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4 MOST EFFICIENT ORGANIZATION

General:  The Facilities Analysis paragraphs within this part contain only building numbers.  The square footage and room locations can be found in the facility layouts located in the Technical Library.  The Most Efficient Organization (MEO) will use only the space allocated as Government Furnished Property (GFP) as identified in the Performance Requirement Document (PRD).  Any excess facilities or space will be turned in after full MEO implementation.

Quality:  All team leaders and supervisors in the MEO will provide a forum for process improvements by instituting monthly meetings to review the business plan, discuss internal processes, equipment issues, and facilitate information sharing.

4.1 Command and Special Staff.

4.1.1 Public Affairs Office.  
(PRD WBS 2.3.1.1)

4.1.1.1 Mission.  
Serve as the principal advisor on all matters of public relations and public communications.  Plan, coordinate, and supervise the internal information program of the command.  Manage the Fort Myer Military Community (FMMC) History Program.  

4.1.1.2 Organizational Chart.  
The Public Affairs Office (PAO) is composed of nine governmental in nature (GIN) positions and one MEO position.  As part of the special staff this organization will consist of the original PAO.  Additionally, this organization will absorb duties and responsibilities from the History Office and the Fort McNair Installation Coordinator.  See Attachment 8.

4.1.1.3 Responsibilities of Essential Functions.  
The duties and responsibilities of the PAO will be modified to include the following:  

· Maintain the community historical files.

· Compile input from all FMMC activities and prepare the annual historical report.

· Conduct tours and provide briefings to distinguished visitors and guests on the history of Fort Myer and Fort McNair and other historical sites in the area.

· Respond to queries from outside agencies.

· Manage the FMMC Memorialization Program.

4.1.1.4 Operational Procedures.

· Operational procedures will remain the same with the new organization with the exception of the following: 

· The Command Information Officer and the Historian will coordinate their efforts in preparing for and conducting tours, briefings, and events.  

· Personnel from the Public Affairs staff will be available to assist customers in the absence of the Historian.

4.1.1.5 Technology.  
The technology will be updated in all sections for the proposed operation.  The technology as provided by government furnished equipment is sufficient for initial operation of the MEO.  As this equipment is replaced, newer technologies will be evaluated for potential use.

4.1.1.6 Workload Data.  
Workload data used to develop the MEO supports the data found in the technical exhibits and performance indicators found in the PRD.  

4.1.1.7 Personnel Analysis.  
A breakout of the MEO employee positions is shown in Attachment 9.  

4.1.1.8 Material and Equipment Analysis.  
The PAO will require common office supply materials, computer and peripherals, facsimile machines, photocopier, telephones, and some specialized computer software programs.  The materials and equipment currently in use are adequate to accomplish the mission.

4.1.1.9 Facilities Analysis.  
The current facility in Building 59 is conveniently located for the Garrison Commander and other special staff entities.  No change in location is necessary.  

4.1.2 Business Improvements Office.  
(PRD WBS 2.4.1/2.6.2)

4.1.2.1 Mission.  
The Business Improvements Office functions as the strategic catalyst for Total Army Quality (TAQ), Business Process Reengineering (BPR), strategic planning, and improvement of customer service for the Garrison.  Implement and maintain new quality related programs.

4.1.2.2 Organizational Chart.  
See Attachment 8.    

4.1.2.3 Responsibilities of Essential Functions.  
Provide advisory and internal consultation on all matters pertaining to the TAQ, BPR, and strategic planning for FMMC.

· Provide facilitation and administrative support to the Executive Steering Council.

· Responsible for managing the TAQ, Installation Management Action Plan (IMAP), and Customer Service Program.

· Responsible for Army Communities of Excellence/Army Performance Improvement Criteria (ACOE/APIC).

· Responsible for Army Ideas for Excellence Program (AIEP).

4.1.2.4 Operational Procedures.

· The Business Improvements Office consolidates like functions into a more efficient organization.  This newly created office replaces the Office of Change Management and reports to the Garrison Commander on a Special Staff level.  In addition, some quality-related workload previously accomplished by the Manpower and Internal Review Division of the Directorate of Resource Management (DRM) was combined into this entity (i.e., ACOE/APIC, AIEP, and IMAP).

· Operational procedures will remain the same with the new organization with the exception of the following:

· Provide the administration, management, and facilitation of the following programs: Customer Feedback, TAQ, IMAP, AIEP, ACOE, and Strategic Planning. 

· Support special projects assigned by the Garrison Commander or Deputy Garrison Commander.

4.1.2.5 Technology.  
The technology will be updated in all sections for the proposed operation.  The technology as provided by government furnished equipment is sufficient for initial operation of the MEO.  As this equipment is replaced, newer technologies will be evaluated for potential use.

4.1.2.6 Workload Data.  
Workload data used to develop the MEO supports the data found in the technical exhibits and performance indicators found in the PRD.  

4.1.2.7 Personnel Analysis.  
A breakout of the MEO employee positions is shown in Attachment 9.

4.1.2.8 Material and Equipment Analysis.  
The Business Improvements Office will require common office supply materials, computers and peripherals, facsimile machine, photocopier, telephones, and some specialized computer software programs.  The materials and equipment currently in use are adequate to accomplish the mission.

4.1.2.9 Facilities Analysis.  
The current facility in Building 59 is conveniently located for the Garrison Commander and other special staff entities.  Business Improvements Office will remain in Building 59.

