
Customer Requirements Request Form  
(Supply & Service) 

 
This Form needs to be completed and submitted to LRC NLT 60 days prior to unit training. 

Provide any and all supporting documentation  Page 1 of 2        LRC FCCO Form 
which will assist with mission success.                                            Form Revised November  2013 

1.  Date Submitted:                       SRD Number (To be filled in by LRC):     

2.  Organization Name:     Branch:           Component:  

3.  Location of Units Origin:  
4.  Location of Work to be Conducted:  
5.  Unit Identification Code (UIC Given by DA):   
6.  Training Period: Start:                            End:     

Remarks:  

7.  Type of Support (Check on All that Apply):  *Requires Appointment Orders and Signature Cards. 

  *Installation Property Book Support (Linen Only)                             

  *Laundry Service (Linen Only)                                                             

  Fuel Support (JP-8, Diesel, & E-85 Only)                                         

  *Package POL Support (i.e. Oil, Lubricants)       

  Off Loading Support (Off Loading Equipment & Containers Coming Onto Ft. Carson Only.)   

  Other Supply & Service Required  (State Other Requirements and Explain Below)    

Remarks: 

 
• If you checked block(s) above, then fill out the appropriate sections below. Sections are indicated next to each block that require 
additional information. 
 
8. *Installation Property Book Support: (Requires Appointment Orders and Signature Card.) 
Quantity of Linen Sets for Issue:  

Remarks: 

 

 

9.  *Laundry Service: (Requires Appointment Orders and Signature Card.) 

Quantity of Linen Sets for Service:   Cleaning Cycle: 

Remarks: 

 

 

12.  Fuel Support: 
Quantity of JP-8 Needed:    (Estimation in Gallons) 

Quantity of Diesel Needed:    (Estimation in Gallons, Retail Supply Only) 

Quantity of E-85 Needed:    (Estimation in Gallons, Retail Supply Only) 

  Need Fuel Key(s) for Unit Equipment (Units should bring their own Fuel Keys from Home Station.  Home Station Fuel 
Keys will work on Fort Carson.) 

Remarks: 

 
• Bulk Fuel Point Hours of Operation:     Monday thru Friday:  0800-2359.   
• If you require fuel after hours, please state above in Remarks and reason why. 
• If a unit requires Unleaded Fuel, then the unit must provide their own fuel cards. 

(Sec. 8.) 

(Sec. 9.) 

(Sec. 10.) 

(Sec. 11.) 

(Sec. 12.) 

(Sec. 13.) 



Customer Requirements Request Form  
(Supply & Service) 

 
This Form needs to be completed and submitted to LRC NLT 60 days prior to unit training. 

Provide any and all supporting documentation  Page 2 of 2        LRC FCCO Form 
which will assist with mission success.      F                                          Form Revised November 2013 

13.  *Package POL Support: (Requires Appointment Orders and Signature Card.)         

NSN:    Nomenclature:                  Quantity:  
• See PDF attachment External SOP for Hazardous Material Control Center for further requirements. 

• If you have more than one item, then create a list on a spread sheet with the NSN, Nomenclature and Quantity attached to the CRRF.   

• Advance notification is required to order packaged POL products.  45 days or more is required to ensure POL products are available for 

issue during training.  

  

14. Off Loading Support: (This support is only for off loading equipment and containers coming onto Ft. Carson.  R.T.C.H. needs to 

operate on a hard stand.) 

   R.T.C.H.       Forklift     Location of Download: 

Download Date:        Download Time: 

Remarks: 

 

 
15.  Other Supply & Service Required: (If more space is required, attach additional comments or requirements to this form.) 

Remarks: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16.  Points of Contact:  

Name & Rank:   Name & Rank: 

Work Phone:                         Cell Phone:                        Work Phone:                         Cell Phone: 

Email:   Email: 

 

17.  Funding Point of Contact: 
Name & Rank:   Work Phone:       

Cell Phone:   Email:  





 


Directorate of Logistics 
Fort Carson, Colorado 


 


 
 


Hazardous Material Control Center 
Supply Support Activity 


 


(Center of Excellence) 
 
 
 


External Standard Operating Procedures (SOP) 
Hazardous Material Management Program 


January 2013 
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DEPARTMENT OF THE ARMY 
Fort Carson, Colorado 80913 


 
January 2013 


 
Directorate of Logistics (DOL) 
Hazardous Material Control Center (HMCC) Supply Support Activity (SSA) 
Center of Excellence 


 
Hazardous Material Management Program External Standard Operating Procedures (SOP) 


 
1. Purpose: 


 
The purpose of this SOP is to establish uniform policies, procedures, and responsibilities for the 
effective management of hazardous materials requested and used on Fort Carson. 


