Department of the Army

HEADQUARTERS COMPANY, 14TH MILITARY POLICE BRIGADE
151 ARTILLERY CIRCLE, BLDG 1027
FORT LEONARD WOOD, MO  65473-8965

[image: image1.wmf]

[image: image2.wmf]
ATSJ-MPB-Z                                                                                         28 October 2003        

       

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #9:  Service Orders/Work Orders

1.  References:  Annexes A and B, DPW External SOP

2.  Small-scale maintenance and repair work, requiring 32 man-hours or less to complete, should be accomplished as a service order.  The unit’s designated representative may initiate service orders by contacting the service order desk by telephone at 596-0333 during normal duty hours.

3.  Work beyond the scope of a service order and is of an emergency/critical nature may be submitted through the Brigade S-4 to the DPW on a DA Form 4283 work request.  The work request should be submitted by the commander or S-4 of the organization and should include a justification as to why the work is an emergency or critical.  Work that is beyond the scope of a service order, but is not an emergency/critical nature, should be submitted by the S-4 or work coordinator through the Brigade S-4 to DPW.

4.  Work order requests concerning safety items or safety hazards will be routed through post safety.  Work order requests concerning security problems will be routed through Law Enforcement Command (LEC), Physical Security.  Work order requests concerning reserved parking or traffic related signs will be routed through LEC, Traffic Section.  

5.  Request for lock replacement or re-keying must be submitted to DPW, through Post Physical Security.  This request must include a detailed justification for the requirements as well as a description of the events causing the requirement.  The request should also include the number of keys for the new lock that the unit will require.  In cases where personal liability is involved, a report of survey/statement of charges will also be required.

6.  Duplication of keys can be made by request at the service order desk.  Duplication of keys will be conducted between 1200-1230, Monday through Friday, excluding legal public holidays.  A maximum of 10 duplicate keys will be made per lock.
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7.  This policy remains in effect until revised, revoked, or superseded.  

signed
CPT, MP

Commanding 