4.1.3 Special Staff Offices.  
(Not Affected by the MEO)

4.1.3.1 Chaplain’s Office.  

4.1.3.2 Equal Opportunity Office.

4.1.3.3 Equal Employment Opportunity Office.

4.1.3.4 Internal Review Office.

4.1.3.5 Civilian Personnel Advisory Center.  

4.1.3.6 Inspector General’s Office.  

4.1.3.7 Staff Judge Advocate’s Office.  

4.2 Installation Services Center.  
(PRD WBS 2.1)

4.2.1 Mission.  
Responsible for providing support in real property maintenance, master planning, contract management, and housing management for FMMC and its customers.  

4.2.2 Organizational Chart.  
See Attachment 8.  

4.2.3 Operational Procedures.  
The Installation Services Center (ISC) consists of a Support Team (MEO) and five divisions: Facilities Services (MEO/REO), Project Planning (MEO/REO), Housing Management (MEO/REO), Environmental Division (MEO/REO), and Contract Management (REO).  The Director will be responsible for the overall supervision of the center and will report to the Garrison Commander.   See Part 6, The Residual Efficient Organization for further details related to the Director, Division Chiefs, Program Analyst, Budget Technician, and Contract Management staff positions.

4.2.4 Support Team.  
(PRD WBS 2.1.5/2.2.3)

4.2.4.1 Responsibilities of Essential Functions.

· Automation Support (Information Technology Specialist/Computer Assistant)

· Assure the continued operation and updating of the applicable automated systems.  Integrated Facilities System (IFS) is the current Standard Army Management Information System (STAMIS) for facilities operations and support functions.  

· Provide total support to FMMC activities that use IFS/STAMIS modules.  

· Plan, organize, and control IFS data flow used by FMMC.  

· Execute daily maintenance and integrate hardware and software upgrades, to maximize computer utilization.  

· Execute the daily functions required for efficient operation of the software and hardware.  

· Serve as Integrated Facility Systems (IFS) systems administrator to include procurement and security.

· Serve as liaison to the Directorate of Information Management (DOIM) on all Installation Services Center (ISC) data communication and electronic equipment requirements.

· Administrative Assistant (OA)

· Provide administrative support to the Office of the Director.

· Receive and refer visitors.

· Receive and direct phone calls.

· Review and route incoming/outgoing mail.

· Prepare and publish ISC newsletter.

· Prepare briefing charts and flyers.

4.2.4.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization with the exception of the following:

· Automation Support

· Automation Support personnel will spot-check IFS inputs for accuracy and timeliness.  IFS training requirements will be identified and specific training provided. Other duties will include maintaining a list of standard queries and developing new queries as needed.

· All other computer problems (not STAMIS related) will be forwarded to the DOIM for corrective action.

· Develop and maintain an electronic communication tool (public folder) to facilitate the dissemination of information of interest to management, employees, and customers, for example, prioritized list of individual job orders (IJO) (Small Projects Committee, items of interest from staff meetings).

· Administrative Assistant (OA)

· Responsible for daily administrative support functions for the Office of the Director.  This includes, but is not limited to, time and attendance, correspondence, maintenance of files and supplies and other office duties.

4.2.5 Housing Management Division.  
(PRD WBS 2.1.3)

4.2.5.1   Responsibilities of Essential Functions.

· Provide adequate housing for authorized personnel.  

· Provide housing referral services.  Assist DoD personnel in locating adequate, non-discriminatory housing in the local commuting area.

· Manage and control government-owned furnishings program.

· Maintain furniture inventory.

· Manage annual and long-range requirements for maintenance and repair, modifications, and improvements to quarters.

· Perform pre-inspection, assignment, termination and health and welfare inspections.

· Manage a housing key control system. 

· Manage the FMMC Set-Aside Housing Program.

· Mediate and investigate tenant/landlord disputes.

· Manage annual housing requirement surveys.  

· Serve as liaison with the Air Force and Navy for housing.

4.2.5.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization with the exception of the following:

· Administrative

· Responsible for all administrative support to the division to include data input into IFS as well as other systems. 

· Housing Management Specialists 

· Conduct changes of occupancy for family and unaccompanied personnel housing.

· The on-post Housing Management Specialists will assist with off-post inspections when necessary.  

· Engineer Technician

· Identify and prepare annual and long-range requirements for maintenance and repairs, modifications and improvements to quarters and other associated real property.  

· Housing Personnel

· Direct customers to call FSD service order desk to place service order requests.

· Perform preventive maintenance, checks, and services (PMCS) daily and operator maintenance, as necessary, for the assigned government vehicles.

· Housing Management Assistant (Assignment and Termination Clerk)

· Coordinate with FSD to schedule self-help class and maintain lists of participants.

4.2.6 Project Planning Division.  
(PRD WBS 2.1.2)

4.2.6.1 Responsibilities of Essential Functions.

· Develop specifications, prepare drawings, and determine the most cost-effective design.

· Manage the real property and space management programs.

· Manage the historical preservation program.

· Participate in the Real Property Planning Board process. 

· Manage the Installation Status Report Part I assessments. 

· Maintain record drawings of as-built plans.

· Establish geographic data system for FMMC.

· Serve as liaison with Major Army Command (MACOM) for real estate activities (leases, easements, out-grants, acquisition, and disposal). 

4.2.6.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization with the exception of the following:

· Only IJOs approved by the ISC Director will be designed.   

