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Public Works Department (PWD) Mayport is the one-stop shop for Naval Station Mayport to receive facilities engineering and acquisition support that result in a safe and fully functional, living and working environment for its Supported Commanders.  We are committed to continuously seeking opportunities to better serve the installation and its tenants.  This Customer Guide is intended to assist PWD Mayport’s Ashore and Afloat customers understand:

· The products and services provided by PWD Mayport
· How to access those products and services provided 
· Provide samples of current forms
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PWD Mayport Key Personnel			PHONE #	

Public Works Officer							270-3162

Deputy Public Works Officer						270-3165

Facilities Management Division Director					270-3164

Requirements Branch Head						270-3163

Asset Management Branch Head						270-5207

Facilities Engineering & Acquisition Division Director			270-5618

Project Management & Engineering Branch Head			270-3204

Supervisory Engineering Technician 					270-6716

Acquisition Branch Head							270-7141

Facilities Management & Facilities Services Branch Head		270-6343

Production Division Director/Production Officer				270-3180

Utilities and Energy Management Branch Head				270-3182

Base Support Vehicles & Equipment Branch Head			270-5607

Environmental Division Director						270-6070

Financial Management Analyst						270-5230

CNIC Program Analyst							270-6144

Safety Officer								270-3205




Important Terms and Definitions

Recurring Services:  Services provided by the PWD on a repetitive basis; examples include utilities, vehicle, crane, custodial, grounds maintenance, refuse, and pest control.   

Specific Work: Work projects that are planned, estimated and scheduled, and are individually cost accounted; typically requires more extensive planning and technical support.

Firm Fixed Price: A contractual term referring to a pre-negotiated and agreed upon price in a given contract for a specific line item or given unit of work; can apply to construction and service contracts alike. 

SIOH: Funding term and acronym for Supervision, Inspection and Overhead. SIOH is explained in greater detail within the funding section of this document.

Hotel Services: Waterfront support services provided to homeported and visiting ships by the PWD via its BOS Contractor, including brow placement and removal, as well as shore utility connects and disconnects. 

Work Induction: PWD formal work receipt process, where customer requirements are validated, classified, and where funding availability/responsibility is determined along with acquisition strategy for the work being requested.

Service Call: Work performed by the RBOS1 and RBOS2 contracts to ensure facilities, systems, and equipment are restored to a safe, operable condition and function properly, as well as supplemental recurring service requests for facility services support (grounds maintenance, custodial service, refuse, and pest control).

BOS Contract: Acronym standing for Base Operating Support Contract.

PAR: Acronym for Performance Assessment Representative; A PWD employee responsible for measuring and evaluating and documenting the performance of BOS Contractors.

Facility Services: PWD work providing for the maintenance or operation of real property assets and are required by the character of the labor involved to include a Department of Labor (DOL) Service Contract Wage Determination; typically including but not limited to janitorial services, grounds maintenance, transportation services, pest control and refuse services, or other services provided via BOS Contracts. 

Facility Management: Process of maintaining and operating real property assets.

Private Party: PWD customers that are non-governmental entities including construction contractors, service providing contractors, franchise companies, etc.

Facilities Management

Zone Managers

Your primary points of contract for facility issues are the Zone Managers. Their primary responsibilities include:

· Providing customer liaison for the administration, planning, development, and scheduling of all facilities maintenance, repair, and alteration.
· Inputting and tracking service call requests.
· Reviewing and prioritizing work requirements submitted to the PWD from station departments and tenant commands.

Mayport has three Zone Managers:				Office #	Mobile #
· Zone A – Airfield Zone					270-5580	509-6208
· Zone B – Wharf/Harbor Zone				270-3169	509-6194
· Zone C – Beachfront Zone, Blount Island, and NFD	270-3167	509-6358
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Service Calls

Service Calls are work performed by the RBOS1 (facilities and utilities maintenance) and RBOS2 (grounds maintenance, custodial, refuse, and pest control) contracts to ensure facilities, systems, and equipment are restored to a safe, operable condition and function properly, as well as supplemental recurring service requests for facility services support. 

Under RBOS1, service calls are brief in scope, do not require detailed job planning, and are limited to a threshold of 32 direct labor hours or $2000 direct material cost.  Work that exceeds the threshold limits may be accomplished by other means.  

In the RBOS1 contract, service calls are classified as either emergency or routine.  

· Emergency service calls are work requests requiring immediate action to correct or prevent loss or damage to Government property and assets, restore disrupted essential services, or eliminate life-threatening hazards to personnel to property.  Emergency calls are responded to within 30 minutes of receipt of call during Government regular working hours and two hours of receipt of call outside of Government regular working hours.  Response to Heckscher Drive Fuel Depot is extended by one hour. Work is continued without interruption until the emergent condition is arrested and the unscheduled service outage has been resolved. 
· Routine Service Calls are service calls that are not emergent in nature.

Emergency Service Calls are called into the NAVFAC Southeast Regional Call Center (904-542-5700) via the Zone Managers or designated Government representatives. Routine Service Calls are placed by completing the Service Call Request Form in Appendix A and submitting the form via email or fax to your respective Zone Manger during working hours (0700-1600).  Once action has been taken on the service call, PWD staff will follow-up to ensure satisfactory resolution.

