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This instruction implements AF Policy Directive 32-90, Real Property Management.  It establishes responsibilities and procedures governing assignment, management, and release of buildings and structures; prescribes policies and procedures for the accomplishment of real property maintenance, repair and minor construction; and prescribes responsibilities and procedures for the issuance, accountability, and control of locks and keys to buildings and miscellaneous structures assigned to the Rome Research Site.  This instruction applies to all mission divisions at Air Force Research Laboratory’s primary installation at Rome NY and its auxiliary installations (research sites and test annexes) under the real property responsibility of the Air Force Research Laboratory Information Directorate (AFRL/IF).





1.  Terms Explained:





1.1.  Real Property.  Air Force Research Laboratory assigned grounds, structural facilities, plants and systems.  NOTE:  This instruction is concerned primarily with fixed buildings and structures, installed equipment, plans systems, utilities and grounds as reflected on Air Force Real Property accountable records.  Excluded are organizational equipment issued on Equipment Authorization Inventory Data (EAID) List and technical operating equipment of the Air Force Research Laboratory.





1.2.  Civil Engineering Branch (CE).  The office of primary responsibility designated by the Director, Air Force Research Laboratory Information Directorate to manage the real property building manager program.





1.3.  Real Property Building Manager (RPM).  An officer, NCO, or civilian equivalent appointed by their division chief, in writing, or contractor who shall be responsible for management of facilities and real property installed equipment installed therein, as prescribed by this instruction.





1.4.  Alternate Real Property Building Manager.  The individual appointed by the division chief to act as the Real Property Building Manager during the absence of the Real Property Building Manager.





1.5.  Appointing Authority.  The Director, Information Directorate (AFRL/IF) or Deputy Director or Division Chief of a functional activity utilizing assigned space in one or more facilities.  When a building has multiple directorates, the major user within the facility is the appointing authority for assigning Real Property Building Manager and alternates.





1.6.  Facilities Board (FB).  A panel composed of each mission division chief chaired by the Deputy Director/Division Chief, and established to provide a corporate review and judgment on the full and efficient use of real property facilities and Air Force Research Laboratory resources in support of the mission.





1.7. Maintenance and Repair.  The Civil Engineering Branch Operations Section (AFRL/IFOCO) is composed of craftsmen of various skills performing routine maintenance and repair work on all Air Force Research Laboratory facilities on a recurring basis.





1.8.  AF Form 332, Base 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.





1.9.  AF Form 1219, BCE Multi-Craft Job Order.  Form used by the RPM to record work requirements to be performed by the Civil Engineering Craftsmen (AFRL/IFOCO) for each cycle of maintenance on facilities.





1.10.  AF Form 1255, Quality Control Evaluation.  Form used by Civil Engineering to obtain current (Real Property Building Manager) feedback on completed work (Quality Control Evaluation).





2.  References:





AFI 32-1031, Operations Management





AFPD 32-10, Installations and Facilities





RRSI 32-1010, Installations and Facilities





AFI 32-9002, Use of Real Property Facilities





AFI 32-1024, Standard Facility Requirements





AFH 32-1084, Facility Requirements





MIL HDBK 1190, Facility Planning and Design Guide





AFI 32-9005, Real Property Accountability and Reporting





AFI 31-209, Resources Protection Program.





AFOSH 127-64, Air Force Occupational Safety and Health Program








3.  General Requirements:





3.1.  Real property management of an entire building or facility will be assigned, except as noted in paragraphs 3.3. and 3.4. of this instruction, to the appointing authority using the facility or the largest portion (major user).





3.2.  Overall real estate management remains with the Civil Engineering Branch through the appointing authority for the facility.  However, the Facilities Board may delegate responsibilities to the division occupying lesser portions.  In such cases, the division to which delegation is made will appoint an individual as an alternate RPM for appropriate coordination of facility management obligations within the area of the facility used by that activity.





3.3.  When designation of the major user of a facility as appointing authority is not in the best interest of facility management, the Civil Engineering Branch Chief may recommend an appropriate alternative for Facilities Board review.  Approval rests with the Facilities Board.





3.4. Utility rooms such as mechanical equipment (heat, air conditioning, etc.) and communications rooms are under the jurisdiction of the specific organization having maintenance and operation responsibilities for the installed equipment.  A key core different from others installed in the facility is designated by the jurisdictional organization and used to secure utility equipment and to make sure only authorized personnel have access.





