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This publication implements Air Force Policy Directive (AFPD) 32-10, Installations and
Facilities. This instruction establishes guidance for all Facility Managers (FACMAN) assigned
to Holloman Air Force Base (HAFB) facilities. It applies to all HAFB activities and units,
including tenant units located on HAFB. This instruction requires collecting and maintaining
information protected by the Privacy Act of 1974 authorized by 10 U.S.C. 7013, Secretary of the
Air Force. System of records notice FO33 AF CIC D applies. Ensure that all records created as a
result of processes prescribed in this publication are maintained in accordance with Air Force
Manual (AFMAN) 33-363, Management of Records, and disposed of in accordance with Air
Force Records Information Management System (AFRIMS) Records Disposition Schedule
(RDS) located at https://www.my.af.mil/afrims/afrims/afrims/rims.cfm. Contact supporting
records managers as required. Refer recommended changes and questions to the Office of
Primary Responsibility (OPR) using AF Form 847, Recommendation for Change of Publication,
to 49th Civil Engineer Squadron Operations Support Office (49 CES/CEOS), 550 Tabosa
Avenue, Holloman AFB, NM 88330-8458.

SUMMARY OF CHANGES

This document is substantially revised and must be completely reviewed. Section one has
been changed to “Requirements for FACMAN duty” from “Terms Explained.” The defined
terms have now been moved to either their own respective section or defined in other sections.
Section two has been changed from “Assignment” to “FACMAN documentation.” The
information has been moved to section one. Section three has been changed from
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“Responsibilities” to “Facility Maintenance Visits” and “Responsibilities” has moved to section
7. Sections 4-28 have been added to this instruction.
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1. Requirements for FACMAN Duty:

1.1. Air Force Pamphlet (AFPAM) 32-1004, Volume 3, Working in the Operations Flight —
Facility Maintenance, recommends a Facility Manager (FACMAN) to be of the grade of E-5
or above, any officer, or a civilian equivalent to E-5 grade.

1.2. FACMAN: The FACMAN is the representative of the unit commander who is
responsible for identifying the maintenance, repair, and alteration requirements necessary to
maintain the facility within acceptable standards to Base Civil Engineer (BCE). The
FACMAN serves as the POC for facility occupants for identifying and tracking work
requirements and for the Civil Engineer (CE) personnel conducting inspections within the
facility.

1.2.1. For jointly occupied facilities, the unit occupying the largest amount of floor space
(most square footage) will appoint a primary and alternate FACMAN. The only
exception will be those facilities in which contractors occupy the most floor space. In
that situation, the military unit with the most floor space will assume primary FACMAN
responsibilities. Recommend units occupying smaller areas will each appoint at least one
alternate FACMAN to work in conjunction with the primary FACMAN. Special cases
may exist and the commanders of the all the units in the joint occupied facilities may
submit a suitable alternative.

1.2.2. The FACMAN database will accept multiple assigned FACMANSs. For this
reason, it is recommended that more than one alternate FACMAN be appointed for each
facility so that facility occupants are not inconvenienced during periods of leave,
deployment or other TDY's that take them out of the work place for extended periods of
time.

1.2.3. FACMANs must have a minimum of 12 months retainability on base when
appointed, as to minimize the problems associated with frequent turnover.

1.2.4. FACMANSs must be appointed in writing by their unit commander. A sample
appointment letter can be found in Attachment 2. The appointment letter may be
produced and provided electronically to the 49th Civil Engineer Squadron (49 CES). The
49 CES will not remove a FACMAN from the roster until they are replaced in writing
and the replacement has attended the FACMAN training course. FACMANS will sign up
for initial training as soon as appointed. The letter must contain the following
information: full name and rank, organization and office symbol, e-mail address, home
and duty phone.

1.2.5. FACMANSs must receive initial training within 60 days of appointment, regardless
of training received at other bases. If unable to attend the initial training within 60 days
of appointment, a new letter must be accomplished prior to FACMAN certification.
Annual refresher training is required for as long as you are an appointed FACMAN.

1.2.6. FACMAN training is held monthly. Call 49 CES Customer Service at 572-
3223/3224 for an appointment date/time.
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1.2.7. All facilities on HAFB require a FACMAN. In the event that a facility does not
have an assigned FACMAN, 49 CES will not accept any service calls or work requests
that are not deemed an emergency until a FACMAN has been established.

1.3. All letters of assignment are compiled into the FACMAN database. Listings are
provided to the following offices:

1.3.1. 49 CES Operations Management: The Operations Management Section ensures
all AF Form 332s, Base Civil Engineer Work Request, are routed through the proper
FACMAN and group work order monitor prior to submittal.

