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PURPOSE.
This document establishes local standard operating procedures (SOP) specific to the U.S. Army, North Atlantic Treaty Organization (USANATO) Headquarters.  This document identifies requirements and the responsible personnel.  It outlines the local standard operating procedures for submitting work order requests (SHAPE 8’s), Furniture replacement and repair , and the process for Installation Status Reporting

SCOPE.
This SOP applies to personnel assigned, attached, or employed by USANATO.

1.0.  Guidance.  There are two types of work orders on Supreme Headquarters Allied Powers Europe (SHAPE).

1.1. Emergency Work orders   An emergency work order is a call-in request for emergencies that occur in our buildings, such as a power outage or an overflowing toilet.  This type of work should be reported to the International Headquarters Support Command (IHSC) for immediate action by the person who has seem the problem, by the department, or by the building representative.  The appropriate person should call 423-5555 and report the problem.  A record should be kept on the name of the person talked to and the time of the call.  If the problem has not been corrected within a short period of time or if an IHSC personnel has not come to work on the problem within a few hours of the call (for major items such as power outages) and the reporting person has made two or three calls, then report the incident to the engineering office at 423-4086 for action.  The engineering office only gets involved in this type of work when the user has not been successful in getting a response from IHSC.

1.2.  Construction Work Orders A construction work order is the second type.  Requests for construction related work must be submitted in writing to the office of the Command Engineer for determination as to what is the appropriate funding source. Also the Command Engineer has to determine if the work fits into the command master plan for SHAPE.

1.3.  Procedures.  The following procedure should be followed when requesting work in USANATO space on SHAPE.

1.3.1.  SHAPE 8/Work Order Request.  Each requester should submit their work order request to the DCSENG office for submittal.  The request can be submitted via an e-mail to request a work order, describing the work requested, point of contact (POC), contact phone number, and timeline required for the completion of the work OR the requester can submit their request by sending a SHAPE 8 form with the description of the work and justification filled in and the engineering office will fill in the rest.

1.3.2.  SHAPE 8’s are submitted through the Engineering Office to determine 

what type of funding is required to pay for the work.  USANATO does not have construction

related funds and the Command Engineer must procure funding from the admin agent.  

1.3.3.  All SHAPE 8’s are given reference numbers, submitted for cost estimates, when the cost estimate is received then the office of the Command Engineer will either procure a fund cite from G8 or will prepare and submit Dept of the Army work order, form 4283 to the Admin Agent for funding.  The work order/SHAPE 8 is traced through the funding and construction process, until the project is either deleted or completed.  
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1.4  Construction
1.4.1.  Once the project has been funded and scheduled for construction it will either be constructed by “In-house” (IHSC staff), SHAPE contractors or sent out to the general public for construction.  The contract process will be monitored by the DCSENG, who is the point of contact between the user and the contracting officer.

1.5  Work/Material

1.5.1.  Work and material used, if constructed by contract will usually come with a 1-year

warranty.  Report work deficiencies or problems with the work to the Command Engineer as soon as it occurs so that we can try to get the project shortcomings corrected in a   short amount of time whenever possible.

1.6 Funding
1.6.1.  You are not authorized to use unit funds or IMPAC Card to pay for construction related work or for furniture.  If in doubt, contact either Mr. Douglas Whitney at 423-5482 or Suzanne Cromwell at 423-4086. 

2.0.  FurnitureUSANATO Headquarters and all subordinate commands where office furniture is the property of USANATO.

2.1.  Responsibilities: Commanders and leaders will comply with these instructions.

The following procedure should be followed when requesting furniture.

2.1.1.  Each activity shall develop a 7-year plan for the purchase of new furniture.  The plan should address any re-stationing that affects the activity in addition to planned replacement.  Phased purchases should be part of the purchase plan.  Furniture acquisition plans shall be submitted thru the appropriate battalion to the Command Engineer for review and recommendations to the Commander. 

2.1.2.  Yearly furniture updates to the 7 year furniture purchase plan should be submitted by 30 July on a yearly bases.

2.1.3.  Changes in mission, manning or stationing that occur out of cycle may be reflected in revisions to the plan and the requested priorities for purchase.  These revisions must go thought the same approval process as the yearly plan.  

2.1.4.   Furniture will not be considered for replacement until all activates have received all of the basic furniture for their commands and the furniture has been in the system for a minimum of 7 years.

2.2.  Furniture is centrally funded for the entire command by the Command Engineer. No request will be accepted unless the activity has a current 7-year furniture plan submitted, and all required submittal information has been provided.  

2.2.1.   Furniture submittals should include:

· The activity, office and position title

· The furniture location including local address

· Furniture layout

· Manufacture name, model number, color, style, size, hand (workstations left or right) and estimated cost, and furniture layout. 
· Catalog cut of the proposed furniture and technical specifications
· Manufactures address and point of contact
2.3.    The Command Engineer will not dictate manufacture or design, as long as the design meets the general standard set by the command group for style, construction, warranty, and price.

2.4.   Guidelines for furniture selection

2.4.1.  Furniture and layout should be sized in accordance with standard NATO space allocations no matter how much space you currently have.  This is due to the fact that NATO has the right to reclaim space if it is required for other activities or if NATO deems that the U.S. has too much NATO real property.  This may seem unlikely, but future missions, commanders, and re-stationing can change the status quo.  A guideline of approved NATO spaces is included to assist you in planning for furniture that will fit into approved NATO spaces allotments.