4.  Appointing Authority:





4.1.  Has facilities assigned by action of the Facilities Board per this instruction.  Maintains file copy of Facilities Board minutes, which document approval of assigned space, except for space acquired prior to this publication.





4.2.  Initiates and signs a letter of request when there is a need for additional space, or to vacate space presently assigned to the directorate.  The appointing authority makes sure the letter is sent in advance to get approval by the Facilities Board before physical occupancy or vacancy of facility.  It is extremely important that the letter be sent as soon as possible to ensure recognition of space requirement and for justification for possible construction to satisfy the space requirement.  Also, time must be allowed to obtain sufficient manpower, via Air Force Research Laboratory in-house labor or contract labor, to move office and laboratory equipment as necessary.





4.3.  Designates by original letter to the Civil Engineering Branch the name, rank, office symbol, duty phone, and home phone number of the individuals who will act as RPM or alternate.  Appoints only individuals with 18 months or more of remaining tour of duty and establishes an internal system to make sure changes in personnel designated as RPM or alternate can be accomplished in a timely manner.  When anticipated changes are first recognized, it must be brought to the attention of the Civil Engineering Branch by letter (attachment 1).  Necessary accounting inventory and personnel changes must be made and necessary signatures obtained by all concerned before departure of the previous RPM on record.





4.4.  Makes sure appointees attend required training, perform duties prescribed by this instruction, and clear with the Civil Engineering Branch before departure on PCS, resignation, transfer, or retirement.





4.5.  Identifies by letter to the Civil Engineering Branch, the name, office symbol, duty and home phone numbers of a primary and alternate person to contact if an environmental system failure occurs.  This person, when notified of system failure, responds to shut down associated laboratory equipment to prevent damage.





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





5.  Real Property Building Manager (RPM):





5.1.  Assignment.  A RPM and alternate are by contract or designated by the appointing authority for each building and facility assigned to the appointing authority’s division.  When practicable, the primary duty assignment of the individuals designated should be in the building for which designated.





5.1.1.  Individuals designated as RPMs and alternates will be officers, NCOs, or civilians with sufficient authority and ability to perform the responsibilities outlined in paragraph 5.2. of this instruction.





5.1.2.  The Civil Engineering Branch is advised, in writing, by the appointing authority of the initial assignment of Real Property Building Manager and alternate 30 days before changes in primary or alternate.  The Civil Engineering Branch prepares, maintains and forwards to the Operations Branch a RPM list from the data received from each facility.  This list includes primary and alternate manager names, organization, duty and home telephone numbers, and also the Civil Engineering Branch POC’s name, and duty and home telephone numbers.  The Operations Supervisor uses the list to contact managers during duty hours.  The Civil Engineering Branch furnishes updated Real Property Building Manager listings to:





 AFRL/IFOCO (Contract Management)





AFRL/IFOCO (Production Control) 





AFRL/IFOF (Security)





AFRL/IFKO (Contracting Services)





5.2.  Responsibilities.  The RPM, in cooperation with all occupants and users of a building and facility, is responsible for the care, custody, and protection of the assigned real property.  Every effort is exerted to safeguard the property from damage.  RPMs serve in an administrative, advisory, and authoritative capacity with the following prime responsibilities:





5.2.1.  Provide a single point of contact for building occupants.





5.2.1.1.  Receive verbal and written requests for minor maintenance and repair work.  Report emergencies according to paragraph 6.3.





5.2.1.2. Coordinate on all work requests submitted by the directorates for major and minor construction to include self-help work and send requests to the Civil Engineering Branch.





5.2.1.3.  Provide status of work to building occupants.  The Civil Engineering Branch provides all RPMs status of their work as needed.





5.2.1.4.  Assist building occupants in formulating requests for self-help work.





5.2.2.  Accompany Civil Engineering Operations Supervisor on regular building inspections to identify routine maintenance and repair work.  List this work on AF Form 1219 and give a copy to the Operations Supervisor.  Follow-up to make sure work is complete or open items are carried over for the next visit.  If the  does not inspect within the prescribed time frame (30-45 days), send AF Form 1219 to the Civil Engineering Branch.





