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This instruction implements AF Policy Directive 32-10, Installations and Facilities.  It establishes responsibilities and procedures for providing, operating, maintaining, and protecting facilities, infrastructure, and the installation required for effective mission support at their lowest life-cycle cost.  To employ a life-cycle process for managing installations and facilities.  This process takes installations and facilities from initial requirements identification through planning, programming, budgeting, construction, operation and maintenance, revitalization, deactivation, and disposal.  This instruction applies to all mission and support divisions at Air Force Research Laboratory (AFRL), Rome Research Site (RRS) installation at Rome NY and its auxiliary installations (research sites and test annexes) under the real property responsibility of the Rome Research Site Director.

SUMMARY OF CHANGES
This revision reflects the new organizational titles and office symbols under AFRL.
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Chapter---1.  Terms Explained:

1.1.  Real Property.  Rome Research Site assigned grounds, structural facilities, plants and systems.  NOTE: This Instruction is concerned primarily with fixed buildings and structures, installed equipment, systems, utilities and grounds as reflected on Air Force real property accountable records, defined by Report HAF-LEE(AR)7115.  Excluded is organizational equipment issued on Equipment Authorization Inventory Data (EAID) List and technical operating equipment of the Rome Research Site.

1.2.  Facilities Board (FB).  A panel composed of each division chief and chaired by the IF Director, is established to provide a corporate review and judgment on the full and efficient use of real property facilities and Rome Research Site resources in support of the mission.

1.2.1  Facilities Board Working Group (FBWG). A working group composed of a representative of each division, chaired by Civil Engineering.  The group reviews the requirements for the full and efficient use of real property facilities and Rome Research Site resources in support of the mission and makes recommendations for presentation to the FB.

1.3.  Appointing Authority.  The IF Director or a division whose functional activity utilizes assigned space in one or more facilities.  When a building has multiple divisions, the major user within the facility is the appointing authority for assigning RPMs and alternates.

1.4.  Civil Engineering Branch (CE).  The office of primary responsibility designated by the Rome Research Site Director to manage the RPM program.

1.5.  Real Property Building Manager (RPM).  An officer, NCO, or civilian, appointed by their director, in writing, who shall be responsible for management of facilities and inventoried property installed therein, as prescribed by this instruction.

1.5.1.  Alternate Real Property Building Manager.  The individual appointed by the director to act as the RPM during the absence of the RPM.

1.6.  Maintenance and Repair.  The Civil Engineering Branch’s Operations Section (RRS/IFOCO) is composed of craftsmen of various skills performing routine maintenance and repair work on all Rome Research Site’s facilities on a recurring basis.

1.7.  AF Form 332, Civil Engineer Work Request.  Form used to request and approve all work on real property assigned facilities, reimbursable work, non-reimbursable work for others that is not the Civil Engineering Branch’s responsibility.

1.7.1.  Individual Project.  The most common method by which IFOC does either class Minor Construction (MC) work or RDT&E facility projects is using competitive bidding.

1.7.2.  Class MC Work.  Minor construction or alteration of facilities using P-6706RA funds (AFI 32-1032, para 3.3, and all projects to construct test facilities or install RDT&E equipment within the authority of AFI 65-601V1, Chapter 13 Section B).

1.7.3.  Equipment Installation Project.  Installation of RDT&E equipment funded from the specific RDT&E program line item.

Chapter 2‑‑Planning, Programming, Design and Implementation of Facility Projects

2.1 Facilities Board (FB): The role of the Facilities Board is to effectively manage available resources and assist Civil Engineering in establishing, determining priority of, and fulfilling customer needs.  The FB provides corporate review and recommendations concerning use of real property facilities and Civil Engineering resources in support of the mission.  Civil Engineering facilities maintenance, repair and minor construction support at Rome Research Site accounts for a significant amount of funds received each year from the Air Force.  In most cases, the requirements to properly support the laboratory’s facilities and infrastructure exceed the resources available.  It is the purpose of this regulation to provide FB members and other concerned parties with general description of FB responsibilities and an overview of terminology, procedures and programs commonly used.  Comments for improvements to the regulation should be directed to RRS/CE, ext.  4704.

2.1.1.  FB Membership.  The membership consists of the Chief, or his or her authorized representative, of the following organizations:

 2.1.1.1  Permanent membership:

· Deputy IF Director (IF) (Chairperson).

· Civil Engineer (IFOC), (recorder).