Specific Work

For all specific work (engineering services, maintenance, repair, improvements, major/minor construction, alterations, etc), complete a PWD Mayport Work Request Form (Appendix B) and submit to your Zone Manage via email or fax.

Your Zone Manager can assist with the preparation of the form to ensure the requirement is clearly articulated and accurately captured.  However, the form must be submitted via email by the requesting activity.

After reviewing and estimating the scope of work, the PWD Facility Requirements Branch will return the Work Request Form along with the Funding Requirements Form.

Note:  Do not contact contractors directly.  There are regulations that govern the exercising of contractors to obtain proposals and authorities to award contracts on behalf of the Department of Defense.

Performance Assessment Representatives (PAR)

PWD Mayport provides Government PAR services for quality assurance of those services provided by the ROBS I and II contracts. 

Customer Complaint Forms (Appendix C) are used to document non-compliance work performance, timeliness, workmanship and quality.  Customers are encouraged to submit Customer Complaint Forms for any work deemed unsatisfactory.  All alleged contract non-compliance issues will be evaluated by the PARS.

Your PAR Points of Contact are:					Office #	Mobile #

Facility Maintenance Supervisor					270-6343	545-5174

PAR Blount Island							696-5415	545-5530

PAR RBOS I/Lighting/Generators/RBOS II Pest		270-3181	759-1344

PAR Recurring Work/RBOS/IQ/HVAC				270-3212	545-5649

PAR RBOS 1/Water/Wastewater					270-3217	759-1284

PAR Safety – QA & Fire Alarms					270-3146	509-8782

PAR Recurring Work/RBOS/BQ					270-3175	509-1061

PAR RBOS I/Service Calls/RBOS II Refuse/			270-3160	759-1382
Custodial & Pest


Contact the respective PAR for clarifications or concerns regarding services provided by these contracts. 



Base Support Vehicles and Equipment (BSVE)

Requesting BSVE Services

Class “B”.    Passenger carrying vehicles and general purpose trucks assigned to tenants/department based on a recurring need.  The assignment is contingent on meeting requirements which cannot be met by use of pool equipment or other types of available transportation.  Request for Class “B” assignment is by official letter to PWD Mayport BSVE Transportation Specialist using the format in Appendix D.  Class “B” requests are for a six-month period or longer.  

Class “C”.   Includes all vehicles not designated Class “B” which are pooled for on-call rental service. Request for rental of Class “C” pool vehicles will be submitted via email or fax to the Mayport Transportation Dispatcher using Appendix E.  

Coordination of BSVE Requirements

BSVE Department:  A Transportation Specialist, located at the PWD, is the primary point of contact to satisfy customer transportation needs.  The Transportation Dispatcher can satisfy routine maintenance and Class “C” pool requests.

Vehicle Custodian:  All BSVE customers are required to appoint a Vehicle Custodian to ensure prompt and efficient service.  The Vehicle Custodian coordinates Class “B” and “C” requirements, requests written approval from PWD Transportation for trips extending beyond the permissible 100-mile operating distance (Appendix F), coordinates maintenance schedules for service, and provides required mileage/fuel reports and request for inventory adjustments to the BSVE Department. The Vehicle Custodian should have the authority to expend activity funds for service.

Vehicle Pick-Up and Return:  BSVE normal hours of operation are Monday through Friday, 0730-1600.  Transportation Dispatcher can be contacted at 904-270-5304.

Fuel Cards:  Fuel Cards are issued with all vehicle rentals.  All drivers must provide a current certification of Voyager Fuel Card Training to the Transportation Dispatcher.  This training is available at:  https://www.navsup.navy.mil/site/ccpmd/training/fleet/fccu/fccuswf/fccuswfmainmenu	

Crane Support:  For waterfront support to ships, crane service for utility connects and disconnect as well as brow placement and removal is provided by NAVSTA Mayport.  Additional crane service may be requested on a reimbursable basis.  Homeported ships must request and fund reimbursable crane services via the DOD eMall at  http://www.dlis.dla.mil/emall.asp.  Visiting ships (U.S. or foreign) will request crane service by phoning the Transportation Dispatcher at 904-270-5304.  Government Purchase Card (GPC) must be used as the method of payment.

Environmental Services

The PWD Mayport Environmental Division serves as the principal advisor to the NAVSTA Mayport Commanding Officer on issues related to compliance, conservation, and pollution prevention and is the primary interface with local regulators and community on these matters.  The Division also oversees the implementation of the station’s Environmental Management System (EMS) that enables the Installation and all tenant commands to control the impact of their practices and maintain compliance with environmental regulations.  OPNAVINST 5090.1 series is the primary source for guidance and policy regarding the Navy’s environmental programs.