· The Project Planning Division (PPD) realty specialist position combines the current EP&S Division realty officer and space management specialist positions into one position.  

· The administrative assistant (OA) will be responsible for all administrative support to the division to include the input of data into IFS.

· The staff will perform Preventative Maintenance, Checks, and Service (PMCS) daily and operator maintenance, as necessary, for the assigned government vehicles. 

4.2.7 Facilities Services Division.  
(PRD WBS 2.1.4/portion of 2.1.1)

4.2.7.1 Responsibilities of Essential Functions.

· Provide maintenance, repair, and improvements to buildings, infrastructures, roads, grounds, surfaced areas, structures, and real property installed equipment located at Fort Myer and Fort McNair.

· Provide operation, maintenance and repair of utility plants and systems to include: water supply, sewage, electrical, heating and ventilation, refrigeration, air-conditioning, and high-pressure boiler plants on Fort Myer and Fort McNair.

· Provide sign making support to FMMC, tenants, and customers.

· Provide snow removal and street sweeping services for FMMC.

· Provide preventive maintenance to shop equipment, rolling stock and generators.

· Provide engineer support to ceremonies and special events.

· Coordinate with PPD project managers to ensure maintainability of proposed projects/systems.

· Perform work management functions: administrative, work reception (i.e., service order desk), planning, and estimating for in-house work.

· Prepare paperwork for small purchase real property maintenance services and delivery orders for existing requirements-contracts for tasks not performed by in-house staff.

· Ensure budget compliance for all projects and services.

· Perform pest control operations.

· Perform insulation work.

· Perform asbestos, lead and hazardous material abatement operations.

· Provide hands-on training for scheduled Self Help Classes.

4.2.7.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization with the exception of the following:

· Administrative Assistant (OA)

· Provide all administrative support to the division to include the input of data into IFS.

· Planner/Estimators

· The staff will perform PMCS daily and operator maintenance, as necessary, for the assigned government vehicle.

· Service Order Desk

· The Service Order Desk will be manned on a rotating basis by maintenance mechanics.  The maintenance mechanic will be able to assess customer requirements and provide instructions for do-it-yourself repairs or forward the service order to the Real Property Maintenance Activities (RPMA) Team Supervisors.

· Utilize a standardized checklist when receiving service order requests.

· An answering machine will continue to be used when the desk is unmanned.  When messages are left the service order representative will respond to the customer, acknowledging receipt of the message.

· Ensure budget compliance for all housing service orders requested by GFOQ residents by coordinating with the Housing Management Division.

· Assist customers in the self-help store, which will be collocated in the RPMA team area.

· RPMA Team Supervisors

· Develop and display a consolidated schedule of work for the three multi-skilled teams, which includes scheduling the work with the customer.

· Conduct spot-checks of ongoing work and follow up to verify customer satisfaction.

· Ensure that all members of the teams receive cross training in other specialties (i.e., crafts, trades).

· Ensure that team members are provided with the appropriate tools, manuals, and equipment necessary to perform their duties.

· Guide and direct team members on the configuration and stocking of work trucks/vans.

· Conduct a quarterly meeting with all building coordinators/customers to discuss all open service orders/IJOs in the system.

· Call occupants to reschedule missed appointments on a daily basis.

· All completed or cancelled service orders will be turned in to the team supervisor daily, who will verify the type of work performed, task codes, and labor & equipment (L&E) information.

· These are working team supervisors who will also perform maintenance duties.

· RPMA Team Members

· All craftsmen will train/cross-train each other (on-the-job), so that eventually each person can perform routine tasks of each trade. 

· After duty hours requirements for routine and initial response to emergencies will be supported by maintenance mechanics, assigned on a rotating on-call basis.

· Leave written notice if the customer is not available.  A door tag will be left indicating how the customer can reschedule the appointment.

· If work cannot be completed on the initial visit, the team member will leave written notice with the customer to explain the reason for the delay and provide instructions on how to check status.

· Service maintenance cards/checklist will be initialed and dated by the craftsman when recurring maintenance is performed on each piece of equipment.  This will prevent duplication of work.  IFS will be updated to track status of recurring maintenance performed on equipment.

· FMMC Customer Comment Cards will be given to all customers upon the completion of each job (service orders/IJOs) for their input.  

· All completed or cancelled service orders will be turned in to the team supervisor daily, who will verify the type of work performed, task codes, and L&E information. 

· Initiate service orders, as needed, and advise team supervisor of work that requires an IJO. 

· Perform PMCS daily and operator maintenance, as necessary, for the assigned government vehicle.

· Hazardous Materials Projects

· One of the Environmental Protection Specialists assigned to the Public Safety and Operations Center (PSOC), will be collocated in the RPMA team area when required to coordinate Hazardous Materials Projects.

· FMMC personnel will be hazardous material (HAZMAT) certified before they can work on approved HAZMAT projects.  HAZMAT project work is usually performed after normal working hours or on the weekends.

· Supply Support

· Material Handlers assigned to the IRC will be physically co-located in the RPMA Team area.  Material Handlers will manage the maintenance/bench stock, order required materials for IJOs and service orders, order materials/supplies on approved PR&Cs, and pick up materials from vendors.  They will establish an inventory management system (such as the 2-bin system), so when common materials are requested, they can readily pull the item from stock.  They will assist in the self-help supply store. 

