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Chapter 1 
General 
 
1-1.  Purpose 
This regulation establishes policies and procedures for the management of the United States Military 
Entrance Processing Command (USMEPCOM) facilities.  It establishes responsibilities for the execution 
of the USMEPCOM Facilities Plan. 
 
1-2.  References 
References are listed in appendix A. 
 
1-3.  Abbreviations and terms 
Abbreviations and terms used in this regulation are explained in the glossary. 
 
1-4.  Responsibilities 
 
 a.  The Commander, Headquarters, United States Military Entrance Processing Command (HQ 
USMEPCOM) will approve the Facility Plan, priority of projects, annual budgets, and MEPS proposed 
relocations. 
 
 b.  The Director, J-4 (Facilities) (J-4/MFA) will exercise primary staff responsibility, develop policies, 
and establish processes to acquire, design, construct, and maintain facilities commandwide. 
 
 c.  Sector commanders will assist in implementing approved policies and procedures to maintain 
command facilities and validate and prioritize military entrance processing station (MEPS) facility work-
related requests. 
 
 d.  MEPS commanders will ensure facilities management policies and procedures are understood and 
implemented. 
 
1-5.  Space management 
 
 a.  USMEPCOM facilities are acquired, managed, and disposed of according to public laws, executive 
orders, and Federal and Service directives.  The U.S. Army Corps of Engineers (COE) serves as the 
USMEPCOM executive agent for all facility actions.  The General Services Administration (GSA) serves 
as the USMEPCOM primary supplier of space.  USMEPCOM has no contracting authority to enter into 
any space acquisition action.  The Director J-4/MFA and staff, on behalf of the Commander, 
USMEPCOM, acts as the sole proponent for all facilities-related programs as outlined in this regulation. 
 
 b.  MEPS commanders do not have the authority to lease space for any purpose.  MEPS commanders 
will— 
 
  (1)  Establish mobile examining team sites according to Army Regulation (AR) 601-270 (Military 
Entrance Processing Station (MEPS)), chapter 7, and USMEPCOM Regulation 611-1 (Enlistment 
Qualification Tests) chapter 4. 
 
  (2)  Not alter or change existing utilization of space without the approval of the Director, J-4/MFA. 
 
  (3)  Appoint a staff member to serve as the MEPS project coordinator (PC) to handle facilities-
related issues. 
 
  (4)  Use the standards established in the USMEPCOM Design Guide (available on the MEPNET, 
Facilities page, https://mepnet.mepcom.army.mil) when requesting changes to facilities. 
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Chapter 2 
Facilities Planning 
 
2-1.  Facilities mission 
The primary facilities mission is to acquire and maintain office space to support the MEPS.  This mission 
entails market surveying, space acquisition, design, construction, maintenance, and repair.  The overall 
mission of J-4/MFA is to ensure quality facilities enhance mission effectiveness by providing leasing, 
planning, design, and construction services and products to support our mission goals. 
 
2-2.  USMEPCOM Facilities Plan 
The USMEPCOM Facilities Plan outlines the strategy for executing facility programs within 10-year 
cycles.  Successful project execution requires extensive coordination throughout a project’s life-cycle, 
including operations, finances, interior design, contracting, and data and communications for major 
renovation or relocation projects.  The USMEPCOM Facilities Plan provides a tool for planning, 
scheduling, and assigning the resources required to successfully execute projects.  (The Plan also serves 
as an initial effort in planning a strategic direction in support of the program objective memorandum 
(POM), with goals and objectives that support the USMEPCOM Strategic Plan.)  The USMEPCOM 
Facilities Plan is submitted for Commander approval before the beginning of the budget cycle.  The Plan 
will include: 
 
 a.  A complete listing of projects for the budget years. 
 
 b.  Leasing actions scheduled for the next 3 years. 
 
 c.  The Military Construction (MILCON) 5-year plan. 
 
 d.  Current status of ongoing designs, construction, Annual Work Plan (AWP), and lease actions. 
 
 e.  Current facilities fiscal year (FY) annual budget summary. 
 
2-3.  Long-range planning 
In conjunction with programming and budgeting requirements from Headquarters, Department of the 
Army (HQDA) through HQ USMEPCOM, J-8 (Resource Management) (J-8/MRM), the Director,  
J-4/MFA, will prepare a 5-year long-range USMEPCOM Facilities Plan for approval based on the POM 
cycle.  Elements of the plan are based on repair, maintenance, and alteration (RMA) projections, lease 
expirations, and space expansion requests.  The plan is updated in March of each calendar year. 
 