· Information Directorate (IF)

· Information Technology Division (IFT)

· Information Grid Division (IFG)

· Information & Intelligence Exploitation Division (IFE)

· Information Systems Division (IFS)

· Financial Management (IFF)

· Site Operations (IFO)

· Plans & Programs (IFB)

· Contracting (IFK)

 2.1.1.2.  The Rome Research Site Staff Judge Advocate (IFOJ) is the legal advisor to the FB.

· Personnel occupying other staff positions may be asked to serve on the FB as directed by the chairperson.  Working Groups may be established to make detailed studies for the FB.

2.1.2.  Rome Research Site FB Overall Responsibilities:

2.1.2.1.  Provide a corporate review and judgment on the efficient use of Real Property Facilities and resources in support of the Laboratory mission.

2.1.2.2.  Meets at least semiannually or as required.

2.1.2.3.  The Chief of Civil Engineering Branch prepares an agenda and, after getting the coordination and approval of the FB chairperson or alternate, distributes the agenda to the FB members in enough time for them to familiarize themselves with items to be discussed.  Upon receiving the agenda, each FB member will become familiar with the items on the agenda, especially those that have an impact on their particular mission.

2.1.2.4.  The FB considers categories of work classification identified in AFI 32-1032, para 3.3, and all projects to construct test facilities or install RDT&E equipment within the authority of AFI 65-601V1, Chapter 13 Section B.  For the purpose of this regulation, AFI 32-1032, para 3.3 is interpreted as all Minor Construction (MC) estimated to cost less than the threshold amount contained in AFI 32-1021 for MC.  The Chief, of Civil Engineering Branch may present 06RA funded items costing less than $5,000 directly to the Laboratory Director without prior panel action.

2.1.2.5.  Considers management of space, and determines additions or deletions to these facilities as directed by the Laboratory mission.  Recommends changes in space assigned to the participating organization, and recommends disposition of requests for additional space or changes in space use.  The Facilities FB chairperson is the final approving authority in all allocation and changes of allocation of space and facilities.  Civil Engineering is responsible for Implementing the FB decisions IAW RRSI 32-9001 para 9.

2.1.2.6.  The Chief of Civil Engineering Branch prepares and distributes minutes for each meeting, and starts programming for all Military Construction Program (MILCON), Real Property Maintenance by Contract (RPMC), Minor Construction (MC), and Equipment Installation (EI) projects approved by the FB.

2.1.2.7.  FB Members will be prepared to defend or support the items impacting their particular mission. The FB Members must have an alternate who is fully conversant with the items on the agenda to attend in the FB Members absence.

2.1.2.8.  The Civil Engineer may obtain FB approval by telephone poll or Out-of-Cycle Canvass by letter for a priority requirement that can not wait for the next scheduled meeting.

2.1.3.  FB Specific Responsibilities:

2.1.3.1.  Real Estate Actions:

· Real Estate Acquisition. 

· Real Estate Outgrants. 

· Changes in Facility Utilization.

· Space Allocation. 

· Real Property Disposals.

2.1.3.2.  Approve and Prioritize RPMC Program.  

2.1.3.3.  Approve and Prioritize O6RA Program.  

2.1.3.4.  Approve and Prioritize RDT&E Program.

2.1.3.5.  Approve and Prioritize MILCON Program.

2.1.3.6.  Status of Current Construction Programs.

2.1.3.7.  Review Status of Environmental Programs.

2.2  Civil Engineering Work Accomplishment Procedures
2.2.1.  Request/approval documents:

2.2.1.1.  Work Request (AF Form 332) used to request and approve the following types of work:

·  Minor construction/Alteration within local approval authority.

·  Maintenance or Repair work to be accomplished by contract which is within local approval authority (approval is obtained on DD Form 1391).

·  All Self-help (R&D contract work)

·  All work on leased facilities except maintenance and minor repair.

·  Reimbursable work done for others.

·  Non-reimbursable work done for others that is not the responsibility of the Civil Engineer.

·  Repair of damage to Real Property caused through accident, neglect or abuse.

2.2.2.  The Installation Director, RRS/IF delegated approval ceiling levels for O&M funded work are:

Minor Construction: 
$280,000

Repair: 
$2,000,000

Maintenance: 
Unlimited

All contract projects within these funding levels are approved on DD Forms 1391/1391c.  When the approval level exceeds the amounts above, or funding by higher headquarters is required, the requirement is submitted to higher headquarters.

2.2.3.  Priorities:  Project priorities represent the order of preference in using RPMC and Rome Research Site resources.  These priorities are established in consideration of overall laboratory needs.  

