\'ill review and ClassifY resmne by its job family/title 
3) File resmne by job family/title by HR 

Notice to Process/Rough Order ofJ\IIagnitude 

1) When a notice to proceed is approved by the client the recruiter will identity 
candidates from what the Rough Order oflvlagnitude has approved. 

2) Recn:riter \\'ill review/evaluate candidates skill sets against the ROM 
3) The Recn:riter will interview the Candidate to confinn: 

a) Skill set 
b) Make sme the candidate meets the minimal qualifications 
c) Check for ce1iifications 
d) Get letter of recommendations 
e) Ve1ify references 
t) Check tlanscripts ofmilitmy lristory/DD214 

• The Recruiter will go over Salaries, uplitls, benefits, scope of work, and terms 
their Contract 

4) Recn:riter then should give Iris/her Candidate recommendation~ to hiring authority 
5) Hiring Manager has the option of making a lriring decision based on Recn:riters 

reconunendations or asks for a second inte1view. 
6) \\il1en lriring f'danger makes a decision on Candidate selection the Recn:riter will 

notifiy the Candidates. All Candidates that were not selected will be recycled 
back into the resmne pooL 

7) Recn:riter \\'ill fill om Personnel data sheet for selected Candidates and stmt a 
persmmel folder on the Candidate. 



Pre- Houston Process information and A.rrangements 

1) HR will contact Hallibmton tmvel to make travel anangements foi the Candidate 
to Houston and designated co1.mtry. Hallibmton travel agent number is provided 
on contact number sheet 

2) HR will then get confinnation on the travel itineiary and send to Candidate, HR in 
the designated country, and put in folder 

3) HR will contact Cll'eenspoint l\!Ianiott representative to make hotel anangement 
foi Candidates. Additionally HR \:Y'ill receive a confinnation for the Reseivation 
from Greenspoint Ivlaniott hotel Iepresentative and put it in Candidates folder. 
Greens Point Marriott representative an phone munber is lc>eated on contact 
munber sheet 

4) HR will anange for Cll'ound transportation tlrrough action rentals or other means. 
Contact munber to be provided on contact sheet 

5) Compete the request fcrr Military DEERS badge and send it to? 
6) Fax or E-mail the request for Medical screening to Jeanne Sander or Josh Houston 
7) Inf'l)rm Corpmate Secmity we will need a secmity briefing for designated countly 
8) Inform Employee relations that we will need a Sexual hmassment briefing for all 

Candidates 

DAY ONE FOR PROCESSING 

Day one ALL Candidates will aHive in Houston and will attend a Welcome aboard 
meeting put on by a designated HR Rep. 

• This Welcome aboard meeting will :include but not limit to the follow sul~jects 
and events 

• Scope of\Vork for the Prqject 
• Mission 
• Expectations of the Employees while in Houston and on the prqject sight 
• They will be given their medical packet (Medical packets IviUST be filled out 

before they repmt to Ivledical) and personnel packet 
• Itineimy for processing will be issued 

DAYT\VO 

All Candidates will be picked up by gro1.md transportation and taken to bldg 19 Clinton 
Drive fm Medical Processing 
(If group is big enough hmch will be provided foi them at bldg 19) 
Atlei medical screening is completed at BLDG 19 candidate will take grmmd 
transpmtation to OCCUCARE for a chest x-my and if requirecl a HIV test 

Atler Medical Screening is completed grmmd transportation will take all Candidates back 
to the hoteL 



DAY THREE 

Day tlu-ee grmmd tnmspmtation will pick up all Candidates to take them to get their 
ID's done. Candidates mu-;t have their DD-1172-2 (DEERS BADGE) form with 
them to get their Militmy IDs. 

DEERS badges will be processed at the Army Reserve center oti of old Spanish traiL 
Candidates mmt present a form ofiD and the DD-1172 to the gate guard 

Candidate will then proceed to badgeing station and report to X:XXXXXX 

Atler DEERS badgeing is completed, Candidates will go to the Micky Leeland 
Fedeial building to get passports or Passpmts updated. They \vill report with Passport 
infcrnnaticnL 

Atler passpmis are completed, candidates will then take grmmd transpmtation to 
Clinton Dr. to tmn in DEERS badge to HR Rep 

Break for hmch 

Atler hmch Candidates will then be required to go tluuugh Sexual harassment/EEO , 
Secmity, and benefits briefings. 

• Secmit:y briefing will be done by Corporate Secmity (see contact sheet) 
• Sexual Hamssment/EEO will be done by Employee Relationo;(see contact 

sheet) 
• Benefits will be done by Cigna (see contact sheet) 

Atler briefings are completed all Candidates will fill om pre-employment packet with 
an HR Rep. Once HR rep has all completed packets Candidates can take grmmd 
transpmtation back to the HoteL 

DAYFOlJR 

1) Safety Biiefings will be given HSE peismmel or HR Rep: Contact Kevin Rice to 
schedule safety briefing. See contact list 
2) Procmement issues Safety Gear and any other site or Position specific gear. Don 
Gavin is the Pmcmement point of contact See Contact list 
Hand out travel paperwork and Identification needed for travel: 

• Passports 
• Militmy ID Tiavel Ordeis 
• HIV results (If needed depending on contract) 
• Cash Advance (If needed) 



• Copy on Contract 
• Addenchun: The Addendmn must be signed and retmned to an HR Rep. 

Employee will then take Maniott ground transpmtation to Airpmt to depmt for 
designated cmmtly. BRS will reimbmse all Candidates for excess luggage up to but not 
exceeding 40 lbs 



Brown & Root Services 

LOGCAP 

QUALITY ASSURANCE PLAN 

Contract Nu1nber: DAAA09-02-D-0007 

BRS Prot.rietarv Data-Sotn'ce Selection Information-See FAR 3.104 

NOTE: In addition to 1n·otection under Federal Acquhition Regulation 3.104) this docmnent 
contains information which may be withheld fi:om the public becau'5e disclosme would cause a 
foreseeable harm to an interest protected by one or more Exemptions of the Freedom of 
Information Act, 5 USC Section 552. Fmthermore, it is requested that any Government entity 
receiving this information act in accordance with DoD 5400.7-R, and consider this infonnation as 
being for official use only (FOUO\ and marl.;:., hanclle and store this int"lmnation so as to prevent 
1.mauthorized access. 

KBR Prot)rietarv Data-Source Selection Information-See FAR 3.104 

Use subject to the restriction'5 on the title page. 
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Introduction 

2.0 Purt)ose 

3.0 Definitions 

AO 

AOR 

KBR 

FAlvi 

FAR 

PGJVI 

PM 
QA.'Q-' .·' t _c 
QAR 

QM 

4.0 At)t)licability 

Area of Operations 

Area of Responsibility 

Kellogg Brown <~nd Root Govenunent Operation~ 

Ftmction<~l Area :rvlml<~ger 

Feder<~l Acquisition Regulations 

Project Gener<~l Manager (located in Homton, Texas) 

Project :tvlanager (may be Cmmtly :Manager) 

Quality Assurm1ce/Quality Control 

Quality Assurance Representative 

KBR Qrmlity :Manager (may be Country or Site Qrmlity Mm1ager) 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

KBR Proprietary Data 
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4.1 At)f)licable Contract Requirements 

4 '! At)f)licable Countera)arts/Relationshit)S 

USE OR DISCLOSURE OF DATA CONTAINED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

KBR Proprietarv Data 
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5.0 Objective 

6.0 KBR Commitment to Quality Performance 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

KBR Proprietary Data 
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5. 
6 . 

. /' 

7.0 RestJOnsibilities 

7.1 Project General Manager (PGM) 

Project Manager (PM) 

CoWltry/ Site Quality Manager (QM) 

7.4 KBR Quali~' Assurance Ret)resentative (QAR) 

7.5 

7.6 Subcontractor( s) 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

KBR Proprietary Data 
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8.0 Standard 01)erating Procedures (SOP) 

9.0 Procedures 

9.1 Audit/In~pection(s) 

KBR Proprietary Data 
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• 

• 

9.2 Audit/ln~t)ection/Accet)tance Procedures 

USE OR DISCLOSURE OF DATA CONTAINED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

KBR Proprietarv Data 
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• 

9.3 Documentation 

• 

• 

• 

9.4 Quality Ret)ort/Log(s) 

9.4J 

9.4.2 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

KBR Proprietary Data 
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9.43 

9.4.4 

9.5 Customer Feedback 

9.6 Testing 

9. 7 Calibration 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
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9.8 Project AcceJltance 

9.9 Subcontractor/SUJlJllier Qualify 

9. 10 Quality Procedures and Plans 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 

KBR Proprietary Data 
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• 

• 

9.11 Quality lmJ•rovement 

9.12 Customer Relations 
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Enclosure 1 

CONTRACT NO: 

LOGCAP DAA.A09-02-D-0007 

CMIP NO: 

QUALITY AUDIT/INSPECTION 
D14'D£\DT 

KBR AlJDITORI APPROVAL: DATEiTIME: PAGE OF - -
INSPECTOR: 

FUNCTIONAL AREA & LOCATION: 
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ExamJ)Ie Enclo~ure 2 

CMIP Closed Loop Process 
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Enclosure 3 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
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Exa 

KBR 
Additional Comments and Suggestions are Appreciated (please attach) 

Name: Title: Date: 

USE OR DISCLOSURE OF DATA CONTAlliED ON 'THIS SHEET IS SUBJECT TO RESTRICTIONS ON COVER PAGE 
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QUALITY ASSURANCE PLAN 

LOGCAP 

I CONTRACT NUMBER: DAAA09-02-D-0007 

Enclosure 5 

CORRECTIVE IVIEASURES 
IMPLEMENTATION PLAN (CIVIIP) 

NONCONFORMANCE LOG 

PAGE OF 

KBR Pr01)rietarv Data-Source Selection Information-See FAR 3.104 
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Appendix I 

Glossary ofT erms 

1.0 PURPOSE AND SCOPE 

To define the terms used in the Secmity Policies and Procedmes. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 DEFINITIONS 

3.1 Access- The ability and oppmtmrity to obtain knowledge of classified 
information. An indiviCb.wl may have access to classified information by 
being in a place >'vhere such information is kept provided the security 
measmes in etiect do not prevent lrim fi-om doing so. 

Accmmtahle Classified Material - Classified nmteiial for which control 
and accmmting record~ mu~t be maintained by the Docmnent Control 
Center indicating receipt, reproduction, cmrent location ancVor disposition 
for each item, and supported by a continuou~ internal receipting system. 
Tlris includes all TOP SECRET mateiial as well as SECRET and 
CONFIDENTIAL Requests for Proposal (RFP) and Requests for Quote 
(RFQ) specifying retmn to originator requirements. 

33 Adverse Information- Information wlrich reflects adversely upon the 
integrity or geneial character of an employee~ or wlrich indicates that the 
employee's ability to safeguard classified infommtion may be impaired 
becau~e of the questimmble conduct Examples of adveise information, 
based on incidents that occur witlrin or outside the company, and wlrich 
should be reported to the Facility Secm'ity Officer include: criminal 
activities, treatment for mental m emotional disordeis, excessive u~e of 
intoxicants, use of illegal controlled substances such as maiijmma, heroin, 
cocaine, lmshish, etc., and excessive indebtech1ess or rec1.ming fi1mncial 
difficulties. These examples are not all inclu~ive. 

3.4 AIS Security- The combination of security safeguard~ requiied to 
provide an acceptable level of protection for an Automated Information 
System and the classified data processed on that system. Safeguards 
encompass: all hardware/sotlware functions, accmmtability control, 
opemtional and access control procedures, and physical security measures. 
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3.5 Application Sotlware- Comp1.1ter software program(s) specifically 
designed to produce u~able products or services. (e.g. inventory control 
system). Differs from Systems Sotlware which encompasses operating 
system sotlware and other routines u~ed in an a1.1tomated information 
system 

3.6 Authorized Person- An individual who has a "need-to-know" about 
certain classified infonnation and is properly cleared to receive the 
information. Responsibility f(lr determining whether an individual's 
duties require possession or access to classified information., and whether 
the individual is authorized to receive it, rests upon the individual who has 
possession., knowledge, or control of the information involved, and not 
upon the prospective recipient 

3. 7 Automated Information System ( AIS) - An assembly of computer 
hardware, sotlware, and firmware conrigmed for the pmpose of 
automating the function of calculating, sequencing, storing, retJieving, 
displaying, conummicating or otherwise manipulating data, information 
and textual material. 

3.8 Classification Guides- Guidance issued by an authmized original 
classifier that prescribes the level of classification and appropriate 
declassitication instructions for specific information to be classified on a 
derivative basis. Classitication guides are normally provided in the form 
of a Contract Secmity Classification Specification." 

3.9 Classification Management- That ftmction of the Secmity Organization 
that is the internal point of contact on all matters relating to the proper 
assigmnent of secmity classification(s) to national security information. 

3. 10 Classified Contract - Any contract that requires, or '-"'Vill require, access 
to classitied information for its performance. A contract may be classified 
even though the contJact docmnent is not classitiecL 

3J 1 Classified Dratl Material- Working Paper(s) refers to handwritten, 
typed, printed or otherwise produced manuscripts, reproduced excerpts, 
computer printouts, magnetic tapes, sketches, dmwings, illustrations, and 
mtwork that are needed in the production of an item and which contain 
classified material. 
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3.12 Classified Hardware- Bulky classified material, appmatus or maclrine1y, 
which requiie, because of physical characteristics or makeup, special 
procedmes for handling and stomge. 

3. 13 Classified Information- See "National Secmity Information," 
"Restricted Data," and "Formerly RestJicted Data." 

3.14 Classified Material- i\ny docmnent, product, or sribstance on, or in 
which classified information may be recorded or embodied and \Vhich 
requires protection in the interests of national defense, (e.g., books, 
papers, reports, correspondence, memoranda, charts, maps, photographs, 
dmwings, sketches, smmd or voice recordings, photogmplric negatives, 
slides~ exposed still or movie films, etc.). 

3. 15 Classiiied Material Storage Container -There are two types, either of 
which must be approved by the Facility Secmity Officer prior to being 
placed in use. 

3.15.1 A multiple-drawer container with a changeable, built-in, dial­
type combination locking device and a General Services 
Ach1ri1ristration (GSA) approved label affixed to the locking 
drawer. 

3.15.2 A steel file cabinet with an affL-xed steel bar, seemed by an 
approved tlu-ee-position dial-type, changeable combination 
padlock. 

3.16 Classified Procmement- Any request for proposal pricing information, 
advance procmement action, subcontract or purchase order in which 
access to classified information will, or may be required, dming the 
cons1.mnnation of the procmement etimt. 

3. 1 7 Classitied Waste :tviaterial - All incomplete material of a classified 
natme, e.g. stenograplric notes, worksheets, andsinrilar material. Pending 
destruction, classitied waste must be marked and safeguarded according to 
its classification. 

3.18 Classified Information Procedmes Act- A law passed by Congress that 
provides a mechmrism tl)r the comts to deternrine what classified 
information the defense counsel can access dming crinrinal proceedings. 
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3.19 Classifier- An individual who makes a classification determination and 
applies a secmity classification to information or material. A classifier 
may be a classification authority or may derivatively assign a secmity 
classification based on a properly classified source or a classification 
guide. Within this context, the company may apply sec1.u-it:y classification 
based upon classified somce material or a Contract Secmity Classification 
Specification. 

3.20 Clearance - A term u'5ed to denote an administrative decision by the 
govenunent that an individual is eligible for access to classified 
information of a certain category (and all lower categmies). 

3.21 Closed Area- A controlled area established to safeguard classified 
material \Vhich, becau'5e of its size or natme, cmmot be adequately 
protected while in u'5e or be stored in a secmity container dming non­
worlcing hours. 

Cognizant Secmity Agency -Agencies of the Executive Branch that 
have been authorized by E.O. 12829 to establish aninCh.1strial secmity 
program for the pmpose of safeguarding classified information 1.mder the 
jmisdiction of those agencies when disclosed or released to U.S. Inch1'5tly. 
These agencies are: The Depmiment of Defense, the Department of 
Energy, the Central Intelligence Agency, and the Nuclear Regulatory 
Conunission. The Secretary of Defense (SECDEF) has been designated as 
Executive Agent for the NISP. Head'5 ofthe Executive Branches are 
required to enter into agreements with the SECDEF that establish the 
terms of the SECDEF's responsibilities on behalf of these agency heads 
for administration of industrial secmity on their behalf 

3.23 Cognizant Secmity Office- The office or offices delegated by the Head 
of a Cognizant Secmity Agency to administer industrial secmity in a 
contmctor's facility on behalf of the agency. 

3.24 Conummications Intelligence- T eclmical and intelligence information 
derived from foreign conummications by other than the intended recipient 

3.25 Conununications Secmity (COJVISEC)- COMSEC refers to protective 
measmes taken to deny 1.umuthorized persons information derived fi-mn 
U.S. govenunent teleconummications relating to natimml secmity and to 
ensme the authenticity of such conummications. 
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3.26 Company- Includes the Officers, Directms, Executive Persmmel and all 
other employees. 

3.27 Compromise- The disclosme of classified information to 1.mauthorized 
persons. 

3.28 Compromising Emanations- Unintentionally transmitted intelligence­
bearing electronic signals which, if intercepted and analyzed, disclose 
national secmity information transmitted, receivecl hanclled OI otherwise 
processed by any information-processing equipment (see TEMPEST). 

3.29 Computer Facility- Comprised of one or more Automated Information 
Systems (AIS) witlrin a single area. 

3.30 Computer Hardware -Any physical equipment or device used in the 
configmation and operation of an Automated Information System (AIS} 
All of the physical components of an AIS- the mainframe hou'5ing the 
CPU, the peripheral devices and cables connecting the system -are 
collectively referred to as hardware. 

3.31 Confidential Information - See pamgmph 3. 73.3 

3.32 Consultant - A person who is contJacted to perform professional OI 

technical services and \VllO in the performance of those services will 
require access to classified information. 

3.33 C~<.)11ti11e11tal Li111its t)f tl1e lhritecl States -lhrited States territ<)f)l') 
including the aqjacent territorial waters, located witlrin the North 
American continent between Canada and Mexico. 

3.34 Contmcting Officer- A designated officer or civilian employee of any 
govenunent agency with the authority to enter :into and adnrinister 
contracts and make detemrinations and findings with respect to those 
contracts. This authority may be delegated to a duly authorized 
representative and, for the purposes of Secmity Policies and Procedmes, 
reference to the Contmcting Officer shall imply reference to his 
representative as welL 

335 Contractor- Any indmtrial, educational, conunercial, or other entity that 
has been granted an facility secmity clemance by a Cognizant Secmity 
Agency. 
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336 Control Nmuber- Nmueials, letters, and symbols u~ed to identify 
classified material ovei \Vlrich the company maintains control in 
accmd<lnce with govenunent requirements. 

337 Comier- An authorized person designated by the Facility Security 
Officer to cany classified material to other companies or govenunent 
agencies. 

338 Critical Nuclear Weapon Design Information (CNWDI)- CNWDI is the 
TOP SECRET Restricted Data or SECRET Restricted Data revealing the 
the my of opemtion or design of the components of a thermonuclear or 
implosion-type fission bomb, warhead, demolition mmritions or test 
device. 

339 CRYPTO- CRYPTO is a marking or a designator identifying all 
CO:MSEC keying material that is used to secme or authenticate 
telecommmrications canying classified, m sensitive but 1.mclassified, 
govermnent or government de1ived information, the loss of wlrich could 
adversely affect the national secmity interest This CRYPTO marking 
also identifies COMSEC equipment and/or computer software contai1ring 
opemtional keying variables. 

3.40 Cu~todian- Authorized and properly cleared peisonnel who possess 
classified material for work and/or storage in their own area. These 
individuals are accmmtable t()r all classified docmnentation in their 
possess1on. 

3.41 Declassification- The determination that classified int'l)rn1ation no 
longer requires, in the interest of national secmity any degree of protection 
against mmuthorized disclosme, together with a removal or cancellation of 
the classitication designations. 

3.42 Depmtment of Defense- Office of the Secietary of Defense (including 
all board~, cmmcils, stati and conunancl~), Depmiment of Defense 
agencies, and the Depmiments of the Army, Navy and Air Force 
(including all their activities). 
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3.43 Docmnent- Any recorded :information regarclless of its physical form or 
characteristics, including, without limitation, \:VTitten or printed matter, and 
tapes, maps, chmts, paintings, drawings, engmvings, sketches, working 
notes and papers, reproductions of such things by any mean'> or process, 
and smmd, voice, magnetic or electronic recordings in any form. 

3.44 Docmnent Control Center- A central control station established to 
record the receipt, distlibution, reproduction, transfer, downgrading, 
incorporation, dispatch and destruction of classified materiaL 

3.45 Downgmde - A determination that classified :information requires, in fhe 
interest of national security, a lower degiee of protection again'>t 
mmuthorized disclosme than cmrently providecl together with a change of 
the classification designations to reflect such lower degree of protection 

3.46 Embedded System - i\n automated information system that performs or 
controls a fi.mction, either in whole or in pmt, as an integral element of a 
larger system or subsystem such as, grotmd suppmt equipment, t1ight 
simulators, engine test stand'>, or fire control systems. 

3.47 Emergency Condition- A situation \Vhich has arisen as the result of a 
fire, t1ood, emihquake, civil disaster, bomb tlu-eat, or civil distml)ance. 

3.48 Escmt- A cleared employee, designated by the contractor, who 
accompmries a shipment of classified material to its destination. The 
classified material does not remain in fhe personal possession of the escmt 
but the conveyance in which the material is trmlspmted remains 1mder the 
constant observation and control of the escmt. 

3.49 Executive Personnel- Those individuals in managerial positions, other 
than owners, officers, or directors, who adnrinister the opemtions of the 
facility. 

3.50 Facility Secmity Clearance- An admi1ristmtive deternrination by fhe 
govenunent that a facility is eligible for access to classified information of 
a ce1tain categmy (and all lower categories). The cleaJance does not 
automatically cover all buildings belonging to, or being used by the 
company. 
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3.51 Facility Secmity Officer (FSO)- A cleared contmctor representative 
\Vho is a U.S. citizen and is assigned Iesponsibility for directing the 
company·s National Indu~trial Secm'ity Program. The FSO, including 
Iris/her subordinates are required to complete milrimal secm'ity training as 
deemed appropriate by the govenunent 

3.52 Firmware - A method of orgmrizing control of an automated information 
system tlu-ough the use of a nricro-progimmned structme in addition to, or 
mther than, software or hardware. Micro-progiams are composed of 
nricro-instructions, normally resident in read-only memory, to control the 
sequencing of computer circuits directly at the detailed level of the single 
maclrine instruction. 

3.53 Foreign Govenunent Information- Information that is (i) provided to the 
lhrited States by a foreign govermnent or govenunents, an international 
orgmrization of govenunents, or any element thereof '-'Vith the expectation, 
expressed or impliecl that the information, the somce of the information, 
or both, are to be held in confidence~ or (ii) produced by the United States, 
by a joint anm1gement with a fbreign govenunent or govenunents, or any 
element thereot: that requires the information, the anm1gement, or both are 
to be held in confidence. 

