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U. S. Departnent of Justice
Federal Bureau of Prisons

Change DA ST oo
Notice

DATE: 7/16/98

1. PURPCSE AND SCOPE. This Change Notice provides the uses of
the Sal aries and Expenses and the Buildings and Facilities (B&F)
appropriations and adds the termlimt for B&F Mderni zati on and
Repair (M&R) projects not Congressionally approved.

2. SUWMARY OF CHANGES

. The uses and approval process of Major Wirk Orders have
been revi sed.

. The uses of B&F funds have been clearly defined.

. Provides the termlimt for M&R projects for a term not

to exceed three years.

. Ext ensi ons, approval /deni al of extensions, and
expiration directions are clearly defined.

3. TABLE OF CHANGES

Renove | nsert
Program St at enent Program St at enent
Chapter 2, Pages 5 - 12 Chapter 2, Pages 5 - 14
Chapter 3 Chapter 3

4. ACTION. File this Change Notice in front of PS 4200.09, the
Facilities Operations Manual .

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

&
Change |
DI RECTI VE BEI NG CHANGED: 4200. 09
" MBER:
NOtlce CHANGE MO NUDAEE: g;:grlrber 31, 1996
)

1. PURPCSE AND SCOPE. To delete references to the Facilities
Devel opnent Manual .

2. DI RECTI VE RESCI NDED

PS 4220. 03 Facilities Devel opnent Manual (06/01/94)

3. SUWARY OF CHANGES. References to the Facilities Devel opnent
Manual are deleted. That Manual has been replaced with the
Facilities Devel opnent Technical Reference Manual which is to be
used to gui de Bureau staff approving new construction and
renovations at existing institutions.

5. TABLE OF CHANGES

Renove | nsert

Program St at enent Program St at enent

Chapter 1, Pages 1 and 2 Chapter 1, Pages 1 and 2
(CN-01)

Chapter 2, Pages 1 - 4 Chapter 2, Pages 1 - 4 (CN-01)

Chapter 9, Pages 9 and 10 Chapter 9, Pages 9 and 10
(CN-01)

5. ACTION. File this Change Notice in front of PS 4200.09, the
Facilities Operations Manual .

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

OPl : ADM

Program BjBCT oo
Statement

Manual

1. PURPGSE AND SCOPE. To promul gate the Bureau of Prisons
Facilities Operations Manual. Since the Manual's | ast issuance
oper ati ons have been changed and new polici es have been devel oped
to inprove the organi zation's efficiency. This edition of the
Facilities Operations Manual incorporates the various changes

t hat have occurred during the past tw years and consol i dates
Bureau directives regardi ng physical plant nmai ntenance and
oper ati ons.

2. PROGRAM OBJECTI VES. The expected results of this program
are:

a. Institutions will be designed and maintained to neet the
physi cal and functional needs of the Bureau of Prisons.

b. Al appropriate building codes and operational and
regul atory standards will be net in Bureau facilities.

c. Managenent of oversight and master planning for physical
pl ant mai nt enance and construction prograns will be maintained.

d. Preservation of the agency's capital investnents through
program accountability, standardi zed reporting and work force
training wll be maintained.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 4200. 08 Facilities Operations Manual (9/1/93)

b. Directives Referenced

PS 1150. 04 O fice of Security Technol ogy (9/4/96)
PS 1237. 11 I nformation Systens Security (10/24/97)
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PS 1600. 07 Cccupational Safety and Environnmental Health
Manual (5/30/96)

PS 1602. 03 Life Safety and Fire Protection Review
Program (6/ 16/ 97)

PS 2000. 02 Accounti ng Managenent Manual (10/15/86)

PS 2310.01 Use of Appropriations (7/16/98) *

PS 3713. 19 Affirmative Action Prograns (11/4/96)

PS 4100. 03 BOP Acquisitions (9/16/96)

PS 4400. 03 Property Managenent Manual (2/27/96)

PS 5251. 04 | nmat e Work and Performance Pay Program
(1/11/96)

TRM 4201. 01 Facilities Devel opnent (4/1/96)
Federal Acquisition Regul ations (FAR)

Code of Federal Regul ations (CFR)

Federal Property Managenent Regul ati ons ( FPMR)

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4120, 3-4121, 3-4134, 3-4144,
3-4145, 3-4146, 3-4189, 3-4199, 3-4205, 3-4206, 3-4207, 3-4312,
3-4323

b. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-2A-01, 2A-02, 2C-10,
2D- 07, 2D-07, 2D-09, 3A-23, 3B-01, 3B-07, 3B-08, 3B-09, 4D 03

c. Anmerican Correctional Association Standards for Adult
Correctional Boot Canp Prograns: 1-ABC 2A-01, 2A-03, 2C-06
3A-02, 2C-06

d. Anerican Correctional Association 2" Edition Standards for
the Adm nistration of Correctional Agencies: 2-CO 2A-01, 3B-01

e. Anerican National Standards Institute (ANSI)
f. National Fire Protection Association (NFPA)
g. National Plunbing Code

h. Nati onal El ectrical Code



PS 4200. 09
CN-02 7/16/98
Page 3

i Uni f or m Mechani cal Code

J. National Board of Boiler and Pressure Vessel Inspectors

k. Sheet Metal and Air Conditioning Contractors National
Associ ations ( SMACNA)

/sl
Kat hl een Hawk Sawyer
Director
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CHAPTER 1
FACI LI TIES ADM Nl STRATI ON AND ORGANI ZATI ON

ADM NI STRATI ON

A. The Facilities Managenent Branch of the Adm nistration

Di vision, under the general direction of the Assistant D rector
for Adm nistration, is responsible for coordination, oversight
and policy devel opnent for facilities managenent activities at
all Bureau of Prisons controlled facilities. See TRM 022.01,
1.1, Facilities Managenent Branch Organi zation Chart, Facilities
Operations Techni cal Reference Manual (TRM.

B. The six regional offices are responsible for new construction
at existing institutions, as well as physical plant inprovenents,
preventive mai ntenance, and power plant and utility systens

(it ncluding UNICOR buildings). New facilities construction
projects may be transferred to regions at the discretion of the
Assistant Director for Adm nistration and the appropriate

Regi onal Director (see TRM 022.01, 1.2, Regional Facilities
Organi zation Chart, Facilities Operations TRM.

C. Institution facility operations are under the Facility
Manager's direct supervision. General supervision is provided by
the Associ ate Warden, appointed by the Warden (see TRM 022. 01,
1.3, Facility Operations Organi zation Chart, Facilities
Operations TRM.

STAFF ORGANI ZATI ON AND RESPONSI BI LI TI ES

A. Regional Facilities Ofice: The Regional Facilities Ofice
is conposed of a Facilities Adm nistrator, an Assistant
Facilities Adm nistrator, and appropriate construction and
techni cal personnel.

1. The Facilities Admnistrator is responsible for the overal
devel opnment, inplenmentati on and managenent of the region's
Bui l dings and Facilities (B&F) programas well as general
oversight of institution facility operations and work
progr anmm ng.

2. The Regional Director shall ordinarily delegate to the
Facilities Adm nistrator the responsibility and authority to
adm ni ster the B&F program and provide direction for institution
facility operations.

3. The Regional Facilities Adm nistrator's responsibilities
i ncl ude:

a. Programm ng and nonitoring B&F funds;



b. Preparing annual budget requests;

c. Establishing B&F projects;
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d. Review ng annual institution B&F requests and
establishing B&F project priority lists;

e. Preparing design prograns for new buil dings and physi cal
pl ant i nprovenents;

f. Furnishing detail ed planning and design services and
i npl enmenting procedures for negotiation and sel ection of
architect/engi neer firnms;

g. Mintaining files for B&F projects, and for
correspondence related to institution Maor Wrk O ders;

h. Processing change orders, suppl enental agreenents,
requests for paynents, and other procedures in the adm nistration
of construction contracts;

i. Reviewng and evaluating bids for construction and nmajor
equi pnent acqui sition;

] . Coordinating the supervision of construction by
contractors;

k. Monitoring reports frominstitutions to eval uate
progress of B&F projects, Major Wirk Orders, preventive
mai nt enance and facility operations;

|. Assisting institutions in conducting Physical Plant
Revi ews, devel oping Master Plans and Strategic Plans (see
provi sions contained in Chapter 13);

m  Providing advi ce concerni ng personnel appointnents to
positions of Facility Manager, General Forenman, Chief of
Uilities and Project Representatives;

n. Reviewng prints, plans, and specifications to ensure

they nmeet the requirenents for seismc safety, life safety,
Architectural Barriers Act, and life cycle costing as well as
guidelines in the Facilities Devel opnent TRM *
B. Institution Facility Operations Departnent: The institution

Facility Operations Departnent is under the Associate Warden's
general direction. At institutions not having an Associ ate
Warden, such as canps, the Superintendent shall assune the
responsibility for directing the departnent (may be del egated to
hi s/ her assistant).

1. |Institution Facility Manager. The Institution Facility
Manager is responsible for:

a. Managenent of all construction, repairs, inprovenents,
and mai ntenance to the physical plant, as well as to UN COR



buil dings. This includes all equipnment, utilities, energy
conservation, and major operating units;
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b. Preparation of prelimnary plans and working draw ngs
and all estimates involving construction and nechani cal work;

c. The departnental budget, personnel managenent,
reporting conpliance, and nonitoring of environnental
requi renents of |ocal, state and Federal regulations;

d. Insuring that required |icenses and permts are obtained
and are on file as prescribed by local, state, and/ or Federal
| aws. Licenses and/or permts nmay be needed to conduct actions
related to boiler plant operations, sewage plant operations,
pot abl e water treatnent, fuel storage tanks, etc.

2. | nstituti on General Forenan

a. The Institution General Foreman is under the Facility
Manager's i nmedi ate supervision and is responsible for assisting
i n the managenent of personnel, budget, and operation of the
Facility Departnent.

b. The CGeneral Foreman assists in the devel opment of the
facility work force focusing attention on the strengths and
weaknesses of existing operations. The CGeneral Foreman is
responsi ble for:

(1) Al construction, maintenance, inspection and repair
of buildings and grounds, and vehicle fleet nmanagenent;

(2) Mnaintenance, operation, and inspection of all utility
systens within the buildings (except heating, ventilating, and
refrigeration systens, where the institution has a Chief of
Uilities).

3. Institution Chief of Utilities

a. The Chief of Uilities is under the Facility Manager's
i mredi at e supervision and is responsible for assisting in the
managenent of personnel, budget, and operation of the power plant
and distribution equi pnent and systens.

b. The Chief of Uilities assists in the devel opnent of the
facility work force, focusing attention on the strengths and
weaknesses of existing operations. The Chief of Utilities is
responsi ble for:

(1) Steamand electric generating plants;
(2) Refrigeration systens;

(3) Sewage and water treatnment plants, including
under ground water supply and storm and sanitary drai nage systens;



(4) Steamdistribution and buil di ng heating systens;
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(5 Ventilation and A/ C systens;

(6) Primary and secondary el ectrical systens from sub-
stations to and including all building entrance panels;

(7) The operation, inspection and mai ntenance of all gas
and oil ovens, conpressed air systens, and simlar equi pnent.

4. Shops and Details

a. Institution construction and mai ntenance are under the
General Foreman's imredi ate control and supervision, except for
t hose shops which are located in or related to the power plant
(see TRM 022.01, 1.3, Facility Operations O ganization Chart,
Facilities Operations Technical Reference Manual). The power
pl ant staff are under the Chief of Uilities' supervision and
control

b. The follow ng shop details are typically under the
supervi sion of the General Forenman:

Aut o Repair Shop Car pent er Shop
Commruni cati ons Shop El ectric Shop
Machi ne Shop Pai nt Shop

Pl unmbi ng Shop Sheet Metal Shop
Wl di ng Shop Landscape

Ceneral Mai nt enance Shop

c. The follow ng shop details are typically under the Chief
of Utilities' supervision:

Steam fitter Shop Wat er Treatment Operator
Power house QOperators HVAC Shop

d. The above list should not be considered as restrictive.
Institutions are expected to have a shop organi zation sufficient
to neet their needs.

e. Institutions are generally del egated authority to
determ ne the nunber and type of shops and shop personnel
required within established staffing guidelines.

(1) A foreman, skilled in the required trade, supervises
and operates each shop.

(2) An assistant foreman may be assigned if the operation
is of sufficient size and scope to warrant additional staff.

f. The Regional Director (through the Regional Facilities
Adm ni strator) nust be notified in advance of any pl anned
changes, additions, or deletions in the existing Facility
Qperations staff.
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5. Tool Control. The Facility Manager shall provide input
into the annual review of tool control Institution Suppl enents.
Al facilities enployees shall assure conpliance wth Bureau too
control procedures as set forth in the Correctional Services
Manual and tool control Institution Supplenents.

6. Staff Meetings. The Facility Operations staff of each
institution shall hold nonthly neetings.

a. Prior to each neeting, an agenda shall be prepared and
distributed to all Facility Operations staff stating neeting tine
and place and topics to be di scussed.

b. Mnutes of each neeting shall be nade avail able to al
Facility Operations staff, with one copy forwarded to the
Regi onal Facilities Adm nistrator as a part of the nonthly
Facilities Operations Report.

7. Empl oyee Trai ni ng

a. It is the Facility Manager's responsibility to ensure
t hat an adequate enployee training programis in effect wwthin
the departnment. The Facility Manager shall coordinate with the
Enpl oyee Devel opnment Manager (EDM) to conplete an annual training
needs assessnent for each departnent enployee in accordance with
current Bureau directives.

b. The EDM shall coordinate the training program All
departnment enpl oyees shall consult with their supervisors and the
EDM to keep thensel ves informed of current Bureau enpl oyee
devel opnent directives.

8. Affirmative Action Prograns. Facilities staff shal
actively support the Bureau's Affirmative Action Program as
contained in the Program Statenent on Affirmative Action Prograns
and nake efforts to encourage the recruitnent, selection, and
training of mnority and female staff. The follow ng activities
shoul d be conduct ed:

a. Include support of the Affirmative Action Programin
monthly staff neetings. Encourage staff to notify qualified
mnority and fenmal e applicants of avail able positions.

b. Coordinate recruitnent activities with the institution
Affirmative Action Program Manager. Ensure potential applicants
are aware of the Facility Departnent's support of Affirmative
Action initiatives.

c. Notify local trade unions, building associations, and
techni cal schools, which support EEO prograns, of vacancies and
application procedures for Bureau positions.
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d. The Facility Manager shall submt a nmenorandum by
Novenber 1 of each year, to the Regional Facilities Adm nistrator
concerning mnority and fermale hiring acconplishnments during the
past 12 nonths. The Regional Facilities Adm nistrators shal
consol i date indi vidual nenoranduns and provide a summary report
to the Chief, Facilities Managenent Branch by Decenber 1 of each
year.

9. Annual lLeave. Al Facility Operations enpl oyees shal
submt requests for annual |eave for the next cal endar year in
accordance wth the Union Master Agreenent.

10. | nmat e Wor ker s

a. Policy. To the extent possible, sufficient nunbers of
inmates with appropriate skills shall be assigned to the Facility
Operations Departnent. This nunber is to correlate with the
approved institution work program

b. Assignnment. Inmate job assignnents should be directed
at maintaining and increasing skills which will enable the inmate
to secure enploynent after release, and at the sane tinme
acconplish the institution work program

(1) The Facility Manager and/or his desi gnee shal
interview each newy assigned inmate in an effort to select the
wor k assi gnnment nost hel pful to the inmate and the work program

(2) Each inmate shall be given copies of work rules,
safety requirenents, or other information panphlets, and witten
expl anation of general rules or procedures which he/she is
expected to observe.

(3) Facility detail supervisors shall maintain a
Hazar dous Material Communi cations Program and provide i nmate
wor kers with appropriate hazardous conmunication information, as
well as the Job Efficiency Training program as required by the
Cccupational Safety and Environnental Health Manual

(4) Inmates show ng satisfactory adjustnents and
denonstrating acceptable skills, dependability, and positive work
habits shall be recommended for assignnent to jobs requiring
hi gher skill levels in accordance with Institution Suppl enents.

c. Level of Responsibility. Al facilities staff are
responsi bl e for the work produced by the departnent, including
that acconplished by innmate workers. As defined in the Program
Statenent on I nmate Wrk and Performance Pay, there are various
skill levels for inmate workers.

(1) There are certain functions which have been, and wl|
continue to be, the responsibility of each individual foreman as



a wage supervisor. Inmates wll not be given the sole
responsibility for:
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(a) The prelimnary planning and |aying out of work
for future projects, including the steps needed to
acconplish them

(b) The interpretation of blueprints or
speci fications;

(c) The determ nation of work procedures when they
affect other inmates or staff;

(d) The substitution of materials or the estinmating of
materials for size, type, or quantity w thout
revi ew,

(e) The checking of other inmate work for quality
and/or quantity against a standard criteria;

(f) The conpletion of work on a project w thout
supervi sory revi ew.

(2) It may becone necessary for a supervisor to perform
tasks which would normally be acconplished by i nmate workers.
This work may be in areas which ordinarily are off limts to
i nmat es; on equi pnment which is critical to security; or above the
i nmate worker's | evel of conpetence, skill, or know edge.

d. Custody. The Facility Operations staff is fully
responsi ble for the control and custody of assigned i nmates and
for assisting in maintaining institutional security. The
Facility Operations staff nmust closely observe all applicable
custodi al regulations and practices in supervising inmate
wor ker s.

e. |Inmate Quotas and Requirenents. The nmanagenent and
staff of the Facility Operations departnent, in conjunction with
the Institution Inmate Performance Pay Conm ttee, shall devel op
realistic quotas of inmate workers for each shop or construction
detail.

(1) These quotas shall guide the classification
commttees/unit teans in making assignnents.

(2) Quotas will be reviewed periodically, with
adj ust rent s nade whenever program changes warrant.

(3) The Facility Manager shall advise the Associate
Warden well in advance of any requirenents for |arger crews or
hi gher skilled workers.

f. Performance Reports. Facility Operations staff shal
submt reports on inmate workers to Case Managenent staff using
the Work Performance Rating Form (BP-324) or other forns an




Institution Supplenment requires.
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g. Guidance and Counseling. Inmate guidance and counseling
is of primary inportance and is the responsibility of each
Facility QOperations enpl oyee.

(1) Inmate workers' attitudes and job performance cannot
be expected to remain constant, and all Facility Operations
per sonnel shoul d be aware of changes and take appropriate action.

(2) Wen inmates encounter adjustnment problens or seek
assi stance on personal matters, discussion of the probl em between
the inmate and hi s/ her supervisor may resolve an otherw se
difficult situation.

(3) Facility Operations personnel shall counsel inmates
under their supervision on personal matters as well as on
probl ens i nvol ving adjustnent to the institution using the
fol |l ow ng procedures:

(a) Recognition of problens;
(b) Handling of those cases where they feel qualified;

(c) Referring to professional staff those cases for
whi ch they do not feel qualified;

(d) Furnishing institution admnistrators with
i nformati on about the inmate's job performance and
attitudes;

(e) Participating in decisions affecting the inmate's
j ob st atus.



P.S. 4200. 09
CN- 01, December 31, 1996
Chapter 2, Page 1
CHAPTER 2
WORK PROGRAMM NG, SCHEDULI NG AND REPORTI NG

GENERAL PROCEDURES

A.  Under the Warden's general supervision, an Associ ate Warden
(or other staff nenber appointed by the Warden or Superintendent)
is responsible for the supervision the institution work program
He or she shall exercise primary influence in coordinating
manpower, funds, and materials in program planning and

i npl enent ati on.

B. The Facility Manager, under the Associ ate Warden's general
supervision, is responsible for planning, program scheduling, and
reporting of construction and mai ntenance activities in
accordance wth this Mnual

SUPPLI ES AND MATERI ALS

A. Procurenent of Supplies and Materials

1. Purchase Requests. The Facility Manager is responsible for
aut hori zi ng purchase requests for materials, equipnent, and
supplies required for work projects.

a. |If materials are not on hand in the warehouse or shop
stock, he or she shall assist the Controller to prepare
procurenent specifications. Materials purchased through the
credit card program are excl uded.

b. To ensure accurate accounting, all purchase requests
shall be properly identified by accounting classification code,
of fice control nunber, Mnor Wrk Request, Mjor Wrk Oder, or
Project Nunmbers, to ensure accurate accounting.

2. Procurenent. It is the Controller's responsibility to
arrange for the tinmely procurenent of supplies requested for
approved BOP projects. |If there are delays in procuring

materials, the Controller shall advise the Facility Mnager.

3. Requisitions (Purchase Requests). Shop forenmen perform ng
wor k covered by a M nor Wrk Request, Major Wrk Order, or B&F
project are responsible for requisitioning materi al s.

a. They shall prepare the required fornms and forward them
t hrough the appropriate supervisor to the Facility Manager. The
type of forns and approval procedures nay vary to neet
requi renents for purchases nmade under the credit card program

b. In each case, the requisition shall indicate the
specific M nor Wrk Request, Major Wirk Order, or B&F project



nunber involved. \Wenever practical, all of the materials and
supplies required for the work shall be requested on one
requi sition.
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4. Buildings and Facilities (B&F) Supplies. Al B&F supplies
and materials in stores shall be tagged or otherw se identified
by the B&F project nunber. When it is inpractical for the
storekeeper to store certain itens because of their bulk, or when
they are to be delivered to the project site for i mmedi ate use,
the itenms nmust retain their identification by project nunber and
may be used only on the project for which purchased.

5. Records Reconciliation. Cost Center Manager at the
institution, regions, and Central Ofice are responsible for
insuring that fund control nunbers are assigned to all obligation
docunents and for certifying that funds are available in their
respective Cost Center prior to the creation of obligations.

Specifically, Cost Center Managers are responsible for adhering
to the Budget Execution Manual, Chapter 4, for controlling,
recordi ng, and adm ni stering each of their cost center's in the
S&E and B&F appropriations.

a. At least on a nonthly basis, review the financial
managenent M scel | aneous Obligation Records (MORs).

b. Mke any adjusting entries, as needed, to the facilities
budget tracking database to reflect differences.

MODI FI CATI ON OF EXI STING FACI LI TI ES

A Central Ofice Approval: The Regional Facilities

Adm ni strator shall submt to the Central Ofice for approval
initial designs for new construction at existing institutions and
for renovations that change the use condition or design of

exi sting buil dings. *

1. The Chief, Facilities Programs, is responsible for
reviewing all submttals fromthe Regional Facilities
Adm nistrators. The Chief shall be guided by the standards for
new construction in the Facilities Devel opnent TRM To pronote *
consi stency and enhance the quality and validity of the reviews,
both at the regional and Central Ofice |levels, the follow ng
i nformati on nmust acconpany all project submttals:

a. The submtted prints shall have been revi ewed by
appropriate regional staff, approved by the Regional Facilities
Adm ni strator, and be of sufficient size and clarity and detail
for the reviewer to determ ne policy conpliance.

b. A conparison of the proposed net square footage versus
the respective design program s net square footage nust be
provided for each identified space. (Total area square footage
conparisons shall not be considered acceptable.)

c. An explanation of whether the project entails new



construction or the renovation of existing space.
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d. Any deviation from programrequirenents nust be
justified. (The degree of conpliance with program standards may
vary dependi ng on whet her the project involves new construction
or the renovation of existing space.)

e. An indication of any time constraints which may i npact
review priority.

B. Regional Approval: No nodification or addition to existing
buil dings or utility systens, including fences, site work and/or
t opogr aphy, etc. shall take place without the prior witten
approval of the Regional Facilities Adm nistrator or his/her

desi gnee including nodifications to doors, doorways, walls,
floors, ceilings, or nodifications which alter the performance of
autility or mechanical system Routine maintenance or

repl acenent of conponents does not require regional approval.

The Regional Facilities Adm nistrator is responsible for insuring
all nodifications to existing facilities, including new
construction, neet the requirenents of this Program Statenent,
Executive Order 12699 regarding Seismc Safety, the Architectural
Barriers Act, and 42 U. S. C. 4151-4157 using the Uniform Feder al
Accessibility Standards (UFAS) as conpliance rules. In addition,
all nodifications shall neet the requirenments in effect when the
nodi fication is designed regarding fire protection and life
safety. All requests shall be exam ned for consistency with the
gui delines contained in the Facilities Devel opnent TRM Any
proposed deviation fromthose guidelines should be fully
justified. *

Life Cycle cost analysis, as defined in Public Law 100-615, shal
be perfornmed on all nodifications, new construction, and energy
consum ng maj or equi pnent using the approved Departnent of Energy
(DCE) software.

C. Safety Manager Review. The institution Safety Manager shal
review and sign any plans for alterations, renovations, and

i n-house new construction before subm ssion to the Regi onal
Ofice.

D. Wrk Programmi ng Committee Approval: The Chair of the Wrk
Programm ng Comm ttee shall review and sign any plans for
alterations, renovation, and in-house new construction.

E. D sposal of Real Property: The disposal of real property
(buil di ngs and ot her structures) shall be acconplished in
accordance the Property Managenent Manual, Chapter 18, and the
Federal Property Managenent Regul ations contained in 41 CFR Part
101-47, Uilization and Di sposal of Real Property. The required
forms and instructions are contained in TRM 022. 01, 2.1, Request
for Disposal of Real Property, Facilities Operations TRM
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M NOR WORK REQUESTS

A. General: Mnor Wrk Requests for repair, maintenance, or
construction are submtted to the Facility Manager. Staff are
encouraged to submt requests for work invol ving new
construction, repair, and maintenance of buil dings, grounds, and
facilities. Staff occupying reservation housing shall submt
requests to the Facility Manager in accordance with | ocal

pr ocedur es.

1. Limt. |If the cost of the work itemw Il not exceed
$3,000, the Facility Manager or designee shall classify it as a
"M nor Work Request" (TRM 022.01, 2.2, Mnor Wrk Request,
Facilities Operations TRM. He or she shall approve or
di sapprove the request, and process it according to the
provisions in this Chapter.

2. Exceptions. Repairs of an energency nature may be nade
after a tel ephone request, with witten confirmation submtted on
t he next normal business day.

B. Processing: Mnor Wrk Requests are assigned a priority
rati ng, request nunber, and approval signature before being
forwarded to the appropriate shop forenan.

1. Priorities are designated as follows by the Facility
Manager or designee:

a. "1" - URGENT. Wbirk is given preference over all pending
work with other priorities and is to be acconplished
chronol ogi cal | y.

b. "2" - ROUTINE. Wrk is acconplished in chronol ogical
order as soon as possible after conpleting "1" URGENT priority
i tens.

2. Nunbers shall run in series as issued by the Conputerized
Mai nt enance Managenent System ( CMVB).

3. After the work is conpleted, the appropriate shop forenman
shall conplete the formand return it to the Facility Manager. A
conpl eted Wrk Request shall indicate all tine, materials, and
cost expended for the job.

4. Disapproved work requests are returned to the originating
departnment head. One copy of the di sapproved work request shal
be maintained in a manual file for one year.

C. Records: The Facility Manager shall maintain a copy of al
M nor Work Requests in progress in an "Open Wrk Request"” file
arranged by shop/work center.



1. Wen the original is returned after conpletion of the work,
the copy shall be destroyed. The original is maintained in a
"Conpl eted M nor Wirk Request" file.
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2. The conpleted file shall be maintained in nunerical order
for one year. This hard copy file is in addition to the
aut omated CMVS requirenments contained in Chapter 16.

D. Mnor Wrk Request Log: The CMVS shall be used in |ieu of
manual records to maintain the Mnor Wrk Request Log.

E. Staff Requests: Staff nenbers may request all types of work
t hrough their departnent heads, using the M nor Wrk Request
form

1. The submtting departnment head nust sign M nor Wirk
Request s.

2. Mnor Wrk Requests shall be filled out in triplicate, with
the original and one copy sent to the Facility Manager. The
third copy is retained for the submtting departnent's records.
Institutions with local area networks (LANs) may transmt M nor
Wrk Requests electronically. Electronically transmtted work
requests shall be considered approved by the submtting
departnent head with the inclusion of his/her nane and the word
"SI GNED" .

3. An exception to this requirenent is made only when
energency repairs are needed, in which case the request may be
made by tel ephone, with witten confirmation submtted later. |If
the Facility Manager, GCeneral Foreman, or Chief of Utilities
cannot be contacted i nmedi ately concerning energency repairs, the
appropriate shop, powerhouse, or facilities personnel are to be
contacted directly. Facilities departnent staff conpleting
energency repairs after normal working hours nust conply with
institution policies governing the use of staff overtine.

MAJOR WORK ORDERS

A. General: Wrk requests for maintenance and repairs including
alterations, renodeling, and equi pping (structurally installed
equi pnent) of existing facilities that are $10,000 or |ess and

m nor inprovenents for which property records are not required
and are $10,000 or less, are subnmtted to the Facility Manager.
This shall include work requests financed within the approved
deci sion unit "P" budget and other decision units including
UNICOR. If the cost of the work item exceeds $3,000, the
Facility Manager shall initiate a Major Wirk Order (see Section
2.3, Major Wrk Order, of the Facilities Operations Techni cal

Ref erence Manual). In limted instances, with specific approval,
mai nt enance and repairs which exceed $10, 000 may be funded as a
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Maj or Work Order when energency circunmstances necessitate such
expenditures in order to address imedi ate threats to institution
security and/or safety.

Al Major Wirk Orders costing between $10, 001 and $50, 000 shal
be approved/ denied at the Regional Ofice by the Regional
Director. Mjor Wrk Oders that exceed $50, 000 shall be
approved/ denied at the Central Ofice by the Assistant D rector
for Adm nistration. All proposed Major Wrk Orders shall be *
submtted to the Wirk Programm ng Conm ttee for processing in
accordance with the procedures identified in this section.

For further clarification on the use of S&E funds, refer to
the Program Statenent on the Use of Appropriations. *

1. The Work Programm ng Conm ttee shall approve/di sapprove S&E
projects funded fromdecision units other than "P' and docunented
as a Major Work Order if either of the foll ow ng pertain:

# Wrk will alter the physical plant or utility system
or

# Wrk will require 80 manhours or nore of facility staff
tine.

2. Accountability of S&E funds provided fromdecision units
other than "P" is the appropriate cost center nanager's
responsi bility.

B. Ilnitiation: The Major Work Order form shall be supported by
cost estimates, staff man-hours, drawings if required, projected
starting and conpletion dates, etc. Sufficient information shal

be submtted to enable the Work Programm ng Conm ttee to consider
and eval uate the job.

C. Authority of the Work Programm ng Conmittee: The Wrk
Programm ng Comm ttee shall approve or disapprove all Mjor Wrk
O ders.

1. If it appears that work may exceed the authorized funds or
previ ously approved estimate for a Major Wrk Order, the
Comm ttee nust review and approve additional funds prior to
obl i gation.

2. If the commttee deens it necessary to fund a Maj or Work
Order for maintenance and repairs between $10,001 and $50, 000,
the Chi ef Executive Oficer shall request approval fromthe
Regi onal Director. For requests that exceed $50, 000, the Chief
Executive Oficer shall request approval through the Regional
Director fromthe Assistant Director for Admnistration. These
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approval s nust be granted before work can begin on the project.
The fundi ng of approved Major Wrk Oders shall not exceed
authorized limts without the appropriate prior approval. *

3. Docunentation of commttee actions shall be reflected in
the mnutes of the Work Progranm ng Comm ttee neeting or Mjor
Wrk Order narrative

D. Processing: Mjor Wrk Oders which are approved and funded
shal | be nunbered and processed as foll ows:

1. The chair of the commttee signs the work order, indicating
approval or disapproval and the date action was taken.

2. The Facility Manager assigns a nunber to the approved work
order. Major Wirk Orders are nunbered in a separate series from
M nor Work Requests and prefixed with the letters "MAO'. The
first set of digits indicates the institution identification
nunber, the second set is the Wirk Order Nunber starting with one
and runni ng consecutively each fiscal year, and the third set
indicates the current fiscal year (e.g., "MAD 124-01-96").

3. Once established, a Major Wrk Order Nunmber shall remain
the sanme until conpletion of the project.

4. Major Work Orders that are not conpleted within the fiscal
year established, shall be reviewed by the commttee prior to the
begi nni ng of the new fiscal year. Unobligated funding
requi renments nust be determ ned and be identified in the new
fiscal year budget. Docunentation of the conmttee actions shal
be reflected in the neeting mnutes and the MAD nonthly report
dat abase narrative for each active MAD

5. The Work Programm ng Conmttee shall review the status of
Maj or Work Orders nonthly, with changes in priority schedul es
docunented in the mnutes. A nonthly priority listing may be
established at the institution for commttee use.

6. A copy of the work order shall be forwarded to the
appropriate shop foreman. After the work is finished, the
foreman shall conplete the formand return it to the Facility
Manager .

7. \Wien work order projects involve nore than one shop, a
suppl enmental copy shall be prepared and forwarded to each shop
i nvol ved.
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a. Supplenental Wirk Orders are identified by Major Wrk
Order nunber and suffix letter A, B, C, etc., as required. The
word "supplenental”, to distinguish it fromthe original, shal
be not ed.

b. A record of supplenental copies issued shall be
mai nt ai ned on the original Major Work Order. As each phase of
the project is conpleted, the Supplenmental Wrk Order shall be
mar ked conpl ete and shall indicate the total funds obligated and
staff man- hours expended. Supplenental Wrk Orders nust be filed
in the Major Work Order File Folder after conpletion of work.

E. Disapproval: D sapproved Major Work Orders shall be signed
by the Chairman of the Wirk Programm ng Conmittee and returned to
the originator, advising that person of the disapproval.

F. Records: Records regarding all My or Work Orders shall be
mai nt ai ned as foll ows:

1. The Facility Manager shall maintain an individual file
fol der for each approved Major Wirk O der

2. Major Wrk Oder file folders shall be established in
accordance with the Facilities Operations Techni cal Reference
Manual .

3. File folders are |abeled with the identifying work order
and CWB reference nunber and MO title, and includes the
follow ng rel evant information:

M nor Work Request

Original cost and staff man-hour estinates

Original copy of Major Work Order

Maj or Work Order Suppl enents

CEO request to exceed the $10,000 linmt to Regiona

Di rector

Regi onal Director’s approval of MAD s between $10, 000
and $50, 000

Assistant Director for Admnistration’s approval to
exceed the $50,000 limt *

Equi prent justification

Revi sed cost estimate

Copy of Work Programm ng m nutes referencing MAD
revisions

Suppl enmrental MAD conpl et ed/ si gned by shop forenman
Conpl eted MAD signed, with total cost/hours

MAD dat abase report (nonthly)

HHEH OHHEHR H H O HHEHHH
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Proj ect phot os/ Vi deos

Copi es of open Requisitions, PRs, POs, Partia
Recei vi ng Reports

Copi es of conpleted Requisitions, Receiving Reports,
Charge Accounts and Cash Pick-up

Summary of expenditures

Dai ly Construction Log Book, if required

All rel ated correspondence

Approved Contract Modifications (change orders)
Dr awi ngs/ Pl ans/ Speci fi cati ons approved by
Institution/Regional Ofice/Central Ofice

HEERHRHEHRHR H HH

4. The Regional Facilities Adm nistrator shall maintain copies
of all Major Wrk Oder docunents that requires Regional review
and approval. An individual file folder is not required for each
approved MAD docunent.