· Inventory on hand will be reduced to requirement levels, and new material ordered for just-in-time delivery with drop-shipment of material to project sites.  All excess material, outdated stock, unserviceable items will be processed for turn-in to Defense Reutilization and Marketing Office (DRMO). 

· The staff will perform PMCS daily and operator maintenance, as necessary, for the assigned government vehicles.

· Utilities System Operations (USO) Team Supervisor

· Plan, develop, and display a schedule of work for the USO team members at Fort Myer and Fort McNair.

· Conduct spot-checks of ongoing work.

· Ensure that team members are provided with the appropriate tools, manuals, and equipment necessary to perform their duties.

· Provide a bulletin board to display information on process improvements, business plans, equipment issues, and to facilitate information sharing.

· This is a working team supervisor who will perform boiler plant maintenance duties.

· USO Team Members

· Operational procedures will remain the same with the new organization with the exception of the following:

· The USO Team has one person per eight-hour shift, working on a rotating schedule, at each boiler plant on Fort Myer and Fort McNair.  

· Employees on duty will carry a cell phone so that they can call the fire department/Military Police station in case of an emergency. 

· As a safety measure, the boiler plant operators on duty will call each other on a prescheduled basis.  If phone contact cannot be made, the Military Police will be requested to make a visual check. During the summer season at Fort Myer, the second shift operators will call the after duty hours maintenance mechanic in FSD.  The third shift operators will call the fire department.

· The Energy Monitoring and Control System operator working in the National Defense University (NDU) building will work the administrative hours of NDU.  This operator will assist the maintenance mechanics working in the NDU building, when time permits, and with the approval of the USO Team Supervisor.

4.2.8 Environmental Division.

4.2.8.1 Responsibilities of Essential Functions.

· Manage the environmental compliance program.

· Manage the environmental pollution and restoration program.

· Manage the Cultural Resources Management Program, such as historic and archeological resources management and land management. 

· Prepare records of environmental consideration, environmental assessments, and environmental impact statements.

· Manage the environmental training program.

· Maintain the required environmental permits.

· Manage the Installation Status Report for the community.

· Provide input to the Division Chief for the Environmental Quality Control Committee.

· The staff will perform PMCS daily and operator maintenance, as necessary, for the assigned government vehicle.
4.2.8.2 Operational Procedures.

· Operational procedures will remain the same with the new organization with the exception of the following:

· The Environmental Division will manage and execute the Installation Status Report program for the community.

4.2.9 Contract Management Division.  
This is an REO Division.  See Part 6.

4.2.10 Technology.  
The technology will be updated in all sections for the proposed operation.  The technology as provided by government furnished equipment is sufficient for initial operation of the MEO.  As this equipment is replaced, newer technologies will be evaluated for potential use. 

4.2.11 Workload Data.  
Workload data used to develop the MEO supports the data found in the technical exhibits and performance indicators found in the PRD. 

4.2.12 Personnel Analysis.  
The MEO will require 95 positions to operate all functions of the Installation Services Center.  A breakout of the employee positions is shown in Attachment 9.  

4.2.13 Material and Equipment Analysis.  
ISC will require common office supply materials, computers and peripherals, facsimile machines, copiers, telephones, and some specialized computer software programs.  The materials and equipment currently in use are adequate to accomplish the mission.

4.2.14 Facilities Analysis.  
ISC will be consolidated into the following buildings: Office of the Director, Project Planning Division, and Contract Management Division will be located in Building 313, first floor.  Facilities Services Division will be located in Buildings 306, 312, and 318 with the heavy equipment maintenance function in Building 325 (Fort Myer) and Building 33 (Fort McNair).  Central Boiler Plants will remain in Building 447 (Fort Myer) and Building 34 (Fort McNair).  Housing Management Division will be located in Buildings 321, 416, 501 (apartment 101), and 316 basement for housing storage.  Facilities previously used for the subordinate activities will be turned over to the government for reallocation.   

4.3 Public Safety and Operations Center.  
(PRD WBS 2.1.1/2.2.2)

4.3.1 Mission.  
Responsible for planning and coordinating operations and contingency plans, mobilization, information and personnel security, force protection, transportation services, fire emergency and prevention, and installation safety.  Commands and controls all military police assets in the performance of law and order and security duties.  Provides a safe and secure environment for the residents, members and visitors of FMMC.

4.3.2 Organizational Chart.  
See Attachment 8.   

4.3.3 Operational Procedures.  
The Public Safety and Operations Center will consist of four sections: Plans, Operations and Security Division (MEO/REO), Safety Office (REO), Provost Marshal’s Office (REO), and the Fire and Emergency Services Division (REO).  It will be composed primarily of GIN positions with MEO positions in the Transportation Branch.

4.3.4 Plans, Operations and Security Division.  
(PRD WBS 2.2.2)

This is a combined MEO and REO Division.  The REO portion of the Division is documented in Part 6.

4.3.4.1 Transportation Branch. (PRD WBS 2.2.2)
4.3.4.1.1 Responsibilities of Essential Functions

· Provide installation transportation services, including bus, cargo and emergency wrecker services to supported customers.

· Operate motor pool fleet vehicles, i.e., buses and trucks.

· Serve as FMMC liaison to Fort Belvoir for the leasing of General Services Administration (GSA) vehicles.  Coordinate with GSA for maintenance of the fleet motor pool vehicles at commercial repair facilities and maintain records of vehicle utilization.

· Receive and dispense gasoline and diesel fuel to FMMC supported vehicles.  Maintain fuel documentation.