Compliance is management of operational activities in order to meet environmental regulations that protect quality of the air, water, and soil.  Environmental Division personnel provide training and technical assistance to all ashore and afloat activities to ensure an understanding of regulations in the following areas:

· Regulated waste management and proper disposal of materials
· Spill prevention
· Stormwater quality
· Air emissions
· Recycling

Conservation is the protection of natural and cultural resources including the following:

· Sea turtles and Manatees
· Birds
· Other Wildlife
· Trees
· Historical facilities
· Buried artifacts

Pollution Prevention (P2) strives to prevent environmental pollution by reducing pollution sources, like spills or improper waste disposal, and by reducing the volume of hazardous materials used.  Everyone is encouraged to identify methods to decrease pollution in their work centers. 

With Environmental Division assistance, commands are able to complete their operations in compliance with the regulations while conserving and protecting all the station’s resources.

Environmental Management System (EMS):  An EMS assists everyone in managing the environmental impacts of our military mission.  In support of our mission and the station’s EMS, commands will implement programs that ensure environmental compliance and prevent pollution, sustain natural and cultural resources, and promote continual improvement of the Environmental Management System.  You can do this by properly disposing of waste, reducing hazardous waste (HW) generation by using less harmful chemicals, and preventing soil and water contamination.

Regulated (i.e., Hazardous, Non-Hazardous, Universal)  Waste Disposal:  Common examples of regulated waste include fuel, oils, paints, solvents, aerosol cans, adhesives, oily rags, batteries, and fluorescent lights.  This list is not all-inclusive.  Please contact the HW POC before disposing of any chemical or oil as all regulated wastes require special management and disposal procedures.  Waste disposal is provided at no cost to shore-based (non-appropriated) tenant commands.  Visiting commands, however, will need to provide funding for disposal.  The rates vary between $1- $3 per pound of waste and if lab analysis is required prior to disposal, additional costs can range from $500 - $3,000 per container of waste.  Containers, labels and pick-up are provided as part of the disposal rate.  Request for waste pick-ups must be made 48 hours in advance of required pick-up by calling 270-6468.  Please refer to Appendix G for FAQs on disposal of regulated wastes and SOPA(ADMIN) MYPTINST 5090.1 series for specific procedures on Disposal of Hazardous Material and Hazardous Waste.

Air Emissions:  NAVSTA Mayport has a major permit that regulates a variety of emission sources allowed on the base.  Before installing any equipment that has a vent to the atmosphere or that has a combustion engine, please contact the Air POC to make sure it is permissible.  Also, do not bring any individually permitted equipment on the base without first contacting the Air POC. 

Stormwater:  NAVSTA Mayport is surrounded by water – wetlands, Atlantic Ocean, St. Johns River - and all drains along roadways, parking lots, airfields, and wharves drain to these waterways.  Litter and debris blow into or get carried by rainwater into these waters and can harm the environment so please pick up your trash.  Only rain is allowed in the storm drains.  Dumping of any chemical or debris in storm drains is strictly prohibited.

Natural Resources (NR):  NAVSTA Mayport is home to a variety of threatened and endangered species.  Basic rules:
· Do not cut down trees or clear large areas of vegetation.
· Driving is prohibited on the beach and dunes.  Use the crosswalks to access the beach.
· If you observe manatees in the basin, contact Harbor Operations at 270-5266 and Environmental at 270-6816.
· If you see a nesting sea turtle or a dead marine mammal or sea turtle, please report these to the NR POC at 270-6816 or 270-6730.
· Do not disturb wildlife in their habitat.

Spill Prevention/Notification:  If you observe a sheen in the Turning Basin or spill something into the water, contact Harbor Ops immediately at 270-5266.  If you spill a hazardous substance or oil/fuel on the ground, contact the Fire Dept immediately at 911 and state your location as Naval Station Mayport.  Do not try to clean up a spill unless you can do so safely.  And most importantly, never pour anything on the ground, in the water or down a drain unless prior approval from an Environmental or Utilities POC is obtained.  Please refer to SOPA (ADMIN) MYPTINST 5090.4 series for specific procedures on spill prevention and reporting.

Hazardous Materials Minimization Center (HAZMINCEN):  All hazardous materials (HAZMAT) used on NAVSTA Mayport must be tracked to meet regulatory requirements for chemical usage and air emissions.  All HAZMAT must be on the command’s Authorized User List (AUL) BEFORE purchase via the HAZMINCEN or GPC.  Commands are responsible for reviewing / updating their AUL which is administered by NAVSUP.  Empty containers or unused HAZMAT must be returned to HAZMINCEN for recycling or reuse.  Do not throw empty containers in the garbage and do not pour any HAZMAT into drains or down sinks.  Please refer to NAVSTAMYPTINST 4100.2 series for specific procedures on HAZMAT minimization and reuse or call 270-7062, 5183 for further assistance.

Director...................................................................................................	270-6070
Assistance…………................................................................................	270-6730
Contaminated sites, EMS…...................................................................	270-3188
Hazardous Waste (HW), Solid Waste, Foreign Source Garbage..........	270-3185
HW Inspector cell…………………………………………………………….	904-627-6554
HW Inspections......................................................................................	270-3193 / 3519
Natural Resources..................................................................................	270-6816
Pollution Prevention (P2), Air.................................................................	270-3191
Spills, storage tanks...............................................................................	270-6816
Stormwater………………………............................................................	270-6781





Utilities and Energy Management (UEM)

Waterfront

For waterfront support, contact Harbor Operations 24 hours a day at 904-270-5266 to have utilities connected/disconnected or in event of loss of service.  Harbor Operations forwards all ship movements to PWD and the contractor via Daily Movement Reports.  Quick turnaround requests are handled via telephone and radio.  A minimum 24 hours advance notice is requested so adequate preparations can be made to ensure all utility services are available upon arrival.