G Wrk Oder Conpletion: Wen the shop foreman returns the
wor k order upon conpleting the work, it shall be placed in the
Maj or Work Order file. Wen necessary, a copy shall be forwarded
to the Controller for billing to Federal Prison Industries
(reference the Accounting Managenent Manual ).

H Myjor Wrk Order Log: The CMVS program shall be used in lieu
of manual records to maintain the Major Wrk Order Log.

|. Contract Work: The Facility Manager shall establish a daily
Construction Log Book for each work order being acconplished
wholly or in part by contract. |If the contractor involvenent in
the work order is less than two days, a construction | og book is
not required unless the Regional Facilities Adm nistrator
specifically requests it.

1. The construction |og shall be a bound book (not |oose |eaf)
and shall contain the follow ng data, nunbered as shown (where
"none" is the correct entry, it should be so indicated):

a. Nunber of workers by trade which the contractor and/or
FBOP have on site each day;

b. Visits to construction site by project A firm
Identify individuals by nane and title and provide a brief
description of visit purpose, including Iength of visit;

c. Weather conditions, such as tenperature, wind, humdity,
rain, etc., which would affect construction progress;

d. Any unusual facts that could affect the construction
pr ogr ess;
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e. Any outstanding deviations fromthe specifications
and/ or drawi ngs and reasons for these deviations;

f. Corrective action taken on any devi ati ons;

g. Conpletion date of phase, such as footings, walls,
roofs, utilities, major equipnent set, etc.;

h. A description of all Change Orders and approval;

i. Any other facts of relative inportance to the Wrk
O der;

J. Signature of foreman responsible for maintaining the | og
after each daily entry.

2. The Facility Manager shall visit work order project sites
and sign the construction | og book weekly.

3. Wien the project is 100 percent conplete and cl osed, the
daily construction | og book shall be retained as a part of the
conpl eted Major Work Order file in the Facility Departnent.

WORK PROGRAMM NG COWM TTEE

A.  Purpose: The Wrk Programming Comrittee is responsible for
formul ating and prioritizing construction, repair, and
mai nt enance activities.

B. Menbership: The commttee consists of the Associ ate Warden
(who shall serve as Chairperson), Facility Manager, Controller
Ceneral Foreman, Chief of Uilities, Safety Manager, and

Associ ate Warden (Industries) or Industries Superintendent.

Addi tional staff may participate with the consent of the
chai r per son

C. Duti es of Menbers

1. The Associate Warden is responsible for overall supervision
of the Work Program and presides as chair at Conmttee neetings.
He or she shall determne the date and time of neetings, initiate
advance notices to nenbers, and consult with the Facility Manager
to determine inmate and personnel assignnents and to predict the
avai lability of manpower for future work projects.
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2. The Facility Manager is responsible for recomendi ng a
schedul e for acconplishing each work item including the start
date and tinme span needed, with consideration given to the
fol | ow ng:

exi sting work | oad;

availability of funds and enpl oyees for supervising
wor k;

avai l abl e i nmat e hours;

weat her conditi ons;

equi pnent required,

mat eri al procurenent and;

spaci ng of work to provide a reasonably constant and
continuing cycle of enploynent.

HEHEHRHRHEHRHR HH

3. The Controller shall coordinate financing and materials
procurenent with the approved work program

a. He or she shall make determ nations as to financing and
identify the activities and accounts to which itens are properly
char geabl e.

b. In consultation with the Facility Manager, the
Controller shall reconcile proposed work scheduling with the
availability of funds, recomend budgetary adjustnents, and
arrange procurenent and delivery of materials consistent wth the
wor k schedul e.

D. Meetings: Meetings shall be held at | east once a nonth on an
establ i shed schedule that allows adequate tinme for the Facility
Departnent's Monthly Report to be processed and forwarded to the
Regi onal O fice for receipt by close of business the 15th day of
each nont h.

E. Meeting Agenda: The neeting agenda for the Monthly Wrk
Programm ng Meeting shall be conducted in accordance with the
prescribed format. The foll ow ng program areas nust be

addr essed:

1. Mnor Wrk Request Report;
2. Preventive Wrk Oder Report;
3. Inmate Manpower Report;

4. Staff Manpower Report;
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5. Budget Report;

6. Modtor Vehicle & Equi pnent Usage Report;

7. Major Wrk Oders: The Commttee shall review each
approved Major Wrk Order (new, current, and work orders
conpl eted during the nonth) including:

wor k order nunber and title,

dat e approved/start date,

estimated conpl etion date,

estimated cost,

estimated staff hours

obl i gati ons,

staff labor to date,

approxi mate percent conplete to date,
date conpl eted (when appropriate), and
monthly narrative

HEHRHEHHFEHHEHRH

8. Buildings and Facilities and Buildings and I ndustries
Projects: The Commttee shall review each approved B&F or B&l
proj ects including:

B&F/ UNI COR proj ect nunber and title,
funds allotted to date,

| ast date worked on,

funds obligated to date,
percent conpl et ed,

schedul ed begi nni ng dat e,
schedul ed conpl etion date,
total B&F man- hours,

B&F man- hours this nonth,
total S&E man- hours,

S&E man-hours this nonth, and
mont hly narrative

HEHFHHFEHHEHHEHRH

9. Mnutes of Wirk Programm ng Conm ttee Meetings: M nutes of
each neeting shall be taken; however, neither word-for-word
m nutes nor the use of a recorder or stenographer is necessary.
Information contained in the nonthly status reports (Major Wrk
Order and B&F Progress Reports) need not be repeated in the
m nut es.

a. Mnutes should contain a summary of:
(1) the actual decisions of the neeting, identifying each

Maj or Work Order and B&F project on which decisions are nade by
name and nunber;
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(2) the status and priority of Major Work Orders and B&F
projects the Commttee revi ewed;

(3) new Major Wrk Orders approved along with a brief
description and estimted cost; and

(4) proposed B&F projects to be submtted for approval
along with a brief description and estimted cost.

b. A copy of the Monthly Report shall be nade available to
Comm ttee nenbers.

GENERAL REQUI REMENTS

A.  The Commttee shall review new submttals of Mjor Wrk
Orders and B&F projects. The Facility Manager shall supply the
Commttee with the followng information for each new submttal:

A description of the proposed work request including the
si ze and scope and any unusual conditions;

Det ai |l ed cost estinmate;

Estimated staff man-hours;

Single Iine drawing, if required; and

Projected start and conpl eti on dates.

ERHEHEHR H

B. The Commttee shall either approve and fund the request or
di sapprove and return a copy of the submttal to the originator.

1. |If approved, process according to this Chapter.

2. If the coommttee approves a Major Work Order that is
estimted to exceed the $10,000 MO |inmt, follow the procedures
contained in this chapter.

C. The Commttee shall review applicable testing and inspection
reports (see TRM Facilities Operations Technical Reference
Manual ) to ensure appropriate corrective action is initiated.

D. The Commttee shall exam ne all departnental programreviews
and responses to determ ne any requirenents to schedul e work
proj ects which address findings.

E. The Commttee shall review all justification data concerning
B&F project submttals (including UNICOR projects). These
justifications shall be submtted to the Regional Facilities
Adm ni strator each year in accordance wth Chapter 3.
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I f the urgent need for a project arises during the year,
institutions may submt interimjustifications at any time with a
revised priority listing.

REG ONAL REPORTI NG

A. Each institution shall submt a nonthly report to its
respective Regional Ofice by the 15th of each nmonth. The report
must be submtted in the approved database format and contain
information fromthe previous nonth. The database reporting
format will be issued annually as an Qperations Menorandum In
addi tion, individual Regional Facilities Adm nistrators may
require that nmonthly reports be submtted in hard copy.

B. Each Regional Facilities Adm nistrator shall maintain nonthly
report database files fromeach institution for the |ast conplete
fiscal year and current fiscal year.

CENTRAL OFFI CE REPORTING. Each Regional Ofice shall conpile
monthly report data submtted fromtheir institutions and forward
the consolidated data electronically to the Chief, Facilities
Qperations. The nonthly report is due in the Central Ofice by
the | ast day of each nonth for the previous nonth's data.



PS 4200. 09
CN-02 7/16/98
Chapter 3, Page 1
CHAPTER 3
BUI LDI NGS AND FACI LI TI ES PRQJECTS

DEFI NI TI ONS

A. Buildings and Facilities (B&F) Funds: The B&F appropriation
is provided for the purchase and acquisition of facilities, new
construction at new and existing facilities, renovations, najor
repairs, and equi pping such facilities for penal and correctional
use, and rel ated necessary expenses. The B&F funds are al so
provi ded for construction, renodeling, and equi ppi ng necessary
buil dings and facilities at existing penal and correctional
facilities, including all necessary expenses incident thereto.

B&F funds are "no-year" funds, nmeaning the funds are avail abl e
until expended and do not |apse at the end of a fiscal year.

| nportantly, while the funds do not have tine limtations, their
use is confined to the basic B&F purposes outlined in the
appropriation’s | anguage as descri bed above.

The B&F appropriation will normally fund the foll ow ng:

1 constructing new facilities and new construction at existing
facilities,

renovations at existing facilities that exceed $10, 000,

maj or repairs that exceed $10, 000, and

equi pping the facilities with itens that are consi dered part
of the physical plant necessary to equip a facility.

For further clarification on the use of B&F funds, refer to the
Program St atenent on the Use of Appropriations. *

B. Repairs and Inprovenents (R& ): This termrefers to projects
covering the installation or repair of fixed capitalized

equi pnrent and repair, inprovenent, alteration, or expansion of an
existing facility, which cost |ess than $500, 000.

R&l project phasing should not be used to circunvent the Line
| tem budget process.

C. Line Itenms: This termrefers to all projects covering new
construction, repair, inprovenent, or alterations costing
$500, 000 or nore.
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D. Fixed Capitalized Equipnent: Assets of a |ong-term character
that are relatively permanent in nature and are intended to be
hel d or used over a nunber of years. Typical exanples of this
type of equi pnent includes bake ovens, boilers, deep well punps,
heating/ventilating/refrigeration systens, telephone systens,
fuel oil systems, elevators, and other itens that are considered
to be part of the physical plant.

REQUESTS FOR BUI LDI NGS AND FACI LI TI ES PROJECTS

A. Mast er Pl anni ng

1. Since B&F funds are |imted, it is necessary to determ ne
institution requirenents and establish priorities to ensure that
the nost critical needs are net.

a. Projects submtted through the B&F budget process should
be consistent with the institution's Strategic Plan Goals. O her
consi derations shall be Physical Plant Reviews, Program Review
Fi ndi ngs, and di screpancies found during institution physical
pl ant i nspections.

2. The institution Wrk Programm ng Commttee shall serve as
the master planning group responsible for formulating the annual
B&F budget subm ssi on.

a. Typically, the Wrrk Programm ng Conm ttee neets to
formul ate annual B&F budget subm ssion before the end of the
second quarter of the fiscal year to allow tine to prepare the
submttals by the due date. For exanple, a Commttee neeting
conducted in January or February 1996 (FY 96) considers R&l
projects for FY 1997 and Line Item projects for FY 1999.

b. The Commttee shall function as a master planning group
consi dering Physical Plant Reviews, Program Review Findi ngs, and
di screpanci es found during the institution physical plant
i nspections as primary resources in the devel opnent of proposed
projects and priority |ists.

c. The Facility Manager shall prepare and distribute a
menor andum at | east one nonth in advance of the nmeeting to notify
all departnent heads of the neeting tine, place, and purpose.

The nmenorandum shal |l identify what action they should take to
have future projects considered and state that the Facility
Department can assist themto fornul ate any necessary
docunentation. A copy of this nmenorandum shall be mai ntai ned on
file in the Facility Manager's Ofi ce.
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d. The Facility Manager shall present to the Commttee the
status of the B&F program including projects in progress, prior
year R& and Line Item subm ssions, Line Itens expected to be
approved for the next fiscal year, and the effect those projects
wi || have on physical plant |ong range planning.

e. The Facility Manager shall present those projects which
are increnents of phased projects planned over a period of years.

f. The Work Progranmm ng Comm ttee shall consider proposed
projects and establish separate priority lists for R& and Line
|t em proj ects.

(1) The Commttee shall forward proposed R& and Line
Itempriority lists to the Chief Executive Oficer for final
approval. Upon approval, a copy of the priority lists shall be
submtted to the Budget and Planning Commttee for informational
pur poses.

(2) The Work Progranmm ng Committee actions shall be
docunented in the nmeeting mnutes of the Monthly Facility
Operations Report.

(3) The approved priority lists and required schedul e of
cost inputs are then submtted to the appropriate Regi onal
Facilities Adm nistrator in accordance with provisions contained
in this Chapter (see the Facilities Operations Technical
Ref erence Manual, 3.1, Priority Listing; 3.2, Schedul e of Cost
| nputs; and 3.3, Detail Estimating Sheet).

3. Line Itemproject requests shall be exclusive of proposed
projects already included in the R& submttal. Phasing of R&l
projects to avoid Line Item project planning is discouraged, as
is consolidation of routine maintenance projects (M or Wirk
Orders) into R& projects.

B. Project Justifications: Project justifications are to be
submtted in the Schedul e of Cost Input spreadsheet format. The
SCl . SS spreadsheet, (see Section 3.2, Schedule of Cost Inputs,
Facilities Operations Technical Reference Manual), is a First
Choi ce spreadsheet that is to be used unless the Regional
Facilities Adm nistrator authorizes and issues a Lotus
spreadsheet. The Lotus spreadsheet shall be obtained fromthe
Central O fice, Resource Managenent Branch

A separate schedule of cost input shall be prepared on proposed
R& projects, up to a maxi numof five (5) projects. Line Item
projects shall have a schedul e of cost input prepared on proposed
projects, up to a maxi mumof two (2) projects. The conpletion of
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Advance Procurenent Plans (APP) shall be acconplished consi stent
with the provisions in the Program Statenent, BOP Acquisition
Pol i cy.

Phased projects shall be thoroughly explai ned, show ng fiscal
years to be funded. Regional Facilities Adm nistrators may
require the division of Line Itemprojects into specific
categories. If that is required, Facility Managers shall be
provided witten instructions fromtheir Regional Ofice.

1. The Schedul e of Cost |nput spreadsheet (refer to the
Facilities Operations Technical Reference Manual) mnust contain
the informati on necessary to accurately describe what is to be
acconplished wwth the project, provide justification for the
project, and develop reliable cost estimates. Detailed |line by
line instructions are provided in the Facilities Operations
Techni cal Reference Manual, exhibit 10. Particular attention
shall be given to the follow ng i ssues when conpl eting the
Schedul e of Cost |nput spreadsheet:

a. Current Conditions. A justification describing why the
project is necessary. Be concise, but descriptive enough so the
severity of the condition is conveyed, as well as possible
consequences if the project is not approved.

Provide conplete information, if the project is required in
response to an increase in population, indicate the rated
capacity and current overcrowding rate. Provide the age of the
institution or building and any other relevant facts to support
the proposal, i.e., violation of codes due to the recent changes.

If the project is a continuation of a programstarted in
previ ous years, the anmount previously obligated and total funds
required in future years shall be included.

b. Proposal. A description of the proposed project,
i ncluding the size and scope and any unusual conditions.

(1) As an exanple of size and scope, a "garage addition"
shoul d i ncl ude di nensions of addition, type of building
construction (structural design, roof system etc.), nunber and
type of vehicles to be housed, construction cost per square foot,
utility service requirenent, and whether it is attached to
anot her bui | di ng.

(2) Additional conditions mght include type of existing
construction, such as drai nage, rock and/or sand to be excavat ed,
accessibility, seismc, and life safety requirenent, etc.
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(3) Ildentify nmethod of acconplishing work, such as
contract, in-house, or a conbination of contract and i n-house
| abor.

c. Cost Estimates. The total estimated funding for the
desi gn and construction cost and the estimted cost of staff
supervi si on

(1) This cost includes a general breakdown of the
estimated cost by features, such as electrical, plunbing, site
preparation, hardware, etc.

(2) Al estimated costs shall be item zed by object class
(see Detail Estimate Sheet, Facilities Operations Techni cal
Ref erence Manual). |[If the Regional Facilities Adm nistrator
approves, cost estinmates generated through the Tinberline
software program may be substituted for the Detail Estimating
Sheet, Facilities Operations Technical Reference Manual.

(3) The requirenent for staff supervision (B&F position)
nmust be addressed, including how long the position will be
required. The cost of staff relocation and sal ary nust be
included in overall project cost figures.

d. Oher Resources. Oher resources required for the
project, such as equipnent (justifications shall be attached for
all equipnment itens to be procured wth project funds).

e. Energy Consunption. Any inpact the project will have on
energy consunption in buildings and/ or vehicl es.

f. Life Cycle Cost Analysis. A life cycle cost analysis
shall be conpleted for each piece of capitalized equi pnent or
mechani cal system and all conponents of a building or structure
that could affect energy consunption (e.g. w ndows, insulation,
exterior wall materials) in accordance with Public Law 100-615.

C. Due Dat e

1. R& priority lists and justifications shall be submtted to
the Regional Facilities Adm nistrator by June 15 of each year.
The appropriate Regional Ofice shall provide the approved
spreadsheet format (see Schedul e of Cost Input, Facilities
Operations Techni cal Reference Manual).
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2. Line Itemproject priority lists and justifications shal
be submtted to the Regional Facilities Adm nistrator by October
15 of each year. The appropriate Regional Ofice shall provide
t he approved spreadsheet format (see Schedul e of Cost | nput,
Facilities Operations Technical Reference Manual).

3. If the urgent need for a project arises during the year,
institutions may submt energency or special project
justifications at any tinme in accordance wth provisions
contained in this Chapter.

4. The Regional Facilities Adm nistrator shall conpile Line
Itempriority listings. He or she shall then submt, by
Decenber 15 of each year, a Regional Priority List to include
justifications in the format provided by the Chief, Resource
Managenent .

TERM LIM T FOR B&F MODERN ZATI ON AND REPAIR (MBR) PROJECTS

A. Term

1. An MR project (B&F Decision Unit 3 project), not
Congressionally approved or officially reprogramred, shall be
issued for a termnot to exceed three years (cal endar) ending on
the three year anniversary (expiration date). These are projects
not identified wwth an "L" or "R' after the date in the project
name in the Financial Managenent System or Financial Mnagenment
| nformati on System

a. The start date for this M&R project is determ ned by
addi ng one nonth to the date of project establishment. The three
year anniversary of this B&F project is calculated fromthe start
dat e.

b. For exanple: An M&R project is established Decenber 7,
1997. The start date for the project is January 7, 1998. The
three year anniversary date is January 7, 2001

c. To ensure projects are being funded tinely, Facilities
Managenment, Central O fice, shall performnonthly queries of al
projects established during the prior nmonth. |If funds are not
put into the project by the next allotnent cycle, the project
wi |l be cancel ed.
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B. Noti ce of Expiration

Three nonths prior to the expiration date of the M&R
project, Facilities Resource Managenent shall provide the
appropriate Regional Facilities Admnistrator with a |ist of
projects for the regions that will expire. The Regional
Facilities Adm nistrator nust respond, within 30 days of receipt
of the list, with a status of each project and the action to be
taken, i.e., closure or extension request.

C. Ext ensi on Request

1. The Warden shall request, thru the Regional Director, to
the Assistant Director for Adm nistration, one extension to the
termof a project. The extension request shall be nmade no
| ess than two nonths prior to the expiration date of the project.
The request will include the follow ng information:

a. explanation for project delays

b. neasures taken to ensure conpletion wthin proposed new
schedul e

c. new conpletion date

C. Approval / Deni al of Extension Request

1. The request to extend the project expiration date nust be
ei ther Approved, Approved with Changes, or Denied. |If the
project is approved or approved with changes, a new final
conpl etion date and possible additional requirements will be
included with the approval letter. |[If the extension request is
denied, the following wll happen:

a. the original conpletion/expiration date will be in force;

b. closing procedures nust be initiated; and

c. any remaining funds nust be noved out of the project.
Facilities Managenent, Central O fice, shall automatically

contra-all ot any remaining bal ance of funds fromthe project to
the Central Ofice on the third year anniversary date.
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D. Expirati on of Project

1. If, onthe third year anniversary date, the project is
still open and unobligated funds remain, Facilities Managenent,
Central Ofice, will automatically contra-allot the remaining
funds to the Central Ofice. A nenorandum of notification wll
be sent fromthe Assistant Director for Adm nistration through
the Regional Director to the Warden, asking that the project be
cl osed.

REG ONAL B&F ADM NI STRATI ON

A. Repair and | nprovenent (R& ) Funds

1. R& funds are distributed to Regional Ofices annually. To
ensure fair fund distribution, a point systemis used to reflect
the facility size and conplexity, recent renovations, and present
condi tion.

a. One point is assigned to a canp or institution having
consi derabl e recent renovation or having several nmajor renovation
projects in progress.

b. Two points are assigned to the average FCl with average
requirenents.

c. Three points are assigned to the average institution
havi ng a canp.

d. Four points are assigned to major institutions having a
canp.

2. Regional Ofices shall distribute project funds to
institutions based on project priority lists and justifications
submtted in accordance with provisions contained in this
Chapter. The distribution of R& funds fromthe Regional Ofice
to institutions need not follow the point distribution formula
but may be based on a project by project needs assessnent.
Regional O fices allot funds in accordance with prepared
al l ot ment schedules submtted in witing by the institutions,
show ng object class for each quarter throughout the life of the
project (see Section 3.4, B&F Allotnment/Plan Revisi on Request,
Facilities Operations Technical Reference Manual).

3. The Regional Facilities Adm nistrator shall notify
institutions by letter of project approval and all otnent,
delineating project title, project nunber, and anount approved.
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B. Line Item Funds

1. The Central Ofice allots Line Itemfunds to Regi onal
O fices according to the projects designated in the Public Law
for that fiscal year

a. Regions are advised of approved Line Itens by letter and
in turn advise institutions by allotnent letters. Allotnent
letters shall indicate project title and nunber and anount
approved.

b. Regional Ofices allot funds in accordance with prepared
al l ot ment schedules submtted in witing by the institutions,
show ng object class for each quarter throughout the life of the
project (see Section 3.4, B&F Allotnment/Plan Revision
Request, Facilities Operations Technical Reference Manual).

2. The Central Ofice assigns Line Item project nunbers before
allotment. Budget activities for Line Itens are assigned at the
time of allotnment, in accordance with the Accounting Managenent
Manual .

3. Funds appropriated as Congressional Line Itens are used for
pur poses as described in the appropriation | anguage or as
specifically designat ed.

4. |f a Congressionally approved project is no |longer required
due to a change of m ssion or program the funds nmust be returned
to the Central O fice. A request for transferring the funds to
anot her appropriate project nmay be submtted for consideration.

a. The Regional Director shall submt a request to the
Assistant Director, Adm nistration Division, with a copy to the
Chief, Facilities Managenment Branch, describing the forner
project and circunstances which elimnated its intended purpose.

b. A conpleted justification describing the new work with
detailed cost estimates shall be furnished with the request.

c. In many cases, Congressional concurrence nust be
obtai ned prior to approval by the Assistant Director. Funds
shall not be transferred fromthe project until the Assistant
Director for Adm nistration has provided witten approval.

5. Congressional Line Itemprojects shall not be suppl enented
nore than 10 percent or $500, 000, whichever is |ess, wthout
witten approval fromthe Assistant Director for Adm nistration.
In many cases, Congressional concurrence nmust be obtained prior
to approval by the Assistant Director.
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6. A Line Itemproject (either Decision Unit 2 or Decision
Unit 3) shall be deened 100 percent conplete when all undelivered
orders are received, and all work identified in the project
description has been acconplished. Upon 100 percent conpl etion,
financial closure shall be requested and the bal ance of funds
shall be contra-allotted back to the Central Ofice. The
Regi onal Facilities Adm nistrator shall submt a witten request
for contra-allotnment of funds to the Chief of Facilities
Managenent .

7. The transfer of funds between Decision Units shall not be
acconplished wthout prior witten approval of the Assistant
Director for Admnistration. In many cases, Congressional
concurrence nust be obtained prior to approval by the Assistant
Director.

C. New Facilities B&F Funds: New facilities B&F funds are
appropriated by Congress for site planning and construction of
new facilities.

1. New facilities are designated as “Z” projects by the Design
and Construction Branch, Central Ofice.

2. These funds nay be allotted to the appropriate Regi onal
O fice near conpletion of construction.

3. New facility construction funds may be re-allotted to the
new institution to cover specific small construction itens which
have been approved by the Central Ofice Project Manager.

4. A project shall be deened 100 percent conpl ete when al
undel i vered orders are received, and all work identified in the
proj ect description has been acconplished. Upon 100 percent
conpletion, financial closure shall be requested and the bal ance
of funds shall be contra-allotted back to the Central office.

D. Emer gency and Special Projects

1. Regions shall adjust their R& budget priorities to
acconpl i sh unpl anned by necessary R& projects. Regional offices
should maintain R& reserves to fund energency projects.

2. Proposed, unfunded projects that require Central Ofice
assi stance shall be handl ed as foll ows:

a. The Regional Director shall submt project
justifications which fully explain the project requirenents and
urgency to the Assistant Director for Adm nistration, wth a copy
to the Chief, Facilities Managenent.
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b. The Regional Ofice shall also submt to the Assistant
Director for Adm nistration a funding source anal ysis, which
i ncl udes the foll ow ng:

(1) A prioritized list of all B&F projects in the Region
(R& and Line Itens) which are not substantially started, show ng
t he unobl i gated bal ance for each project, as well as an
identification of any existing R& reserves;

(2) The Regional Director's recommendations as to which
of the above projects can be cancel ed or reduced in scope to
conpletely fund or substantially offset the cost of the unpl anned
B&F proj ect.

c. Staff in the Admnistration Division, in conjunction
with the Regional Facilities staff, shall analyze this
i nformati on.

d. Facilities Managenent Branch staff shall prepare a
proposal for the Assistant Director's review and approval,
di scussing programnerits of the project. |If the project is
recommended for approval, a funding source shall be proposed,
either fromregional funds or through a reprogranmm ng action.

REG ONAL B&F FUND ACCOUNTABI LI TY PROCEDURES

A. CGeneral: Although the official accountability for B&F funds
is the Regional Conptroller's responsibility, the Facilities

Adm ni strator nust maintain a record of allocations and
allotnments for ready reference. This is acconplished through the
Fi nanci al Managenent System (FMS) and Fi nanci al Managenent

I nfformati on System (FMS). Each regional office has a conputer
termnal for the FM S capable of entering information and
extracting reports.

B. Plan/Allotnment of Funds: The docunent used to authorize a
change in the financial plan for a project or an allotnent is the
B&F Al | ot nent/ Pl an Revi si on Request (see Section 3.4, Facilities
Operations Technical Reference Manual). The financial plan is
the total amount of funds established for the entire project.

For Line Itemprojects, the plan nust equal the appropriated
anount unl ess funds are reprogramred into or out of the project.
For R&l projects, the plan shall be established at the region and
i ncreases or decreases nust be reflected as they occur.

1. This is a formal request fromthe Facilities Staff to
Fi nanci al Managenent to allot B&F funds to an institution for a
specific project. Additionally, Central Ofice Facilities
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Managenent Branch uses this formto allot funds fromthe Centra
O fice to Regional Ofices.

2. To effect changes in a project plan or allotnent, the
Facilities Adm nistrator nust submt the conpleted formto the
Comptroller. The Conptroller will have the appropriate
information keyed into FMS. It is inportant that the form be
conpletely and accurately filled out.

3. This formw |l also be used to establish allotnments for al
four quarters of a fiscal year as well as to change an all ot nent
at any given tine.

4. Alotnments are made in even hundreds except when closing a
proj ect .

C. Financial Mnagenent Reports: The Financial Managenent
System (FMS) and Fi nanci al Managenent Information System (FMS)
provi des detailed information on project funds by Decision Unit,
obj ect class, and quarter. Many different reports are produced
by both the FM5 and FM S syst ens.

1. The primary report for nonitoring the funds is the FMS
Mont hly Regional/Institution B& Status Report (100.45). Al
information on this report is cunmulative for the life of the
project. Facility Managers shall nonitor these reports to ensure

accurate B&F fund control. It nust be noted that the 100.45
report only reflects the cunul ative operating plans through the
current quarter. 1In addition, there are many other reports that

wi |l provide useful information (see the institution Controller).

2. FM S reports may be run as needed on an individual project
by object class, institution, quarter, etc. A listing of these
reports is available in the FM S User's Mnual .

D. Initiation of New Projects

1. Beqgi nni ng of New Fi scal Year

a. Upon receiving the appropriate information, the region
shal | enter an apportionnent schedule into FMS for the new
projects established for the next fiscal year.

b. This information nust be keyed into "information only
ver sions".

c. Version 35 is for R& , and Version 37 is for Line |tens.
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spread t AdealB& mditog nemit @ R leoutRetvhies i larf dremfuesiie smh@dedte tsthaudtdch
estimated obligations as nearly as possible. |If the project wll
not be conplete within the first fiscal year, the all otnent
schedul e shoul d extend into the succeedi ng year.

e. Staff in the Budget Execution Branch, Central Ofice,
w Il then conbine this new B&F Al |l ot nent/ Pl an Revi si on Request
schedule with the carry-over funds and produce a new operating
pl an.

E. Additional Projects: The B&F Al ot nent/Pl an Revi si on Request
is used to initiate a new project. The Plan is to be keyed in
FM S when the project is nunbered and funds are all ocat ed.

F. Proj ect Nunber Assi gnnment

1. The Chief, Resource Managenent in the Central Ofice
assigns project nunbers at the request of the Regional Facilities
Adm nistrator. B&F project nunbers are identified by a
conbi nation of letters and nunbers starting with al pha, nuneric,
al pha thru al pha, al pha, nuneric. For exanple, project nunber
AAl, the first letter "A" identifies the Md-Atlantic Region and
the next two digits "Al" represent a sequential listing of
proj ect nunbers assigned to the Md-Atlantic Region.

2. The followng chart illustrates the current letter and
nunber assignnents to each region. The letters | and O and the
numeral zero are not used.

REG ON LETTERS PRQIECTS
M d- Atl anti c Regi on A B &C AlA- CZ9
Nor t heast Regi on DL E &F D1A- FZ9
Sout heast Regi on G H &J GLA- JZ9
North Central Region K, L &M K1A- MZ9
South Central Region N, P, Q &R N1A- RZ9
West ern Regi on S T, &U S1A- UZ9

3. Letters V, W X, Yand Z wll not be issued under the new
met hod but held in reserve for use on special projects.

PRQIECT ADM NI STRATI ON

A. Construction Docunents. The Regional Facilities

Adm ni strator coordi nates preparation of construction docunents,
i ncluding Statenment of Wirk (SOW, working draw ngs, technical
speci fications, Governnent cost estimates, and other contract
docunents for approved projects.




PS 4200. 09
CN-02 7/16/98
Chapter 3, Page 14

1. They may be prepared by institution staff, regional office
personnel or an Architect/Engi neer (A&) firm

2. The Regional Facilities Admnistrator and, if required, the
Chief, Facilities Progranms, shall approve all design,
devel opnent, and prelimnary construction docunents before
purchase of materials, issuance of an invitation to bid on the
project, or comrencenent of construction.

3. \When construction docunents are prepared, the follow ng
gui deli nes shall be foll owed:

a. Statenent of Wirk (SON. The SOWNshould be witten in
clear, sinple ternms, preventing nore than one interpretation and
must conformto FAR Part 10.

b. Working Drawings. Draw ngs submtted for approval shal
be conplete, clear, and accurate. Enough details shall be
provided to give a conplete understanding of the project
| ocati on, scope, and conplexity.

c. Specifications. Preparation of specifications are to be
coordinated with the institution Contracting Oficer to ensure
that all requirenments of Federal Regul ations, Federal Standards,
etc. are net. Specifications covering work to be perfornmed by
contract shall state clearly the scope of work and what portion
of the work, if any, is to be done by the Governnent.

d. Changes. Changes from approved constructi on docunents
are not to be nmade without the Regional Facilities
Adm nistrator's prior witten approval

e. Applications for Paynent, A& Contracts. A&E
applications for paynent shall be reviewed and signed by the
Regi onal Facilities Adm nistrator, Contracting Oficer and
Contracting O ficer's Technical Representative, if appropriate.
The Regional Facilities Adm nistrator must verify A&E
per formance/ services prior to recomrendi ng paynment of A&E
applications for paynent to the Contracting O ficer. The
verification docunentation of A&E performance/services shall be
mai ntai ned in the Regional project files.

f. Applications for Paynment, Construction Contracts.
Contractor applications for paynent will be reviewed and signed
by the Facility Manager, Contracting Oficer, Contracting
Oficer's Technical Representative and A&E representative, if
appropriate. Processing paynent requests through the Regi onal
Adm nistrator is optional and at that Adm nistrator's discretion;
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however, the Regional Facilities Adm nistrator nust review and
sign final paynent requests.

g. Docunentation. The follow ng docunentation nust be
filed in the appropriate project folder and provided by the
Facility Manager with each application for paynent that is signed
and forwarded to the Regional Facilities Adm nistrator or
Contracting Oficer.

(1) Docunent the Bureau’s anal yses of the percentage of
wor k conpl eted as conpared to the percentage reported on the
contractor’s paynment request.

(2) Docunent analyses to verify that the dollar amounts
requested by the contractor for each work category are
commensurate wth the percentages of work conpl eted.

(3) Verify and docunent that nonconform ng work was
corrected prior to approval of contractor paynent requests.

(4) Verify and docunent approval of contract
nodi fications prior to approval of contractor paynent requests
whi ch include the nodifications.

B. Construction Supervision. Project Representatives or Project
Foremen the Regional Director selects may supervise nmajor new
construction and repair and inprovenent projects financed by B&F
funds or by Federal Prison Industries.

1. Personnel assigned to a project, including the Project
Representative and/or Project Foreman, shall be under the
Facility Manager's adm nistrative supervision. They shall be
responsible to the Facility Manager for such matters as work
schedul i ng, reporting, inmate crew assignnents, progress
phot ographs, etc., and shall follow existing institution rules,
regul ati ons, and procedures.

2. Project Representatives and/or Project Foreman shall be
fully responsible for the project to which they are assigned, and
they nmay be responsi ble for supervising all subordi nate personnel
assigned to the project.