· Provide driver testing and issue government motor vehicle operator permits.

4.3.4.1.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization with the exception of the following:

· This branch will be assigned to the Plans, Operations and Security (POS) Division, where taskings originate within FMMC.  After approval by the POS Division, taskings will be passed to the dispatchers (GIN positions that will be collocated in the motor pool).  The dispatcher will identify the type of vehicles(s) and configuration required by the customer and pass the task to the Transportation Branch. 

· Hours of operation will be 0500 to 1900 hours, Monday through Friday and scheduled weekends and holidays.  Bus drivers and support staff will work staggered shifts in order to support work runs and customer requirements.  The courier will work a regular shift (0730 to 1600 hours).  The hours and shifts may be adjusted in the future to support changing requirements. Contracted bus support will be used to supplement the MEO during peak workload months.

· The Motor Vehicle Operator/Driver Tester will receive and dispense gasoline and diesel fuel to FMMC supported vehicles.  Maintain fuel records.
4.3.5 Safety Office.  

This is an REO Office. See Part 6.
4.3.6 Provost Marshal’s Office.  

This is an REO Office.  See Part 6.

4.3.7 Technology.  
The technology will be updated in all sections for the proposed operation.  The technology as provided by government furnished equipment is sufficient for initial operation of the MEO.  As this equipment is replaced, newer technologies will be evaluated for potential use.

4.3.8 Workload Data.  
Workload data used to develop the MEO supports the data found in the technical exhibits and performance indicators found in the PRD.

4.3.9 Personnel Analysis.  
A breakout of the MEO employee positions is shown in Attachment 9.  

4.3.10 Material and Equipment Analysis.  
The Public Safety and Operations Center will require common office supply materials, computers and peripherals, facsimile machines, copier, telephones, and some specialized computer software programs.  The materials and equipment currently in use are adequate to accomplish the mission. 

4.3.11 Facilities Analysis.  
The Transportation Branch will remain in Building 330.  
4.4 Installation Resource Center.  
(PRD WBS 2.1.5)

4.4.1 Mission.  
Provide management, oversight, and support of business resources, to include contracting (REO), finances, and supply for FMMC.

4.4.2 Organizational Chart.  
See Attachment 8.   

4.4.3 Operational Procedures.  
The Installation Resource Center will consist of the Director (REO), administrative support (MEO/REO), and three divisions: Contracting (REO), Budget (MEO/REO), and Supply (MEO/REO).  Each division will be staffed with a GIN director.  The divisions have a mix of MEO and REO entities, but roles and responsibilities of the subordinate offices have been clearly delineated.

4.4.4 Director.  
This is an REO function.  See Part 6.

4.4.5 Administrative Support.  
This is a combined MEO and REO function.  The REO portion is documented in Part 6.

4.4.5.1 Responsibilities of Essential Functions.

· Provide daily administrative support functions for the center.

4.4.5.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization with the exception of the following:

· The Administrative Support Assistant will be responsible for daily administrative support functions for the center.  This includes time and attendance, correspondence, maintenance of files and supplies and other office duties.

4.4.6 Budget Division.  
(PRD WBS 2.6)

This is a combined MEO and REO Division.  The REO portion of the Division is documented in Part 6.

4.4.6.1 Responsibilities of Essential Functions.

· Coordinate and publish the FMMC Regulation 10-87 (Organization, Mission and Functions Manual).

· Manage the government charge card program.

· Manage the FMMC Inter/Intra-Service Support Agreement Program.

· Manage the FMMC Committee Charter program.

· Execute manpower and equipment management and all The Army Authorization Documentation System (TAADS) documentation requests.
4.4.6.2 Operational Procedures.  

· Operational procedures will remain the same with the new organization with the exception of the following:

· Program Management (Management Analyst)

· Responsible for management and oversight of the FMMC travel card program.  This includes issuing cards, investigating and resolving problems, tracking delinquencies, preparing reports, and maintaining files.

· Responsible for the FMMC ISSA program.  This includes assisting in contract negotiation, costing proposed agreements, customer liaison, providing updates to Budget Officer.  The management analyst will verify, track and update reimbursements, prepare reports, conduct inventories, resolve discrepancies, conduct customer surveys, and maintain files.

· Responsible for the management of FMMC Committee Charters and updating the FMMC Organization, Mission, and Functions Manual.

· Develop and provide reports, as required, and maintain files.

4.4.7 Supply Division.  
(PRD WBS 2.2.1)

This is a combined MEO and REO Division.  The REO portion of the Division is documented in Part 6.

4.4.7.1 Responsibilities of Essential Functions.

· Provide supply support necessary for FMMC and its tenant activities to perform their tactical, administrative and training missions.  
· Provide receiving, inspection, storage, issue, delivery, and disposal of organizational and installation property, supplies, and equipment assets for FMMC and supported customers.
4.4.7.2 Operational Procedures. 

· Operational procedures for the new organization include, but are not limited to:

· Property Management Section

· General Supply Specialists

· Manage property hand-receipts for FMMC and supported customers.

· Update property data in Defense Property Accounting System (DPAS).

· Maintain property transaction audit trail.

· Review local purchase requests for supported activities to ensure authorization and property accountability.  This includes preparing and forwarding purchase requests to the Property Control Branch (PCB) or Contracting Division.

· Process all property and equipment received from and/or turned in to PCB.