5.2.3.  Accompany Fire Department or Safety personnel on inspections to identify fire or safety deficiencies.  Sign and send a copy of the report to the Civil Engineering Division for information/corrective actions.





5.2.4.  The building occupants are ultimately responsible for identifying, through the RPM, all discrepancies.  See the checklist in the self-inspection program for Civil Engineering, Facilities Management, and Air Force Research Laboratory.  An exception is made for areas or components of Civil Engineering responsibility, for example, mechanical rooms and air conditioning systems.  The Civil Engineering Operations Supervisor is available on a recurring schedule to assist and review of items that may have been overlooked.  However, private offices are the responsibility of the RPM and occupants.  It is unrealistic, in the case of offices, for the Operations Supervisor to be expected to inspect each office to identify discrepancies.  The RPM of these facilities should have already accomplished this before the Operations Supervisor arrives.  Where the RPM finds discrepancies, the Operations Supervisor also inspects to define the scope and estimate the hours.  To make sure the Operations Supervisor has all the requirements listed on the Civil Engineering Multi-Craft Job Order (AF Form 1219), the RPM reviews the job order and Real Property Manager File with the Operations Supervisor before signing their names in the blocks where their names are listed.  If additional items are discovered before the craftsmen arrive, he or she should brief the supervisor to see if time is available to do the work in that cycle.  At the end of the craftsmen’s work the RPM signs the AF Form 1219 that he or she was briefed by the supervisor on all work listed on the job orders.  The RPM should always receive an AF Form 1255, Quality Control Evaluation to comment on the work completed.  Constructive comments and suggestions good or bad are encouraged.  This form should not be completed until the requester is satisfied with the job.





5.2.5.  Make sure RPM signs (blank card stock, 3 x 5 inch, or 5 x 8 inch) are posted to the main ground floor entrances and on official bulletin boards within buildings that are not occupied on a 24-hour basis.  These signs contain the number of the building, the name of the RPM (primary and alternate), the office symbol, duty telephone numbers, and statement citing appropriate procedure for after duty hours access.





5.2.6.  Make sure the Custodial Services Contractor removes snow, ice, sand, and similar debris from steps and entrance sidewalks of buildings.  Each RPM must report noncompliance of contract to the Civil Engineering Branch Contract Management, x3462 or x2219.





5.2.7.  Make sure building or facility occupants or users do not alter the arrangement of, move, replace or remove permanent water, heat, lighting, ventilating, air conditioning (including window units), plumbing and related fixtures or other real property installed equipment (RPIE) without prior approval from the Civil Engineering Branch, regardless of the source of funds or whether the unit is classified as RPIE or not.  If prior approval has not been granted, the maintenance of that unit rests solely on the using division.





5.2.8.  The RPM maintains one folder for each building facility under his or her responsibility.





5.2.9.  The RPM (or alternate) is authorized to conduct follow-up with Civil Engineering Branch on all work requirements submitted to the Civil Engineering Operations.  All other personnel requesting status act through their respective appointed manager (RPM).  Use the following procedures to conduct follow-ups:





5.2.10.  Identify all requests verbal or written, made to the Civil Engineering Branch for all types of work.  For identification, include work or job order numbers if known, description of the work requested, and required completion date.





5.2.11.  Maintain a copy of all Base Civil Engineer Work Requests (AF Form 332) for all work, including minor construction or alteration; beyond fair wear and tear involving malice, vandalism or accidents; and all self-help work.  The Civil Engineering Branch sends these forms to the RPM as they are received with a work order or job order number assigned.





5.2.12.  The Civil Engineering Branch is specifically responsible for actions required under the Department of Energy policy for building temperature, hot water restrictions, and other requirements of the Defense Energy Program.  Although overall responsibility for energy conservation rests with the Civil Engineering Branch, RPMs must remain alert to conditions, which may contribute to energy waste and report them immediately to the Civil Engineering Branch.  Also, due to the RPMs familiarity with their respective facility, the Civil Engineering Branch counts on them to provide inputs for improving energy consumption within a facility and to distribute media or letter information to keep the building occupants aware of the need to save energy.