3. The Project Representative D stributed Learning Course
shal | be conpleted by each Project Representative or Project
Foreman within 3 nonths of selection to the position. Facility
Managers, GCeneral Foreman, and Chief of Utilities shall conplete
the Course within six nonths of selection to their respective
positions.
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4. Project staff assigned duties as a Contracting Oficers
Techni cal Representative (COTR) nust conplete required
certification training.

5. Institution shops and personnel shall be used as necessary
to performproject work if adequate project personnel and
facilities are not avail abl e.

C. B&F Constructi on Personnel Assignnents

1. Positions assigned to B&F construction projects shall be
funded fromspecific project allotnents. However, if the
majority of a pay period is devoted to a secondary project, the
Facility Manager mnust provide the necessary information to the
time and attendance clerk who will key in the proper accounting
code to pay the project position fromthe secondary project. The
Facility Manager nmust notify the Regional Facilities
Adm ni strator prior to obligating salary funds against a
secondary project.

2. Al B&F positions are controlled by the Chief, Facilities
Qperations in the Central Ofice and are established at
institutions as required for particular B&F projects upon the
Regi onal Facilities Adm nistrator's recomrendati on.

3. Positions for R& projects are established for the duration
of a project and abolished at the conclusion of the project.
Positions for Line Item projects are established/ abolished in
accordance to authorization contained in Congressional
appropriations.

4. The Chief, Facilities Operations nust approve the re-
establ i shment of positions to another B&F project.

5. Al personnel actions concerning B&F positions shall start
in the Central Ofice at the Regional Facilities Admnistrator's
request. The request shall be by nenorandumto the Chief,
Facilities Operations (not a Form 52) and nust i ncl ude:

Institution and project nunber

Position title and series

Estimat ed duration of project

Justification for position

Position establishnent date

Action to be taken, i.e., abolish/establish, fill
vacancy, vacate a position.

ERHEHEHHEH
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6. The Regional Human Resources O fice shall classify all B&F
positions.

7. Institutions should be aware that B&F positions are
assigned only for the duration of the project.

a. Alnost wthout exception, persons selected for these
positions are career or career conditional enployees.

b. If another B&F project position is not avail able, the
institution nmust absorb these enployees into its S&E conpl ement
at the conpletion of the project.

8. Institutions may assign additional qualified institution
personnel (S&E) to work on B&F projects, if required. No S&E
sal ary obligations shall be incurred agai nst any B&F project
w thout prior witten approval of the Regional Facilities
Adm ni strator and Chief, Facilities Managenent Branch in the
Central Ofice.

D. Daily Construction Log Book. Project Representatives and/or
Project Forenmen are responsible for maintaining a daily log for
each assigned B&F project being conpleted wholly or in part by
contractors (log books are avail able through the Regi onal
Facilities Adm nistrator). |If the contractor involvenent in the
project is less than two days, a construction | og book is not
required unless the Regional Facilities Adm nistrator
specifically requests it. The use of a single construction |og
book to record work activities for nore than one project is

di scour aged.

1. The construction |og book shall be bound, not | oose |eaf,
and contain the follow ng data, nunbered and |isted as shown (if
"none" is the appropriate entry, this should be so stated):

a. Nunber of people by trade the contractor and/ or Bureau
has on site each day;

b. Visits to construction site by project A firm
Identify individuals by nane and title and provide a brief
description of visit purpose, including length of visit. 1In
addi tion, include names and purpose for visit for all other
visitors to the construction site;

c. Weather conditions, such as tenperature, wind, humdity,
rain, etc., which would affect construction progress;

d. Any unusual facts that could affect the construction
progr ess;
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e. Any outstanding deviations fromthe specifications
and/ or drawi ngs and reasons for such deviations;

f. Corrective action taken on any devi ati ons;

g. Conpletion date of phase, such as footings, walls,
roofs, utilities, major equipnent set, etc.;

h. A description of all Change Orders and approval s;

i. Any other facts of relative inportance to the project;
and;

]. Signature of Project Representative/ Foreman after each
daily entry.

2. The Facility Manager shall visit B&F project sites and sign
the | og book weekly.

3. Adaily log shall be maintained for UNICOR projects in the
same format.

4. \Wen the project is 100 percent conplete and cl osed, the
daily |1 og book shall be retained as part of the conpl eted project
file in the Facility Departnent.

E. Records: Records regarding all B&F projects shall be
mai nt ai ned as foll ows:

1. The Facility Manager shall maintain an individual file
fol der for each approved R& and Line Itemproject. Conpleted
project files shall be maintained indefinitely in a secure area
for future reference.

2. B&F File Folders shall be established in accordance with
the File Folder Format, Facilities QOperations Technical Reference
Manual .

3. File folders (six conpartnment folders, three ring binders,
etc.) are labeled with the identifying project and CMWE reference
nunbers and the project title, and include the follow ng rel evant
i nformati on:

Copy of Strategic Plan reference

Project justification/approval |etters/APP

Oiginal cost estimate

Revi sed cost estimate, if required

Equi prent Justification, if required

Copy of B&F Allotnment/All otnment Letters/Financial Plan

ERHEHEHHEH
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Phot ogr aphs/ Vi deos

Mont hly progress reports

Request for Project C osure Menorandum

Copi es of open requisitions

Copi es of conpleted requisitions

Fundi ng/ Expendi t ures summary

Construction Daily Log Book, if required

All rel ated correspondence

Contract nodifications (change orders) and applications
for paynent

Dr awi ngs/ Pl ans/ Speci fi cations approved by institution,
Regi on and Central Ofice

H OHHEHHEHHEHHEH

4. The Regional Facilities Adm nistrator shall maintain an
individual file folder for each approved B&F project at al
institutions within his or her region. These files nay be
mai ntained in either a hard copy file or electronic nedia.

5. File folders are labeled with the identifying project and
CWS reference nunber and the project title, and include the
follow ng rel evant information:

Project justification/approval |etters/APP

Oiginal cost estimate

Revi sed cost estimate, if required

Equi prent Justification, if required

Copy of B&F Allotnment/All otnment Letters/Financial Plan
Mont hl'y progress reports

Request for Project C osure Menorandum

Copi es of open requisitions, if regional expenditures

Copi es of conpleted requisitions, if regional

expendi tures

All rel ated correspondence

Contract nodifications (change orders)

Dr awi ngs/ Pl ans/ Speci fi cati ons approved by institution,
Region and Central Ofice

A&E contract

Construction contract

HHE OHHEH HHEHHHHHHH

F. Proj ect Design and Constructi on Schedul es

1. The devel opnent of a planned schedul e shall be acconpli shed
on all B&F projects and reported on the initial Construction
Progress Report. This reporting process shall begin when funds
are allotted to a specific project.
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2. Typically, the original planned schedul e of design and
construction activities shall not be altered for the life of a
project. However, if circunstances beyond the institution CEO s
control delays project progress, the Wrk Programm ng Conm ttee
shal | submt a nmenorandum which fully explains project del ays
and identifies a new conpletion schedule, through the CEOto the
Regi onal Director.

3. |If approved, the original planned schedule shall be changed
to reflect the new schedule and dates. The nonthly narrative
section of the Construction Progress Report nust identify the
pl anned schedul e change and provide a brief explanation. This
information nust remain in the narrative section of the
Construction Progress Report for the life of the project. A copy
of the approval nenorandum fromthe Regional Director nust be
filed in the project folder.

G Construction Progress Reports. The Facility Manager submts
Construction Progress Reports to the Regional Facilities

Adm ni strator and institution Controller for each R& and Line
Item project as a part of the Institution Monthly Facilities
OQperations Report. The nonthly report database reporting format
W Il be issued annually as an Operations Menorandum  Specific

[ ine-by-line instructions on conpleting the Construction Progress
Reports are included in the report format.

H. Proj ect Conpl etion

1. \Wen a project has been conpl eted, the percentage of
conpl etion shall be shown as 100 percent on the Construction
Progress Report, and the date of conpletion included in the
narrative. The narrative shall identify the date the Facility
Manager requested financial close-out to the institution
Controller. Once a project is reported 100 percent conplete, no
further Construction Progress Reports are required.

2. A project shall be shown as 100 percent conplete and
financial closure requested when all undelivered orders are
received, and all work identified in the project description has
been acconpl i shed.

3. Once a project is reported as 100% conplete, the Facility
Manager shall forward a "Request for Financial C ose-out"”
menmorandumto the institution Controller (wthin 60 days)

i ndi cating conpletion of the project and request financi al
managenent cl ose-out. A copy of this nmenorandum shall be placed
in the official project file folder, with a copy forwarded to the
Regi onal Facilities Adm nistrator.
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4. After reporting project conpletion, no additional
obligations shall be incurred against the project.

UNI COR PROJECTS

A, Funds for UN COR Buil dings and I nprovenents (B& ) projects
are "no-year" funds approved by the UNI COR Board of Directors.

B. UNICOR projects are divided into R& (projects |ess than
$500, 000) and Line Item ($500,000 and above). Projects are

pl anned, prioritized, requested, approved, adm nistered, and
accounted for in accordance with the foregoing procedures of this
chapter, with the follow ng exceptions:

1. Line Itemproject requests fromthe institution shall be
coordi nated through the Regional Facilities Adm nistrator prior
to being forwarded to the UNI COR Pl anni ng, Research and
Activation (PRA) branch.

2. R& project requests are sent to the appropriate UN COR
program manager for eval uation; he or she then nmakes a
recomendati on to Corporate Managenent.

3. Requests for R& projects shall be in the format required
for B&F projects, wth a Request for Special Authorization (RSA)
attached. (The RSA formis prepared by UNICOR). UNI COR staff
are to conplete these with the Facility Manager's assi stance.

4. Justifications, (see Schedule of Cost Input, Facilities
Operations Technical Reference Manual), are to be conpleted for
all projects and acconpany each RSA submtted.

5. Subsequent to approval, UN COR projects shall be entered
into the institution work program This shall be acconplished
t hrough the Work Programm ng Commttee foll ow ng the procedures
identified in Chapter 2.

6. The Facility Manager shall submt Construction Progress
Reports for B& projects as a part of the Monthly Facilities
Operations Report.

7. Accountability of B& funds is the responsibility of
UNI COR. B& accounting procedures are independent of the
Bureau's FM5 and FM S syst ens.
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CHAPTER 4
ARCHI TECT - ENG NEER SERVI CES

POLI CY SUVMARY. The acquisition of Architect-Engi neer (A&E)
services shall be in accordance with the current Federal

Acqui sition Regulation (FAR). (See TRM 022.01, 4.1,

Archi tect/Engi neer Eval uation, Facilities Operations Techni cal
Ref erence Manual ).

REFERENCES

A.  The applicable portions of the FAR inplenent 40 U.S. C
541-544

B. FAR Part 36 - Construction and Architect-Engineer Contracts,
Subpart 36.6 - Architect-Engi neer Services

C. FAR, Part 5 - Publicizing Contract Actions
D. FAR Part 15 - Contracting by Negotiation
E. FAR Part 52 - Contract C auses

PROCUREMENT of A&E SERVI CES

A.  Procurenent of A&E services shall be acconplished at the
Regi onal | evel

B. Evaluation and selection of firnms for A&E services shall be
acconpl i shed t hrough eval uati on boards and t he desi gnated
sel ection authority.

C. A designated Contracting O ficer shall conduct negotiation
wth A&E firns.

RESPONSI BI LI TI ES

A. Regional Facilities Admnistrator. It is the responsibility
of the Regional Facilities Admnistrator to retain an indefinite
guantity services contract for Architect and Engi neering

Servi ces.

B. Pr oj ect Manager

1. Al Buildings and Facilities (B&F) projects shall be
assigned to a Project Manager. Unless otherw se designated by
the Chief, Facilities Managenent, the Project Manager shall be
the Regional Facilities Adm nistrator.

2. The Project Manager is responsible for all R& or Line Item
projects at existing BOP facilities within his/her region as well



as activation and renovation projects to convert an acquired
facility into a BOP institution.
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3. Project Managers shall be assigned with the final approval
and apportionnment of funds for a project. Different Project
Managers nmay be assigned for different phases of a project.

4. The assigned Project Manager may del egate the role of
project manager to a qualified nenber of his or her staff.

5. The Project Manager is responsible for determ ning project
requi renents, including the need for A&E services, and for
coordinating activities related to the acquisition of these
services. The Project Manager serves as the Contracting
Oficer's Technical Representative (COTR) to the extent that such
authority is del egated.

C. Contracting Oficer

1. Contracting Oficers for all A& contracts shall be one of
the foll ow ng:

a. Central O fice Contract Specialist.
b. Regi onal Contract Specialist.

2. Contracting Oficers are responsible for directing and
negoti ating all changes (nonetary and non-nonetary) to the
contract. This authority may not be delegated to the Project
Manager or any of the Project Manager's representatives.

MAI NTENANCE COF DATA ON FI RMS

A. Each Regional Facilities Adm nistrator shall collect and
mai ntain data on firms within his or her region in accordance
wi th FAR, Subpart 36.6 (FAR 36.603, Collecting Data On and
Appraising Firms Qualifications).?

B. Files shall be reviewed and updated at |east once a year (Re:
FAR 36.603(d)).

C. The Central Ofice is not required to maintain data on firns.

D. The Regional Ofice need not maintain records on firns

| ocated outside its region, except those firns with which they
have had contracts. When information is needed for firns outside
of regional boundaries, it can be obtained fromthe appropriate
Regi onal O fice.

)
1 This requires the utilization of Standard Form 254 (SF 254),

"Architect-Engi neer and Rel ated Services Questionnaire" and, when
appl i cabl e, Standard Form 255, "Architect-Engi neer and Rel ated
Services Questionnaire for Specific Project.™
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PUBLI CATI ON REQUI REMENTS/ ELI G BI LI TY

A. Re: FAR Part 5 - Publicizing Contract Actions
B. For each required A& contract, the Project Manager shal
develop for transmttal through the Contracting O ficer, a notice
for publication in the Commerce Business Daily (CBD), soliciting
prospective firnms (see TRM 022.01, 4.2 in the Architect/
Engi neering Section, Facilities Operations Technical Reference
Manual ). The notice nust include:

1. Contracting office, address, and the nane and tel ephone
nunber of the contracting officer to contact for further
i nformation;

2. Supply/service classification code and nane (i.e.,
Ar chi t ect - Engi neer Servi ces);

3. ldentification and | ocation of the project;

4. Description of the project, including any potenti al
pr obl ens;

5. The scope of service required,

6. The evaluation criteria to be used and their relative
i nport ance;

7. Construction cost |imtation or estinated project cost
range;

8. Type of contract proposed (i.e., fixed price, etc.);

9. Estimated start date;

10. Date by which responses to the notice nust be received;
11. Any special project requirenents or unique el enents;

12. Ceographical or other limtations on eligibility for
consi derati on;

13. Any required special qualifications;

14. The statenent, "Firns desiring consideration shall submt
appropriate data as described in Nunbered Note 24. This is not a
request for proposal”

15. Requests for SF 254 and SF 255.

C. The Contracting Oficer shall prepare and transmt the CBD
notice of contract award (Re: FAR, Subpart 5.3 - Synopsis of



Contract Awards).
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D. Unl ess otherw se approved by the Chief, Facilities
Managenent, geographical limtations on eligibility for
consideration are as foll ows:

1. The geographical area for eligibility should be held as
cl ose as possible to the project site while ensuring that an
adequat e nunber of prospective qualified firns will be avail able.

2.  The maxi num geographical area for eligibility shall be the
state in which the project is located, with the foll ow ng
exceptions: |If a project is |located near a state border or, if
the Project Manager anticipates that an adequate nunber of
prospective qualified firns wll not be available, the area may
be expanded to include the adjacent state or states.

3. Prime consultants of a prospective AR firm(i.e.,
architectural, structural, civil, mechanical, electrical) should
be limted to the sane area as the AAE Firm

4. The Project Manager may designate a geographical area of
eligibility less than an entire state if a sufficient nunber of
qualified firms would be avail able for consideration.

EVALUATI OV SELECTI ON CRITERI A

A. Re: FAR Subpart 36.6, 36.602-1 - Selection Criteria

B. The criteria used in the evaluation and sel ection of A&E
firms (see TRM 022.01, 4.1, Architect/Engi neer Eval uati on,
Facilities Operations Technical Reference Manual) shall include
the foll ow ng:

1. Professional qualifications necessary for satisfactory
performance of the required services (i.e. licensed to practice
in the state in which the project is |ocated);

2. Specialized experience and technical conpetence in the type
of work required;

3. Capacity to acconplish the work in the required tine;

4. Past performance on contracts for governnent agencies
and/or private industry projects in terns of cost control,
quality of work and conpliance with performance schedul es;

5. Location in and knowl edge of the general geographical area
of the project;

6. Any additional criteria established by the Project Manager.

EVALUATI ON BOARDS




A. Re: FAR Subpart 36.6, 36.602-2, 36.602-71 - Eval uation
Boar ds
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B. Each Regional Director or his/her designee shall appoint the
menbers of the A&E Eval uation Board. Typically, the Regional
Facilities Adm nistrator serves as the chairperson of the

per manent and/or ad hoc A&E Eval uation Board for projects

assi gned for his/her managenent.

C. The Chief, Facilities Managenent Branch or his/her designee
shal |l chair an ad hoc A&E Eval uati on Board for each project
assigned for his/her managenent and appoint fromtwo to four
addi ti onal nenbers to such boards.

D. Optional, separate pre-screening boards may be utilized by
the Project Manager to conduct initial evaluation of the
prospective firnms; a different Eval uation Board may interview the
firms selected for further discussions. However, it is desirable
to retain the same chairperson

EVALUATI ON BOARD FUNCTI ONS. Under the general direction of the
head of the contracting activity, and Eval uati on Board shal
performthe foll ow ng functions:

A. Re: FAR, 36.602-3 - Evaluation Board Functi ons

B. Prior to review by the Board, subm ssions in response to
solicitation notices for A&E services shall be screened to
confirmthat they are fully eligible and neet all geographi cal
and special requirenents, including those listed in the current
Standard Form 254 (SF 254). 1In addition, they should have
conpl eted and submtted an appropriate SF 255.

C. Using the appropriate evaluation forns and through

i ndependent assessnents by its nenbers, the Eval uation Board
shall review the current files on eligible firns and the
responses to the solicitation notice.

1. The Board shall evaluate the firns in accordance with the
establ i shed eval uation/selection criteria. Any changes made to
established criteria nust be docunented in the evaluation file.

2. In accordance with FAR 36.602(c) and FAR 15. 609, the Board,
in conjunction with the Contracting O ficer, shall select the
proposals in the conpetitive range for the purpose of conducting
di scussi ons.

D. Al firnms considered during the initial review shall be
informed as to whether or not they have been selected for further
consi derati on.

E. Interviews shall be scheduled with the firns sel ected.

1. Each firmshall be informed of what is expected during the
interview (i.e., length of interview, informal discussion or



formal presentation, introduction of personnel, points or areas
of interest to be addressed, types of evidence of qualifications
desired, etc.).



P.S. 4200.09
April 3, 1996
Chapter 4, Page 6

2. Each firmshall be furnished any additional information
avai |l abl e regardi ng the proposed project, such as the scope of
the program site information, construction budget, schedule, and
draft of proposed contract, if avail able.

3. Interviews should normally be conducted in the firns'
offices by at |east three nenbers of the eval uation board.

F. Using the appropriate evaluation forns (see TRM 022.01, 4.1,
Archi tect/Engi neer Evaluation, Facilities Operations Techni cal
Ref erence Manual ) and through i ndependent assessnents and

coll ective discussions by its nenbers, the Eval uation Board shal
recommend, in order of preference, at least three firns
considered to be the nost highly qualified to performthe
required services.

1. The chairperson shall prepare a selection report to include
a sunmary description of the Board's discussions and eval uati on.

2. Copies of the fornms for the evaluation and interviews shal
be attached to the report.

G For prospective A& contracts estimted to exceed snal
purchase [imtation, the selection report shall be sent to the
sel ection authority for review and approval.

H.  For prospective A& contracts not expected to exceed snal
purchase limtation, one of the follow ng procedures may be used
to select firmns:

1. Selection by the Board: The Evaluation Board shall review
and evaluate A& firnms as outlined above. The selection report
shall serve as the final selection |ist and shall be provided
directly to the Contracting Oficer, with the indication that it
serves as authorization to commence negotiations (Re: FAR
36.602-5, (a)); or

2. Selection by the Chairperson of the Board: The Board may
decide that formal action by the Board is not necessary for a
particul ar sel ection, and the chairperson shall review and
evaluate A& firns as outlined above. The chairperson shall send
the selection report to the selection authority for review and
approval (Re: FAR 36, 602-5, (b)).

SELECTI ON AUTHORI TY

A. The selection authority for all BOP A& contracts shall be
the Chief, Facilities Managenent, for existing institutions
(except as noted above).

B. Selections shall be nade in accordance with FAR, 36.602- 4
(Sel ection Authority).
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1. The selection authority shall review the Eval uation Board's
recommendati ons and nake the final selection, listing, in order
of preference, the firns considered nost highly qualified to
performthe work.

2. If the firmlisted as the nost preferred by the selection
authority is not the one recomended as the nost highly qualified
by the Eval uation Board, the selection authority shall provide a
witten explanation for the preference.

3. If the firnms recommended in the report are not deened
qualified or the report is considered inadequate for any reason,
the selection authority shall record the reasons and return the
report to the Evaluation Board chairperson for appropriate
revision.

4. The approved final selection list shall be sent to the
eval uati on board chairperson to be forwarded to the Contracting
Oficer.

EVALUATI OV SELECTI ON DOCUMENTATI ON.  Records of all decisions and
copies of all correspondence shall be maintained to reflect the
entire selection process. These records will becone part of the
entire contract file and nust be maintained in a | ogical and
chronol ogi cal sequence. The file should include the results of
the Eval uation Board and the individual nenbers' reports.

RELEASE OF | NFORVATI ON ON FIRM SELECTION Re: FAR 36. 607
(Rel ease of Information on Firm Sel ection)

GOVERNMENT COST ESTI MATE

A. Re: FAR 36.605 (Governnment Cost Estimate for Architect-
Engi neer Work).

B. The Project Manager shall prepare and furnish to the
Contracting O ficer an independent governnment estimate of the
cost of A&E services for any proposed contract action, regardless
of doll ar val ue.

C. The estimate shall be furnished to the Contracting Oficer
bef ore commenci ng negotiations with a selected firm

D. The estinmate shall be devel oped froma detail ed anal ysis of
the required work as though the government were submtting a
proposal. The estimate shall be prepared utilizing Standard
Forns 2630 and 2631 or conparable formats.

E. The A& firmshall be required to submt a proposal,
utilizing S.F. 2630 and 2631 or conparable fornmats to expedite
conpari sons between it and the governnent estimate during the
negoti ati on process.



F. Access to information concerning the governnent estimate
shall be limted in accordance with FAR 36. 605(b).
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NEGOTI ATl ONS

A. Re: FAR 36.606 - Negotiations and FAR 15.903 - Contracting
Oficer Responsibilities, (d)(1)(ii). FAR 15.903 (d)(21)(ii)
states: For architect-engineering services for public works or
utilities, the contract price for the estimated cost and fee for
production and delivery of designs, plans, draw ngs, and
specifications shall not exceed six percent of the estinmated cost
of construction of the public work or utility, excluding fees.

B. Unless otherw se specified by the selection authority, the
final selection authorizes the Contracting Oficer to begin
negoti ati ons.

C. The Project Manager or a designated representative shal
attend negotiations to assist the Contracting Oficer. However,
the Contracting Oficer is responsible for conducting
negoti ati ons.

D. Before final contract approval, the terns nust be acceptable
to both the Project Manager and the Contracting O ficer.

CONTRACTI NG CLAUSES

A. Re: FAR, 36.609 - Contract C auses

B. The Contracting O ficer shall insert the clauses determ ned
necessary by the contract. Sonme of the clauses that are a part
of construction contracts are:

C Cause 52.244-4, "Subcontractors and Qutside Associ ates and
Consultants,” which limts a firms subcontracting to firns
agreed upon during negoti ations;

C O ause 52.236-22, "Design Wthin Funding Limtations";

C O ause 52.236-23, "Responsibility of the Architect-Engineer
Contractor," which addresses redesign responsibility for design
errors or deficiencies;

C O ause 52.236-24, "Wrk Oversight in Architect-Engineer
Contracts";

C O ause 52.236-25, "Requirenents for Registration of
Desi gners";

C O ause JAR 2852.223.1 Use of Recovered Materials in Paper and
Paper Products (March 92);

C O ause JAR 2852.223.4 Use of Recovered Materials in Building
| nsul ati on Products (March 92);
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C O ause JAR 2852.223.5 Use of Fly Ash as a Partial Replacenent
for Cenment and Concrete (March 92);

C O ause JAR 2852.223.6 Requirenent for Estimtes of the Total
Percent age of Recovered Materials to be Utilized in the
Performance of the Contract (March 92);

C O ause JAR 2852.223.7 Requirement for Certification of
Recovered Materials Actually Uilized in the Perfornmance of the
Contract (March 92).

C. General Requirenents: The Government shall have full rights
and privileges to use all docunents prepared under this contract.

1. Al designs, draw ngs, specifications, notes, and other
wor k devel oped and submtted in the performance of this contract
shal | becone the property of the Governnent.

2. The Governnent nmay use any or all of these products on any
ot her Governnent design or construction w thout additional
conpensation to the A&E.

3. The Governnent shall be considered the "person for whomthe
wor k was prepared" for the purpose of authorship in any
copyri ghtabl e work under Section 201 (b) of Title 17, United
St at es Code.

4. Wth respect thereto the A& agrees neither to assert nor
aut horize others to assert any rights or establish any clains
under the design patent or copyright |aws.

5. The A& firm hereby grants to the Governnment a paid-up
Iicense throughout the world to all such work to which it may
assert or establish any clai munder design patent or copyright
| aws.

6. For a period of three years after conpletion of the
project, the AGE agrees to furnish copies of all such work on the
request of the Contracting O ficer (the A& shall be rei nbursed
for the cost of such itens).

7. Al designs, drawi ngs and specifications nust be revi ewed
and approved by a qualified Fire Protection Engi neer.

A post construction certification nust be provided stating that
construction neets all current Life Safety/Fire Protection
requirenents.

8. Al designs, drawi ngs and specifications for construction
covered by Executive Order 12699, Seismc Safety of Federal and
Federal | y Assisted or Regul ated New Buil di ng Construction, mnust
be designed to neet or exceed the design requirenments set forth



in either the 1991 Uniform Buil ding Code (UBC), the 1992

Suppl emrent to the National Building Code (NBC), Building Oficial
and Code Adm nistrators (BOCA), or the 1992 Anendnents to the

St andard Bui | di ng Code (SBC).
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9. Al designs shall be devel oped using approved life cycle
cost analysis software as set forth in Public Law 100-615 and BOP
policy, Energy Conservation, or nost current edition. Life Cycle
costing shall be perforned using the Departnent of Energy
approved software.

10. Al designs shall be devel oped in accordance with the
Architectural Barriers Act, 42 USC 4151-4157, as anended.

PERFORMANCE EVALUATI ONS

A. RE: FAR, 36.604 - Performance Eval uati on

B. Performance evaluation reports shall be prepared for each A&E
contract of nore than $25,000 and for each contract of $25,000 or
| ess when performance was unsati sfactory.

C. Performance evaluation reports may be prepared for record
pur poses on contracts of $25,000 or less with satisfactory
per formance, but higher level revieww ||l not be required.

D. Each performance report (Standard Form 1421, Perfornmance
Eval uation) shall be reviewed to ensure that it is accurate and
fair. The review ng official should have know edge of the
contractor’s performance and should normally be at an

organi zati onal |evel above that of the evaluating official.

E. If the evaluating official concludes that a contractor's
overal | performance was unsatisfactory, the contractor shall be
advised in witing that a report of unsatisfactory performance is
bei ng prepared and the basis for the report. |[If the contractor
submts witten cooments, the evaluating officials shall include
themin the report, resolve any alleged factual discrepancies,
and nake appropriate changes in the report.

F. Performance evaluation reports shall be sent to the Chief,
Facilities Managenent Branch for review

G After final review and approval, the report shall be returned
to the Contracting Oficer for inclusion in the contract file. A
copy of the report shall be nade a permanent part of the firms
qualification data file.
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CHAPTER 5
PREVENTI VE MAI NTENANCE/ | NSPECTI ONS

RESPONSI BI LITY. The Bureau has a substantial investnment in the
physi cal plant of it's various institutions. It is the
Facilities Department's responsibility to maintain these physi cal
plants to insure maximumlife cycle utilization and to insure the
reliability of the various systens and conponents.

The Facility Manager shall develop a Preventive Mi ntenance (PM,
i nspection and testing programfor the institution, including the
UNI COR physical plant. This programshall conply with al
appl i cabl e BOP policies, Anerican Correctional Association (ACA
standards, National Fire Protection Association (NFPA),
manuf act urer recomrendati ons, industry standards, and ot her
appl i cabl e Federal, state, or |ocal codes and regul ati ons.

DEFINITION. For the purpose of this Manual, a Maintenance Wrthy
Iltem (MN') is defined as a piece of equipnent or systemthat is
nore cost effective to maintain than to replace. This would

i nclude capitalized fixed equi pnent, non-capitalized equi pnment
such as vehicles, |andscape equi pnent over 7.5 HP, comruni cations
equi pnent, security systens, sprinkler systens, snoke/heat
detection systens, energency lighting, exit signs, food service
equi pnent, etc. See exanples in the Facilities Operations
Techni cal Reference Mnual .

PREVENTI VE NMAI NTENANCE

A. Each institution shall use the Conputerized M ntenance
Managenent Software (CMMS) to schedul e and track preventive

mai nt enance (PM, inspections, and test activities. Each
institution shall also use the CMMS program for tracking staff
time and materials cost for all work activities including M nor
Work Request, Major Work Orders, Preventive M ntenance and B&F
Proj ect s.

B. Preventive M ntenance work shoul d be schedul ed so that staff
time is effectively used to acconplish each task as outlined in
this Chapter. The frequency that PMs are issued is inportant to
the credibility of the Preventive Mintenance program

Preventive Maintenance work orders are to be acconplished within
two weeks. The m ni nmum acceptable conpletion rate for PMs is 80
percent .

C. Miintenance Wrthy Itens are to be assigned as JOB VALUE (1);
m scel | aneous repairs as JOB VALUE (2); inspections/tests as JOB
VALUE (3); and hospital equipnment as JOB VALUE (4). It nust be
noted that previously all inspections and tests were assigned a
JOB VALUE (3), however, now only the nine inspections and/or
tests in the Inspections and Tests section of this Chapter are to



be assigned as JOB VALUE (3). Any other inspections and/or tests
are to be considered Maintenance Wrthy Itens and assigned as JOB
VALUE (1).
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D. Below are other chapters in this Manual that list itens and
equi pnent that have requirenents for maintenance and/ or
i nspections and tests.

1. Chapter 9, Tel ecommuni cations Systens and El ectronic
Equi prent

2. Chapter 10, Autonotive Acquisition, Miintenance, and
Qper ati ons

3. Chapter 11, Mechanical Systens and Power Pl ant Operations
4. Chapter 12, Electrical Systens

E. HEALTH SERVI CES EQUI PMENT: Each institution shal

i ncorporate a preventive mai ntenance program for nedica

equi pnrent into the Facility Departnent's CMVB program (excl ude
Medi cal Centers). This requirenent does not inpact on physical
pl ant equi pnment | ocated in Health Services that the Facility
Departnent presently naintains.

1. The Health Services Adm nistrator is responsible for
providing the Facility Manager with appropriate equi pnment data
and task and schedul e requirenents.

2. The Facility Manager is responsible for generating
Preventive Maintenance Wrk Orders fromthe Conputerized
Mai nt enance Managenent System and forwardi ng these work orders to
the Health Services Adm nistrator for conpletion by certified
medi cal equi pnent repair technicians.

3. After conpletion, PVMs are returned to the Facility Manager.
Staff tinme and material cost shall be entered into the CVWS
program A nonthly activity report for Health Service Equi pnent
shall be forwarded to the Health Services Adm nistrator

| NSPECTI ONS AND TESTS

A. The follow ng inspections and tests are required to be
schedul ed and docunmented in the CMV5 program Entry into the
CWES program shall ensure tinely notification and schedul i ng.

B. Individual files and hard copy docunentation of the

i nspections and tests indicating dates and deficiencies
acconpani ed by TRM 022.01, 2.5 (Plan of Action, Facilities
Operations Technical Reference Manual) and proof of corrective
action shall be maintained in the Facility Manager's office.
Files shall be maintained for reference for the life of the

i nspection or test.

C. The Facility Mnager shall provide the UNI COR Superi ntendent
with a copy of inspection and test results related to UNI COR



install ations.
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D. The following three conpleted inspection/testing reports, to
include a Plan of Action for correction of deficiencies, shall be
submtted to the Regional Facilities Adm nistrator not |ater than
30 days after the inspection is conpleted:

1. Annual Gas Line Inspection and Testing

a. Al natural and propane gas and ot her fl ammable fuel
(oxygen, mnedical gases, etc.) distribution systens |ines shall be
surveyed and tested for |eaks annually by an independent testing
agency in accordance with the Cccupational Safety and
Envi ronmental Heal th Manual and NFPA 99, section 4. The annual
gas |line mai ntenance requirenents shall be entered into the CW5S
programto ensure tinely notification for inspections and testing
wor Kk requi renents.

b. Al discrepancies identified during annual gas |ine
i nspections shall be corrected and docunented in the inspection
file wwth the appropriate M nor Wrk Request or Major Wrk O der
identification nunber (see TRM 022.01, 2.5, Plan of Action,
Facilities Operations Technical Reference Manual). |If the repair
wor k requi res B&F fundi ng, docunentation nmust be provided to
ensure inclusion in the institution B& Program

c. The inspection report shall be acconpanied by a
menmor andum fromthe institution indicating that all Gade C (1)
and Grade B (11) |eaks have been repaired and |ist expected
conpletion dates for any Gade A (I11) |eaks that have not
al ready been repaired (|l eak grades based on ASME st andards).

(1) Gade C (lI) leaks nust be repaired imedi ately
followi ng their discovery.

(2) Gade B (I1) leaks shall be repaired i nmedi ately
after all repairs have been nade for G ade C (1) leaks. 1In no
case should repairs to Gade B (I1) | eaks be nade | ater than two
weeks after discovery.

(3) Gade A(lIl) leaks shall be repaired i medi ately
after all repairs have been nade for G ade B (Il) leaks. In no
case should repairs for Gade A (I11l) |eaks be made |ater than 30
days after discovery.