· Coordinate and submit data to Controlled Cryptographic Items Serialization Program.

· Property Control Branch

· Supply Systems Analysts

· Administer the Report of Survey program for FMMC.

· Operate and maintain the IFS-M supply module and the Standard Army Retail Supply System (SARSS) systems.

· Supply Technicians

· Maintain audit trail through the document register.

· Prepare, review, and edit requisitions to the National Inventory Control Points (NICPs).

· Requisition heating and mobility fuel for FMMC.

· Provide customer service assistance to units and activities in resolving logistics problems.

· Provide second destination transportation to supported customers.

· The Inventory Management Specialists 

· Maintain authorized stock levels.

· Coordinate and submit data to Small Arms Serialization Program. 

· Manage stock record accounts that support FMMC.

· Material Handlers 

· Receive, inspect, identify, classify, store, issue and dispose of material, supplies, and equipment.

· Select, tally, pack and load property, supplies, and equipment for shipment.

· Process excess or unserviceable items for turn-in to Defense Reutilization and Marketing Office.

· Operate the installation break bulk point for incoming shipments, segregating incoming freight and delivering to designated consignee.

· Conduct location surveys and physical inventories.

· Receive, store, turn in, and report hazardous materials.

· Receive, store, and issue Defense Supply Center Philadelphia (DSCP) pre-positioned Army Dress Blues to Military Clothing and Equipment Support Division and supported customers.

· Provide on-site supply support for RPMA Teams.

4.4.8 Contracting Division.  

This is an REO Division.  See Part 6.
4.4.9 Technology.  
The technology will be updated in all sections for the proposed operation.  The technology as provided by government furnished equipment is sufficient for initial operation of the MEO.  As this equipment is replaced, newer technologies will be evaluated for potential use.

4.4.10 Workload Data.  
Workload data used to develop the MEO supports the data found in the technical exhibits and performance indicators found in the PRD.  A new system (SARSS) was recently implemented.  This is a global system, unlike the previous system that supported only this installation; therefore, the exact workload impact is impossible to predict.  There are two schools of thought regarding the impact.  The first is that workload will increase due to the frequency of ordering, shipping, and re-ordering.  The other states that there may be an initial increase, followed by a decrease in workload to levels less than the previous system.  Since this installation has no way of knowing, we are staffing the organization based on the number of transactions under the previous system.  A small increase, should it occur, can be absorbed due to the cross utilization of personnel made possible by the combined organization.  A small decrease will allow cross-utilization between this Supply office and the supply function in the ISC.  Any workload changes beyond what is expected will be addressed once the system is in place for a period long enough to allow analysis.   

4.4.11 Personnel Analysis.  
The MEO will require 18 positions to accomplish the workload.  A breakout of the employee positions is shown in Attachment 9.  The supply personnel that are moved to the ISC are shown here due to functional control and resource sharing.

4.4.12 Material and Equipment Analysis.  
IRC will require common office supply materials, computers and peripherals, facsimile machines, copier, telephones, and some specialized computer software programs.  The materials and equipment currently in use are adequate to accomplish the mission. 

4.4.13 Facilities Analysis.  
All operations for the IRC will be conducted in a central location in Building 205.  Facilities previously used for the subordinate activities will be turned over to the government for reallocation.

4.5 Morale, Welfare, And Recreation Service Center (MWRSC).  
(PRD WBS 2.7)

4.5.1 Mission.  
Provide programs and services to active duty military and authorized DoD civilians, retired military, and their family members.  Programs and services are provided in the areas of sports and recreation, community activities, clubs and lodging, childcare, and support services.

4.5.2 Organizational Chart.  
See Attachment 8.

4.5.3 Sports and Leisure Services Division.  
(PRD WBS 2.7.2)

This is a combined MEO and REO Division.  The REO portion of the Division is documented in Part 6.

4.5.4 Operational Procedures.  
The Morale, Welfare, and Recreation Service Center will be organized into four divisions: Sports and Leisure Services (Hospitality Services and Community and Recreation) (MEO/REO), Education Services (MEO/REO), Community Services (MEO/REO), and Child and Youth Services (REO).  A GIN Division Chief will head each division.  The Sports and Leisure Services, Education, and Community Services Divisions have a mix of MEO and REO personnel, but the roles and responsibilities of the subordinate offices have been clearly delineated.

4.5.4.1 Responsibilities of Essential Functions.
· Provide Auto Hobby Shop Services.

· Provide Community and Visitor Center (CAVC).

· Provide leisure support activities and training, such as hobby classes and special events.

· Provide outdoor equipment rentals, ticket sales, ballroom rentals, vendor collections, and other morale enhancing community services.

4.5.4.2 Operational Procedures. 

· Automotive Center

· Operational procedures will remain the same with the new organization. 

· CAVC

· Operational procedures will remain the same with the new organization with the exception of the following:

· Supervisory Recreation Specialist: 

· Located in the CAVC and will provide oversight for activities operating out of the center.

· Develop and coordinate the schedule for facility usage, to include regularly scheduled community activities and unscheduled special events, like ceremonies and funerals.

· Manage day-to-day operations.

· Arrange and oversee special projects and facility upgrades. 

· Develop, implement and monitor management controls.

· The Sports Specialist will facilitate and coordinate all Better Opportunities for Single Soldiers Program (BOSS) activities, to include planning, organizing and conducting conferences and special events.

· The CAVC support staff will perform PMCS, daily operator maintenance, as necessary, for the assigned government vehicle and day-to-day operations.