Utilities accounts for all ships, including visiting U.S. and foreign vessels, must be established prior to arrival.  SURFLANT ships are funded on an annual basis by their TYCOM.  Establishment of individual Job Order Numbers (JONs) are required to track consumption and cost.  If further assistance with funding procedures or cost estimates is required, contact PWD UEM Branch at 904-270-3170/3182.
	
NOTE: ONLY RBOS CONTRACTOR PERSONNEL ARE AUTHORIZED TO CONNECT AND DISCONNECT TO WATERFRONT UTILITY RISERS.

· Electricity:  480-volt 3-phase is available at each wharf riser.  Each cable can draw a maximum of 400 amps.  Connects and disconnects are provided by the RBOS contractor.  The shore power cables use Viking heads.  Load balance is the ship electrician’s responsibility.  4160-volt capability is available upon request.  Voltage regulation/adjustment is also possible upon request.
· Potable Water:  Available at each wharf riser using standard 2.5-inch connections and delivered at 55 PSI.
· CHT:  Connections are available at all wharf risers.  Standard 4-inch quick disconnect fittings are used.
· Steam:  Available at all wharves using standard 2-inch connections and delivered at 120 psi.  
· Oily Waste-Waste Oil:  Disposal is available at all wharf risers.  The system is designed primarily for the disposal of bilge water using 2.5-inch connections.  Maximum oil concentration in the oily wastewater is typically no greater than 10%.  The oily waste plant operating hours are from 0800-1730 Monday-Friday and after-hours for emergency only.  After billing is in place, call 904-270-6870 for scheduling. OWWO disposal is in accordance with SOPA (ADMIN) MYPTINST 5090.2 series. 
· AFFF Contaminated Bilgewater/CHT:  Pumping AFFF contaminated bilge water into the OWWO or CHT systems is strictly prohibited.  If violated, the ship will be responsible  for all charges resulting from response, disposal and regulatory fines.  AFFF contaminated bilge water/CHT impairs the ability to process waste within acceptable regulated standards.  Containerize quantities less than 100 gallons and call PWD HW at 904-270-6468 for waste pick-up.  Large quantities will need to be removed via separate contract.
· Salt Water:  Salt water for flushing/cooling is only available at Wharves Echo and Foxtrot.  Note that pressure in the system is variable so this is not a reliable source for fire suppression.

Foreign Ships or Ships not Using Conventional U.S. connections should contact the Public Works Department, Hotel Services Contractor, through Harbor Operations at 904-270-5266.  Harbor Operations will direct you to the appropriate technician who will obtain specifications to provide the compatible utility connections upon arrival.  

If ships are not equipped to pump to utility systems, the ship must arrange for Pump Trucks, at ship’s expense, through Naval Station Harbor Operations 904-270-5266.

Utility charges for Berthing Barges will be applied to the ship it directly supports during repair activities.

Shore

For shore utilities support, contact the UEM Branch at 904-270-3170/3182.  Electricity, Potable Water, Sewage and Natural Gas utilities are available and require accounts to be established before services are provided.

The UEM Branch can assist customers with estimating recurring charges for utility services.  In most cases, application for a utility meter is required by contacting 904-270-3515/3182.  Utilities associated with construction activities are coordinated through coordination with the PWD Facilities Engineering and Acquisition Division (FEAD) and UEM Branch.  Funding for utility services is explained in the applicable Funding section of this Customer Guide.

Utilities customers are able to track their consumption and energy costs by accessing the Centralized and Integrated Reporting for the Comprehensive Utility Information Tracking System (CIRCUITS) at: https://circuits.navfac.navy.mil/circuitsua_se/. If you have any questions or require assistance in using this software to track your energy usage and cost, contact the UEM Branch at 904-270-3170/3182.

Utility Management POCs
Electricity and Potable Water:………………………………………………………..270-3515
Steam, Natural Gas & Wastewater:  ………………………………………………..270-5441
Salt Water, Oily Waste/Waste Oil:  …………………………………………………270-3170
Supervisor:  ……………………………………………………………………………270-3182
Production Officer:  ………………………………………………………………….. 270-3180


Funding

All PWD products and services are provided on a reimbursable basis.  NAVFACSouthest publishes their Annual Stabilized Rates schedule each year via the NAVFACSENOTE 7030.