2. El evator I nspection and Testi ng

a. Annual | nspection

(1) A qualified elevator inspector shall inspect al
el evators and dunbwaiters, whether institution or UN COR owned,
at least annually, using approved state regul ati ons and/ or
ASME/ ANSI A17.1 - 1990 (or the latest edition) guidelines and
checkl i st.
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(2) Normally, this inspection service is obtained from
the General Services Adm nistration (GSA), by contacting its
nearest Regional Ofice, Public Buildings Service Branch. |f GSA
is not able to conduct this inspection, the services of a state
el evator inspector and/or commercial elevator conpany may be
obt ai ned.

(3) Witten inspection reports are required for all tests
per f or med.

b. Five Year lInspection. 1In addition to the annual
i nspection, a five-year inspection of traction type el evator
safeties and governors is required. A five year |load test is not
required for hydraulic type elevators, unless specified in |ocal
or state codes.

(1) This is to be perforned under a full rated | oad
capacity of the elevator--Rule 1004.1, Test of Safeties, ANSI
Al7.1 - 1990 (or latest edition). A conmercial elevator conpany
must performthis test; GSAwIll not performit.

(2) The five-year Safeties Test requires that special
metal tag(s) be attached in a permanent manner, giving the date
of the test along with the name of the person or firmwho
performed it.

3. Annual Buildings and Grounds Inspection. All areas of the
physi cal plant shall be visually inspected annually, including
bui | di ngs and structures, roads and grounds, and nechani cal/
el ectrical systens. The annual building and grounds inspection
shal | be conpleted using the outline contained in TRM 022. 01,
5.1, Building and Grounds Inspections, Facilities Operations
Techni cal Reference Manual. At the Regional Facilities
Adm ni strator's discretion, the Annual Buil ding and G ounds
| nspection may be conpl eted using the optional outline contained
in TRM 022.01, 5.2, Optional Building and G ounds |nspection,
Facilities Technical Reference Manual .

a. The Facility Manager nmay assign staff nmenbers to perform
specific portions of the inspection; however, he/she is
responsi ble for the final result. Staff nost qualified to
i nspect each specific area shall be assigned.

b. Comments, either affirmative or negative, shall be nade
on each itemon the Building and Grounds Inspection form (see TRM
022.01, 5.1, Building and Grounds Inspection, Facilities
Operations Techni cal Reference Manual).

c. If conditions in a given area warrant |engthy
recommendati ons, these recommendati ons shall acconpany the
i nspection report, referring to the outline by page and item
nunber and identifying problem areas by buil ding nunber, boiler



nunber, transfer vault nunmber, etc.
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E. At the Regional Facilities Adm nistrator's option, the
follow ng six inspections and related reports including a Plan of
Action for correction of deficiencies may be required to be
forwarded to the Regional Ofice:

1. Fire Suppression Systens | nspections

a. Annual Inspection: All standpipe, sprinkler and snoke
detector systens along with the renpte el ectroni c annunci ation
equi pnent shall be inspected by a certified service
representative for conpliance with the [atest edition of NFPA 13A
and the Cccupational Safety and Environnental Health Mnual.

b. Sem - Annual Inspection: Mnual and automatic (gas and
electric) fuel supply shut-offs, hood exhaust systens, and self-
contained fire suppression systens shall be inspected/tested to
ensure that the systens are operating properly.

2. Annual Boiler Inspection. |Inspection of Boilers shall be
consistent wwth all provisions contained in Chapter 11
| nspection of Boilers.

3. Wastewater Treatnment Facilities Inspection. It is the
intent of this inspection to assure total conpliance to EPA,
state and | ocal codes relevant to the operation of wastewater
treatment facilities.

a. This requirenent applies only to BOP-owned facilities.
This inspection/test is to be conducted at |east annually or as
required by state and/or |ocal regulations and codes (the nost
stringent applies).

b. A qualified source is to be used for the
i nspection/test. Inspectors fromthe state and/or | ocal
regul ati ng agency or an engineering firmspecializing in waste
wat er treatnent systens and environnental issues nmay be
considered a qualified source.

4. | nspection and Testing of Water Supply Systens

a. Annual Inspection. Inspect deep well punps to insure
proper operation of punps and adequate fl ow rates.

b. Biennial. Every two years or according to manufacturer
recommendations (nmust be on file at the site), inspect internal
and external surfaces of all water storage tanks. Inspect for
evi dence of corrosion, pitting, or signs of weakness. Take
necessary steps to correct any internal/external deficiencies
i dentifi ed.
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5. Food Service and Laundry Equi pnent | nspection and
Mai nt enance

a. Each Facility Manager shall be responsible for
scheduling nonthly inspections (CMVS generated) for the proper
care and operation of all major equipnment (e.g., refrigeration
units, kettles, steaners, ovens, fryers, dishwashers, pot and pan
washers, clothes washers and dryers) in food service and | aundry.

b. The appropriate departnment head is to reinburse
mai nt enance costs incurred on capitalized personal property in
food service and | aundry (see the Property Managenent Manual and
t he Accounting Managenent Manual).

(1) Al gas and oil fired ovens shall be checked and
mai nt ai ned nont hly.

(a) Al existing gas and oil fired ovens which are not
equi pped with conbustion safety controls shall be
equi pped with pre- and post-purge fans.

(b) Flanme sensing devices and all necessary el ectrical
interlocks for oven shut downs, in case of flane
failure or high oven tenperature, shall be
i nspected and serviced nonthly. Ovens shall be
shut down when unsupervi sed, instead of keeping on
low fire, to conserve energy and avoid unsafe
condi ti ons.

(2) Al gas and electric fryers, grills, and other grease
produci ng equi pnent shall be checked and mai ntai ned nont hly.
Equi prrent shall be installed and maintained to conply with NEC
and NFPA 96 requirenents.

6. Electrical Inspection. |Inspection of Electrical Systens
shall be consistent with all provisions contained in Chapter 12,
| nspections and Testi ng.
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CHAPTER 6
ENERGY CONSERVATI ON

| NTRODUCTI ON

A. CGeneral: The purpose of this chapter is to define FBOP
program obj ecti ves concerni ng energy conservation, establish
conservation goals and deadl i nes, set operational standards,
provi de for accountability, and standardi ze reporting.

B. Policy: Federal Energy Managenent |nprovenent Act and
Executive Order 12902 require a plan for conservation of energy
in all Federal buildings.

1. The governnment-w de goal is a 10 percent reduction in
consunption of British Thermal Units (BTU s) per gross square
foot of buildings by 1995 and a total of 30 percent reduction by
2005 conpared to 1986 consunption | evels.

2. Also, nunerous Presidential Directives have been issued
requiring specific short-termconservation efforts in both
bui | di ng and vehi cl e energy usage.

3. This chapter establishes procedures that will enable the
FBOP to be responsive to these requirenents.

C. Program Qnjective: Al facilities and vehicles under Bureau
control shall be operated as efficiently as possible in keeping
with the Bureau's energy conservation m ssion.

GOALS. The BOP's goals are to:

A.  Reduce energy consunption in buildings each year to achi eve a
Bur eau-wi de 10 percent reduction in BTU s per gross square foot
by fiscal year 1995, and a total of 30 percent by fiscal year
2005 conpared to the adjusted fiscal year 1986 baseline
consunption. Baseline conputations shall be published annually
and be the neans of neasurenent to determ ne annual energy

savi ngs.

B. Reduce consunption of notor vehicle fuel to the maxi mum
extent possible w thout jeopardizing essential correctional
pr ogr ans.

RESPONSI BI LI TI ES

A.  Each Regional Director is responsible for the energy
conservation programfor all activities within his or her region.

B. Each Warden is responsible for the energy conservation
programfor all activities within his or her institution. Each



Warden shall ensure that the institution neets its established
yearly reduction and reports to the Assistant Director for
Adm ni stration through its respective Regional D rector.
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C. The FPI Product Support Center (PSC) shall ensure appropriate
policy |l anguage is issued to cover UNICOR s energy conservation
requi renents. The FPI Engi neering D vision Manager shall provide
techni cal support to the Warden and the institution Energy
Conservation Commttee to develop a plan to reduce energy
consunption in FPI operations by the required 30% by FY 2005.

D. Each institution shall begin inplenenting energy conservation
opportunities identified in energy conservation surveys wthin
180 days of the receipt of the final survey in accordance with
the requirenents of 8 303 of Executive Order 12902.

DEFI NI TI ONS

A. Energy Use: Energy that is used in a building or facility
and neasured in terns of energy delivered to the building or
facility.

B. Base Square Foot: Referred to as space that requires any
type of energy usage (lighting, heating, etc.).

C. Life Cycle Cost Analysis: An energy conservation project
that mnimzes the life cycle cost (i.e., maxim zes the life
cycle benefits) consistent with 10 CFR Part 436.

ENERGY CONSERVATI ON COWM TTEE. All Bureau and UNI COR | ocati ons
shal | inplenment regul ations, directives, and guidelines to
achi eve the program objective of energy conservation.

A.  Each Regional Director shall appoint the Facilities
Adm ni strator or one of his or her subordi nates as the Regi onal
Energy Conservation Coordinator (RECC). The RECC shall:

1. Dissemnate all directives and guidelines to institutions
and field offices within the region;

2. Monitor all energy conservation progranms within the region;
and

3. Consolidate and verify the accuracy of all energy reports
within the region prior to submtting themto the Central Ofice.

B. Wardens at all institutions shall initiate an Institution
Suppl enent that requires the follow ng actions:

1. Establish an Energy Conservation Conmttee to manage the
institution's energy conservation program The Associ ate Warden
for Operations or other designee of the Warden shall chair the
Commttee. The Conmttee shall consist of, at a mninum five
l[ine staff, AW&E (UN COR Superintendent), and the Chief of
Uilities. Mnutes shall be prepared and forwarded to the
Regi onal Facilities Adm nistrator as a part of the nonthly



Facilities Operations Report.
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2. Appoint departnment heads, unit managers, farm managers and
AW &E (UNI COR Superintendents) as energy conservation nonitors
for their individual activity areas, quarters, shops, offices,
etc. to ensure that environnental conditions are nmaintained
Wi thin prescribed conservation guidelines.

3. Establish an enpl oyee awar eness program by publicizing
conservation practices. This could be acconplished by
announcenents at staff neetings, special notices posted on
bul l etin boards, and nessages in news nenoranduns.

4. Make maxi mum use of the incentive awards programto
recogni ze energy conservation contributions by individuals and/or
gr oups.

5. Establish procedures for the institution Duty Oficer to
coment on violations of accepted energy conservation practices
observed during his or her tour of duty.

6. Ensure that Life-Cycle Cost Analysis is conducted on al
projects involving replacenent of energy consum ng najor
equi pnent, new construction, renovation, and expansion. Life
cycl e cost shall be devel oped using the Departnent of Energy
approved software supplied by the Energy Conservati on Coordi nator
in the Central Ofice.

7. Inplement all procedures described in this Manual and ot her
directives regarding energy conservation and vehicle m | eage
reducti on.

C. The Energy Conservation Commttee shall neet nonthly. Each
meeting shall include the follow ng agenda itens:

1. Review previous nonth's energy consunption and vehicle
m | eage, with conparison to proper base periods;

2. Review enployee and i nmate suggestions for energy
conservation and provi de recomendati ons on each item

3. Reviewnewy issued directives and gui delines on
conservation techni ques and requirenents;

4. Review conservation goals and institution progress toward
nmeeting the goals;

5. Consider recomendati ons on proposed retrofit projects for
energy conservation.

D. At Federal Prison Canps located on mlitary installations,
the requirenent for a FBOP Conservation Program may be wai ved
provided the canp is an active participant in an energy reduction
program sponsored by the mlitary. The Facility Manager nust



mai nt ai n docunmentati on of neeting participation and energy
reduction acconplishnments on file.
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BUI LDI NG ENERGY MANAGEMENT. The follow ng requirenents are
consistent wth Departnent of Energy directives, FBOP policy, and
Executive Orders. They apply to all FBOP owned and/or controlled
buil dings (only the Regional Director may grant exceptions).

A. Heat i ng

1. During the seasonably cold nonths, heating tenperature
control devices shall be set to maintain tenperatures not
exceedi ng the fol |l ow ng:

a. |Inmate housing areas 68 degrees Fahrenheit;
b. Unoccupi ed areas 55 degrees Fahrenheit;

c. Al other areas including, but not limted to, offices,
program areas, visiting roons, shops, etc. 68 degrees Fahrenheit;

d. Hospital roons are exenpt fromthese requirenents if
warranted for nedical reasons; however, if the admnistrative or
ot her portions of such buildings have separate heating controls,
t hese requirenents cover such areas.

2. Wndow draperies and blinds shall be used whenever feasible
to reduce heat. They shall be in the closed position during the
ni ght and on cold, cloudy days, and in the open position during
periods of sunshine.

3. Cooling energy shall not be used to achieve the
tenperatures specified for heating.

4. Overheated areas shall be cool ed by reducing the heat
source rather than opening w ndows.

5. The use of heat blowers, threshold heaters, and portable
space heaters is prohibited. Institutions shall dispose of these
types of existing equipnent, with one exception: portable heaters
may be used for tenporary heat on new construction or renodeling
proj ects.

B. Cool i ng

1. During the seasonably hot nonths, air cooling tenperature
control devices shall be set to maintain tenperatures not |ess
than 78 degrees Fahrenheit.

Hospital roons nay be exenpt fromthis requirenments, if
warranted, for nedical reasons. |If the admnistrative or other
portions of hospital buildings have separate cooling controls,
t hese requirenents cover such areas.

2. Wndow draperies and blinds shall be used whenever feasible



to cut down cooling | osses by setting to the closed position
during periods of sunshine and open during the night and on col d,
cl oudy days.



P.S. 4200.09
April 3, 1996
Chapter 6, Page 5

3. Heating energy shall not be used to achieve the tenperature
specified for cooling.

C. Ventilation

1. Institutions nmust provide mninmumventilation rates to
mai ntai n human confort in accordance with the Gui de Book for the
American Society of Heating, Refrigeration and Air Conditioning
Engi neers (ASHRAE) and current ACA standards. However, outside
air intake should be reduced to the greatest extent feasible
during heating and cooling seasons.

2. Ventilation systens shall be turned off in unoccupied
spaces whenever possible. A common switch should be used for
activating lights and ventilation system sinultaneously in areas
such as toilet roomns.

D. Lighting

1. Lighting levels for specific areas wwthin FBOP facilities
shall conformto standards identified in the Cccupational Safety
and Environnental Health Manual .

2. Task lighting shall be used as nuch as possible for areas
requiring higher levels than their surroundings rather than
increasing the lighting in the entire area.

3. During non-working hours, lighting shall be elimnated,
except where necessary for safety and security.

E. Water Heating

1. Primary hot water tenperatures shall be maintained as | ow
as possible while still ensuring an adequate supply of 105
degrees Fahrenheit water at the tap in i nmate housi ng areas.

2. If lowering the primary water tenperature restricts the
supply of adequate hot water for dishwashers and | aundry
oper ati ons, booster heaters shall be installed. The final rinse
cycle tenperature shall be 180 degrees Fahrenheit for di shwashers
and 160 degrees Fahrenheit for l|aundry washers.

F. Operations
1. At many institutions, utility distribution systens were
install ed without zone or branch controls. In sone cases, steam

to buildings and facilities is controlled by estimating the need
based on outside tenperatures. Every effort should be nade to
provi de controls which supply steamonly on an as-needed basis
wth boilers fired as efficiently as possible.

2. Al equipnent using energy shall be inspected, cleaned,



| ubricated, and adjusted for optinmum operations to realize
maxi mum efficiency fromthe energy consuned. Mechani cal
equi pnent shall be turned off when it is not in use.
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3. Each enpl oyee is responsible for energy conservation in the
Bureau. Although facility enpl oyees are responsible for
provi di ng heating, cooling, hot water, electricity, and other
services, energy conservation cannot be their responsibility
al one. User practices, not restricting the energy flow, wll
cause the nost energy conservation.

MOTOR VEH CLE MANAGEMENT

A. Definitions

1. Motor Vehicle: Any sedan, station wagon, truck, bus or
anbul ance.

2. Bureau Vehicle: Any FBOP-owned vehicle.

3. Comercially Leased Vehicle: Any vehicle rented or |eased
froma comrercial source used to conduct governnent busi ness.

4. Privately Owmed Vehicle (POV): Any privately owned vehicle
used to conduct governnent business for which the owner is
rei mbursed m | eage expenses.

5. Interagency Mdtor Pool System Vehicle: Any vehicle rented
or leased fromthe GSA Mt or Pool

6. Transfer Bus: Any diesel powered coaches used in the
Prisoner Transportation Program

B. Requlations: The follow ng requirenents are mandatory and
apply to all Bureau-operated vehicles:

1. Speed Limt: The speed I[imt for governnent vehicles is
the posted |limt as determ ned by | ocal and state | aws.

2. Fuel Savings and M| eage Reduction Cuidelines

a. Stringent control of the use of vehicles nust be
mai nt ai ned pursuant to the provision of 31 U S.C. (c)(2).

b. Public transportation should be used whenever feasible
and cost effective.

c. Vehicle m|leage should be reduced through curtail nment of
non- essential use.

d. Truck assignnents should be reviewed to ensure use of
t he nost energy efficient vehicle.

e. Shuttle or group novenent operations should be revi ewed
to ensure use of properly-sized vehicles.



P.S. 4200.09
April 3, 1996
Chapter 6, Page 7

f. Al governnent-owned vehicles shall have tune-ups per
manuf acturers' recomendati ons. Docunentation of tune-ups shal
be made part of each vehicle's record in accordance with
provi sions contained in Chapter 10.

g. Engines shall not be idled for |Iong periods of tine.
Cenerally it is nore efficient to restart a vehicle than to |et
it idle nore than one mnute. (Exception: Perineter Patrol
Vehi cl es.)

h. Tire pressure shall be maintained at manufacturers
recommendations. Pressure shall be checked weekly.

REPORTING  All institutions shall submt nonthly reports to the
appropri ate Regi onal Energy Conservation Coordi nator.

A.  Energy Conservation Program Report: The Chairman of the
Energy Conservation Conmttee shall prepare this report, which
summari zes the activities and decisions of the Energy
Conservation Commttee. The report is signed by the Energy
Conservation Comm ttee Chairperson and submtted to the Facility
Manager. The Facility Manager shall include the report as a part
of the Monthly Facilities Operations Report. The Energy
Conservation Report shall address the foll ow ng:

1. Progress toward achi eving conservation goals and conpari son
of past nonth's energy consunption with base peri ods;

2. Issuance of directives or instructions for energy
conservation

3. Action on enployee and i nmate suggestions for energy
conservation

4. Any new conservation initiatives, along with a description;

5. Recommendations for operational changes and projects that
w Il conserve energy. (Suggested projects shall also be
submtted to the Wirk Programm ng Conmittee).

B. Exception: At Federal Prison Canps |located on mlitary
installations, the requirenent for a BOP Energy Conservation
Program may be wai ved provided the canp is an active partici pant
in an energy reduction program sponsored by the mlitary. The
Facility Manager nust maintain docunentation of neeting
participation and energy reduction acconplishnments on file.

C. Motor Vehicle and Equi pnent Fuel Usage Report: The Facility
Manager shall conplete and submt the Mtor Vehicle and Equi pnent
Fuel Usage Report (see Monthly Facilities Operations Report
Format) in approved database format.
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1. Al vehicles shall have functional odoneters, which shal
be read and total fuel usage shall be recorded on the |ast day of
each nonth. The garage foreman shall record and naintain these
figures.

2. Wthin five days after the close of the nonth, the Business
Manager shall provide to the Facility Manager m | eage for
vehicles rented from GSA notor pools on a short-term basis.

This information shall be reported in the nonth the voucher is
processed. This information can be obtained from SF 1012
vouchers, Sinplified Intergovernnmental Billing and Col |l ection
reports from GSA, and billings fromrental car agencies.

3. Quantities of gasoline purchased on Bureau credit cards
shall be reported to the Facility Manager within five days after
the cl ose of the nonth.

4. The AW &E (UNI COR Superintendent) mnust al so provide
required informati on on UNIl COR POV m | eage, governnent vehicles
owned by UNI COR, or GSA vehicles assigned to UN COR

5. Each Regional Ofice and the Central Ofice shall also
conplete this formnonthly for vehicles used in performance of
activities. The Regional Ofice reports shall include mleage
from Cormunity Corrections Centers, Community Program Managers,
and staff training centers.

6. It is very inportant that special attention be given to the
units of neasure on the formand that quantities be entered in
t he proper space.

E. Uility Usage Report

1. The Facility Manager shall conplete and submt the Utility
Usage Report (see Monthly Facilities Operations Report Format) in
approved dat abase fornmat.

2. Al neters shall be read each nonth. Total quantities
shall be matched to the actual utility bill, and then recorded in
t he proper space on the form

3. The AW &E (UNI COR Superintendent) shall be responsible for
UNI COR energy usage and shall report the quantities to the
Facility Manager within five days after the close of the nonth.

4. Total gross square footage for energy conservation purposes
is determned by the outer dinensions of a structure including
encl osed stairwells or other structures attached to the outer
envel ope of the building. For multiple floor buildings, identify
gross square footage for each floor not including overhangs, free
st andi ng wei ght sheds, soffits, or canopies.
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F. Conputerization of Reports: Prograns have been devel oped to
automate the transm ssion of the UWility Usage Report and the
Mot or Vehi cl e and Equi pnment Fuel Usage Report. These reports
shall be transmtted in database format as a part of the
Institution Facility Operations Monthly Report. Copies of the
report shall be kept in the Facility Manager's office and nmade
avail abl e for inspection during Facility Operations Program

Revi ews.
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CHAPTER 7
LI FE SAFETY/ FI RE PROTECTI ON

GENERAL. The FBOP shall conmply with all applicable National Fire
Codes (NFC) with special attention being placed on the Nati onal
Fire Protection Association's (NFPA) Life Safety Code (NFPA 101).
The National Fire Codes inpact fire protection and life safety in
a wde variety of areas: frominmte housing to offices and

cl assroons, extinguishing systens in kitchens, conputer roons,
spray booths in industrial settings, and sprinkler and al arm
systens, etc. The main goal of life safety is to provide quick
and safe egress out of buildings in the event of a fire.

A. Al facility construction and renovation shall maintain fire
safety as described in the Cccupational Safety and Environnental
Heal t h Manual

1. Wen the requirenents of this Manual are clearly
inpractical, they may be nodified to allow alternative
arrangenents.

2. These alternatives, which nust present a m ninum hazard to
the life safety of the occupants, shall only be nmade after
witten authorization fromthe Assistant Director of the Health
Services Division. Any such requests shall be forwarded through
the Chief, Facilities Prograns, for his/her coments.

B. Alimted, but reasonable, tine is allowed for conpliance
with the Cccupational Safety and Environnmental Health Manual's
requi renents. The anmount of expenditure and the disruption of
services are prinme considerations in the allowances. Schedul es
for conpliance with specific requirements may be established in
subsequent directives.

| NSPECTI ONS AND TESTING I nspections and testing plays a
critical role in the overall effectiveness of fire protection and
al arm systens and equi pnent. To ensure proper operation of these
systens and rel ated equi pnent, tests and inspections shall be
conducted in strict accordance with provisions contained in this
Manual . In all cases, inspections and tests shall be set up in
accordance with either appropriate National Fire Code or the
manuf acturers specifications, whichever is nore stringent.

CONSTRUCTI ON REQUI REMENTS

A. The institution Safety Manager shall review and sign al
plans for alterations and renovations before subm ssion to the
Regi onal Facilities Adm nistrator.

B. Aqualified fire protection engineer (or a public official
that neets the criteria defined in part "C' of this section)



shal | review and approve all design draw ngs and specifications
for altering use conditions in existing structures or
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constructing new structures. The review of design docunents
shall verify that the design neets all current life safety and
fire protection requirenents necessary for the building(s).
After conclusion of renovation/construction, a qualified

prof essional (architect/engineer) shall provide a post
construction certification which verifies that actual as-built
construction net applicable code requirenents.

C. The definition of a qualified fire protection engi neer as
contained in 41 CFR Section 101.6.603, is an individual, with a

t horough know edge and understandi ng of the principles of physics
and chem stry governing fire growh, spread, and suppression,
meeting one of the followng criteria:

1. An engineer having an undergraduate or graduate degree from
a college or university offering a course of study in fire
protection or fire safety engineering, plus a mninmmof four
years work experience in fire protection engineering,

2. A professional engineer (P.E. or simlar designation)
registered in Fire Protection Engineering, or

3. A professional engineer (P.E. or simlar designation)
registered in a related engi neering discipline and hol di ng nmenber
grade status in the International Society of Fire Protection
Engi neers.

4. |If a Facilities Adm nistrator deens he/she has a P.E. on
staff who can qualify for nenber grade status in the Society of
Fire Protection Engineers, he or she should send an application
to the followng address to qualify themto performthe duties of
this requirenent:

Society of Fire Protection Engineers
One Liberty Square

Boston, MA 02109-4825

(617) 482-0686

FAX (617) 482-8148

D. On small scale renovation or construction projects that do
not inpact life safety or fire protection, the Regional
Facilities Adm nistrator has the authority to suspend pre and/or
post reviews for life safety and fire protection. A copy of the
justification to suspend life safety and fire protection reviews
shall be filed in the project folder.

E. Al finish construction materials used in renovati on,

nodi fication, and new construction projects shall conply with the
fl ame spread and snoke generation requirenents of the
Cccupational Safety and Environnental Health Manual and the
National Fire Protection Association (NFPA) Codes and Standards.
Finish materials include, but are not limted to, paint, carpet,



curtains, wall coverings, paneling, sheetrock, ceiling coverings,
etc.
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Manuf acturers and/ or design professionals shall provide the
institution with witten certification that the material and/or
desi gn neets or exceeds those requirenents. The certifications
shall be filed in the appropriate Project or Mjor Wrk O der

f ol der.

The Facility Manager shall keep a copy of the current NFPA 101,
Life Safety Code, in the Facility office conpl ex.

LI FE SAFETY PRQJECTS. FBOP facilities shall conply with the
National Fire Protection Association Life Safety Code as well as
all correspondi ng codes associated with |ife safety and fire
protection to provide a safe environnent for staff and inmates.

A. Funding: Life safety funds shall be used for itens in the
approved institution Life Safety Plan of Action (PQOA). These
funds may be reprogranmed only to another life safety project.
The reprogramm ng of B&F funds nmust be consistent with the
provi sions contained in Chapter 3.

B. Priority: Due to the potential for loss of life and
destruction of property, conpletion of projects or major work
orders involving life safety and fire protection shall be given a
high priority. In institutions where |life safety surveys have
been conducted and a POA established, corrective actions shal
commence i nmedi ately.

C. Staff Responsibilities

1. Facility Manager. The Facility Manager has prinmary control
of project activity and funding and nonitors each project to
verify appropriate use of funds. He/she shall maintain a current
approved dat abase status report on the institution's approved
Life Safety Plan of Action. The database shall be continuously
updated to reflect the current status of all recomendati ons.

a. This status report nust be submitted on a diskette and
hard copy to the Regional Ofice by the 15th day of the first
mont h of each fiscal year quarter (QOctober, January, April,

July). Electronic file transfer may be used with approval of the
Regi onal Facilities Adm nistrator.

b. Monthly construction progress reports for B&F project
are a part of the Facilities Operations Mnthly reporting process
(see Chapters 2 and 3 of this Manual).

2. Safety Manager. Monitors and inspects project activities
for conpletion as well as for verification of code conpliance.
He/ she shall assist the Facility Manager with quarterly status
reporting and devel opnent of variance requests. The Safety
Manager shall review and sign nonthly and quarterly status
reports of the Life Safety Plan of Action.
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3. Regional Safety Admnistrator. Shall review and approve
the quarterly status reports of the Life Safety Plan of Action
that has been submtted by the institution Facility Managers.

4. Reqgional Facilities Adm nistrator. Maintains updated
status reports of all approved institutional Plan of Actions
quarterly. Copies of institution Life Safety Plan of Action
status reports are to be forwarded to the Chief, Facilities
Qperations, in an approved database format by the 25th day of the
first nonth of each fiscal year quarter (Cctober, January, April,

July).

5. Safety Admnistrator, Central Ofice. Ensures all POA s
and variance requests institutions submt conply with applicable
Nati onal Fire Codes and Bureau policies and nmaintains a
docunentation file on all life safety/fire protection issues. In
addi tion, he/she shall advise the Authority Having Jurisdiction
(AHJ), regional, and institutional staff as to the intent of the
Life Safety and Fire Protection Code applications.

6. Chief, Facilities Prograns. Reviews quarterly status
reports for accuracy, identifies areas of concern and coordi nates
efforts with Regional staff to correct any deficiencies.

7. Chief, Facilities Operations. Develops a life safety
status report for the Assistant Director for Adm nistration by
the 25th day of the second nonth of each quarter which identifies
overal |l conpl etion percentages, funding obligations, and
i ndi vi dual conpliance with approved Life Safety Plans of Actions.
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CHAPTER 8
ENVI RONVENTAL CONTROL

| NTRODUCTI ON

A.  The purpose of this Chapter is to set forth guidelines for
certain environnental issues confronting the Bureau and to
provi de an overvi ew of sone of the nore pertinent environnmental
issues. The first section of this Chapter sets forth operational
gui delines for dealing with hazardous spills, asbestos, and
confined space. The second section gives a brief sunmary of sone
maj or environmental |aws and regul ations potentially affecting
Bureau facilities.

B. Each Facility Manager shall ensure that operational
guidelines set forth in this Manual and applicabl e environnental

| aws, regul ations and requirenents are being followed. It should
be noted that the Environnental Protection Agency (EPA) has
granted many states authority to manage their own environnental
prograns. These state progranms may be nore stringent than
Federal programrequirenents. Therefore, many states or

| ocalities may have additional requirenents.

C. Prior to undertaking any new activities or continuing an
ongoi ng activity which may be problematic, the Facility Manager
shall contact the Regional Facilities Adm nistrator to resolve
these issues. Should the Regional Facilities Adm nistrator need
further technical guidance, he or she may call the Facilities
Managenent Branch, Central Ofice.

D. The Facility Manager shall report all notices of violations
i ssued by EPA or a state environnental office to the Regional
Facilities Adm nistrator and the Central Ofice Facilities
Managenment Branch within 48 hours of receipt of the violation
noti ce.

E. GOccupational Safety and Environnental Health has issued an
Envi ronnment al Regul ati on Techni cal Reference Manual (TRM 016. 01
or latest edition).

HAZARDOUS SPI LL REPORTI NG

A. On-Scene Commander: The Safety Manager shall be designated
as the On-Scene Commander (OSC). He or she shall receive reports
of spills at the institution and inplenent an approved Energency
Plan of Action (POA) as outlined in the current Cccupati onal

Saf ety and Environnmental Health Manual, which incl udes:

1. Alist of institution and regional duty officers, and EPA
and state officials, if required;



2. Alist of standby equi pnrent and materials, their |ocations,
and how to obtain them and
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3. Procedures for controlling, docunenting, and nonitoring
acci dental pollution.

B. Energency Plans: Energency Plans will be distributed to the
Facility Manager, General Foreman and Chief of Utilities.
Emergency Pl ans shall be updated and submtted to the Regi onal
Safety Adm nistrator for review biennially. The Facility Manager
shal |l assist the institution Safety Manager to inplenment the
Emergency Pl an of Action.

C. Assistance: A d wll be available fromthe Authority Having
Jurisdiction (AHJ) in the state affected.

PROCEDURES FOLLOW NG HAZARDOUS SPILLS

A. The OSC or designee, as identified in |ocal energency plans,
upon receiving notification of a possible hazardous spill, shal
det erm ne

1. the type and quantity of material spilled,

2. the source of spill;

3. the threat posed to the public health or welfare.

The OSC shall give the caller instructions, including steps to
prevent further discharge.

B. The OSC shall imediately notify the Chief Executive Oficer
and EPA Regional Ofice (a national hot |ine 1-800-424-8802 has

been established for hazardous spill reporting to EPA) and state
officials, if necessary. The institution Energency Plan of
Action shall identify notification requirenents and tel ephone
nunbers.

C. The OSC shall proceed to the scene of the spill to direct

cl eanup and contai nnent operations. The OSC shall keep the

Regi onal Response Center (RRC) at EPA advised through situation
reports containing detailed information about the spill, such as
date, tine, |location, and the source.

D. The Facility Manager shall notify the Regional Facilities
Adm nistrator and the Central Ofice Facilities Managenent Branch
Wi thin 48 hours of the spill.

ASBESTOS. Bureau policy and specific detailed information for
wor king with asbestos and asbestos containing materials (ACM are
found in the Cccupational Safety and Environnmental Health Manual
and other related Bureau policies. Trained and nedically cleared
staff may work with asbestos during energencies and m nor

cl eanup/repair activities.
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A. Current policy enphasizes attention to three regul atory
ar eas:

1. OSHA 29 CFR 1926. 58;
2. EPA 40 CFR Part 61; and
3. applicable state regul ati ons.

B. The Facility Manager has the followi ng responsibilities
rel ated to asbhestos:

1. Review and present to the Wrk Programm ng commttee al
new projects potentially involving work around asbest os
containing materials or abatenment of asbestos containing
mat eri al s;

2. Ensure that all persons working with asbestos receive
appropriate nedical testing and exam nati ons;

3. Ensure that all persons working with asbestos receive
appropriate initial and annual refresher training;

4. Provide and enforce proper use of protective equipnment and
clothing as required for each job site;

5. Ensure that proper work procedures are foll owed by al
persons working wth asbest os;

6. Ensure that disposal nethods are in accordance with
Federal, state, and | ocal regul ations; and

7. Ensure that new products purchased are | abel ed as asbest os
free.

CONFI NED SPACE. A conprehensive Safety Program shall be in place
for performng work in confined spaces. The Facility Mnager,

w th assistance fromthe Safety Manager, shall ensure that al

equi pnent and work practices and procedures are in conpliance
with the Cccupational Safety and Environnmental Health Manual .

MAJOR ENVI RONMENTAL STATUTES AND REGULATI ONS

A. CGeneral: The followng outline briefly summari zes sone of
the major environnental statutes and regul ati ons affecting
Facility Managers or persons who nay handl e or manage hazar dous
waste or deal wth issues pertaining to the environment. This
summary i s not, however, a conprehensive |list of environnental
statutes, regulations, or requirenents, but is designed to inform
Facility Managers of the broad environnental regul ation schene.
Each Facility Manager should be famliar with each of the
foll ow ng statutes and have access to the rel evant regul ati ons.
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Each Facility Manager shall contact their Federal, regional
state, or local environnental agencies to determne if

requi renents apply to his or her facility, or if permts are
required for certain activities.

Because permts cover a variety of activities -- such as
installation of boilers, stormwater runoff, water treatnment
facilities, and the generation, transport, treatnent, storage and
di sposal of hazardous wastes -- the EPA and state environnental
agenci es should be contacted to determ ne these and ot her

requi renents when questions arise. The Facility Manager nust be
aware that these regul ati ons are continuously changi ng and t hese
changes may have an inpact on his or her facility.