5.2.13.  The Security Office is specifically responsible for overall security within Air Force Research Laboratory.  The RPM reports all known malfunctions of the central building access security system to the Security Office.  The Civil Engineering Branch Operations Section manages the Laboratory’s key-lock control program.  The Key Control Monitor submits requests for keys and lock core changes on a Work Request, AF Form 332, through requester’s immediate supervisor to the RPM who signs the request and sends it to the Civil Engineering Branch Operations Section for review and approval and processing by Civil Engineering.  When keys are ready for pickup, Civil Engineering Branch Operations Section notifies the RPM, who picks them up and delivers them to the Key Control Monitor.





5.3.  Training.  The Civil Engineering Branch Operations Section establishes and conducts training when a newly assigned RPM and/or alternate is selected.





6.  Work Requests (AF Forms 1219/332).





6.1.  There are three ways to identify work requirements to Civil Engineering:





	Requirement	Way of Identification





Emergency Maintenance of Repair	Telephone Production Control Ext. 4664


	After duty hours - Service Call


	Ext. 2961 Security Office





Routine Maintenance or Repair	RPM and facility inspections    


	annotated on AF Form 1219


	Given to IFOCO if zone inspection


	not accomplished within 30-45 days





Urgent Maintenance or Repair Work	Submit AF Form 332 to:


Beyond Scope of AF 1219, Minor Con-	AFRL/IFOCO


struction, Self-Help, Reimbursable





6.2.  An emergency is:  “Work required to correct an emergency condition which is detrimental to the overall AFRL mission, or reduces operational effectiveness is an emergency job order.  It includes providing security to areas subject to compromise, eliminating hazards to health, or protecting high value property and equipment.  An emergency includes, but is not limited to, the failure of any utility, fire protection, environmental control, security alarm system, stopped-up sewer and fire hazards.”  Calling routine maintenance and repair requirements through the emergency channels only delays response to true emergencies.





6.3.  When submitting requests for work, laboratory personnel adhere to the following procedures:





6.3.1.  Air Force Research Laboratory Civil Engineering does not provide 24-hour emergency repair service.  However, Civil Engineering Operations will provide emergency repair service based on availability of personnel for all Air Force Research Laboratory facilities.  All requests for Civil Engineering emergency repair service should be directed to the Security Police Desk currently located in Bldg.302 (to be relocated to Bldg.3), telephone number 330-2961, which will be manned 24 hours a day.  The Security Police notify the Building Manager and based on their assessment, a Civil Engineering craftsman is notified and responds as soon as possible.  The Security Police Desk maintains a copy of the Civil Engineering craftsmen recall roster.  It should be noted that only bona fide emergencies to correct an unforeseen occurrence relating to life, safety, or the protection of high value property and equipment should be called into the Security Police Desk.  All other work should be called into the Civil Engineering Service Call Desk during normal duty hours.





6.3.2.  For routine work requests, Civil Engineering is maintaining a service call desk in building 2, telephone number 330-4664, Monday through Friday from 0700-1530.  It is requested that all routine service call and work order requests be processed through the appropriate Building Manager who contacts Civil Engineering.





6.3.3.  An emergency condition is one detrimental to your mission.  If the condition is not corrected immediately, it could result in a major breakdown of the mission.  An emergency always includes, but is not limited to, failure of any utility, fire protection, environmental control, security alarm system, critical air conditioning system, power failure or faulty electrical systems.  Emergency work is required to provide adequate security to areas subject to compromise, eliminate serious health hazards, prevent serious fire or safety hazards, or protect valuable property and equipment.  If you are not sure if you have an emergency condition, ask someone at emergency service call.  Notify your building manager that you made an emergency service call as soon as possible.





6.3.4.  Report maintenance and repair work to your RPM on AF Form 332.  The RPM annotates the AF Form 1219 with all routine work and signs and sends the AF Form 332 for urgent work to Civil Engineering Operations.





6.3.5.  Request modifications of any kind to existing structures, systems and grounds (including equipment installations) assigned to Air Force Research Laboratory as real property to include self-help, using the following procedures:





6.3.5.1.  Prepare AF Form 332 (sample in attachment 2) signed by the director.





6.3.5.2.  Give full description of work requirement (that is, size, location, quantities, etc.).  Include a short statement on how the work is to be done (that is, Civil Engineering in-service, self-help, contracts by Civil Engineering, or contract by requester).