 
2. Scope: 


 
Fort Carson Environmental Protection and Enhancement policy mandates that all requests for 
Class III hazardous materials (HM) are submitted to/through the DOL HMCC Supply Support 
Activity (SSA). For all HM being considered for purchase with a Government Purchase Card 
(GPC), a mandatory pre-purchase review of the GPC request by the DOL HMCC SSA is required 
prior to unit or activity actual purchase. Fort Carson Regulation 200-1 paragraph 12-6 titled 
HAZARDOUS MATERIAL MANAGEMENT states, “Hazardous Materials (HM) can become 
hazardous waste or pollute the environment if not properly managed. Therefore, users of 
hazardous  material  will  participate in  the  Fort  Carson,  Hazardous Material Control  Center 
(HMCC) program.” Paragraph 12-6a of the same regulation goes on to state, “All hazardous 
materials will be purchased through the HMCC. Any/all credit card purchases must be pre- 
approved in writing.”      As such, and as identified in the introduction to FC Reg 200-1, the 
procedures contained here-in will be adhered to by all tenant units, activities, and directorates, 
contractor organizations, off site customers, active guard, and reserve components assigned or 
attached to Fort Carson. 


 
3. DOL HMCC SSA Mission: 


 
a. With regards to hazardous material requirements support the mission readiness of 


the installation. 


 
b. Establish the HMCC SSA as the prime SSA for Class III hazardous material customer 


requirements on the installation. 
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c. Provide a single point of control for the requisition, shipment, receipt, temporary 
storage, issue, mandatory environmental tracking and reporting of hazardous materials 
requested and used on Fort Carson. 


 
d. In accordance with FC Reg 200-1 review all request for Class III HM, including 


Government Purchase Card (GPC) requests.  (Customers seeking to obtain HM GPC approvals 
follow the procedures identified in paragraph 9 of this SOP.) 


 
e. Maintain and facilitate an active and comprehensive customer hazardous material 


inspection and shelf life management program. 


 
f. In accordance with FC Reg 200-1 perform customer Site Assistance Visits (SAV’s) and 


briefings as required, and as directed for the purpose of indoctrinating new or re-evaluating 
installation customers into the Fort Carson hazardous material program. (See Appendix B to 
view an example of the DOL HMCC SSA Site Assistance Visit (SAV) checklist.) 


 
g. Encourage and fully support installation continuous improvement processes and 


initiatives which contribute to the effective management of hazardous materials requested, 
and used on Fort Carson. 


 
h. Operate the DOL HMCC SSA in accordance with Federal, state, county, Department of 


the Army, Occupational Safety and Health Administration (OSHA), Code of Federal Regulations 
(CFR), and local Fort Carson policy, procedures and guidelines. 


 
4. HMCC SSA Responsibilities: 


 
a.  Review  All  HM  Requests:  The  DOL  HMCC  SSA  is  responsible  for  reviewing  all 


hazardous material requests, including requests being considered for purchase with a 
Government Purchase Card (GPC). Filling the request is based on the unit or activity established 
Basic or Operational Load List requirements. These loads are also referred to as Unit Basic Load 
(UBL) or Authorized Usage List (AUL). As defined in AR 710-2, “loads are a quantity of durable 
and expendable supplies kept to sustain operations” 


 
b. Basic loads: These loads are designed to support combat operations for a prescribed 


30 days. 


 
c. Operational Loads: These loads are designed to sustain peacetime operations, such as 


Garrison operations for a period of 15 days. These loads will be developed and justified on the 
basis of local experience. 
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d. Basic and Operational Load List Requirements Register: Regardless of the type of load, 
in accordance with AR 710-2 Section IV, Management of Loads, paragraph 2-20 b(c) a basic and 
operational load lists register, or list by supply class requirements of all items authorized and 
required will be developed by the unit, and approved by the using unit commander or activity 
head, and copies of the approved load list will be retained in file with the DOL HMCC SSA. 


 
e. Ensure that all hazardous materials requested for customers are serviceable, well 


within their shelf life period, and possesses no damage or shortages prior to issue, and if 
damage or other discrepancies are found process Supply Discrepancy Reports in accordance 
with applicable supply regulations. 