Shoul d there be a question that the Facility Manager is unable to
resolve or if there is an issue that is problematic for the FBOP
the Regional Facilities Adm nistrator shall be contacted for

assi stance. Should the Adm nistrator need further guidance, he
or she nust call the Facilities Managenent Branch, Central Ofice
which will contact the Ofice of General Counsel, Health Services
Di vi sion, EPA, or other governnent sources to help interpret the
requirenents.

B. Resource Conservation and Recovery Act, 42 U S.C._ 8§ 6901 et.
seq.; Inplenenting requlations can be found in 40 CFR Parts 240 -
299: In 1965, Congress passed the Solid Waste Di sposal Act
(SWDA). This first Federal |aw to encourage environnentally
sound net hods for the disposal of solid and hazardous wastes has
si nce been anended many tinmes and has created nmaj or, new,

regul atory requirenents. |In 1976, SWA was anended by the
Resource Conservation and Recovery Act (RCRA). Today both acts
are coommonly referred to as RCRA

RCRA forms a conprehensive systemfor regulating solid and
hazardous wastes. Wastes are regulated fromthe tine of
generation until disposal. Subtitle C of RCRA regul ates

hazar dous waste generation, transportation, treatnent, storage
and di sposal, and sets forth requirenents for manifests,
reporting, and hazardous waste nmanagenent.

RCRA al so enconpasses a variety of subjects collateral to the
regul ati on of hazardous wastes, such as inspections and
enforcenment, and contains ad hoc provisions on used oil,
hazardous waste exports, and nedical waste. In addition, RCRA
Subtitle D regulates solid waste to a limted extent. RCRA

requi res Federal agencies, to the extent possible, to procure
recoverabl e resources, such as fly ash in concrete, retread tires
and recycl ed paper.

RCRA created an Underground Storage Tank (UST) program
| mpl enenting regulations for this programare codified at 40 CFR
Parts 280-281. A UST is defined as a tank having 10% or nore of



its volunme underground. The UST program regul ates petrol eum and
ot her products stored in underground storage tanks. For tanks
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installed or reused after 1988, EPA requires owners of UST's to

register their tanks with state or | ocal agencies. |If an
institution has any UST's that could | eak into navigable waters,
then a Spill Prevention Control and Counterneasure Plan (SPCC)

nmust be devel oped according to the guidelines in inplenmenting
regul ations at 40 CFR 112.

The Federal Facility Conpliance Act of 1992, Pub. L. 102- 386,

Cct ober 9, 1992, 106 Stat, 1505 (the Amendnent) anmends SWDA, al so
referred to as RCRA. The Amendnent requires Federal facilities
to conply with both Federal and state solid and hazardous waste

| aws. Federal sovereign imunity for violations of RCRA and

ot her hazardous waste |aws is expressly waived. The Amendnent
expands the definition of "a person” to include "each departnent,
agency or instrunmentality of the United States".

The Anendnent subjects Federal agencies to civil and
admnistrative liability for violations of the Act. It also
permts the EPA Adm nistrator to comence adm nistrative
enforcenent action against Federal facilities which are not in
conpliance wth environnental regul ations.

Enpl oyees, agents or officers of the United States coul d be

subj ect to, and personally liable for, any civil penalty under
Federal, state, or local solid or hazardous waste | aws for any
act or om ssion outside the scope of his or her official duties.
In addition, such persons are also subject to crimnal sanctions
under state or Federal solid or hazardous waste laws. Crim nal
sanctions for environnental offenses include fines and/or

i npri sonnment .

The Amendnent precludes, however, crimnal sanctions against any
branch of the Federal governnent.

The Anendnment further states that the EPA and/or an authorized
state agency, will conduct inspections of Federal facilities and
must be allowed on site after show ng proper identification.
Agenci es who have been inspected also are required to reinburse
the EPA for the costs of the inspection.

C. Conprehensive Environnental Response, Conpensation and
Liability Act (CERCLA), codified at 42 U.S.C. 8§ 9601 et seq.

| npl enenting requlations can be found at 40 CFR Parts 300-373:
CERCLA, nore commonly known as "Superfund", addresses the
response, notification, cleanup, and liability of past and
present rel eases of hazardous substances into the environnent.
The Superfund was devel oped to establish Federal authority to

cl ean up abandoned hazardous waste sites and to pay for the cost
of waste renoval and renediation. CERCLA established "no fault"”
l[itability for facility owners, operators, generators and
transporters of hazardous substances. It enables the Federal
government to respond to rel eases or threatened rel eases of




hazar dous substances from abandoned and | eaki ng hazardous waste
di sposal sites. The EPA is authorized to use Congressionally
appropriated funds to renedy sites on the National Priority List.



P.S. 4200.09
April 3, 1996
Chapter 8, Page 6

Liability for violations of this Act is extrenely broad and can
be assigned to transporters, past owners or operators, and those
who arrange for the hazardous waste di sposal as well as the
current owners or operators (deened as "Potentially Responsible
Parties" or "PRPs"). The EPA can seek recovery of cleanup costs
from PRPs, regardless of fault. CERCLA violations can lead to
significant liability for PRPs invol ved.

As described in Part |, CERCLA requires notification to the
Nat i onal Response Center of a release of a reportable quantity of
a hazardous subst ance.

D dean Air Act (CAA), 42 U.S.C. §8 7401 et seq.: Inplenenting
requlations in 40 CFR Parts 50-87: The CAAis a statute ainmed at
alleviating air pollution caused by various sources, as well as
preventing the deterioration of air quality in relatively "clean”
areas. Any discharge into the atnosphere of pollutants, such as
carbon nonoxi de, particul ates, sulfur oxide, nitrogen oxides, and
hydr ocarbons, may require a discharge permt.

The CAA authorizes EPA to establish New Source Pol |l utant

St andards (NSPS) for new stationary sources. EPA has established
standards for many categories of new sources. Regulations for

t hese standards are contained in 40 CFR Part 60. These standards
often require notification and permtting before commencenent of
construction begins. These standards or permtting requirenents
often apply if equipnment, such as boilers, are replaced.

The CAA al so authorizes a program establishing National Em ssion
St andards for Hazardous Air Pollutants (NESHAPS). For hazardous
pol |l utants designated by EPA, certain em ssion |levels are set to
protect the public health. The CAA al so authorizes EPA to
establish a Prevention of Significant Deterioration (PSD) program
tolimt pollution in areas already cleaner than air quality
standards require.

The CAA requires states develop State I nplenentation Plans (SIPs)
that offer a strategy enploying emssion |imts and ot her
measures to neet National Anbient Air Quality Standards (NAAQS).
EPA may require additional plans to be devel oped in non-

attai nnent areas, areas not achieving certain air standards.

P.L. 101-549 anended the CAA in 1990, presenting sone of the nost
significant pieces of environnental |egislation to date. These
Amendnent s change the law in several areas, including attainnment
and mai ntenance of air quality, nobile vehicle em ssion and fuel
standards, hazardous air pollutants, acid rain deposition
control, permtting and enforcenment, and stratospheric ozone
protection. The Anendnents regul ate everything fromair toxins
to air horns and includes the reclamation and contai nnment of

Chl or of | uorocar bons (CFCs) and Hydrochl orof | uorocar bons (HCFCs).
The New Source Pol |l utant Standards include six categories of new



and renovated sources, two of which are boilers and incinerators.
The Anmendments have i ncreased enforcenent mechani sns available to
EPA and states with approved air progranms for violations of the

Act .
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E. Federal Water Pollution Control Act (O ean Water Act (QM)),
33 US.C 8 1251 et seq.; Inplenenting requlations in 40 CFR
Parts 100 - 149 and 400-471: The CWA regul ates the di scharge of
pollutants into U. S. waters, including navigable waters such as
rivers, as well as other "waters" including wetlands. 1In
addition, the Act regul ates discharges into sanitary sewer
systens. The basic regulation of water pollution is done through
a permt systemand effluent Iimtations for pollution point
sources, and by state water quality objectives and inplenentation
pl ans.

The CWM inposes restrictions on the anount of pollution that may
be di scharged by certain categories of dischargers within a
specified tinme frame. There are specific effluent (waste water)
standards for many manufacturing processes. Regulations for

t hese standards are contained in 40 CFR Parts 425-471.

The CWA al so i nposes general pretreatnent regul ations.

| mpl ement i ng regul ati ons contain national pretreatnent standards
with "specific prohibitions" against the introduction of certain
pollutants into Publicly Omed Treatnent Wrks (POTW). These
regul ations also contain a "general prohibition" on the

i ntroduction of any pollutants that cause "pass-through" or
"interference”" with the public water treatnent system

The CWA establishes a National Pollutant D scharge Elimnation
System (NPDES) program The NPDES program nmakes it unlawful for
any person to discharge any pollutant fromany point source into
navi gabl e waters without a permt. Regulations are contained in
40 CFR Parts 122 et seq.

The CMA now al so authorizes EPAto require permts for industrial
or municipal stormwater discharges. The stormwater permt
regul ations identify by SIC code and narrative description, 11
narrative categories of facilities considered to be "engaging in
i ndustrial activity" for the purpose of the requirenents. Sone
exanpl es where Bureau facilities or UNICOR may be affected
include: facilities with landfills that have received industrial
waste; construction activity including clearing, grading and
excavation activities where five acres or nore have been

di sturbed; or facilities with sewage treatnment systenms with a
design flow greater than one mllion gallons per day. These are
three of the 11 categories listed in the Act.

The CWA also requires permts for discharge of dredged or fill
materials into navigable waters, including wetlands. These
permts are issued by the Arny Corps of Engineers or, by an
approved state, for certain waters.

Wetl and regulation is currently an area of intense regul atory
activity. The current regulatory definition of a wetland is an
area that is regularly saturated by surface or ground water and



subsequently is characterized by a preval ence of vegetation that
is adapted for life in saturated soil conditions. Exanples
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i ncl ude swanps, bogs, fens, marshes, and estuaries. This
definition is construed broadly and can include a dry river bed
that may only hold water every five years or a puddl e that

devel ops wth each rainfall

F. National Environnental Policy Act of 1969 (NEPA), 42 U S.C 8§
4321 et seq.; The Council of Environnental Quality requlations
inpl enenting the procedural provisions of NEPA are codified in 40
CFR 1500 et seq. The supplenental inplenenting requlations for
the U S. Departnment of Justice are codified in 28 CFR 61 et seq.
NEPA directs all Federal agencies to consider the potenti al
environnental inpacts of their proposed ngjor actions and to
consi der those inpacts in their formal decision-nmaking process.
Environnental |npact Statenents (EIS) are required of Federal
agencies through this Act for major projects and/or |egislative
proposals that will have a significant inpact on the environnent.
It is inportant to determne if a new or nodification action at a
Federal prison facility requires the preparation of an EIS.

G Toxic Substances Control Act (TSCA), 15 U.S.C. § 2601 et

seq.; Inplenenting regulations in 40 CFR Parts 700-799: TSCA
regul ates the manufacture, processing, distribution, use and
di sposal of toxic substances. It requires testing of new

chem cal substances and the regul ati on of substances that pose
unreasonabl e risks of health or environnmental injury. New
regul ati ons cover asbestos and hexaval ent chrom umas well as
PCBs and asbestos abatenent.

TSCA states "refusal to allow inspectors who present the proper
credentials to enter the facility, is a violation of the
statute.” Upon entering the property, the inspector can
interview the Facility Manager and review the records (Part 707)
relating to substances such as Asbestos (Part 763), PCBs (Part
761), medical waste and any other chem cal substance that falls
under this regulation.

H  Energy Conservation and Policy Act, 42 U S . C 8251 et seq.:

| npl enenting requlations in 10 CFR parts 420 - 470 and 40 CAR
parts 600 - 610: The Energy Conservation and Policy Act's goal
is to pronote energy conservation and efficiency. The Act
contains provisions pertaining to residential, comercial and
Federal energy programinitiatives. Federal agencies are
directed to reduce energy consunption, and guidelines are set in
i npl enenting regul ati ons and Executive Orders toward this goal.

The Energy Policy Act of 1992, P.L. 102-486, QOctober 5, 1992,
sets additional requirenents and nore stringent schedul es for
obtaining certain energy efficiency objectives. The Act contains
provi sions pertaining to natural gas, alternative fuels,
electricity, disposal of radioactive waste, uranium
revitalization, renewable energy, coal, petroleum octane, gl obal
climate change, use of oil, hydropower, Indian energy resources,



nucl ear energy, and adm nistrative provisions.
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Facility Managers should continue to conserve energy and
resources by managing the facilities with these goals in m nd,
and consult as needed pertinent requirenents.

|. Federal |nsecticide, Fungicide, and Rodenticide Act (FlIFRA)
7 US. C. 8 136 et seq.: Implenenting requlations in 40 CFR parts
150 - 186: FIFRA regulates the registration and use of

pesticides. It is a violation of FIFRA to use pesticides in a
manner inconsistent with the |abeling instructions. Wen using
chem cals for pest control, it is inportant to carefully follow

the application instructions included with the chem cals.

J. Enforcenent: WMny of the statutes described above (i.e.,
RCRA, CERCLA, CAA, CWA, TSCA) contain specific Federal facility
provisions, making its requirenents applicable to Federal
agencies. Accordingly, in many instances, Federal sovereign

i munity has been waived requiring Federal facility conpliance
wi th Federal, state, and | ocal environnmental statutes,

regul ations and requirenents. Sonme statutes al so have wai ved
Federal sovereign imunity with respect to enforcenent

provi sions. Therefore, the Bureau may be subject to enforcenent
mechani snms, such as adm nistrative orders.

Because of the Federal Facility Conpliance Act of 1992, Federal
facilities or enployees could also be subject to civil or

crimnal liability, including fines, for non-conpliance with RCRA
or hazardous waste |laws. The Regional Facilities Adm nistrator
shal | contact the Regional Counsel and, if appropriate, the

O fice of General Counsel when a facility has been notified of
non- conpl i ance, violations, or deficiencies (i.e., a Notice of
Viol ati on has been issued), or if there are questions on
interpreting environnmental |aw requirenents.

K. Inspections: Mny environnmental statutes also contain
provi sions authorizing EPA or state agencies to inspect
facilities. EPA may want to inspect a FBOP facility to
investigate a conplaint. A facility also could be targeted for
an inspection to ensure permtting requirenents are being
followed or as a part of EPA s general adm nistrative plan for
enforcing environnmental statutes.

EPA has recently instilled a "nulti-nedia" approach to

i nspections, aggregating its authority under the various
environnental statutes. Under this approach, EPA has nobilized
smal | inspection teanms which conbi ne experience in al
environmental nedia (air, water, solid/hazardous waste). This
al l ows EPA to conduct conprehensive investigations of the

pol lution potential and/or particular conpliance problens at
required facilities.

As a result of the inspection authority authorized by
envi ronmental statutes, Facility Managers nmust be prepared and in



conpliance wth environnental requirenents, including proper
record keeping. Because of possible security concerns, however,



the FBOP to the extent possible,
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may want to request that the

Facility Managers be given notification in advance of such

i nspections if possible.
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CHAPTER 9
TELECOVMUNI CATI ONS SYSTEMS AND ELECTRONI C EQUI PMENT

| NTRODUCTI ON

A. General: This chapter pertains to individual
responsibilities in the admnistration of activities related to
desi gn, procurenent, installation, and mai nt enance of al
t el ecommuni cati ons systens and el ectroni c equi pnent throughout
the BOP, including but not limted to:

1. Tel ephone systens (PBX and | nnmate)

2. Radio systens
Perimeter Intrusion Detection Systens
Fire and Snoke Al arm Systens

Mbtion Detection Al arns

o 0k~ w

W ndow, Power House, Freezer, and msc. Al arns
7. Door and Gate Controls and Al arns

8. (Cosed Crcuit Television (CCTV)

9. Intercom Paging and Nurse Call Systens

10. Renote Control Devices

11. Metal Detectors and/or Detector Type X-Ray
12. Control Center and Conmmand Center El ectronics

13. Electronic Equi pnent for Special Operations (video
canmeras, throw phones, etc.)

14. Intelligence Gathering Equi pnent

15. Fiber Optic Miultiplex Systens

16. Bionetric Devices

17. Programmabl e Logic Controllers

18. Alarm Monitoring Systens (AMS or TI'S)

19. Gounding, Surge Protection and Lightning Protection
Syst ens
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B. Policy: Initiation of procurenent docunents, specifications,
operation, and mai ntenance of tel econmunications systens and
el ectroni ¢ equi pnent throughout the BOP shall:

1. Be perforned by the facility's electronic technician,
el ectrician, or by contract maintenance.

2. Conmply wth applicable Federal regulations, bulletins, and
circul ars.

C. Chief, Facilities Qperations: The Chief, Facilities
Qperations, is responsible for the overall adm nistration of

t el ecommuni cati on systens and el ectroni c equi pnent at al
institutions and regional offices throughout the BOP, including:

1. Providing to Regional Facilities Adm nistrators
consul tati on and gui dance in the overall adm nistration of
activities related to tel ecommuni cati on systens and el ectronic
equi pnent in new and existing facilities.

2. Providing planning and engi neering support to the Central
Ofice Facilities Design and Construction Branch for
t el ecomuni cati on systens and el ectroni c equi pnment for new
facilities.

3. Review ng proposed el ectronic or comruni cations equi pnent
purchases of nmore than $8, 000 before advising the appropriate
Regi onal Facilities Adm nistrator to proceed wth the purchase.

4. Serving as the point of contact for GSA, DQJ, and ot her
gover nment agencies including preparing and submtting all
required reports and responding to requests for tel ephone systens
managenent i nformation.

5. Issuing annually an Operations Menorandum outlining the
dat abase report format for the El ectronic Equi pnent Repl acenent
Schedul e.

D. Reqgional Facilities Admnistrator: The Regional Facilities
Adm nistrator is responsible for the overall adm nistration of

t el ecommuni cati on systens and el ectroni c equi pnent at al
institutions wwthin a particular region as well as their Regi onal
Ofice. These responsibilities include:

1. Providing support and guidance to the Facility Manager in
devel opi ng and mai ntai ning an effective planning program for
t el ecommuni cati on systens and el ectroni c equi prnent.

2. Review ng the Annual El ectronic Equi pnment Repl acenent
Schedul e Report, conpiling the institution reports into a single
dat abase, and transmtting the conbined reports to the Chief,
Facilities Operations, by Cctober 1 of each year.
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3. Ensuring adherence to FIRVMR, GSA, and 41 CFR and ot her
procurenent regul ati ons when reviewi ng the purchase of electronic
and comruni cati ons equi prment.

4. Approving all telecomrunication systens and el ectronic
equi pnent purchases before the Regional Contracting Oficer
i ssues Special Authorization (SA) nunbers.

5. Review ng proposed el ectronic and communi cati ons equi pnent
purchases that exceed $8, 000.

6. Coordinating research and devel opnent of all new systens
and equi pnent through the Chief, Facilities Operations, and the
O fice of Security Technol ogy. (Reference the Program Statenent
1150, O fice of Security Technol ogy.)

E. Facility Manager

1. The Facility Manager is responsible for maintaining
equi pnrent information and planning related to tel ecommunication
systens and el ectronics equi pnment including the follow ng:

a. A database containing the Annual Equi prent Repl acenent
Schedul e shall be submtted to the Regional Facilities
Adm ni strator by Septenber 1 of each cal endar year. The Annual
Equi prrent Repl acenent Schedul e shall be based on the present
condition of the systens and equi pnent and the manufacturers' or
i ndustry established |life expectancy. The Facility Manager shal
establish a plan of action for all equipnent identified for
replacenent and forward a copy of this plan as a part of the
Annual Equi prent Repl acenent Schedule to the Regional Facilities
Adm nistrator. The reporting database format shall be issued
annually in an Operations Menorandum A copy of the conpleted
report shall be kept on file in the Facilities Departnent.

b. For institutions with trunked radi o systens, the Trunked
Radi o Report nust be submitted to the Inter-departnent Radio
Advi sory Commttee (I RAC) during the first five years of
operation only.

(1) In Novenber of each year, the Facility Manager shal
record usage data (on a 3% diskette) for 10 separate days from
the trunked radi o system base stati on.

(2) The diskette containing the base station usage data
shall be forwarded to the Regional Facilities Adm nistrator by
Decenber 1 of each year.

(3) The Regional Facilities Adm nistrators shall collect
all reports and forward themto the Chief, Facilities Operations,
by Decenber 15 of each year.
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2. The Facility Manager is also responsible for:

a. Ensuring that the Electronics Technician naintains
equi pnent manual s on tel ecomuni cations systens and el ectronic
equi pnent .

b. Providing user training for institution staff as
requi red on new, upgraded, or existing electronic and
communi cati ons systens.

c. ldentifying and seeki ng gui dance on potential |egal
and/ or policy issues.

d. Adhering to FIRVR, GSA, 41 CFR, Bureau policies, and
ot her required procurenent regul ations when purchasing
t el ecommuni cati ons systens and el ectroni c equi penent.

e. Review ng proposed purchases of tel ephone and el ectronic
equi pnent by ot her Cost Center Managers to ensure conpliance with
Bur eau policies.

f. Submtting any B&F project or Major Wrk Order to the
Regional Facilities Adm nistrator with electronic or
comuni cati ons equi pnment costs of $8,000 or nore, and ensuring
t hat the equi pnent purchase is approved before obligating funds
and/ or proceeding with work.

g. Coordinating research and devel opnent of all new systens
and equi pnent through the Regional Facilities Adm nistrator as
required by this Chapter.

TELEPHONE SYSTEMS AND EQUI PMENT

A. General: This section pertains to BOP responsibilities
concerning all tel ephone systens, equipnent, and services
i ncl udi ng:

Tel ephone Private Branch Exchanges (PBX)

Tel ephone I nstrunents

Cabl e, Wre and Fi ber

Fi ber Optic Grcuits

Anci | I ary Equi pnent

Local Trunks

Federal Tel ecommuni cations System ( FTS2000)
Long Di stance Commrercial Services

. Alarm Monitoring Systenms (AVS or TI'S) Equi prnent
0. Tel ephone Surveill ance Equi pnent

1. Oher applications of telephone equi pnent or services

RPRONOOTAWNE
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B. FETS 2000 Tel ephone Service: The following list outlines the
procedures and tinme franmes for ordering, maintaining, and
cancel ing FTS 2000 tel ephone service at a FBOP | ocati on.

1. To request new or additional FTS 2000 service, the
Institution nust submt a nenorandumto the Regional Facilities
Adm ni strator stating:

C The reason for the new additional trunks;

C How many trunks will be required,

C How the trunks will be termnated (DS1 card or T1/DS1
channel bank);

C Location of trunks termnation (i.e. building, room etc.);

C The nodel of PBX to carry the traffic;

C If Drect-in-out-Dialing (DIOD) is required,

C Any special signaling arrangenents;

C Local point of contact (Electronics Technician) and

t el ephone nunber; and
C Approxi mate date service can be accept ed.

2. The FTS 2000 contract provides for 98 days to process the
Tel ecommuni cati ons Service Request. This includes processing the
request for service fromthe BOP to DQJ through GSA and finally
to US Sprint.

3. When an institution is considering purchasing a PBX or
nmovi ng the existing PBX or T1l/DS1 services inside of the
institution, the Facility Manager shall contact the Regional
Tel ecomruni cati ons Specialist to ensure that FTS 2000 services
can be schedul ed to accommodate the institution tinme franes with
a mnimal disruption of service. A request for service nust be
placed with the region at |east 120 days prior to when the
service i s required.

C. Reqgulatory Considerations: 47 CFR Part 68, FCC regul ations,
establishes rules and regulations for the installation,
mai nt enance, and repair of all tel ephone equipnent.

1. Requirenents. Al BOP facilities are required to:

a. Advise the local tel ephone conpany of any equi pnent
directly connected or scheduled for direct connection to their
lines and provide themw th any required information;

b. Provide protective couplers on any tel ephone equi pnent
not registered with the FCC as fully protected or grand fathered,
before connecting it to lines the |ocal tel ephone conpany
provi ded;

c. Ensure that naintenance and repairs on any tel ephone
equi pnent directly connected to | ocal tel ephone conpany |ines and
registered wwth the FCC as fully protected or grand fathered, are



performed excl usively by personnel who have a Letter of Agency
Rel ationship with the equi pnent manufacturer.
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2. Tel ephone Energency Notification System The "222" and the
NO- Di al energency notification systens, used for fire reporting,
medi cal energencies, officer assistance, etc., shall be installed
as part of all Bureau PBX tel ephone systens.

The Chief Executive Oficer shall determne the |ocation and the
nunber "222" red phones.

Al'l tel ephones within the institution, regardless of the security
| evel, shall have primary line pickup capability. Milti-Iline
phones without this capability shall be renoved and/or not

i nstal |l ed.

a. |If an institution has tel ephones that do not have this
capability, they shall establish a Plan of Action (POA) to neet
this requirenment. The POA shall be submtted to the Regiona
Facilities Adm nistrator for review and approval .

3. Maintenance. Tel ephone systens consisting of the main
swi tching equi pnent, protection blocks, cable out plant, station
wire, instrunents, and/or ancillary equi pnent shall be maintained
in an operable condition that:

a. Provides conversation paths that are free of crosstalk;

b. Provi des connections that are free of static and ot her
i nterference;

c. Isreliable in all types of operations;

d. Provides adequate incom ng and outgoi ng tel ephone
traffic;

e. Provides installations of equipnent and cabling in
accordance wth industry standards for color coding, |abeling,
term nation, cable records, etc.

RADI O COMMUNI CATI ON SYSTEMS AND EQUI PVENT

A. CGeneral: This section pertains to all radio comunication
systens and equi pnent in use throughout the Bureau, including:

1. Two-Way Voi ce Conmuni cati ons;

2. Radio Pagers with or wi thout one-way voice transm ssion;
3. Oficers' Assistance Al arns;

4. Cellul ar Tel ephones;

5. Two-way Voice Systens installed on buses;



6. Mcrowave transm ssion equi pnment (perineter alarm systens,
communi cations |inks, etc.); and

7. Any other application requiring the use of radio
frequenci es.
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B. Requlatory Considerations: The Bureau operates radio
equi pnent under the authority of the National Tel econmunications
and I nformation Adm nistration (NTIA).

The Adm nistrator of NTIA functions with the aid of the
I nt erdepartnental Radio Advisory Commttee (I RAC) and the
Frequency Managenent Advi sory Council (FMAC).

C. Radio Frequency Managenent: The NTI A prescribes policies,
standards, and procedures for Federal radio frequency managenent.
(Manual of Regul ations and Procedures for Federal Radi o Frequency
Managenent ) .

D. Radi o Frequency Assi gnnents

1. Al Bureau |ocations shall use radio frequency assignnents
only as authorized by the NTIA. The authority granted by a radio
frequency assignnment is:

a. Limted to the particulars of the assignnent e.g.,
geographic area, frequency, and type of em ssion;

b. Non-transferable to any other individual, governnent
agency, or non-governnent entity w thout NTIA approval.

2. Bureau locations shall not operate any radi o communi cati ons
system or equi pnment until the NTIA authorizes a radio frequency
assi gnnent .

3. Institutions and all other BOP |ocations shall not obligate
funds for devel opi ng or procuring such systens and equi pnent
w t hout having certification of the appropriate frequency
assi gnnent .

E. Procedures for Requesti ng Radi o Frequency Assi gnnents

1. Radio Frequency Assignnents are required for all electronic
devices that transmt RF (wth the exception of devices that fal
under 47 CFR Part 90), such as hand held radi os, base stations,

m crowave units (perinmeter alarnm, comunications |links, etc.

a. Radio Frequency Assignnents nust be updated when the
aut hori zed usage of a frequency or radio systemis nodified, such
as a change in:

C Equi pnent Type (Base, Handhel ds, etc.)

C Transmt Power

C Antenna (location, height, pattern, type)

C Use of a frequency (i.e., Sort to Body Al arm
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2. To request a new or additional radio frequency assignnment,
the institution nmust submt a request (see TRM 022.01, 9.1
Request for Frequency Authorization, Facilities QOperations
Techni cal Reference Manual), to the Regional Facilities
Adm ni strator.

a. Trunked frequencies shall be requested using TRM 022. 01,
9.1, Request for Frequency Authorization, Facilities QOperations
Techni cal Reference Mnual .

b. Requests for shared frequencies with other governnent
agencies shall require a Menorandum of | nteragency Agreenent from
t he non- BOP governnent agency, granting approval to use their
frequencies, along with a list of the frequencies.

3. The Radi o Frequency Request is then reviewed and forwarded
to the Chief, Facilities Operations. The request is then
forwarded to the appropriate | RAC subconm ttee.

4. The time frame for additional or shared frequencies is
approxi mately 60 days after subm ssion to | RAC, new trunked
frequencies require approxi mately 120 days after subm ssion to
| RAC.

F. Central Ofice Responsibilities (Radio Communi cations): The
Chief, Facilities Operations:

1. Serves as a point of contact for the DQJ | RAC
representative;

2. Responds to requests fromthe DQJ | RAC representative for
radi o communi cati ons and/or radi o frequency managenent
i nformati on;

3. Submts requests to the DQJ | RAC representative to use or
anmend utilization of the radio frequency spectrum and

4. Conpiles the current radio inventory information received
fromthe Regional Facilities Admnistrators at the end of each
fiscal year and submts a report to the Conmputer Technol ogy and
Tel ecomuni cations Staff, Justice Managenent Di vision.

G Regional Responsibilities (Radio Comunications): The

Regi onal Facilities Adm nistrator is responsible for issues
pertaining to radio conmunications at all institutions within
hi s/ her respective region as well as the Regional Ofice. This
i ncl udes responsibilities described throughout this Chapter,

i ncl udi ng:

1. Review ng requests and approving SA nunbers for any system
device, or service transmtting and/or receiving radi o signals;



2. Providing radio communi cati ons and/or radi o frequency
managenent information to the Chief, Facilities Operations for
preparing responses to requests fromthe DQJ | RAC representative;



P.S. 4200.09
CN- 01, Decenber 31, 1996
Chapter 9, Page 9

3. Coordinating |local interagency agreenents for shared radio
frequency assignnents;

4. Informng the Chief, Facilities Operations of new and/ or
addi tional frequency requests to use or anend use of the radio
frequency spectrum

5. Keeping radi o communi cati on systens or equi pnment out of
operation until NTIA has approved frequency assignnents;

6. Ensuring that radi o equi pnent is accountable in accordance
wi th Federal Property Managenent Regul ations (FPWR).

H Institution Responsibilities (Radio Comunications): For

i ssues pertaining to radi o comruni cations at an institution, the
Facility Manager is responsible for those activities described

t hroughout this Chapter, as well as:

1. Responding to requests for radi o conmuni cati ons and/ or
radi o frequency managenent information fromthe Regi onal
Facilities Adm nistrator;

2. Verifying that the institution has received SA nunbers for
procuring any system device, or service transmtting and/or
receiving radi o signals;

3. Coordinating |local interagency agreenents for shared radio
frequency assi gnnents;

4. Informng the Regional Facilities Adm nistrator of the need
to request additional radio frequency assignnent(s) (see TRM
022.01, 9.1, Request for Frequency Authorization, Facilities
Operations Techni cal Reference Manual);

5. Keeping radi o communi cati on systens or equi pnment out of
operation until NTIA has approved frequency assignnents;

6. Ensuring that radi o equi pnent is accountable in accordance
wi th Federal Property Managenent Regul ations (FPWR).

| . Mai nt enance

1. Frequency verifications of all approved frequencies shal
be acconplished every three years by an authorized factory
technician or a BOP electronic technician specifically trained
for BOP radi o equi pnent on site. The docunentation of frequency
verification shall include: type of test, test results, radio
equi prent nodel and serial nunmber, and any other pertinent data.

A der radi o equi pnent (handhel ds, body al arns, body al arm
receivers, etc.) using frequency crystals (non-synthesized
equi pnent) shall be required to have an annual frequency



verification.
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2. In addition, each institution shall have a battery
mai nt enance programthat ensures effective operation of radio
equi pnent .

PERI METER | NTRUSI ON DETECTI ON SYSTEMS

A. Ceneral: This section pertains to all types of perineter
i ntrusion detection systens used throughout the Bureau.

B. Qiideline Specifications: Guidelines for installation of
El ectronic Perinmeter Security Fence Alarns and Detection Systens
are in the Facilities Devel opnent TRM *

C. Syst em Perf ormance and Pl anni ng

1. The performance capability of any perineter intrusion
detection systemis determ ned by conparing its Probability of
Detection (POD) to its Nuisance Al arm Rate (NAR)

a. PODis the percentage of probability that the system
will detect a person attenpting to penetrate the system security.
It is determned, after controlled testing, by dividing the
nunber of alarns by the nunber of attenpts. For exanple: 97
al arns/ 100 attenpts = 97 percent POD. The recomrended m ni mum
PCD is 95 percent.

b. NAR is the average nunber of alarns, per zone per nonth,
that are caused by anything other than a person attenpting to
penetrate the system security or alarns attributed to system
testing. The recomrended nmaxi mum NAR is 10 al arnms per zone per
nont h.

c. In the Monthly Report Database, Perinmeter Detection
System Report (Security.Fol), the term "Reportable Alarns” is
used as a Bureau neasure of the systenlis effectiveness. The
Reportabl e Alarns consist of any alarmthat is not attributed to
testing, maintenance, or equi pnent mal function.

2. Al perineter intrusion detection systens, regardl ess of
type or manufacturer, performaccording to the surroundi ng
conditions. Most systens throughout the Bureau have adjustnents
that control the sensitivity of the POD and NAR, to conpensate
for conditions that are adversely affecting perfornmance.

Bal anci ng the POD and NAR at acceptable levels is essential.

D. Testing: |If an institution has a perineter intrusion
detection system the Facility Manager shall devel op a schedul e
of tasks in the CMM5 programto schedule controlled testing and
mai nt enance of the system Conpleted work orders, tests results,
tinme, date of tests, etc. shall be controlled according to
Chapter 16, Sensitive Information. The controlled testing shal
verify the systemsensitivity to clinb and cut attenpts. Al



controlled testing shall be coordinated with the Chief
Correctional Supervisor and perforned according to the equi pnent
manuf acturer's recommendati ons.
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The El ectronics Technician shall conduct controlled testing at

| east nonthly. The Facility Manager shall maintain a witten
record of the test, by zone, for one year. (If required test
data is witten on conpleted PM hard copy, this formw | provide
necessary docunentation, and shall be considered a Sensitive
Docunent) .

