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MAINTENANCE ORDER P5400.1B

From: Base Maintenance Officer
To: Distribution List
Supj: Base Maintenance Division Organization and Functions Manual

Encl: (1) LOCATOR SHEET

l. Purpose. This Order promulgates the official organization and functions of the
Base Maintenance Division.

2. Cancellation. MO 5400.1A

3. Applicability. The provisions of this Ordér are applicable to all activities
within the Base ﬁaintenance Division.

4. Certification. Reviewed and approved this date.

i
J. T. MARSHALL

CISTRIBUTICH: B
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CHAPTER 1
GENERAL

1001. MISSION. To provide maintenance and repair of buildings, grounds, paved
surfaces, utilities systems, and other real property facilities; operation of
utilities systems, including utility purchases; energy management; engineering
Support services, such as Division aduinistration,

pest control, refuse and garbage
collection and disposal; minor construction; work support for government owned
property encompassing installation, fabrication, technical inspection, and repair of

personal property and miscellaneous services for other than real property which is
not the responsibility of the user.

1002. BASE MAINTENANCE OFFICER: The Base Maintenance Officer is a Special Staff
Officer under the staff cognizance of the Assistant Chief of Staff, Facilities. The
Bace Maintenance Officer is responsible for the nanagement of the real property
maintenance and rerpalr Frogram, utilities operations, and energy management .

1003. ASSISTANT BASE MAINTENANCE OFFICER. Provides executive direction for the
internal management and operations of the Division. Res ponsible for coordinating
efforts and duciles of the special staff and the four Branch Directors. Performs the

day-to-day responsibilities with the directed authority of the Base Maintenance
Officer and acts for same in his absence.

1004. §E§§£éE_STAEE- Maintenaince NCO.

Liaison between nilitary and civilian work
force in areas of maintenance and area police. Maintenance representative on
inspections and conferences.






BASE MATINTENANCE DIVISION ORGANIZATION AND FUNCTIONS MANUAL

ADMINISTRATIVE BRANCH . .

PERSONNEL SECTION

FINANCE AND ACCOUNTING SECTION .
PPOPERTY MANAGEMEWT SECTION

1

ORGANIZATIONAL CHART

ADMINISTRATIVE BRANCH

CHAPTER 2

Paragra Q}
2001

2002
2003
2004

2=2



BASE MAINTENANCE DIVISION ORGANIZATION AND FUNCTIONS MANUAL

ADMINISTRATIVE
OFFICER
FINANCE PROPERTY
PERSONNEL & ACCT MANAGEMENT

Figure 2-1.--Organizational Chart, Administrative Branch



3ASE MAINTENANCE DIVISION ORGANIZATION AND FUNCTIONS MANUAL

CHAPTER 2
ADMINISTRATIVE BRANCH
2001. ADMINISTRATIVE BRANCH. Advises and furnishes assistance to management at all
levels of supervision on matters involving administration, office services,

lersonnzl relations, property control and accountability, and fiscal policy and
programs . : :

2002. PERSONNEL SECTION. Provide assistance and support to supervisors and
civilian employees in matters regarding disciplinary actions, appeals, grievances,
complaints, attendance, leave, security clearances, incentive awards, hours of work,
coatributions, collections, employment and classification, personnel aictions,
tinekeeping, travel orders, and fund drives. .

2003. FINANCE AND ACCOUNTING SECTION. Provides management and accountability for
all obligations and expenditurcs chargeable to Fund Administrator 23. Formulates
the Base Maintenance Division budget, analyzes variances and executes internal

fiscal review and control. Maintains utilities usage data for reimbursable customer
billing.

2004. PROPERTY MANAGFMENT SECTION. Coordinates and expedites supply support.
Maintains records and accountability of classes IITI and 1V plant property, Garrison
Mobile Engineer Equiment, and minor property items. Conducts audits and reviews of
on hand property and equi mment. .
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CHAPTER 3
OPERATIONS BRANCH
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CHAPTER 3
OPERATIONS BRANCH

3001. OPERATIONS BRANCH. Responsible for the planning and execution of the
Controlled Maintenance Program. Prepares and maintains the Long Range Maintenance
Plan. Screens and classifies all work requests. Issues job orders for authorized
work and schedules quarterly/annual work programs for the accomplishment of work by
the maintenance and repair shops. Conducts Type "A" Annual Inspection Summary and
inspects completed projects. Approves and monitors self-help and troop training
projects. Determines needs for engineering advice and maintains liaison with Public
Works Division.

