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*FC Reg 420-14

ASSIGNMENT AND UTILIZATION OF BUILDINGS AND STRUCTURES

1. PURPOSE. To establish a uniform system for assigning and terminating control and occupancy for buildings and structures to organizations and activities.

2.

REFERENCES.

a.

AR 420-17

b.

AR 405-45

c.

AR 405-70

d. AR 735-5 Accountability)

(Real Property and Resource Management

Inventory of Army Real Property

(Utilization of Real Property

Policies and Procedures for Property

e. FC Reg 420-3 Buildings)

(Heating,

Plumbing,

and Winterization for

f. FC Reg 420-17 (Repairs and Utilities Procedures and Implementation of the Self-help Program)

3. APPLICABILITY. This regulation is applicable to all Department of Defense (DoD) assigned units, directorates, and activities at Fort Carson.

4. RESPONSIBILITIES. The Directorate of Public Works (DPW) controls the assignment of all buildings and structures. The DPW, Housing Division, controls assignments of all transient, SBEQ, BOQ, and family quarters. The DPW Business Management Division, Facilities and Planning Branch (FPB), manages occupancy, assignment, and clearance of space in all other buildings, structures, and parking areas.

5.

PROCEDURES.

a. Organizations and activities requiring initial or additional assignment of space will submit a request in memorandum format to the DPW, FPB.

*This Regulation supersedes FC and 40 Reg 420-14,
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b. Requests will be reviewed and signed by regiment, brigade or group commanders, and directorate-level personnel or designated representatives. Include the following data, as appropriate, in each request for space assignment:

(1) The amount and type of space requested, and the rationale and criteria for such a request. See space utilization criteria for administration and related activities, AR 405-70, chap 2.

2)

An explanation of how the space will be used.

(3) An explanation of the mission requirement for the space and how it is related to the activity's space requirements.

( 4 ; being met,

A description of how and where the need is currently if applicable.

(5) The date the space is needed and the anticipated duration of the requirement.

(6) The number and occupation of personnel who will use the space and any applicable shift requirement.

(7

A list of required utility services

(8) The impact of the proposed space assignment on personnel working conditions.

(9)

facility.

A list of equipment proposed for use in the

(10) An identification of any special requirements that may affect the decision on space or assignment; i.e., hazardous storage security requirements.

c. The DPW, FPB will review to ensure that requester ha: fully justified his or her need for space; all proposed assignment is first internally coordinated within the DPW to ensure that fire regulations, environmental procedures, and energy conservation guidelines can be met.

d. Once the DPW, FPB has approved a building/facility for assignment, the responsible officer of the assigned organization

will accept formal responsibility for use of the facility by signing FC Form 647 (Facility Assignment Record) or its automated equivalent (See Appendix A) .
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(1) Responsible officers for real property will be officers, senior noncommissioned officers in grade E-7 or above, or civilian employees in grade GS-7 or above. Assignment of real property to individuals of lesser rank will require approval by the DPW, FPB supervisor.

(2) Whenever possible, all facilities occupied by a battalion or directorate level organization or higher will be assigned to a single responsible officer within that

organization. That responsible officer may, in turn, sub-hand receipt facilities to users, who are not required to meet the

rank criteria outlined above for responsible officers. In the event of separate units or tenant organizations which do not fall under a directorate, brigade, group, or regiment, DPW will assign facilities directly to a responsible officer within that organization.

{3) Using units/activities must obtain a user

identification code {User ID) by contacting the DPW Customer Service section, prior to assignment of real property.

(4) Once assigned to and accepted by a unit, buildings or space will not be transferred between units without the concurrence of the DPW. Care will be taken if not physically moved into the building(s) in order to prevent winter freeze damage or vandalism. Any negligence will result in units paying for repairs.

(5) The user agrees not to use the space for any purpose other than that for which it is assigned without prior authorization by approving authority.

(6) The real property building or structure, and installed equipment, may not be altered, remodeled, or expanded without an approved work order request, DA Form 4283.

(7) Upon acceptance of buildings, responsibility for minor maintenance, interior/exterior cleanliness, grounds maintenance, snow removal, and ice control, rests with the responsible officer of the assigned unit. Tenants or units occupying a minor portion/space of buildings signed by a major organization will be responsible for their proportionate share of space, common areas, and outside land areas. Emergencyand routine repairs beyond unit capabilities will be accomplished by telephoning the Service Order Desk.
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(8) Repairs resulting from non-fair wear and tear will constitute cause for either a Statement of Charges, Cash Collection Voucher, or Report of Survey IAW AR 735-5. The responsible officer will initiate the appropriate action prior to repairs.

(9) Winterization procedure for buildings will be initiated by unit commanders or his designated representative TAW FC Reg 420-3.

e. At the time of assignment, DPW personnel and unit responsible officer will conduct a real property inventory as prescribed by AR 405-45 and AR 735-5. A record of the facility's condition will be made using the remarks section of FC Form 1685 and additional sheets as necessary.

6. Upon termination of occupancy or assignment, the unit responsible officer, whose signature appears on FC Form 647, will:

a. Notify the DPW at least fifteen working days in advance

of the date desired to vacate an assigned building and to request an appointment for inspection and clearance with a representative of the DPW, FPB.

b. The responsible officer will ensure that the building is transferred in a clean and sanitary condition, with no major maintenance deficiencies outstanding. If major deficiencies or damages exist, the responsible officer will provide documented proof that a work request identifying such deficiencies has been submitted to the DPW for repairs and/or that an investigation or report of survey has been initiated.

c. When the clearing inspection indicates property damage or missing equipment, obviously not a result of fair wear and tear, DPW will, furnish an estimate of damage so either a statement of charges or report of survey can be completed, as appropriate, by the vacating unit. This action will be accomplished not later than ten days prior to final inspection. A copy will be provided to the DPW inspector with a report of survey document number

which can be obtained at the DPW, FPB, Real Property section.
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d. At the time of the final inspection, windows will be closed and locked and screens will be in place. All doors and screen doors will be secured. Buildings and adjacent grounds

will be policed. Keys will be provided for all exterior doors to the DPW, FPB inspector.

7. Assignment to or termination of use of buildings, as a result of a unit's relocation on the installation, shall be conducted

IAW this directive.

Building components, fixtures, or installed building equipment will not be transferred from one building to another. Such action will either constitute cause for a statement of charges, cash collection voucher, or a report of survey.

8. Hand receipt holder will initiate a FC Form 647 prior to occurrence of any of the following actions:

a.

Relieved of duty or transferred within the installation

b. Permanent Change of Station prior to departure on PCS.

(PCS)

c.

At least 45 days to retirement.

-at least 30 days

9. Notify the DPW, FPB of alternate point of contact in the event of an extended temporary duty assignment or absence from the installation; i.e., over 45 days.
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FOR THE COMMANDER:

KA~ Director of Information

Management
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OFFICIAL: ' ~

DENNIS L. CRIPPS Colonel, GS

Chief of Staff

APPENDICES:

A- Facility Assignment Record [FC Form 647 B- Facility Inventory and Inspection
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