4.5.5 Education Services Division.  
(PRD WBS 2.7.2.2)

This is a combined MEO and REO Division.  The REO portion of the Division is documented in Part 6.

4.5.5.1 Responsibilities of Essential Functions.  

· Provide educational resources through comprehensive and professional library services.  

4.5.5.2 Operational Procedures.

· The Library will be aligned under the Education Division.  Operational procedures will remain the same with the new organization.

4.5.6  Community Services Division.  
(PRD WBS 2.7)

This is a combined MEO and REO Division.  The REO portion of the Division is documented in Part 6.

4.5.6.1 Center for Substance Abuse Prevention.  
(PRD WBS 2.7.2.3)

4.5.6.1.1 Responsibilities of Essential Functions.

· Plan, coordinate, and facilitate a comprehensive education program for the prevention of drug and alcohol abuse.

· Provide counseling and referral services.

· Assist in planning and implementing an installation wide wellness program.  

· All other Community Services functions are GIN.

4.5.6.1.2 Operational Procedures. 

· The CSAP will be aligned under the Community Services Division.  Operational procedures will remain the same with the new organization.

4.5.7 Child and Youth Services.  

4.5.8 Technology.  
The technology will be updated in all sections for the proposed operation.  The technology as provided by government furnished equipment is sufficient for initial operation of the MEO.  As this equipment is replaced, newer technologies will be evaluated for potential use.

4.5.9 Workload Data.  
Workload data used to develop the MEO supports the data found in the technical exhibits and performance indicators found in the PRD.

4.5.10 Personnel Analysis.  
The MEO will require 13 positions to accomplish the workload.  A breakout of the MEO employee positions is shown in Attachment 9.  

4.5.11 Material and Equipment Analysis.  
MWRSC will require common office supply materials, computers and peripherals, facsimile machines, copier, telephones, and some specialized computer software programs.  The materials and equipment currently in use are adequate to accomplish the mission. 

4.5.12 Facilities Analysis.  
MEO will use all Facilities occupied and used by the current organization.
4.6 Headquarters Command Battalion.  
(PRD WBS 2.5)

4.6.1 Mission.  
Provide command and control, administrative, Uniform Code of Military Justice, military personnel management, training, logistics, and billeting support to personnel assigned or attached to three companies in support of DoD, Joint Chiefs of Staff, and DA staff agencies, and FMMC.

4.6.2 Organizational Chart.  
See Attachment 8.  

4.6.3 Operational Procedures.  
The Headquarters Command Battalion will be organized into four sections and three units: Office of the Commander, S-1/AG (Personnel/Adjutant General), S-2/3 (Operations, Training and Security), S-4 (Supply), Headquarters Company US Army, Fort Myer Military Police Company, and Headquarters and Headquarters Company, US Army Garrison.  MEO positions are all located within the Office of the Commander, S-1/AG Section, S-4 Section, and Headquarters Company USA.

4.6.4 Office of the Commander.  
(PRD WBS 2.5.1.1)

4.6.4.1 Responsibilities of Essential Functions.

· Provide administrative support to the Office of the Commander.

· Review correspondence and staff actions for the Battalion Command Group to ensure compliance with established Army policies and procedures and ensure that necessary staff coordination has been completed. 

· Establish suspenses on all actions originated by the Battalion Command Group and monitor completion of outside suspenses. 

· Control actions initiated or directed by the Battalion Command Group and initiate correspondence for the Battalion Command Group as directed.

· Maintain time and attendance, files, and supplies and perform other office duties.

4.6.4.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization.

4.6.5 S-1/AG Section (Personnel/Adjutant General).  
(PRD WBS 2.5.1/2.7.1)

4.6.5.1 Responsibilities of Essential Functions.

· Office of the S-1/AG

· Provide administrative services to the S-1/AG Section.

· Provide postal facility support to the soldiers residing in the barracks.

· Transition Services Branch

· Provide transition services to soldiers, allied military personnel, retirees, military family members, and reservists.  

· Provide retirement services to active duty personnel, retirees, and reservists.  

· Provide identification card services to soldiers, allied military personnel, retirees, military family members, reservists, and civilian personnel.

· Provide central in and out processing for all arriving and departing soldiers and administer the transition process.

· Personnel Services Branch

· Manage personnel actions for military personnel assigned and attached to Headquarters Command Battalion.

4.6.5.2 Operational Procedures.  

· Office of the S-1/AG

· Operational procedures will remain the same with the new organization with the exception of the following:

· The Mail Clerk and Office Automation Clerk will report to the S-1/AG.

· The Mail Clerk will manage the barracks mailroom in support of military residents.

· The Office Automation Clerk will provide administrative support to the S-1/AG Section.

· Transition Services Branch

· Operational procedures will remain the same with the new organization with the exception of the following:

· Human Resources Specialist and Assistants 

· Order, issue, review, and process retirement/separation orders, DD Forms 214, identification cards, and retirement/separation certificates.  

· Prepare draft and final orders, statements of service, and DD Forms 214.  

· Review and process Army Board of Correction of Military Records cases.

· Human Resources Assistants 

· Update personnel databases and distribute 201 files and medical records.  

· Maintain retention files for separations and retirements.

· Retirement Services Officer 

· Provide guidance for out-processing requirements, coordinate and conduct briefings for pre-separations and pre-retirements, and process retirement ceremony documents.