6.3.5.3.  Include drawings, sketches, inspection write-ups, etc. to help define the work requirements.





6.3.5.4.  Justify your needs and impact on your operations if disapproved or not completed by required completion date.  If necessary, this is the area to tell the Facilities Board why you need the requested work.





6.3.5.5.  Give a required completion date.  Be aware that the average completion time for an in-service work order is six months and for a contract, if designed and funded by AFMC is six months to a year.





6.3.5.6.  Coordinate request with your RPM and send the request and associated back-up documentation to the Civil Engineering Branch.





6.3.6.  When there are questions concerning the correct method to identify your work requirement, contact the Civil Engineering Branch.





6.3.7.  Digging Permit.  Air Force Form 103, Base Civil Engineering Work Clearance Request, will be used to obtain and document the utility marking process before any excavation/digging.  This includes government and contractor work forces.





6.3.7.1.  For digging/excavating at all Rome Research Site’s primary and auxiliary installations (off base sites), the requester completes parts 1 through 7 of the AF Form 103.  The AF Form 103 is given to the Civil Engineering Building/Facility Manager who will coordinates with the CE Operations Chief and determines which utilities require staking by CE Operations.  Job Orders are cut by the Civil Engineering Building Manager for any staking to be done by Civil Engineering Branch.





6.3.7.1.1.  The Civil Engineering Building Manager contacts all commercial utilities at a given site and makes the necessary arrangements for staking.  The Civil Engineering Building Manager will verify that all known utilities have been staked and signs the AF Form 103 in Block 17.





6.3.7.1.2.  Upon notification that staking is complete, the requester shall walk the area with the supervisor of the excavation/digging party.  All staking is noted on a drawing.  Any utilities known but not staked or staking which appears incorrect is immediately brought to the attention of the Civil Engineering Building Manager.  All discrepancies are corrected prior to commencement of work.  The excavating/digging party assumes responsibility for the staking at this point and is responsible to request re-staking should the original stakes be removed or displaced.





7.  Incident Reports and Reports of Survey:





7.1.  Real Property Building Managers.  Immediately report all damage incidents involving carelessness, negligence, abuse, malice, vandalism or accidents to the interior or exterior buildings and structures assigned to them to the Civil Engineering Branch.  If damage involves malice, vandalism or accidents, the initial RPM report is made to the Security Police, through the Civil Engineering Branch, for investigation and submission of one of the following:





7.1.1.  DD Form 1569, Incident/Complaint Report.  This form is used to report damage to government property by vandalism, and unidentifiable vehicle, or an after-the-fact investigation of damage to an identifiable vehicle.





7.1.2.  AF Form 1315, Uniform Police Traffic Collection Report.  This form is used to report damage to government property by all identifiable vehicles immediately investigated at the scene of the accident.





7.2.  Security Police ( AFRL/IFOF).  Reports damage to government property by sending one copy of DD Form 1569 or AF Form 1315, as applicable, to the Civil Engineering Branch (AFRL/IFOC) for preparation of AF Form 327, Base Civil Engineer Work Order.  Send one copy of the above forms to AFRL/IFOJ Claims Office.





7.3.  Civil Engineering Branch (AFRL/IFOC).  Processes DD Form 1569 and AF Form 1315 through their organization for cost estimates of damages; planning and accomplishment of repairs; billing appropriate individual or units; notifying the AFRL/IFOJ Claims Office Ext. 2087 and the Financial Management Division (IFF) and if necessary, sends DD Form 1569 to the Civil Engineering Branch.





8.  Key-Locks.





8.1.  Standard Key-Lock Core System:





8.1.1.  The standard key-lock core system for Air Force Research Laboratory facilities is the “Best” lock system.





8.1.2.  Except as may otherwise be specifically authorized, no core unit or padlock utilizing other than Best lock core and key may be installed.





8.1.3.  The installation, replacement, relocation, removal or damage of a lock or any door or building, or possession of unauthorized keys, or non-government padlocks on any numbered facility is prohibited.  Government padlocks being identified, as a Best lock will be obtained from the Air Force Research Laboratory Civil Engineering locksmith by submitting a Key/Lock Change request.