2.2.3.1.  Facility Assessment.  The Civil Engineering Branch will report facility management compliance for the Director using the Commanders' Facility Assessment (CFA) Report (RCS: HAF-CEO[A]9308) to HQ AFMC/CEP in conjunction with budget development.

2.2.4.  Programs and standard lead times:  It is important that members of the FB and all IFOC customers understand the standard lead times associated with the realization of work through the several avenues of accomplishment available.  Very brief and general descriptions of the most common programming vehicles follow.  These descriptions are intended to provide the reader with an overview only and specific questions concerning a requirement should be directed to Civil Engineering extension 4704, or consult AFI 32-1032.

2.2.4.1.  Avenues of organic accomplishment

2.2.4.1.1. RRS In-Service Forces.  The IFOC's principal mission is the maintenance and repair of real property.  However, accomplishment of a limited amount of minor construction work is available through IFO.

2.2.4.1.2.  Self-Help.  If within an organization's capability and properly monitored and controlled, self-help provides a valuable resource in meeting the needs of the customer.

2.2.4.2. Avenues of contract accomplishment.

2.2.4.2.1.  The Operations and Maintenance (O&M) Program is the vehicle whereby maintenance, repair, construction and improvement of Air Force Real Property (RP) and Real Property Installed Equipment (RPIE) is exercised.  For purposes of control and approval, work is subdivided into the following classifications:

· Class M (Maintenance): The recurrent, day-to-day, periodic or scheduled work required to preserve a real property facility.  It includes work required to restore components which have deteriorated through fair wear and tear, and other work on a facility to prevent damage or deterioration to that facility which otherwise would be more costly to restore.

· Class R (Repair): Restoration of real property facility or components to such a condition that it may be used effectively for its designated purpose, by over-haul or replacement of constituent parts or materials that have deteriorated by wear and tear which cannot be corrected through maintenance.  Repair also includes restoring or replacing components of facilities damaged by fire, storm, explosions, the elements, and other disasters.

· Class C (Construction): Work required to erect, install or assemble a new facility; addition to, alteration, expansion, extension or conversion of an existing facility; procurement and installation of Real Property Installed Equipment (RPIE), relocation of existing facilities and relocation of RPIE from one installation to another.  Public law currently limits the funded cost per project of this type of work to $300,000 for Minor construction (MC) O&M projects.  Air Force policy states that no more than 15% of each command's O&M facility project-by-contract program per fiscal year will be MC.

2.2.4.2.2.  Military Construction

· Unspecified Minor Construction (MC).  MC projects having a funded cost of over $300,000 but not more than $1,500,000, will be financed from the MC (P-341) fund and appropriated through the regular Military Construction Program (MILCON).  MC budget needs for minor construction are developed at HQ USAF/LEE based upon inputs from MAJCOM and overall AF needs for the support of high-priority operational programs, mission changes, force deployments and contingencies.

· MILCON.  The Military Construction Program produces the major facility construction.  It ties into the Future Year Defense Plan (FYDP) and other Department of Defense planning programs.  As with the Defense budget, the MILCON meets in the House Arms Services Committee and the Senate Arms Services Committee, before being approved by the full House and Senate.  It is an extensive process subject to intense scrutiny with two distinct actions being considered: authorization and appropriation.  MILCON projects are determined by the construction needs of each base which exceed $300,000 and do not qualify for P-341 funding, and are consolidated at MAJCOM for presentation to HQ USAF and Congress.

2.3  Requests for Facility Modification and Construction: The Civil Engineering Branch is the focal point to which all AF Form 332, Work Requests for facility modification or construction are sent.

2.3.1 Responsibilities and Procedures:

2.3.1.1.  Rome Research Site Personnel-

· Send a letter to request installation support, including major maintenance, facility modification, or new construction, to the Civil Engineering Branch through their RPM and division office.  Specify work to be done, detailed justification for work and, if applicable, the specific completion date needed.  Not enough lead time allowed when submitting requests may preclude completing work by the required date.

· Send preliminary sketches showing proposed work where possible.  Coordinate requests involving matters of safety or security with the appropriate Laboratory division.

2.3.1.2.  Division Chiefs:

· Review all requests from personnel within their organization to be sure of compliance with paragraph 2.3a, sign, and send approved requests to the Civil Engineering Branch for action.  Return disapproved requests to the initiator.

· Inform the Civil Engineering Branch whether or not lack of requested work constitutes a definite work stoppage and, if so, the date the work stoppage will be effective.  If work is in direct support of a high priority Rome Research Site program, notify the Civil Engineering Branch.

· Should be prepared to justify to the Rome Research Site FB each request for funds in excess of $5,000 when notified by the Civil Engineering Branch that the request has been made a board agenda item.

