Attachment 2 to DPW-ERM-03-96


STANDARD OPERATING
Directorate of Public Works

PROCEDURES
Fort Riley, KS

DPW-ERM-03-04
ERM Division

WORK CONTROL/COORDINATION
RESPONSIBILITIES
1.
The Work Coordination (Work Control) function is a responsibility of the Engineering Resource Management Division (ERMD).  It consists of screening, staffing, and expediting the approval process for all Work Requests for Real Property Maintenance Activities (RPMA) work.

2.
Work Coordination is normally performed in building 330.  Hours of operation are 7:30 to 16:00 Monday through Friday with the exception of Federal Holidays.  The Work Coordination telephone number is 239-0005.

3.
Work Coordination functional personnel report to the Engineering Resource Manager (ERM).  Duties are to provide an effective and efficient flow of Work Requests (Work Orders) through the review, prioritization, and approval process.  Responsibilities include:

a.
Receiving Master Job Folders and DA Form 4283s from Work Reception.

b.
Checking for consolidation/duplication of requests.

c.
Staffing the Work Requests through other offices such as, Safety, Provost Marshall, Operations & Maintenance, Energy, Environmental, Industrial Hygiene, Real Property, Stationing, Master Planning, etc.

d.
Determining if the requested work is authorized and appropriate to be performed with government resources.

e.
Determining whether the requested work is reimbursable or non-reimbursable.

f.

Determining if resources are available for the requested work.

g.
Determining the proposed method of accomplishment (i.e., in-house or contract).

h.
Assisting the ERM in determining the priority for Work Requests that will be performed with in‑house assets. See Attachment 1.

i.

Approving (or obtaining approval of) IJO work and funding approval prior to sending to In-house COR/Project Managers or to Engineering Plans & Services estimating/project managers.

j. Identifying backlog maintenance and repair/deferred maintenance and repair (BMAR/DMAR) work requirements (if required).

PROCEDURES
SCREEN MASTER JOB FOLDERS
The Master Job Folder (MJF) is sent from Work Reception to Work Coordination.  The Master Job Folder is identified with the Work Request number on the upper left, a short description on the upper middle, and the building number on the upper right of the folder. The MJF contains the hard copy of the customer’s DA 4283 Work Request http://www.army.mil/usapa/eforms/pureEdge/A4283.XFDL. All supporting documents utilized to complete the request will be added to the folder during the process.

1.
CHECK FOR WORK REQUEST CONSOLIDATION/DUPLICATION

a.
Determine if the Work Request can be consolidated with others to take advantage of economies of scale, e.g., painting for several buildings or various types of repair for the same building.

b.
Determine if the Work Request duplicates another request already established in the system  (Use the facility and customer information indicated on the Work Request.)

(1)
For the same work or services

(2)
As a subset of other requests (e.g., painting which is also included in a request for renovation)

c.
Contact the customer, provide the customer with the details concerning the Work Request already in the system, and determine which Work Request should be canceled.

d.
Update the work status code of the Work Request to “CAN”, Canceled, in the Integrated Facilities System or delegating this to work reception.

2.
DETERMINE IF THE WORK REQUEST MEETS WORK ORDER CRITERIA

Review the Work Request and the description of work or service to determine if the work is more appropriate for accomplishment by Service Order.  If so:

a.
Return the Master Job Folder to Work Reception for generation of a Service Order.

b.
Update the work status code of the Work Request to “CAN”, Canceled, with remarks indicating that it was canceled for accomplishment as a Work Order and established as a Service Order or delegate this function to work reception.

3.
DETERMINE IF THE WORK REQUEST IS AUTHORIZED/APPROPRIATE TO BE PERFORMED WITH GOVERNMENT FUNDS

a.
Review the Work Request and the description of the requested work or service to determine if the work is appropriate and authorized for accomplishment by DPW resources in accordance with AR 210-50, AR 415-15, AR 415-35, AR 420-10, and AR 420-17.

b.
Contact the customer or designated point of contact on the Work Request if questions arise or the work does not meet appropriate criteria.

c.
Determine and enter the IFS-M program indicator code & program category code for the requested work or write the information on the WO for Troop construction or Work Reception.

4.
DETERMINE WORK REQUEST PRIORITY

a.
Determine whether the Work Request is reimbursable/non-reimbursable.

(1)
Review the existing Memorandums of Agreement with DPW customers to identify services that are reimbursable.  The requested work may be reimbursable work for a normally non-reimbursable customer depending on the Memorandum of Agreement.

(2)
Determine if the requested work or service is reimbursable or non-reimbursable to the DPW using the Customer ID.

b.
Determine the Work Request initial screening priority (if required).

c.
Update the work status code of the Work Request to “TDE”, To Detailed Estimating, in IFS-M.

d.
Forward the Master Job Folders to Engineering Services Division, In-house COR or Work Estimating for a scoping estimate (otherwise known as “unit price” or “desktop” estimates) of the requested work.

e.
Re-screen Work Requests assigned a screening priority of less than an installation established breakpoint after the scoping estimate to ensure their screening priority is still valid.

f.
Work Request priority ( installation established breakpoint

(1) Forward the Master Job Folders to or call the ERM for concurrence.