3.54 Foreign Interest- Any foreign govenunent, agency of a foreign 
govennnent, or Iepresentative of a foreign govenunent~ any form of 
lm~iness enterprise or legal entity orgmrizecl chartered or incorpmated 
1.mder the laws of any countly other than the U.S. or its possessions and 
tmst territories, and any peison who is not a citizen or national of the 
lhrited States. 

3.55 Foreign Nationals- Any person who is not a citizen or national of the 
lhrited States. 

3.56 For Official Use Only (FOUO)- Information that has not been given a 
secmity classification pursuant to the criteria of an Executive Ordei, but 
wlrichmay be withheld from public disclosme 1.mder the criteria of the 
Freedom of Information Act 
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3.57 Formerly Restricted Data- Classified information jointly determined by 
the DoE and its predecessors and the DoD to be related primarily to the 
military utilization of atomic weapons and removed by the DoE from the 
Restricted Data category pmsuant to section 142(d) of the Atomic Ene1gy 
Act of 1954, as amendecl and safeguarded as National Secmity 
Int()rmation, subject to the restriction.;; on transmission to other countries 
and regional defense mgmrization.;; that apply to Restricted Data. 

3.58 Government Contmcting Activity- An element of an agency designated 
by the agency head and delegated broad authority regarding acquisition 
ftmctions. 

3.59 Graplric A1ts- Facilities and individuals engaged in performing any 
cons1.Iltation, service or the production of any component or end products 
wlrich contribute to, or result in, the reproduction of classified 
information. RegarcUess of tmde names or specialized processes, it 
includes writing, illustmting, adve1iising services, copy prepamtion, all 
methods of printing, finished services, duplicating, photo-copying and 
film processing activities. 

3.60 Home Office Facility (HOF)- The headqmnters facility of a nnutiple 
facility orgmrization. 

3.61 Industrial Secmity- That portion of information secmity which is 
concerned with the protection of classified intl'nnation entrusted to U.S. 
indu.;; try. 

3.62 Int'lmnation Processing Equipment- Any equipment or device wlrich 
electro-mechanically or electrmrically processes, reproduces, converts, or 
otherwise mmrip1.Ilates any t()nn of int()rmation The following equipment 
is typical: electric typewriters, reproduction copiers, word processors, 
composing and editing equipment, video displays, automated data 
processors and teleconmnmications equipment and systems~ including 
teletype, facsinrile and c1yptograplric equipment, all interfaces, power 
somces and interconnecting paths wlrich are pmt of the system or 
equipment 
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3.63 Information Secm-ity- The reslilt of any system of achninistrative 
policies and procedmes for identifying, controlling, and protecting from 
1m.authorized disclosure, information the protection of which is authorized 
by executive order. 

3.64 Information System Security Representative (ISSR)- Contractor security 
representative responsible for the implementation of automated 
information system (AIS) security, and opemtional compliance with the 
docmnented security measures and controls at the contractor's facility. 

3.65 Intelligence- Intelligence is the product resulting from the collection, 
evaluation, analysis, integration, and interpretation of all available 
information, that concern; one or more aspects of foreign nations or of 
areas of foreign operations, and that is inunediately or potentially 
significant to militmy plamring and opemtions. 

3.66 Intelligence Information- Information that is tmder the jmisdiction and 
control of the Director of Centml Intelligence or a member of the 
Intelligence Conmnmity. 

3.67 Inventory- A physical sighting of each accmmtable classified docmnent 
held by an employee, consultant, or resident visitor. Inventories may be 
conducted by the docmnent cmtodian, an authorized agent, a security 
orgmrization representative, or a govenunent security representative, for 
the pmpose of verifying precise accmmtability for each classified item 
recorded to the individuaL 

3.68 Letter of Consent (LOC) -The form used by the Cognizant Security 
Agency to notifY a contiactor that a peisonnel secmity clearance or a 
Linrited Access Authorization has been granted to an employee. 

3.69 Linrited Access Authorization (LAA) - Security clearance authorization 
to CONFIDENTIAL or SECRET information granted to non-U.S. citizens 
\Vho require such limited access in the comse of their work. 

3. 70 Multiple Facility 0Igmrization (fv1FO)- A legal entity (sole 
proprietmslrip, pmineislrip, corpmation, association or trust) that is 
comprised of two or more facilities. 
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3.71 National of the United States- A national of the United States is: (i) A 
citizen of the United States, or, (ii) A person who, though not a citizen of 
the United States, owes permanent allegiance to the United States. 

3. 72 National Secm-ity- The national defense and foreign relation~ of the 
United States. 

3. 73 National Secmity Infonnation- Information that has been determined 
1mder Executive Order 12356 or prior orders to require protection against 
unauthorized disclosme and is so designated. 

3. 73.1 TOP SECRET- The designation assigned to national secmity 
information or material, the 1m.authorized disclosme of \Vhich 
reasonably could be expected to cause exceptionally grave 
damage to the national secmity. 

3.73.2 SECRET- The designation assigned to national secmity 
information or material, the mmuthorized disclosme of which 
could reasonably be expected to cause seriou~ damage to the 
national secmity. 

3. 733 CONFIDENTIAL- The designation assigned to national 
secmity :information or material, the 1m.authorized disclosme of 
which could reasonably be exvected to cau~e damage to the 
national secmity. 

3. 74 NATO Information- Information bearing NATO markings, indicating 
the information is the prope1iy of NATO, access to which is limited to 
representatives ofNATO and its member n.atiom mlless proper NATO 
authority has been obtained to release outside NATO. 

3. 75 Need-to-I(now- A determination that a prospective recipient of 
classified information, in the interests of national secmity, has a clearance 
and a requirement for access to, knowledge ot: or possession of the 
classified information in order to perform tasks or services essential to the 
fulfillment of a classified contract 
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3.76 Network- An Automated Secmity System term meaning a network 
composed of a conmnmications medimn and all components attached to 
that meditml whose responsibility is the tlansference of information. Such 
components may include AISs, packet switches, teleconnm.mications 
controllers, key distribution centers, and teclmical control devices. 

3. 77 No-Bid- A decision by management not to s1.1bmit a bid (Proposal) in 
response to a Request for Proposal (RFP\ or Request for Quotation 
(RFQ\ or \-Vhen the RFP/RFQ is withdrawn by the Contmcting Officer 
prior to the submission of a proposaL 

3.78 Non-Accmmtahle Classifiedl'viaterial- SECRET and CONFIDENTIAL 
material that does not require centml accmmtahility tlu·ough the Docmnent 
Control Center. 

3. 79 Not Releasable to Foreign Nationals (NOFORN)- No classified 
information is releasable to foreign nationals (see paragraph 3.55 ), 
including employees who possess Canadian or United Kingdom reciprocal 
clearances, without written approval of the concerned Cognizant Secmity 
Agency. Classified information released by the U. S. is released only on a 
govermnent to govenunent basis. Information which is categorized as 
classified and NOFORN is noted as such to insme 1.mderstanding on the 
pmt of contractor employees. 

3.80 Operating System- An integrated collection of computer programs that 
controls all resomces of the automated information system, internally 
manages job flow tlu·ough the computer, and plays a central role in 
assming the secme opemtion of fhe system. 

3. 81 Opemtions Secmity ( 0 PSEC)- A Department of Det"Emse program 
aimed at safeguarding sensitive information, operations and activities 
which, if exploited by an adversmy, would compromise U.S. intentions, 
militmy capabilities, and stmtegic plans. 

3.82 OPSEC Indicators- Specific vulnerabilities and ways in which the 
Essential Elements of Friendly Information (EEFI), could be compromised 
or disclosed to an adversary. 
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3.83 Possessions -U.S. Possessions are the Virgin Islands, Guam, American 
Samoa, Swains Island, Howland Island, Baker Island, Jarvis Island, 
l\1Iidway Islands (this consists of Sand Island and Eastern Island), 
Kingman Reet: Jolm~ton Atoll, Navassa Island, Swan Island, Wake Island 
and Palmyra Island. 

3.84 Prime Contractor- A cleared facility granted a contract by a Govenunent 
Contracting Activity. 

3.85 Principal Management Facility (PMF)- A cleared facility of a multiple 
facility organization which reports directly to the home office and \Vhose 
principal management official has been delegated the responsibility to 
adininister the contmctor's industrial secm'ity program witlrin a defined 
geograplric or fi.mctional area. Tlris facility will fi.mction as a home office 
in relation to its area of responsibility and both cleared and 1mcleared 
facilities may be 1mder its jmisdiction. 

3.86 Protective Secmity Se1vice- A tlanspmtationprotective service 
provided by a cleared conunercial carrier qualified by the Militmy Traffic 
Management Conunand (MTM C) to transport SECRET slripments. 

3.87 Public Disclosme - The passing of information and! or materials 
pe1taining to a classified contract to any member of the public in any 
manner. 

3.88 Reference Material - Docmnentmy material over wlrich the Govenunent 
Contmcting Activity does not have classificationjmisdiction, and did not 
have classit1cation jmisdiction at the time such material was originated. 
Most material made available to contractors by the Defen~e Teclmical 
Information Center is reference material as defined. 

3.89 Regrade- To assign a higher or lower secmity classification to an item 
of classified materiaL 

Page 13 ofl4 



Appendix I 

Glossar:r ofT erms 

3.90 Representative of a Foreign Interest- Citizens or nationals of the United 
States who are acting as representatives? officials? agents or employees of 
a foreign govenunent? finn? corporation or person. However? aU X 
citizen or national who is a fi:tll time employee appointed by the company 
to be its representative in the nmnagement of a foreign subsidiaJy in which 
the corporation has majority ownership? is not considered a representative 
of a foreign 
interest 

3.91 Reproduction- Any duplicating process including photography and 
typed or manual copying? including the product of a duplication process. 

3.92 Restricted Area - A controlled area containing classified material which 
can be adequately stored dming non-working lmms? but normally cmmot 
be protected during worlcing homs without access controls. 

3.93 Restricted Data- All data (information) concenring (1) design? 
manufactme or utilization of atomic weapons~ (2) the production of 
special nuclear material~ or (3) the use of special nuclear material in the 
product of energy? but not to include data declassit1ed or removed from 
the Restricted Data category pursuant to Section142 of the Atonric 
Energy Act 

3.94 SECRET- See 3. 73.2 

3.95 Secmity -The safeguarding of classified information against muawfi:tl or 
mmuthorized dissemination? duplication or observation 

3.96 Secmity Agreement- A signed agreement between the company and the 
govenunent establishing the necessmy requirements to preserve and 
maintain the secmity of the United States while the company is 
performing work using classit1ed information provided by the govenunent 
or developed by the company in accordance with govenunent secmity 
classification direction. 

3.97 Secmity Cognizance- The govermnent office assigned the responsibility 
for acting for Cognizant Secm·ity Agencies in the disclmrge of industrial 
security respon')ibilities described in the National Indmtrial Secmity 
Program Operating Manual. 
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3.98 Secmity in Depth - A determination made by the Cognizant Secm-ity 
Agency that a contJactor's secmity program consists of layered and 
complementary secmity controls sufficient to deter and detect 
mmuthorized entry and movement within the facility. 

3.99 Secmity Infraction- Any failme of an employee to comply with secmity 
procedmes, whether by omission or commission and any secm'ity incident 
which does not meet the criteria outlined 1.mder "Secmity Violation." 

3. 100 Secmity Requirement Plan- A prepared smmnmy /abstmct of those 
portion-; of the government-fiunished secmity classification guidance 
specifically pertinent to the identification, classification, marking and 
protection of classified material in co1mection '-'Vith any given teclmical 
etlort This plan may include interpretive and amplifying information 
obtained from representatives of the customer. 

3 J 01 Secmity Violation- Fail me to comply with the policy and procedmes 
established by the National Industrial Secmity Program Operating 
Manual, which reasonably could result in the loss or compromise of 
classified information. 

3.102 Sensitive Compmimented Information- All intelligence information and 
mateiials requiring special controls for restricted handling within 
compartmented channels. These special controls are formal systems of 
restricted access established to protect the sensitive aspects of somces and 
methods and analyiical procedmes of foreign intelligence programs. 

3.103 Shmt Title- An identifYing combination ofletters and munbers assigned 
to a priblication or equipment for pmposes of brevity. 

3. 104 Somce Docmnent- A docmnent, other than a classification guide, fi.'om 
which information is extmcted for inclusion in another docmnent The 
classification of the infcnnation extmcted is determined by the 
classification markings shown in/on the somce docmnent 

3 J 0 5 Special Access Program- Any program that is established to control 
access, distribution, and to provide protection for pmiiculmly sensitive 
classified infonnation beyond that normally requiied for TOP SECRET, 
SECRET, or CONFIDENTIAL information. A Special Access Program 
can be created or continued only as authorized by a senior agency official 
delegated such authority pmsuant to E.O. 12356. 
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3J06 Standard Practice Procedmes- A docmnent(s) prepared by a contractor 
that implements the applicable requirements of the National Industrial 
Secmity Operating :tvlmnml for the operations and involvement with 
classified information at the contractor's facility. 

3.107 Sribcontractor- A cleared facility granted a contract by a prime 
contractor. 

3.108 System Sotlware- A set of computer programs, procedures and 
associated docmnentation that control, monitor or facilitate use of the 
automated information system. These include operating systems, 
progrmmning languages, utility programs, secmity packages, and 
conunercial application packages such as word processing and graphics 
design. 

3.109 Teclmical Data- Information governed by the International Traffic in 
Arms Regulation (ITAR) and the Expmt Adnrinishation Regulation 
(EAR). The expmt of teclmical data that is inherently militmy in character 
is controlled by the ITAR, 22 CFR 120J-130J 7 (1987). The e:xvort of 
teclmical data that has both militmy and civilian uses is controlled by the 
EAR, 15 CFR 368.1-399.2 (1987). 

3J 10 TEMPEST- An1.mclassified shmt name referring to investigation~ and 
studies of compromising emanations. It is otlen used synonymou~ly for 
the term ··compromising emanation~," e.g. TEMPEST tests or Tempest 
inspections. 

3J 11 Tempormy Help Supplier- A subcontractor who dispatches persmmel on 
his payroll to perform work on the premises of a cleared contractor or 
Cogtrizant Secmity Agency. 

3.112 Top Secret- See Par. 3.73J 
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3.113 Unauthorized Person- A peison not authorized to have access to specific 
classified information, according to the provisions of these procedmes. 

3. 114 Unclassified- A term1.1sed in cmmection with classified material to 
identity cert<~in infom1<1tion which does not require secmity protection. 

3 J 15 Upgrade- A determination that ce1t<1in classified information requires, in 
the interest of the national secmity, a higher degree of protection against 
1.mauthorized disclosme than cmrently providec~ coupled with a changing 
of the classification designation to reflect the higher categmy. 

3J 16 Working Hmus- The peiiod of time when (i) there is present in the 
specific <~rea where classified m<~teii<ll is locatec~ a work force on a 
regularly scheduled shitl, as contrasted with employees working within <Ill 
<~rea on <In oveitime basis outside of the scheduled workshitl~ and (ii) the 
muriber of employees in the scheduled work foice is sufficient inmunber 
<~nd so positioned to be <~hle to detect <~nd challenge the presence of 
unauthorized personneL This would, therefore, exclude jmritors, 
m<~intenance peisonnel, <1nd other individ1.wls whose duties require 
movement throughout the facility. 
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._{]ecurity Policy 

1.0 PURPOSE 

1.1 To establish the company Secmity Procedmes as the authority for the 
application of the National Industrial Security Program and the vehicle to 
implement the company's secmity agreement \'Vith the govenunent 

2.0 REFERENCE 

2.1 National Indu~tJial Secmity Program Operating Ivlanu.al and all 
appendages and supplements thereto. 

3.0 SCOPE 

3.1 The fields of interest for the company are such as to make faithfi.:tl 
compliance with petiinent govenunent regulations concerning the 
safeguarding of classified information a mandatoty fi.mction. This task 
must be shared by all employees. 

3.2 This docmnent establishes the company· s Secmity Procedmes as the 
authority for the application of fhe National Inchlstrial Secmity Program at 
the company. 

4.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities 

5.0 POLICY 

5.1 The Facility Secmity Officer (FSO) is responsible for establishing the 
sec1.u-ity program relating to the safeguarding of classified information and 
the administration of theN ational Industrial Secmity Program. 

5.2 These procedmes apply to the safeguarding of all classified information 
fi.mrished to or developed by the company. It is also applicable to 
independent research and development when the results of the same 
warrant a secmity classification. 

53 These procedures apply to the safeguarding of t"l)reign classified 
information fi.mrished to the company wlrich the Utrited States govenunent 
is obligated to protect :in the interests of national defense . 
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1.0 PURPOSE AND SCOPE 

Procedure No. 01 

General Requirements for the 
National Industrial Security Program 

To provide the gener<~l requirements for the <~dtninistr<~tion of the N<~tion<~l Industri<~l Security 
Progmm 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All org<~nizations involved in classified activities. 

3.0 GENER4.L 

3.1 Facility Secm·ity Oflker 

The comp<~ny shall appoint a US. citizen employee. who is required to be cleared <IS part 
of the facility sewrity clearm1ee. to supe~vise and direct sewrity meastu·es necessmy tor 
the prope~· application ofgove~mnent tltmished guidance or specific<~tions tor 
classitk<~tion and for safeguarding classified informatio11 

The Facility Senu·ity Oftlcer and othei' employees. who pe~form duties in direct suppat 
of theN a tiona 1 Industrial Sectu·ity Progrmn. shall comp tete minimal secm·ity tr<~ining as 
dee~ned appropriate by the gove~mnent 

3. 2 Standard Pr<~ctice and Procedure 

The comp;my shall prepare and maint<~in an updated. \\Titteil St<~ndard Pr<~ctice and 
Procedm·es in sutlicie11t detail to place into etfect all senn·ity controls which are 
applicable to the operation of the facility to reason<~bly foreclose the possibility of loss or 
compromise of classified intonn<lt.ion and effective impleiHeiltation ofthe National 
Industrial Security Progrmn Opei'<lting :ManuaL 

3. 3 Limitation of Disclosure 

The Company will asstu·e that classified infonn<~tion is give11 or disclosed only to 
authorized individuals. To this e11d e~nployees possessing classified intonnation or 
mate~·ial will dete~mine to \\i1<1t extent other e~nployees. ~ubcontractors, VeiHlors. <~nd 
supplie~·s require access to dassitled inform<~tion in the pe~1onnance oftasks or se~vices 
essential to the tltlfillmeilt ofthe contr<~ct or eftott. 

3.4 Safeguarding of Classified h1tormation 

The comp<~ny slwll provide suitable protective measm·es within the facility for the 
safeguarding of classified information. including classified mate~·ial received which is not 
related to a contr<~ct project or program as well as material for which no safeguarding or 
disposition instmctions have been received. 

The Facility Secmity Officer will notifY the Cognizant Senu·ity AgeiKY of classitled 
information which is received with no safeguarding or disposition instmctions. 
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3. 5 Adverse Cleanmce Actions 

In the event of notification from the Cognizant Secm·ity AgetKy that a pet·sotmel secm·ity 
cleanmce WtKetning an employee or consultant has beetl denied. suspended. or revoked. 
prompt ad.ion shall be taketl to preclude that individual· s access to classified information. 

3.6 Special Features of Design 

3. 6.1 Unless prior VvTittetl autha·ization ofthe Govetnmetlt Contracting Activity 
concerned has beetl obtained. the company will not incorporate any specit~l 
fet~tures of design or con::.tmd.ion in t~ny project othet' than tht~t which has 
beet1ihrnished by. developed for, or designated for the govetmnent, if such 
incorporation would disclose classified information. However. classified 
features of design or con~tmction may be incorporated in othet' prQiects of 
equal or higher classification unless specifically prohibited by the 
Government Contracting Activity, 

3.6.2 US. clt~ssified informatico will not be used in the petfornmnce of a foreign 
classified contract tmless the information was thrnished through the 
designated militmy depmtmetlt in connection with that contract or the 
Govetnmetlt Contracting Activity cotKetned has expressly authorized the use 
of this information in \\Titing. 

3. 7 Security of Safe Combinations 
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The company shall etlsm·e that the ccmbination to safes used to safegtwrd clt~ssified 
matet·ial are classified in accordm1ee with the highest clt~ssi11ed nmtet'it~l stored in the 
containet·s. l11e combinations shall be changed whetl considered necessmy by the 
Ft~cility Security ofllcet· or Cognizm1t Security Agency and at the earliest prad.ical time 
following: 

3. 7.1 l11e relief transfer. or discharge of t~ny pet·son having knowledge ofthe 
combination: or when the secm·ity clearam~e granted to any such pet·son is 
do~;~;ngraded to a lowet· level than the categoty of material stored. or is 
suspended or revoked by proper authority. 

3. 7.2 l11e compromise or suspected compromise of <1 container or its combination: 
or diswvety of the wntainet· being letl tmlocked or unattended. 

3. 73 The initial receipt of st~fes. 

NOTE: C'ombinations to safes shall be changed 
under the above schedule on~v by an authori:;ed 
representative of the Facility Security Officer. 
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3.8 Termin<~tion of Security Agreement 

In the event th<~t the Security Agreement is termin<~ted fa: <~ny ret~ son by either the 
government or the compmlY <1nd is not superseded by <1 new agreement the compmlY will 
turn over t~ll clt~ssified infornmtion in its possession to the Govenunent Contr<~cting 
Ad.ivity concemed or dispose of such inform<~tion in <1ccordm1ce with insbud.ions fmn 
the Government Contr<~cting Activity. 

All records prescribed by the N<~tiotwl Industri<~l Security Progrmn Oper<~ting l\ilmmt~l 
slwll be fotw<~rded to the Cogniz<~nt Security Agency. Records pett<~ining to visitors <~nd 
d<~ssified m<~tet'i<ll control slmll be ret<~ined by the compm1y for the prescribed time 
period. 

3.9 Senu·ity Checks 

The F<~dlity Secmity Otlicet· will petform or h<~ve petfonned, security checks within the 
t'<ldlity to etlsm·e th<~t <~ppropri<~te precmttions <~re taketl to protect d<~ssi11ed m<~teri<~l <~t <~ll 
times. 

3. 10 Cl<~ssified St~les Litet'<lture 

3.10.1 

3.10.2 

The compmlY slwll not publish or distribute. or petmit to be published or 
distributed. brochures. promotion<~l s<~les litet·ature. or simil<~r-type m<~tet·i<~l 
l~ont<~ining cl<1ssified infornwtion without pria· review <~nd \\Tittetl 
mtthoriz<ltion by the Governmetlt Conh·<~cting Activity. The authoriz<~tion for 
sud1 public<~tion <~nd dish'ibution sh<~ll be indic<~ted on the cover ofthe 
documetlt or on the first page of the document if there is no covet·. 