2.3.1.3.  The Chief, Civil Engineering Branch
· Reviews all requests for the division or staff offices for essentiality.

· Notifies the requester of approval or disapproval of all projects estimated to cost $5,000 or less.

· Sends P6706RA support projects and RDT&E facility projects estimated to cost more than $5,000 to the Rome Research Site FB.  Notifies the requester of board action.

· Ensures that a AF Form 332 is prepared for all approved requests and sends functional criteria data for applicable projects.  Sets up priorities for all requests with the Rome Research Site FB.  Coordinates AF Form 332 with Security Police, Safety, and Hanscom Fire Department, as needed.

· Determines the method by which each request is to be completed, for example—

IFOCO In-Service Forces

IFOL In-House shops.

Individual contractual action.

· Keeps a file copy of each AF Form 332 and individual contracts generated through the Laboratory Comptroller, showing estimated cost.

· Monitors all design efforts to completion and inspects all construction to be sure of technical sufficiency based upon original request.

2.3.2.  Form Implemented.  AF Form 332 Base Civil Engineer Work Request.

2.4  Research and Development (R&D) Construction Coordination: The Civil Engineering Branch is the consulting agency for all portions of Rome Research Site development contracts when construction or fixed facility modifications are to be done by the development contractor in support of the program concerned.  In this capacity, the Civil Engineering Branch performs technical review and approves or disapproves all R&D related construction, modification items, and equipment installation requiring  facility modifications.

NOTE.  For the purpose of this regulation, R&D related construction items include fixed buildings and structures, as defined in AFI 65-601V1, Chapter 13, Section B, together with other construction items, such as towers, footings and equipment, which are not normally considered real property by the Civil Engineer.

2.4.1  Responsibilities and Procedures:

2.4.1.1.  The Chief of the Using Activity:

· Is responsible for preparing both RRS Form 2916, Program Implementation Request and Authorization, and a letter to the Civil Engineering Branch outlining specific facility requirements.

· Gives the Civil Engineering Branch enough information so that a definitive work statement may be prepared outlining specific contractor services.  Also, lists resulting data from the above tasks on DD Form 1423, Contract Data Requirements List 

· Coordinates safety and security requirements with the Rome Research Site Safety Office when new construction or modification to fixed facilities is contemplated.

· Is the liaison between the Civil Engineering Branch and the development contractor during the construction or modification phase.

· Has final approval authority on all phases of construction and modification to make sure that the technical objective of the facility will be met when it becomes operational.

2.4.1.2.  The Director of Contracting:

· Consults with the Civil Engineering Branch on all matters pertaining to the construction or facility modification portion of any contract including, but not limited to: specific requests by the Division of Contracting for source selection review of that portion of the work statement related to design and construction or modification of facilities; review of proposals for construction or facility modifications to be done by the development contractor in support of an R&D contract; and review of all proposed change orders affecting construction or facility modification.

· Clarifies and interprets to the Civil Engineering Branch all contractor proposals and changes to them with the applicable director’s or office chief representative’s help.

· Schedules 35%, 65%, and 100% design reviews of all proposed construction or facility modification efforts, makes these schedules available to the Civil Engineering Branch, and participates in the review.

· Gives the Civil Engineering Branch one reproducible copy of the approved construction or modification drawings and specifications covering all work to be done by the development contractor, after design approval and the contractual decision to do construction or modification.

· Obtains a wage rate of determination from the Department of Labor for the area where construction or modification is to be done (the Davis-Bacon Act).

· Gives the Civil Engineering Branch one reproducible copy of as-build drawings pertinent to all construction done by the contractor, and with all equipment brochures, maintenance manuals, etc., together with DD Form 1354, Transfer and Acceptance of Military Real Property, completed by the contractor, after final acceptance of construction or modification.

2.4.1.3.  The Civil Engineering Branch:

· Receives a copy of each approved RRS Form 2916, with pertinent attachments, which shows construction or modifications to fixed facilities to be done by the development contractor.

· Helps develop the portion of the work statement that relates to efforts to be done by the development contractor in the areas of site selection, facility design and construction, and facility modification.

· Participates in scheduled 35%, 65%, and 100% design reviews.

· Confirms or does construction cost estimation, cost analysis, and construction methods analysis when notified by the Director of Contracting and necessary data is received such as contractor’s cost estimates, drawings, specifications, etc.  (When completed, gives the information to the Director of Contracting and the project engineer, together with any recommendation for possible accomplishment by Air Force agencies.)

