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NAVSUPPACT NAPLES INSTRUCTION 11000.3

From: Commanding Officer, U.S. Naval Support Activity, Naples, Italy
Subj: NAVAL SUPPORT ACTIVITY NAPLES ZONE INSPECTION PROGRAM

Ref: (a) CNICINST 11000.3
(b) OPNAVINST 3120.32D
(c) OPNAVINST 5100.23G

Encl: (1) Building Managers Listing
(2) Maintenance Service Representative (MSR)
(3) Facilities Management Specialist (FMS) Listing
(4) Zone Maps
(5) Zone Inspection Discrepancy List (ZIDL) template

1. Purpose. To establish command policy and assign responsibilities
for the implementation and administration of the Zone Inspection
Program per reference (a). The Zone Inspection Program will ensure
that all facilities are maintained in a safe and functional condition
per reference (b).

2. Scope. This instruction applies to all U.S. Naval Support
Activity (NAVSUPPACT), Naples, Italy facilities to include leased
facilities, and requires participation from all NAVSUPPACT Naples
departments and tenant commands regardless of military service or
resource sponsor.

3. Background

a. Zone inspections are an inherent tool for assessing base
appearance, facility condition, and facility configuration to document
and facilitate proper operability, cleanliness, and state of
preservation. The Zone Inspection program enables the proper
prioritization of NAVSUPPACT Naples resources and investment in
installation facilities.

b. Establishing an installation-wide program is essential to
ensuring that NAVSUPPACT Naples remains capable of supporting the
Warfighter in the execution of their mission. The effectiveness of
this program relies on the active involvement of all tenant commands
regardless of military service or resource sponsor to ensure
discrepancies are found, documented, prioritized, and corrected in a
timely manner. This effort requires consistent active involvement of
the entire chain of command to meet mission critical functions, and to
ensure the best possible appearance to all base occupants and
visitors.
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c. NAVSUPPACT Naples provides tenant commands with facilities and
common support base operating services in support of their mission.
Inherent as part of any host-tenant agreement are basic tenant
responsibilities to include building oversight, cleanliness, and
assignment of a Building Manager (BM), Emergency Manager (EM), and
Building Energy Monitor (BEM).

4. Policy

a. Zones are geographically sub-divided areas of the
installation. Zone designation and inspection schedule will be
distributed each year by the BM for the following calendar vyear.
Every NAVSUPPACT Naples facility shall be inspected at least once
annually.

b. The primary focus of zone inspections is major components,
functionality, and safety items. Specific aspects to be reviewed as
part of the zone inspection are listed below:

(1) Housekeeping. Identify equipment and materials not stowed
properly or inadequately safeguarded. Special consideration should be
given to general organization of materials, orderly appearance,
continued need of supplies, and understanding of expiration dates,
where applicable.

(2) safety. Identify safety deficiencies per reference (c)
and fire hazards (e.g., space heaters) for programmed correction.
Secure equipment, operations, or areas that are considered hazardous
or life threatening.

(3) Hazmat and waste. Identify hazardous material and waste
stowage or operational processes that pose a threat to the
environment. Special consideration should be given to storage
facilities, re-use of items, and disposal criteria.

(4) Facility condition. Identify maintenance deficiencies in
facilities or structures that must be corrected. Special
consideration should be given to the building envelope (e.g., roof as
visible from the ground, walls, windows, doors), serviceability of
pavements, traffic control markings, signage, and base signage.

(5) Exterior appearance. Special consideration should be
given to appearance of common bulletin boards, limiting personal
signage, known exterior light issues, entry control points, removal of
unneeded bollards, rubber cones, construction fencing, signage,
pallets, trip hazards, etc.
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(6) Interior appearance. Identify material condition and
configuration of facilities that require correction. Special
consideration should be given to restrooms, energy conservation (e.g.,
use of personal appliances, thermostat settings), and intended space
occupancy. This includes evaluating if the occupant’s footprint has
increased because of the availability of unoccupied areas.

(7) Contractor performance. Identify situations where the
contractor performing functions (e.g., janitorial, preventative
maintenance, grounds, etc.) may not be meeting contractual performance
standards.

(8) Security. Identify security deficiencies for the
handling/stowage of information, anti-terrorism criteria, and physical
security of the facility.

c. The zone inspection program does not replace any existing
facility, health, hygiene, safety and/or fire inspection. It is
designed to enhance the installation’s professional appearance,
safety, management of repairs and oversight of the contractor
performance evaluation process. However, the NAVSUPPACT Naples CO has
the option to combine with other programs when it is determined to
enhance efficiency.

5. Responsibilities

a. NAVSUPPACT Naples CO, shall:

(1) Have overall responsibility for oversight, maintenance,
and repair actions for facilities and structures within their area of
responsibility.

(2) Actively participate in zone inspections.