2-4.  USMEPCOM Form 420-3-1-R-E 
The MEPS or senior enlisted advisor will use USMEPCOM Form 420-3-1-R-E (Facility Work Request) 
to request repairs, maintenance, and/or alterations to the MEPS. 
 
2-5.  Annual Work Plan 
The Annual Work Plan (AWP) lists all facility work requests submitted and approved and the current 
status of the requests. 
 
 a.  AWP schedule.  The AWP schedule is as follows: 
 
  (1)  01 July FY XX - Identify unfinanced requirements from the previous AWP.  Notify MEPS to 
submit USMEPCOM Form 420-3-1-R-E. 
 
  (2)  10 July FY XX - Prepare “straw-man” AWP based on the long-range plan and facility 
deficiencies. 
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  (3)  30 July FY XX – Assign a deadline for submitting USMEPCOM Form 420-3-1-R-E from 
MEPSs. 
 
  (4)  15 August FY XX - Validate, estimate, prioritize projects, and prepare a draft AWP for sector 
review. 
 
  (5)  01 September FY XX - Prepare final AWP for approval by the USMEPCOM Commander. 
 
  (6)  01 October FY XX - Implement approved AWP.  All sector-approved projects submitted after 
01 October will appear in the plan in the order received. 
 
  (7)  15 February FY XX – Conduct midyear AWP review. 
 
 b.  Plan elements.  Relocations and renovations are programmed as “must fund” projects.  Every 
project in this plan element receives full funding.  There are three categories of the AWP that respond to 
project funding requirements and limitations. 
 
  (1)  Category 1 RMA ($0-$2,500).  This category of work is approved and funded by the Director, 
J-4/MFA, after J-8/MRM authorizes MEPS credit card purchase. 
 
  (2)  Category 2 RMA ($2,501-$99,999).  A portion of project funding is reserved for RMA projects 
that support day-to-day MEPS operations.  Priority is determined by the Director, J-4/MFA, based on 
submitted and approved projects, support documentation and, if required, chronological order of receipt. 
 
  (3)  Category 3 RMA ($100,000 - and up).  After relocations or renovations and Category 2 RMA 
are funded; remaining funds will be used to accomplish these projects; Category 3 RMA projects are 
typically single line item budget entries prioritized by the Director, J-4/MFA, and submitted for approval 
to the USMEPCOM Commander 
 
 c.  Project prioritization.  AWP projects are prioritized as follows; 
 
  (1)  Fully funded work in support of relocations and renovations. 
 
  (2)  Category 2 RMA projects based on safety, mission, and operational improvements. 
 
  (3)  Category 3 RMA projects.  The Facilities Plan, which includes  AWP projects, is then 
prioritized and approved by the Commander, USMEPCOM. 
 
2-6.  Design standards 
The USMEPCOM Design Guide (available on the Facilities home page at the MEPNET 
(https://mepnet.mepcom.army.mil) establishes MEPS design and space allocation standards.  The design 
standards are established according to GSA, the Department of Defense (DOD), Military Construction, 
Army (MCA), and COE guidance and are based on MEPS functional, operational requirements as 
established by the Facilities Working Group (see par. 2-8 below).  The standards are used by the Facilities 
Working Group when reviewing change requests for USMEPCOM facilities.  Updates to the 
USMEPCOM Design Guide will be announced by e-mail from the Director, J-4/MFA. 
 
2-7.  Space criteria 
Space criteria are established by the guidelines of the Office of the Assistant Chief of Staff for 
Information Management (OACSIM).  Guidelines direct USMEPCOM space criteria for all functional 
areas in the MEPS and the allocated square footage for each area. 
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2-8.  Facilities Working Group 
The Facilities Working Group is chaired by the Director, J-4/MFA, and consists of representatives from 
HQ USMEPCOM and sectors.  The charter of the group is to— 
 
 a.  Perform a periodic review of requested changes and changes in mission or systems and recommend 
appropriate changes to the J-4/MFA standards, guides, and requirements. 
 
 b.  Provide input and recommend approval of MEPS relocations or renovations. 
 
 c.  Verify MEPS space allocation requirements based on current and projected staffing and processing 
loads. 
 