 
f. Material Safety Data Sheets: The DOL HMCC SSA will assist customers requiring or 


using hazardous material in obtaining product Material Safety Data Sheets (MSDS). (See 
Appendix C for procedures for requesting MSDS assistance and support.) 


 
g. HM Serviceable Turn-ins: The DOL HMCC SSA is responsible for accepting customer 


turn-ins of excess unopened  SERVICEABLE Class III products, and as such is recognized as the 
only  authorized  turn-in  point  for  excess  unopened  SERVICEABLE Class  III  products  on  the 
installation.    DA  Form  2765-1  Request  for  Issue  or  Turn-in  is  required  for  the  turn-in  of 
customer SERVICEABLE Class III products to the DOL HMCC SSA. (See Appendix D to view an 
example of DA Form 2765-1 turn-in.) 


 
h. Free Issue Program: All unopened  SERVICEABLE Class III products that are accepted 


by the DOL HMCC SSA for turn-in are inducted into the DOL HMCC SSA hazardous material Free 
Issue Program, and are made available to other supported customers upon request at no cost. 
The purpose of and the goals of the DOL HMCC SSA Free Issue program are as follows: 


 
1. Identify unit/activity   SERVICEABLE excesses of Class III hazardous materials on 


the installation that are no longer required. 


     2. Provide a central point for the turn-in of excess unopened   SERVICEABLE                   
Class III HM products on the installation. 


3. Recoup   SERVICEABLE Class III HM, and if required/requested issue at no cost 


to other supported customers excess unopened   SERVICEABLE Class III products. 


4. Minimize the generation of wastes. 


5.  Achieve cost avoidance. 


 
(See  Appendix  E  of  this  SOP  to  review  customer  procedures  for  requesting  Free  Issue 
unopened Class III products from the DOL HMCC SSA.) 
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5. General: 


 
a. The primary automated supply system used in the DOL HMCC SSA to facilitate 


customer requisition, receipt, issue, shipment and maintain inventory accountability of 
hazardous material is the Standard Army Retail Supply System (SARSS). 


 
b. In order to properly track and report hazardous materials used on Fort Carson, the 


DOL HMCC SSA utilizes the Department of Defense (DOD) automated environmental tracking 
system known as the Hazardous Material Management System (HMMS). 


 
c. Publications affecting the operations of the DOL HMCC SSA are identified but, are not 


limited to those referenced in this SOP. (See Appendix K) 


 
d.  Unless  otherwise  published  in  the  Post  Mountaineer,  or  through  a  DOL  Supply 


Flasher, the DOL HMCC SSA warehouse building 400, and main office building 406 will be  closed 
on the following identified federal holidays. 


 
New Years Day 
Martin Luther King 
Day Presidents Day 
Memorial Day 
Independence Day 
Labor Day 
Columbus Day 
Veterans Day (Usually open for normal business if on a weekday) 
Thanksgiving Day 
Christmas Day 


 
 


e. Location and operating hours for the DOL HMCC SSA: 
 


Buildings: 400 and 406 
Days of Operation: Monday - Friday 
Hours of Operation: 7:30am – 4:00pm 


 
f. DOL HMCC SSA points of contact: 


 
Contractor   Operations   Site   Manager,   located   in   building   406,   phone   number 


719-526-5349 and fax 719-526-5587. 


 
Hazardous Material Warehouse, building 400 phone number 719-526-2979. 
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g. DOL HMCC SSA Government points of contact: 
 


Contracting Officer’s Representative (COR), bldg 8000, phone number 719-526-0867. 


Accountable Officer building 330, phone number 719-526-9094. 


DOL, Chief of Supply and Services, building 8000, phone number 719-526-9086. 


 
6. Customer Responsibilities: 


 
a.  Commanders and  activity heads are responsible for  assigning  and designating  in 


writing the following environmental roles. 