· Consults with representatives of the Director of Contracting, the cognizant chief of the using agency, and any development contractor at the request of the Director of Contracting or the cognizant chief of the using agency.

· Is a member of all working groups for source selection boards where contractor’s proposals are being reviewed, when such proposals include construction or facility modification items.

· Does periodic and final acceptance inspections.  Advises the Director of Contracting and using agency of deficiencies found.

· Gives the project engineer, on request, recommendations about all phases of construction and associated final approval actions.

· Receives copies of construction, facility modification and as-built drawings from the contracting officer.

2.4.2.  Forms Cited.  RRS Form 2916 Program Implementation and Authorization, DD Form 1354 Transfer and Acceptance of Military Real Property, and DD Form 1423 Contract Data Requirements List.

Chapter 3‑‑Fire Prevention Program
3.1.  Responsibilities and Procedures.  The Laboratory Director, Chief, Civil Engineering Branch, real property managers, and supervisors are responsible for and make sure that fire procedures, as outlined in this regulation, per AFI 32-2001 and RRSI 32-9001, are practiced in each activity and facility within their jurisdiction.  Since the Rome Research Site does not have a DoD fire protection presence, the Hanscom Fire Technical Services Section provides inspections and services related to fire protection.

3.1.1.  The Rome Research Site Director makes sure sound fire-prevention procedures are set up and practiced throughout Rome Research Site as an integral part of mission performance.

3.1.2.  The Chief, Civil Engineering Branch:

· Controls and monitors the Rome Research Site fire-prevention program as directed by the Laboratory Director.

· Participates at formal meetings with the Hanscom Fire Chief to consider lab-wide or individual work area fire-prevention.  Meetings are held at the request of the Chief, Civil Engineering Branch, at least once a year.

3.1.3.  RPMs are responsible for the fire-safe condition of their assigned facility.  They accompany the Hanscom Fire Inspector during the scheduled fire-prevention inspections and make sure all fire hazards noted are corrected.

3.1.4.  Supervisors at all levels are responsible for enforcing sound fire-prevention practices in their respective work areas and:

· Making sure all of their personnel are indoctrinated in the Rome Research Site fire-prevention program.  They can receive help from the Hanscom Fire Technical Services Section, Ext: 2658, in developing proper procedures, either individually or collectively with other supervisors.

· Immediately informing Hanscom Fire Technical Services Section, Ext: 2658, of any fire extinguishers which have been discharged or damaged, and of any damage to installed fire-protection or alarm systems.

· Making sure the fire-safe condition of areas and rooms which are under continuous lock and key, and arranging access for the base fire department to do scheduled fire-prevention inspections.

· Making sure the fire-safe conditions of any self-help construction in their areas.

· Conducting an orderly evacuation by the quickest routes from a fire area.  If necessary, order the evacuation to proceed before the fire department arrives.

· Providing to the Civil Engineering Branch the permanent and temporary storage locations of computer tapes and disc packs.  Give the number of tapes and disc packs stored, whether location is temporary or permanent, building number, room number, OPR office symbol and phone number.

3.1.5.  All Personnel:

· Must report a detected fire immediately to the Rome Fire Department, 911, and direct the fire-fighters to the location of the fire.  The individual also reports the fire to the RPM and the Civil Engineering Branch, Ext: 4664, and later reports the final disposition of the fire to that office and to the Rome Research Site Safety Section (SE), Ext: 2653.

· Take prompt emergency action when a fire is first detected and before the fire department arrives.  Use fire extinguishers or shut off power, in the case of electrical fires, to prevent the spread of fire and creation of a more serious conflagration.  One person should stand toward the nearest building exit to route the fire department to the fire.

· Should know the location of the portable fire extinguishers in their work areas and understand how to use them

· Must maintain good housekeeping practices, with particular emphasis on proper disposition of smoking materials, flammable chemicals, and debris.

3.2.  Safeguarding Classified Material.  While protecting human life is the primary concern of the fire-prevention program, safeguarding classified material at the first sign of a fire is also essential (AFI 32-401).

3.3.  Operating Instructions:

3.3.1.  Rome Research Site facilities which need specialized fire-protection procedures about fire reporting, special alarm systems, equipment protection, and shut-down procedures, develop implementing operating instructions to this regulation.  Copies of these operating instructions are filed at Hanscom Fire Technical Services Section and the Rome Research Site Civil Engineering Branch.

3.1.2.  Facilities which require fire protection operating instructions include, but are not limited to:

· All RRS auxiliary sites including those in the Hanscom AFB area.

· All data processing installations.
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