3002. PROGRAMMING AND WORK RECEPTION SECTION. Maintains a service desk for
enmergency maintenance and repair of factillties. Reviews and approves routine work
requests. Prepares tile quarterly/annual work programs. Maintains the Facilities
History File.

3003. FACILITIES PLANNING AND INSPECTION SECTION. Provides inspection and cost
estimates for new work required to correct maintenance and repair deficiencies.
Prepares controlled maintenance job orders denoting labor and material requirements
and costs. Develops and maintains the Long Range Maintenance Plan. Maintains
liasion with the Public Works Divison and provides scope of work information for the
Ireparation of projects and contracts. Reviews contract plans and specifications
and represents the Division at final inspection of contract work.

3004. WORK MANAGEMENT SECTION. Responsible for tine scheduling of minor and
specific work authorlzations. Orders and maintains accountability for project
materials. Maintains and issues a weekly schedule of work by shop. Coordinates
starting dates of work with customers.
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CHAPTER 4
UTILITIES BRANCH
4001. UTILITIES BRANCH. Provides utllities services for the Camp Lejeune complex

throuzh the operation of steam, water and sewage rlant facilities. The Branch also
nas toe responsibility for maintaining cold storage facilities.

4002. STEAM GLNERATION. Facilities consist of seven central heating plants of both
coal and oil types containing 25 poilers ranging in size from 125 HP to 3000 HP
whicu require continual shift operators. There are an additional 60 automatic
heating rplants that require daily checks. Plant personnecl perform inspzctions and
schedule replacement programs.

4003, WATER TREATMENT. Facilities consist of seven water treatment plants and 96
wells. “ATl treatment rlants require full or part-time watch. All wells are checked
on each shift. Plant personnel perforn inspections and schedule replacenment
Frograns.

4004. SEWAGE TREATMENT. Facilities consist of seven treatment plants with 75 11ift
stations vo provide sewage treatment for the Camp Lejeune complex. All plants
require full or part-time watch. All 1ift stations are checked on ecach shift.
Plaat rersonnel perform inspections and schedule rerplacement programs.

4+035. COLD STORAGE. Plant personnel operate equijpnent required for the
refriseration of perishable items. The plant has nine compressors with two systems
for direct expansion and circulation. Plant personnel perform inspections and

schedules replacement programs.

4006. EUFERGY MONITORING AND COMTROL SECTION. Facility consists of a MODCOMP II and
Hewlett-Packard A700 digital computer to monitor and control utility usage and
assist in the identification of areas relative to energy conservation. The section
alzo employees a Motorola load management system to control peak electrical demand
re juirements.
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CHAPTER 5
MAINTENAUCE AND REPAIR BRANCH

5001. MATNTENANCE AND REPAIR BRANCH. Responsible for the maintenance and repair of
buildings, structures, roads, grounds, distribution systems, alr conditioning, and
assorted equipment. Performs services such as insect and rodent control,
horticultural management, refuse collection and the operation and maintenance of
Neavy equipment.

5002. EMERGENCY SERVICFES SECTION. Performs emz2rgency service type work utilizing
persounel of the mechanical and buildings trades at Marine Corps Base and outlying
Areds.

5003. GENERAL TRADES SECTIUN. Performs a variety of maintenance and repair in the
nechanical and building trades to include carpentry, plastering, masonry, painting,
eleccrical and electrical distribution system, refrigeration, water and sewvage
systems, and metal working.

5004. GENERAL SERVICES SECTION. Responsible for the maintenance and repair of
roads, hardstaad, storm sewers and ditches, and improved and unimproved lands.
Cirects and controls insect and rodent control programs. Coilects and disposes of
refuse and jarovage and maintains sanitary landfill facilities. Provides for the
operation and maintenance of coustruction equipment. Operates and maintains the
Onslow Beach Bridge.