1.3.2. 49 CES Customer Service Section: The Customer Service Section (CE Service
Call) manages the FACMAN database, accepts all AF Form 332s, service calls, and
assigns a work order number for tracking/reference. Normal duty hours are Monday
through Friday from 0630-1630.

1.3.3. 49 CES Emergency Communication Center (ECC): The ECC manages the
base CE Service Call function after duty hours (1630-0630) as well as 24-hour coverage
on weekends and holidays. The Fire Alarm Communication Center (FACC) phone
number is 572-3223/3224.

1.3.4. 49 CES Facilities Self Help Center: The Self Help Center uses the FACMAN
listing to validate all store customers. Only FACMANS may sign out tools, equipment,
and material. For hours of operation please contact CE Customer service at 572-
3223/3224.

1.3.5. 49 SFS Security Forces Control Center (SFCC): The SFCC uses the list as an
emergency contact for after duty hour security violations. A copy of the FACMAN
roster will be provided to Security Forces on a monthly basis.

2. FACMAN Documentation: Every FACMAN will maintain a key control log for their
facility. For jointly occupied facilities, FACMANSs will maintain the log for their portion only.
FACMANS must maintain positive control over all keys at all times. See paragraph 9 for more
information on key control.

2.1. FACMANSs will maintain a work control log for the purpose of tracking work orders,
both service calls and items submitted on an AF Form 332. The log should provide sufficient
data to identify the job by work control number (direct schedule work order [DSW], work
request, work order, or contract project number), a description of the work to include the
facility, and the date submitted or called in.

2.2. FACMANSs will maintain a record of fire inspections in their facility, to include fire
extinguishers, fire detection/suppression equipment, and appliances/equipment items that can
pose a fire hazard when left unattended (i.e., coffee pots, toaster ovens, or other heat-
producing appliances are unplugged at the end of each duty day). See paragraph 25.1 for
more fire protection responsibilities.

3. Requesting Civil Engineer Support: CE Service Call operates 24 hours a day, 7 days a
week and can be reached at 572-3223/3224. After normal duty hours, the CE Service Call
phones are transferred to the CE Fire Protection Flight’s Emergency Communication Center.
FACMANSs do not need a secondary number for events that happen outside normal duty hours.
FACMANSs should visually inspect all repair requirements whenever possible so they are able to
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answer questions about the required repair. For example, if a door does not work, the FACMAN
should be able to say what type of door, what part of the door is not working, if it is an exterior
or interior door, etc. In some instances, service calls can only be called in by an FACMAN.
Additionally, the below timelines for completion are targeted goals. In some situations,
complete repair may take longer because of material, equipment, or manpower limitations.

3.1. Emergency requirements are those that will result in mission shutdown and/or endanger
life/limb or property. Anyone can notify CE Service Call to report an emergency. The target
completion date for emergency conditions is within 24 hours. Examples of emergency
requirements are a facility completely without power or a broken water line.

3.2. Urgent requirements are those that do not result in mission shutdown but do negatively
impact a unit’s ability to perform their mission. Urgent requirements must be called in by a
FACMAN. The target completion date for urgent conditions is 5 duty days after all
resources are available (i.e., allow time to order and receive material). An example of an
urgent requirement is an inoperative HVAC system.

3.3. Routine maintenance/repair requirements are those that do not qualify for a higher
priority. Routine requirements should be called into CE Service Call at 572-3223/3224.
Routine requirements target completion date is within 30 days of request. In some instances,
complete repair may take longer because of material, equipment, or manpower limitations.

3.4. CE Service Call desk personnel will properly classify repair requirements based on the
description provided by the FACMAN.

4. Work Request/Work Order Processing: Any work that cannot be done as a service call
must be submitted on an AF Form 332. This includes work done by both in-house forces (AF
military or civilian employees) and contractors. Instructions on how to complete the AF Form
332 can be found in Attachment 3.

4.1. The using agency is responsible for proper signature of all AF Form 332s. In jointly
occupied facilities, work orders must be coordinated through the primary FACMAN.

4.2. The requestor in block 5 of the AF Form 332 should be the person who knows the most
about the work being requested. In many instances, this will not be the same person who
signs the AF Form 332 in block 13.