8.2.  Request for Keys or Locks: 





8.2.1.  The Real Property Building Manager will request installation of new locks, or additional keys on a Work Request, AF Form 332, with justification, and forward three copies of the form to Civil Engineering Operations Section for approval.  Work Request, AF Form 332, must be signed by the requester and coordinated through requester’s immediate supervisor and signed by the Real Property Building Manager.  Requests for master keys or locks and keys for special security areas is coordinated through the appropriate Division Chief and submitted on a Work Request, AF Form 332 (three copies) and forwarded to the Civil Engineering Operations Section (AFRL/IFOCO Ext. 4664).





8.2.2.  Real Property Building Managers and organization supervisors make every effort to minimize the quantity of key-locks requested for issue to meet only essential needs.





8.2.3.  Civil Engineering Branch (AFRL/IFOC) installs locks, issues keys, replaces locks and keys for buildings and miscellaneous structures.  Civil Engineering Branch does not install and replace locks and/or keys for mobile equipment, desks, filing and storage cabinets, or portable buildings considered being part of radar sets.





8.2.4.  Civil Engineering Operations (AFRL/IFOCO) issues keys only to the Real Property Manager assigned for the building or his/her designated alternate.





8.3.  Key Control:





8.3.1.  All actions involving key control are recorded in the Real Property Building Manager Key Control Register  (Attachment 4).





8.3.2.  All individuals receiving keys from the Real Property Building Manager are required to sign a Receipt for Keys (Attachment 5).





8.3.3.  All personnel separating from any organization, through PCS, retirement, etc. must return his/her key directly to the Real Property Building Manager.





8.3.4.  NO KEYS will be duplicated by individuals or using organizations.  Careful control of facility access dictates that required keys be obtained and issued by procedures of this policy.





8.4.  Master Keys.  Organizations and individuals, such as Civil Engineering Operations, Security Police, Real Property Building Managers and others entrusted with master keys or key codes, make sure that such keys are adequately secured at all times.  The Division Chiefs of such organizations specify by name; individuals permitted access to such keys.  Security measures for Real Property Building Managers who have control of keys to restricted areas or areas of special security such as firearms, ammunition, liquor and narcotics storage, will be the responsibility of the activity concerned.





8.5.  Cipher Locks/Safe Combinations:





8.5.1.  Preparation of area to receive a new cipher lock, i.e. cutting hole in wall/door, is submitted to Civil Engineering on an AF Form 332.  Request for installation of cipher lock is submitted on a Work Request, AF Form 332, to the Civil Engineering Operation Section (AFRL/IFOCO) for approval.





8.5.2.  Request assistance in changing combinations on authorized Government safes, on a Work Request, AF Form 332.  Maintenance and repair to safes are accomplished by a service contract.





8.6.  Reporting Loss of Keys and/or Broken Locks/Keys:





8.6.1.  Broken Locks/Keys: Broken locks may be reported by telephone to Civil Engineering Operations, x4664 during normal duty hours.  If all the pieces of a broken key are presented to the locksmith, the key may be reproduced.  Work Request, AF Form 332, for key issues are submitted to Civil Engineering Operations Section.  Report stolen keys to the Security Police.





8.6.2.  Restricted and Controlled Areas: A broken lock protecting a restricted area or an area requiring special measures is reported immediately to Civil Engineering Operations for prompt repair or replacement and to the Security Police for appropriate security measures.  Protection of the area is the responsibility of the activity concerned until the lock is repaired or replaced.  Such requests are followed by a Work Request, AF Form 332, prepared according to paragraph 1.2 of this instruction.





8.7.  Access to Buildings:





8.7.1.  The Real Property Building Manager is contacted for access to locked buildings and miscellaneous structures during normal duty hours.  His/her name may be obtained by calling Civil Engineering Operations (x4664).





8.7.2.	For access to locked buildings or miscellaneous structures after normal duty hours, it is the responsibility of the using activity to establish procedures and assure dissemination of the procedure to personnel authorized such access.





9.  Allocation of Space:





9.1.  Request for Allocation of Space:





9.1.1.  When a division requires additional space they must prepare a justification letter requesting allocation of space and send it to the Civil Engineering Branch for inclusion in the next Facilities Board agenda.  Request narrative justification for allocation of required space, a planned layout for its occupancy, and a plan of any modification essential to render the area functionally suitable to its intended use.  Send request as far in advance of the actual requirements as possible to allow time for study, resolution of any problems, and accomplishment of required functional modifications on a scheduled basis.  On approval of the Facilities Board, send quantity and type of communications service required to the Communication and Computer Branch (AFRL/IFOS).