2-9.  Responsibilities 
 
 a.  Director, Facilities (J-4/MFA), will— 
 
  (1)  Identify MEPSs scheduled for relocation or major renovations. 
 
  (2)  Assemble and prioritize the AWP projects. 
 
  (3)  Publish the annual Facilities Plan. 
 
  (4)  Convene the Facility Working Group. 
 
 b.  Directors, HQ USMEPCOM, will provide information as follows: 
 
  (1)  Director, Human Resources (J-1/MHR), will determine and fund security requirements and 
coordinate installation. 
 
  (2)  Director, Operations (J-3/MOP), will provide and update any changes to processing. 
 
  (3)  Director, Program Analysis and Evaluation (J-5/MAE), will determine MEPS ideal locations, 
number, and size. 
 
  (4)  Director, Information Technology (J-6/MIT), will provide and update any changes to the 
United States Military Entrance Processing Command Integrated Resources System (USMIRS) and 
telephone system requirements. 
 
  (5)   Director, Medical Plans and Policy (J-7/MMD), will provide changes to medical processing. 
 
  (6)  Director, Resource Management (J-8/MRM), will coordinate the funding requirements with 
appropriate offices and determine furniture requirements. 
 
 c.  Sector commanders will— 
 
  (1)  Solicit projects to include in the AWP. 
 
  (2)  Approve and prioritize projects included in the AWP. 
 
  (3)  Verify submitted USMEPCOM Form 420-3-1-R-E. 
 
  (4)  Coordinate on design and construction issues. 
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 d.  MEPS commanders will— 
 
  (1)  Submit USMEPCOM Form 420-3-1-R-E as appropriate. 
 
  (2)  Participate in design layout development and review using standards established in the 
USMEPCOM Design Guide on the Facilities home page at https://mepnet.mepcom.army.mil. 
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Chapter 3 
Facilities Financial Management 
 
3-1.  Background 
The Facilities Directorate is the primary proponent for all costs associated with the acquisition, design, 
construction, and maintenance for all USMEPCOM facilities. 
 
3-2.  Above standard service requirements 
List all above standard service requirements on USMEPCOM Form 420-3-2-R-E (Repair, Maintenance, 
and Alteration).  If any requirements are not listed, please identify under the “Other Above Rent Cost” 
section.  It is imperative that all above standard service requirements be identified.  Rates will be obtained 
from the building manager.  If a short suspense is assigned and rates are not available, all services will 
still be identified.  A budget is developed from data furnished by the MEPS on an annual basis.  The 
Director, J-4/MFA, will request above-standard-services requirements by memorandum.  J-4/MFA will 
disseminate the memorandum to the field by 15 February each year.  Maintain a copy of the 
memorandum under record number 420-10c; disposition instructions in appendix A, section VI. 
 
3-3.  Instructions for USMEPCOM Form 420-3-2-R-E 
Instructions are as follows: 
 
 (1)  Block 1 (MEPS NAME ___/FY____).  Self explanatory. 
 
 (2)  Block 2 (Recurring Reimbursable Costs).  Self explanatory. 
 
 (3)  Block 3 (Days Per Year).  List number of days per year service is required (i.e. service requires 5 
days per week in FY00 = 251 days). 
 
 (4)  Block 4 (Hours).  List actual hours service is required (i.e., 1700-2300 (6 hrs)). 
 
 (5)  Block 5 (Cost).  List total costs for that line item for the entire FY. 
 
 (6)  Block 6 (MEPS Commander’s Signature).  Self explanatory. 
 
 (7)  Block 7 (Date).  Self-explanatory. 
 
3-4.  Responsibilities 
 
 a.  Director, J-4/MFA, will— 
 
  (1)  Program, budget, and fund all recurring reimbursable costs associated with leased space. 
 
  (2)  Program, budget, and fund all recurring reimbursable costs for above standard services. 
 
  (3)  Program, budget, and fund all non recurring reimbursable construction, maintenance, and 
repair costs established in USMEPCOM Pamphlet (Pam) 420-3-2 (USMEPCOM Repair, Maintenance, 
and Alteration Pamphlet) for all three RMA projects. 
 