Types of Funding Documents accepted are:

· NAVCOMPT Form 2275 – Order for Work & Services
· Navy recurring or specific service requirements
· SIOH 
· NAVCOMPT Form 2276 & 2276(A) – Request for Contractual Procurement
· Navy Contracting actions
· DD448 – Military Interdepartmental Purchase Request
· Non-Navy recurring or specific service requirements 
· DD1149 – Requisition and Invoice/Shipping Document
· Ship’s Transportation/Utilities/Hazardous Waste requirements 
· Private Party funding with deposit or credit cards
· Private Part account set-up form provided on request. 
· MOA, Captains Orders

Supervision, Inspection and Overhead (SIOH)

In simple terms, SIOH is a cost factor applied against projected contract workload that funds activities performed and costs associated with the Government’s contract management responsibilities.  Effective supervision and administration of construction contracts and projects are key to a successful outcome…both for the customer and the contractor.  There are often many critical decisions and verifications that need to be made right, and on time during the construction phase of most projects.  SIOH funds ensure that NAVFAC has the manpower to support the acquisition management mission.

The authority to operate this way is included in 10 U.S.C. 2851 and 10 U.S.C. 2802, DOD Instruction 4270.5, the Financial Management Policy Manual (P1000), and annual Military Construction Appropriations Acts.  NAVFAC is mission-funded for all, and only, Navy and Marine Corps Operations and Maintenance funded maintenance, repair, minor construction, environmental, and facility service contract actions including reserves.

Funding Document Requirements

PWD Mayport provides BOTH Navy Working Capital Fund (NWCF) supported recurring services (utilities, hazardous waste disposal, and transportation, and facility support services) and Appropriated Fund Contract Actions for project planning, design and construction. 

For recurring services, address funding document as directed on the funding requirements form to:

NAVFAC Southeast (N69450)
P O BOX 30 – Code FM11
Jacksonville, FL 32212-0030 

And submit the funding document to:  NAVFAC_SE_Incoming_Funding_Documents@navy.mil	

OR:

For funding of contract actions, address funding document as directed on the funding requirements form to: 

NAVFAC ATLANTIC (N62470)
6506 Hampton Blvd
Norfolk, VA 32508-1278	

And submit the funding document to: 
NAVFAC_SE_PWD_Mayport_Contracting_Officer@navy.mil	

Please ensure that the funding document number and Line of Accounting (LOA) are valid, and provide a Point of Contact with email, fax or phone number.

It is requested that a separate funding document be provided for each type service (i.e. transportation services, utilities, hazardous waste, emergency services, and specific work).  Funding documents should also include the following information:

· Description of work
· Describe in detail the services or work required.  
· Reference the Work Request Control Number if appropriate.
· Note the duration of services if less than one year.
· Location (i.e., building number) where the service or work is being performed.

Funding Document Acceptance Process

After the funding document for RECURRING or SPECIFIC work or CONTRACT actions is received by the appropriate financial group:

· Financial Management (FM) establishes authority in the respective accounting system 
· Sponsor Order Number
· Customer Order Number
· Appropriate Job Order Numbers

FM will process the acceptance within five work days, and  email or fax the accepted funding document back to customer.

In order to ensure prompt acceptance of funding documents for Specific Work, provide the funding requirements form to FM along with the funding document.  

Private Parties

Security deposits are required for all private parties excluding MWR, Navy Exchange, ROTC and Public-Private Ventures (Housing).

All continuous services will require a three month security deposit based on prior year charges.  Any services provided for a limited duration will require advance payment in full.  Funding Estimates will be provided by the appropriate PWD Division or Branch.

Security Deposit can be paid by check or credit card.  Checks must be made out to “U.S. Treasury”.   Security Deposit will only be required once and will be held until Services are no longer needed.  Customers must notify FM when services are no longer required.

Private Party Account set up forms (Appendix I) will be provided on request.  Surcharges to cover DOD accounting services will be applied in addition to the Stabilized Rates for Private Party accounts.

Billing Reports (SF1080) are sent monthly by DFAS Cleveland (POC: Toni Blevins at 216-204-7617).
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FOR OFFICIAL GOVERNMENT BUSINESS ONLY

					Date:______________

From:  Customer Name:
To:    NAVFAC SE, Mayport Transportation Dispatcher 
      
Subj:  REQUEST FOR "C" POOL RENTAL VEHICLE 

1.  Type of vehicle requests: (ALL VEHICLES ARE TO BE RETURNED CLEAN, FULL OF FUEL AND FUEL RECEIPTS AND LOG MUST BE COMPLETED PROPERLY)

_____	SEDAN					_____	Other type of vehicle(s
		      
_____	Pickup 1/2 ton			_____	REMARKS OR SPECIAL INSTRUCITONS:
	
_____	Compact				_______________________________________

_____	6 Passenger (crew cab)		_______________________________________

		VANS/CARRYALLS	
									
_____	8 Passenger				_____	15 Passenger				
				
_____	12 Passenger			_____	Cargo		______ Cargo w/Seat
							
_____	Stake Trucks			DESTINATION OF VEHICLES: _______________________

_____	Bus				________________________________________________

_____	Tractor/trailer		
	
JUSTIFICATION: _________________________________________________________________

________________________________________________________________________________

2.  Is a driver required? ________

3.  Only fuel card certified personnel are allow to pick up vehicles from dispatcher.

4.  Period of rental:

	From:  __________  ______		To:  __________  _______
	         (date)    (time)     		(date)     (time)

5.  Activity UIC: __________	Job Order Number ______________
	
6.  Point of contact ____________________ phone # _______________
    Email Address ________________________________________________________

