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BY ORDER OF THE COMMANDER


HEADQUARTERS, NEBRASKA WING, CAP

WING SUPPLEMENT 87-1

22 October 2002

Facilities Management

FACILITIES SUPPORT PROCEDURES

                                                                            

This operating instruction (OI) establishes procedures for the control, inspection, utilization and requests for facilities or food service support from the Nebraska Wing Headquarters facilities at Camp Ashland Training Site (CATS).

SUMMARY OF CHANGES

This is a new operating instruction.  

            

Certified by: DA (Lt. Col Richard Vitters)

OPR: CE

Supersedes: None (New operating instruction)

1.  Policy.       Use locally established procedures when supporting activities and events scheduled at the Nebraska Wing headquarters facilities at CATS for the benefit of Civil Air Patrol members.

2.  Procedures:
2.1.
Utilization Priorities.  Base the use of corporate facilities on the following activity listing for utilization:

2.1.1.
REDCAP missions.

2.1.2.
Nebraska Wing Headquarters scheduled activities

2.1.3.
Nebraska Wing squadron scheduled activities.

2.1.4.
National Headquarters CAP scheduled activities.

2.1.5.
North Central Region scheduled activities.

2.1.6.
Nebraska Wing Headquarters unscheduled activities.

2.1.7.
All other unscheduled activities.

2.2. 
Facility Reservations.     Nebraska Wing personnel will have general priority for facility reservations up to ten (10) days before any authorized scheduled CAP activity.  However, the NEWG Facility Manager up to sixty (60) days before a scheduled activity will accept facility reservation requests from any project or activity officer from Nebraska Wing.  The NEWG Facility Manager will notify the requester to confirm or deny the reservation request in writing no later than fourteen (14) days before the planned activity.  All reservations will be prioritized as described in paragraph 2.1. and then on a first-come-first-served basis.  Present all requests for waivers to these reservation procedures in writing (including justification) through the Nebraska Wing Chief of Staff.  Route this request through the NEWG Facilities Manager no later than ten (10) days prior to an activity for which the facility support is being requested.

2.3.
Food Service Requests.  Food service support is available through the Nebraska Army National Guard dining facility located at CATS.  POC/member(s) have an alternative for food service.  Catering can be requested through the NEWG Facility Manager using a private vendor/caterer.  

2.3.1
Food Service requests must be made, in writing, no later than thirty (30) days before a planned activity.  

2.3.1.1
Dining facility support is limited to the contractor's scheduled hours of operations.  For a fee, the dining facility contractor will open the dining facility on unscheduled dates, provided the CAP activity is large enough to support the facility operations.   All requests for dining facility support are to be directed to the NEWG Facility Manager.  An accurate head count of all personnel eating in the dining facility, dates and which meals (breakfast, lunch, supper) must be furnished with the food service request letter.  Boxed lunches are also available through the dining facility.  The NEWG facility manager will complete a DA 2970 and submit it to the Army for meal support.  Individual members or the activity POC will be responsible for payment to the dining facility contractor as services are rendered.

2.3.1.2.
Catering can be arranged using a private contractor/vendor.  If this option  with an outside vendor is chosen the NEWG Facility Manager will not negotiate or contract with the private vendor, that is the responsibility of the activity POC.  The use of building 53 will have to be requested and scheduled is a private vendor/caterer is utilized for food service.

2.3.2
Food Service requests for use of the dining facility must be accurate.  The contractor uses the head counts supplied by the activity POC to purchase and prepare meals.  If the actual head counts to not closely match the number of meals requested, additional costs may be incurred to cover the loss to the contractor. 


2.4.
Activity Parking Location.  Parking for all activities at CATS will be done in the parking lots west of the 500 series buildings (buildings on stilts).  Parking on grass, sidewalks and along the streets is prohibited by CATS regulations.  There is one vehicle-parking pad on the south side of building 414.  This parking pad is reserved for mission vehicles and will only be utilized during REDCAP missions.  During winter snow conditions parking on the far west side of the parking lot is advised.  This is to minimize autos being snowed in and unable to reach the access road.

2.5.
Confirmation of Scheduled Activities.  Only the NEWG facility manager (NEWG/CE), or other officers designated by the NEWG Facility Manager are authorized to schedule and confirm any corporate facilities at CATS.  However, during times of emergency, such as REDCAP missions, qualified Incident Commanders meeting all requirements of paragraph 2.5.1. may schedule and confirm CAP corporate facilities assigned to Nebraska Wing Headquarters to assist in fulfilling emergency services functions only.  The releasing officer will complete the following tasks before the facilities are released to any CAP member(s).

2.5.1.
Assure that the POC/member(s) meets the following requirements:

2.5.1.1.
Is twenty-one (21) years of age or older.

2.5.1.2.
Holds a current NEWG CATS Security Badge.

2.5.1.3.
Holds a current CAP membership card.

2.5.2.
Brief the POC/member(s) on the responsibilities of completing a daily inspection of the facilities assigned to them.  This inspection should be used to maintain cleanliness and member/property safety.