  (4)  Provide program and budget input to the Director, Resource Management (J-8/MRM) for 
submission to the Department of the Army (DA) for development of the POM and budget.  Provide 
financial data to other offices as requested. 
 
 b.  Sectors commanders will— 
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  (1)  Review all worksheet requests for the next FY’s recurring reimbursable services to verify that 
sufficient information is available to obligate funds. 
 
  (2)  Compile MEPS’ worksheets and forward to HQ USMEPCOM, ATTN:  J-4/MFA, not later 
than 15 April of each year. 
 
  (3)  Verify and prioritize the AWP requests. 
 
 c.  MEPS commanders will prepare worksheet requests for reimbursable services as outlined in 
paragraphs 3-2a(2) and 3-2b(1) above.  The information will be sent to the sectors in sufficient time to 
meet the required 15 April deadline.  Services requested but not received or any changes to requests for 
services will be verified, coordinated with the MEPS’ building manager, documented, and processed 
through the sector within 15 days of the discrepancy or change.  This will preclude payment for services 
not received. 
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Chapter 4 
Relocations 
 
4-1.  Types of relocation projects 
The majority of the Command’s facilities resources are spent on MEPS moves, major renovation, and 
relocation projects.  Relocating or renovating a MEPS is the direct result of one of the following events: 
 
 a.  Lease expiration.  MEPSs who occupy space leased by GSA or COE may be required to relocate 
prior to lease expiration.  The Government will competitively readvertise its leases according to the 
Competition in Contracting Act. 
 
 b.  GSA-initiated.  Federal buildings are multi-tenant facilities for which GSA acts as the landlord.  
There are two basic scenarios for a relocation in Federal space: 
 
  (1)  The building is undergoing a renovation project that may require moving the MEPS to another 
location in the building. 
 
  (2)  GSA needs USMEPCOM space to accommodate another agency.  In this case, GSA will 
provide other Federal or leased space. 
 
 c.  USMEPCOM-initiated.  If the Director, J-4/MFA, determines either additional space or a 
reduction in space best suits the USMEPCOM mission, the MEPS may relocate if a space change cannot 
be accommodated in the current facility. 
 
 d.  Other.  Outside factors, such as natural disasters, civil unrest, budget changes, and DOD or Army 
initiatives may result in a move. 
 
4-2.  Relocation project management 
 
 a.  J-4/MFA is the proponent for MEPS relocations.  The USMEPCOM Program Manager (PM) will 
designate a local PM for all relocations.  The USMEPCOM PM will— 
 
  (1)  Manage HQ USMEPCOM aspects of a relocation project. 
 
  (2)  Serve as the single point of contact (POC) to sectors and MEPS. 
 
  (3)  When necessary, task functional proponents (at HQ, sectors, and MEPSs) to support 
requirements or address issues on a relocation action. 
 
  (4)  Track project milestones from inception to the after action report (AAR) according to 
USMEPCOM Pamphlet 420-3-1 (USMEPCOM Relocation). 
 
  (5)  Generate or review relocation documents to support and guide personnel involved in the 
relocation effort. 
 
  (6)  Coordinate and conduct an in-process review (IPR) in support of a relocation or renovation. 
 
  (7)  Update the USMEPCOM Commander on the status of relocation projects. 
 
  (8)  Determine a sector PM for each relocation or renovation. 
 
 b.  The MEPS commander involved in a relocation project will appoint a local PC in writing (file 
memo under record number 420, disposition in app. A, sect. VI).  The MEPS PC will be the single POC 
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for actions, staff answers, and project management at the MEPS. 
 
4-3.  Responsibilities 
 
 a.  Director, J-4/MFA, will— 
 
  (1)  Review space assignment records on a routine basis to determine which MEPS are candidates 
for potential relocation. 
 
  (2)  Calculate space requirements utilizing current space allocation standards in conjunction with 
workload and manpower data. 
 
  (3)  Develop area of solicitation boundaries. 
 
  (4)  Submit formal requirements package to applicable COE district and GSA regional office to 
request space. 
 
  (5)  Monitor Title 10, United States Code, request with the COE to ensure completion prior to lease 
award. 
 
  (6)  Conduct formal market surveys in conjunction with the GSA, COE, and MEPS commander. 
 
  (7)  Act as PM, coordinating actions as outlined in 4-3a of this regulation. 
 
 b.  MEPS commanders are not authorized to directly coordinate a relocation action with GSA, COE, 
or a military host.  The Director, J-4/MFA, and staff are the only personnel authorized to coordinate a 
relocation action.  MEPS personnel will assist in the action, if requested, to— 
 
  (1)  Develop the area of solicitation boundaries using guidelines provided by J-4/MFA. 
 