Public<~tion <~nd distribution to <~uthorized persons nwy be m<~de without 
specific <~uthoriz<~tion ti'om the Govetumetlt C'..ontr<~cting Activity for: 

<1. Cl<~ssified nmtet·it~l which is published or distributed for necessmy use 
within the canpmlY or by the company's subcontr<~ctors in the 
perform<~nce ofthe contr<~ct 

b. Cl<~ssified nwtet·i<~l prep<~red in reply to <1 request for propost~l or invit<~tim 
to bid received from <1 Govetmnent Contracting Activity or t1 det~red 

prime or subcontr<~ctor of <1 Govetmnent Contr<~cting Activity or 
d<~ssified intonn<~tion cont<~ined in <~n tmsolicited propos<~l submitted to <1 
Govet11met1t Contr<~cting Activity, 

c. Cl<~ssified nmteri<~l submitted in response to <~n otlici<~l request of <1 
Govet11met1t Contr<~cting Activity, 

3.11 Defensive Security Briefing 
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3.1Ll 

3.1L2 

All cleared employees. consultants and tempormy help supplier personnel are 
required to inform the Facility Security Otlker of any intended foreign travel 
at least 30 days in advance oftheir planned traveL Prior to departure. the 
individual(s) will be briefed regarding their security responsibilities during 
foreign travel and all classified mt~terial in their wstody will be accotmted for 
by the Docmnent Control Center. Additionally. the employee is required to 
submit a copy ofhisiher itinermy to the Facility Sewrity Oflker. 

a. Upon completion of a defensive secmity briefing? the 
employee mu'5t sign a statement attesting that all individual 
responsibilities for safeguarding classit1ecl and teclmically 
sensitive information are lmdeistood. 

b. Upon completion oftrt~vel, the employee is required to promptly notifY 
the Senu·ity Depmtment and advise of any kno\\11 or suspected attempts 
to solicit sensitive or d<1ssified inforn1<1tion from the employee. 

Employees t~re required to notifY the F<~cility Security Officer ofplm1s to host 
or <1Uend a scientific, tedmict~L engineering. or other profession<~ I meeting 
regardless of geogrt~phic loct~tion when it is <~nticipated tht~t foreign 
intelligence services m<~y pmticipate or <~ttend. A 60 d<~y le<~d time is required 
in order to obt<~in the necessmy <~pprovt~ls. 

3.12 Rel<~tionships with Citizens or Residents of Foreign Cotmtries 

Employees who possess <1 secmity dearm1ce mHI those being processed for de<~rt~nce 
sht~ll immedi<~tely notifY the Facility Security Otlker if either ofthe following events 
ocnu·: (i) When <1 member ofthe inunedi<~te family of the employee or the employee's 
spouse takes up residence in <1 foreign countJy; or, (ii) when through mt~rriage. the 
employee <~cquires inunedi<~te rel<~tives who <~re citizens or residents of <1 foreign countJy. 

3.12.1 All cleared employees. including those in the process of being de<~red. t~re 
required to immedi<~tely notifY the F<~cility Security Offker of t~ll questiont~ble 
or suspicious contt~cts with nt~tion<~ls or representt~tives of foreign cmmtries. 
A questiotwble or suspicious cont<~ct m<~y be defined as <~ny persotwl 
exdwnge. encmmter. or rel<~tionship which is determined to consist of <~dml. 
probable. or possible hostile intelligence collection etlott. 

3. 13 Citizens by N <~tmt~liz<~tion 
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Intending citizen employees who possess <1 Limited Access Authoriz<1tion (LAA) sh<11l 
inunediately notifY the F<~cility Senu'ity Oftlcer when they become twturalized United 
States citizens. This notifict~tion will include: 

3.LU TI1e city. cmmty <~nd st<lte where twtm·t~lized: 

3.13.2 D<1te twttu·t~lized: 
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Comt <~nd n<~lltr<~liz<~tion certific<~te munber. 

3.14 Rele<~se or Tr<~nsmission ofCI<~ssified :rvl<~teri<~l Outside the F<~cility 

With respect to SECRET <~nd CONFIDENTIAL inform<~tion. the romp<~ny sh<~ll obt<~in 
the Government Contr<~cting Activity's <~pprov<~l for rele<1se or trmmnission outside ofthe 
t'<lcility except in the following instmKes: 

3.14.1 

3.14.2 

3.143 

3.14.4 

3.14.5 

\vl1en rele<~se is required by the specit1c terms of the contr<~ct: 

\vl1en it is necessmy in the pedorm<~nce ofthe contr<~ct: 

In connection with pre-contr<~ct negoti<~tions \\'ith prospective subcontr<~ctors. 
vendors. or suppliers: 

In prime conh·<~ctor-subcontr<~ctor. multiple t'<lcility. <~nd p<~rent-subsidimy 
rel<~tionships: 

Dm·ing visits by comp<~ny personnel mHl other prime contr<~ctors who <1re 
pmticip<1ting tmder government direction in contr<~cts pettaining to rese<~rch. 
development. or production of <1 we<~ pons sy~tem. 

3. 15 Rehuu of Cl<~ssified :rvl<~teri<~l 

The comp<~ny will: 

3. 15.1 

3.15.2 

3.16 Repotts 

3.16.1 

Reh.trn d<~ssified nwteri<~l <IS stated in Section 3.8 of this procedure. 

Rettu'll to the Government Contr<~cting Activity <~II classified m<~teri<~l 
tl.u·nished by the government. including all reproductions. <~nd will stuTender 
<~II d<1ssified m<~teri<~ls developed in conned.im with the contr<~ct progrmn or 
propos<~l. unless the m<~teri<~l h<~s been destroyed. or the retention lws been 
<~uthorized. <IS indic<~ted below: 

<1. If <1 bid is not submitted prior to the time set for the opening of bids. 

b. If a bid is not <~ccepted. cl<~ssified nwteri<~l must be surrendered within 180 
d<~ys <~iler notific<~tion tJwt <1 bid or negoti<~tion proposallws not been 
<~ccepted. 

c. At the completion or termuwtion of each contr<~ct or when otherwise 
directed by the Govenunent Conh·<~ctiiig Activity. 

TI1e F<~cility Secm·ity Otiicer sh<~ll submit repotts required <IS outlined in the 
N<~tiotwl Indush·i<~l Senu·ity Progrmn Oper<~ting lVImuwL 
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3.16.2 Reports which cont<~in <~ny infonn<~tion rel<~ting to the subjects listed below 
sh<~ll be coordin<~ted with the Gener<~l :rvimwger. 

<1. Espionage. s<~botage. or subversive <~d.ivities. 

b. Loss. compromise. or suspected compromise of d<~ssified inform<~tion. 

c. An eff01t by <~ny individu<1l, reg<~rdless ofn<~tion<~lity, to obt<~in illeg<~l or 
llll<luthorized <~ccess to d<~ssified inform<~tion or to compromise <1 de<~red 
employee. 

d. Any contacts between de<~red employees <~nd kno\.\.11 or suspected 
intelligence oilicers :li'01n <~ny foreign cmmtly. 

e. Security vioMions involving <Ill levels of d<1ssified infornwtion. 

f The t'<lcility's itwbility to s<~fegtwrd d<~ssi11ed inform<~tion. 

g. Adverse infonn<~tion concerning employees who lmve h<1d <1ccess or <~re 
in the process of being de<~red for <~ccess to d<~ssit1ed nwteri<~L Adverse 
inform<~tion (see Glossmy. P<1r<1. 3. 3) coming to the <1tt.ention of <In 
employee. consult<~nt or Tempormy Help Supplier employee cotKerning 
m10ther de<~red individu<~l. which indic<~tes th<~t such <~ccess or 
determit1<1tion m<~y not be dem·ly consistent with the n<~ti01wl interest 
slwll be repotted in <1 timely <~nd confidenti<~l mmmer to the F<~cility 
Security Otlicer. 

Infornwtion meeting such criteri<~ will be submitt.ed by the F<~cility 
Security Otllcer to the Cognizm1t Secm·ity Agency. An individtwl"s 
sewrity de<~rmKe renmit1s v<~lid until the government otlld<~lly notifies 
the comp<~ny th<~t the de<~rmKe h<~s been suspended. denied or revoked. 
Subsequent termit1<1tion <IS <1 result ofthe <1dverse itrtonn<~tion 11unished. 
does not rele<~se the comp<~ny tl·om the requit·ement to submit this rep01t. 

3.17 Investig<ltive Assist<~nce <~nd Cooper<~tion 

The compm1y sh<~ll cooper<~te thlly with representatives offeder<1l investig<~tive agencies 
<~nd Cognizm1t Secm·ity Agencies when they <~re conducting oilici<~l investig<~tions 
pertaining to the unmtthorized disdosm·e of d<~ssi11ed intorm<~tion or concerning the 
eligibility ofp<~st or present employees or other personnel requiring <~ccess to cl<lssi11ed 
itrtonn<~tion. 

3.18 Self Review Progrmn 
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The secm·ity orgm1iz<1tion sh<~ll pertonn security reviews tor the purpose of ev<~hwting <~ll 
secmity procedures <~pplic<~ble to the t'<lcility's oper<~tions. TI1is fcm1<1l mtdit will be 
conducted midw<~y between regulm·ly sd1eduled government senn·ity reviews <~nd sh<~ll 
consist of <~n mtdit ofthe t'<lcility's security oper<~tions within the scope ofthe comp<~ny's 
seou·ity procedures <~nd the N<~tion<~l Industri<~l Security Progrmn Oper<~ting lVImuwL 
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Problems identified <IS <1 result of these self reviews slwll be corred.ed <IS expeditiously <IS 
possible. 

A record of the d<~tes of self inspection sh<~ll be m<~int<~ined by the F<~cility Security 
Otlker. 

3.19 Espionage. S<1botage. or Subversive Activities 

A \\Titten rep01t slwll be submitted immedi<~tely by the F<~cility Security Oilicer to the 
nem·est field oilice of the FBI <~nd will cont<~in <~ny information concerning existing or 
tln·eatened espionage. s<~botage, or subversive <~ctivities at <~ny ofthe comp<~ny·s plm1ts. 
fad.ories.l<~bor<~tories. or other sites, <It which work for <~ny Government Contr<~cting 
Ad.ivity is pet1ormed. or <~t whid1 related nmteri<~l is acquired, stored, fabricated. or 
mamrtad.ured. or is in process of research or development A copy ofthis report sh<~ll 
<~lso be provided to the Cognizm1t Secm·ity Agem~y. 

3.20 Defense Hotline 

Federal agencies maint<~in hotlines to provide an tmconstr<~ined <~venue for government 
<~nd contractor employees to report kno~;~;u or suspected instances of serious security 
irregulm·ities. Employees are encouraged to fi.unish infcm1<1tion of this n<~ture tln·ough 
established comp<~ny chmmels. However. when ronsidered necessmy. thehotline 
provides <Ill <~ltenwtive method of ronveying such infornmtion. Confidenti<~lity is <1ssured 
to <~ll users ofthe :,.ystem Employees nwy utilize the hotlines by c<~lling: 

Defense Hotline 
The Pentagon 
W<~shington, DC 20301-1900 
(800) 424-9098 or (703) 693-5080 

NRC Hotline 
U.S. Nude<~r Regulatmy Connnission 
Otlke ofthe Inspector Gener<~l 
fvi<~il Stop TSD 28 
W<~shington, DC 20555-0001 
(800) 233-3497 

CIA Hotline 
Office ofthe Inspector Gener<~l 
Centr<~l Intelligence Agency 
W<~shington. DC 20505 
(703) 874-2600 

DOE Hotline 
Depmtment of Energy 

Page 7 of9 



Procedure No. 01 

General Requirements for the 
National Industrial Security Program 

Office of the Inspector General 
1000 Independence Avenue. S.W. 
Room 5A235 
Washington. DC 20585 
(202) 586-4073 or (800) 541-1625 

3. 21 Perimeter Controls 
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The company shall establish and maintain a formal system to deter and detect 
mwuthorized introduction or removal of classified material fi·omlhe facility. All 
pertinent entries and exits shall be posted with a notice stating that all persons who enter 
or depmt the f<Kility are subjed to an inspedion of their personal etlects. 
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Security Violations 
and Infractions 

To establish the method for relX-)liing secmity violations and the disciplinary 
actions to be taken when these violations occm-. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENER4.L 

3. 1 All management and srvervisory statl will ensme that the employees 
working 1mder their supervision are sufficiently familiar with the secmity 
procedmes to enable them to comply with those provisions in 
accomplishing their assigned duties. 

3.2 The Facility Secmity Officer will provide advice and assistance on all 
secmity matters upon request of management, supervisors or employees. 

33 The Facility Secmity Officer will conduct routine inspections tlu-oughout 
the facilities to ensme that necessary secmity precautions are being taken 
to protect classified information at all times. Management and 
supervismy statl are encomaged to conduct sinrilar inspections and to 
assist the Facility Secmity Officer in organizing and directing independent 
inspection routines. 

3.4 \Vl1en a secmity violation is discoverecl the employee discovering the 
violation nm~t inunediately repmt its circmnstances to the Facility 
Secmity Officer. 

4.0 PROCEDURE 

4.1 Requirements for repmiing Secmity Violations 

\Vl1en a secmity violation occms, thereby permitting a possible or actual 
compronrise of classified information as determined by the Facility 
Secmity Officer, the following procedme will apply: 

4.1. 1 The Facility Secmity Officer and the manager or supervisor 
involved will investigate the secmity violation to determine the 
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seiioumess and extent of the possible compromise of classified 
information. 

4. 1.2 The Facility Secmity Officer will prepare a report on the violation 
within 48 homs after receiving notification of the violation. This 
report will be submitted to the responsible manager or supervisor? 
and will be forwarded to the govenunent Cognizant Secmity 
Office as notitication to the government? if the seriousness of the 
violation so wan ants. 

4. 1. 3 The manager or supeivisor involved will take the proper corrective 
ancl/or disciplinmy action indicated in the Facility Secmity 
Officer's repmt. 

4.1.4 Disciplinmy action will be based on the munber of violations 
charged to an employee within a twelve-month period. The 
begimring of the period will automatically be established by the 
date of the first violation. 

a. Violation No. 1 -The person responsible for the violation 
will be mally reprilnanded by Iris/her supe1visor or depmiment 
manager. 

b. Violation No. 2-The peison responsible for the violation 
will be given a wiitten supervisor's reprimand with copies to 
the employee's peisonnel representative and the Facility 
Secmi ty Officer. 

c. Violation No. 3-The peison responsible for the violation 
will be given a written reprimand by the depmiment manager 
with the same distJibution as in Violation No.2. In tlrird or 
s1.:ibsequent violations? discipline will be acb.1rinistered in 
accordance with company Persmmel Procedmes. 

4.L5 The Facility Secmity Officei and the violator's depmiment 
manager involved may jointly agree to a moditication of the above 
procedme when the seriousness of the violation wan ants such 
moditication. 

4 -:.> Infraction of Secmity Procedmes 

Page 2 of3 



Procedure No. 02 

Security Violations 
and Infractions 

\\i1len a secmity violation occms and a determination is made by the 
Facility Secmity Officer that the violation has :in no way permitted a 
possible or actual compromise of classified information, and therefore is 
an infraction of Security Procedmes, the follm.'ving will apply: 

4.2. 1 The Facility Secmity Officer will prepare a report of the secmity 
infraction and \\!ill discuss the :infraction with the involved 
employee and employee's supervisor. A copy of the repmt will be 
provided to both parties. 

4.2.2 A second infraction will be discn~sed \'Vith the employee involvecl 
the employee's supervisor and the depmiment manager, all of 
whom will receive a copy of the second infraction repmt. 

4.2.3 A third infraction will be processed as a violation in accordance 
with the procedme outlined in paragraph 4.L4 (b), "Violation No. 
2." Supporting information concerning the fiist two infi·actions 
will be attached to the violation repmt. 

4.2.4 Disciplinary action will be based on the munber of secmity 
infractions charged to an employee within a 12-month period. The 
begimring of the period will automatically be established by the 
date of the first infraction. 

43 Individual Culpability Reports 

The Facility Security Officer shall submit a written repmt to the 
govenunent Cognizant Sec1.uity Office, which :includes a statement of the 
adnrinistmtion action taken against the employee, when individual 
responsibility for a secmity violation can be detemrined and one or more 
of the following factors are evident 

43.1 The violation involved a deliberate disregard of security 
req1.rirements. 

43.2 The violation involved gross negligence in the hancUing of 
classified material. 

4 3. 3 The violation was not delibemte innatme but indicates a pattern of 
negligence or carelessness. 
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(Subcontracting) 

To establish the method for the certification of cleared vendms. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 DEFINITION 

3.1 Classified Procmement- Any request for proposal pricing infonnation, 
advance procm-ement action, subcontract or pmchase order in \Vhich 
access to classified information will, or may, be required dming or atler 
the consmmnation of the procmement effmt. 

4.0 GENERAL 

4J All classified procmements shall be coordinated with the Facility Secmity 
Officer in order to ensme contractual Cognizant Secmity Agency secmity 
requirements are accomplished. 

4.2 \Vl1en pre-contract negotiation visits involve the disclosure of classified 
information between the company and the prospective bidder, Secmity 
Procedme No. 10, ''Visitor Control," shall be fbllowecL The host 
employee shall advise the bidder's representatives of the classification 
levels of the information being disclosed and other pe1iinent restrictions. 

4 3 Employees who have a requirement to enter into a classified procmement 
shall ensure that sufficient "lead-time" (five days) is allotted t()r required 
secmity action. 

5.0 PROCEDURE 

Pmchase Order Originator 

1. Determine and indicate the level of secmity classification of the 
requested procmement action. 

Procmement 
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2 Advise the Facility Secmity Officer when a classified award is made 
to a subcontractor or vendor. 

3. In the preparation of a classified subcontract or pmchase order, 
incorporate the DAR "Military Secmity Requirements Clau-;e" into the 
contractual agreement In addition, incorporate any release 
pr6hibitions imposed upon the company by its customer or the 
govenunent 

Facility Secmity Officer 

4. Prepare contractual secmity specifications for subcontractors or 
vendors receiving classified awards. 

Procmement 
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5. Advise the Facility Secmity Officer of any potential or actual change 
in scope on the contract \Vlrich alters the secmity requirements or 
raises the secm'ity classification level of the etlmt. 
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Public Release 

1.0 PURPOSE AND SCOPE 

To provide instructions pertaining to the public release of information on 
classified prqjects or contracts. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 DEFINITIONS 

Public Disclosme- The passing of information and/or materials pe1taining to a 
classified contract to the public or any member of the public by any means of 
conunmri cations. 

4.0 GENERAL 

4. 1 Information pert.ailring to classified projects or contracts shall not be 
released to the public '-'Vithout prior approval ofthe Govenunent 
Contracting Activity. 

4 ! Originators of material proposed for release are responsible for screening 
the information to en-;ure that it is 1mclassified. 

NOTE: Originators are also res1)onsible for controlling 
the drafts or 1)reliminary COI)ies of the release, even 
though they are con~idered to be unclassified, until the 
material has been authorized for release. 

4 3 All information relating to classified prqjects or contJacts, proposed for 
release to the priblic, shall be reviewed by the Facility Security Officer 
prior to submission to the Govenunent Contracting Activity. 

4 A Materials \Vlrich could constitute public release information include, but 
are not limited to, news releases, sales brochmes, pamphlets, hand-out 
materials, flyers, product line and capability-type advertisements, 
marketing presentation text, photographs, recruiting advertisements, 
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seminar papers and teclmical miicles, for the company newspaper, internal 
posting of new contracts, etc. 

4.5 The following general information, miless specifically prohibited from 
public release by the Govenunent Contracting Activity may be released 
without ftuiher specific clearance: 

4 51 A statement that a contract or letter of intent has been received. 

452 The type ofitem(s) in general terms, e.g., simulators, 
conummications equipment, data processing and display 
systems, etc., provided that the designation of the item or 
equipment is not classifiect 

453 A statement that workers with special skills are required. 

454 Any official information that has been previously approved for 
release. 

4.6 The proposed release of any information previously classified and 
subsequently declassified 1mder the provisions of the "Automatic Time­
Phased Downgrading and Declassification System" requires the approval 
of the Govenunent Contracting Activity. 

4. 7 Media dissemination of information cmrently classified by a Govenunent 
Contmcting Activity does not automatically mean that it has been 
declassitied unless the information was contained in an official 
govenunent release. 
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Classification Review and 
Releas:e of Information 

1.0 PURPOSE AND SCOPE 

To establish the requirements of a Security Classification :rvlanagement Program designed to 
ensure the proper identification, dassitlcation, and marking of information concerned with the 
National Detense in accordance with government guidance documents. e.g .. Contract Security 
Classitlcation Specifications. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in dassitled activities. 

3.0 GENER:\.L 

3.1 The Facility Sewrity Officer is responsible tor all external contact and correspondem~e 
that rel<~te to matters of security dassitlcation requirements and is the central control 
point for coordinating all matters that relate to the assignment of secm·ity dassitlcaticm. 

3.2 Individtwls receiving dassitkation guidmKe 11-om external sources. written or verb<~L 
shall transmit such information to the Facility Security 01lker for the upd<~ting of central 
class it! cation records and the proper notitlcation to other concerned parties. 

NOTE: No action to change the classification of existing 
classified documents or hardware) \"\ith the excetltion of 
the tlrovisions of Procedure 21) Section 4.4) shall be taken 
tlrior to the receitlt of regrading notification from the 
Facility Security Officer. 

3.3 Employees who are responsible for generating dassi11ed materi<1l, or have the tedmical 
supervis01y responsibility of reviewing materi<~l for proper d<~ssi11cation, are encouraged 
to contribute to the program by making recommendations for regrading action whenever 
possible, and to bring to the attention of the Facility Secmity 011ker any inconsistendes 
in security classi11cation guidance. 

3.4 The Facility Secm·ity O:lficer. when requested, shall assist in proposal preparation by 
providing daritlcation and elaboration of security classitkation guidmKe fhrnished vv'ith 
the Request tor ProposaL 1his will include assisting in lhe development of a detailed 
secm·ity dassitlcation guidance document where appropriate. 