 
(1) Environmental Protection Officer (EPO): The role of the EPO is to provide the 


unit or activity with the leadership, training, and environmental awareness necessary for the 
organization to comply with the laws, policy and guidelines for effective stewardship of 
hazardous materials requested and utilized. EPO’s are the front line in meeting Fort Carson’s 
environmental protection goals. Assigned EPO’s are responsible for keeping the continuity of 
environmental books, binders, perform monthly inspections, ensure HM does not expire while 
in storage, and if required update/extend shelf life periods and markings as required and in 
accordance with DOD 4140.27-M, Shelf-Life Management Manual. See paragraph 12 of this SOP 
for resource information phone numbers that can assist customers with this important area of 
management. Other EPO duties include supervise all spill response training performed at the 
unit/activity level, ensure that personnel have access to Personal Protective Equipment (PPE) 
when needed, and that Material Safety Data Sheets (MSDS’s) are readily available for all HM 
used and stored. 


 
(2) Mandatory EPO Training Requirements:  All first time assigned/designated 


EPO’s  are  required  to  attend  the  Environmental  Protection  Officer’s  training  course.  This 
course is offered on Fort Carson, and  is a valuable orientation for all first time EPO’s discussing 
and  exploring  environmental  management  practices,  customer  and  Fort  Carson  issues, 
concerns, as well as provide environmental references to aid the EPO in carrying out his/her 
duties.  For information on EPO class scheduling dates, times and location the Department of 
Public Works (DPW) Environmental Compliance Branch may be contacted at 719-526-4446. 


 
(3) Hazardous Material Custodian: This is the individual or individuals designated 


in writing by the unit commander or activity head who will be responsible for the requisitioning, 
receiving, and turn-in of excess  SERVICEABLE unopened Class III hazardous materials to the DOL 
HMCC SSA. 
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b. Unit/Activity Documentation Requirements:   In order to be serviced by the DOL 
HMCC SSA, and prior to submitting requests for hazardous materials, commanders and activity 
heads must prepare and submit to the DOL HMCC SSA the following documentation package: 


 
1. Commander, or Activity Head Assumption of Command Orders 


(See Appendix F to view a format example) 
 


2. DA  Form  1687  Notice  of  Delegation  of  Authority-Receipt  for  Supplies 
(See Appendix G to view an example of a completed form) 


 


3. A copy of the unit or activity HM load list requirements or register completed 
and signed by the commander or activity head. This is a requirement identified in AR 710-2 
Section IV, Management of Loads, paragraph 2-20 b(c) which states, “a basic and operational 
load lists register, or list by supply class requirements of all items authorized will be developed, 
and approved by the using unit commander/activity head, and copies of the approved load list 
will be on file.” The terms for this purpose Basic Load (BL) and Unit Basic Load (UBL) are 
synonymous with each other and are designed to support combat operations for a prescribed 
number  of  30  days.  Operational  Load  (OL)  and  Authorized  Usage  List  (AUL)  are  also 
synonymous with each other; however they are intended to sustain peacetime operations such 
as in a Garrison setting for a period of 15 days, and these loads will be developed and justified 
on the basis of local experience. 


 
 


Note: 
 


The submission of the unit or activity HM load requirements lists or register will also 
satisfy  the  Occupational  Safety  and  Health  Administration  (OSHA),  and  the  Code  of 
Federal  Regulation  Standard  1910.1200  requiring  employers  to  maintain  a  list  of 
hazardous chemicals used in the workplace; this standard also applies to Government 
work centers and locations where HM is used and stored. 


 


 


In order to assist customers in identifying and completing their HM load requirements list or 
register, the DOL HMCC SSA has prepared for customer use a standard HM inventory list 
register. The list identifies items and their National Stock Numbers that are routinely carried by 
and requested from the DOL HMCC SSA. The form allows customers to easily document their 
hazardous material requirements and quantities, and thus easily comply with the standard. 
(See Appendix H to view the standard HM requirements list register form.) 


 
All forms (1-3) identified above must be completed prior to being serviced by the DOL HMCC 
SSA, and updated at least yearly or as major changes occur. Examples of major changes include 
but, are not limited to; change of commander or activity head, major changes to MTOE or TDA 
requirements, outdated DA 1687, or the start of a new FY. 
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7. Requesting Hazardous Materials from the DOL HMCC SSA: 
 


a. Automated Procedures: The preferred method for customers to submit their HM 
requisitions will be through their automated systems capabilities. Compatible systems that flow 
to the DOL HMCC SSA include the following automated systems. 


 


Standard Army Retail Supply System (SARSS) 
Standard Army Maintenance System Installation Enhanced (SAMS-IE) 
Unit Level Logistics System (ULLS) 


  Property Book Unit System Enhanced (PBUSE) 
 


b. Walk Through Procedures: Units and activities not possessing compatible automation 
systems, or temporarily assigned to the installation may utilize hand carry methods. Prior to 
submitting requests for HM ensure that the following documentation requirements are met. 