E. Reports

1. The Facility Manager shall conplete a Perineter Detection
System Report, as a part of the Monthly Facilities Operations
Report, for each type of perineter alarmsysteminstalled at an
institution. The report nust be submtted in the approved
dat abase format and contain information fromthe previous nonth.
The database reporting format will be issued annually as an
Oper ati ons Menorandum

a. This report consists of sensitive information and shal
be controll ed accordance with PS 1237.09, Conputer Security, or
| at est edition.

b. Reportable alarminformation is available fromthe
printed record generated by the al arm annunci ati on system or from
the historical archives conputer. This data shall be retained
for 60 days.

2. The Facility Manager shall include coments fromthe Chief
Correctional Supervisor before forwarding the report, as a part
of the monthly Facilities Operations Report, to the Regional
Facilities Adm nistrator.

3. The Regional Facilities Adm nistrator or his/her designee
shall review the nonthly report. GCuidance shall be given to the
institution if a report indicates that a systemis not performng
according to established guidelines.

FI RE ALARM SYSTEMS AND EQUI PVENT

A. Ceneral: This section pertains to regulatory considerations,
system adm ni stration, and maintenance of fire alarm systens and
equi pnent .

B. Requlatory Considerations: The design, installation,

testing, and operation of fire alarmsystens and equi pnment shal
conply with all current NFPA, ACA, and JCAHO st andards and Bureau
directives.

C. System Admi ni strati on and Mi nt enance

1. Each Facility Manager, with the Safety and Environnent al
Heal t h Manager's advi ce and support, is responsible for planning
related to fire alarmsystens, including the responsibilities as



outlined in the Introduction Section of this chapter, as well as:



P.S. 4200.09
April 3, 1996
Chapter 9, Page 12

a. Developing a testing schedule in conpliance with al
NFPA, ACA, and JCAHO standards and Bureau directives;

b. Ensuring that maintenance, repairs, and testing are in
accordance with the equi pnent manufacturer's and NFPA
recommendati ons; and

c. Inmplenmenting a schedule of tasks in the CWMMS dat abase
programto conplete inspections, tests and preventive mai nt enance
as identified in this section of the Manual. Conpletion dates

and inspection/test/PMs shall be docunented in the CMVS dat abase
program

GROUNDI NG, SURGE PROTECTI ON AND LI GHTNI NG PROTECTI ON SYSTEMS

A. CGeneral: This section pertains to the specialized G ounding,
Surge Protection and/or Lightning Protection Systens that are
required to:

1. mnimze failures in mcroprocessor-based
Tel ecomuni cati ons Systens and El ectroni c Equi pnent from
i ghtning storns.

2. mnimze failures in other electrical equipnment, appliances
and lighting fromlightning storns.

3. reduce the likelihood of power anomalies of all kinds which
may adversely affect the operation of m croprocessor-based
Tel ecommuni cati ons Systens and El ectroni c Equi prent.

4. reduce the likelihood of any other environnental problens
whi ch may adversely affect the operation of m croprocessor-based
Tel ecommuni cati ons Systens and El ectroni c Equi prment.

B. Requlatory Consideration: Gounding, Surge Protection and/or
Li ghtning Protection Systens for m croprocessor-based

Tel ecommuni cati ons Systens and El ectroni ¢ Equi prment shall be
installed in accordance with the:

1. | atest edition of NFPA 780 - Standard for the Installation
of Lightning Protection Systens.

2. latest edition of NFPA 70 - National Electrical Code

3. Federal Information Processing Standards Publication 94
(FIPS PUB 94) "@uideline on Electrical Power for ADP
I nstal | ati ons”

4. manufacturer's reconmmended installation practices

C. Requirenents: G ounding, surge protection and |ightning
protection systens shall be installed on Electrical distribution




systens to protect mcro-processor based Tel ecomruni cati ons
Systens and El ectroni cs Equi pnent from damage due to induced
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i ghtning, swi tching devices on AC power |ines and voltage
transients generated within the facility . The Facility Mnager
shall insure that these systens are adequately installed and
adhere to FBOP policies, regulatory and/or manufacturer’s

requi renments for m croprocessor-based Tel ecomruni cati ons Systens
and El ectroni c Equi prment.

D. Gounding Requirenents: To ensure that the electrical
distribution systens is adequately grounded for m croprocessor-
based Tel ecommuni cations Systens and El ectroni c Equi pnent, the
follow ng requirenents shall apply:

1. The earthing inpedance shall be five (5) ohnms or |ess.

2. Al Tel ecommunications Systens and El ectroni c Equi pnent
shal | have "dedi cated, isolated, insulated groundi ng conductors"”
as required in NFPA 70 exception No.4 in section 250-74, the
exception in section 250-75 and the exception in section 384-20.

3. A Gound Reference Gid shall be installed under any raised
fl oor such as the central equipnment room control center or any
ot her room designed for a significant amount of m cro-processor
based Tel ecommuni cations Systens and El ectroni c Equi pnent .

E. Surge Protection Devices(SPDs): Al service entrance panels
provi di ng AC power to D vision 17 equi pnment and uninterruptible
power systens shall be equi pped with surge protection devices on
the | oad side of the main disconnect in accordance with the
foll ow ng specifications.

1. Al surge protection devices shall be listed to U L. 1449,
for safety and fire protection,

2. Al surge protection devices shall have the | owest surge
voltage rating per U L. 1449 that is consistent with the nom nal
line voltage. For exanple, 120 VAC nom nal |ine voltage would
require a 300 volt peak surge voltage rating.

3. Al surge protection devices shall be connected with the
shortest |eads possible.

4. Protection nodes shall be only phase-to-phase or phase-to-
neutral suppression. Phase-to-ground or neutral-to-ground
suppression shall not be used.

5. For extended life and long termreliability, only silicon
aval anche technol ogy shall be used. Gas tubes and MOV's shal l
not be used.

6. The suppression dissipation capability of the Surge
Protection Device shall be determ ned by the characteristics and
functions of the service entrance panel.
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M SCELLANEQUS ALARMS, SYSTEMS, AND EQUI PMENT

A. CGeneral: This section pertains to m scellaneous al arm
systens and equi pnent that operate on tel econmuni cation and/ or
el ectronic principles, including:

1. Modtion Detection Al arns

2. Wndow Al ar s
Mechani cal Door Interlocks

Door and Access Hatch Al arns

Door/ Gate Controls and Associ ated Al arnms

o 0k~ w

Closed Circuit Tel evision (CCTV)

7. Intercom Paging, and Nurse Call Systens
8. Renote Control Devices

9. Metal Detectors

10. Detector Type X-Ray

11. Control Center/Comrand Center El ectronics

12. Electronic Equi pnent for Special Operations (video
canmeras, throw phones, etc.)

13. Fiber Optic Miultiplex Systens

14. Bionetric Devices

15. Progranmmabl e Logic Controllers

16. Alarm Monitoring System (AMS or TIYS)

17. Freezer Alarns

18. Power House Al arns
B. Requlatory Considerations: |If any of the equipnent in this
section is connected to tel ephone equi pnment or uses radio

communi cations, the regulations in the appropriate sections of
this Chapter apply.

C. System Admi nistration: The Facility Manager at each

institution, with the Chief Correctional Supervisor's advice and
support, is responsible for planning related to the m scel |l aneous
al arns, systens, and equi pnent, as described in this Chapter, and




for establishing effective testing procedures and schedul es.
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D. Mai nt enance and | nspecti on: Mbti on detection alarns, w ndow
al arns, nechani cal door interlocks, door and access hatch al arns,
metal detectors, and detector type x-ray equi pnent shall be:

1. Tested regularly by the Electronics Technician and a
Correctional Services representative; and

2. Inspected and mai ntai ned according to the manufacturer's
specifications. A schedule of tasks shall be devel oped for al
appropriate equi prment in the CMS dat abase programto acconplish
work identified above. Conpletion dates and task acconplishnents
shal |l be docunented in the CMVS dat abase.

All other systens will be inspected and mai ntai ned according to
t he manufacturer's specifications. A schedule of tasks shall be
devel oped in the CMV5S dat abase programto acconplish required
wor k. Conpl etion dates and task acconplishments shall be
docunented in the CVMMS dat abase.

E. Disposal: Batteries and other hazardous substances shall be
di sposed of according to manufacturer's recomendations, the
Cccupational Safety and Environnental Health Manual, and | ocal
directives.

RECORDS, | NVATE LABOR, AND STANDARDS

A. Ceneral: This section pertains to record-keeping, using

i nmate | abor, and the standards of installation and nai ntenance
wor kmanshi p for tel econmuni cations systens and el ectronic

equi pnent .

B. Records
1. Records pertaining to tel ecommunications systens and
el ectroni c equi pnent shall contain all of the information
necessary to neet the responsibilities described in this Chapter.
At a minimum they should consist of:
a. Equi pnment schematics, including nodifications;
b. Cable out plant records and system w ri ng;

c. Operation, maintenance and performance records,
when appropriate, and associ ated costs.

2. The Facility Manager shall ensure that required records are
current, kept in a secure place, and avail able for the Regional
Facilities Adm nistrator's review.
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C. | nmat e Labor

1. The use of inmate | abor on sone tel econmunications systens
or electronic equi pnent may conpronm se an institution's security.
Therefore, the Facility Manager shall develop an Institution
Suppl enment to establish the maxi num extent that inmate | abor may
be used on any operating system

2. Inmate | abor, as approved by the Institution Suppl enment,
may be used to performrepairs on conponents renoved froma
system such as:

# Tel ephone instrunents

# Power supplies

# Television nonitors and cameras

# O her equipnent listed in the suppl enent

D. Standards for Installation and Mi nt enance

1. The Facility Manager shall ensure that all installation,
nmodi fi cation, maintenance, and repair work on tel econmuni cati ons
systens and el ectroni c equi pnent conplies with specifications and
requi renents of the manufacturer, industry standards, and/or
appl i cabl e Federal regul ations.

2. General guidelines for conpleted work and shop managenent
that project an inmage of professional workmanship are:

a. Cables are neatly butted and forned. |f shiel ded,
shi el ds are grounded as necessary.

b. Junper and hook-up wire is properly slacked, forned, and
neatly dressed.

c. Applicable standard col or codes are used (NFPA, NEC,
EIATIA etc.).

d. Equipnment and term nal cabinets are adequately sized and
properly installed with covers.

e. Term nal blocks and backboards are properly installed
with wiring neatly forned and dressed.

f. Al required equi pnment grounds are install ed.

g. Equipnment roons are clean, properly painted, free of
clutter, and environnentally controll ed.
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h. Al records, prints, and directories are properly
mai nt ai ned and secured.

i. Al storage batteries are checked nonthly and their
mai nt enance records properly maintained.

J]. Al station equipnent, such as tel ephones, intercom
units etc., are neatly installed and properly mnaintai ned.

3. Al electronic and conmuni cati ons systemw ring shall be
installed in conduit, netallic raceway, or under floor raceways
for physical protection of the wiring. Open raceways may be used
in secure electronic equipnment roons. Al wiring installations
shal |l neet or exceed the current National Electrical Code (NEC
70).

TECHNOLOGY EVALUATI ON AND APPLI CATI ON

A. General: Technology wthin the tel ecommunications and

el ectronic industries has provided a wide variety of systens and
equi pnent for communi cations, security, entertai nnment, and other
operational purposes. Since the application of evolving
technology is inpacted by technical, operational, financial, and
| egal issues, the Chief, Facilities Operations and the Ofice of
Security Technol ogy shall ensure that the BOP is continually
revi ewi ng and eval uati ng:

1. Existing systens and equi pnent;

2. Procedures for the installation, operation, and nai ntenance
of existing systens and equi pnment;

3. Equipnment and other materials for installation on/in
exi sting systens or equi pnent; and

4. Vendors of equipnent, repair parts, replacenent itens, or
other materials for existing systens or equi pnent.

B. Responsibilities: The Chief, Facilities OQperations shal
review and eval uate individual ideas, suggestions, or
recommendations related to policy or procurenment, installation,
operation, maintenance, and repairs of telecomunication systens
and el ectronic equipment. |If the ideas, suggestions, or
recommendati ons invol ve new technology, it will be forwarded to
the O fice of Security Technol ogy for eval uation.

C. Evaluation: To ensure consistency in technol ogical changes

t hroughout the Bureau and to avoid duplication of efforts,
institutions shall submt to the Regional Facilities

Adm ni strator any ideas, suggestions and recommendations rel ated
to policy, procurenent, installation, operation, nmaintenance, and
repair of tel ecomunications systens and el ectroni c equi pnent or



proposal s for new equi pnment or systens that are not presently
bei ng used.
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The Regional Facilities Adm nistrator shall review the proposals
submtted fromeach institution

1. If a proposal is worthy of further consideration, it shal
be presented at the next Mnthly Tel ecommuni cati ons Specialists
Tel econf erence.

2. If the proposal is found to have nerit at the
tel econference, it wll then be submtted to the Chief,
Facilities Operations, who shall either:

(a) Distribute the appropriate information throughout the
Bur eau or;

(b) Coordinate a research and devel opnent project with the
O fice of Security Technol ogy.

| NSPECTI ONS

A. Each institution Facility Manager shall be responsible for
schedul i ng and conducting the institution's El ectronics and
Commruni cations I nspection. The inspection shall be conpleted
annual ly (see TRM 022.01, 9.2, Electronic Communi cations Systens
| nspections, Facilities Operations Technical Reference Manual).
The Facility Manager shall ensure that all electronic equi pnent
and tel ecommuni cations systens have |ightning protection, surge
protection, and transient protection. This protection shall be
in the formof Silicon-Aval anche technol ogy. See Chapter 12, for
information on lightning protection and groundi ng.

1. The Facility Manager may assign staff nenbers to perform
specific portions of the inspection; however, he or she is
responsi ble for the final result. Staff nost qualified to
i nspect each specific area shall be assigned.

a. Narrative comments, either affirmative or negative,
shoul d be nmade for each itemon the El ectronics and
Communi cations | nspection form (see TRM 022. 01, 9.2,
El ect roni ¢/ Conmruni cati ons Systens | nspections, Facilities
Operations Techni cal Reference Manual).

b. If conditions in a given area warrant |engthy
recommendati ons, these recommendati ons shall acconpany the
i nspection report, referring to the outline by page and item
nunber and identifying problem areas by specific |ocation.

2. Reports shall identify what corrections have been
acconplished to date as well as the anticipated conpl etion dates
of any unconpleted corrections. All discrepancies identified
during the annual el ectronics and conmuni cations inspection shal
be corrected and docunented in the inspection file with the
appropriate M nor Wrk Request or Major Work Order identification
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nunber (see TRM 022.01, 2.5, Plan of Action, Facilities
Operations Technical Reference Manual). |If the repair work
requi res B&F fundi ng, docunentation nust be provided to ensure
inclusion in the institution B& Program

B. It should be understood that the guidelines cannot include
all conditions peculiar to each institution. Any additional
information pertinent to a thorough report shall be included in
narrative form

C. The Institution Work Progranm ng Comm ttee nust review and
approve the Inspection Report and Plan of Action for identified
di scr epanci es.

1. A copy of the inspection report and approved Plan of Action
for discrepancies shall be forwarded to the Regional Facilities
Adm ni strator.

2. The Facility Manager shall maintain a copy of the
i nspection report and corrective actions for two years.
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CHAPTER 10
AUTOMOTI VE ACQUI SI TI ON, MAI NTENANCE, AND OPERATI ONS

GENERAL PROCEDURES

A.  To obtain maxi mum use, safety, and econony of operations, it
is essential to follow an organi zed plan for maintenance, repair,
and operation of all BOP autonotive equi prment.

B. Institutions shall follow the operating and preventive

mai nt enance procedures described herein for all BOP-owned

aut onoti ve equi pnent including: tractors, heavy equi pnent, etc.,
as well as for GSA fleet vehicles, whether serviced or naintained
at a central garage or another |ocation.

RESPONSI BI LI TY

A. Central Ofice: The BOP Vehicle Fleet Coordinator, |ocated
in the Facilities Managenent Branch, Central Ofice, provides
overall direction for fleet operations throughout the Bureau.
These responsibilities include:

1. Devel opnent of annual budget subm ssions;
2. Monitoring of vehicle acquisitions and disposal;

3. Monitoring bus maintenance activities at the BOP' s Bus
Mai nt enance Facility |ocated at USP Terre Haute.

B. Regional Ofice: The Regional Facilities Adm nistrators are
responsi ble for the overall direction of fleet operations at al
institutions, Regional Ofices, Community Corrections Ofices,
and Training Centers within a particular region. These

responsi bilities include:

1. Oobtaining required report data (Annual Fleet Tag Reports,
Mont hly Reports, etc.) and forwarding accurate information to the
Central Ofice;

2. Monitoring vehicle acquisitions and di sposal .

C. Institution: The Facility Manager is responsible for the
managenent, mai ntenance, repair, and operation of the institution
vehicle fleet and heavy equi pnment. This includes maintenance and
repair support for UN COR vehicles and other institution

not ori zed equi prent .

VEH CLE ACQUI SI T1 ON

A. To control the quantity and quality of the BOP vehicle fleet,
each facility (including Regional Ofices, Training Centers,



activation sites, etc.) shall request approval for any vehicle
acqui sition, including surplus and | eased vehicles. This
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requi renent al so extends to heavy equi pnent and speci al purpose
equi pnent (such as bul | dozers, cranes, tractors over 20 horse
power, forklifts, conbustible fueled carts, etc.). Acquisition
requests for surplus vehicles and equi pnment nust identify source
| ocation. (See TRM 022.01, 10.1, Vehicle Acquisition Request
Form Facilities Operations Technical Reference Manual).

B. Vehicle Acquisition Requests shall be prepared by the
Facility Manager or his/her designee, approved by the Warden, and
forwarded to the Fleet Coordinator in the Central Ofice. A copy
of the request shall be forwarded to the Regional Facilities

Adm ni strator.

1. The acquisition of UNI COR vehicles shall be reviewed and
approved by the Facility Manager and forwarded by UNICOR to the
Central Ofice Financial Mnagenent Division. The UNI COR Central
O fice Financial Mnagenent Division shall forward the vehicle
acquisition request to the Central Ofice Vehicle Fleet
Coordinator in the Adm nistration Division, Facilities Managenent
Branch. Approved/di sapproved vehicle requests shall be returned
to the Facility Manager, with copies to appropriate UN COR
| ocati ons.

2. Marketing Centers or other UNICOR | ocations not directly
associated wth an institution are to provide their data and
receive tags fromthe closest institution’s Facilities office.
Vehi cl e managenent for these |locations shall be the sanme as for
vehi cl es owned or |eased by UNICOR at the tag issuing
institution.

C. If the request is approved, the Fl eet Coordi nator shal
assign a Fleet Authorization Nunber and return the original
request to the submtting CEO (if the request is for a UNI COR
vehicle, return to UNNICOR Central O fice Financial Managenent
Branch), with a copy forwarded to the appropriate Regi onal
Facilities Adm nistrator. This nunber shall appear on al

acqui sition docunents. The approved Vehicle Acquisition Request
must be maintained on file for the life of the vehicle. Should
the requested acquisition not occur or the type of vehicle
change, the Fleet Coordinator nust be notified.

1. The acquisition and use of Cass 3 and 4 sedans and station
wagons is limted to | aw enforcenment use only, reference 41 CFR
101-38.1 and JPMR 128-38.5100.

2. The vehicle fleet color is white. It is inportant that
this color be specified on all procurenent docunents.

D. Wen a vehicle acquisition arrives at an institution,
regional office, training center, etc., a vehicle tag record
(include only the single vehicle record, not the entire tag
report) nust be forwarded to the Fleet Coordinator as a part of



the Monthly Facilities Operations Report. The Monthly Facilities
Operations Report shall also be used to identify fleet additions,
del etions, or tag assignnent changes.
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UNFCOR is to pronptly notify the Facility Manager of fleet
changes affecting tags, vehicle identification, acquisitions, and
di sposal

VEH CLE DI SPATCHI NG.  Cost effective procedures shall be
established for controlling and scheduling vehicle usage to avoid
driving unsafe vehicles as well as limting unnecessary trips.

A. Al vehicles shall be dispatched fromthe garage/ notor poo
by the garage foreman during normal duty hours.

1. During non-duty hours, an alternate person shall be
desi gnated di spatch officer. This person is normally the control
center officer, with issuing authority by the on-duty operations
i eut enant.

2. Exceptions to this shall be justified to the Chief
Executive Oficer.

3. During non-duty hours, the dispatcher shall also nmaintain a
Mot or Vehicle Daily Dispatch Record (see TRM 022.01, 10.2, Motor
Vehicle Daily D spatch Record, Facilities Operations Techni cal
Ref erence Manual ), which is forwarded to the garage foreman at
the end of each dispatcher's shift. The garage foreman uses this
record for conmpiling nmonthly and quarterly reports.

B. Oher than normal transportation requirenents (road trips,
etc.), requests for vehicles shall be submtted in nmenmorandum
format to the Facility Manager. Requests shall be submtted as
far in advance of contenpl ated use as possible, indicating the
pur pose, destination, type of vehicle required, and date and tine
of trip. Requests shall be naintained for one year by the garage
f or eman.

VEHI CLE MAI NTENANCE AND REPAI R

A.  An adequate preventive mai ntenance program for vehicle
operation shall be devel oped. The follow ng guidelines wll
ensure continued efficient operation of all autonotive equipment.

All institutions shall establish vehicle inspection and
mai nt enance schedul es and procedures in the CVMMS program

1. Inspection and mai ntenance practices shall be based on, but
not limted to, manufacturers' recomended standards of
i nspection, lubrication, and mai ntenance. Special attention
shall be given to all safety equi pnent.

2. Ol and filter changes shall be scheduled for 3,000 mles
or 6 nonths, whichever cones first unless it conflicts with
manuf acturers' recomendations. "Severe Use" vehicles (i.e.
perimeter patrol, fire trucks, etc.) shall have schedul ed



mai nt enance requirenents as identified in the manufacturer's
i nstructions manual .
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3. Standard practice handbooks, charts, and shop manual s shal
be obtained fromthe manufacturer for each vehicle in operation
for reference.

B. Asbestos Brakes: The majority of 1993 and | ater nodel
vehicles will have factory installed non-asbestos brakes;
however, asbestos brakes nmay appear on a few nodels. Wen
repairs beconme necessary:

1. Follow the prescribed precautions in the current edition of
the Cccupational Safety and Environnental Health Mnual .

2. Vehicles with asbestos brakes or clutch pads shall have the
repair and replacenent of these itens conpleted by a qualified
commer ci al vendor

VEH CLE RECORDS AND LOGS

A.  Vehicle Miintenance and Repair: The Facilities departnent’s
CWVS program shall be used to track all maintenance and repair
work for each vehicle, including prisoner novenent buses, where
appl i cabl e.

1. Any repairs to vehicles other than BOP buses estimated in
excess of $3,000 shall be presented to the Wrk Programm ng
Comm ttee for approval as a Major Work Order before the work is
performed. (See provisions contained in this Chapter for
regul ati ons applying to buses.)

3. Regional offices shall develop |ocal controls and
procedures to ensure all vehicle costs related to fuel,
mai nt enance and | abor are recorded.

4. Facility Managers at new institutions shall obtain copies
of approved vehicle acquisitions (see TRM 022.01, 10.1, Vehicle
Acqui sition Request Form Facilities Operations Techni cal
Ref erence Manual) fromtheir Regional Activation Coordinator and
report the arrival of activation vehicles to the Fleet
Coordi nator via the Facilities Operations Mnthly Report.

5. The National Bus Center Manager is responsible for
mai nt ai ni ng vehicle cost records related to fuel, naintenance and
| abor for assigned vehicles and inmate transportation buses
nati onw de.

6. The Chief, Design and Construction Branch, Central Ofice,
is responsible for ensuring that maintenance and operating costs
are nmai ntai ned on BOP owned and | eased vehicles at new
construction sites.

The reporting of maintenance and operating costs shall be
acconplished in accordance with provisions contained in this



chapter.
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B. Mleage, Gas, and G| Records: The garage foreman shal
mai ntain a record of mleage as well as fuel and oil usage on al
vehi cl es the BOP | eases or owns.

1. One copy of this record (see TRM 022.01, 10.3, Mdtor
Vehicle M|l eage, Fuel, and G| Usage, Facilities Operations
Techni cal Reference Manual) shall be forwarded to the Facility
Manager by the fifth day of each nonth for the previous nonth.
The original shall stay on file in the garage for one year.

2. This data shall be entered into the CVMMS system and char ged
to the appropriate MN nunber.

VEHI CLE SPEED AND LOAD LIM TS

A. Al vehicles shall have stickers affixed to the dash in clear
view of the operator denoting institution and hi ghway speed
[imts.

B. Al cargo carrying vehicles shall have stickers affixed to

t he dash denoting normal weight |limtations as well as the words:
"CAUTION - Before starting on road trips, CHECK APPLI CABLE LOAD
LIMTS FOR EACH STATE. "

For interstate travel of cargo carrying vehicles, load limts for
the states involved shall be provided by the garage forenan.

C. It is the operator's responsibility to conformto all speed
and weight limts. The Governnment assunmes no responsibility for
violations in these areas.

VEHI CLE | NVENTORY AND TAGS

A. Vehicle Tags: Each DQJ reportable notor vehicle operated by
the BOP, including UNI COR, shall properly display assigned DQJ
license plates (J-XXX) on both front and rear. The BOP Central
O fice Fleet Coordinator shall assign all "J" series plates for
BOP vehi cl es.

1. GSA |l eased vehicles shall display GSA series tags.

2. BOP prisoner transportation buses shall display tags
assigned fromthe National Bus Center.

3. Vehicles used primarily for |aw enforcenent purposes, such
as undercover pursuit and undercover inmate transportation, are
eligible to use state tags. Before obtaining state tags, a
witten request nust be submtted to the Central Ofice Fleet
Coordi nator for review and approval .

The request for state tags nust neet the guidelines contained
in 41 CFR, Subpart 101.38-2 and Justice Property Managenent



Regul ation (JPMR) 128-38.51. State tags are not transferrable.
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4. The Facility Manager is responsible for maintaining
accountability and security of unassigned tags.

5. The Central Ofice Fleet Coordi nator shall maintain a
centralized listing of all tag assignnents.

B. Tag Procurenent: The Facility Manager shall order the
license tags fromthe Superintendent of Industries, District of
Col unmbi a, Industrial Services, P.O Box 730, Lorton, Virginia
22199. (Tel ephone 703-643-2087; FAX 703-643-0219.)

C. Lost or Stolen Tags: Lost or stolen vehicle tags nmust be
reported pronptly by telephone to the BOP Fl eet Coordi nator
during routine working hours. A nmenorandum shall foll ow,

i ndicating pertinent facts about the mssing tag. A lost or
stolen tag nunber shall not be reused wi thout the authorization
of the Fleet Coordinator.

D. Annual Vehicle Tag and | nventory Report

1. The Facility Manager shall forward the annual Vehicle Tag
and I nventory Report to the Regional Ofice by Cctober 1 for the
precedi ng fiscal year

a. The information required for this report will vary as
Central Ofice and DQJ requirenments change. Instructions and a
dat abase format will be issued annually, as an Qperations
Menorandum to assist in the conpletion of the report.

b. Al driven conbustible fueled vehicles greater than 20
hor sepower that the BOP or UNICOR owns or |eases, shall be
included in the Vehicle Tag and I nventory Report.

2. Regions shall review and forward a consoli dated vehicle
report in the sane format as above by Novenber 1 for the
preceding fiscal year to the BOP Fl eet Coordinator, Centra
O fice. The consolidated regional reports shall incorporate
vehi cl e and equi pnent data fromall institutions, Regional
Ofice, Community Correction Ofices and Trai ning Centers.

3. Site Project Managers at new institution construction sites
shall forward an annual Vehicle Tag and Inventory report to the
Chi ef, Design and Construction, by October 1 for the preceding
fiscal year. The Chief, Design and Construction, shall review
and forward a consolidated report by Novenber 1 for the preceding
fiscal year to the Fleet Coordinator, Central Ofice.

E. Vehicle and Equi pnent Repl acenent s

1. Vehicles and equi pment identified for replacenment with
Central Ofice funds shall be devel oped frominformation
contained in the annual Vehicle Tag and Inventory Report. GSA
gui delines shall provide the primary replacenent criteria.
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2. The Vehicle Review Commttee shall review future year
vehi cl e budget subm ssions and establish current year
vehi cl e/ equi pnent repl acenent priorities consistent with
avai |l abl e fundi ng.

a. The Vehicle Review Conmttee shall consist of the Chief,
Facilities Operation (who shall serve as Chairperson), Vehicle
Fl eet Coordinator, and two other randomy selected Central Ofice
staff.

b. The Commttee neeting shall be held during the first
month of the second quarter of each Fiscal Year. Meeting m nutes
and supporting docunentation shall be maintained on file by the
Vehi cl e Fl eet Coordi nator.

c. The neeting agenda shall address the follow ng specific
I ssues:

C Perinmeter patrol vehicles

C Prisoner transportation vehicles

C BOP buses

C Pursuit vehicles

C Al other vehicles (sedans, trucks, etc.)
C Equi pnent

DRI VER TRAI NI NG AND DRI VER PERM TS

A. Inmates: Before allowng inmates to operate autonobiles,
trucks, heavy equi pnent, forklifts, etc., the garage foreman or
desi gnee shall test the inmates' operating capabilities. These
tests and certifications nmust be conducted in accord with Chapter
1 of the Qccupational Safety and Environnental Health Manual .

| nmates receiving certifications shall have any limtations noted
on the Inmate Driver's Permt (see TRM 022.01, 10.4, Inmate
Driver's Permt, Facilities Operations Technical Reference
Manual ) .

B. Training: Facilities shall establish adequate training
courses to provide instructions for all institutional vehicles,
heavy equi pnent, and special equi prent.

ACCl DENT REPORTS

A. Al accidents shall be reported pronptly to the institution
Saf ety Manager in accordance with the Cccupational Safety and
Envi ronmental Health Manual. Accident reports nmust include the



vehicle tag and FPS nunber. An adequate supply of the follow ng
accident forns shall be maintained in vehicles at all tines by
the institution Safety Manager:
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1. Standard Form 91, QOperator's Report of Mtor Vehicle
Acci dent ;

2. Standard Form 91A, Investigator's Report of Mtor Vehicle
Acci dent ;

3. Standard Form 94, Statenent of Wt ness;
4. Standard Form 95, Claimfor Damage, Injury or Death;

5. Optional Form 26, Data Bearing upon Scope of Enploynent of
Oper at or.

B. Al accidents and danage to BOP prisoner transportation buses
shal |l be reported, along with copies of Itens one through four
above, to the Bus Operations Manager, Terre Haute, and to the

Fl eet Coordinator, Central Ofice. The Fleet Coordinator wll
forward a copy to the Chief, Prisoner Transportation, Central
Ofice.

FUEL CONTROL

A. Dispensing Fuel After Hours: Enployees operating vehicles
which require fuel after normal garage operating hours shal
obtain keys to fuel punps froma responsible person identified by
| ocal Institution Supplement. Typically this individual wll be
the Control Room Officer or Operations Lieutenant. The
Institution Supplenent for dispensing fuel after hours shall be
formul ated by the Facility Manager and contain, as a mninmm the
foll ow ng requirenents:

1. The person responsible for issuing fuel punp keys shal
mai ntain a | og book, recording the follow ng information each
time the keys are issued:

C nane of enployee issued key,
C vehicle license nunber,
C mleage of vehicle (odoneter reading),
C nunber of gallons dispensed and type of fuel,
C gas punp neter readings (begi nning and end),
C time of key issue and,
C signature of person receiving fuel
2. The garage foreman shall be responsible for obtaining the

data recorded in the | og book and transferring this information
to garage records (see TRM 022.01, 10.3, Mtor Vehicle M| eage,



Fuel and Q| Usage, Facilities Operations Technical Reference
Manual ) .
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3. The garage foreman shall read the fuel punp neters at the
begi nning and end of each working day and record readings in a
hard bound | og book.

Records shall be maintained for two years.

4. Institutions with conputerized controlled Fuel Lock Systens
wll not be required to maintain a | ogbook provided the conputer
system mai ntai ns required information.

B. Fuel Cost Accountability: Fuel purchased from Cost Centers
336 or 334 funds for UNI COR vehicles and equi pnent and BOP Buses
shal | be charged as foll ows:

1. Fuel dispensed into UNI COR owned/ | eased vehicles and
equi pnent shall be rei nbursed by UN COR

2. BOP bus fuel issued frominstitution tanks or by credit
card, may be rei nbursed by Cost Center 873 (Prisoner
Transportation) when the travel is schedul ed or approved by the
Chi ef of Prisoner Transportation. All other usage is to be
absorbed by the institution.

C. Accountability of Fuel Inventories: The garage foreman shal
mai ntain records of fuel received and di spensed on the Stock
Record Card, Accounting Form BP-109 (see TRM 022. 01, 10.5,
Facilities Operations Technical Reference Manual).

1. Al fuel deliveries shall be entered on the form when
received, and total quantities of fuel dispensed shall be entered
at the close of each nonth.

2. Current bal ances shall be conputed after each entry.
Bal ances shall be verified by nmeasuring the tank quantities with
a calibrated stick.

3. Quantities of fuel in all bulk storage tanks shall be
measured at | east once each quarter with a calibrated stick

a. The warehouseman shall verify inventories quarterly in
accordance with Property Managenment Manual

b. The garage foreman shall check the | evel of bul k storage
tanks before and after deliveries to ensure receipt of proper
anmounts of fuel

c. A notation shall be made on the accounting form BP-109
t he day neasurenents are taken. Tank quantities should properly
reflect a conputation of deliveries |ess issues of fuel.

d. The person verifying the quantities shall sign the
accounting form BP-109.
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4. At institutions with Autonmated Fuel Delivery Systens, an
i ndi vidualized fuel accountability program nay be devel oped t hat
ensures proper docunentation of fuel usage and stored quantities.

Thi s program nust be reviewed and approved by the institution
Saf ety Manager.

5. The installation of new fuel tanks, naintenance of fuel
tanks, and accountability of stored fuels nust be acconplished in
accordance to applicable | ocal, state or federal
| aws/ regul ati ons.

Each institution nmust determ ne applicable jurisdictional
authority and applicable conpliance standards.

D. Mnthly Reporting: The garage foreman nust submt to the
Facility Manager at the close of each nonth appropriate vehicle
and fuel data necessary to conplete the Monthly Facilities
Operations Report.

BUS MAI NTENANCE. The Bus Operations Manager, |ocated at USP
Terre Haute, has overall responsibility for the bus maintenance
program wth general oversight provided by the Vehicle Fleet
Coordi nator, Central Ofi ce.

A Information: Al information and questions regardi ng bus
mai nt enance shall be communicated to the |ocal Facility Manager
He/ she shall address these issues or concerns before involving
the Bus Operations Manager. (This is intended as a gui de and
shoul d not prevent conmmunication at any |evel during

enmer genci es. )

B. Expenditures: Institution expenditures in support of the
Bus/ Pri soner Transportation Program nay be obligated to Cost
Center 873. The BOP Fl eet Coordi nator should be contacted for
clarifications.