3. 5 It is the responsibility of each employee preparing material to classifY it at <IS low a level 
as possible. consistent with current sewrity dassi11cationguidance. Any dassi11ed 
information not specitlcally required for presentation will be omitted from proposals and 
reports. 
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3.6 :rv1anagers and supervisors will nwintain dose supervision of personnel responsible tor 
classifYing information and will assi::.t in the review and assignment of cotTect secmity 
classifications based on their secmity clearance and ··need-to-know:' 

3. 7 Determination of Classifkation-

3. 7.1 RFPiRFQ (Request tor Propos<1liRequest for Quotation) and contractual 
materiaL 

a. If the intonnt~tion meets <1 specific "Classification a·iteri<~" as set torth in 
avt~ilable sewrity guidance or directives. mt~rk the item appropriately. 
Chm1ges in such guidelines mt~y be mt~de only with the specific approval of 
the Government Contrt~cting Activity responsible fa: the contrt~ct. These 
changes are thrnished in \\Titing by the Government Contrt~cting Ad.ivity. 

b. Cl<1ssified mt~teri<~l genert~ted by the exirt~dion or copying of classified 
informt~tion from other mt~teri<~L or which involves the reproduction or 
trm1sl<1tion of an entire d<1ssitled dowment sht~ll be dassitled to the same 
degree as the source document. This type ofmt~teri<~lneed not be reviewed 
tmder the provisions ofthis prol~edure. However. whenever there is a doubt 
as to the appropriate classification. the Facility Secm·ity Ot1ker should be 
wnsulted to determine if the original dassitkation is still in etfect 

3. 7.2 Procedm·e No. B establishes bt~sic fi.mdmnentals of initial identification and 
marking of dassitled materi<1t 

3. 8 Unsolicited Proposal or Non-Contrt~duallV1<~terial- In the assigmnent of a 
dassitlct~tion tor an unsolicited propos<1l or originating information not in the 
petfonnance of a contJ·t~ct. the following mles shall apply: 
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3.8.1 If information is included in the proposal or other mt~teri<~l which ct~n be 
identitled as being dassitled, the propos <II or other materi<1l shall be marked 
with the appropri<1te d<1ssifict~tion in accordance with Secmity Procedure No. 
B. "l\i1arking ofClassitled :MateriaL" 

3.8.2 If information is induded in the proposal or other materi<1l which cmmot be 
identitled as being d<1ssitled or for which there is no security guidm1ee. <1nd it is 
believed that the propos<~ I or other material contt~ins infonn<ltion which should 
be dassitled. it shall be mmked with a preliminmy dassitkt~tion <It the 
appropriate level utilizing the following notation only on the cover or first page: 

Classification determination 1)ending. 
Protect as though classified Secret. 
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3.8.3 The following guidelines should be utilized when wntempl<~ting the tent<~tive 
<~ssignment of secmity d<~ssific<~tion(s) for infonnation which cmmot definitely 
be identified <~s being dC~ssified. If disclosure of scientifk or tedmical 
infonn<~tion to un<~uthorized persons would benefit <1 foreign govenunent by: 

<1. Endm1gering the tedmologkallefld time for the U.S. of <~ny we<~pon. 
electronic. or other militmy system. sub~ystem or component: 

b. Supplying infcmwtion in <~ sdentific or technological <~re<~ where 
probability ofmilitmy applic<~tion is indic<~ted before or during 
e:sq) lorato1y development: 

c. Giving <1 tedmologic<~l <~dvantage or improving le<~d time in <1 scientifk or 
technical <~re<~~ 

d. Enhancing experimental <~nd te~ting techniques and procedures and 
development programs to the detriment of US. defense interests: 

e. Enriching militmy or indnstri<~l resem'd1 programs to the detriment of US. 
cotmterpmt programs: 

f Improving sensor. technical surveillm1ee, ECl'vL ECCivL or other electronic 
photographic, sonic, acoustic. conummication. COiviSEC. ciyptologic<~L or 
operatio1wl programs to the detriment ofthe United States. 

3.8.4 If<~ preliminmy dC~ssification is <~ssigned or if the sectu·ity guidmKe is 
in<~deqtwte and fl decision cannot be re<~ched. cmt<~ct the F<~dlity Secmity 
Officer for assistmKe in obt<~ining d<~ssification interpret<lt.ion <~nd/or 
determii1<1tion by the <~ppropri<~te govenunent agency. 

3.8.5 If<~ preliminmy dC~ssification is <~ssigned. the following sh<~ll <~pply: 

<1. Access to the iirtonn<~tion will be limited to the mii1inuun munber of 
employees pract.icable. 

b. The individuC~ls seleded to lwve <~ccess to the inform<~tion will be limited to 
deflred US. citizens who will be <~dvised ofthe impott<~nce of the 
intorm<~ti on. 

c. Yv1letlnot in me. doctunents containing the inform<~tion should be stored ii1 
<~ propet· security cont<~inet·. 

d. Senu·e methods oftransmitt<~l <~re to be used for transmitting the m<~tet'i<ll 
betweetl persotmel or loc<~tions. 
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e. Reproduction of the intornwtion should be kept <~t <1 mininuun. 

3.9 Tot<~lity Aspects ofCI<~ssific<~tion-

3. 9.1 The over<~ll d<~ssitlc<~tion of <1 document will nonn<~lly be eqtwl to the highest 
d<~ssitlc<ltion <~ssigned to <~ny of its pages. 

3. 9.2 It is possible th<~t two or mxe items of infornwtion. e<~ch properly d<~ssitled <~t <1 
lower level. will. when cont<~ined in the smne document. require <1 higher 
d<~ssific<~tion leveL When i::uch <1 sitmtion exists. the doctunent slwll c<~ny the 
higher d<~ssific<~tion <1nd the following statement sh<1ll <~ppe<~r OJKe on the inside 
of the :fi·ont cover. <~nd on the title page. or on the tlrst page of the document 

Although the classification of the information on each 
1)age of this document is no higher than indicated by 
the marldngs thereon, the association of information 

requires 1n·otection at the higher level a1)1)lied as the 
o vera II cia ssifica tio n. 

3. 10 Public Rele<1se of Cl<~ssitled Intorm<~tion- The t'<lct th<~t intorm<~tion currently d<1ssified 
by <1 government agency h<~s been dissemilwted by <1 public meditun of conununic<~tion 
does not <~utom<~tic<~lly mem1 th<~t it lms been ded<~ssitled. Employees will <1dhere to 
offici<~! d<~ssific<~tion guidmll~e until otherwise <1dvised by the F<~cility Security Otlker. 

3.11 Technic<~! A1tides. Sympositun Present<~tions- The tln<~l dr<~tl of <~ny technic<~ I 
document<~tion which is considered tor public<~tion in tr<~de periodic<~ls or tedmic<~l 
journ<~ls <~nd/or the dr<~tl considered tor ~:ympositun present<~tion. plus <~ny <~pplil~<lble 
seou·ity guidmKe. will be submitted by the origin<~tor tor t11wl tedmic<~l review. Review 
sh<~ll iiKlude <1 verific<~tion ofthe d<~ssitlc<~tion. or l<1ck of d<~ssitlc<~tion. initi<~lly <~ssigned 
by the origill<ltor. The smne m<~teri<~l will then be submitted to the next higher level of 
supervision where it will be reviewed for the purpose of contlrming the <~ppropri<~te 
secm·ity d<~ssitk<~tion. 
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NOTE: After the reviews described above) ifthe material 
involved is determined to be classified and will be l)re-­
sented at a meeting of equal or higher clas~ification) it 
should be handled in accordance \\'ith Section 4.0 of this 
1)rocedure and Procedure 04) "Public Release." 
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4.0 PROCEDURE 

Employee 

L Subjed nwteri<~l will be submitted for d<1ssific<1tion review <IS follows: 

ALL CLASSIFIED Iv1A.1ER1AL- to the first level of technic<~ I progrmn 
supervision <1bove origit1<1tor·s position. 

NOTE: The <1bove dassific<~tion review requirements will be l~onsistent with the 
Technical Snpetvisor's or Progrmn-Propos<~llVImwger·s de<~r<~nce level <~nd "need­
to-know" for the specific contr<~d or proposal etlo1t. 

Technic<~! Progrmn SupeivisioniTedmic<~l Progrmn lVImwget· 

2. Review the m<~teri<~l together with the <~pplic<~ble coJrtl'<ld or propos<~ I security 
d<~ssific<~tion guidmKe <~nd verifY the validity <~nd <~cnu·acy of the d<1ssification(s) 
<~ssigned. 
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Emilloyee Clearances 

1.0 PURPOSE AND SCOPE 

To provide for the requiiements of obtaining employee secmity clearances and 
processing related clearance downgrading and tennination actions. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENER4.L 

3.1 The company will request a secmity clearance only for those employees 
who require access to classified information in the performance of their 
assigned duties. 

3. 1. 1 The company shall not normally initiate any pre-employment 
clearance action. However, lmder special circmnstances 
Persmmel Secmity Questionnaire forms (PSQ) may be provided to 
a prospective employee for completion, review and subsequent 
subnrittal to the govenunent, prior to the date of employment Tlris 
action is only authorized when a written conmritment, with a fixed 
employment date witlrin180 days is offered by the company and 
accepted in writing by the candidate. 

3.1. 2 A secm'ity clearance can only be granted to United States citizens. 
However, inunigrant aliens or foreign nationals may be granted a 
"Limited Access Authorization" (LAA) at the SECRET or 
CONFIDENTIAL leveL 

3.L3 Limited Access Authorizations may be requested in those rare 
circmnstances where the non-U.S. citizen possesses unique or 
mmsual skill or ex'})eliise that is urgently needed to support a 
specific contract and a cleared or clearable U.S. citizen is not 
readily available. 

The LAA will only be issued with the concmrence of the 
Govenunent Contracting Activity and the Cog1rizant Security 
Agency. 
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3. 1.4 Secmity clearances gianted by the govenunent are valid for access 
to classified infonnation on a need-to-know basis. Unless 
terminated, suspended or revoked by the government, the 
clearance remains etiective as long as the employee is 
continuou~ly employed by the company. 

3. 1.5 Interim SECRET or intelim CONFIDENTIAL cleaiances are not 
valid for access to Restricted Data~ NATO~ COMSEC~ or Sensitive 
Compmimented Infonnati on. 

3.L6 Verification oflLS. Citizenship- The Facility Sec1.n'ity Officer will 
require evidence oflL S. citizenship for each employee \Vho is an 
applicant for a security cleaiance and who claims U.S. Citizen~bip. 
The following docmnents shall be acceptable for proof of U.S. 
ci tizensbi p: 

a. A Bilih Cetiificate attesting that the indivichwl was born in the 
United States. (original or certified copy) 

b. Cetiificate of Naturalization shall be submitted if the 
individual claims citizenship by natmalization. 

c. Repmt ofbilih abroad of a citizen of the United States (Form 
FS-240), a Cetiification ofBiith (Fonn FS-545 or DS-1350), 
01 a Certificate of Citizenship, is acceptable if citizenship 
acquired by bilih abroad to U.S. parent( s). 

d. U.S. Passpmt, or one in which the individual was included 
will be acceptable as proof of citizen~bip. 

e. A record ofrviilitmy Processing Aimed Forces of the United 
States (DD Form 1966) is also acceptable proof of citizen~bip. 

3.2 Company-Granted Confidential Clearances- The authority to giant 
Confidential clearances previou~ly delegated to defen~e contl'actors bas 
been rescinded. However, con:rpany-gianted clearances now in etiect will 
remain valid. 
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3.2. 1 Company-gianted Confidential cleaiances are not valid for access 
to Restricted Data~ Formerly Restricted Data~ COMSEC 
information~ Sensitive Compartmented Information~ critical or 
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controlled nuclem weapon secmity positions~ NATO information 
(except for NATO Restricted)~ and foreign govenunent classified 
infommti011. 

3 3 Reim;tatement of Clemance - application for a secmity clemance 
reinstatement may be made provided: 

3 3. 1 Theie has not been a lapse of more than 24-months since 
termination of the employee's previou'5 cleaiance. 

33.2 The company is not aware of any adveise infonnation 
concerning the individual. 

33.3 The most recent cleaJance investigationmu'5t have been 
completed within the past five years forT op Secret and Q 
clearances and ten years for Secret or L clearances and the 
scope of that investigationmu'5tmeet or exceed that which 
is required for the for the level of clearance to be rein'5tated 
or giantecL 

3.4 Termination of Clearances: 

3 A 1 At the time of termination of employment (discharge, resignation., 
retirement., or at fhe begimring of a layoti or leave of absence for 
an indefinite period, or for a period in excess of 1 year), the 
employee's supeivisor will advise the temrinating employee to 
report to the Facility Secmity Officei where the employee shall be 
required to complete a Secmity Debriefing Acknowledgment 
The employee '-'Vill ensme that all classified material has been 
tmned into the Docmnent Control Center, theieby releasing the 
employee of all classified material accmmtability. 

3.4.2 \\!l1en an employee who possesses a peismmel secmity clearance 
no longer requires access to classified information and does not 
anticipate a requirement for such access in the foreseeable futme, 
the employee's depmiment manager or section supervisor must 
notifY the Facility Sec1.u-ity Officer of tlris fact by memo. 

3.4.3 The Facility Secmity Officer will proceed with adnrinistrative 
clearance temrination action described above. 
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4.0 PROCEDURE 

Ivlanager or Supervisor 

1. Completes Request for Secmity CleaJance Processing Form certifYing 
need for cleaJance, obtain.;; appropriate staff manager's concmrence 
signatme and submits completed form to the Facility Secmity Officer. 

Stati Manager 

2. Reviews the jmtification section of the form to enf>1Ue fhat access is 
necessary in the performance of tasks or services essential to the 
fulfillment of a contract(s), keeping in mind that clearances must be 
limited to the minimmn extent possible consistent '-"'Vith contmctual 
obligations. 

Facility Secmity Officer 

3. Revie\~ls tl1e f<)fll1 t<..) ass11re tl1at a ~verifia.'ble 11eecl fen~ cleai<tJlce acti<..)ll 
exrsts. 

4. Ftmrishes the employee with the appropriate Personnel Secmity 
Questionnaire (PSQ) and informs the employee that page 5 of the form 
may be completed in private and retmned in a sealed envelope. The 
sealed envelope shall be forwarded to the govenunent without review 
by the company. 

Employee 
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5. Completes the Persmmel Secm'ity Questimmaire and returns it along 
with evidence of U.S. citizen.;;hip to the Facility Secmity Officer for 
processmg. 
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1.0 PURPOSE AND SCOPE 

To provide briefing and debriefing instructions for cleared employees. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 GENERAL 

3.1 Briefing- The Facility Secmity Officer or a designated representative 
will brief all employees and T empormy Help Supplier personnel: 

3.1. 1 Prior to the individual being authorized access to classified 
information or material~ 

3. 1. 2 If the individual is absent fi-om the facility for any reason., in 
excess of one (1) year~ 

3.L3 Prior to the individual going on any foreign travel or attending an 
intenmtional scientific., teclmical., engineering., or other 
professional meeting when it is anticipated that representatives of 
foreign intelligence services may participate or attend. 

3. 1. 4 Prior to an individual being authorized to hand cany ( comier) 
classified material. 

3.2 The secmity briefing o1.1tlined in 3. L 1 and 3J .2 above will include: 

3.2. 1 The individual's secmity obligation andrespon~ibility to safeguard 
classified information~ 

3.2.2 The required secmity procedmes for etiecting such safeguard~~ 

3.2.3 Those section~ of the espionage laws, conspiracy laws and fedeial 
criminal statutes applicable to the safeguarding of classified 
infonnati011. 

3 3 The Defen~ive secmity briefing outlined in 3. 1.1 tl1rough 3. 1.3 will 
include: 
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33.1 The rationale behind the need for secmity awareness while on 
foreign travel~ 

33.2 A briefing on the foreign intelligence network~ 

3 3. 3 T eclmiques employed to obtain information of intelligence value~ 

33.4 A smmnmy ofthe need for alertness and indiviCb.wl discretion. 

3.4 The secmity briefing in the case of Section3J .4 above shall include the 
comier's overall responsibilities to safeguard classified material including 
maintaining personal possession of the material at all times? if proper 
storage at a U.S. govenunent activity or an appropriately cleared 
contractor facility is not available. 

3.5 Recm1ing sec1.uity briefings will be conducted and in addition to Sections 
3.2 and 3.3? will include informing the employees that they must repmt to 
the Facility Secmit:y Officer? if and when they become a representative of 
a foreign interest 

3.6 Special access briefings will be conducted by the Facility Secmity Officer 
as required. 

3. 7 Debriefings 

The Facility Secmity Officer? or a designated representative? will debrief 
all employees \Vhen: 

3. 7. 1 Employment terminates~ 

3. 7.2 The individual begins a layoti or leave of absence for a period? in 
excess of one (1) year~ 

3.7.3 The individual's perso1mel secmit:y clearance is administratively 
terminated revoked or smpended~ 

3.7.4 Upon tenninationofthelocation's facility secmity clearance. 

3.8 The debriefings shall include: 

3 .8.1 The pmpose of the debriefings~ 
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3 .8. 2 The seriou~ nature of the subject matter which requires protection 
in the national :interest~ 

3.8.3 The need for thttu-e caution and discretion and advice concerning 
travel restrictions where applicable. 

3.9 Upon completion of a briefing as outlined above, the employee is required 
to complete and sign the "Classified Information N on-d:isclosme 
Agreement" Standard Form (SF) 312. Upon completion of a debriefing as 
outlined above, the employee is required to complete the "Secmity 
Debriefing Acknowledgment" portion of the SF 312. 
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Procedure No. 08 

TemJ)Orar)' HeiJ) 
SUJ)})Iier Persomtel 

To provide the method for certification and control ofTempormy Help Supplier 
employees who require access to classified infonnationin the performance of 
their assigned duties, while lmder contract to the company. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 DEFINITIONS 

Tempormy Help Supplier- A subcontractor who dispatches peisonnel on lris 
payroll to perform work on the prenrises of a cleared facility. 

4.0 GENERAL 

4.1 Tempmmy Help Supplier peismmel shall not remove classified material 
from the premises of the company. 

4.2 Tempmary Help Supplier peisonnel shall notit~' the company Facility 
Secmity Officer at least sixty (60) days prior to departure of their intended 
tlavel to a foreign cmmt1y or attendance at any international scientific, 
teclurical, engineering or other professional meeting when it is anticipated 
that representatives of foreign intelligence services will pmiicipate or 
attend. 

43 Tempmmy Help Supplier peismmel shall notity the company Facility 
Secmity Officei when an immediate fanrily membei or a spouse's 
inunediate fanrily member, takes up residence in a foreign cmmtly~ or 
when, tlu-ough marriage, relatives are acquired who are citizens or 
residents of a foreign cmmtly. 

4.4 Tempmmy Help Supplier peismmel shall comply with the company 
Secmity Policies and Procedures. 

5.0 PROCEDURES 

Sponsoring Employee 
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1. Contact the Subcontract/Proc1.uement Depmiment prior to engaging 
the services ofTempormy Help Supplier. 

SubcmltJact/Procmeineilt Department 

2. Forwards copy ofPmchase Order to the Facility Secmity Officer to 
establish length of time for which the Tempmmy Help Supplier 
services have been contracted. 

Sponsoring Employee 

3. :rvf1.1st ll<.)tif)l tl1e Facilit}~ Secl.IJit)l ()fficer as t<) statll') l)f tl1e visit") e.g. 
will the Tempmmy Help Supplier employee require access to 
classified information? 

NOTE: If the visit involves access to classitiedinfonnation, the 
Tempormy Help Supplier cmnpany must fimlish the Facility Secmity 
Officer with a classitied visit request for the individual(s). Otherwise 
access to classified information will not be authorized. 

Facility Secmity Officer 

4. Provides briefing to Tempormy Help Supplier personnel about 
safeguarding classified int"l)rmation while assigned to the company. 

T eclmi call\!I oni tor 
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5. Furnishes specific secmity classification guidance to the Tempormy 
Help Supplier employee. 
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1.0 PURPOSE AND SCOPE 

To provide for certification and control of consultants to the company who 
require access to classified information in the performance of their assigned 
duties. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 DEFINITIONS 

A con-;ultcmt is an individuallmder contmct to provide professional or technical 
assistance to the company in a capacity requiring access to classified information. 

4.0 GENERAL 

4.1 Consultants may have access to classified :infonnation only while on the 
premises of the facility and may not remove classified :information fi'om 
the facility except on authorized travel initiated by the company. 

4.2 Employees must contact the Subcontract/Procurement Department prior to 
engaging the setvices of a consultant The Subcontmcts Dept will advise 
the Facility Secmity Officer of the proposed consultant contmct and will 
provide identification information., clearance requirements and any 
chm1ges in the consultanfs status., i.e . ., temrination of setvice prior to 
planned completion date., exten-;ion of services beyond planned 
completion date., etc. 

43 The employee directly responsible for the consultanfs setvices shall 
notify the Facility Security Officer at least sixty (60) days in advance of 
any intended travel by the consultant to a foreign cmmtry or attendance at 
any type of meeting \Vhen it is anticipated that t(xeign intelligence 
setvices may pmiicipate or attend. 

4.4 The Facility Secmity Officer will process visit requests for consultants 
employed lmder the tenus of a classified contmct The Facility Security 
Officer will also process temrination of clearance for such con-;ultants as 
prescribed by Cognizant Secmity Agency regulations. 

4.5 Classification guidance will be t\mrished to consultants when required by 
the Facility Secmity Officer. 
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Visitor Control 

1.0 PURPOSE AND SCOPE 

1.1 To establish the procedme for employees visiting other facilities, militmy 
installations or government agencies. 

1 '! To establish the procedme for denying access to classified information/ 
material to visitors not authorized such access. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 Employees should submit a Visit CleaJance Request to the Facility 
Secmity Officer only iftheir intended visit is in the interest of national 
defense and cmmot be accomplished without access to classified 
informati on!Inaterial. 

3.2 Any employee who cannot gain achnittance dming an authorized visit to a 
facility, installation or agency, because a Visit Authorization Letter is not 
on file, should contact the Facility Sec1.uity Officer. Conumurication 
between Secmity Visitor Control organizations may assist in locating the 
Visit Authorization Letter or otherwise facilitate visit approval. 

33 Visit approval will be assmned mlless the facility to be visited notifies the 
Facility Secmity Officer to the contrmy. If such a notification is receivecl 
the Facility Secmity Officer will advise the visiting employee(s) that 
approval has not been granted. 

3.4 Disclosme dming visits- Employees may disclose classified information 
dming visits provided the intended recipients possess the appropriate level 
of clearance and need-to-know con~istent with the following: 

3.4. 1 ContJact related visits- \\l1en there is a classified contractual 
relationship (to include all phases of pre-contJact activity) 
between the pmiies involved, classified information may be 
disclosed without the approval of the govenunent agency that 
has jmisdiction over the information. 

3.4.2 Non-contractielated visits- \\il1en there is no classified 
contmctual relation~lrip between the pmiies, classit1ed 
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information may not be disclosed without the approval of the 
government agency tlmt lm.s j"misdiction over the information. 

4.0 PROCEDURE 

4J Employee visits to other cleared facilities? military installations? and 
govennnent agencies. 

4.1. 1 \Vhen an original visit Iequest is initiated? a determination will 
be made if recmring visits will be required~ if such visits are 
consistent with the pmpose of the miginal visit? the request 
should be made for 12-months dmation. 

NOTE: Subsequent request(s) to visit the same facilif)' 
need not be requested when a term visit (twelve months) 
mtthori=ation is in effect, rmless the purpose of the visit 
is changed 

4.L2 Visit requests will not automatically be renewed. It is the 
responsibility of each employee to submit a new Visit Clearance 
Request t()r each visit that is to be renewed atleast fitleen (15) 
days in advance of the expimtion date of the visit 

4.L3 Visit requests will be submitted to the Facility Secmity Officer 
to permit normal processing (at least one week prior to the 
intended visit). 

4.2 Visits Outside the United States 
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4.2. 1 Requests to visit foreign cmmtries will be made at least 60 days 
in advance? especially when such visits will involve disclosme of 
classified information or teclmically sensitive int"l1rmation for 
which an expmt license may be required. 

4.2.2 Upon Ietum fi'om foreign travel? the employee will repmt 
promptly to the Facility Secmity Officer any effmt made by 



Procedure No. 10 

Visitor Control 

hostile intelligence agents to obtain information or establish a 
continuing relationship. 

43 Visits to the Company Involving Access to Classified Information 

43.1 The employee to be visited will complete the "Incoming Visitors 
Worksheet" and forward to the Facility Secmity Officer as far in 
advance of the visit as possible. 