NOTE:  VEHICLES ARE NOT TO BE TAKEN OUT OF THE 100 POD WITHOUT PROPER AUTHORIZATION BY MAYPORT TRANSPORATION OFFICE 270-5222, WITH WRITTEN JUSTIFICATION. If you are a CNIC funded Command please contact 904-270-6144 for approval authorization. Transportation Dispatch Phone No. 904-270-5304

							________________________________
							SIGNATURE OF PERSON AUTHORIZED TO
 (
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NAVFAC Southeast Regional Call Center Service Request Form

Naval Facilities Engineering Command

EMERGENCY: IMP: CLIN/ELIN:

SERVICE: PM: WOt:
MYPT Customer

PWD: Date: Ref. #:

Facility Detailed

Number: Loc Info:

Authorized

Caller: Phone:

Location POC: Phone:

Service

Required:

Request should be submitted via:

Telephone: 855-4-NAVFAC (855-462-8322) SAVE AND SEND ‘

DSN: 942-5700

Local: 542-5700

FAX: (904) 542-2541

Email: NAVFACSERegionalCallCenter@navy.mil

PRINT THIS PAGE ‘
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PROCEDURES FOR PREPARATION OF PWD MAYPORT WORK REQUEST FORM

1. To: Select appropriate Zone Manager.
2. Priority: Select appropriate priority.

3. Control Number: Assigned by PWD Mayport.

4. Command Name and UIC: Select your Command name and UIC. If your Command Name
& UIC is not listed — leave blank and provide this information in the description (block 16).

5. Amendment: Assigned by customer/requestor.

6. Work Order Number: Assigned by PWD Mayport.

7. Type of Funding: Select the type of funding for contract award.

8. Estimate Required Date: This date must be realistic. The customer should consider the
following; material lead time, planning and engineering requirements, supporting contracts,
extent of work and contract size and, if possible, job duration.

9. Brief Description: Briefly identify the scope of work.

10. Type of Service Requested: (Check One) Check the appropriate block for type of work
desired. If the work desired is not identified by any block, write in the type of service desired in
block 16.

11. For Further Information: Identify individual(s) to contact regarding work requested. Include
telephone number, extension and email address.

12. Requestor: Identify individual(s) to contact regarding work requested. Include telephone
number, extension and email address.

13. Environmental Review: To be completed by PWD Mayport.

14. Date: Provide date form was forwarded to PWD Mayport for processing.

15. Contract Type: To be completed by PWD Mayport.

16. Description of Problem/Requirement: Will be completed by the customer/requestor.
Ensure the facility number, room number, appropriate location, drawings, sketches, and all
pertinent information required to support the work requested, etc., are furnished.. Failure to
complete this block will result in work request being returned to customer.

17. Statement of Constraints. Identify all known constraints including security restrictions,
budget limits, schedule deadlines, equipment requirements, presence of hazardous materials
(lead/asbestos), working hours, whether facility will be manned, etc.
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B RENTAL JUSTIFICATION LETTER (EXAMPLE)

From: Commanding Officer, (Requesting Command)
To: NAVFAC SE, Code PR333, Transportation Bldg 25, NAVSTA MAYPORT

Subj: JUSTIFICATION FOR CLASS “B” RENTAL VEHICLE(S)

1. Request a Class “B” assignment suitable for the following:

a. Describe the requirements, i.e. transporting cargo, personnel; provide the estimated
weight/bulk of cargo or number of personnel, etc.

b. Project annual utilization (miles expected to be driven), location to where the vehicle will be
driven. Do you expect to drive outside the 100 mile Permissible Operating Distance (POD) on
a routine basis? NOTE: All out of bounds request must be approved in advance by Code
PR333 Transportation, Bldg 25, phone 904-270-5607 or fax 904-270-5216.

c. Alternative means of transportation have been considered, but not feasible to meet mission
requirements.

2. Our activity Transportation Coordinator is , and can be

contacted by phone at

Signature: Date:







image11.emf

From: Requesting Activity Date:
To:  Commanding Officer, NAVFAC SE

Subj: OUT OF BOUNDS REQUEST

Ref: (a) DOD 4500.36R
(b) NAVFAC P-300

1. An "Out of Bounds" request is required when the "Permissible Operating Distance" exceeds
the 100 mile radius from your Activity's home base as stated in (a) and (b). This 100-mile
radius shall not be exceeded without prior approval of the Mayport Transportation Site Manager
or staff.

2. The Requesting Activity assumes the full financial responsibilities for the vehicles and/or
equipment including; fuel, breakdown/repairs, towing and accident damages while on this travel.

It is generally more economical to use commercial carriers for services beyond the 100 miles as
referenced in (c) and (d).

3. The following details are required:

USN Vehicle Number: Dates of Travel: to

Destination:

Purpose for travel:

* Authorized Signature: Date:
Print Name: Phone:
Title:

*Must be authorized to commit your command's government funds.

NAVFAC SE, Transportation Mayport has (_) Approved () Disapproved your out of bounds
request.