  (2)  Identify military locations for potential relocation. 
 
  (3)  Conduct the market survey and prioritize the order of location preference. 
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Chapter 5 
Design and Construction 
 
5-1.  Background 
The agency responsible for contracting and technical execution of project design and construction on 
military installations is the COE.  The proponent agency for MEPS located in Federal buildings or in 
commercial-leased facilities is the GSA. 
 
 a.  Work coordination.  Work is coordinated with the COE, GSA, or the supporting military 
installation.  The COE is the executive agent for primary real estate actions.  J-4/MFA has no contracting 
or leasing authority. 
 
 b.  Facility design and construction.  J-4/MFA uses several different acquisition methods and 
funding sources to accomplish facility design and construction.  The method and funding type depends 
upon the location (i.e., military installation, Federal building, or leased space).  Projects for facilities 
located on military installations are either renovation of existing space or new construction. 
 
 c.  Renovation.  Renovation can be a combination of repair, maintenance, and/or new construction 
work classifications.  Renovation of existing facilities can be funded with Operation and Maintenance, 
Army (OMA) dollars.  Limitations to OMA funding apply and are: 
 
  (1)  New construction cost cannot exceed $500,000. 
 
  (2)  Total project cost cannot exceed $3,000,000 without HQDA approval. 
 
  (3)  New construction costs exceeding $500,000 will be authorized and funded by Congress.  These 
projects are programmed through the MCA process. 
 
  (4)  Both OMA-funded renovations and MCA projects are contracted through the invitation for 
bids procurement process.  This procurement method requires detailed construction documents, including 
drawings and specifications. 
 
5-2.  Design and construction standards 
The USMEPCOM design and construction standards are based on the operational requirements of a 
MEPS as established in the USMEPCOM Design Guide (https://mepnet.mepcom.army.mil) and 
USMEPCOM Space Allocation Standards.  In addition, applicable GSA, COE, and the military services 
space standards are incorporated as they apply to USMEPCOM. 
 
5-3.  Pre-award and contractual changes 
Changes during design and construction are inevitable, but must be minimized.  Changes typically cost 
more as a project progresses.  However, it is after the contract award, when the work is no longer bid 
competitive, that the costs may escalate.  With regard to project changes, the following apply: 
 
 a.  Pre-award changes.  Pre-award changes occur before a construction contract or lease award.  
These changes involve modifications or additions to current standards or designs, but do not impact the 
funds obligated for a facility project.  Pre-award changes are approved by the USMEPCOM PM. 
 
 b.  Contractual changes.  Contractual changes occur after a construction contract or lease award has 
been awarded.  These changes involve modifications or additions to current standards, designs, or 
construction that impact the funds obligated, either positively or negatively.  Contractual change requests 
are required to be in memorandum format and fully supported by justification as mission essential.  
Submit contractual change requests to the Director, J-4/MFA, through the sector commander/deputy 
commander. 
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5-4.  Coordination with contractors 
Irregular procurement of construction work must be guarded at all times.  USMEPCOM has no 
contractual authority for any facility project.  This includes personnel at MEPS as well as HQ 
USMEPCOM who are involved in facility projects.  USMEPCOM personnel will not— 
 
 a.  Give direction to contractors concerning solutions to discrepancies in construction documents. 
 
 b.  Interpret construction documents as to scope and intent of work for a contractor. 
 
 c.  Establish requirements that are in conflict or add to those requirements identified in contract 
documents nor provide requirements directly to a contractor. 
 
 d.  Provide clarification of contract documents and effect constructive changes to the contracting 
officer (CO) unless designated as a PM. 
 
5-5.  Interior design 
According to DOD and HQDA policy, USMEPCOM will use interior design professionals to integrate 
interior finishes, furniture, and equipment layout with the lighting, power, communications, and fire 
safety requirements of the MEPS design. 
 