43.2 All visitors to this facility shall have their identity veiified and 
remain under constant escmt miless otherwise authorized by the 
Facility Secmi ty Officer. 

433 The designated escmt will be made aware ofthe visitor's access 
and movement linritations. 

NOTE: Transfer of escort responsibility to 
another employee will be accomplished direct~v 
and personal~v. 

43.4 Visitms shall be prohibited timn making Iecordings dming 
classified discussions, or taking photogmphs in any area >'vhere 
classified information might be recorded on film, 1.mless the 
visitor has received prior wiitten approval by the contracting 
activity whose classified information i-; involved. 

NOTE: A copv of this authori;aiion must be 
given to the Facility Security Officer upon arrival 

43.5 Classified material shall not be released to a visitm, without p1ior 
written approval of the contracting activity, except as Iequired in 
connection with contract administration, in performance of a 
prime or subcontract or as necessmy in connection with an 
official :investigation. 

43.6 If a classified meeting is held with visitors in a conference room, 
it is the respomibility of the individual in charge of the meeting 
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to ensme that proper security measmes are taken. (Refer to 
Secmity Procedme No. 20, "Classified Meetings'} 

4.4 Long-Term Visitors 

4.4.1 A long-term visitor shall abide by the company Security 
Procedmes while a resident in the facility. Additionally, long­
term visitms will: 

a. Arrange for their own visits away fi-om the facility tlu-ough 
their own company or location secmity office. 

b. Execute a Secm'ity Agreement acknowledging that they 
will abide by the company's Secmity Pmcedmes. 

EXCEPTION: Government employees and intennittent 
visitors are e:xcluded fi·om this requirement 

c. Ensme that classified material in their possession is 
properly safeguarded, and shall be subjected to inspection 
by the Facility Secmity Officer. 

4.5 Visits Not Involving Access to Classified Information 
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4S 1 The employee hosting the visit will see to it tl1at the visitor will 
not obtain physical, visual, or aural access to classified 
infonnatim1imaterial. 

4S2 The visitor will present satisfactory identification when required, 
and complete and sign the visitor register. 

4S3 Non-escmt statm and authorization to bring reproduction or 
recording equipment or material into the facility will require 
prior authorization from the Facility Secm'ity Officer. 
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Classified Material 

1.0 PURPOSE AND SCOPE 

To establish the requirements for the control of classified information in 
conformance with the National Industrial Security Program Opemting Manual. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 The fields of interest of the company are such as to make faithful 
compliance with pertinent government regulations concerning the 
safeguarding of classified information a mandatmy function. This task 
must be shared by all personneL 

Cameras 

3 .2. 1 All cameras purchased for use by the company will require the 
approval of the Facility Security Officer prior to their use witlrin 
the facility. 

3.2.2 Normally cameras owned by employees aJe not authorized for 
use witlrin tlris facility. Request for exceptions to this rule, in 
order to meet specific opemting problems, should be directed to 
the Facility Sec1.u-ity Officer. 

3.2.3 Visitors aJe not authorized to bring cameras into the facility 
mlless specitic approval has been granted by the Facility Security 
Officer. 

3.3 Loss, Compromise or Su~pected Compronrise of Classified Int()fmation 

33.1 If a loss, compronrise, or su~pected compronrise of classified 
information occms, it will be repmted inunediately to the 
Facility Security Officer. Classitied int"l1fmation wlrich is out of 
control of its u~er or assigned custodian, and cmmot be locatec~ 
shall be presmned to be lost 1.mtil an investigation detemrines 
otherwise. 

33.2 In the event of loss, compronrise, or su~pected compronrise of 
classified irlil)nnation outside of the facility, the person 
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discovering the loss, compromise, or su~pected compromise shall 
inunediately notifY: 

a. The Facility Secmity Officer via the fastest means of 
conummication. 

b. The nearest office of the Federal Bmeau of Investigation 
(obtained fi'om local telephone directory), and fmnish 
sufficient information to assist in the identification of the 
infonnati on. 

c.If outside the United States, the nearest U.S. authorities (militmy, 
consulate, or other US. Govenunent office). 

4.0 PROCEDURE 

Mm1agers/Supervisors 
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1. Ensl.u-e that all employees in their areas of responsibility and 
under their jmisdiction comply with all secmity policies and 
procedmes and receive complete tJaining in all secmity 
requirements. 

2. Ensme that all persons witlrin their work areas, whose duties 
require them to have access to classified information, are 
properly cleared before such information is available to them. 

3. Maintain close and continuous supervision over persmmel 
having the authmity to classify infonnation and to assist in 
the assigmnent of the correct classification 

4. Review classified information to see that material is 
downgraded or declassified whennecessmy. 

5. Ensme that all classified material is properly stored in 
appropriate and authorized containers as prescribed in the 
procedme for the stomge of classified material. 
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6. Ensme that any employee attending conferences, seminars, 
symposia, or other meetings is fi.llly aware of the limitation-; 
on disclosme of classified information. 

:. Safeguard all classified information lmder their control and 
adhere to the secmity policies and procedmes to prevent 
mmuthorized access to classified information. 

8. Innnediately repmt to the Facility Secmity Officer any 
infraction or violation of the secmity policies and procedmes 
or any known or su-;pected compromise of classified 
infonnatio11. 

9. Refer any question-; regarding secmity policies, classification 
or related matters to their supervisors for clarification, 
decision and/or coordination with the Facility Secmity 
Officer for resolution. 

10. Retum all classified material to the Docmnent Control Center 
when it is no longer required in the performance of their 
work or \Vhen their employment is tenninatecL 

11. Classify prepared material at as low a level as possible, 
con-;istent with cmrent classification guides and policy. 
Highly classified information, \Vhen not specifically required 
for proper presentation, will be omitted. Employees are 
cautioned that lmder-classification creates secmity hazard-; 
and can reslllt in compromise of defense information. 
Conversely, needless over-classification imposes additional 
administJative bmden and impedes the flow of vital 
infonnation. 

1 '! Ensme that classified meetings held with visitors in a 
conference room are coordinated "'vith the Facility Secmity 
Officer in accordance with the secmity procedme pe1taining 
to Classified Meetings. (Procedme Nmnber 20) 

Users and! or Originators of 
Classified :tviaterials 
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13. Correctly classitY and properly mark classified material they 
originate. 

14. Comply with established procedmes for protecting, 
recording, and storing classiiied material issued for their u-;e. 

15. Control classified material in accordance with cmrent 
secmity regulations. 

16. Downgrade and remark classified material in theii possession 
when notified in \\Titing by the Facility Secmity Officer. 



1.0 PURPOSE AND SCOPE 

Procedure No. B 

Marldngof 
Classified Material 

To provide the in~tructions for the proper marking of classified materiaL 

2.0 ORGANIZATIONAL UNITS AFFECTED 
All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 :Marking, handling, assigmnent of control munbers, and accotmtability 
control of all classified material shall be coordinated through the 
Docmnent Control Center. 

3.2 The proper secm-it:y classi:fication(s) of material are detemrined by the 
procedme entitled "Classification Review and Release of Information." 
(Procedme 05). 

3 3 Originators of classified material are responsible for en~ming that all 
appropriate markings and notations are placed on the materiaL 

3.4 Marking of sec1.uity classi:fication(s) on docmnents is accomplished by u~e 
of rubber stamps or by other method~ common to the publication process, 
e.g., pre-mmked masters, decals, etc. 

NOTE: The classification marking is never typed 

3.5 A classified material controlmunber is required for all accmmtable 
materiaL The munber is placed on the first or title page of the docmnent 

3.5. 1 All acco1.mtable material received or originated requires a 
Classified Material Control Nmnber (CMCN). This munber is 
assigned by the Docmnent Control Center to maintain 
accountahili ty. 

3.6 In order to prevent classified material :fi-mn being letl inadvertently 
1.mprotectecl the outside of any folder contai1ring such material, or the 
back page or cover of the material, if not in a folder, should always be 
stamped conspicuou~ly with the appropriate classitication. 

3. 7 Classification markings should be clearly visible when pages are clipped 
or stapled together. 
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3.8 Classified information extracted from docmnents will be marked with the 
same level of classification as :indicated on the page or paragraph fi·om 
which the information was extracted. The downgrading notation of the 
source of information will remain muess the new mate1ial requires a more 
restrictive assigmnent 

3.9 File folders, bindeis, envelopes, etc., containing classified docmnents 
when not in secure stmage, should be marked or stamped with the same 
classification as their highest classified contents. Docmnents removed 
from the file or group shall be hancUed in accordance \'Vith their individual 
classification requirements. 

NOTE: In lieu of marking or stamping of the file folders, 
binders, envelopes, etc., an appropriate cover sheet 
reflecting the security classification of the contents may 
be stapled to the file folder. 

3.10 To protect a compilation of information in a permanently botmd or 
1.mbmmd docmnent, where the u~e of a classification higher than that 
which applies to any of its components is required by security guidance or 
other govenunent agency direction, the oveiall classification shall be 
placed on the docmnent in the mmmei prescribed by this procedure. 
\\!l1ere the individual pmts of a compilation are 1.mclassified, but their total 
content is classified, the docmnent shall be marked in the mmmei outlined 
in the Secmity Pmcedme entitled "Classification Review and Release of 
Information" (Procedme 05) 

3.11 Classified material genemted \'Vitlrin the facility shall be marked on the 
face of the docmnent with: 
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3.11. 1 The date of origin and the name and address of the company. 

3.11 .2 The appropriate secmity classification plainly and conspicuou~ly 
marked, stamped or atTL-xed (not typed). 

3. 113 The regrading/ downgrading, declassification and declassification 
review notation or the Restricted Data/Formerly Restricted Data 
notation, whichever is appropriate. 
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4. 1. 4 If ditierent elements of information in a single pmagraph demand 
different classifications and sepamtion would damage context or 
destroy continuity, the highest classification :involved must be 
assigned to the pamgmph. 

4.1 .5 When tigmes, tables or illustrations are combined with text on a 
page within a docmnent, the appropriate (lmabbreviated) secmity 
classification of a figme, table or illu~tmtion \\ill be marked 
in~ide or adjacent to the tigme, table or illu~tration, and~ if a 
caption or title is used to describe the sul~ject matter presented, a 
parenthetical classitication abbreviation shall be inserted 
immediately preceding the title m caption to :indicate the secmity 
classification of the caption or title. 

a. Unclassified titles and captions mu~t be used whenever 
possible to avoid the mmecessmy classi:t)ring of Table of 
Contents, List of illustrations, Index, etc. 

b. \Vl1en titles or captions are u~ed, a parenthetical secm'ity 
classification abbreviation indicating the classification, if 
any, of the title or caption itselt: shall be placed immediately 
before the caption or title. 

c. The illu~tmtion below smmnarizes, in graphic form, Section~ 
a. and b. above. 

SECRET 
~)MEASUREMENTCHARTS-E 

tmzttFI 
(U) Figure 1-3. Maximum Powe 

(U) Figure 1-4. Minimum Power 

SECRET 
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4. 1. 6 Each page of a docmnent mu'5t be marked at the top and bottom 
with the highest secmity classit!cation (1.mabbreviated) of the 
information contained 011 that page. 

4. 1. 7 Unclassified pmagmphs, subpmagmphs, and pages must be 
marked as such, to prevent mism1derstanding. 

4. 1. 8 The following is a list of authorized parenthetical abbreviations 
to be used for marking pamgraphs: 

TABLE OF AUTHORIZED 
SECURITY CLASSIFICATION ABBREVIATIONS 

(for internal pamgraph, subparagraph, and caption or title marking only) 

Abbreviation 
(U) 
(C) 
(S) 
(TS) 
(**) (RD) 
(**) (FRD) 
(**) (NFN), (NOFORN) 

Meaning 
Unclassit!ed 
CONFIDENTIAL 
SECRET 
TOP SECRET 
Restl'icted Data 
Formerly Restricted Data 
Not Releasable to Foreign Nationals 

** ht'5ert proper classification ofTS, S or C. 

4. 1. 9 If the association between classified or 1.mclassified paragraphs 
or subpmagraphs on a page results in a higher classit!cation, the 
higher classification will be marked on the top and bottom of the 
page, and an explanation added on the page ex'})laining the 
reason for the variance. 

4. 1. 10 Each major component shall be marked as a sepamte docmnent, 
utilizing the classit!cation marking requirements of this 
procedme. Examples include: 

a. Each annex, appendix, or similar component of a plan, 
program or prqject description~ 
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b. Attaclnnents and appendices to a letter~ and 

c. Each major part of a repmt. 

4.1. 11 It: for some reason, it is impossible or impractical to pamgraph­
mark docmnents, contact the Facility Sec1.uity Officer for 
assistance. 

4 ! Use of a Classification Identification Statement or Classification Guide to 
Supplement Paragraph Marking: 
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4.2. 1 Sometimes marking by paragraphs may not make perfectly clear 
the classification of all items in a docmnent 

For example: 

a. One or more paragraphs containing information of different 
classification levels which cmmot be sepmated without loss of 
continuity or clarity. 

b. Association of an item of information in one pmt of a 
docmnent with another item in another pmt, revealing 
information requiring a higher classiiication than either of the 
individual items. 

4.2.2 In such cases, a classification identit1cation statement sho-uld be 
used in addition to marking by paragraphs. 

4.2.3 The classification identification statement must explain clearly 
what items of information in the docmnent are actually classified 
and at what levels. A statement such as the one below shall appear 
in the fi-ont of fhe docmnent, preferably on the :inside cover or 
before the title page. 

Section I of this docwnent is classified SECRET because it 
reveals (1) the location of Ollerational radar sites on Program 
333A and (2) the military alllllication of the system. 
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43.1 The overall classification of a docmnent shall be as high as the 
highest classification of any information in the docmnent It may 
be higher than any specific classit1ed item within the contents 
when the combined association of one or more lower classified 
items, requires higher classit1cation protection. 

43.2 The highest overall classification will be conspicltously marked 
or stamped at the top and bottom on the outside of the fi·ont 
cover (if any), on the title page (if any), on the first page, and on the 
outside offhebaekcover. 

NOTE: In such cases where a document does not uti/i;e 
covers the reverse side of the last page must bear the overall 
classification top and bottom. 

4.4 Page :Mmking: 

4.4. 1 Each page of a docmnent shall be conspicuously marked or 
stamped at the top and bottom with the highest classification of the 
information it contains. 

4.4.2 Printed pages \'Vitlrin a classified docmnent that do not contain 
classified material will be marked "Unclassit1ed" at the top and 
bottom. 

4.4.3 Internal pages that are blank on one or both sides do not require 
any markings. 

4.4.4 \Vl1en necessmy to achieve production efficiency each page within 
a docmnent may be marked with the highest overall classification 
of the docmnent as long as compliance \'Vith the portion marking 
requirements are met and such intentions are coordinated with and 
approved by the Docmnent Control Center. 
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4.5 On each classified docmnent, the sul~ject or title shall be followed by its 
own classification (or by the designation Unclassified) in parentheses. For 
tlris purpose, the parenthetical abbreviations (TS\ (S), (C), and (U), may 
be u-;edrespectively for TOP SECRET, SECRET, CONFIDENTIAL, and 
UNCLASSIFIED. (If possible, a classified docmnent shall be assigned an 
1mclassified subject or title.) Supplementary secmity abbreviation-; to be 
used, when applicable, are as indicated in section 4. 1.8. 

4.6 01'iginal classified mtwork shall have the secmity classification stamped 
or marked con-;picuou-;ly in the top and bottom margim of the mmmting 
board and on all overlays and cover sheets. 

4.7 Maps, Drawings, Tracing, andChmts: 

4. 7.1 These shall be marked with the appropriate secmity classiiication 
at the top and bottom of the docmnent In addition to required 
page markings, it is also necessary to sepmately mark the 
classification of the map, drawings, etc. and its caption, if any. 

4. 7.2 If the information contained in the title block or scale is of a 
different classification than that contained in the balance of the 
docmnent, the appropriate classification shall be placed as an 
explanation directly beneath the title block, legend or scale to 
differentiate between the overall classitication assigned to the 
docmnent and any classification assigned to the legend or title 
itself 

4. 7. 3 All other markings as prescribed by section 3. 11 of tlris procedme. 

4. 7.4 \v1len docmnents are rolled or folded over in such a manner that 
the classitication cmmot be readily seen, the outer smface of the 
docmnent shall bear the appropriate classitication. 

4.8 Photographs, Films and Microfilm: 
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4.8.1 Classitied photograph-; and films and their containers shall be 
conspicuously marked with their assigned classitication. 

4.8.2 l\1Iicrotihn in roll form, motion pictme tilms and video tapes shall 
be mml:ed with the appropriate classitication at the begimring and 
end of each rolL 
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4.8.3 These and other classified negatives which do not lend themselves 
to marking shall be handled on a classified basis and shall be kept 
in containers, properly secured, which shall bear the classification 
marking to which the contents are entitled, date of origination and 
all other markings as would be required on a paper-type docmnent 
In addition, motion pictme film and video tape shall state the 
classification in the title frame. 

4.9 Sound Magnetic, and Other Recordings: 

4.9. 1 Classified smmclmagnetic, and other recordings shall be marked 
with the appropriate classification. The containers in which such 
recordings me placed, \Vlrile not in use, shall be marked 
conspicuously. For tapes and sinrilar items, the marking normally 
shall be placed at the begimring and end of the rolL In addition, 
the appropriate classification shall be incorporated into the 
recording at the begimring and end in a manner wlrich will assure 
that any person having access will know the information's 
classification. 

4.9.2 In the case of disc or drum memmy mrits utilized in automated 
data processing equipment wlrich do not lend themselves to 
marking, the entire processing mrit shall, when the memory mrits 
contain classified information, be marked securely with a tag, 
sticker, or sinrilar device, denoting the appropriate classification. 

4.9.3 Classitied magnetic media, the end product ofwlrich is a computer 
printout, should have, whenever possible, the security 
classification level incorporated into the basic computer program 
to assure that the output (paper) will be marked with the proper 
classification. 

4.9.4 Classitiedrecordings, when erased by means other than authorized 
security degau-;sing equipment, mu-;t be marked stored and 
controlled in accordance with the lrighest security classification 
ever recorded on the tape. \\il1en Uris results in the latter 
information being classified lrigher or lower than that previously 
recorded, an explanatmy note mu-;t be affixed to the reel and to its 
container. 
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4.10 Classified Slide Presentations: 

4.10. 1 The lead or first slide used in a classified slide presentation shall 
have in the viewing area of the slide all of the required secm'ity 
classification markings and other prescribed secmity notations? as 
if it were the fhst or title page of a classified doc1.unent 

4.10 .2 The sec1.n'ity classification of each slide shall be shown in the 
viewing area of each slide. 

4.10 3 Each classitied overhead slide will be marked with its own 
secmity classification and other prescribed secmity notations on 
the mo1.mting of the slide. 

4.10.4 The slide tray or container hou'5ing 35nun slides shall be marked 
with the highest secmity classiticationlevel of the container's 
content and shall additionally be marked with the other prescribed 
secmity notations. 

4. 11 Machine Listings: 

Continuous form docmnents produced by AIS equipment shall be marked 
with the overall classification at the top and bottom of the tirst and last 
page? and on the front and back covers? if any. Internal pages need not be 
maJked provided the docmnent remains in an1.mbmst state. However? if 
sectiom or individual pages are removed from a listing marked in this 
mmmer? each section or page must be marked and controlled as a separate 
docmnent 

4J2 Letters of Transmittal: 
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4J2J A letter oftransnrittal shall be marked top and bottom with a 
classification as high as its highest classitied enclosme. When 
appropriate? it should indicate that? upon removal of all classified 
enclosmes? this letter may be downgraded or declassitiecL This 
information may be typed or stamped with the following 
notation: 
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UNCLASSIFIED 'WHEN SEPAR~TED 
FROM CLASSIFIED ENCLOSURES 

4J2.2 When a multi-page letter of transmittal contains no classified 
information, only the first page need be marked with the highest 
classificationofthe enclosme(s). 

4J23 Letters oftranmrittal which in themselves contain classified 
information shall be mmked and treated as sepamte classified 
docmnents with appropriate paragraph marking and required 
sec1.uity notations. 

4J3 Additional :Markings: 

4J3J In addition to the req1.rired classification markings, all material 
containing classified information shall be marked appropriately 
with one or more of the notations prescribed in pma(s) 4.13.2 
tl1rough 4.13.5. The appropriate notation shall be printecl 
stampecl typed, or otherwise affixed conspicuou-;ly at least once 
on all classified materiaL Fmther, when a copy extract or 
pampluase of a docmnent contains classified information, or 
when a page, chapter, or other such component is extmcted fi'om 
a docmnent it shall also be marked conspicuously at least once 
with the appropriate notation. In the case of docmnents, fhese 
warning notices shall be conspicuously marked on the outside of 
the fi'ont cover (if any) or on the first page if there is no front 
cover. When display of warning notices on other materials is not 
feasible, the warnings shall be :included in the written 
notification provided to recipients. 

4.13.2 Restricted Data Notation- Allmatetial that contains Restricted 
Data classified information will be marked with the following 
notation: 
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RESTRICTED DATA 

This material contains RESTRICTED DATA as defined in 
the Atomic Energ_y Act of 1954. Unauthorized disclo~ure 
subject to administrative and criminal sanctions. 

Classified by:. ________________ _ 
Classifier: __________________ _ 

4.133 Formerly Restricted Data Notation- All material that contains 
classified information which has been removed fi-mn a Restricted 
Data categmy by joint action of the Atomic Energy Commission 
and the Depmiment of Defense will be marked with the 
following notation: 

FORMERLY RESTRICTED DATA 

Unauthorized disclo~ure ~ubject to administrative and 
criminal sanctions. Han(Ue as RESTRICTED DATA in 
foreign dissemination. Section 144b) Atomic Enea·gy 
Act) 1954. 

Classified by:. _______________ _ 

4. 13.4 Regrading/Downgrading, and Declassification- All classified 
material will bear the following completed notation on the face 
of the materiaL The notation shown below, and above in 4. 14.2 
and 4. 14 3 are the only acceptable markings t()f classified 
material developed atler the effective date of tllis procedme. 

4. 13.5 Determination of appropriate downgmding/ declassification 
markings will be made from the applicable secmity guidance for 
the particular etiort involved. If no secmity guidance is 
available, the Facility Secmity Officer should be contacted for 
assistance. 
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Clas~ified by ________________ _ 

Dmvngrade to-------­ On ____ _ 

Declassify on-----------------

4. 14 l\tlarking ofF oreign Classified Material: 

Foreign classified infonnation shall be mml:ed with the co1.mtry of origin 
and with the appropriate t()reign classification and the equivalent US. 
classification. Assistance in determining proper classification markings 
may be obtained by contacting the Facility Security Officer. These 
markings shall be applied to all classified int"lmnation developecl 
produced or reproduced from the original foreign classified materiaL In 
all cases? the notation concerning unauthorized disclosme is required. 
Many t()feign govenunents and international o1ganizations? such as 
NATO? u~e a tl)l.U'th secmity classification? "'RestJicted?" to denote a 
requirement t"l)r secmity protection of a lesser degree than 
CONFIDENTIAL 

4.15 Dissemination and Reproduction Notice: 

4. 15. 1 Some User Agencies may restrict dissemination and 
reproduction of certain classified int"l)m1ation which the Agency 
has determined should be subject to special limitations. The 
t"l)llowing statement mu~t be included on the front cover of this 
special catego1y of classified int"l1m1ation: 

REPRODUCTION REQUIRES APPROVAL OF 
ORIGINATOR OR HIGHER GOVERNMENT 
AUTHORITY. FURTHER DISSEMINATION 
ONLY AS AUTHORIZED BY GOVERNMENT 
CONTRACTING ACTIVITY. 