C. Daily Inspection: The bus operator shall perform an

i nspection of the bus before putting the vehicle into operation,
and note any deficiencies on the Daily Bus Safety, Security, and
Mai nt enance | nspection form (see TRM 022.01, 10.6, Facilities
Operations Techni cal Reference Manual).

1. Before bus operation, the garage foreman shall repair any
deficiencies noted or, if applicable, certify that the defect is
not a safety/security hazard.

| f no safety/security hazard exists, repairs can be deferred
until the bus returns to its assigned institution.

2. Upon conpletion of the trip, the bus operator shal
conplete the inspection form The original is sent to the



institution garage foreman with a copy forwarded to the Chief
Correctional Supervisor.
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D. Preventive Mi ntenance/lnspections: Buses assigned to an
institution shall be entered into the institution CMVS program as
a mai ntenance worthy itemusing the tag nunber as the MA nunber.
Speci fic mai ntenance tasks, inspections and schedules will be
issued to the institution by the Bus Operati ons Manager at USP
Terre Haute.

The Facility Manager shall be responsible for generating nonthly,
guarterly and sem -annual preventive maintenance and i nspection
work orders as well as:

1. Ensuring that tasks, schedules and estimated staff |abor is
entered into the CMVS program for each bus;

2. Ensuring that actual staff |abor and material costs are
bei ng | ogged agai nst the appropriate MN nunber of each bus;

3. Monitoring PMs to ensure that they are being acconplished
in a tinmely manner;

4. Reporting maintenance activities to the Bus Operations
Manager on the first day of October, January, April and July.
The reporting requirenents are contained in a predefined report
generated by the CMVE program

E. Annual Bus Inspection: An annual inspection will be
performed on all BOP buses regardless of the mles travel ed since
the | ast inspection.

1. This inspection will, at a mninum consist of the itens
listed in the Annual Bus Inspection, Chassis and Brakes form (see
TRM 022. 01, 10.7, Facilities Operations Technical Reference
Manual ) .

2. Inspections are coordi nated and schedul ed by the Bus Center
Manager to be conpleted at the Terre Haute Bus Maintenance
Facility. However, at the Bus Center Manager’'s discretion,
aut hori zation may be granted to acconplish annual inspections at
a local authorized garage for sone | ow m | eage buses.

3. A schedule for these inspections shall be distributed to
those institutions assigned buses, annually.

4. The garage foreman shall acconpany the bus to the Bus
Mai nt enance Facility to receive up to 40 hours of specialized bus
mai nt enance training. This shall include the |atest updates for
the particular bus assigned to that institution. The appropriate
travel expenses related to this training and the annual bus
mai nt enance i1 nspection shall be charged to Cost Center 873.

F. Bus Operations and Mi nt enance Revi ew




1. Buses identified for priority replacenent shall be
identified through information contained in the vehicle
mai nt enance history and current industry standards.
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2. The Bus Operations Review Commttee shall review future
repl acenent budgets subm ssions and establish repl acenent
priorities consistent wwth avail able funding | evels.

a. The Bus Operations Review Commttee shall consist of the
Chief, Facilities Operations (who shall serve as Chairperson),
Chi ef of Prisoner Transportation, Vehicle Fleet Coordinator and
Bus Operati ons Manager.

b. The Commttee neeting shall be held during the first
guarter of each Fiscal Year. Meeting mnutes and supporting
docunent ation shall be maintained on file by the Bus Operations
Manager .

c. The neeting agenda shall address the follow ng specific
I ssues:

(1) Review condition and nmai ntenance history of each bus
(m | eage, age, repair cost, overall assessnent of condition,
proj ected repl acenent year, etc.);

(2) Review proposed bus rotation schedul e;

(3) Review proposed budget subm ssion for future bus
repl acenents.

G Bus Mdifications: No alterations, nodifications, or
equi pnent additions to a BOP prisoner transportation bus shal
take place without prior witten approval of the Chief,
Facilities Operations, Central Ofice. Facilities Operations
shal | coordi nate requested changes with the Chief of Prisoner
Transportation, Chief of Correctional Services, and Bus

Oper ati ons Manager before approval is granted.

H Bus Center Quarterly Report: The National Bus Center Mnager
shall submt a Bus Center Operations Report to the Central Ofice
Fl eet Coordi nator by the 15th day of the first nonth of each
fiscal quarter. The Fleet Coordinator shall establish the

dat abase fornmat.
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CHAPTER 11
MECHANI CAL SYSTEMS AND PONER PLANT OPERATI ONS

COVPLI ANCE

A.  The purpose of this Chapter is to provide standards to
safeguard life, health, and property by regulating the design,
construction, installation, quality of materials, |ocation,
operation, mai ntenance, and use of mechanical systens wthin the
BOP. These include all heating, ventilating, cooling, or
refrigeration systens, as well as boilers, incinerators, and

ot her heat - produci ng appl i ances.

B. For maxi mum benefit, this Chapter shall be used in
conjunction with the applicable codes |isted below. This Chapter
is directed toward those persons who operate, numintain, and

i nspect nechani cal systens, boilers (see TRM 022.01, 11.1, Boiler
Definitions, Facilities Operations Technical Reference Manual),
and unfired pressure vessels, whether directly or in a

supervi sory capacity.

APPLI CABLE CODES

A. The latest version of the follow ng codes are applicable in
the installation, inspections, and testing of nmechanical systens,
boil ers, and pressure vessels wthin the BOP. These publications
shall be located in the Facility Manager or Chief of Uilities
office. Wen a conflict occurs between this Manual and
appl i cabl e codes, the nost restrictive shall apply.

1. ASME Boiler and Pressure Vessel Codes. Published by the
Anerican Soci ety of Mechani cal Engi neers, New York, New YorKk.

2. National Board Inspection Code. Published by the Nati onal
Board of Boiler and Pressure Vessel Inspectors, Colunbus, Chio
( ANSI / NB- 23) .

3. ANSI/ASME CSD-1 Controls and Safety Devices for
Automatically Fired Boilers. Published by the Anerican Society
of Mechani cal Engi neers, New York, New York

4. National Fire Code Published by the National Fire
Protection Associations (NFPA), Quincy, Mssachusetts.

The followi ng publications also apply to nechani cal systens,
boil ers, and pressure vessel systens. It is reconmended that
copies of the |atest version of these publications be maintained
at the same |ocation as the above:

1. SMACNA Manual s on HVAC Systens Installation, Air Duct
Construction Standards, Bal ancing and Adjustnent of air




Distribution Systens, and Fire Danper Guide. Published by the
Sheet Metal and Air Conditioning Contractors National
Association, Inc., Tysons Corner, Vienna, Virginia.
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2. EPA Guidelines for Air and Water Quality, National and
Local requirenents for your |ocation.

3. Anerican Correctional Association Standards. Published by
the American Correctional Association, Laurel, Maryl and.

4. Uniform Mechani cal Code. Published by the International
Conference of Building Oficials, Wittier, California.

MECHANI CAL SYSTEMS CHANGES

A. No nodifications or addition to existing buildings,
mechani cal, or utility systens shall take place (other than
routi ne mai ntenance or replacenent of conponents) w thout the
Regional Facilities Admnistrator's prior witten approval.
Desi gn of new equi prrent shall be subject to the Regional
Facilities Adm nistrator's approval.

1. Fuel burning heating appliances shall be equipped with UL
listed devices which will shut off the fuel to both the main
burner and pilot burner if failure of the pilot burner or spark
igniter occurs.

2. Fuel -burning equi pnent shall be assured a sufficient supply
of conbustion air as outlined in applicable codes and the
manuf acturer's installation manual.

3. CGirculating air and conditioned air supplies for heating,
cooling, or evaporative cooling systens shall be conducted
t hrough duct systens. These systens shall be constructed of
metal or factory-made air ducting nmaterial approved for the use
i ntended and shall conformto the requirenments as set forth in
t he applicable codes section of this Chapter.

4. Al new and replacenent HVAC and refrigeration systens
shal|l be sized and installed in accordance with this Manual and
appl i cabl e codes section identified in this Chapter.

a. Al insulating material shall neet EPA standards.

b. Make-up air will be incorporated in all new facilities
and renovations in accordance with current American Correctional
Associ ation (ACA) and ASHRAE st andards.

c. High efficiency type HVAC units shall be used where
practical .

d. The replacenent of cooling equi pnment nust be
acconplished wth environnental ly safe equi pnment.
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PONER BO LER SUPERVI SION. Steam boil ers operated at pressure
exceeding 15 psi and water heating boilers (industrial type
boil ers, not donmestic hot water heating boilers) that exceed
400, 000 BTU hr input capacity shall be supervised by qualified
operating engi neers through all shifts. Were boilers are

| ocat ed outside a supervised central power plant or at
institutions without a supervised central power plant, renote
supervi sion shall be acconplished as noted in the "Renote
Supervi sed Boil ers" section below Except for institution
energency situations, not to exceed 30 m nutes, boilers shall not
be left unattended on automatic control under normal boiler
operating conditions. (Local and/or state codes nay have

addi tional requirements not identified in this Mnual).

Shift Rotation: To maintain a well trained, well balanced staff
of operating engineers, a formal schedule of shift rotation shal
be inplenmented at all power plants.

1. Each engineer is required to rotate through all shifts and
beconme famliar with all phases of the power plant.

2. Al staff under the supervision of the Chief of Uilities
shal |l be cross-trained in boiler plant operations where possible.

3. The plant shall have at | east one operating engi neer and at
| east one inmate through each shift.

REMOTE SUPERVI SED BO LERS

A. Boilers may be supervised renotely through electronic

nmoni toring equi pnent at BOP facilities, UNICOR facilities, farns,
and simlar structures with the Regional Facilities

Adm nistrator's witten approval. (Local and/or state codes may
have additional requirenents not identified in this Mnual).

1. Renote supervision shall consist of sensors affixed to each
boiler and wired to an annunci ation panel (s) located in the main
power house. In the case of institutions wthout 24-hour staff
supervision at a central boiler site (powerhouse), the
annunci ati on panel (s) shall be l|ocated in the institution control
center.

2. These automatically controlled boilers shall be equipped
with devices to maintain the burner firing conditions, the
pressure and/or tenperature, and the water |evel or water content
within the predetermned limts w thout manual rmani pul ati on.

3. Each boiler shall have automatic safety shutdown devices.
These safety controls (other than operating controls) nonitor
certain essential operating conditions of a fired boiler. These
safety devices will shut down the boiler in the proper seqgquence
when any of the essential conditions vary fromset limts and



require the services of a qualified person to place the boiler
back in operation.



P.S. 4200.09
April 3, 1996
Chapter 11, Page 4

4. To ensure the boiler will shut down in the event of | ow
wat er conditions, the electrically operated burner controls shal
be connected in the electrical circuit ahead of the automatic
boil er water punp switch, or the burner control switch shall be
mechanically interl ocked to the disconnect switch for the boiler
wat er circul ati ng punps.

5. Al renote supervised boiler |ocations shall have manua
and automatic fuel supply shut-offs separate fromthe boiler
controls. Manual fuel shut-offs shall be clearly marked and
| ocated where they are easily accessible during a boiler or fire
energency. Electrical fuel shut-offs shall be controlled by a
fire/ snoke al arm and gas/fuel |eak detection system There shal
be a push type over-ride panic button to close the el ectrical
fuel shut-off valve by the conmmon entrance/exit to the boiler
room This valve shall nove to the cl osed position during |oss
of electrical power.

6. The institution shall have one or nore facility staff
menbers qualified to operate and nmaintain renote boilers during
normal working hours. A log shall be maintained on each boiler
whi ch provides information of problenms encountered either during
or after normal duty hours.

7. Renote boiler operating instructions shall be posted at
each renote boiler location listing institution personnel who may
nmoni tor and perform m nor operational adjustnents to the boilers
after normal working hours. The instructions shall, at a
m ni mum give the proper nethod of lighting, relighting, and
shutting down the boiler in an energency. Repairs made after
nor mal wor ki ng hours nmust be entered into the boiler Iog.

8. Instructions shall also be given to institution personnel
that the boiler shall not be placed back in service after having
been shut down by the operation of the safety fuel shut-off valve
until a qualified Facility Departnent staff nenber determ nes and
corrects the cause of such a shutdown. No inmates shall be
allowed to operate or repair any boiler w thout proper facility
staff supervi sion.

9. Institutions having a need for renote boil er supervision
shall submt plans for sensors and audi ble alarmsystens to the
Regi onal Facilities Adm nistrator for approval prior to
perform ng any changes to the current boiler control systens.

B. The Facility Manager shall submt a detailed plan for renote
nmonitoring of all unsupervised boilers, as required by this
Chapter, to the Regional Facilities Adm nistrator for review and
approval. The renote nonitoring plan nust conformto al

requi renents identified in this Chapter (if applicable, |ocal
and/ or state codes may have additional requirenments) for renote
supervision. A copy of the approved nonitoring plan nust be



mai ntained on file in the Facility Departnent.
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1. Wen BOP policy, code, state or local requirenents are
nodi fied, renote supervised boilers shall be updated to conform
to the new standards.

2. Any changes/nodifications to the approved renote
supervi sion plan nmust be submtted to the Regional Facilities
Adm ni strator for review and approval

AS-BU LT DRAW NGS. Each institution shall maintain up-to-date
drawings of its site utilities. Included are water and sewer
lines, gas lines, tunnels, steamlines, chilled water |ines,
recordi ng |layouts, elevations, nodifications, additions, etc.

A. Al underground gas |lines shall have their |ocations
identified by signs at the surface. These signs shall be posted
every 100 yards on the run of the lines at every junction and
where |ines change direction. (Re: the Cccupational Safety and
Envi ronnmental Heal th Manual ).

B. Locations of all underground utility lines shall be
identified by signs at the surface except where | ocations can be
determ ned between manhol es.

PONER PLANT LOG

A.  An Engineers' Daily Log shall be maintained at each power

pl ant and signed by the shift operating engineer. The Chief of
Uilities shall review and sign each daily log. The Iog shall be
mai ntai ned on file for five years. Should the BP-451 be

i nadequate for this function, changes are acceptable. The
changes or new formw Il require the Regional Facilities

Adm ni strator's approval before | ocal inplenentation.

B. The daily log shall include the follow ng information:

1. Entries shall be nmade as required on the Engineers Daily
Log concerning all operating boilers and equi pnent.

2. Daily test results of boiler makeup water for hardness
where wat er softeners are bei ng used.

3. Daily test results of boiler water for phosphates,
causticity, dispersant, total dissolved solids, sulfite, and PH

4. Results of condensate return tests for PH on every shift.

5. Daily test results for residual chlorine in the donestic
cold water supply.

6. Daily flue gas analysis to determ ne stack tenperature,
carbon di oxi de, oxygen, and carbon nonoxi de values. These val ues
shall be reported on Facilities Operations Form BP-252 and used



to calculate the boiler's conbustion efficiency.
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PLANT OPERATI ONS REPORTI NG

A A Uility Usage Report shall be submtted nonthly as a part
of the Monthly Facilities Operations Report. The report nust be
submtted in the approved database format and contain information
fromthe previous nonth. The database reporting format wll be

i ssued annually as an Operations Menorandum

B. A Plant Operations Report (TRM 022.01, 11.2, Facilities
Operations Technical Reference Manual) shall be conpleted nonthly
and maintained on file for programreview purposes. This formis
not forwarded to the Regional Facilities Adm nistrator.

CALCULATI ON OF BA LER EFFI CI ENCY

A. Boiler efficiency shall be calculated daily for each boiler
in operation. The average boiler efficiency shall be | ogged on
the Plant Operations Report each nonth.

B. Boiler efficiency is calculated by two separate nethods;
thermal efficiency and conbustion efficiency. See the Facilities
Operations Technical Reference Manual for nethods of cal cul ation.

WATER TREATMENT PROGRAMS

A. Treatnent and Testing: A water treatnent and testing program
shal | be established and maintained to protect equi pnment that
uses water as a heat transfer nmedium

B. Boiler Water Treatnent: Al institution steam and cl osed

| oop water heating boilers shall have a chem cal treatnent
program Chem cal treatnments and operations shall be conducted
to mnimze scaling, corrosion, and carryover (tests shall be
made daily to maintain the specified | evels):

1. Zeolite softeners shall be used to m nimze hardness of
makeup water. Total hardness of makeup water for watertube
boilers - (<0.5); fire tube boilers - (<1.0).

2. Phosphate treatnent shall be used to prevent scaling of
pi pes and tubes. Residual phosphate concentration of boiler
wat er shall be between 30 and 60 PPM

3. Hydroxide treatnent shall be used to maintain an alkalinity
(PH) between 7.0 and 10.5 for boiler water.

4. Sodiumsulfite shall be used as an oxygen scavenger. The
resi dual concentration of sodiumsulfite shall be between 30 and
50 PPM

5. Chem cal dispersant and synthetic polyners shall be added
for sludge conditioning and precipitation.
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6. Blowdown shall be perfornmed to reduce concentration of
solids and prevent carryover. The limts of conductance shall be
bet ween 2,500 and 4,000 m cromhos. 1In no case shall the bl ow
down be carried to nake concentration of solids |Iess than 2,000
m cromhos. Automatic bl ow down systens are recommended.

7. Neutralizing or filmng agents simlar to norpholine,
cycl ohexy-lam ne, etc., shall be used to prevent corrosion of
condensate return lines. A PH between 7.5 and 9 shall be
mai ntained in all condensate return |ines.

C. Cooling Tower Water Treatnent: Chem cal treatnent and
equi pnent operations shall be conducted to mnimze corrosion,
scal e deposits, and m crobiol ogical activity.

1. A biocide water treatnent shall be used to prevent growh
of al gae and scaling.

2. Blowdown shall be perforned periodically to reduce the
concentration of solids. Automatic bl owdown systens are
recomended.

3. No chromum zinc or any other heavy netal may be used for
corrosion control.

D. Chilled and Hot Water Systens Water Treatnent: N trate water
treatnment shall be used as an inhibitor to control both corrosion
and scal e deposits. Use of chromates is prohibited.

E. Consulting Services: Al institutions shall obtain
consulting services to assist in conducting proper water
treatment progranms. |If water treatnment plans, recommended by the
consulting service, uses chemcals not identified in this Chapter
or exceed specified limts contained in this Chapter the Facility
Manager must submt the treatnent plan to the Regional Facilities
Adm ni strator for review and approval. These services shal
include nonthly visits to observe and nake on-site anal ysis and
reports. Institutions shall ensure that water treatnent prograns
nmeet Federal, state and | ocal EPA standards.

1. These services are available in conjunction with the
chem cal purchases fromthe Federal Supply Schedul e.

2. Institutions shall pay all costs of the water treatnent
pr ogram
3. Institutions shall obtain a nonthly report fromthe

consul ting services.

F. Training: Institutions shall train all power plant
operations personnel in correct water treatnent and testing
pr ocedur es.
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| NSPECTI ON OF BO LERS

A.  An approved boiler inspection service shall conduct an

i nspection of all steam power boilers and water heating boilers

t hat exceed 400, 000 BTUs/ hr input capacity (industrial type

boil ers, not donmestic hot water heaters) at |east once every 12
cal endar nonths. During annual inspections, boilers with fusible
pl ugs shall have them repl aced.

Al'l other boilers (including gas fired donestic hot water
heaters) shall be inspected in accordance with requirenents
contained in the National Board Inspection Code (ANSI-NB-23).

B. Two types of inspections will be conducted:

1. Type "B" Internal and External with Hydrostatic test (water
heating boilers | ess than 800,000 BTUs/ hr input capacity are not
required to have a hydrostatic test perforned).

a. To determne tightness, the hydrostatic test pressure
need be no greater than the set pressure of the safety val ve
having the | owest setting.

b. The Hydrostatic pressure test shall NOT exceed 1-1/2
times the maxi num al | owabl e wor ki ng pressure (MAWP) stanped on
the boiler.

c. ASME Hydrostatic testing procedures shall be foll owed.

2. Type "C' External Under Pressure. This wll include
lifting the safety valves to determ ne whether the valve wl|
open and close within the all owabl e tol erances under steam boil er
pressure. (Lifting of hot water relief valves by pressure is not
requi red on water heating type boilers.)

C. Annually, the Central Ofice shall issue an Operations
Menor andum Boil er I nspection Service, providing current
gui del ines for obtaining boiler inspection services.

D. The Facility Manager is responsible for ensuring that boilers
are inspected as required by this Chapter.

1. Institutions shall use the current Operations Menorandum on
Boi |l er I nspection Service for contracting boiler inspections.

2. No agreenents shall be entered wth any other source for
i nspections wi thout prior approval of the Chief of Facilities
Operations, Central Ofice.

3. Institutions shall pay all costs of boiler inspections.
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4. \VWen the boiler inspection is conpleted, all discrepancies
identified during annual boiler inspections shall be corrected
and docunented in the inspection file with the appropriate M nor
Wor k Request or Major Wrk Order identification nunber (see TRM
022.01, 2.5, Plan of Action, Facilities Qperations Technical
Ref erence Manual). |[If the repair work requires B&F funding,
docunent ati on nust be provided to ensure inclusion in the
institution B& Program The boiler inspection file shall be
mai ntai ned on site for a mninmumof five years.

NEW OR REPAI RED BO LERS

A.  New boilers and boilers relocated within BOP facilities shal
be installed to neet all ASME codes. The boiler shall be

i nspected for safe/satisfactory operating condition and to ensure
the new installation does not deviate fromthe original equipnent
desi gn and/or use. After being inspected and certified, the ASME
(A) certificate holder shall stanp and date the boiler.

B. The BOP shall not place new boilers and boilers that have

required repairs by welding in service until both type "B" and
"C' inspections have been perforned; and the boiler inspector

certifies the boilers safe for use.

BAO LER REPAIRS: Repairs and alterations to boilers and unfired
pressure vessels by welding shall be nmade by a contractor hol ding
a NBBI (R) stanp in accordance with Chapter |1l of the National
Board I nspection Code. For welding repairs or alterations, the
contractor shall conplete a National Board Form R-1 and st anpi ng
and nanepl ate attachnent is required.

SAFETY VALVES. Repairs and adjustnents of safety val ves are not
valid unless perfornmed by the manufacturer or a valve repair
conpany. Repairs by the Governnent are prohibited. The
contractor shall be required to affix a National Board VR nane-
plate to the repaired valve. Wether the valve is repaired or
adj usted, the breaking of the seal, the setting of the valve
and/or the resealing of the valve shall be docunented. Power
boilers are not certifiable unless all safety valves are seal ed
and tagged.

COMBUSTI ON CONTROLS.  For conbustion control safeguards (burner
safety electronic controls), the electronic equi pnent nust be
repaired to neet the requirenents of the National Fire Codes or
ANSI / ASME CSD-1 as applicable. To ensure safe operating
conditions, repairs to flanme safeguard el ectronic equi prent shal
only be made by the manufacturer or his authorized
representative.

COAL SAMPLES. Sanples of coal shipnments shall be sent to the
Departnent of Energy for analysis to determ ne conformty with
contract guarantees. The Chief of Uilities and operating




engi neers (where applicable) should be thoroughly famliar with
coal testing procedures as prescribed by Federal Property
Managenment Regul ations. The cost of testing coal sanples shall
be charged to Cost Center 339.



P.S. 4200.09
April 3, 1996
Chapter 11, Page 10

BAO LER PLANT | NSPECTI ONS AND TESTI NG

A. The Facility Manager shall devel op a schedule of tasks in the
CWES dat abase to acconplish inspections, testing, and preventive
mai nt enance for all boiler plant and rel ated equi pnment, as
outlined below. Dates of inspections, tests, and mai ntenance
activities shall be docunented in the CMVS program dat abase.

(AI'l inspections shall include exam nation of asbestos containing
materials for condition and repair needs).

1. Al discrepancies identified during annual and bienni al
i nspections, tests, and preventive mai ntenance shall be corrected
and docunented in the inspection file with the appropriate M nor
Work Request or Major Work Order identification nunber (see TRM
022.01, 2.5, Plan of Action, Facilities Qperations Technical
Ref erence Manual). |[If the repair work requires B&F funding,
docunent ati on nust be provided to ensure inclusion in the
institution B&F Program

2. Regional Facilities Admnistrators may request that copies
of these schedul ed tasks and corrective action be forwarded to
t he Regional Ofice.

B. Boiler plant equi pnent design requires that each institution
review and mai ntain on hand manufacturers' operating manual s and
the latest edition of ASME as well as state regul ati ons and/ or
gui del i nes.

C. Al boilers at BOP facilities shall be equi pped with hour
meters to better review total hours of operation and ensure an
accurate preventive mai nt enance program

D. Dai lvy:

1. The plant operator is responsible for daily inspections of
each mgjor unit of the plant.

a. Any unusual conditions noted shall be reported in the
power plant log. Faulty conditions should be renedied
i mredi atel y.

b. Accurate plant operating data shall be conpiled each day
in the power plant log, to be conpared wth previous data to help
mai ntain the plant in proper operating condition. Such data
becones invaluable for future reference.

2. In addition to inspections, the plant operator is
responsi ble for performng the following daily tests and
treatnments:

# Boiler water testing and treatnent;
# Flue gas anal ysis;



# Boiler blowdown; and
# Bl owdown boiler water colum, high and | ow water cut outs,
fl oat and water |evel controls.
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E.  Wekly:

1. Drain float chanber while boiler is running to determne if
the low water control will shut down the boiler.

2. Close the boiler |ower gage glass valve, then open drain
cock and blow the glass clear. dCose the drain cock and open
| ower gage gl ass valve to ensure that water returns to the gl ass
imredi ately. Cean dirty glass and repl ace defective colum or
gl ass at once. Defects include |eaking gage cocks and gl ass,
excessive corrosion, inability to discern water |evel and
I nproper operation.

3. (Cbserve flanme condition on each boiler.

4. Inspect the power plant, tunnel equipnent, and piping for
| eaks and general condition.

5. (Qbserve all circulating punps for satisfactory operation.

6. Inspect all conbustion air fans for satisfactory
oper ati ons.

F. Mont hl y:

1. Lift safety valve try-lever on steamboilers to full open
and release it to snap shut. Leaking safety val ves nust be
repl aced.

2. Test and clean flane detection devices and associ at ed
automatic fuel cut-off valves. Loss of flanme should shut off
flow of fuel to the burner.

3. Inspect and operate all |inkages and danper controls to
ensure proper operation.

4. Test all limt/cut-outs and operating controls.
5. Test all floor and bl ow-down drains for proper drainage.
6. Check all stop, check, and drain val ves.

7. Check conbustion air supply for obstructions and adequacy
of air flow

8. Inspect recording, indicating and integrating boiler
meters, steamflow neters, and pressure gauges. Calibrate,
adj ust, repair, or replace as required.

9. Inspect chem cal feed equi pnent for satisfactory operation.

10. Inspect all fuel, ash handling equi pnrent, and fuel storage



facilities for danage and | eakage. Al so inspect any nechani cal
repairs or replacenents.
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11. Inspect all tenperature regulators on water heaters for
satisfactory operation.

12. Inspect all pressure reducing stations for satisfactory
oper ati on.
G Quarterly: On the outside of the boilers, inspect handhol e/

manhol e plates, effectiveness of insulation, soot blower

equi pnent, fuel burning equipnent, forced and i nducted draft

equi pnent, boiler piping, stop valves for |eaks, and fuel burning
saf ety devi ces.

H. Sem - annual | v:

1. Inspect the water side of the boilers for evidence of
scale, oil, corrosion, sagging, |loose rivets, |oose stay bolts,
i nternal piping disarrangenment, etc.

2. Inspect the fire side of the boilers for defective baffles,
sl ag on tubes, position and effectiveness of soot bl ower
el ements, conditions of brick settings, setting expansion joints,
| eaki ng danpers, conditions of inspection doors, condition of
grates, and fuel burning equipnent.

3. Test, calibrate, and adjust conbustion control equipnent.

4. Although these are nore or |ess under constant supervision,
the piping, insulation, pressure regulating stations,
thernostatically operated val ves, and etc. should be inspected at
| east every six nonths for replacenent of inefficient materi al
and defective or worn parts.

. Annually:

1. Have the boilers inspected by an i ndependent, qualified
boi l er inspector.

2. Inspect de-aerator tank for corrosion and pitting.
3. Inspect donestic water heaters (nore often than annually if
conditions dictate). Itens to | ook for include corrosion,

scaling and | eakage in tube bundles, and condition of heating
el enent s.

4. Inspect condensate receivers internally for corrosion and
scal i ng.

5. Calibrate all pressure gages by conparison to an inspector
gage or by using a deadwei ght tester. Each gage tested shal
have a calibration sticker affixed showi ng date of calibration.
Institutions using the inspector gage nethod shall have the gage
calibrated by a qualified | ab every 12 nont hs.



6. |Inspect and repair all steamtraps for proper operation.
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7. Open and inspect all vacuum punps, feed water punps,
booster punps, circulating punps, condenser and chilled water
punps, fire punps, and etc. Repair worn or defective parts.

8. (Open, inspect, and repair feedwater heaters at |east once
every year, preferably in the sumrer nonths, but nore often if
f eedwat er conditions warrant.

9. Test and inspect all relief valves on non-fired pressure
vessels to detect any | eakage or weakness.

a. Pressure vessel openings for relief valves shall not be
reduced to accept smaller relief valves; discharge piping from
the relief valve shall not be reduced.

b. Al relief valves are to be sized and pi ped so they
relieve pressure adequately and safely.

J. Bi enni al |l y:

1. Have a manufacturer's service representative inspect and
calibrate recording/indicating boiler and steam fl ow neters at
| east once every two years.

2. Performa hydrostatic test on all non-fired pressure
vessel s to detect any | eakage or weakness.

a. Each vessel shall be tested at 1-1/2 tinmes the stanped
desi gn working pressure (residential household type hot water
heaters are exenpt).

b. The vessel shall be stenciled clearly with 1- inch
lettering indicating date and maxi mum pressure tested.

c. No pressure vessels wll be used in BOP facilities
w t hout official synbols or markings denoting it as inspected and
approved by the ASME St andard.

| NSPECTI ONS AND TESTI NG OF WATER SUPPLY SYSTEM

A. Inspections and Tests: One of the nost essential features in
the operation of a correctional institution is a safe potable
water system For this reason, it is of absolute necessity that
institutions conduct periodic inspections and tests related to
the water supply system

B. Schedule: The Facility Manager shall develop a schedul e of
tasks in the CWB dat abase to acconplish inspections, tests, and
preventive mai ntenance for the water supply system and rel ated
equi pnrent as outlined below Dates of inspections, tests, and
mai nt enance activities shall be docunented in the CMVS program
dat abase.
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Al'l discrepancies identified during annual and bienni al

i nspections, tests, and preventive maintenance shall be corrected
and docunented in the inspection file with the appropriate M nor
Wor k Request or Major Wrk Order identification nunber (see TRM
022.01, 2.5, Plan of Action, Facilities Qperations Technical

Ref erence Manual). |[If the repair work requires B&F funding,
docunent ati on nust be provided to ensure inclusion in the
institution B&F Program

C. Daily: Performdaily tests at the power plant for residual
chlorine levels in the donestic cold water supply.
D. Wekly:

1. Inspect booster punps for satisfactory operation.

2. Inspect chlorination and netering equi pnent for

satisfactory operation.

E. Mont hl y:

1. Ootain nonthly water sanples at various taps to guard
agai nst contam nation of the water supply.

a. These sanples will be tested by a certified |aboratory
serving the area in which the institution is |ocated.

b. This shall be done in accordance with Chapter 4 of
Institutional Sanitation by Walton.

c. Unless otherw se appointed, the institution Safety
Manager is to conduct the testing.

d. Since chlorination is necessary to prevent
contam nation, it is inportant to keep the chlorinating equi pnment
i n good operating condition.

2. Maintain nmetering equipnent in perfect operating condition
to assure correct portions of chem cals are dispensed. A record
of chem cal use and anount of water treated shall be naintained.

3. Inspect intakes to booster punps to assure free flowto the
punpi ng equi prent .

F. As Needed:

1. Backwash filter beds, where applicable, and as indicated by
the | oss of head gauge pressure. Special care nust be taken to
backwash, at the proper rate of flow, to prevent upsetting the
filter bed.

2. Draw off sludge in sedinentation basins frequently so as



not to all ow accunul ati on.
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3. Maintain, in perfect operating condition, the rate of flow
controllers, |oss of head pressure gauges, chem cal feed
machi nes, and chl ori nators.

4. \Were large reservoirs are the source of water supply,
i ntroduce the proper chemcals for the control of algae. Keep
the shores of such reservoirs clear of vegetation at all tines.

G  Annually: Inspect deep well punps annually to ensure proper
operation of punp and adequate flow rate. Maintain copies of
i nspection reports for three years.

H Biennially: Every two years or according to manufacturer
recommendations (nust be on file at the site), inspect internal
and external surfaces of all water storage tanks. Inspect for

evi dence of corrosion, pitting, or signs of weakness. Take
necessary steps to correct any internal/external deficiencies
i dentified.

PONER PLANT SAFETY

A. Boilers, water/fuel tanks, and all other encl osed spaces
shall not be entered by staff or inmates w thout a Confined Space
Entry Permt. (Refer to the Cccupational Safety and

Envi ronnmental Heal th Manual ).

B. Wen working in and around boilers and netal tanks, al
el ectrical hand tools shall be protected with a G-FCl el ectrical
interrupt system

C. Only low voltage DC type lights shall be used within the
boil er and other netal type encl osed spaces.

D. Explosive proof lights shall be used where required. Staff
and i nmates shall not enter an area where there is a flammble or
expl osi ve atnosphere. The area shall be ventilated using OSHA
guidelines prior to entry by staff and/or innmates.

COLOR _CODI NG

A.  Power plant equipnment and related distribution systens shall
be col or coded as per 29 CFR-1910. 253 which specifies the use of
ANSI Standard A13.1 1981. The use of standard OSHA Safety Col ors
and/ or Federal Standard 595 colors is specified.

B. In general, adherence to the col or codi ng standards applies
to any material conveyed in a piping system The ANSI standard
delineates materials into three classifications. (See table (2)
of the ANSI standard for further regulation). BOP facilities may
use the total length nmethod or the intermttent display nethod
for color application.
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METHOD OF | DENTI FI CATI ON

A. Positive identification of the contents of a piping system
shall be by lettered | egend and given the nane of the contents in
full or abbreviated form

B. Attention shall be given to visibility with reference to pipe
mar ki ngs. The size of the legend lettering shall be in adherence
with the ANSI standard (See table (3) for further regulation):

PONER PLANT and MECHANI CAL ROOM COLOR CODES

YELLOW (safety yel | ow) Federal Standard # 13519

Steam |l ines and val ves, ammoni a, bl ow off water, boiler

feed, chlorine, fuel oil and gas, conpressed air, condensate
returns, donestic hot water, high pressure air, hot water,
refrigerant, and any other materials that could be

consi dered inherently hazardous.