5-6.  IPR 
 
 a.  Construction coordination.  During the construction phase, the Director, J-4/MA, will hold 
monthly coordination meetings with the design agent, MEPS commander, local agencies, the contractor, 
and others as appropriate for the purpose of coordinating construction and follow-on tasks, assessing 
schedule progress, and reviewing cost controls.  These meetings will be in conjunction with J-4/MFA 
construction inspection visits. 
 
 b.  Construction changes.  Once construction is underway, the following types of changes are 
approved and funded as follows: 
 
  (1)  Construction agent change request.  Construction agent change requests are approved by the 
contract manager and funded with project contingency funds.  These are changes necessitated by latent 
conditions, material delivery delays, code compliance, and design deficiencies, which, in most cases, do 
not affect the designed functionality of the facility. 
 
  (2)  Design changes.  Design changes are approved by Director, J-4/MFA, and funded with project 
contingency funds.  These are changes that are discretionary, but add value to the project. 
 
  (3)  MEPS changes.  MEPS changes are routed through sector and, if approved, the Director,  
J-4/MFA, will identify the new requirement to the contract manager for possible approval and funding.  
MEPS commanders will use the USMEPCOM Design Guide (https://mepnet.mepcom.army.mil) when 
requesting any changes to their facility. 
 
5-7.   MCA 
The MCA programming process is a 5-year process involving a sequence of reviews by the Office of the 
Secretary of the Army, the Office of the Secretary of Defense, Office of Management and Budget, and 
Congress.  Program and priority changes continue throughout the review until the MCA program 
becomes law.  There is a deliberate 1-year lag between the DA normal biennial programming and 
budgeting system and the MCA process.  MCA programming, unlike other DA programming, requires an 
additional year for the design effort.  Major Army commands (MACOMs) must identify projects for the 
first year of their POM a year before it is submitted to DA.  Detailed guidance for planning and 
programming MCA projects is contained in DA Pamphlet 415-15 (Army Military Construction Program 
Development and Execution). 
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 a.  Programming documentation.  The DD Form 1391 (FY____ Military Construction Project Data) 
is the MILCON programming document prescribed by DOD.  This form necessitates thorough planning 
early in the process by requesting information such as cost estimates, economic analysis, justification of 
need, site conditions, analysis of deficiency, alternatives considered, and functional requirements.  This 
document, once submitted, defines the project scope and cost. 
 
 b.  Components of DD Form 1391.  After the MACOM designates specific MILCON projects for 
programming in the first 2 years of the POM, the project proponent prepares the programming 
documentation.  DD Form 1391 includes the following: 
 
  (1)  Justification. 
 
  (2)  Analysis of deficiency. 
 
  (3)  Alternatives considered, with related economics. 
 
  (4)  Analysis. 
 
  (5)  Criteria to be used. 
 
  (6)  Related acquisitions. 
 
  (7)  Utility impacts. 
 
  (8)  Environmental documentation. 
 
  (9)  Completed and required coordination actions. 
 
 c.  Cost growth.  Congress approves each project at a specific authorized and appropriated amount.  
Project obligations may not exceed 25 percent of the designated programmed amount without 
congressional reapproval.  USMEPCOM aims to minimize cost growth by— 
 
  (1)  Early involvement of HQ USMEPCOM and MEPS during programming and design. 
 
  (2)  Ensuring that the project scope fully describes MEPS requirements. 
 
  (3)  Conducting effective design reviews. 
 
  (4)  Validating change requests. 
 
 d.  Scope changes.  USMEPCOM may approve cost increases not to exceed 10 percent.  HQDA may 
approve cost increases between 10 and 25 percent.  Congress must approve cost increases exceeding 25 
percent. 
 
 e.  Telecommunications.  Telephone and local area network cabling is included in MCA construction 
funding.  Cabling includes cable and fittings, connectors, terminal strips, and similar devices needed to 
install cable. 
 
5-8.  Responsibilities 
 
 a.  The Director, J-4/MFA, will— 
 
  (1)  Develop and maintain design and construction management procedures. 
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  (2)  Serve as the USMEPCOM PM providing planning, design, and construction project 
management for all facility-related programs and projects. 
 
  (3)  Maintain standard designs that meet MEPS operational and functional requirements. 
 
  (4)  Approve design changes. 
 
  (5)  Develop the USMEPCOM MCA POM submission according to current year OACSIM 
guidance.  Ensure POM Management Decision Packages have all related facility requirements identified 
and resourced. 
 
  (6)  Locate a suitable project site and obtain approval. 
 
  (7)  Coordinate development of DD Form 1391 with the COE and host installation planners. 
 