Signature: Date:

Print Name: Phone:

Please send request to Transportation, Bldg 25 or fax to 270-5216.
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Ref:  (a) SOPAMYPTINST 5440.3 Series — Manual of the SOPA, Mayport, Florida
(b) SOPA(ADMIN)MYPTINST 5090.1 Series — Hazardous Material/Waste Management

In accordance with references (a) and (b) you are required to comply with the disposal requirements listed below:

o Ammunition containers (Ammunition Details) and Fired/Expended Cartridge Cases: Afloat Units will return
ammunition details to the nearest NMC Det. Do not ship to FISC/DLA activities. Fired/Expended casings shall be
certified safe IAW OP 5, and turned in to the NMC Det. All material shall be documented on DD Form 1348-1A.
Contact NMC Det Mayport 270-5388 for assistance and scheduling.

o Compressed Gas Cylinder Disposal: Palletize and band cylinders, complete DD Form 1149 and schedule a cylinder
pickup OR deliver palletized and banded cylinder(s) to DDJF in Bldg. 191 on Massy Ave. Phone: (904)270-6089. For
return of Government-Owned Reusable Cylinders, call 1-866-724-0932 & provide DoDAAC, Phone No., Email Address,
Cylinder NSN, Gas Type, Quantity, & Ship from Location.

o Electronic Waste (ballasts, circuit boards, capacitors, computer monitors / keyboards / hard drives / CPUs / UPSs,
TV sets, fax machines, scanners, & other miscellaneous electronics): Dispose through DLA.

NOTE: Oil filled ballasts not identified as “No PCBs” or “PCB Free” are assumed to contain PCBs and require
containerization for Part B Facility disposal.

o Empty drum(s): Deliver to HAZMIN Center on the southwest end of the Supply/Bldg. 191 for crushing. Phone:
(904)270-5183.

o Empty hazardous material containers: Deliver to HAZMIN Center for inspection and disposal.

o Hazardous materials (expired shelf-life): Contact your ECAP tech at (904)270-5183 to determine if the material is
suitable for re-issue.

o Hazardous Waste (oily rags, hydraulic fluid, lube oils, paint related wastes, solvent rags, aerosol cans, concentrated
cleaners, spill cleanup materials, etc.) Ensure wastes are properly identified, segregated, containerized, and labeled.
Complete DD Form 1348 and schedule waste pickup with Hazardous Waste (HW) Part B Facility Bldg. 1986 at (904)270-
6468. If required, the Part B Facility can provide waste containers. The ship should contact NAVSTA Mayport
Environmental Tim Evans at (904)627-6554 (timothy.e.evans.ctr@navy.mil) or Julie Kaiser at (904)270-3185
(julie.kaiser@navy.mil) with questions on specific disposal requirements and to arrange an inspection of wastes prior to
offload.

NOTE: If waste has been moved pier side, the waste may not go back on-board a ship.

o Microwaves, dishwashers, washing machines, dryers (white goods): Deliver to MWR Recycling, scrap yard.

o Refrigerators, air conditioners, ice machines, etc. (containing Ozone Depleting Substances (ODS)): Evacuate
refrigerant and tag equipment with “Refrigerant Removal and Verification Statement” (“ODS Free Equipment” label
available at Base Environmental, Bldg. 2021). Deliver tagged equipment to MWR Recycling.

o Scrap Metal: Place in Scrap Metal Recycling dumpster (typically low/20 cy dark green dumpsters labeled “Metal Only”
for recycling). NOTE: Scrap metal identified inside a general refuse dumpster is a violation and MUST be removed.

o Universal Waste (UW) Disposal (green end and silver tipped fluorescent lamps, CFLs, rechargeable batteries (NiCd,
Li, Pb Acid), thermostats, intact items containing elemental mercury:

(1) Segregate & containerize broken lamps separately from un-broken lamps. Label broken lamps as HAZARDOUS
WASTE; label un-broken lamps as UW. Complete DD Form 1348 and schedule pickup through the HWSF by calling
(904)270-6468.

(2) Tape battery end terminals and containerize like-type batteries. Containerize thermostats and other types of UW.
Complete DD Form 1348 and schedule waste pickup with HW Part B Facility at (904)270-6468.

NOTE: Alkaline batteries may be placed into the general trash; Lead-containing batteries (marked Pb) may be taken
to MWR Recycling and placed into the Battery Storage container after the terminals have been taped.






Frequently Asked Questions, Foreign Source Stores and Garbage (FSG)

1. Whatis FSG?

FSG includes all fresh fruits, vegetables, wet dairy product, eggs some meat and poultry from foreign stores.
FSG also includes any other refuse that has come into contact with fruits/vegetables/eggs/meat/poultry from
foreign stores onboard a ship. This also includes food scraps, table refuse, galley refuse, food boxes, food
containers, food wrappers or packaging materials (i.e., fruit and vegetable storage boxes, banana crates, egg
cartons, milk cartons, etc.).

2. Are plastic disks (i.e., PUKs) considered FSG?

Plastic discs from the compacting system are FSG and must be managed as FSG. If these will be stored and
off-loaded in triwall containers, ensure that the triwalls are lined with 4 mil thick plastic. Triwalls without liners
will be rejected.