4.3. The “Name of Requestor” and signature in blocks 11-13 of the AF Form 332 must be
either the FACMAN or unit commander as follows:

4.3.1. For small maintenance or repair work, the FACMAN can sign in blocks 1113.

4.3.2. For major renovations, new construction or installation, requests to re-key a
facility, requests for Self Help work, requests for reserved parking, or a request for a
master key, the unit commander must sign in blocks 11-13.

4.4. Minimum coordination in block 14 is Fire Protection Flight, Wing Safety, and CE
Environmental. BCE personnel will obtain the necessary coordination, however; the
requester or FACMAN may obtain the coordination if time constraints are an issue, or if the
coordinating organization will have an impact on the work requests' priority.

4.5. Additional coordination(s) (by BCE personnel or FACMAN) may be required. BCE
personnel will obtain the necessary coordination, however; the requester or FACMAN may
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obtain the coordination if time constraints are an issue, or if the coordinating organization
will have an impact on the work requests' priority.

4.5.1. Any work cited as required for security reasons must be coordinated through 49th
Security Forces Operations (49 SFS/S30S).

4.5.2. Any work on or near the airfield must be coordinated through the 49th Operations
Support Squadron Airfield Manager (49 OSS/OSAA), and 49 SFS/S30S.

4.5.3. Any work that will require support for either phone or computer lines must be
coordinated through the 49th Communications Squadron Plans and Implementation
Office (49 CS/ISCXP).

4.6. The 49 CES and 49th Contracting Squadron (49 CONS) are authorized to request
contract for work to be done on real estate or Real Property Installed Equipment. The AF
Form 332 is the proper way to request this type of work. CE will determine whether the
work can be accomplished in-house or by a contractor.

4.7. For work that does not affect real estate or Real Property Installed Equipment (RPIE),
such as requests for furniture or repair/replacement of equipment items, the using agency can
work directly with a local contractor without first going through CE, except for:

4.7.1. Purchase of new or replacement equipment items. Users need to identify
equipment being purchased on an AF Form 332 before any purchase is made. Provide
information on the required utilities and any other unique facility requirements such as
ventilation, cooling, or power. This allows CE to ensure required utilities are available
before any funds are spent.

4.8. Requests for installation of modular furniture must be processed through 49 CES if the
furniture is going to be hardwired to the facility. CE will make a site visit to determine if the
electrical service can handle the additional load. If CE concurs that sufficient power is
available, the actual wiring of the modular furniture will be included in the using agency’s
contract to purchase and install the furniture. If modular furniture will not be hardwired,
permission from CE is not required. Any furniture placement that will block doors or
otherwise impede egress in case of a fire or other emergency must be coordinated with Fire
Prevention section.

4.9. AF Form 332s for the purpose of maintaining, repairing, or modification of RPIE are
subject to asbestos, mold, and lead based paint testing. A re-evaluation of the work request
will be made if the results have been determined positive.

5. Base Operating System Installation Priority Listing (BOS-IPL): An efficient and
effective system for prioritizing CE work is critical to ensuring that resources are directed toward
the most important requirements. The BOS-IPL gives the Group Commanders the opportunity to
determine which Restoration and Modernization (R&M) work requests are most critical in
facilities under their command. All organizations on HAFB (excluding the German Air Force)
will utilize the BOS-IPL for management of their R&M work orders IAW HAFBI 32-1001,
Operations Management.

5.1. Work orders that are approved by the 49 CES Operations Flight Commander (49
CES/CEOQ) but exceed in-house capability will be forwarded to the 49 CES Programs Flight
for project execution. Contract projects are prioritized for funding at the Facilities Utilization
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Board (FUB). Questions about the Holloman FUB and MAJCOM budget process can be
directed to the Programs Flight at 572-5491.

6. FACMAN Responsibilities:

6.1. Light bulb (including exit signs and emergency lights) replacement is the responsibility
of the FACMAN for all fixtures which are less than 10 feet from the floor when measured
from the floor to the light fixture. Lights above the 10-foot mark are CE’s responsibility.
The FACMAN is responsible for providing the bulbs and CE will replace them. Exception:
For aircraft hangars that cannot be worked on when a plane is present, the FACMAN will
call the CE Service Call desk to notify the Electric shop when the hangar will be empty and
available for re-lamping. The FACMAN is still responsible for providing the bulbs.

6.1.1. Inoperable lamps from industrial facilities must be managed as Universal Waste
and should not go into the trash. A lamp becomes a Universal Waste when taken out of
service for discard. Examples of common universal waste electric lamps include, but are
not limited to, 2’ to 8” fluorescent, U-tube, compact fluorescent, high intensity discharge,
neon, mercury vapor, high pressure sodium, and metal halide lamps.