  (8)  Review final programming documentation to ensure requirements are valid and conform to 
current objectives and standards. 
 
  (9)  Provide certification to DA that planning and coordination have been accomplished on FY 
projects. 
 
  (10)  Review and coordinate the design schedule, design cost, and construction period with the 
design agent to ensure the proposal meets USMEPCOM needs. 
 
  (11)  Track and report construction progress and manage the construction change request process. 
 
  (12)  Monitor financial close-out of projects and withdraw unused funds. 
 
  (13)  Review and approve submittals for all construction materials, methods, and systems. 
 
  (14)  Review and approve interior material finishes. 
 
  (15)  Conduct and document construction inspections and check quality of construction per 
requirements or specifications. 
 
  (16)  Recommend final acceptance to the CO. 
 
 b.  The Director, J-6/MIT, will— 
 
  (1)  Obtain U.S. Army Information Systems Engineering Command certification of the Information 
Systems Cost Estimate before submission to HQDA. 
 
  (2)  Review the drawings for accuracy. 
 
 c.  MEPS commanders will— 
 
  (1)  Prepare post-occupancy AAR. 
 
  (2)  Participate in pre-final and final inspections. 
 
  (3)  Make periodic site visits as requested. 
 
  (4)  Review and make recommendations for interior finishes using the USMEPCOM Design Guide 
(https://mepnet.mepcom.army.mil). 
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Chapter 6 
Repair, Maintenance, and Alteration (RMA) Projects 
 
6-1.  USMEPCOM Pamphlet 420-3-2 
Prior to requesting any work, appropriate MEPS personnel must use the USMEPCOM Pamphlet 420-3-2 
for specific guidance as it applies to a Federal, military, or commercially leased facility. 
 
6-2.  Work priorities 
 
 a.  Priority I - Life safety/fire hazard.  An immediate or near-term danger exists.  Resultant work 
will correct safety hazards, code violations, or compromised conditions. 
 
 b.  Priority II - Mission stopper.  Processing of applicants will be severely impacted if not corrected.  
Existing utility services will not support new or different mission requirements.  Failure or damage in the 
building’s systems or assembly. 
 
 c.  Priority III - Operationally required.  Stipulated by a USMEPCOM regulation or failure to 
accomplish this type of work results in a negative impact to applicant processing.  Minor work 
necessitated by unforeseen failure in architectural work, assemblies and/or finishes. 
 
 d.  Priority IV - Efficiency improvement.  Generally involves a layout change to improve applicant 
flow or to comply with new requirements or mission changes. 
 
 e.  Priority V - Quality of Life (Aesthetics).  Generally involves replacing interior finishes, installing 
convenience items that enhance the environment for staff and applicant. 
 
6-3.  Funding categories/limitations policy 
 
 a.  Category 1 RMA ($0-$2,500). 
 
  (1)  MEPS commanders may request approval of minor work not exceeding $2,500.  Director, J-
4/MFA, will coordinate with J-8/MRM, Field Support, for credit card funding utilizing J-4/MFA funds.  
Completing a project in stages is prohibited if the total cost exceeds $2,500. 
 
  (2)  MEPS commanders will not use the funds for structural changes without written approval from 
Director, J-4/MFA.  Structural changes include, but are not limited to, the installation or removal of walls, 
doors, windows and plumbing fixtures.  Submit requests for structural changes to J-4/MFA on 
USMEPCOM Form 420-3-1-R-E. 
 
  (3)  The MEPS commanders will ensure the funding amount of $2,500 covers all costs associated 
with the work. 
 
  (4)  If a project estimate exceeds the $2,500 limit, the MEPS commander must submit the project 
through his or her sector to J-4/MFA for approval and funding.  If the final bill exceeds $2,500 during 
construction, the MEPS commander must request an exception to policy from J-4/MFA. 
 
 b.  Category 2 RMA ($2,501-$99,999). 
 
  (1)  The MEPS commander must submit a USMEPCOM Form 420-3-1-R-E through his or her 
sector to J-4/MFA for all RMA projects that exceed $2,500. 
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  (2)  Director, J-4/MFA, approves projects estimated in this dollar range in priority order until the 
dollars allocated in the AWP are exhausted.  Remaining projects will be added to the AWP unfinished 
requirements list. 
 