9.1.2.  On receipt of approval and before occupancy, the Division Chief or representative, the Civil Engineering Branch Chief or representative, and the RPM conduct a joint inspection of the facility.  Discrepancies are noted during joint inspection of facilities.  If none exist, it is recorded on a memo for record.





9.1.3.  After the inspection is done, the Chief, Civil Engineering Branch, files the minutes of the Facilities Board approval of space and the memo for record of joint inspection in the facility folder as a record of custody receipt.





9.2.  Transfer of Responsibility.  When there is a change of division chiefs, the present division chief must assure accomplishment of the inspection and inventory of assigned structures with the new division chief.  The two individuals must contact the Civil Engineering Branch and transfer building custody receipts by memo for record.  The Civil Engineering Branch files the memo for record in the facility folder.





9.3.  Release from Responsibility for Space Being Vacated.  Release from responsibility for space being vacated is granted after the following (Atch 6):





9.3.1.  Before an organization vacates assigned space, the Division Chief prepares a letter requesting release and sends it to the Civil Engineering Branch Chief for inclusion in the next Facilities Board agenda (Atch 3).





9.3.2.  After Facilities Board approval for release from responsibility for space in a facility, the Division Chief or duly appointed representative must schedule and coordinate the following (Atchs 4 & 5):





9.3.2.1.  Equipment Custodian conducts a 100% wall to wall CA/CRL and IPMS/ADPE inventory of all accountable equipment and serviceable items (including RDT&E) in coordination with Logistics (ARFL/IFOL Ext.3264) IAW AFMC Instruction 23-201 and in coordination with Computer Systems Management (AFRL/IFOS Ext.2501) IAW AF Instruction 33-12.  Remove all property belonging to the vacating activity.





9.3.2.2.  Policing the assigned space and surrounding area (not including normal custodial contractor cleaning).





9.3.2.3.  Real Property Manager (RPM) will ensure all real property and real property installed equipment (RPIE) is properly accounted for.  Request repairs or replacement for all real property damaged, destroyed, or not properly accounted for per paragraph 6.3.5.5. or 7, this instruction.





9.3.2.4.  Conduct a joint inspection/area review with the Division Chief, Civil Engineering Branch Chief, and Real Property Manager on receipt of the Facilities Board approval and before vacating the space.  Discrepancies are recorded on memo for record with complete explanation.  If no discrepancies exist, this is noted.  The Civil Engineering Branch furnishes one copy of the applicable custody receipt (memo for record) for space vacated to the Division Chief after completing a satisfactory inspection inventory, and necessary adjustment.  When inspection is completed, turn in keys to the Civil Engineering Branch Operations Section through the Division Key Control Monitor and RPM.








9.4.  Vacant Areas in Occupied Buildings:





9.4.1.  When part of a facility is no longer required for use by an assigned activity, the directorate initiates appropriate action to vacate (paragraph 9.3, this instruction).





9.4.2.  All vacant areas located within a building are the responsibility of the Civil Engineering Division.





9.4.3.  The building RPM makes sure all vacant areas remain vacant until future assignment is approved by the Facilities Panel.  The RPM also makes sure vacant areas are secure at all times.  Follow paragraph 5.2, this instruction.





9.4.4.  Assignment of occupancy of space is a Facilities Board function.  No division authorizes use of vacant space by another division by formal or informal agreement.





10.  Forms Implemented.  AF Forms 332, 1219, 1255, 1315, DD Forms 200 and 1561.














	RAYMOND P. URTZ


	Director, Information Directorate	





9 Attachments


1.   Sample Real Property Manager Change Letter


Receipt for Keys


Sample Facility/Space Release Request Letter


Sample IFOL Inventory Support Request Letter


Sample IFOS Inventory Support Request Letter


Checklist


Sample AF Form 332 








(Please note that Attachment 7 can be found on AFRL/RRS Web at CE Home Page)
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(Attachment 1)





	Date





MEMORANDUM FOR  AFRL/IFOC





FROM:





SUBJECT:  Real Property Manager





In accordance with RRSI 32-9001, Management of Buildings and Structures, the following personnel are relieved of or assigned as Real Property Managers effective ___________________.