6.1.2. Inoperable lamps must be taken to the 90-Day Facility (Bldg 149) or HAZMART
(Bldg 806) the same day they are taken out of service. Contact the CE Hazardous Waste
Program Manager for further information at 572-3931.

6.2. Ceiling tile replacement is the responsibility of the FACMAN for all tiles which are less
than 10 feet from the floor when measured from the floor to the ceiling. Tiles above the 10-
foot mark are CE’s responsibility. Ceiling tiles are provided by CE and can be issued to the
FACMAN at the Self Help Store.

6.3. All FACMANSs should have access to a force-cup toilet plunger so they can dislodge
clogged toilets. Additionally, stopped up toilets should be called into CE Service Call only
after the FACMAN has attempted to plunge the toilet.

6.4. FACMANSs should also plunge stopped up sink drains. Sink drains that cannot be
cleared using a plunger will be repaired by CE craftsmen.

6.5. The Self Help Center maintains a supply of hand tools and power tools that can be
signed out. FACMANS are encouraged to tighten screws or make other adjustments within
their capabilities rather than submitting a work request for accomplishment through CE.
Again, you must be an assigned FACMAN to sign anything out from the Self Help Center.

6.6. Housekeeping of Facility. It is the FACMAN’s responsibility to ensure facilities are
kept neat and clean. The base custodial contract assists with this work, but it is the
FACMAN’s responsibility to ensure housekeeping that is not covered under that contract is
being accomplished.

6.7. Facility Exterior. It is through cooperation between the FACMAN and the base grounds
contract that the base appearance will remain in an appropriate condition. Area of
responsibility is halfway to the adjacent building or facility. In open areas, the area of
responsibility is within 150 feet surrounding a building, facility, or parking lot. In cases
where the facility includes a parking lot that is greater than 150 from the building, the area
of responsibility will include the entire parking lot. An example is the Base Fitness Center
Parking lot.
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6.8. Energy Conservation. The FACMAN shall abide by the HAFB Energy Policy. The
FACMAN shall read the Engineering Technical Letter (ETL) 98-4. Building Manager
Energy Conservation Handbook and follow direction for energy conservation by completing
the Building Manager Checklist. Questions regarding energy conservation may be directed
to the Base Energy Manager at 572-6643.

6.8.1. Recommend FACMAN complete the “Energy Conservation for Building
Managers” Course offered at the Air Force Civil Engineer Support Agency (AFCESA)
Virtual Learning Center website at https://afcesa.csd.disa.mil. The FACMAN will keep
a course completion certificate in their FACMAN records for inspection.

6.8.2. Space heaters and personal air conditioners are prohibited unless approved by the
Unit CC for safety or health concerns.

6.8.3. Minimize use of personal refrigerators, coffee makers, toasters and microwaves by
consolidating them into common break areas.

6.9. When accessible, FACMANSs will attempt to reset tripped electrical breakers. If breaker
continues to trip they will call CES Customer Service.

6.10. FACMANSs will inspect light switch covers and outlet covers. Any covers that are
found damaged will be replaced by the FACMAN. The covers will be available at CE Self
Help Store.

6.11. FACMANSs will ensure that no items are being stored in any mechanical/electrical
rooms or electrical closets. No items will be placed within 36 inches of any electrical panels.

6.12. FACMANSs will test emergency lighting and lighted exit signs once a month to ensure
proper functioning. If any devices are found to be non-operational, they will call CES
Customer Service.

6.13. FACMANSs will inspect the building’s exterior lighting at least once a month,
including the parking lot (if applicable). If more than 20 percent of the fixtures are non-
operational or if a safety hazard is produced because of the lights not working, the FACMAN
will call CES Customer Service.

6.14. FACMANSs will test all ground fault circuit interrupter (GFCI) outlets monthly if the
GFCI outlet has a test button on the outlet face. To test these outlets, the FACMAN will plug
in an item into the outlet and press the test button. If the test is successful, the appliance
should turn off. Any defective outlets will be called into CES Customer Service.

6.15. As needed, CES electricians will coordinate a visit to label all breakers inside their
facilities. Facility managers will assist the electricians in identifying which circuits are
affected by each breaker. If this is to rectify a Fire Inspection discrepancy, FACMANSs will
be responsible for contacting CES and submitting a work order to have their breakers
labeled.