2.4.2.  Guidelines to NATO approved space:

· NATO Standard Spaces = 7.5 SM (80 SF)

Standard space  -- where the soldier does not require a private office for counseling or is not a commander

· Small Office = 11.0 SM (118.4 SF)

Small offices are appropriate for activity, Company Commander, or   certain functions/activities that routinely require privacy because of security or counseling functions.  

· Large Office = 15.0 SM (161.4 SF).

Battalion or Brigade Commander

· Combined Space = varies

Space that is used as both a private office and also as a conference room usually will be acceptable, if space allows or if it is located in one of the new NATO National Support Element (NSE) spaces.

2.4.3.  Examples of other types of approved NATO Space:

     (AFSOUTH or Larissa approved spaces can be requested to be used as a guideline)

· NBC and Weapons Rooms  (may be shared)

· Storage Areas (may be shared)

· SIDPER/CONUS Room (may be shared with other services)

· Training Rooms (may be shared)

· Conference room (may be shared)

· Communications (IMO)

· Latrines and corridors are common use areas and are not counted in NSE space

2.4.4.  Examples of non-approved use of NATO space:

· Dayrooms

· Exercise rooms

· Canteens

· Barracks/TDY rooms

2.5.   Command Furniture Standards:

2.5.1. Standard workstations must fit within the 7.5 SM (80.7 SF) space allocation.

2.5.2.  Furniture selected must be from a manufacturer who will give, in writing, a guarantee that the style and color selected will be available for a minimum of 5 years.

2.5.3.  Use of overhead units is kept to a minimum and only requested with explanation of use.

2.5.4.  E-7 and above may have privacy screens, but are not entitled to private offices unless 

required by mission.  Standard attached screens are 160 cm (63 ins.)

2.5.5.  Depending on furniture layout small dividing screens +/- 45.72 cm to 48 cm (18 inches to 

19 inches) can be incorporated into the design for privacy.

2.5.6.  General office spaces, especially in smaller spaces.  Primary desk should not be longer 

than 160 cm (63 ins.)

2.5.7.   Workstation shaped unit or “L” shall not exceed 1600 mm x 1600 mm, without service 

end piece.

2.5.8.   Workstations that require customer space should not include rounded or teardrop or other 

preprogrammed elements to accommodate customers.

2.5.9.   Workstations should include a shelf mounted in some fashion to desk.

2.5.10.  Use vertical storage units to include shelving for regulations, etc and a small hanging area for uniforms, if possible with a filing drawer underneath.

2.5.11.  Where a need is justified plan for vertical filing systems to reduce space required.

2.5.12.  Do not request utility (wiring) trays from under workstation.  They are not being used and are costly.

2.5.13.  Use GSA approved company standard furniture and avoid customized furniture whenever possible to reduce cost and increase availability, but buy solid, moveable furniture that increases the life cycle of the workstations.  

2.5.14   All furniture must come with a minimum 5-year warranty.

2.5.15.  Selection, style and color are based on using the same vendor for the 7-year period.  The current plan started in FY02 and unless there has been a valid documented reason to change vendors it is accepted that the activity will continue to use the same vendor to provide good pricing, matched furniture that will provide unit flexibility in using the furniture.

2.6.     Purchase requests for furniture must be submitted in writing (e-mailed) thru Deputy Chief of Staff, Engineering (DCSENG) for review, and recommendation for purchase.  The DCSENG office will prepare the PR&C for contracting along with appropriate documentation of the 7- year plan to insure that the command selected furniture is purchased.

2.7.  Purchasing of any filing system or furniture that has a purchase price exceeding $2,500 will be forwarded to G4 for accountability. 

3.0.  Installation Status Report.  ISR on Supreme Headquarters Allied Powers Europe (SHAPE).

3.1.  The ISR provides the basis for allocation of Army resources worldwide.  The key features of the ISR are occupant inspections of each building, the identification of environmental trends that may impact readiness, and an evaluation of key Base Operations (BASOPS) services of every Army occupied installation.  Headquarters Department of the Army (HQDA) requires that all US Army occupied facilities under go an annual serviceability/functionality assessment.  For this command, the Deputy Chief of Staff (DCSENG) is responsible for distributing and collecting assessments for our facilities.  DCSENG is also responsible for providing refresher training to Facility Managers on how to prepare input to the ISR.

3.1.1.  Although this is a NATO base, any space/facility that is being occupied by the US Army will undergo an ISR assessment.

3.2.0.  Procedures.  The following procedures should be followed when given the responsibility of performing an ISR assessment.

3.2.1.  Upon receiving the ISR assessment packet, which contains a facility survey worksheet for rating each component that pertains to the building and a facility booklet that outlines rating conditions/standards, the Facility Manager will be given brief instructions and a return date for completed surveys.

3.2.2.  Each Facility Manager will survey rooms, offices, storage or common areas and it’s surrounding grounds that support US operations.

3.2.3.  Each Facility Manager will give an assessment rating of green, amber or red based on the application of DA standards and checklists outlined in their facility booklet.  For any components rated red please note that an explanation or comment has to be added to the survey worksheet.

3.2.4.  When the survey worksheet is completed and returned, the DCSENG will review the survey and sign it if in agreement with the assessments.

3.2.5.  Point of contact is Mrs. Suzanne K. Cromwell, DCSENG, at DSN 423-4086, Suzanne.Cromwell@usanato.army.mil.
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