 2.5.3.
Brief the POC/member(s) to perform the routine maintenance requirements on the facilities prior the end of their schedule activity.  These requirements are:

2.5.3.1.
Facilities are clean and organized.

2.5.3.2.
All areas used are secured (doors and windows). 

2.5.3.3.
Lights turned off, air conditioning set to 80 degrees or heat set to 58 degrees.

2.5.4.
Inspections.  Perform daily safety inspections each day that the facilities are used. Additionally, perform a building equipment inspection by both releasing officer and the POC/member(s) before the release of the facility, and upon its return.  Check equipment items against a building equipment checklist for their presence in the vehicle and their condition.  Annotate, on the equipment checklist by the POC/member(s) and signed off by the releasing officer, equipment missing or damaged before signing for the facilities.  Repair or missing equipment upon return of facilities, not previously identified, will become the responsibility of the POC/member(s) and his/her unit.  Damaged or missing equipment is to be repaired or replaced to the satisfaction of the NEWG Facility Manager within fifteen (15) days following the return of the facility to Nebraska Wing Headquarters.  This equipment has been placed in the buildings for emergency use and could save a life in case of an emergency.  It is mandatory that all equipment be returned in satisfactory condition.  NOTE:  The POC/member(s) must agree to the stipulation imposed in this paragraph before the facilities are released into their care.

2.5.5.
User Maintenance.  Due to the location and visibility of the Nebraska Wing Headquarters on Camp Ashland Training Site all CAP facilities assigned to this headquarters will be kept in the best condition possible at all times.  CAP members using a Nebraska Wing Headquarters assigned building are responsible for ensuring the facilities are properly cleaned after each use.  Both the interior and exterior will be policed, clean, properly secured and lights will be extinguished when not occupied.  Failure to adhere to this guideline will result in a bill being generated and sent to the CAP member signing for the facilities to cover the expenses of this clean-up.  A penalty, in addition to the actual charge, will be applied to this billing not to exceed 200% of the charges incurred to clean, repair or replace items damaged during events not corrected prior to the return inspection.   

2.5.6.
General Housekeeping.  Floors, carpets and restrooms are to be kept clean on a daily basis.  Windows and furniture are to be wiped down and free of dust, smudges and fingerprints before returning facilities back to the NEWG Facility Manager.

2.5.7.
Smoking.  Smoking is prohibited in any CAP corporate buildings.

2.5.8
Accidents.  In the unlikely event that an accident occurs in any facility assigned to Nebraska Wing Headquarters see to the safety and well being of any injured personnel immediately.  To prevent further damage to the buildings or contents make all efforts to secure CAP and State of Nebraska property.  All POC's are required to notify the NEWG Safety Officer and the NEWG Facility Manager as soon after the accident as possible to report location and condition of personnel, buildings and contents.  The NEWG facility manager will in-turn, notify the NEWG wing commander.

2.5.9.
Abuse to Facilities.  POC/member(s) assumes all responsibility for activity participants in any corporate facility under their control.  Should it be determined that the facility was abused (abuse is to be defined as a disregard to manufacturer operating procedures, unsafe operation, or failure to safe guard operating systems or equipment contained in, on or around the building.) in any way by the POC, CAP member or guest, the following actions will be recommended by NEWG Facility Manager to the NEWG Chief of Staff:

2.5.9.1
First offense: Suspension of CAP facility privileges for a period not less than thirty (30) days.

2.5.9.2
Second offense: Suspension of CAP facility privileges for a period not less than six (6) months.

2.5.9.3
Third offense: Suspension of CAP facility privileges for a period not less than one year.

2.5.9.4
At any time, if actions or habits of any CAP member or sponsored guest are determined by the NEWG Facility Manager to endanger human life or destruction of property, the recommendation of permanent revocation of CAP membership privileges will be made to the NEWG Chief of Staff.  The membership revocation recommendation will also be forwarded to the Nebraska Wing Commander.  

2.5.9.5.
These actions do not constitute the limits of Civil Air Patrol or the Nebraska Wing Headquarters to recover for damages to facilities owned or leased by the Nebraska Wing Headquarters.  In addition, further actions may be under-taken against any personnel abusing or endangering lives or property by the Department of Defense or State of Nebraska. 

3.
Documentation:
3.1.
The releasing officer will furnish the POC/member(s) with copies of the following:

3.1.1. This operating instruction.

3.1.2. Daily Facilities Inspection Report (NEWG Form 300-1).

3.1.3.
Equipment Checklist (NEWG Form 300-2).

3.2.
The releasing officer shall keep on file the original equipment checklist.
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WARDER SHIRES, Colonel, CAP







Commander

Richard Vitters, Lt. Col, CAP  

Administrative Officer