 
(1)   Ensure that the unit commander or activity head has signed the back side of 


the top copy of the request, provided a brief summary of why the item is required, and that 
your financial resource manager has validated (signed), and dated the request. (See Appendix 
D, DA Form 2765-1 Request for Issue or Turn-in.) 


 
(2) Obtain the signature of one of the following: the DOL HMCC SSA Accountable 


Officer located in Building 330, the unit SSA Chief Warrant Officer, Unit Commander, or for 
civilian organizations the activity head. 


 
(3) Hand-carry the request/s to the DOL HMCC SSA for issue. 


 
8. Customer Pick Up of Hazardous Materials: 


 
a. As required in AR 710-2 Supply below the National Level customers are required to 


pick up hazardous materials within five work days of notification. The HMCC will notify all 
customers when HM are ready for pick up. HM not picked up within the timeframe identified 
will be referred to the DOL HMCC SSA Accountable Office. 


 
b. All hazardous materials will be picked up and transported using a Government tactical 


or properly dispatched GSA vehicle. Prior to loading transport vehicles with hazardous materials 
DOL HMCC SSA personnel will visually inspect the vehicle, ensuring that all vehicles are clean, 
free of hazards, and that all safety procedures are followed. 


 
c. The use of privately owned vehicles to pickup HM from the DOL HMCC SSA is strictly 


PROHIBITED. Personnel arriving at the DOL HMCC SSA in a privately owned vehicle WILL NOT 
BE LOADED. 
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9.  Mandatory Pre-Purchase Review of all HM Government Purchase Card (GPC) Requests: 
 


a. As stated and required in paragraph 2 of this SOP, the DOL HMCC SSA is responsible 
for reviewing all hazardous material requests including reviewing all GPC requests prior to 
actual purchase by the unit or activity. 


 
b. In accordance with Fort Carson GPC regulation, FC Form 68-7 titled, “GPC Purchase 


Request Form,” will be utilized to identify and document all GPC request, this includes request 
for HM. In order to comply with this requirement the customer will follow the instructions 
provided below. 


 
c. Prepare FC Form 68-7 GPC Purchase Request Form ensuring the upper third of the 


form is completed. Provide sufficient detail i.e. requestor name, phone number, date of order, 
unit or activity, fax number, date item is required by, description, model, part number, 
manufacturer name, quantity, unit of issue, price per unit, and suggested source of supply. 
Submit the completed FC Form 68-7 to the HMCC SSA to facilitate and complete the pre- 
purchase review. (See Appendix A to view an example of a completed FC 68-7 form.) 


 
d. Compliance by customers of the HM GPC Pre-Purchase Review requirement can be an 


effective tool for the installation. During the Pre-Purchase Review DOL HMCC SSA personnel on 
behalf of the customer can immediately cross-reference the customer’s requirements against 
the on hand inventory in the DOL HMCC SSA, and when like, suitable, substitute or equivalent 
National Stock Number items are found, can immediately issue the item, thus saving the 
customer valuable time, money and effort. Additionally, this pre-scrub of the customer’s GPC 
HM requirements prior to actual purchase can contribute to the minimization of HM excesses 
which ultimately could lead to future generated wastes and their disposal costs. 


 
10. Statements of Non-Availability (SONA): 


 
a. This form is provided to customers at the time of the GPC HM Pre-Review screening if 


the requested item cannot be filled, or when a suitable item is not immediately available 
through the DOL HMCC SSA.  The SONA records the customer’s requirements, and also serves 
to comply with the OSHA and CFR mandatory requirement to track and report all HM. (See 
Appendix I to view an example of a SONA form.) 


 
b. The SONA form is only available at the DOL HMCC SSA during normal duty hours. 


 
11. Site Assistance Visits (SAVs): The DOL HMCC SSA on an as needed or requested basis 
conducts customer SAV’s. The purpose of SAVs is/are to assist customers in maintaining 
compliance with the regulatory requirements pertaining to HM management. The Hazardous 
Material Custodian and or EPO must be present during the SAV, and any deficiencies noted 
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DOL HMCC SSA 


Assumption of Command Order Letter Example 







APPENDIX   “G” 
 


 
 


 


 


 


 
 
 
 


 


 


DOL HMCC SSA 


Signature Card DA Form 1687 Example 
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