4J5.2 Reproduction of all portions of the infbnnation contained in such 
docmnents is absolutely prohibited without the permission of the 
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originating office or higher govenunent authority. Also, fmther 
dissemination is restricted to peisons authorized by the 
addressee. Dissemination outside the facility is prohibited 
without the permission of the Govenunent Contlacting Activity. 
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Storage of 
Classified Material 

1.0 PURPOSE AND SCOPE 

To provide for the storage of classified material. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 GENERAL 

3.1 All SECRET, and CONFIDENTIAL material shall be stored in an 
approved secmity container when not in use. 

3.1. 1 \\!l1en "not in use" means any period of time, however shmt, 
\Vhen for any reason the material is not 1mder the direct 
observation and control of cleared, access-authorized employees. 

3.L2 These storage containers will be approved by the Facility 
Secmity Officer prior to their use for storage of classified 
material. 

3.2 Combinations for classified material containers will be changed when 
considered necessmy by the Facility Secmity Officer or the Cognizant 
Secmity Agency, or when: 

3.2.1 An employee who had been on the access listing for the 
combination terminates, is relieved ofresponsibilit:y, or when the 
secmity clearance granted to any such person is downgraded to a 
lower level than the categmy of material stored, or is suspended 
or revoked by proper authority. 

The combination of the container is suspected of being 
compromised or the container is left unlocked and mmttendecL 

3 3 Any written record of a combination shall be mml:ed with the highest 
classification of the material authorized for storage in the container. 

3.4 A "Classified Container Information Form," prepared by the Facility 
Secmity Officer will be affixed to the outside fi-ont of all approved 
classified material storage containers. This form contains the names, 
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addresses, and telephone munbers, of the primmy and alternate 
custodian( s) of the container. 

NOTE: A nenfonn must be completed l~v the Facility Security Officer 
when any employee listed on the fonn no longer has a need-to-k:now for 
the classified material stored within the container. 

3.5 Money or items of consideiable monetmy value, (e.g., precious metals, 
etc.), shall not be stored in an approved secmity container along with 
classified materiaL 

3.6 Piimmy custodians must ensme that all alternate custodians approved for 
access to their security container possess the appropriate need-to-know 
and clemance(s) up to the level of classified material being stored. 

4.0 PROCEDURE 

4. 1 Required Storage of Classified IvlateriaL 

Facility Secmity Officer 

1. Set the combination of the safe and provide the designated custodian 
with the secmity combination. 

Employee/Supervisor 

Page 2 of2 

2. Notifies the Facility Sec1.uity Officer when the need for the stomge 
container no longer exists so the container may be retrieved for 
another employee's use and for the pmpose of keeping all required 
secmity records cmrent 



Procedure No. 19 

Classified Draft Material 

1.0 PURPOSE AND SCOPE 

To provide information pertaining to the marking, reproduction and destruction 
of classified dratl material and working papers. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENER4.L 

3.1 All classified dratl material shall be initially marked with the date that irs 
createcl its overall classification including any applicable wanring notices, 
and the mmotation "\Vorking Papers." Other markings required for 
finished docmnents are not required for working papers. However, 
assigmnent of portion markings to the extent practical will aid in applying 
proper markings to the filrished product 

3.2 Origination- In addition to assigning the required secmity markings and 
notations, the author of the classified dratl shall attach a secmity cover 
sheet to the docmnent, the cover sheet mu~t conespond to the highest 
level of classified infonnation contained within the draft docmnent 

3 3 Typing -The individual typing the dratt. material will mark the material 
exactly as the original ckatl 

3.4 Destmction -\Vl1en no longer needed, classified working papers and 
dratl materials shall be destroyed in accordance with Secmity Procedme 
No. 17, "Destmction of Classified Material." 

Page 1 of1 



Procedure No. 20 

Classified Meetings 

1.0 PURPOSE AND SCOPE 

To establish the requirements to ensme necessary secmity controls are etlected at 
classified meetings. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 DEFINITIONS 

Classified l'vieeting- Any conference, seminar, symposimn, exhibit, convention, 
or any gathering of people dealing with classified material. 

4.0 GENERAL 

4. 1 Employees attending a classified meeting away from the company will 
follow specific instmctions fi-om the facility, in.;;tallation or agency 
conducting the meeting or refer to the instructions pe1taining to "Visitor 
Control," Procedme No. 10. 

4.2 \V1len a classified meeting is conducted in a conference room within tlris 
facility, it is the respon'>ibility of the individual in charge of the meeting to 
ensme that 

4.2. 1 The Facility Secm'ity Officer is notified of the time and date of 
the meeting. 

4.2.2 Only authorized individuals, visitors and/or employees, \VllO 

have the appropriate clemance and "need-to-know" are in 
attendance. 

4.2.3 The meeting site is physically secure, i.e., doors are closed, 
windows are closed if an audible access possibility exists, and 
windows are covered if visual access i.;; a factor. 

4.2.4 Attendees are advised by the meeting host regarding the highest 
secmity classification level to be discmsed, and pmiicipants are 
provided with appropriate secm'ity classification guidance 
relating to the sul~ject matter presented. 
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4.2.5 All notes, minutes, and smnmaries containing classified 
information taken dming or resulting from the meeting are 
properly marked and processed tluuugh the Docmnent Control 
Center, if required. Docmnent Control Center processing is 
mandatory if visitors intend to take classified notes or any other 
classified material back to their respective facilities. 

4.2.6 All classified material is properly stored in approved secmity 
containers dming hmch and other breaks if the conference room 
is letl1.mattendecl 

4 .2. 7 Blackboard'5 containing classified material have been emsed if 
the conference room is to be left 1.mattended. 

4.2.8 Classified conversations and/or audio visual so1.md track are 
maintained at a level low enough to prevent classified 
information from being over heard by 1.umuthorized persons in 
adjoining areas. 

4.2.9 Visitms are escorted as required. 
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Decla s~ification 

1.0 PURPOSE AND SCOPE 

To establish the method for downgrading/declassifying of classified information. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 GENERAL 

3.1 

., ., _.., __ .., 

3.4 

All classified material generated or received mu-;t be marked in 
accordance with Executive Order 12356. 

\v1len classified information is detennined, in the interest of national 
secmity, to require a different level of protection than that presently 
assigne(~ or no longer requires any such protection, it shall be regraded or 
declassified in order to preserve the etiectiveness and integrity of the 
classification system and to eliminate mmecessmy classification. 

The previous Advanced Declassification Schedule (ADS\ General 
Declassification Schedule (GDS), Exempt from Geneml Declassification 
Schedule (XGDS) and declassification review are no longer authorized for 
use on classified material developed atler August 1, 1982. 

The previous schedules indicated in Section 3.3 are now superseded by 
Executive Order 12356 which u-;es a single notation to reflect 
downgrading and declassification information. 

CLASSIFIED BY: ___________ _ 

DO\VNGRIDE TO ______ ON ____ _ 

DECLASSIFY ON------------

3.5 A Govenunent Contmcting Activity shall specify, by issuance of a 
"Contmct Secmity Classification Specification" and other supplemental 
sec1.u-ity classification guidance, the appropriate declassification/ 
downgrading date or event assigned to specific sribject matter, or the 
notation ''Originating Agency's Determination Required" (OADR). 
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3.6 Employees traveling in cmmection with classified visits (marketing visits? 
seminar or symposimn attendance? visits to govenunent agencies and 
other contractors) shall obtain all of the appropriate infbnnation regarding 
applicable secmity classit1cation(s) and downgrading/declassification 
instructions for the sul~ject matter discu~secL 

4.0 PROCEDURE 

4. 1 Ivlarking Classified Ivlaterial 

Page 2 of6 

4.1. 1 The prescribed downgrading/declassification notation on all 
classified material shall be typed? markecl stamped or affixed on 
the front cover or fiist page (if no covei) of a classified 
docmnent? or in a similarly prominent place. The new notation 
continues to provide the ''Classified by "line. \V1len 
completing tlris pmiion of the notation? the applicable Contract 
Secm'ity Classification Specification shall be identit1ed by 
including its date and its related contiact or Request for Proposal 
munber. 

4. 1. 2 If any single classification guidance somce? in addition to the 
applicable classification specification is u~ecl that somce will 
also be identit1ed in the Classit1ed by-line. 

4. 1.3 If any other classit1cation guidance wmces? in addition to the 
classification specification and the first additional somce aie 
used in developing the material, the Classified by-line shall 
ret1ect the identification of the classit1cation specification, its 
date? the contract munber? the fiist additional so-mce and the 
plrrase? "and multiple so1.uces (see bibliography)." 

4. 1.4 If no classification specification exists? indicate in the Classit1ed 
by-line? the plrrase "other applicable guidance somces (see 
bibliography)." 

4.1 .5 The "other applicable guidance somces" shall then be identified 
in a bibliography which shall be the last page? or otherwise pmt 
of the docmnent or materiaL A Secmity Classit1cation Biblio­
graphy shall be used to indicate those additional classification 
guidance somces that were used for development of the clas­
sified aspects of the material. Additionally? whenever the plrrase 
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"other applicable guidance somces" is u~ed in the Classified 
byline of the notation, footnotes or notes shall be used on those 
pages within the docmnent where the classified information 
appems, for its identit1cation and to provide a cross-reference to 
that particular guidance somce within the bibliography. 

4.1 .6 Identit1cation of a classification guidance somce other than the 
classification specification will be sufficiently complete, 
standing alone, to identify it, including its title, date, 
downgrading/ declassit1cation information and the organization 
of the original classifier when known. 

4.1. 7 Most Restrictive lVIarking Determination. In all cases where a 
new docmnent or material is classit1edbased on ··multiple 
sources," the most restrictive date or event for declassification 
shown on any source shall be assigned to the new docmnent or 
material. If any source shows the notation ··originating 
Agency's Detennination Required" or ··oADR," the new 
docmnent or material shall also be assigned this notation. For 
example, if one source indicates declassification on December 
31, 1998 and another source indicates ··originating Agency's 
Determination Required" or ··oADR," the notation ··originating 
Agency's Detennination Required" or ··oADR" shall be 
assigned the new material because it is the most restrictive 
marking. 

4 '! Restricted Data and Fonnerly Restricted Data 

Either of the following notations shall be usecl as appropriate, and in lieu 
of the downgrading/ declassification notation in pamgraph 3.4 above, when 
the secm'ity classification guidance stipulates that the information is 
categorized as Restrictecl or Formerly Restricted Data. 

~- . 

Page 3 of6 



Procedure No. 21 

Dmutgrading and 
Decla s~ification 

RESTRICTED DATA 

This material contains RESTRICTED DATA as defined in 
the Atomic Energy Act of 1954. Unauthorized disclosure 
subject to administrative and criminal sanctions. 

Clas~ified by:----------------­
CIa s~ifier: ----------------------

FORMERLY RESTRICTED DATA 

Unauthorized disclo~ure ~ubject to administrative and 
criminal sanctions. Handle as RESTRICTED DATA 
in foreign dissemination. Section 144b, Atomic Energy 
Act, 1954. 

Classified by:----------------

43 Downgrading/Declassification Actions for Pre-August 1, 1982, Material. 
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4 3. 1 Docmnents and material classified 1.mder Executive Order 12065 
and predecessor Executive Orders that are marked for automatic 
downgrading or declassification on a specified date m event may 
be downgmded and declassified pmsuant to ~1.1ch markings. 
Information extmcted fi-om these docmnents or material for u~e 
in new docmnents shall be marked for declassification as 
specified in the somce docmnent 

4 3. 2 Docmnents and material classified 1.mder Executive Order 12065 
and predecessor Executive Orders that are not marked for 
automatic downgrading or declassification on a specified date or 
event shall not be dm-:v11graded or declassified without 
authorization of the originating agency. Such docmnents or 
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material need not be re-marked. Infonnation extracted :limn 
these documents or material for u~e in new documents or 
material shall be marked for declassification upon the 
detemrination of the originating agency, that is, the "DeclassifY 
on" line shall be completed with the notation "Originating 
Agency's Detemrination Required" or ''OADR." 

433 Extracts oflnt"l)rmation 

Int"lmnation extracted from a classified source shall be 
derivatively classitied, or not classified, in accordance with the 
classification markings shown in the somce. The oveiall and 
internal markings of the somce should supply adequate 
classification guidance. If internal markings or classification 
guidance are not found in the somce, and no reference is made to 
an applicable and available classification guide, the extracted 
information shall be classitied according to the ovemll marking 
of the source, or guidance obtained :fi'om the classifier of the 
source material 

4.4 Regrading of Classified Material 

4 A 1 \\!1len regrading instructions are received :li-mn any somce other 
than the Facility Security Officer, suchinfonnationmu~t be 
forwarded to the Secmity office so that the appropriate 
instructions may be distributed to all holdeis of the material. 

a. An authmity memorandmn to regrade classitied mateiial \:V'ill 
be issued to the custodians of the material by the Facility 
Security Officer for all regmde actions except those actiom 
identified within the downgrading and declassification 
notation on the document or mate1ial. 

b. Upon receipt of a regrade authority memorandmn, the 
notation below shall be completed and affixed to the front 
cover or :first page (if no cover) of each regraded docmnent 
and the docmnent re-marked as regraded material. 

1HIS DOCUMENT RECLASSIFIED 
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TO ____________________ _ 
AUTHORITY ______ _ 
BY DATE _______ _ 

NOTE: When separate pages, paragraphs, etc., are regraded upon 
proper authority, the page(s) changed shall cite the regrade authority 
and appropriate changes shall be made to the parenthetical 
abbreviation of the paragraphs effected and the overall page marking. 

4.4.2 The Facility Security Officer will periodically remind all 
custodians of classified material of their responsibility to review 
their holdings for potential downgrading or declassitication 
actions in accordance with the provisions of Executive Order 
12356. 

a. Physical downgrading of classitied material is the responsi­
bility of the material's custodian and is carried out by 
drawing a circle aro1.md the downgrade and declassification 
notation on the docmnent and by re-marking the docmnent in 
accordance with fhe following provisions: 

b. Regmded docmnents and material shall be marked or 
stamped (not typed) with the new approptiate classification, 
if any, and the older markings shall be lined tlrrough, except 
that permanently bmmd documents, if do\'Vngradecl need 
only be regraded on the front and back covers, and title, first 
and last pages. 

c. If the classification is canceled, the markings shall be lined 
tlrrough, except for permanently bound docmnents, which 
will require only cancellation markings on the fr-ont and back 
covers, title, tirst and last pages. 

d. Prints of motion picture film shall show regrading action on 
leaders attached between the plain leader and the tirst title 
frame. Material such as plates, negatives, standing type, 
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proofs, etc., will have an attached statement showing the 
regrading which will not alter the re-use of the materiaL 

e. Marking of regraded material shall be accomplished upon 
receipt of notification that a docmnent has been downgraded 
or declassifiecl except that copies contained in bulk files 
need not be marked until they are withchawn for use. 
However, the change or cancellation of classification shall be 
indicated inside the file drawer or outside the storage 
container. Meanwhile, the material shall be protected 
according to its classitication. The material shall be 
physically regraded prior to submitting a retention request 

f It will be the responsibility of the person for whose U'5e the 
docmnents were procmed from the Defense T eclmical 
Information Center (DTIC) to accomplish the 
aforementioned action, and to complete the marking of the 
regraded docmnent on each internal page when the docmnent 
is received. Any questions about the correct classification of 
any portion of such a docmnent will be directed to the 
Facility Secm-ity Officer. 

5.0 RELEASE OF DECLASSIFIED INFORMATION 

Declassification, either automatically or by Originating Agency's determination, 
is not automatically an approval for public disclosme. Accordingly, Secmity 
Procechu-e No. 04, "Public Release," shall be complied with prior to the public 
release of any previously classified information. 
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Restricted Data and 
Fo1·merly Restricted Data 

1.0 PURPOSE AND SCOPE 

To establish the requirements for the control of Restricted Data and Formerly 
Restricted Data information. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 Only individuals possessing final clearances granted by the govenunent 
are authorized access to Restricted Data and Formerly Restricted Data 
information. Neither Limited Access Authorization<> (LAA), company­
granted CONFIDENTIAL clearances nor Interim SECRET or Interim 
CONFIDENTIAL cleamnces granted by the govermnent are valid for 
access to Restricted Data and Formerly Restricted Data. 

3.2 The other provision<> ofSecmity Procedmes applying to hancUing, storage, 
reproduction, tran<>nrission, and need-to-know are applicable to Restricted 
Data and Formerly Restricted Data. 

33 Classitiedmaterial contai1ring Restricted Data or Formerly Restricted Data 
shall, in addition to having the appropriate secmity classitication 
markings, have either one of the following appropriate notations, printecl 
typed, stampecl or affixed conspicuously to the material. 

NOTE: On dowments, the notation shall appear on(v once 
on the cover or, if no fi'ont cover, on the title or first page. 

RESTRICTED DATA 

This material contains RESTRICTED DATA as defined 
in the Atomic Energy Act of 1954. Unauthorized disclosure 
~ubject to adminbtrative and criminal sanctions. 

Classified b:y: -----------------­
Classifier: 
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FORMERLY RESTRICTED DATA 

Unauthorized disclo~ure ~ubject to administrative and 
criminal sanctions. Handle as RESTRICTED DATA 
in foreign dissemination. Section 144b, Atomic Energy 
Act, 1954. 

Classified by:----------------

3.4 Restricted Data and Formerly Restricted Data shall not be tJansmitted or 
othen'vise made available to any Regional Defense Treaty Organization 
(NATO) or foreign govermnent while it remains classified defen-.;e 
information, except 1mder the provisions of the Atomic Eneigy Act of 
1954, as amended and in accmdance with :instructions issued by the 
Government Contmcting Activity. 

3.5 Restricted Data and Formerly Restricted Data are exempted from 
downgrading and declassification. 

3.6 All pmagmphs, subpmagmphs, titles of figmes, captions, etc., within a 
classified docmnent which contains Restricted Data, or Formerly 
Restricted Data, shall be preceded by the parenthetical classification 
abbreviations, e.g., (___) (RD), or(___) (FRD), as appropriate. 
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NOTE: Appropriate security classification abbreviations 
must be inserted in the space before the rRD), or tFRD) 
abbreviations above. 



1.0 PURPOSE AND SCOPE 

Procedure No. 23 

Classified Material 
Disl)Osition 

To establish the requirements fbr the initial hancUing and final disposition of 
classified material which was: 

1. 1 Ftmrished by a govenunent agency (including all reproductions)~ 

1 ! Developed or received in connection with nriscellaneous or "Field of 
Interest" etimts including classified bibliograplries, special interest 
pn:'!:iects, senrinar/symposimn reports, long Iange scientific and technical 
plamring progiams, plamring brieiings for industry, tmsolicited proposals, 
independent research projects, and marketing information reports. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 Classified material of the types indicated by Pamgraphs 1.1 and 1 .2, 
miless 
already destroyed or atlthorized for Ietention, mu~t be returned or 
smrendered to the Govenunent Contracting Activity in accordance with 
the following schedule: 

3.L 1 Within 180 days after the ope1ring date of bids, proposals or 
quotes. 

3.1 .2 Witlrin180 days after notification that a bid, proposal or quote 
has not been accepted. 

3.L3 If abid was accepted, witlrin two yems after final delive1y of 
good~ or services, or upon complete ternrination of the contmct 
wlrich ever comes fiist 

3.2 In special cases it is possible to retain classified material beyond the 
aforementioned schedule when a bid is not accepted or upon completion 
or temrination of a contract provided that such retention can be ju~tified 
and it is agreed to by the Govenunent Contmcting Activity. Authorization 
to retain classified material may be granted mily: 
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3 .2. 1 \\!1len it is necessmy to retain certain classiiied material for the 
maintenance of essential record~~ or 

3.2.4 

\\!1len the material will assist the company in independent 
research and development efforts. 

\\!1len the material being retained is patentable or is proprietmy 
data in which the company has title~ or 

When retention of certain classified material \'Villmutually 
beneiit the govenunent and the company in the performance of 
cmrent or anticipated Govenunent Contracting Activity efforts~ 
and 

\\!1len the company requests retention authority in writing, 
stating proper ju~tification, the period of time that retention is 
necessary and identifies the classified material for which 
retention is being requested. 

4.0 PROCEDURE 

4.1 Repmting Receipt of Classified Bid Request and Actions to be taken atler 
Bid or No-Bid Decision: 

Marketing Services 

1. Provides notification of the bid or no-bid decision to the Facility 
Sec1.uity Officer as much in advance of the proposal due date as 
possible. 

2. If no-bid decision is receivecl retmns the bid set, and any classitied 
reproductions, to the Docmnent Control Center. 

Facility Secmity Officer 

3. If a bid is submitted and is not accepted then, within 180 days of 
notification~ or if the bid is accepted then, upon completion or 
tennination of the contract, genemtes listing of the accmmtable 
classified material receivecl reproduced or developed dming the etimt 
and forwards the list to the holders of the classitied material. 

Custodian(s) 
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4. The cu-;todian will review the listing and determine what material, if 
any, should be retained. The cu-;todian also adds to the listing any non­
accmmtable material that should be retained and retmns to the 
Docmnent Control Center any classified material not desired for 
retention. 

5. Forward-; the list, along with adequate ju-;tification as indicated in 3.2 
above for retention and the munber ofyems retention is deemed 
necessary, to the Facility Sec1.uity Officer for submission to the 
Govenunent Contracting Activity. 

4 '! Disposition of Miscellaneous and "Field of Interest" Material 

Facility Secmity Officer 

1. Maintains a record of such items and, in each case, prior to the 
expimtion of one year fi-om the date of receipt, recalls the item back 
into the Docmnent Control Center for destruction~ based on justifica­
tion provided by the cu-;todian, submits a formal request for retention 
to the Govenunent ContJacting Activity, if one exists, or to whatever 
Govenunent activity originated or is othen·'Vise administratively 
responsible for its proper disposition. 

4 3 Completion or T ennination of a Contract 

Facility Secmity Officer 

1. Upon receiving retention ju-;tification from the concemed custodian-;, 
the Facility Secmity Officer will generate a listing of the classified 
material selected for retention. This list will be submitted along with a 
formal request for retention, to the appropriate Govenunent 
Contmcting Activity or other responsible Govenunent activity. This 
action willnonnally occm within 180 days atler the completion or 
termination of a contract 

2. Residual classified material not requiring retention shall be processed 
for destruction. 

5.0 EXCEPTIONS 
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5.1 Occasionally, instructions will be received with classified bid material 
regarding its own disposition or disposition of classified material 
subsequently developed or received during the bid etlmt. \\1len Uris 
occms the directions given by the Procurement Activity will apply and 
will be adhered to. 