3. What about the trash from the berthing quarters?
If trash from the berthing quarters is dry (i.e., free of all fresh fruits, vegetables, wet dairy products, eggs, meat,
and poultry), it can be placed into a regular dumpster.

4. What Constitutes a Foreign Country?
Foreign Countries include any foreign country (except Canada) as well as Hawaii, Puerto Rico, the Virgin
Islands, American Samoa, Cuba, Guam and the Trust Territories of the Pacific Islands.

5. lam a U.S. Ship supporting operations in a foreign country, and my stores are from the U.S. Do |
need to manage my stores as FSG?

Per the USDA, all food stores will be considered foreign source from ships that are supporting efforts in a foreign

country (doesn't matter about stores' origin) due to the risk involved w/bugs/viruses/diseases coming/going on

vessels, aircraft and personnel. Even if the ship does not pull into a foreign port, USDA still considers Navy

vessel movements within international waters off the coast of a foreign port as having enough potential to be

contaminated such that USDA requires treatment as FSG.

6. Can | put FSG bagged in regular trash bags?

All FSG needs to be in CLOSED 4 mil thick, non-leaking, plastic bags. NS Mayport will provide 4 mil “uniquely
colored (yellow, green, black, or blue) bags to ships that are U.S. Navy or U.S. Navy command-sponsored ships
(provide the name of the sponsor in advance). If U.S. ships are using a Husbanding Agent (HA) for services,
the HA is responsible for providing the bags. CLOSED means the bag contents cannot come out during transfer
/ transport. Methods required to ensure the bag is CLOSED are the use of twist ties or duct tape. If using
triwalls, they must be lined with 4 mil plastic and securely covered with the triwall lid. FSG in non-compliant
bags, or in triwalls without liners, or triwalls without the correctly-fitted lid will be rejected and FSG will have to be
repackaged or held onboard.

7. Does the color of the bags matter? How long must | treat FSG?

The color of the bags is dependent upon who is providing FSG services but should be “uniquely colored (yellow,
green, black, or blue) bags.” Bags should be provided to the ship when met at the sea buoy or pierside upon
arrival. If you do not have “uniquely colored bags” provided upon arrival contact one of the following: Harbor
Ops 904-270-5266, Environmental 904-627-6554, Public Works 904-270-3181 or 904-759-1344 during normal
business hours. FSG in non-compliant bags will have to be repackaged by the ship or held onboard. U.S.
Navy/non-foreign ships must remove/consumef/treat all FSG during the first 24 hrs after return to port.

8. How can | reduce the amount of garbage that is required to be managed as FSG?

We recommend U.S. Navy Ships, consume all foreign source stores or jettison foreign stores / FSG 25 nm from
the U.S. shoreline when practical. We also recommend keeping paper and cardboard not associated with FSG
items separate.

9. Why does NS Mayport strictly enforce FSG management when other ports do not?

The USDA requirements are the same; however, the level of enforcement may vary from state to state. In
Florida, we are routinely inspected by the USDA and therefore make every effort to comply with the minimum
standards of the laws governing FSG.

FAQs for U.S. Ships; rev 03/2012
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Private Party (MWR, Navy Ex, or PPV- Housing) Account Set Up
Form
No Security Deposit Required

Company Name:
Account POC:

‘Phone Number:

Fax Number:

‘Email Address:

Mailing Address for bills and reports:

Type Serviee/Description AND location of work to be performed:

Authorizing Official
Signature :
(Sign and print name, phone number and title):

Please send completed fomm.

NAVFAC_SE_RM_Accounts_Receivable@navy.mil

FOR NAVFAC-SE INTERNAL USE ONLY.
‘Document Number:
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Private Party Account Set Up Form
Advanced Payment in Full

For ShortTerm Recuring srvces o onelme pojac: aflpayment b reqursd ad bilng wil e processed
gt ot paymen. Plsseprovide <heckor e cad formaion ek

Company Name:

Account POC:,
‘Phone Number:
Fax Number:

‘Email Address:

Mailing Address for bills and reports:

Type Serviee/Description AND location of work to be performed:

Authorizing Official Signature -

(Sign and print name, phone number and
sitle):
Trusing check: check . ad amt:

Checks should be made out to US Treasury and this form and check mailed to:
NAVFAC Southeast, Financial Management
Bldg 902, Ballard & Y orktown Rd
Box 30, FM 11
Jacksonville FL 322120030
OR if using credit card for full payment, you can email form to:
NAVFAC_SE_PM_Accounts_Receivable@navy.mil

FORNAVFAC-SE INTERNAL USE ONLY
Document Number:

Activity Number:

Job Order Number:

15




image16.png
NAVFAC SOUTHEAST
FINANCTAL MANAGEMENT
NAS JACKSONVILLE FL 32212-0030

Private Party
Updated/Expired
Credit Card Information Form

Company Name: J
Activity Number:

Mailing Address:

city, State, and Zip:

Point of Contact Tnformation

Name:

Telephone Number:

Fax Nusber:

Email Address:

Credit Card information:

Type card: P
Name on Card:

card #:

Expiration Date:

3 bigit Code:

Email updated information to:

NAVFAC_SE_FM Accounts_Receivable@navy.mil

20
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