6.16. FACMANS will establish a standard procedure for making sure the facility is secure
from illegal entry at all times to include checking all doors and windows when closing the
building and be sure all locks are in good working order. Security Police law enforcement
patrols conduct regular security checks on base facilities. If your building is not secure, you
will need to respond immediately to lock doors or close windows.
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6.17. FACMANSs will assist 49 CES/CEAO during each annual census of their facility. This
census will be used to determine if the facility is being under or over utilized. The census is
to include the number of occupants in each room in their facility. The results will be sent to
49 CES/CEAO at 572-3071.

7. Utility Outages: Primary FACMANS are responsible for coordinating utility outages with all
occupants of their facility. When a primary FACMAN cannot be contacted, the CE Service Call
desk will call alternate FACMANS until one is contacted. That FACMAN will assume
responsibility for notifying all other facility occupants.

8. Key Control: The FACMAN is responsible for maintaining positive key control. For
facilities with more than one organization, alternate FACMANS will maintain key control for
their portion of the facility. Upon assignment, conduct an inventory of all keys and record the
results on AF Form 2427, Lock and Key Control Register. Keys for mechanical or boiler rooms
will not be given to FACMANSs. Keys must be returned to the FACMAN when the holders are
reassigned or no longer employed. Master keys are authorized only for Commanders, primary
and alternate FACMANSs. High security facilities or facilities that maintain/store firearms,
munitions, or explosives should coordinate key control procedures with their Security Manager
and/or 49 SFS.

8.1. Missing Keys. It is the FACMAN?’s responsibility to ensure 100-percent accountability
for all facility keys. Lost or unaccountable keys must be reported immediately to minimize
the possibility of compromise in security. In this situation, replacement keys are funded by
the using organization/individual and must be tracked through the work order system via the
AF Form 332 (signed by the unit commander in blocks 11-13). If the justification for the
additional keys/locks indicates facility abuse or a lack of positive key control, individuals or
units may be responsible for the costs. Deciding authority is 49 CES/CEO.

8.2. Reproducing Keys. All requests for reproduction of keys must be submitted on an
AF Form 332. Work requests for additional keys will have the FACMAN as the requestor in
blocks 11-13. Requests for reproduction of master keys and/or changing of locks must be
signed by the unit commander in blocks 11-13. 49 CES will only issue new/replacement
master keys to the FACMAN. Requests for “non-master” keys can be issued to any building
occupant but still require unit commander and FACMAN signatures on the AF Form 332.

8.3. Cipher Locks, Safes, and Vaults. The using agency funds cipher locks and must have
prior approval via AF Form 332. 49 CES is responsible for installing the type of lock
required to meet the level of security required by a unit’s mission. Existing cipher locks are
the responsibility of the using agency. If the using agency no longer needs the cipher lock or
does not want to maintain it, 49 CES can replace that lock with a standard lockset or
deadbolt. Cipher locks, magnetic locks, and keypad locks do not enhance facility security.
Free-standing safes are equipment items and are installed, maintained, and repaired by the
using agency. Vaults that are permanently attached to, integrated into, or on government-
owned or leased property are maintained by 49 CES.

9. Heating and Cooling Season Changeover: In order to allow for pre-season maintenance on
both the heating and cooling systems in base facilities, target dates have been established for
seasonal changeover. Target dates were determined using statistical data on average
temperatures for the past 50 years. Facility Managers are responsible for maintaining
temperature set points and lowering the temperature when the facility is unoccupied.
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9.1. Cooling Changeover: The CE HVAC shop will begin the cooling changeover on or
around the second week in April of each year. The final authority for cooling changeover is
the Wing Commander, through recommendations from the BCE.

9.2. Heating Changeover: The CE HVAC shop will begin the heating changeover on or
around the first week in November of each year. The final authority for heating changeover
is the Wing Commander, through recommendations from the BCE.

9.3. Space Temperature Settings:

In order to comply with ACC policy on Operations of

Facility Heating and Cooling systems, the following temperature standards are to be used.