5.2 Govennnent Contracting Activity authorization for retention of the 
following types of records is not reqlrired: 

5.2.1 
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Record.;; retained by fhe company as permitted by the records 
retention clause of the basic contract, (e.g., contract docmnent, 
financial records, etc.) 

Records already authorized for retention for a specific period 
either under the terms of the basic contract or as authorized by 
the Govenunent Contracting Activity during the contmct period. 

In each of the above cases, the material to be retained mmt be 
reported to the Govenunent Contmcting Activity and must be 
identified in the mmmer previou.;;ly described. 



Procedure No. 24 

Loss, Comtn·omise or 
SustJected ComtJromise 

1.0 PURPOSE AND SCOPE 

To establish the method to be followed in the event ofloss, or s1.1spected 
compromise of classified infonnation. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 Each employee shall immediately repmt to the Facility Secmity Officer 
any information conceming the possible or actual loss or compromise of 
classified information or material. 

3.2 The Facility Secmity Officer will direct an investigation of the possible 
loss or suspected compronrise and coordinate the investigation with the 
Geneial Manager. 

33 In incidents involving the possible loss or su.;;pected compronrise of 
classified information the Facility Secmity Officer will inunediately 
conduct a complete investigation of the incident 

3.4 The investigation will :include, but not be limited to: 

3.4.1 An audit of all classified holdings ofthe custodian concerned~ 

3 .4. 2 Detennination if material has been lost or if compronrise is 
su.;;pected~ 

3.4.3 The violation or practice wlrich led to the loss or compronrise~ 

3.4.4 Proposed corrective action to ensme that a sinrilar incident shall 
not re-occm. 

3.5 The Facility Secmity Officer will submit a final report to the Cog1rizant 
Secmity Agency wlrich will be coordinated with the Geneial f'danager and 
will include: 

3 S 1 Identity of the classified information or material involved~ 

3S2 A resmne of the essential facts smrmmding the incident~ 
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Loss, ComJlromise or 
SusJJected ComJlromise 

353 The 11ame? social security munber? date and place ofbilih? and 
position of the individual(s) primarily responsible for the 
incident? including a record of prior loss? compromise or 
su~pected compromise? if any~ 

354 A statement of the corrective action taken to prevent a recurrence 
of similar incidents~ 

355 Specitic reasons for concluding: (1) loss or compromise 
occmred~ (2) compromise is or is not smpected~ or (3) 
compromise did not occm. 

3.6 If an investigation reveals that a loss? compromise or su~pected 
compromise of classified infonnation occmred \Vhile such information 
was in the U.S. postal system fhe Facility Secmity Officer shall promptly 
notitY the appropriate Postal Inspector. 

4.0 PROCEDURE 

4. 1 Loss or Suspected Compromise of Classitied Information within the 
facility. 

Cu~todian 

1. Upon becoming aware of the physical loss or suspected compromise of 
classified materiat makes an inunediate repmt of the incident to the 
Facility Secmity Officer. 

Secmity & Custodian 

2. Conducts a physical audit of the cu~todian's secmity container. 
f'daterial relocated dming the inquily sl1all not be considered lost or 
su~pected compromised 1.mless established facts clearly warrant such a 
conclusion. Investigative action may be tennirmted at anytime upon 
the direction of the Facility Secmity Officer. 

Facility Secmity Officer & 
Cmtodian' s Supervisor 
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3. Considers evidence of carelessness to determine the need for 
conective action. In cases where a docmnent, which was out of the 
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Loss, Comtn·omise or 
SustJected ComtJromise 

assigned cu-;todian's control, is located dming the initial inquiry 
confinns that classitied :information is lost or su-;pected compromisecl 
the following action shall be taken: 

Facility Secmity Officer 

4. Prepares an investigative report on the loss or suspected compromise. 

5. Reports the incident concmrently to the General :rvlanager. 

6. Based on the investigation, circmnstances etc., and depending upon 
sen-;itivity of the material, conducts ftuiher investigation into the 
matter or advises appropriate Govenunent authorities of the incident 

4 ! Loss or Suspected Compromise of Classitied Information away from the 
facility but within the United States. 

Cu-;tocliml!Col.u-ier 

1. Reports the loss or suspected compromise to the Facility Secmity 
Officer without delay. If inunecliate contact with the Facility Secmit:y 
Officer cmmot be made, notifies the local oftice of the Federal Bmeau 
oflnvestigation and fmnishes sufficient facts to assist in the 
identification and recove1y of the information. 

Facility Secmity Officer 

2. Notifies the local office of the Fedeml Bmeau oflnvestigation (if the 
custodian has not ah'eady done so) and furnishes sufficient facts to 
assist in the identification and recovery of the information. 

3. Notifies the General Ivlanager and the Cognizant Secmity Agency of 
the incident 

4. Generates written reports of the incident to appropriate govenunent 
authorities and cmnpany management 

43 Loss or Suspected Compromise ofClassitied Information outside the 
United States. 

Cu-;tocliml!Comier 
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Loss, ComJlromise or 
SusJJected ComJlromise 

L Contacts the ne<1rest lL S. <1uthority inunediately, (i.e., lL S. Milit<1ry 
in~tallation or the U.S. Embassy) within the country or possession <1nd 
fumishes Sltfficient facts to assist in identification <1nd recovety of the 
infonnation. 

2. Reports the incident to the Facility Secm'ity Officer as soon as 
possible. 

Facility Secmity Officer 

3. Proceed~ as outlined in Procedme 4.2, section~ 2 tlu-ough 5. 
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1.0 PURPOSE AND SCOPE 

Procedure No. 25 

Automated Information 
Systems 

To establish procedmal responsibilities for the safeguarding of classified 
information and material contained in or hanclled by Automated Information 
Systems (AIS) 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 DEFINITIONS 

3.1 Automated Information System (AIS)- An assembly of computer 
hardware, sotlware, and finnware configured feu· the pmpose of 
automating the tl.mction of cakulating, sequencing, storing, retl'ieving, 
displaying, communicating or otherwise manipulating data, information 
and textual material. 

3.2 AIS Security- The combination of secmity safeguard'5 required to 
provide an acceptable level of protection for an automated information 
system and the classified data processed on that system. Safeguards 
encompass: all hardware/sotlware function'5, accmmtability control, 
opemtional and access control procedures, and physical security measures. 

33 Computer Facility- Comprised of one or more automated information 
systems within a single area. 

3.4 Computer Hardware -Any physical equipment or device used in the 
configmation and opemtion of an automated inf()nnation system. All of 
the physical components of an AIS- the mainframe housing the CPU, the 
peripheral devices and cables connecting the system are collectively 
referred to as hardware. 

3.5 Embedded System - i\n automated infonnation system fhat performs or 
controls a tl.mction, either in whole or in pmt, as an integral element of a 
larger system or subsystem such as, gn_)lllld suppmt equipment, t1ight 
simulators, engine test stand'5, or fire control systems. 

3.6 Firmware- A method of organizing control of an automated information 
system tlu·ough the use of a nricro-programmed structure in addition to, or 
mther than, software or luudware. Ivlicro-programs are composed of 
nricro-in'5tructions, normally resident in read-only memory (ROM), to 
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Automated Information 
Systems 

control the sequencing of computer circuits directly at the detailed level of 
the single machine instruction. 

3. 7 Intelligent T enninal - A terminal that is progianunable, able to accept 
peripheral devices, able to connect with other terminals or computeis, able 
to accept additional memory, or which may be modified to have these 
characteristics. 

3.8 Network- A conumurication~ medimn and all components attached to 
that medimn whose responsibility is the tJansference of information. Such 
components may include AISs, packet switches, teleconnmmications 
controlleis, key distribution centeis and technical contml devices. 

3.9 Opemting System- An integmted collection of computer prognnns that 
controls all resomces of the automated information system, internally 
manages job flow tl1rough the computer, and plays a centJal role in 
assming the secure opemtion of the system. 

3.10 Remote Temrinal - A device for conumurication with an AIS system 
1iom a location that is not within the cenhal computer fa.cility. 

3.11 System Sotlware- A set of computer programs, procedmes and 
associated documentation that control, motritor or facilitate use of the 
automated information system. These include opemting systems, 
progranmring languages, utility programs, secm-ity packages, and 
conunercial application packages such as word processing and graplrics 
design. 

3.12 Tiansnrission- The sending of information from one location to another 
by radio, nricrowave, laser, or other non-cmmective methods, as well as by 
cable, "'lire, or other cmmective medimn. 

4.0 GENER~L 

4.1 All AIS systems witlrin the company require the ilritial approval of the 
Facility Secmity Officei, and the Cognizant Secm'ity Agency, prior to 
processing classified information. 

4 '! The company shall appoint an Information Systems Secmity 
Representative (ISSR) who is responsible for establislunent and 
implementation of practices and procedmes prescribed for the 
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Automated Information 
Systems 

safeguarding and control of all AIS systems utilized for the processing of 
classified information. 

43 Each AIS system approved to process classifiedinfonnation shall provide 
the continuous employment of protective featmes in the systems hardware 
configmation and sotlware design and operation., together with other 
appropriate administrative., personnel., physical and connmmications 
secmity measmes., controls and constraints needed to provide an 
acceptable level of protection for the classified information involved. The 
procedmes and method-; necessary to safeguard classified information 
depend upon the natme of the AIS system and the u-;e to \Vlrich it is put 

4.4 In each case the Information System Sec1.uity Representative will subnrit 
an AIS Secmity Plan to the Cogrrizant Secmity Agency for approvaL Tlris 
docmnent will be genen1ted in cooperation with the orgmrization 
requesting system approval and will include as a nrirrimmn: 

4A1 AIS system security mode. 

4A2 Peismmel and physical controls 

4A3 Hardware and software configmation and secmity controls. 

4 A 4 T Iansnrission controls. 

4 A 5 Adnrirristmtive/procedmal controls. 

4.5 Upon government approval., the AIS Secmity Plan will govern all 
classified activities of that specific system. 

5.0 PROCEDURE 

5.1 Request for AIS system approval to process classified information. 

Requesting fvlanagei/ Supervisor 

L Notifies the Information System Secmity Representative ofthe 
requirement for classified AIS system opeiation. 

2. Completes AIS Secmity Plan worksheet provided by the Information 
System Secmity Representative and retm11s it to the Secmity Office. 
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Automated Information 
Systems 

3. Reviews formal AIS Secmity Plan and provides conunents to the 
Information System Security Representative. 

Information System 
Secm'ity Representative 

4. Coordinates meeting with Ivianager/ s·upervisor and Cognizant 
Secm'ity Agency representative to view the AIS system, its opemtion, 
and the AIS Secmity Plan pe1taining to the system. 

5. Notifies Ivianage1/Supervisor of Ieceipt of approval to process 
classified information on the AIS system and indoctrinates all system 
users on the applicable security procedures and safeguards. 

5.2 Modifications atiecting an approved AIS system. 
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1. A revised veision of the AIS Secm'ity Planm1.1st be completecl andre­
approval of the system obtained by the Cognizant Secmity Agency 
whenever a major system modification is made. Major modifications 
would consist of: 

a. Major changes in peisonnel access requirements. 

b. Relocation or stmctmalmodifications of the AIS facility. 

c. Addition-;, deletions or chm1ges to main frame, storage or 
input/output devices. 

2. The Information System Secmity Representative mu-;t be notified of 
any intent to etiect a major system modification in sufficient time to 
prepme a revised AIS Security Plan and receive re-approval fi-om the 
govenunent prior to processing classified information on the modified 
system. 



Procedure No. 26 

Gnll)hic ArtfJPublications 

1.0 PURPOSE AND SCOPE 

To provide the requirements for safeguarding classified information in the 
facility's Graphic A1ts, Publications and Reproduction areas dming the 
development, production and post-production phases (Note: \Vl1enever the tenn 
Graphic A1ts is used, it shall apply equally to Publication and Reproduction 
activities) 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organization-; involved in classified activities. 

3.0 GENER4.L 

3. 1 All areas in which classified Graphic A1t services will be performed shall, 
whenever possible, be initially designed in such a mmmer as to sepamte 
1mclassified processes timn those which are classified. Adequate controls 
must be established to deny access to classified int"lmnation by 
unauthorized persons. 

3.2 \Vl1en classified material is being processed within the Graphic Arts area, 
all reasonable means \:Yi.ll be taken by attendant employees to prevent 
access to the material by mmuthorized persons. 

33 Area Designation and Controls 

33.1 \Vl1en mm.uthorized access to classified information cmmot be 
etiectively denied by use of reasmmble mean-;, the area in which 
the material is being developed, processed, etc., shall be seemed 
by restricting access to the area and by designating it as a 
"Restricted Area." The following actions will be taken by the 
Chaphic A1ts Supervisor to restrict access to the area: 

a. All entrance/exit points to the area shall be seem eel i.e., 
closed and locked or sectioned oti to prohibit general access 
to the area. 

b. An access list con-;isting of Graphic A1ts employees and 
desigtmted suppmt persotmel, all appropriately cleared and 
certified by the Facility Secmity Officer, will be posted at the 
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Grat)hic Arts/Publications 

primary access point to the area. Individuals on this list will 
be authorized 1.mlim:ited access to the "Restricted Area." 

NOTE: The supervisor of the Graphic Arts activity shall 
immediate~v advise the Facility Security Officer of any 
additions or deletions to the access list to ensure its 
accuracy. 

c. A sign, noting that the area has been designated a ''RestJicted 
Area" shall be posted at the outer entrance to the area. 

d. Adnri.ttance to the ''Restricted Area" shall be 1.mder the direct 
control of appropriately clearecl access authorized 
employee(s) designated by the Gmphic AJ.ts Supervisor. 

e. Uncleared employees or visitors shall not be aclnritted to the 
''Restricted Area" 1.mtil it has been determined that they can 
be etiectively denied access to the classified material being 
processed in the area. 

f A Visitor's Register will be maintained at the enhance to the 
''Restricted Area." All persons, other than those on the 
approved access list, will be req1.ri.red to register when 
entering and leaving the area. The Register will be 
maintained by the employee( s) controlling access to the area. 

33.2 All classified material witlri.n the Graphic A1is area must be 
stored in approved secmity containers when not in use. 

3 A Pressrooms 
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3.4. 1 \Vlrile the press is being prepared or in opemtion, it shall be 
identified at the same level as the classitied material being 
printed. The press shall remain so identitied until the print nm 
has been completed and all classified material removed. 
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Gnll)hic ArtfJPublications 

NOTE: Afarking and identification of the press is not 
required for press runs of short duration provided that the 
rwl is completed before the end of the work day. 

3.4.2 Classified plates and mbber blankets shall be removed from the 
press upon completion of the n.m and be either brought to the 
Docmnent Control Center for destmction, or stored in an 
approved secmity container pending disposition. 

a. Classified plates and rubber blankets may be re-used only 011 

classified productions. 

b. Classified plates and mbber blankets to be retained for re-use 
on subsequent classitl.ed productions shall be identitied with 
the highest secm'ity classitl.cationlevel of information for 
vvhich the plate or rubber blanl:et has been used. 

3.4 .3 Upon completion of the production nm, rollers and other parts of 
presses which retain impressions of classitied information shall 
be cleaned to remove the classified information. 

3.4.4 Classified waste material, (e.g., papei stock used for press make­
ready, spoilage dming press nul, etc.), shall be put into boxes or 
containers which are marked with the secmity classitication level 
of the mateiial it contains and inunediately brought to the 
Docmnent Control Center for destmction. 

3.5 :Marking of Classified :rviaterial 

3 .5.1 All of the secmity classitication marking provisions of Procedme 
No. 13, ":Marking of Classitied l\tlaterial," equally apply to all 
material being developed in the pre-production stages within the 
graphic arts activities. 
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Procedure No. 27 

TOf) Secret 
Information 

1.0 PURPOSE AND SCOPE 

1.1 This facility has been authorized to receive and hold TOP SECRET 
materiaL Any person having access to such int()fmation is responsible for 
providing safeguards for TOP SECRET information to ensme its 
protection. Dissemination of TOP SECRET int"l1fmation is strictly 
limited. Its disclosme is restricted to those person.;; 1..:vho possess a TOP 
SECRET clemance and have a clearly defined need-to-know. 

1 ! This procedure establishes the requirements governing the control of TOP 
SECRET int()fmation. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 GENERAL 

3.1 The Facility Secmity Officer and/or alternate \\'ill implement and monitor 
all procedmes necessmy to effectively control TOP SECRET information 
in the cu.;;tody of tlris facility. 

3.2 TOP SECRET Briefing Criteria: 

3.2.1 Each employee granted access to TOP SECRET information ""'ill 
be briefed by the Facility Secmity Officer or designated alternate 
prior to actually having access to infonnation classified TOP 
SECRET 

This briefing ""'ill include the special contmls required in the 
accmmtability, hancUing and storage of TOP SECRET 
information~ the linritation.;; placed upon disclosme~ and the 
special requirements for generation, reproduction, tJansnrission, 
and destmction of TOP SECRET docmnents. 

Each employee granted a TOP SECRET cleaJance will be 
debriefed by the Facility Secmity Officer or alternate prior to 
Iris/her employment temrination. Tlris debriefing will stress the 
employee's continuing responsibility to safeguard any classit1ed 
information, including TOP SECRET, ofwlrich the employee 
has knowledge. 
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TOf) Secret 
Information 

3.3 Generation of TOP SECRET Material (Classification Authority)­
Authmity for the original assignment of a TOP SECRET classification is 
limited to U.S. govenunent officials who have been delegated the 
authority in writing. 

3.3. 1 In order to assign a TOP SECRET classification to any docmnent 
generated at this facility, authority mu-;t be obtained from the 
appropriate Govenunent Contmcting Activity. 

33.2 The classification authority is normally encompassed in the 
Contract Secmity Classitication Specification fmnished by the 
Govenunent Contmcting Activity and any supplemental 
guidelines. 

3.4 Marking TOP SECRET Material: 

3.4. 1 All pages of TOP SECRET material generated or reproduced 
must be conspicuously stamped with the designation TOP 
SECRET and the docmnents marked with all required additional 
notices provided in Secmity Procedme No. 13, ''l'viarking of 
Classitied lVIateriat" 

3.4.2 Each TOP SECRET docmnent will be assigned serialized copy 
numbers. This munber will appear directly beneath the classitied 
docmnent accmmtability munber on the cover or title page of 
each copy of the docmnent and will indicate the totaln1.unber of 
copies generatecl (i.e., Copy_ of_ Copies). 

3.4.3 All pages will be comecutively munbered, starting with the tirst 
printed page, including the title page of the docmnent The total 
munber of pages will be indicated on the title page of the 
docmnent, (e.g., "this docmnent contains ii and 15 pages'} 

3.5 Accmmtability Criteria: 
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351 Internally produced TOP SECRET material shall be brought to 
the Docmnent Control Center for accmmtability control 
whenever the tirst of any of the following events occm: 

a. It is completed as a finished docmnent 
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b. The material is retained for more than 30-days after creation, 
regarclless of the state of the docmnent 

c. The material is tiansmitted outside the facility. 

NOTE: Extracts madefi·om TOP SECRET documents are to be handled 
in the same manner as the original document if the information extracted 
is classified as TOP SECRET Questions on proper classification of 
e:xtracts shall be referred to the Facility Security Officer. 

Inventories: 

a. On an ammal basis, or when circmnstances warrant, the 
Facility Secmity Officer will conduct a physical inventmy of 
all TOP SECRET material in the cu~tody of employees. 
These item~ will be sighted and all containers and areas 
approved for the storage of TOP SECRET material will be 
reviewed to ens1.ue compliance with all of the requirements 
relating to marking, accmmtahility and safeguarding. 

h Custodiam; of TOP SECRET material may request an 
inventmy listing of material for which they are accmmtable 
at any time. 

3S3 Internal Transfers of:Material: 

a. Whenever possible, TOP SECRET information should be 
disseminated verbally and visually without the physical 
tiansfer of the material. 

h All tl'ansfers of TOP SECRET material must be hancUed 
tlu-ough the Docmnent Control Center. 

3S4 External Transmittals: 

a. TOP SECRET material may not be removed fi.-om the facility 
mlless e:x'})ress authorization has been obtained from the 
Govenunent Contmcting Activity. 
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b. \V1lenever it is necessary to make such an external 
transmission, the Program Manager must advise the Facility 
Security Officer well in advance of the time of transmittal to 
assm-e that appropriate approval may be 6btainecL 

c. When approval has been obtainecl only those persons who 
have been designated as TOP SECRET co1.uiers may hand­
cany the material 

d. The Facility Security Officer or alternate \ov'ill brief each TOP 
SECRET courier on the required safegumding procedmes for 
the material. 

e. The U.S. :Mail and the facilities internal mail system may not 
be u-;ed for the transmittal ofTOP SECRET material. 

3.6 Destruction Criteria: 
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3.6. 1 All destruction of TOP SECRET material will be accomplished 
by appropriately cleared employees designated by the Facility 
Secmity Officer. 

3.6.2 All destruction record-; will be maintained by the Docmnent 
Control Center. 

3.6.3 All TOP SECRET waste material, (i.e., mate1ial \Vhich is not 
under accmmtability control, including preliminary drafts, 
carbon sheets, carbon ribbons, stencils, stenographic notes, work 
sheets and similar items containing TOP SECRET information), 
will be brought to the Docmnent Control Center for destruction. 
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NOTE: Pending destruction, TOP SECRET waste will be placed in 
a classified "burn bag," marked to indicate that it contains TOP 
SECRET material, and safeguarded in the same TJWtmer as other TOP 
SECRET material 

3.7 Reprl1dlictil)11: 

3. 7. 1 Top Secret docmnents may be reproduced as necessary in the 
preparation and delivery of a contJact deliverable. However, 
reproduction for any other pmpose requires the consent of the 
concerned Govenunent Contracting Activity. 

3.7.2 Only the Facility Sec1.uity Officer may authorize the reproduction 
of TOP SECRET materiaL This will be accomplished by 
endorsing the applicable pmiion of fhe ··classified Material 
Repro-duction Request/Authorization," and coordinating 
appropriate safeguard.;; for reproducing the material. 

3.8 Storage Criteria: 

3.8. 1 All TOP SECRET material mu.;;t be stored :in an approved Closed 
Area or in a safe approved by the Facility Secmity Officer. 

3.8.2 Every etlmt should be made to segregate TOP SECRET material 
fi-om other classified material stored \'vitlrin the same container. 

3.8.3 The combinations to TOP SECRET secmity containers and 
Closed Areas will be changed upon the tiansfer or temrination of 
any person having knowledge of the combination, if there is 
compronrise or suspected compromise of the combination, or 
when considered necessary by the Facility Secmity Officer or the 
Cogtrizant Secmity Agency. 
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NOTE: The setting of all combinations to TOP SECRET security 
containers and Closed Areas will be accomplished l~v the Facility 
Secw·ity Officer or designated alternate. 

3.9 TOP SECRET Controlled Areas Criteria: 

Page 6 of7 

3.9. 1 Geneml- To facilitate the handling ofTOP SECRET material 
under normal working condition-;, Closed OI Restricted Areas 
may be established. Each Area must be approved by the 
Cognizant Secmity Agency. A TOP SECRET Controlled Area 
shall offer separation from adjacent areas by a physical barrier 
capable of preventing entry by unauthorized persons and of 
preventing visual observation or amal access to TOP SECRET 
material or information by 1mauthorized peison-;. 