RED (safety red) Federal Standard # 11105

Fire protection systens and apparatuses, automatic fire
sprinklers, fire protection water, halon and any other fire
gquenching material s.

BLUE (safety bl ue) Federal Standard # 15092

Air, Argon, filtered water, instrunent air, inert gas, and
any other materials that are inherently | ow hazard.

GREEN (safety green) Federal Standard # 14120

Crculating water, city water, cold water returns or supply,
cooling water, distilled water, emergency showers, nake up
wat er, potable water, soft water, storm sewer, plunbing
vents, and waste drains, etc.
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CHAPTER 12
ELECTRI CAL SYSTEMsS

COWPLIANCE. Al new and existing electrical installations,

mai nt enance, inspections and tests, within the BOP, shall conform
with the intent of the latest edition of the National Fire
Protection Association (NFPA) and the National Electrical Code
(NEC). More stringent requirenents in this Program Statenment or
by construction docunents (draw ngs and/or specifications) my be
speci fi ed.

ELECTRI CAL SYSTEM CHANGES

A.  Permanent changes in institution electrical distribution
systens of the follow ng types shall not be initiated w thout the
Regional Facilities Admnistrator's prior witten approval (see
Chapter 2, Modification of Existing Facilities):

1. Mdification or alteration of high voltage switch gear to
i ncl ude changes of relay settings and/or renoval of interl ocking
devi ces;

2. Shifting or addition of connected |oad in excess of 50 KW
where transforners or feeders are affected;

3. Changes, extension, or renoval of feeders with potential in
excess of 600 volts;

4. Renoval of ground fault circuit interruption (G-Cl)
devi ces;

5. Changes to fire protection control systens;

6. Modifications/alterations to secondary distribution
f eeders.

B. Changes in electrical distribution systens involving the |oad
or configuration described above shall be requested through the
Regi onal Facilities Adm nistrator. The request shall contain:

1. A description of the proposed alteration and an expl anation
of all reasons why the change is necessary or desirable;

2. Information on the magnitude of electrical |oads or
currents involved; and

3. Detailed scale draw ngs or dinensional sketches indicating
the extent of the work to be perforned.

C. Electrical distribution system changes above the size
i ndi cated shall not begin until the request has been approved.
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ELECTRI CAL SAFETY

A. The Facility Manager shall ensure that staff assigned to work
on high voltage electrical systens have the know edge necessary
to acconplish the assigned work safely and in accord with
appropriate codes. Particular attention should be given to the
saf e di sconnection and connection of high voltage circuits,
groundi ng of de-energized high voltage circuits and proper care
and use of electrical safety equi pnent.

1. Hgh voltage is determned to be that in excess of 600
Vol ts AC.

2. Only qualified staff may work on electric circuit parts or
equi pnent that have not been de-energi zed under the procedures of
29 CFR section 1926.417. Such staff shall be capable of working
on energized circuits and shall be famliar with the proper use
of special precautionary techniques, personal protective
equi pnent, insulation and shielding materials, and insul ated
t ool s.

3. Inmates are prohibited fromworking on any energized
el ectrical circuits or equipnent.

B. The Facility Manager shall ensure that witten instructions
are available for all high voltage equi pnent which identifies
proper nethod to di sconnect, tagout/lockout, ground de-energized
equi prent and, after work is acconplished, to re-energize

equi pnent (see NFPA 70E-32 for additional details). It should
al so be noted that a tagout/| ockout program shall be inplenented
for all appropriate naintenance activities on | ow voltage

el ectrical systens.

C. The Facility Manager shall ensure that all live-line tools
conply with appropriate tests. Al protective equi pnent shall be
tested as foll ows:

1. Live-line tools (hot sticks, fuse pullers, etc.) shall be
tested for dielectric strength every six nonths by an i ndependent
testing agency. Mre frequent testing shall be conpleted if
manuf act urers' recomendati on dictate.

2. Linenen's rubber gloves, rubber insulated bl ankets and
i nsul at ed sl eeves shall be tested each six nonths by an
i ndependent testing agency. |If gloves, blankets and sl eeves have
not been in service, they may be tested annually.

D. Test results shall be routed to the Facility Manager and
Safety Manager. The Facilities Manager shall nmaintain copies of
the test results on file for tw years.

E. Hard hats and safety shoes worn by electricians wll be of



non-conductive material constructed w thout the use of netal
rivets.



P.S. 4200. 09
April 3, 1996
Chapter 12, Page 3

F. The use of specialized protective clothing such as flash
suits shall be used only for work on high voltage systens, and
shal | be properly stored per the manufacturer's recommendati ons.

G Al portable trouble Iights for use in powerhouses for

i nspection of boilers, netal enclosed spaces, etc. shall be of
the | ow voltage DC type. (Code conpliance may require the use of
| ow voltage trouble lights in other areas outside of the

power house. )

H Buried high voltage |ines shall be marked in a manner that
wll leave no doubt as to their |ocation. Were above ground
power lines are readily accessible, they will be identified by
signs stating "DANGER - H GH VOLTAGE" (Re: the Cccupati onal
Safety and Environnmental Health Manual).

|. High voltage transformers, switch gear, and vaults shall be
| ocked and | abel ed "Danger H gh Vol tage" as required by OSHA
standards. High voltage manhol es shall be | abel ed and/ or | ocked
to prevent unauthorized entry.

POLYCHLORI NATED BI PHENYL ( PCB)

A Ol used in electrical equipnment as an insulating nedi um or
cool ant shall have been tested for PCB one tine only.

1. If PCBis present, concentrations shall be stenciled on the
equi pnent's protective case and/or a pernmanent tag affixed to the
equi pnent .

2. These test markings shall be coordinated with the
institution Safety Manager in accord with the Occupational Safety
and Environnental Health Manual .

3. The Facility Manager shall ensure that required
docunentation is present indicating that PCB testing has been
conducted on all transforners (including non-institution-owned)
| ocated on institution property.

B. Procedures and records relating to the use, storage, and
di sposal of PCB shall be naintained in accordance with the
publ i shed Federal Register and EPA gui del i nes.

C. Switches and transforners containing PCB materials, if pad
mount ed or | ocated inside a building, shall be provided with
curbs. These curbs shall be of sufficient size to hold the
contents of the switch or transforner to prevent the materi al
fromgetting into floor drains, sewers, waterways, soil, etc.

| NSPECTI ONS AND TESTI NG

A. Each institution Facility Manager shall be responsible for



conducting inspections of his or her facility as prescribed by
the schedules listed below. The identified inspections and tests
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shal | have individual task requirenents, schedules, and estimated
staff tinme entered into the CVMMS program Conpl etion dates and
staff tinme shall be docunented in the CMVS program Deficiencies
shall be noted on the PMformand a Plan of Action (TRM 022. 01,
2.5, Facilities Operations Technical Reference Manual) shall be
initiated.

B. It should be understood that these guidelines cannot include
all conditions appropriate to each institution. Therefore, at
the Regional Facilities Adm nistrator's discretion, individual
institutions may el ect to devel op a custom zed inspection and
testing plan. These custom zed plans nust be devel oped in
accordance wth requirenents contained in NFPA 70B and approved
by the Regional Facilities Adm nistrator.

C. If a custom zed inspection and testing plan is not devel oped,
the follow ng inspections/tests requirenents shall be entered
into the CMV5 program These PMs shall be schedul ed as
prescribed with the task(s) listed on the work order.
Docunmentation for inspection/test dates shall be maintained in

t he CMVB program

1. Quarterly. Visually inspect transformer vaults for faults,
cl eanli ness, proper ventilation, and inproper use for storage.

2. Sem - annual | v

a. Visually inspect primary swi tchgear for cleanliness.
Check all connections for indications of insulation breakdown,
such as cracking or burning. Exercise manually all swtching
operations to ensure proper and snooth operation. Confirmthat
proper size fuses are used and adequate spares are on hand.

b. Inspect overhead distribution systens, ensuring that
pol es, cross arns, insulators, guy wres, braces, lightning
protection, etc. are in good condition. Also ensure that trees
or other obstructions are not interfering wwth these systens.

c. Visually inspect underground cables and splices in
access holes or pull boxes for insulation damage and ground and
shield connections. Visually inspect enclosure for cleanliness,
signs of rodents, and presence of water. \Were appropriate,
check drains for bl ockage.

d. Visually inspect all dry-type transfornmers for
cl eanli ness of w ndings and encl osure. Ensure that vents for
encl osures are not bl ocked. Check environnment surrounding the
transfornmer to ensure adequate ventilation is avail able.

e. Visually inspect transformer connections for primry and
secondary termnations, lightning arresters, and ground
connecti ons.
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f. Visually inspect all |ow voltage, main distribution, and
branch circuit panel boards. This inspection shall include al
connections for indications of insulation breakdown such as
cracki ng or burning.

(1) Mnually exercise all swtching operations to ensure
proper and snooth operation.

(2) Confirmthat proper size fuses are used and adequate
spares are on hand.

(3) Check for corrosion or other evidence of water
penetration within the panel. (Special attention should be given
to those panels | ocated and exposed within the Food Services
ar eas) .

g. Inspect exterior conpound and perineter lighting for
proper function. Ensure that all photo-electrical cells or tine
cl ocks controlling exterior lighting are properly set and
cali brated. Check all ground connections for tightness and frayed
or damaged conductors. Provide the sane inspection for the
perineter fence ground system

h. I nspect equipnment requiring electrical disconnects to
ensure proper type and size disconnects are being used. |nspect
cords and conductors for proper size and type. Were required,
i nspect nmechani cal connectors, strain relief, and bondi ng
devices. Ensure that all disconnects are properly marked to
identify equi pnent served.

3. Annually

a. Performa visual inspection on each primary circuit,
wher e possi ble. Load readi ngs should be docunented on al
primary transfornmers during peak | oad conditions. Were current
transforner capability is not available, alternative nmethods for
obtaining primary | oads are as foll ows:

(1) The power conpany can supply information if separate
metering is avail abl e.

(2) Secondary | ow voltage current readings can be taken
and used to calculate the primary | oad.

b. Ensure protective devices are adjusted to reflect
changes in |l oad characteristics. (Protective relay calibration
shoul d not be attenpted w thout specific training and equi pnent.)

c. Arrange, as needed, for electrical power down tine to
performthe foll owm ng checks and mai ntenance in addition to the
requi red sem -annual inspections:
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(1) Tighten all switchgear and transforner cable and bus
connections; particular attention shall be paid to primry
connections. In lieu of physically checking every connection, an
Infrared Scan nmay be perforned to identify | oose connections.

(2) dean all switchgear, transfornmer, and panel
encl osures and interiors if they appear dirty.  eaning
mat eri als specifically designed for cleaning high voltage cabl e,
bus bar, and transformer w ndings shall be used.

The Regional Ofice shall be contacted if assistance is
required to conply with the above.

4. Every Five Years

a. Have the oil in swtches and transforners using the
newer types of insulating oils tested every five years, unless
t he manufacturer recomends ot herwi se. (Newer oils are those
whi ch a manufacturer certifies do not contain PCBs.)

b. Transformers using the older type oils shall be tested
every two years as previously required.

c. Transforners and switches which have had the insulating
oil replaced wwth the newer type oils shall be tested under the
five-year program

d. The Facility Manager shall nmaintain transformer testing
results on file for the Iife of the transforner.

D. BIENNIAL ELECTRI CAL | NSPECTI ON

1. Conduct a biennial inspection of the facility (see TRM
022.01, 12.1, Electrical Systens Inspection, Facilities
Operations Technical Reference Manual). The Electrical Foreman
or Chief of Uilities shall personally conduct the inspection and
make any appropriate tests. The Facility Manager shall be
responsi bl e for proper scheduling of the inspection and for
review of the results.

2. At the Regional Facilities Admnistrator's discretion, an
institution may el ect to develop a custom zed i nspection and
testing plan. The Regional Facilities Adm nistrator nust approve
any custom zed plan which shall be devel oped in accord with
requi renments contained i n NFPA 70B.

a. Narrative comments, either affirmative or negative,
shall be made on each itemon the Electrical System | nspection
form (TRM 022. 01, 12.1, Facilities Operations Technical Reference
Manual or custom zed inspection and testing plan). Sinple yes/no
responses are not acceptabl e.
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b. If conditions in a given area warrant |engthy
recommendati ons, these recommendati ons shall acconpany the
i nspection report, referring to the outline by page and item
nunber and identifying problem areas by buil ding nunber, transfer
vaul t nunber, etc.

c. The Work Programm ng Conm ttee nust approve the
conpl eted inspection report and plan of action (see TRM 022. 01,
2.5, Plan of Action, Facilities Operations Technical Reference
Manual ) for identified discrepancies. The Inspection Report shal
identify what corrections have been acconplished to date as well
as anticipated conpletion dates of any unconpleted itens.

d. The inspection report shall be maintained for the life
of the inspection. |If requested, a copy of the inspection report
shall be forwarded to the Regional Facilities Adm nistrator

ELECTRI C GENERATI NG EQUI PMENT

A. Responsibilities: Each institution Facility Manager shal
initiate a preventive maintenance, inspection, and testing
program for emergency power supply equi pnent. The identified
mai nt enance, inspections, and tests shall have individual task
requi renents, schedules and staff |abor estimates entered into
the CMVB program Docunentation of work conpletions shall be
mai ntai ned in the CMVS program

B. Mintenance: Electric generating equipnent shall be

mai nt ai ned i n accordance to manufactures' recomendations and
NFPA 110, current edition. Suggested mai ntenance schedul es for
ener gency power supply equipnent is contained in NFPA 110
Appendi x A

C. Qher Inspections/Tests: 1In addition to the inspection and
testing requirenents identified above, the follow ng inspections
and tests shall be conducted and docunented in the CMVS program
dat abase and generator | og book:

1. Biweekly. The energency power generator shall be started
and brought up to normal operating tenperature for a m ni mum
period of one hour. This test will be conducted in a no-I|oad
condi tion.

2. Monthly. The energency power generator shall be run under
| oad for a mnimum of one hour. Associated electrical equipnent
shal | be checked for proper operation and adjustnent of high
vol tage switches, tripping devices, exciters, interlocks,
rheostats, voltage regulators, and instrunents.

At the Regional Facilities Admnistrator's discretion, a | oad
bank of sufficient capacity to neet |oad testing requirenents
contained in NFPA 110 may be used. |If the use of a |load bank is



approved, it is recomended that a |oad test using actual
bui I ding(s) | oad be conducted at | east once each six nonths.
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D. Log Book: A qualified operator shall maintain a generator
| og book in the electrical generating room This |og book shal
be bound (not |oose leaf) and contain at a mninmum the follow ng
information for each generator:
1. Date
2. Start tinme
3 Stop tine
4. Total operating tine
5 Load/ no | oad operation
6 Operating vol tage
7. Operating anperage
8. Operating Hertz
9. Engine operating tenperature
10. Engi ne operating oil pressure
11. Comments
12. Signature
E. Operating Procedures: Proper procedures for starting and
operating generating equi pnent shall be posted adjacent to the
equi pnent. These procedures shall include a description of the
equi pnent's operational capabilities and limtations (i.e.,

capacity, flexibility, capability of load distribution and
transfer, start-up and shut-down procedures, etc.).

F. Generating Roons: Electric generating equi pnent and roons
housi ng this equi pnent shall be clean and free of storage and in
a structurally sound condition.

Equi prrent roons shall be provided with a fire extingui sher and
battery powered energency lights to supply adequate lighting for
activating the generator.

G Internal Engine Inspection: Diesel engine prinme novers shal
be internally inspected for wear, clearances, and condition of
parts after 4,000 hours of operation, or nore often, if annual
oil analysis testing indicates possible engine problens. A
factory representative shall make repairs and replacenents when
appropri ate.
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H  Lubricant Test: A qualified lubricant testing service shal
conduct a "Failure Analysis" test conducted on the el ectrical
generator's engine oil. The analysis shall include all the
recomended tests as specified by ASTM (D) Standards for Fuel and
Lubricant G| Analysis Volunes 501 and 502, and the |ubricant
manuf acturer. Typically, the testing service will analyze the
data and identify any conditions that may discl ose the
possibility of equipnment failure. The testing service shal
provide a summary report that will make recomrendati ons for
corrective action. The Facility Manager shall maintain copies of
the engine oil analysis on file for five years.

PRI MARY DI STRI BUTI ON SYSTEMS. All high voltage distribution

swi tches shall have indicating lights to showif the switch is
energi zed or not. Visual and electrical tests shall be perforned
if power distribution is not

evident. NFPA 70B shall be foll owed concerning mai ntenance and

i nspection of electrical sw tchgear equipnent.

SECONDARY DI STRI BUTI ON SYSTEMS

A. Miin distribution panels and branch circuit panel boards
shal | be bal anced to evenly distribute | oads between phases.

B. Miin distribution panels and branch circuit panel boards
shal |l be | abeled with manufacturers' data (size, type, nbde
nunber, capacity, etc.). Panels and panel boards shall have al
circuits |l abeled as to what they serve.

C. Al disconnecting services for notors, appliances, and
service feeders shall be nmarked as to their purpose in accordance
with NEC 110-22.

D. Al grounding systens shall be tested annually to ensure that
design conductivity is maintained. It should be noted that

i ndi vidual electrical systens require different |evels of
conductivity i.e., transfornmer equi pnent cabi nets, perineter
fencing, lightning protection, electronics equipnent, etc. The
Regi onal Facilities Adm nistrator shall provide guidance and
assistance to determ ne proper levels of conductivity and any

ot her testing concerns.

GROUND FAULT PROTECTI ON

A. Gound fault circuit protection shall be provided for al
singl e phase 20 anpere receptacles, as required by the National
El ectric Code 210-7, 8.

B. Crcuits protected by G-Cl breakers or devices shall include
only receptacles. Such receptacles shall not be connected into
lighting or other power or branch circuits.
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LI GHTNI NG PROTECTI ON AND ELECTRI CAL DI STRI BUTI ON SYSTEMS

A. The Facility Manager shall ensure that all |ightning
protection systens, electrical power distribution systens, and
spaces contai ning m croprocessor-based equi pnent are desi gned and
installed in conpliance wth:

1. The latest edition of NFPA 780 - Standard for the
Installation of Lightning Protection Systens;

2. The latest edition of NFPA 70 - National Electrical Code;

3. The nost current Federal Information Processing Standards
Publication (FIPS PUB) - Cuidance on Electrical Power for ADP
I nstall ati ons.

4. Manufacturer’s reconmmendati ons for grounding.

B. The Facility Manager shall ensure that all |ightning
protection systens, electrical power distribution systens, and
spaces contai ning m croprocessor-based equi pnent are designed in
conpliance with the follow ng specifications. (Reference Section
250-84 of the National Electrical Code).

1. If earthing resistance to ground is |less than 25 ohns, the
Facility Manager shall conply with equi pment nmanufacturer's
recommendat i ons.

2. Al conputerized el ectronic equi pnent shall be supplied
with "dedi cated, isolated, insulated grounds”. (Reference
Sections 250-74, Exception No. 4; 250-75, Exception; 384-20,
Exception; NEC 70).

3. Al grounding conductors, safety or isolated, shall be the
sanme AWG si ze as the phase conductors.

4. The central equi pnent room control center, and any ot her
room desi gned for a significant amount of conputer based
el ectroni cs equi pnment shall be designed in conpliance with the
current version of FIPS PUB

C. To protect conputerized el ectronic equipnment from being
damaged by i nduced |ightning, swtching AC power |ines, and

vol tage transients generated within the facility, the Facility
Manager shall ensure that the design of the AC el ectrical power
system i ncl udes surge protection devices (SPDs) at the point of
use.

1. Aternating Current power to conputerized electronic
equi prment and uninterrupti bl e power systens shall have SPDs
installed on the | oad side of the main disconnect, in accordance
with the foll ow ng specifications:



a. For safety and fire protection, all SPDs shall be |isted
to U L. 1449.
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b. Al SPDs shall have the | owest surge voltage rating
(SVR) per U.L. 1449 that is consistent wwth the nomnal |ine
vol tage. (For exanple, 120 VAC nom nal |ine voltage would
require a 330 volt peak SVR)

c. SPDs shall be connected with the shortest | eads
possi bl e.

d. Protection nodes shall be only phase-to-phase or phase-
to-neutral suppression. Phase-to-ground or neutral-to-ground
suppression shall not be install ed.

e. For extended life and long termreliability, only
silicon aval anche technol ogy shall be installed. Gas tubes and
met al oxide varisters shall not be used.

f. Suppression dissipation capability of the SPDs shall be
determ ned by the location of the device in the facility.

2. Instrunentation, DC signal, data tel ephone, and other | ow
vol tage lines shall be protected fromtransients induced by
[ightning and transients resulting fromclose proximty to power
di stribution conductors.

ELECTRI CAL RACEWAYS

A. Non-netallic electrical raceways shall not be used in innate
housing units, also non-netallic electrical raceways shall not be
exposed above ground in any area of the institution.

B. Wring above ceilings and conceal ed in masonry bl ock walls
shall be in electric netallic tubing (EM).

C. Metallic sheathed cable (BX) shall not be used for any type
of wiring.

D. Flexible netal conduit used in wet areas (kitchens,
power - houses, punp room exterior |ocations, etc.) shall be
liquid tight.

E. Al underground raceways shall be installed in accord with
t he NEC.

ELECTRI CAL W RI NG CONDUCTCORS

A.  Unless otherw se approved by the Regional Facilities
Adm nistrator in witing or by approved contract draw ngs,
el ectrical wring shall conformto the foll ow ng:

1. Al conductors up to size 1/0 shall be copper. Conductors
No. 1/0 AWG and | arger can be either copper or alum num as
specified herein. Al um num conductors No. 1/0 AWS and | arger



shal | be conpact stranded AA-8000 series electrical grade
al um num al l oy conductor materi al .
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2. Wre and cable up to No. 6 AW shall be factory col or
coded. Colors for each phase and neutral are to be used
consistently through each system On larger wires, not factory
col or coded, a 1-inch w de band of colored tape on each conduct or
end or brilliant waterproof |acquer may be used. Each system
conductor shall be identified by phase and system as per the
Nati onal Electrical Code 210-4,5.
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CHAPTER 13
PHYSI CAL PLANT REVI EW PROGRAM
GENERAL

A.  The Physical Plant Review Program (PPRP), fornmerly known as
space utilization study, has been revised to incorporate physical
pl ant infrastructure repairs and major equi pnent replacenent, as
wel | as proper use of building spaces. The CWMMS program and

i nspection reports nust support the inclusion of infrastructure
repairs or major equi pnent replacenents in the physical plant
revi ew.

B. The PPRP is a process designed to assist institutions in the
devel opnent of | ong range budget planning and efficient use of
physi cal pl ant spaces.

1. The PPRP can be a valuable tool in the reorganization of
institution functions and/or physical plant nodifications. The
PPRP provi des the opportunity to assure that recomrended or
pl anned nodifications to the physical plant take into
consi deration coordination with other prograns such as:

# future construction or renovation projects,
# other funded projects, or
# m ssion changes, etc.

2. PPRP generated recommendati ons shall be considered during
annual strategic planning sessions and by the institution Wrk
Programm ng Comm ttee when formul ati ng the annual B&F budget
subm ssi on

PROCEDURE. Physical Plant Reviews shall be conducted on
institutions prior to mssion changes or if requested by the
War den, Regional Director, or Assistant Director for

Adm ni stration.

A. A Physical Plant Review may be limted in scope and not
include all areas of an institution.

B. Reviews shall be coordinated with the Physical Plant Review
Program Manager in the Central Ofice.

C. Reviews shall utilize the guidelines contained in TRM 022. 01,
13.1, Physical Plant Survey, Facilities Operations Techni cal
Ref erence Manual
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CHAPTER 14
PLUMBI NG SYSTEMS
COWPLIANCE. All additions or alterations to plunbing
installations at BOP institutions shall conformw th the | atest

edition of the National Plunbing Code, NFPA Codes and Standards,
Bureau policies, and applicable State or |ocal codes.

PLUMBI NG SYSTEM ALTERATI ONS

A. Mdifications to the institution's plunbing distribution
systens of the types discussed bel ow shall not be made w t hout
the Regional Facilities Admnistrator's prior witten approval in
accord with provisions contained in Chapter 2 of this Mnual.

B. \When system nodifications becone necessary, the approval
request to the Regional Facilities Adm nistrator nust contain a
description of the proposed alteration, an explanation of al
reasons why the change is necessary or desirable, the magnitude
of plunbing | oads, and detail ed scal e drawi ngs or dinension
sketches indicating the extent of the work to be perforned.

C. The follow ng plunbing distribution system nodifications
shall not begin until the Regional Facilities Adm nistrator has
approved the request for such changes:

1. Modi fications of the distribution lines fromthe utilities
conpany take-off to the building entrance (or shut-off valves)
for water, sewer, gas, and storm sewers;

2. Changes, extension, or renmoval of a service that serves 15
connections or 25 peopl e;

3. Any connection or change to a connection between a potable
and non-pot abl e water source;

4. Change in a service above four inch pipe size.
D. Changes or additions of connected load to a service shall be
conpleted in accordance with all codes related to back-fl ow
preventi on.

UNDERGROUND UTI LI TI ES

A.  Manhol es shall be installed on sanitary sewer and storm
sewers every 300 feet and at any change of direction.

B. Al underground gas lines shall be identified by signs at the
surface. These signs shall be |ocated every 300 feet on the run

of the lines, at every junction, and where |ines change direction
(re: the Cccupational Safety and Environnmental Health Manual).
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CHAPTER 15

RESERVED
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CHAPTER 16
AUTOVATED SYSTEMS

COVPLI ANCE

A. The Facility Manager is responsible for collecting,
recordi ng, and comrunicating data relative to all aspects of a
physi cal plant managenent program

The purpose of this Chapter is to provide directions for the use
of specific conputer-based software systens. Conputer based data
collection is intended to inprove information sharing and enhance
t he physi cal plant nmanagenment program

B. The Facility Manager or his/her designee shall have a working
know edge of each software program being used in the Facility
Ofice.

DEFINITION. Total Mintenance System "TMS' copyrighted by Four
Rivers Software is the brand nanme for the Conputerized

Mai nt enance Managenent System (CMVS) Facilities Operations uses.
The brand nane has been renoved fromthis revision of the Manual .
The verbi age "conputerized nmai nt enance managenent systeni or
"CMVE" refers to the approved mai nt enance software used by
Facilities Operations.

M Nl MUM HARDWARE EQUI PVENT

A Al Facility Departnents shall be equi pped with a m ni mum of
two conputers to acconmodate both the conputerized nai ntenance
managenent system (CMM5) and the departnent's adm nistrative
requirenents.

B. The CWVB conputer shall be capable of 50MHZ or hi gher
oper ati ng speed.

C. New acquisitions or upgrades of existing conputers shal
conform at a mninmum to current BOP policies, and consist of
the foll owm ng hardware and peri pheral equi pnent:

1. IBMconpatible conputer (or equivalent) with a 486 or
hi gher processor and a m ni rum of:

a. One 500 negabyte fixed disk
b. Sixteen (16) MB of resident nenory (RAM
c. One 3 ¥ floppy disk drive (1.44MB)

d. One parallel port and one serial port (additional
peri pheral devices could require additional ports)



e. A color graphics adaptor card
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2. A VAA or higher quality color nonitor.

3. A wide body, high speed, dot matrix, tractor feed printer
at 220 characters width in conpressed print node, equipped with a
print buffer, either internal or external, with a m ni mum of
256K. Laser printers are acceptable.

4. A Hayes Smartcom or conpati ble 9600 BAUD, or greater
external nodem Mddens shall be naintained per current BOP
policies and controlled as a Cass "A" item

5. A tape backup system conpatible with a Col orado Junbo
Trakker 250 that uses DC2120 m ni data cartridges with mninmm
st orage of 250MB of dat a.

REQUI RED SOFTWARE PROGRAMS

A.  To provide consistent data throughout the Bureau, Facility
Departnents shall use IBMor M5 DOS 6.2 or later version, and the
specific software prograns for data nanagenent and reporting
outlined bel ow.

1. Total Maintenance System (TM5). TMS is the only
mai nt enance managenent software to be used at BOP facilities.
There may be occasions when the Central Ofice may pil ot another
CWEB program if so, a nmeno fromthe Chief, Facilities
Qperations, shall be on file to authorize the specific software.

Refer to the Facilities Operations CMS Techni cal Reference
Manual for specific instruction for the setup and operation of
t he program

a. The CMVS program shall be used for the foll ow ng:

(1) Scheduling and issuing work orders for inspections,
tests and preventive maintenance. Refer to Chapters 5, 9, 10,
11, and 12 of this Manual for requirenents for preventive
mai nt enance, inspection and test;

(2) Storing data and tracking information about M nor
Work Requests, Major Wrk Orders, PMs, and projects. This shal
include staff tine and materials costs for all work as well as
staff tinme for admnistrative duties and custodi al duties.
Estimated staff tine and estimated materials costs are to be
entered for Major Wirk Orders and projects.

b. The Wekly Wrk Oder/Project Accrual Form (TRM 022. 01,
16.1, Facilities Operations Technical Reference Manual) is to be
submtted to the Facility Manager at the end of the work week for
work orders and/or projects that are not conpleted. The tine
will be entered into the CMMS program all owi ng accurate tracking
of staff tinme for work orders and projects.
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c. The Regional Facilities Adm nistrator shall conduct a
review annually of the CMVB program for each institution in the
region. The CWMS Eval uation Form (TRM 022.01, 16.2, Facilities
Operations Techni cal Reference Manual) shall be used for the
review. Copies of the conpleted reviews shall be forwarded to
the Chief, Facilities Operations in the Central Ofice by October
25 each fiscal year.

2. WrdPerfect. WrdPerfect is the BOP-approved word
processi ng software program

3. First Choice. The First Choice software program by
Softkey International, shall be used for databases, spreadsheets,
and graphics. Version 3.5p is a special prison version and has
t he comuni cations capabilities renoved. This version shall be
used on all facilities conputers with i nnmate access.

a. Al report data is to be maintained in First Choice
dat abases.

b. Budget tracking shall be acconplished using a
conputerized format approved by the Regional Facilities
Adm ni strator, such as the First Choi ce database or other FBOP
approved software. This shall include all funds in Decision Unit
"P" (CC-334, 335, 336, 362) and B&F Projects.

4. Carbon Copy Plus. The Carbon Copy Plus software program
by M crocom Systens, Inc., shall be used to provide technica
assi stance and data transfer information between the Central
O fice, Regional Ofices, and institutions. This software
enables the transfer of files, reports, etc., and provides a
met hod for troubl eshooting and resol ving conputer software
problenms fromthe regional office to each institution. This
software program shall not be left installed on the hard disk
drive of conputers that are accessible to inmate workers. The
Car bon Copy program shall be run fromthe A: drive via a fl oppy
disk. Copies of this programare to be treated as a sensitive
itemand stored in a secure area away from i nnates.

5. Wndows. Wndows 3.1 is recormmended as the operating
systemfor existing conputers and is required for any new
conput er system

6. AutoCAD. The AutoCAD software program by Autodesk is the
standard program for use by BOP facilities for conputer-aided
design and drafting design work.

Facilities requiring limted design and drafting capabilities
may use the AutoSketch software, by Autodesk. AutoSketch is a
| ow cost CAD program for small users, and is conpatible with
Aut o CAD.
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7. Tinberline. Tinberline is an industry standard cost
estimating software program Tinberline estimtes are based on
MEANS cost data. Periodic updates are nade avail able by MEANS to
insure current pricing guidelines. |If estimating software is
bei ng purchased, Tinberline is recomended.

COVPUTER SYSTEMS SUPPORT AND OPERATI ONS

A. Regional Facilities offices shall provide technical support,
training, and troubl eshooting of systens at the institution
| evel .

B. Under no circunstances shall inmates operate the conputer
while the nodemis attached. Any use of the conputer with a
nodem att ached shall be done hands-on by a staff nenber with no
inmates present. A conputer with no nodem attached may be
considered for use by inmates under staff supervision. (Internal
nodens in institution conputers are not authorized.)

C. The conputer systens shall be backed up weekly, (daily backup
is recomended) onto a tape. The tapes shall be rotated to
mai ntain current and past week backup.

D. The Facilities Manager shall ensure consistent application of
prograns by providing training opportunities for subordi nates on
an as-needed basis. The Facilities Assistant or Engi neering
Technician is responsible for the daily integrity of data entered
into the conputer systens.

SENSI TI VE | NFORVATI ON.  Sensitive security information entered
into any conputer programshall be treated as SENSI Tl VE. Any
sensitive and/or security information that is stored on

el ectronic nedia shall adhere to P.S. 1237.09, Conputer Security
or |atest edition.

A. Each institution shall develop Institution Supplenents to
establi sh net hods, procedures, and definitions of sensitive
security itens.

B. Wrk orders, requests for purchase, draw ngs, specifications
(hard copy or electronic nedia), or other data that could affect
the security or integrity of the institution, shall be classified
as "SENSITIVE'. The follow ng procedures shall be foll owed:

1. Al copies of work requests and requests for purchase shal
be stanped with a RED "SENSI Tl VE" stanp.

2. No entry shall be nmade into any conputer program concerning
operating conditions, repairs, or purchase requests for repair
parts or services of sensitive systems. An entry of "REFER to
SENSI TI VE WORK REQUEST FI LE" or "REFER to SENSI TI VE REQUEST f or
PURCHASE FI LE" shall be nade in the conputer program All



descriptive tasks and parts shall be on the original submtted
copy only.
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3. Al originals and copies of Wrk Requests and Requests for
Purchase containing "SENSI TI VE' information will remain in the
physi cal possession of the assigned staff nenber or shall be
secured in the appropriate "SENSITIVE" file. The Facility
Manager is responsible for the security of the "SENSITIVE" files
inthe Facility Ofice.

DOCUMENTS CONTROL

A. Constructi on Docunents

1. CGovernnent officials and architect/engi neers doing design
work for the Bureau may be given specific information extracted
from construction drawi ngs or specifications, such as secure wall
or secure w ndow details, on an as-needed basis only.

2. Particularly sensitive drawi ngs, such as those of a
security alarmsystemor other electronic devices, shall not be
di stri but ed.

B. Institution Docunents. The Facility Manager is responsible
for ensuring that sensitive drawi ngs and specifications are

mai ntained in a secure area and not nade available to i nmates.
Sensitive draw ngs, specifications, product literature and ot her
docunents shall be stanped with a red "SENSI TI VE" stanp.

C. Docunent Storage and Disposal. Records shall be retained or
di sposed of as outlined in the National Archives and Records
Adm ni stration, CGeneral Records Schedule. A reference copy of
this docunent is maintained in the Inmate Systens and Fi nanci al
Managenment departnents.