Table 9.1. Air Combat Command Energy & Facility Management Standards

S14. Space Temperature Settings:
Maintain facility temperatures in
accordance with the table below. This
standard applies to occupied portions of
ACC facilities, tenant organizations, and
reimbursable customers. Heating Season
(max. settings)

Administrative Spaces

Occupied: 69 degrees F
Unoccupied: 55 degrees F

Shop Spaces

Occupied: 65 degrees F
Unoccupied: 55 degrees F

Warehouse Spaces

60 degrees F

Cooling Season
(min. settings)

Administrative Spaces

Occupied: 76 degrees F
Unoccupied: 84 degrees F

Shop Spaces
(When authorized)*

Occupied: 76 degrees F
Unoccupied: 84 degrees F

Warehouse Spaces

Not cooled unless
required for proper
storage of perishables

10. Access to CE Mechanical Rooms: CE mechanical and utility rooms must remain secured
at all times. For that reason, FACMANS are not given keys to the mechanical rooms, nor are
units allowed to have equipment items or storage areas inside CE mechanical rooms. Any
unauthorized items found in a mechanical or utility room will be brought to the attention of the
FACMAN for immediate removal. Should a FACMAN require access to the mechanical room
for authorized work, call CES Customer Service 572-3223/3224 to gain entry. Access to
mechanical rooms for contract work is coordinated through the assigned contract inspector, and

may require FACMAN support.

11. Maintenance and Repair of CE-Owned and Unit-Owned Equipment Items:

11.1. 49 CES is responsible for installing, maintaining, and repairing Real Property Installed
Equipment (RPIE). RPIE is equipment that is a facility component. Examples: HVAC
system, water coolers, installed fire suppression systems, and restroom fixtures such as toilets
and sinks. Equipment that supports the unit’s mission and that is purchased by the unit is not
RPIE and is, therefore, maintained by the using agency. Examples include (but not limited
to) hush houses, Survivable Collective Protective Systems (SCPS-2 and SCPS-M),
uninterruptible power supplies, KMU-450 Chemical Protective Systems, Tactical Shelter
Systems, and Chemically Hardened Air Transportable Hospitals. 49 CES support for non-
RPIE units must be coordinated through a Memorandum of Understanding or Memorandum
of Agreement. Recurring requirements should be addressed and negotiated for contractual
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support. Further examples of RPIE can be found in AFH 32-9007, Managing Air Force Real
Property attachment 12 or AFI 32-9005. For an updated list please contact 49 CES Real
Property Office at 572-7166.

11.2. Permanently installed hoists are considered part of the facility and CE funds a service
contract to inspect and maintain hoists. Problems with permanently installed hoists can be
called in to CE Service Call, and the request will be referred to the Quality Assurance
Evaluation (QAE) for the hoist service contract. Replacement of installed hoists can be
requested on an AF Form 332 as part of the respective group’s BOS-IPL listing. Portable
hoists are equipment items and remain the responsibility of the using agency for
maintenance, repair, and replacement.

11.3. Ladders that are permanently installed in a facility to allow access to the roof or to
installed facility components (heating, air conditioning, and electrical system or fire
suppression) are considered RPIE. Non-RPIE ladders are ladders purchased by the using
agency to perform their mission or to access their equipment. 49 CES does not purchase,
inspect, or fund the repair actions on non-RPIE ladders.

11.4. Interior furnishings such as bulletin boards, fire extinguisher brackets, mirrors, and
decorative items are considered equipment and are the responsibility of the using agency.

11.5. Except for appropriated fund dormitories, lodging facilities, and dining facilities, ice
machines are considered equipment items and are purchased, installed, and maintained by the
using agency. Permission to install an ice machine will be requested and granted through the
AF Form 332 process. CE will verify that utilities are available prior to granting permission.

11.6. Uninterrupted Power Supply (UPS) units are equipment items. They are purchased,
installed and maintained by the user. However, an AF Form 332 must be submitted prior to
purchase of any equipment so CE can validate the requirement and ensure that the proper
equipment is purchased.

11.7. Crane support to non-RPIE can be done via contract with a civilian contractor, also at
the using agency’s expense. Unless the requesting agency can provide compelling
justification, all crane support must occur during the normal Monday-Friday work week and
during CE’s normal duty hours (0700-1600).

11.8. While removed/replaced RPIE items will be disposed of by CE, CE does not transport
unit-owned items to the Defense Reutilization and Marketing Office (DRMO) or the
recycling center for disposal. Units should contact the local DRMO for turn-in requirements
prior to transporting any items to DRMO.

11.9. Unit-owned window A/C units and refrigerators/freezers must be disposed of by the
using agency. CE will drain refrigerant on non-RPIE items prior to using agency turn in; call
Customer Service at 572-3223/3224.

12. Carpet Request. Carpet and installation for base facilities must be submitted to 49 CES on
an AF Form 332, Base Civil Engineer Work Request. The AF Form 332 shall include a floor
plan indicating areas to be carpeted or re-carpeted.

12.1. Funding and Carpet Acquisition. Units are responsible for funding carpet installation.
There are two options for acquiring carpet:

12.1.1. The unit may select pre