(2)
Send the Master Job Folders containing the Work Request, scoping estimate, and copies of the customer notification for the low priority work to Work Reception for filing after concurrence by the ERM.

(3)
Assign a work status code of “RTN”, Deferred, and enter the program/sub-program category code/s in IFS-M or alternative system.

(4) Notify the DPW customer of the Work Request status and priority.

f.
Work Request priority ( installation established breakpoint

(1)
Reimbursable:  Request funding approval for the scoping estimate amount from the customer in accordance with AR 420-10, AR 37-1, and AR 210-50.  If there is a question whether the work will be performed in-house or sent out for contracting, consider adjusting the scoping estimate upward 25% to account for contractor General & Administrative (G & A ) cost and profit.

(2)
Non-reimbursable:  If there is a question whether the work will be performed in-house or sent out for contracting, consider adjusting the scoping estimate upward 25% to account for contractor General & Administrative (G & A ) cost and profit.

(3)
Annotate the funding approval amount on the original copy of the Work Request if necessary.

DETERMINE THE METHOD OF WORK ACCOMPLISHMENT
Method of accomplishment is based on shop backlogs, available shop skills, relative priorities, existing Commercial Activities (CA) contracts (e.g., signs, keys, etc.), availability of a Job Order Contracting (JOC) contract, the scoping estimate, and whether the customer is reimbursable or non‑reimbursable.  Determination is made as to whether the job will be placed in the backlog of maintenance and repair, assigned to the in-house work force for accomplishment, or contracted.

1.
IN-HOUSE ACCOMPLISHMENT

a.
Approve the WO or send the Master Job Folder to the Approval Authority for formal approval of the work priority and method of accomplishment.  Depending on the installation, the Work Order priorities for maintenance and repair jobs estimated at under $2500 are routinely assigned by the DPW.  New work (“L” work) and other Work Orders with estimates exceeding $2500 may be screened and prioritized by the installation Planning Board or Public Works Council.

b. Update the work status code to “AA”, approval authority, in IFS-M or alternative system.

c. Update the work status code to “APV”, Approved, and “TDE”, To Detailed Estimating, and the method of accomplishment to “I”, In-house, in IFS‑M or alternative system, after approval.

d. Forward the Master Job Folder/ WO to the In-house COR/ Work Estimating for execution.

2.
CONTRACT ACCOMPLISHMENT

a.
Determine if the work is reimbursable.  If a reimbursable customer has money to expend on a project, they are afforded the fastest method of accomplishment which, in most cases, is through an existing contract, by credit card, JOC contract, etc.

b.
Approve the WO or send the Master Job Folder to the Approval Authority for formal approval of the work and method of accomplishment for Work Requests determined more appropriate for accomplishment by contract.

c.
Update the work status code to “AA”, Approval Authority, in IFS-M.

d.
Update the work status code to “APV”, Approved, and the method of accomplishment to “C”, Contract, in IFS-M, after approval.

e.
Forward the Master Job Folder, including the scoping estimate, to the responsible Division for design and specification development or generation of a delivery order to an existing contract and update the work status code accordingly.

Attachment 1: Work Order Priority Scheme

            (1)     Priority/Class 1:  Project work, if not performed expeditiously, may result in injury or loss of life, damage to or loss of real property, or serious danger to health, morale or welfare of installation personnel.  Class 1 work may also include mission support projects which have Command emphasis. Work generally begins in 30 days.

            (2)     Priority/Class 2:  Project work, which does not meet Class 1 definition, but has an impact on safety, facilities, health, morale or welfare requiring more expedient handling than Class 3 work.

            (3)     Priority/Class 3:  Project work that can be handled/processed through normal channels, without special procedures.

DA Form 4283 Submission Check List

1. DA Form 4283 filled out properly (make sure all fields are complete in Part A): 

A. Customer ID

B. Document Serial NO

C. Fiscal Year

D. Type (Leave Blank)

E. Short Job Description

F. Date

G. Installation Abbreviation: Riley

H. Facility Number: BLDG or location of where work is to actually be preformed

I. Remarks: alternate POC information (consider using CQ for alternate)

J. Installation Name: Fort Riley

K. Customer Name: Unit

L. POC Name (rank if allocable Last Name, First Name) 

M. POC Phone number 

N. Work Description: identify work completely

O. Authorized requestor: BN S-4 or BN Commander (rank if allocable Last Name, First Name, Phone number)

P. Signature: authorized requestor

2. Attachments (when applicable):

A. Sketch (location, layout, and/or placement of anything regarding project)

B. Sign request must have template sheet (don’t forget middle initial or indicate no middle initial with NMI) 

C. Justification Memorandum

D. PMO, ISO, Fire, and/or assessment

E. Picture and specification of any item involving project (bolting down, hook up, and/or placement of equipment)

3. Identify Funding Source:

A. Public Works Funded (no additional signature required)

B. Unit Funded: need Unit funding authorized (G-8) 
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