3.9.2 Access List 

a. The ProgiamlVIanager for the TOP SECRET etimt will 
designate individmls who are authorized 1mescmted access 
to the TOP SECRET Controlled Area. 

b. The Facility Secmity Officer, based on the above information 
from the Program :Manager, will verifY all clearances of 
designated individuals, prepare an access list which will be 
posted at the entrance to the TOP SECRET Controlled Area. 

c. Any additions or deletions to access listings shall be 
inunediately fmnished by the Program :Manager to the 
Facility Secmity Officer who shall prepare a revised access 
list for posting. 

3.9.3 Admittance- The following categories ofpersmmel are 
authorized admittance to a TOP SECRET Controlled Area, 
provided that all requirements outlined below for each catego1y 
are met 

a. Permanent Access Personnel may be admitted at any time 
dming normal working homs. 
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b. Visitors who are not listed on the Controlled Area List but 
have a requiiement for access to the area and to TOP 
SECRET information within, may be admitted when escmted 
by one of the peison~ designated on the penuanent Access 
List The escort must verity the identity of the visitm(s) and 
receive an assurance from the Facility Secmity Officer that 
the visitor is cleared to the level ofTOP SECRET Both the 
visitor and escmt mu~t sign the Area Visitor Register. 

c. In cases where access to the TOP SECRET Controlled Area 
is required for periodic maintenance, such service persmmel 
need not possess a TOP SECRET clearance. However, these 
individuals mu~t remain 1mder continuou~ escort while in the 
area and access to TOP SECRET information must be 
effectively precluded. 

3.10 Loss, Compromise or Su~pected compromise of TOP SECRET 
information or Deviation from Established TOP SECRET Procedmes: 

3.10.1 Incidents Occmring within the Facility: 

a. Any loss, compromise or suspected compromise of TOP 
SECRET information, or any deviation from the requirement 
of this instruction must be repmted without delay to the 
Facility Security Officer. 

b. The employee discovering the incident should remain at the 
scene pending the arrival of the Facility Secmity Officer and 
etiorts should be taken to prevent fiuiher disclosme to 
mmuthorized persons. 

c. The Facility Secmity Officer will initiate an immediate 
investigation to determine the extent of damage resulting 
from the possible loss, compromise or mishandling ofTOP 
SECRET information. 

3.10.2 Incidents Occmring Away from the Facility: 

a. Any incident involving TOP SECRET mateiial being 
transmitted by an employee in his/her capacity as a TOP 
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SECRET comier mu'5t be reported inunediately to the nearest 
office of the Federal Bmeau oflnvestigation. A concurrent 
report will be made to the Facility Secm·it:y Officer via the 
fastest available means of cm1mnmication 

b. Detailed in'5t1uctions concerning emergency procedmes and 
actions to be taken in case of loss, compromise or suspected 
compromise ofTOP SECRET infonnationin tJansit will be 
ftunished to each comier prior to an extemal transmission of 
TOP SECRET material. 



1.0 PURPOSE AND SCOPE 

Procedure No. 28 

NATO Clas~ified 
Information 

To establish the procedme for the control ofNATO (Nmih Atlantic Treaty 
Orgmrization) information. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 Employees requiring access to NATO information will be briefed by the 
Facility Security Officer or alternate regarding their responsibility for 
safeguarding such :infonnation before access is authorized. 

3.2 Access to classified NATO infonnation (other than Restricted) requires a 
final clearance at the appropriate leveL 

3.3 A fmih level of classification 1mder the NATO regulation~ which denotes 
classified infonnation of less sensitivity than NATO Confidential is 
NATO Restricted. A clearance is not required for access to NATO 
Restricted docmnents, however, access should be linrited to employees 
who provide suppmt to the NATO program or contJact 

3.4 Employees may not grant visual or amal access to NATO information to 
individuals who have not been granted a NATO Access Authorization. 

3.5 The originator is responsible for ensming that all NATO Classified 
:Material generated at tlris facility is entered :into the Classified Ivlaterial 
Control accmmtahility system. 

3.6 Any and all transactions regarding reproduction, external transmittal and 
destruction ofN A TO material must be processed flu-ough the Docmnent 
Control Center. 

3. 7 NATO classified material shall be stored :in containers specifically 
approved by the Facility Secmity Officer. However, NATO Restricted 
Material may be seemed in locked desks or key locked files to prevent 
mmuthorized access. Combinations of approved stomge containers shall 
be changed by the Facility Secmity Officer ammally or when otherwise 
requirecl (i.e., prime or alternate cu-;todian's transfer, tennination, leave of 
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absence, discharge, upon initial receipt, or upon loss or suspected 
compromise of the combination of the container). 

3.8 Government Contmcting Activity approval is required prior to negotiating 
a NATO classified subcontmctin the United States or in another NATO 
cmmtry. 

3.9 NATO classified material may only be downgraded or declassified by the 
originating member co1.mt1y 

3. 10 Classified information contributed by a NAT 0 member nation remains the 
property of the originating nation even though it is circulated in a 
docmnent belonging to NATO. 

3. 11 All NAT 0 classit1ed mateiial fimrished to the company shall be 
transmitted outside of the Continental United States only by authority of 
the Govenunent Contmcting Activity on a govenunent-to-govenunent 
basis. 

3.12 Marking ofNATO classified material- Procedmes 05 "Classification 
Review and Release of Information," and 13, ''Marking of Classit1ed 
Material," also apply to NATO materiaL In addition, NATO 
RESTRICTED, NATO CONFIDENTIAL and NATO SECRET 
docmnents will be stamped or marked "NATO" at the top and bottom of 
the cover, title page, fhst page, and back of the docmnent and on each 
page cont.aiiring NATO information. 

3.13 Hand-carrying of CONFIDENTIAL and SECRET material acmss 
international borders is prolribited mlless prior approval has been obtained 
from the Cognizant Secmity Agency which will issue a NATO comier 
certificate. 

3.14 NATO oveiseas visit Iequests mu~t be subnritted to the Facility Secmity 
Officer at least sixty (60) days in advance of the proposed tJavel, to en~me 
timely processing and approval by the CogJrizant Secmity Agency. 
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1.0 PURPOSE AND SCOPE 

Procedure No. 29 

COMSEC 
(Commwlications Security) 

To provide the requirements governing the hanclling and control of classified 
Conmnmications Secmity (CO:tviSEC) lviaterial. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 DEFINITIONS 

3.1 Accm.mtable- As it applies to Conumurications Secmity (COiviSEC) 
Material, accotmtable refers to two (2) categories of material: 

3. 1. 1 Material for wlrich the company is responsible to the Contracting 
Depmiment ofthe National Secm·ity Agency (NSA) tlu·ough their 
COiviSEC distribution and accmmting system. This material is 
accmmtable to the Govenunent's Central Office of Record (COR) 
at time of receipt, inventoty, transfer and destruction. The facility 
COM SEC custodian has 
responsibility feu· tllis material. 

3.1.2 Other COMSEC material wllich the Govenunent Contracting 
Officer has specified in the Contract Security Classification 
Specification, as COM SEC information Tllis material is 
accm.mtable tlu-ough the facility's Docmnent Control Center. 

3.2 Central Office of Record (COR)- The Depmtment of Defense or User 
Agency activity to which an accmmting and report of accmmtable 
COMSEC material is required for a pmiicular contract or effmt. The 
"COR" hancUes the release, control and auditing of all acco1.mtable 
COMSEC information. 

33 Conmnulications Secmity (COlviSEC)- The protection resulting fi-mn 
the u~e of crypto-secmity, transmission secmity and enrission secmity 
measmes to cmnmmrication~, and fi·om the application of physical 
secmity measmes to COMSEC information. These measmes me taken to 
deny 1.mauthorized person~ information of value wlrich nright be derived 
fi·om the possession and study of such conmnulications, or to ensme the 
authenticity of such conumulications. 
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3.4 COiviSEC Accm.mt- An accmmt established to maintain cu'5tody and 
control of COM SEC accountable information and equipment Each 
CO MSEC accmmt is assigned an account munber by the contracting 
activity, for use on all transactions. 

3.5 CO:MSEC Cu'5todian- The individual designated by proper authority to 
be responsible for the receipt, transfer, accmmtahility, safeguarding and 
destruction of accmmtable COMSEC materiaL 

3.6 COJVISEC Equipment- Equipment designed to provide secmity to 
conummication'5 by converting information to a form 1.mintelligible to an 
m~authorized interceptor and by reconverting such infcnnation to its 
original form for authorized recipients. Also, equipment designed to 
specifically aid in, or as an essential element of the conversion process, 
and equipment designed for the manufacture or testing of c1ypto variables. 

3. 7 COiviSEC Infonnation- All information concerning Conummication'5 
Secmity and COMSEC materiaL 

3.8 CRYPTO- "CRYPTO" is a marking or designator identifYing all 
COJVISEC keying material that is used to protect or authenticate 
telecomnnmications canying national secmity-related information. (This 
CRYPTO marking also identifies COiviSEC equipment and/or computer 
software containing opemtional keying materiaL) 

3.9 Keying Material - C1ypto material which supplies crypto-equipment 
arrangements and settings, or supplies sequences or messages u'5ed for 
conunand, control or authentication of a conunand, or can be used directly 
in their transmissions. 

4.0 GENER4.L 

4.1 Interim TOP SECRET clearances are valid for access to COM SEC 
material classified SECRET and below. 

4.2 Company-granted CONFIDENTIAL or interim SECRET cleaJances are 
not valid for access to CO:tviSEC materiaL 

5.0 PROCEDURE 
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COMSEC 
(Commwlications Security) 

5.1 Access Authorizations: 

5.1. 1 Access to classified CO:r--1ISEC information is restricted to U.S. 
citizen employees who have been issued a final secmity clearance 
by the Govenunent, possess a valid need-to-know, and have been 
briefed by the Facility Secmity Officer or the COM SEC 
Cu-;todian. 

5.2 Accountability: 

5.2.1 Any and all tJansactions involving the reproduction, transmission 
and destruction of COM SEC material, must be processed tlu-ough 
the Docmnent Control Center, or the COM SEC custodian. 

For the pmpose of accotmtability, COM SEC material is divided 
into tluee (3) categories: 

a. Material accountable to the designated Govenunent Central 
Office of Record (COR) which includes all COMSEC manuals, 
equipment, components, and devices, both classified and 
unclassifiecl and are identifiable bv the Teleconununication-; 
Secmity (TSEC) nomenclatme system or another system of a 
U.S. Department or Agency. 

(1) This type of CO:MSEC material can only be transferred to 
an established COMSEC accomrt. that is maintained by an 
appointed CO:tviSEC cu-;todian. 

(2) The receipt, custody, issue, safeguarding, destmction and 
accmmting for this type COMSEC material will be 
maintained by the COM SEC custodian and designated 
alternate( s). 

b. In process, COM SEC hardware consists of any COM SEC 
hardware being developed prior to the Govenunenr s 
acceptance. The accmmtability for this category of material 
will be maintained by the COMSEC custodian and designated 
alternate( s) . 
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c. Material accotmtable to the Govenunent Contracting Activity 
includes all docmnents and sotlware that reveals COMSEC 
information and is not controlled by the TSEC nomenclatme 
system. The accountability and control over this type of 
COJviSEC material will be maintained by the Docmnent 
Control Center. 

5.3 Briefing and Debriefing: 

53.1 Employees who require access to COM SEC int()nnation shall be 
briefed by the Facility Secl.u-ity Officei or CO:MSEC custodian 
prior to being gianted access, andre-briefed on an mmual basis. 

5.4 Marking of COMSEC :tviaterial: 

5 .4.1 In addition to the other secmity markings, (e.g., classitication 
markings, paragraph markings, etc.), as indicated in the Secmity 
PIOcedme No. 13, entitled "Marking of Classitied Iviateiial," 
COMSEC material shall have the following notation applied to the 
title page, or first page: 

COIVISEC Material 
Access by contractor ller~'Onnel restricted to 

U.S. citizens holding final Government clearance. 

5.4.2 COM SEC equipment and components will be mm'ked in 
accordance with :instmctions issued by the Govenunent 
Contracting Activity. 

5 .4.3 Opemtional keying material shall have the caveat "CR YPTO" 
inunediately following the classification marking. On 
docmnents this marking will appear on the title page, on each 
page containing CRYPTO information and on the 1iont and back 
covers. 

5.5 Storage: 
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SS 1 TOP SECRET operational keying material \Vhennot in u~e, '-'Vill 
be stored in steel secm'ity filing cabinets bearing a GSA approval 
label or in a Class "A" vault 

5S2 SECRET opemtional keying material when not in use, may be 
stored in the same mmmer as TOP SECRET operational keying 
material or in a class "B" vault 

5S3 CONFIDENTIAL opemtional keying material when not in u~e 
may be stored in the same mmmer as TOP SECRET or SECRET 
operational keying material or in a class "C" vault, or in a file 
cabinet having an integral automatic locking mechanism and a 
built-in, tlu-ee-position, dial-type, chm1geable combination lock. 

5S4 Classified COMSEC information other than opemtional keying 
material shall be stmed in accordance with the Secm'ity 
Procedme entitled "Stmage of Classified Material," for material 
of the same classification. 
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1.0 PURPOSE AND SCOPE 

Procedure No. 30 

Critical Nuclear \Vea))On 
Design Information (CN\VDI) 

1 J To establish the method for obtaining a Critical Nuclear Weapon Design 
Information (CNWDI) access authorization. 

1.2 To provide the briefing and debriefing instruction-; to be followed when 
such authorizations are gianted. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All orgmrizationo; involved in Classified Activities. 

3.0 DEFINITIONS 

3.1 Critical Nuclear Weapon Design Information (CNWDI)- TOP SECRET 
RestJicted Data or SECRET Restricted Data that reveals the theory of 
opemtion or design of the components of a thennonucleai or fission bomb, 
waihead, demolitionnnmitions or test device. Specifically excluded is 
information about mming, fuzing and firing systems~ linrited life 
components~ and total contained quantities of fissionable, fusionable, and 
high ex'})losive mateiials by type. Among these excluded items are the 
components wlrich DoD peismmel, including contractor peisonnel, set 
maintain, opemte, test or replace. 

3.2 Restricted Data- All infonnation and material concenring design, 
man1.1factme, or utilization of atonric weapons~ the production of special 
nuclear materiaL or the u-;e of special nuclear material in production of 
energy, but not including data declassified or removed from the Restricted 
Data categmy. 

4.0 GENERAL 

4.1 CNWDI Access Control-

4.L1 A final SECRET or TOP SECRET clearance is required for all 
employees requiring access to CNWDL 

4.L2 Access to CNWDI will be pernritted only fm employees 
authmized and briefed by the Facility Secmity Officer. The 
munber of individuals authorized access shall be kept to an 
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absolute mininnun, consistent with meeting the company's 
contractual requirements. 

4.2 Marking Notations- All material that contains CNWDI shall be clemly 
markecl CRITICAL NUCLEAR \VEAPON DESIGN INFORMATION­
DoD DIRECTIVE 5210.2 APPLIES. This marking or stamping (not 
typed) will be in capital block letteis and as a nrinimtm1 must appear on 
the front cover, or fi.ISt page, and back coveL 

4 .2. 1 The above notice will also be placed on letteis of hansmittal and 
inner envelopes used for transmittaL 

4 .2. 2 Material \Vhich does not lend itself to marking or stamping will 
have a tag, sticker, or similar device bearing the appropriate 
marking securely attachecL 

4.2.3 Restricted Data markings as defined in Secmity Procedme No. 
22, will apply. 

4.3 Storage of CNWDI-

43.1 All CNWDI (material) will be stored in containers approved by 
the Facility Secmity Officer and the combination to the 
container's lock may be possessed only by those employees 
gianted CNWDI access authorization-;. 

43.2 CNWDI (material) should be segregated from other classified 
and 1mclassified material in the container. 

43.3 Only those individuals \Vho have been authorized access to 
CNWDI will handle, process or have access to storage containeis 
containing CNWDI. 

4.4 Destruction of CNWDI- Rough dratls, wmk:ing papers, oven1.mo;, etc., 
containing CNWDI will be retmned to the Docmnent Control Center for 
destruction. 

4.5 Retention of CNWDI- Retention of CNWDI without the express 
approval of the Govenunent Conti acting Activity is prohibited. 
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4.6 Transnrittal of CNWDI- The Facility Secmity Officer will be contacted 
prior to the external transmittal of any CNWDI materiaL 

4. 7 Subcontracting- Subcontracting of CNWDI is prohibited without the 
approval of the Govenunent Contracting Activity. 

4.8 Compromise or Possible Compromise- Any person who becomes aware 
of the disclosme or release of classified material including Restricted 
Data, or CNWDI in verbal, visual, or written fcnn to an1mauthorized 
person or the loss of a clocmnent or material, will inunediately notifY the 
Facility Secmity Officer. 
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1.0 PURPOSE AND SCOPE 

Procedure No. 31 

Emergency Protection 
of Classified Material 

To provide the requirements for the protection of classified material in the event 
of a natmal disaster or civil disturbance. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

All organizations involved in classified activities. 

3.0 GENERAL 

3.1 The Facility Secmity Officer shall advise, by the most ex'})editiou~ mean~, 
the Cognizant Secmity Agency when an emergency condition renders the 
facility incapable of safeguarding classified material. 

3.2 \V1len an emergency situation exists, the Facility Secmity Officer shall: 

3 .2. 1 Coordinate with appropriate management and make the 
necessary arrangements to ensure that etlective secmity 
measmes are taken for the proper safeguarding of all classified 
material. 

3.2.2 If condition~ permit, surveys of the areas atlected shall be 
conducted. If classified material is fo1.md to be improperly 
safeguarded, action will be taken to safeguard the material. 

3.2.3 Determine the degree of seriou~ness of the immediate or 
impending situation~ 

3 .2.4 Keep employees informed of the immediate situation. 

33 \V1len an emergency or disaster is inuninent or occurs, and classified 
material cmmot be properly protected or safeguarded, the custodian and/or 
alternate cu~todian shall, if possible, notifY the Facility Security Officer 
for assistance in seeming proper supplemental storage or safeguards. 

3.4 Under no circmnstances will the lives of employees or visitors be placed 
in jeopardy in order to properly safeguard classified material dming an 
actual emergency or disaster. 

3 5 If warranted, as soon as practicable after the emergency has ended and 
normal opemtions have resmnecl and after a physical review of the facility 
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has been completed, the Facility Secmity Officer may request that the 
Docmnent Control Center supply inventory listings of accmmtable 
classified material to applicable cu~todians. 

3S 1 If a complete or pmiial inventory is to be conducted, it shall be 
conducted when the custodian receives the inventmy and must 
be retmned to the Docmnent Control Center by the date 
specified. 

4.0 PROCEDURE 

Cu~todian and/or alternate 

1. Secmes classified material in approved secmity containers to prevent 
its loss or compromise. 

2. Inunediately upon retmning to the facility, conducts an ••after the fact" 
smvey of containers to ensme that all classified material has been 
safeguarded. 

3. Reports any situation requiring an investigation to the Facility Secmity 
Officer. 

4. Conducts inventory upon receipt of listing fi-mn the Docmnent Control 
Center. 

Docmnent Control Center 

5. Advises the Facility Secmity Officer of any discrepancies relating to 
improper accmmtability of classified material. 

Facility Secmity Officer 

6. Investigates any reported incidents relating to inadequate safeguard~ 
for classified material or other improper secmity pm.ctices smrmmding 
the incident, and prepares repmts to appropriate management statl 
govenunent agencies and civil authorities. 

4.0 GOVERNMENT NOTIFICATION 
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If an emergency situation so wanants, the Facility Security Officer shall notify 
the appropriate civil authorities, the Federal Bmeau oflnvestigation, and the 
Cognizant Secm'ity Agency. 
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Procedure No. 32 

Overseas Assignments 

1.0 PURPOSE AND SCOPE 

To establish sec1.uity requirements regarding access, safeguarding and notification 
requirements for cleared employees assigned to duty stations outside the United 
States. 

2.0 ORGANIZATIONS AFFECTED 

All orgmrizations involved in classified activities. 

3.0 GENERAL 

3.1 All cleared employees scheduled to be assigned to a duty station outside 
of the US., should report to the Facility Secmity Officer at least tlrirty 
(30) working days prior to their depmtme. 

3.2 The Facility Secmity Officer will brief the employee(s) regarding the 
secmity aspects of the new position including the hancUing, disclosme and 
storage of classified int(xmation. 

33 In addition to the itritial secmity briefing notedin3.2 above, mmual 
refresher briefings will be conducted either by the Facility Secmity 
Officer upon the temporaJy retmn ofthe employee to the U.S., or by the 
Secmity Representative stationed overseas. An OveJseas Secmity 
Briefing Ceitificate marked ''Annual Rebriefing" will be completed at the 
Iefresher briefing and \:Y'ill be retained by the Facility Secmity Officer as 
long as the employee is assigned overseas. The ce1iificate shall be 
modified as necessmy to reflect any chm1ge in the natme and extent of the 
classified information to wlrich the employee requires access. 

3.4 The assigmnent of an employee who is a foreign national, includi11g an 
intencli11g citizen \Vho has been granted a Linrited Access Authorization 
(LAA\ outside of the US. negates the basis on \Vhich the LAA was 
granted. In such a case the LAA will be adnritrishatively tenninatecL 

3.5 Consultants are not eligible for access to classified information outside the 
United States. 

4.0 PROCEDURE 

4. 1 Access to Classified Int"l)mmtion 
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4.1. 1 Employees who me assigned overseas are authorized access to 
U.S. classified information consistent with appropriate secmity 
clearance and need-to-know requirements. Access shall be 
limited strictly to that information requiied by an employee for 
performance of specific duties or contmcts related to the 
overseas assignment Access to U.S. classified information shall 
be made to the m:ininnuu extent practical, on an ver:bal or visual 
basis. \Vl1en physical access mu-;t be grante(l the appropriate 
safeguarding provisions set fmih in Section 4.2 below shall be 
strictly adhered to. 

4.2 Safeguarding U.S. Classified Information 
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4 .2. 1 Secm-ity classification guidance shall be provided to employees 
performing outside of the U.S. on a classified contmct, project or 
mission. As a min:immu, a Contmct Classification Specification 
will be fmn:ished covering all related classified information. 
Additionally, each employee shall be provided with a copy of all 
appropriate secmity procedmes. 

4.2.2 Classified material to be transmitted to an ernployee located 
outside fhe U.S. shall be in accordance with Procedme No. 15, 
"Tran .. <:>m:ittal of Classified Material," or other approved method-; 
of tJansm:ission authorized by the Government Contracting 
Activity. 

4.2.3 Storage ofU.S. classified material overseas is prohibited at any 
location other than aU S. military installation or U.S. 
govenuuent controlled installation. 

4.2.4 Except for U.S. govenuuent approved visits to foreign 
govenuuents and activities, employees are not authorized to 
disclose classified int"l)nuation to any foreign government, 
conuuercial activity or to an international pact organization or its 
representatives. 