· Provide clarification and direction on survivor and spouse benefits.  

· Organize and conduct pre-retirement briefings and compute estimates of retirement pay and survivor benefits cost.  

· Provide retirement counseling to service members and their spouses.

· Personnel Services Branch

· Operational procedures will remain the same with the new organization with the exception of the following:

· Human Resources Assistants 

· Produce reassignment orders, “No-Show” reports, and statistical breakdowns of evaluations.

· Update officer records.

· Schedule and conduct conferences and briefings for agency chiefs and Non-Commissioned Officers in Charge (NCOIC) to review and update new personnel issues.

· Process, prepare, track, file, and distribute orders.  

· Compute, prepare, and distribute unit strength reports.  

· Receive, sort, prepare, and distribute messages and correspondence. 

· Prepare and distribute Foreign Language Proficiency Pay (FLPP) and Special Duty Assignment Pay forms.

· Prepare, verify, publish, and distribute promotion order documentation. 

· Process, prepare, and verify awards, recommendations, and separation packets.  

· Monitor personnel strength.  

· Request and identify inbound and outbound personnel.

· Receive, update, and maintain accountability for DA Form 201 (Military Personnel Records Jacket, U.S. Army).  

· In-process soldiers assigned to FMMC.

· Schedule, notify, coordinate, prepare, and distribute packets, and distribute proceedings for MMRB boards.  

· Assist soldiers in preparing DA Form 4187 (Request for Personnel Action).

· Determine annual NCO Evaluation Report (NCOER) requirements, process, generate templates, forward to rating officials, and review completed reports.

· Prepare and forward Non-Deployable Report to the MACOM.

· Input and process soldier and unit transactions.

· Process, verify, print and distribute SIDPERs reports, i.e., arrival/departure and loss/gain reports.

· Human Resources Specialist 

· Research and verify Chapter information for separations.  

· Prepare and process Uniform Code of Military Justice actions.

· Prepare and process Congressional and Other Special Interest Items.

· Prepare for and conduct E5/E6 Promotion Review Boards.

· Conduct reassignment briefings for soldier Permanent Change of Station.

· Prepare and process voluntary and involuntary separation cases.

· Screen and forward Unit Commander’s Finance Report to Commanders for certification.

· Prepare briefing charts for Unit Readiness Briefings.

· Human Resources Specialist and Assistants 

· Process reclassifications, request for reassignments, stabilization, military schools, Married Army Couples Program, name changes, no cost move/diversion orders, commissary letters, MOS/Medical Retention Board (MMRB), Additional Skill Identifier, Special Qualification Identifier, and Outside Continental United States leave.  

· Update military personnel automation systems.

4.6.6 S-4 Section (Supply).  
(PRD WBS 2.5.1.4)

4.6.6.1 Responsibilities of Essential Functions.

· Provide and coordinate supply support for Headquarters Command Battalion staff and units.

4.6.6.2 Operational Procedures.

· Operational procedures will remain the same with the new organization with the exception of the following:

· Supply Technician 

· Plan, coordinate, and monitor the Command Supply Discipline Program for all assigned units.

· Review and approve all requests for supplies, services and equipment in support of the battalion’s mission.

· Coordinate, review and approve all work orders for the battalion’s facilities before submission to the ISC.

· Provide GSA/IMPAC supply support to all assigned staff sections.

· Coordinate with Headquarters Command units and ISC for all services provided under the custodial and ground maintenance contracts.

4.6.7 HQ Company, US Army.  
(PRD WBS 2.5.2.1)

4.6.7.1 Responsibilities of Essential Functions.

· Provides administrative support to the Headquarters Company, US Army cadre.

· Administers the Headquarters Command roster for Staff Duty NCO.

4.6.7.2 Operational Procedures. 

· Operational procedures will remain the same with the new organization with the exception of the following:

· The Office Automation Clerks 

· Review correspondence and staff actions for the Company Command Group to ensure compliance with established Army policies and procedures and ensure that necessary staff coordination has been completed.

· Establish suspenses on all actions originated by the Company Command Group and monitor completion of outside suspenses.

· Control actions initiated or directed by the Company Command Group and initiates correspondence for the Company Command Group as directed. 

· Manage and maintain the Headquarters Command roster for Staff Duty NCO.

4.6.8 Technology.  
The technology will be updated in all sections for the proposed operation.  The technology as provided by government furnished equipment is sufficient for initial operation of the MEO.  As this equipment is replaced, newer technologies will be evaluated for potential use.

4.6.9 Workload Data.  
Workload data used to develop the MEO supports the data found in the technical exhibits and performance indicators found in the PRD.  

4.6.10 Personnel Analysis.  
A breakout of the employee positions is shown in Attachment 9.  

4.6.11 Material and Equipment Analysis.  
The Headquarters Command Battalion will require common office supply materials, computers and peripherals, facsimile machines, copier, telephones, and some specialized computer software programs.  The materials and equipment currently in use are adequate to accomplish the mission.

4.6.12  Facilities Analysis.  

The Office of the Battalion Commander will remain in Building 412.  The S-1/AG Section will be consolidated in Building 202, with the exception of the Postal Service Facility, which will remain in Building 406.  The S-2/3 Section will be consolidated in Building 403.  The S-4 Section will remain in Building 403.  HHC USAG will remain in Building 403.  Headquarters Company, US Army will remain in Building 406.  The Fort Myer MP Company will remain in Building 410.
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