(3) Brief all tenant commands periodically on the requirements
of tenant responsibilities to include building oversight, cleanliness,
energy conservation, emergency management, and zone inspection
programs.

(4) Designate an Installation Zone Inspection Coordinator and
Assistant Zone Inspector Coordinator, in writing, with
responsibilities as noted in paragraph 5.e below. These individuals
should be of suitable seniority and experience to coordinate this
comprehensive program across the entire installation to include remote
sites and coordinate with tenant commands as required.
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(5) Designate in writing a building manager(s) for each
NAVSUPPACT Naples facility. Building managers will be provided by the
command or department using the preponderance of the facility. Some
larger, multi-tenant facilities may also require the designation of
more than one building managers. Building managers shall be E-7 or
above or equivalent civilian grade/experience. Enclosure (1) of this
instruction satisfies the building managers designation requirement.

b. Executive Officer (X0), shall ensure that all safety and
misuse related discrepancies are corrected in a timely manner.

c. Command Master Chief (CMC), shall:

(1) Be responsible for the overall cleanliness of facilities
and surrounding grounds.

(2) Coordinate with tenant commands as needed.
d. Public Works Officer (PWO), shall:

(1) Have overall responsibility for the oversight,
maintenance, training and reporting of repair actions for facilities
and structures within NAVSUPPACT Naples.

(2) Ensure proper prioritization of all facility-related zone
inspection corrective actions with existing service call efforts in
MAXIMO.

(3) Request and compile, on behalf of the NAVSUPPACT CO,
technical assistance, energy consumption data, property record cards,
space usage data sheet, MAXIMO and other facility-related information,
as required.

e. Installation Zone Inspection Coordinator shall:

(1) Track and report on the correction of non-facility (safety
and misuse) discrepancies to the NAVSUPPACT Naples XO.

(2) Maintain an auditable record indicating that all
facilities and spaces have been inspected at least annually. Retain
the records for a period of three vears.

(3) Identify sub-areas, within NAVSUPPACT Naples for use as
zones. Each zone designation will include a lead department or tenant
command (s) and building manager responsible for this particular zone,
as appropriate.



NAVSUPPACT NAPLES INST 11000.3

f5 MAR 2016

(4) Develop and publish an annual schedule for spot zone
inspections with as a minimum, CO, X0, CMC. Tenant command leadership
(e.g., CO, XO, CMDCM, DHs) and their assigned building manager are
also expected to participate in spot zone inspections to ensure the
program is fixing discrepancies. All facilities should be reviewed at
least once annually.

(5) In coordination with NAVSUPPACT Naples Tenant Commands,
develop, publish, and update not less than annually a list of Building
Managers.

(6) Provide previous Zone Inspection Deficiency Lists for
review by the NAVSUPPACT NAVSUPPACT CO and inspecting team leaders.

e. Building Managers shall:

(1) Develop and publish a yearly schedule for every space
under their responsibility to be inspected by key leaders in their
commands. This annual schedule shall be provided to the Installation
Zone Inspection Coordinator.

(2) Compile and list all known building deficiencies not vyet
submitted for correction, recurring problems, and potential
corrections. Bring this list as part of the zone inspection of the
building to share with the inspection team and submit the discrepancy
list to the appropriate Maintenance Service Representatives (MSR)
listed in enclosure (2).

(3) Submit all identified deficiencies for correction within
five business days following the zone inspection to the responsible
MSR and track to completion.

f. NAVSUPPACT Naples tenants shall:

(1) Ensure subordinates are familiar with the Zone Inspection
Program, and support the Installation in its efforts to facilitate
proper operability, cleanliness, and state of preservation.

(2) Coordinate with assigned Building Manager to report and
correct any known deficiencies within the tenant’s facility or zone.

(3) If the tenant is the predominant user of a facility,
identify and provide an Officer, Chief Petty Officer, or appropriate
senior civilian to be designated as Building Manager by the Base CO.
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(4) Ensure the Installation Zone Inspection Coordinator is
informed of changes to the assignment of Building Managers (e.g., due

& / —
W. CARPENTE

Distribution:

NAVSUPPACT NAPLES INST 5216.4BB

Lists: I through IV

Electronic via NAVSUPPACT NAPLES web site:
https://www.cnic.navy.mil/regions/cnreurafswa/installations/nsa_naples
/about/departments/administration_nl/administrative_services/instructi
ons.html
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NAVSUPPACT NAPLES INST 11000.3
ZONE INSPECTION DISCREPANCY LIST 15 MAR 2016

COMMAND / DEPARTMENT:

INSPECTOR:

DATE:

BUILDING / ZONE:

SAFETY MSR
LOCATION/ ROUBLE
FACILITY # DISCREPANCY ACTION TO BE TAKEN TICKET # | RELATED/ | NOTIFIED

ESAMS # OR NOT

Enclosure (5)