	Building		Manager (Relieved)





	22	Tsgt Edward A. Oakes (Primary)


	682	Mr. Robert L. Glenn (Primary)


	682	Ssgt Donald R. Brooks (Alternate)





			Manager (Assigned)





	22	Msgt Melvin S. Bates (Primary)


		Ext 2478, Bldg 22 (Office Symbol)


		Rome - 336-1324





	682	Tsgt Oscar M. Whistler (Primary)


		Ext 211, Bldg 682 (Office Symbol)


		Rome - 336-1234





	682	Mr. Wellington C. Boggs (Alternate)


		Ext 2211, Bldg 682 (Office Symbol)


		Rome - 336-4321











(Sample - Real Property Manager Change Letter)

















�



(Attachment 2)





RECEIPT FOR KEY(S)








DATE ___________________________	FACILITY NO._______________________





OFFICE SYMBOL_________________	DUTY PHONE________________________





NAME___________________________	SSN_________________________________





KEY SERIES_____________________	KEYS ISSUED________________________





I HEREBY ACKNOWLEDGE RECEIPT OF AND ACCEPT MONETARY RESPONSIBILITY FOR THE KEY(S) DESCRIBED ABOVE.  IN THE EVENT THE KEY(S) ARE LOST, I WILL REIMBURSE THE GOVERNMENT FOR THE COST TO RECORE ALL DOOR LOCKS AND REPLACEMENT KEYS IN THE ABOVE SERIES.





I WILL RETURN THE ABOVE KEY(S) DIRECTLY TO THE FACILITY MANAGER IN THE EVENT I LEAVE GOVERNMENT EMPLOYMENT, PCS, HAVE A TEMPORARY DUTY ASSIGNMENT OR GO ON EXTENDED LEAVE FOR OVER THIRTY (30) DAYS.











_________________________________________________________________________


Signature	Date











ISSUED BY___________________________________
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(Attachment 3)











MEMORANDUM FOR IFOC





FROM:  IFE





SUBJECT:  BUILDING 240/7/8 RELEASE





The Information and Intelligence Exploitation Division (IFE) intends to vacate buildings 240, 247, and 248 on or about _____________________________.





Request release of responsibility for these facilities.





Point of contact for this action is __________________________ .








SIGNED





Joseph Camera, Chief


Information & Intelligence Exploitation Division




































































(Attachment 4)











MEMORANDUM FOR IFOL





FROM:  IFE





SUBJECT:  BUILDING 240/7/8 CA/CRL INVENTORY





The Information and Intelligence Exploitation Division (IFE) intends to vacate buildings 240, 247, and 248 on or about ________________________.





2.    Request assistance in conducting a 100% wall to wall CA/CRL inventory of all accountable 


       equipment and serviceable items, including RDT&E, prior to IFE relocation into building 3.





Point of contact for this action is ______________________.











SIGNED





JOSEPH CAMERA, CHIEF


Information & Intelligence Exploitation Division

































































(Attachment 5)











MEMORANDUM FOR IFOS





FROM:  IFE





SUBJECT:  BUILDING 240/7/8 IPMS/ADPE INVENTORY





1. The Information and Intelligence Exploitation Division (IFE) 


   intends to vacate buildings 240, 247, and 248 on or about 


   ________________.





2.     Request assistance in conducting a 100% wall to wall IPMS/ADPE inventory of   


        accountable equipment and serviceable items, including RDT&E, prior to IFE relocation 


        into building 3.





Point of contact for this action is ____________________________.








SIGNED





JOSEPH CAMERA, CHIEF


Information & Intelligence Exploitation Division






























































(Attachment 6)





DIVISION CHECKLIST





_________   Request Release from responsibility for facilities/space being vacated.





_________   Designate POC to coordinate move.





_________   Request Equipment Custodian (s) conduct a 100% wall to wall inventory of all  


                     accountable equipment and serviceable items (CA/CRL, IPMS/ADPE and        


                     RDT&E).





_________   Request RPM support and Site Operations support as required.





_________   Ensure area cleanup or make other arrangement with Civil Engineering.





_________   Schedule final joint inspection/area review 
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