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______________________________________________________________________________


This instruction implements AFPD 99-1, Test and Evaluation Process and AFI 99-101, Developmental Test and Evaluation.  It sets up procedures for managing and operating the Environmental Test and Experiment Facility (ET&EF) that supports Rome Research Site's in-house research and development programs.  It applies to the Information Technology Division, Environmental Test and Experiment Facility, Building 3, Room 1063, and to organizations requesting support.





SUMMARY OF REVISIONS





This revision changes RL Form 2860 to RRS Form 2860.  It changes office title in paragraphs 1. and 2. to reflect the reorganization under AFRL.





1.  Responsibilities:





1.1.  The Information Technology Division, Environmental Test and Experiment Facility supports the designated fabrication of specialized mechanical development needs of Rome Research Site and makes sure that the facility:





Is adequately staffed with qualified personnel.


Responds to the needs of Laboratory scientific, engineering and technical personnel.


Complies with this instruction.


Does the work under approved procedures.





2.  Management and Operation.  The Information Technology Division assigns the management and operation of the facility to the appropriate division.  The division makes sure that:





2.1.  Shop equipment is maintained according to current technical orders.





2.2.  Requests for supplies and material are processed and obtained under applicable Laboratory and higher headquarters directives.





2.3.  Qualified personnel operate specialized equipment, that is, lathes, computerized numerical controlled milling machine, Temperature and Humidity Test Chamber, Highly Accelerated Stress Test Chamber, Random Vibration Test Unit, do-all saws, etc.





2.4.  Personnel adhere to all safety practices and procedures.





2.5.  When nonshop personnel must use shop facilities for a minor task (for example, one which can be done in about ten minutes) authorized personnel are told that they must be qualified, by the facility supervisor, to operate the machine they intend to use and that they know all safety practices.





3.  The Facility Supervisor:





3.1.  Schedules all work done by the facility.  Work is normally done on a first in, first out basis.  When work is requested, give the requester an estimated completion time.  If this time is unsatisfactory, the requester contacts those ahead of him or her, on the list, to try to get an earlier time.  If the problem cannot be resolved, bring it to the attention of the division chief.  The division chief assigns priorities.





3.2  Buys or orders materials, supplies, bench and attrition stock for stock use.  The requester provides unique materials.





3.3.  Considers safety in the facility, that is:





Makes sure the facility area and equipment is painted and marked properly.


Controls use of machines by unqualified personnel.


Controls access to the facility.


Makes sure protective equipment is used.


Eliminates or marks hazards due to layout.


Properly handles, marks, and stores corrosive and flammable supplies and material.


Makes sure that equipment is essential to the operation of the facility and that it is properly maintained, marked, and tagged.  When equipment is no longer needed, turn it back into supply channels.  Also, decide when the equipment needs repair or replacement or when new equipment is needed.  Prepare paper work to repair and to order new or replacement equipment, according to maintenance and supply regulations.


Makes sure that all machines, work areas, work benches, etc.,  are cleaned after use and all stock is neat and in order.


Makes sure that technical orders and maintenance manuals are ordered and filed, and that maintenance is done on time and is properly recorded.


Controls, protects, maintains, and stores all facility supplies, materials, working stock, bench stock, attrition stock and tools.  Maintain supply, material, and stock levels, and orders replacement or new supplies and material through supply channels.  


Corrects deficiencies noted during inspections of the shop.


Account for and maintains all equipment according to CEM, PMEL, and supply regulations and directions.





4.    Controls Over Work:





4.1.  An organization requests support from the Environmental Test and Experiment Facility on RRS Form 2860, Work Request Control, approved by no lower than the branch chief.  The chief of the Environmental Test and Experiment Facility reviews and approves RRS Form 2860 for input into the work schedule, or returns it to the requesting organization with appropriate justification for its return.





4.2.  The facility keeps a log of all work requests and work done.  The log identifies date of request, nature of the work, estimated and actual completion date, job order number, time used, technician doing the work and other pertinent information that the facility supervisor deems necessary.





4.3.  Historical records, recorded and tracked on a job order number basis, are available using PCN 365016 (man-hour expenditure by job order and name).





5.  Summary.  The availability and use of the facility are purposely flexible to permit timely response to program or project requirements of Rome Research Site.   The facility may be used to support other Laboratory engineering needs.  Process requests for routine support through the Operations and Support Directorate.





6.  Form Prescribed.  RRS  2860.





	RAYMOND P. URTZ, Director


	Information Directorate
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