  (3)  Category 3 RMA ($99,999 and up).  RMA projects that exceed $99,999 will be incorporated 
into the command AWP.  The AWP is prioritized, approved, and periodically reviewed during scheduled 
meetings in the Program Budget Advisory Committee process.  Projects are funded by approved priority 
based upon the availability of funds. 
Note:  MEPS commanders will use the USMEPCOM Design Guide (located on the Facilities home page 
at https://mepnet.mepcom.army.mil) when considering any changes to their facilities. 
 
6-4.  Repair, maintenance, and alteration (RMA) submittals 
 
 a.  All requests for RMA greater than $2,500 or structural in nature will be submitted to J-4/MFA on 
USMEPCOM Form 420-3-1-R-E. 
 
 b.  Detailed procedures for RMA submittals are provided in USMEPCOM Pamphlet 420-3-2. 
 
 c.  Director, J-4/MFA, logs RMA submittals, assigns a project number, and provides a copy to the 
MEPS confirming receipt. 
 
6-5.  USMEPCOM Pamphlet 420-3-3 
For facility-related issues for HQ USMEPCOM, Building 3400, J-4/MFA personnel use USMEPCOM 
Pamphlet 420-3-3 (Repair, Maintenance, and Alteration Procedures for Building 3400). 
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Appendix A 
References 
 
Section I (The publications needed to comply with this regulation.) 
Required Publications 
 
AR 601-270 
Military Entrance Processing Station (MEPS).  Cited in paragraph 1-5b(1). 
(http://www.apd.army.mil/pdffiles/r601_270.pdf) 
 
DA Pamphlet 415-15 
Army Military Construction Program Development and Execution.  Cited in paragraph 5-7. 
(http://www.apd.army.mil/pdffiles/p415_15.pdf) 
 
USMEPCOM Design Guide 
Cited in paragraph 1-5c(4). 
(MEPNET only:  https://mepnet.mepcom.army.mil, Facilities home page) 
 
USMEPCOM Regulation 611-1 
Enlistment Qualification Tests.  Cited in paragraph 1-5b(1). 
(MEPNET users: https://mepnet.mepcom.army.mil/hqs/hq/mcea/pubs/) 
(Internet users:  http://www.mepcom.army.mil/pubs/pdf/regs/r-0611-001.pdf) 
 
Section II (These publications are a source of additional information.  Users may read them to better 
Related Publications understand the subject, but do not have to read them to comply with this regulation.) 
 
AR 405-10 
Acquisition of Real Property and Interests Therein 
(http://www.apd.army.mil/pdffiles/r405_10.pdf) 
 
DA Pamphet 420-10 
Space Management Guide 
(http://www.apd.army.mil/pdffiles/p420_10.pdf) 
 
Section III (Publications prescribed by this regulation.) 
Prescribed Publications 
 
USMEPCOM Pamphlet 420-3-1 
USMEPCOM Facilities Relocations.  Cited in paragraph 4-3a(4). 
(MEPNET users: https://mepnet.mepcom.army.mil/hqs/hq/mcea/pubs/) 
(Internet users:  http://www.mepcom.army.mil/pubs/pubnform.asp?topic=Pamphlets&sort=pdfFile) 
 
USMEPCOM Pamphlet 420-3-2 
USMEPCOM Repair, Maintenance, and Alteration.  Cited in paragraph 6-1. 
(MEPNET users: https://mepnet.mepcom.army.mil/hqs/hq/mcea/pubs/) 
(Internet users:  http://www.mepcom.army.mil/pubs/pubnform.asp?topic=Pamphlets&sort=pdfFile) 
 
USMEPCOM Pamphlet 420-3-3 
USMEPCOM Repairs, Maintenance, and Alteration Procedures for Building 3400.  Cited in paragraph  
6-5. 
(MEPNET users: https://mepnet.mepcom.army.mil/hqs/hq/mcea/pubs/) 
(Internet users:  http://www.mepcom.army.mil/pubs/pubnform.asp?topic=Pamphlets&sort=pdfFile) 
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Section IV (The forms needed to comply with this regulation.) 
Required Forms 
 
DA Form 11-2-R 
Management Control Evaluation Certification Statement.  Cited in paragraph B-3. 
(http://www.apd.army.mil/pub/eforms/pdf/a11_2r.pdf) 
 
DD Form 1391 
FY____ Military Construction Project Data.  Cited in paragraph 5-7a. 
(http://www.dtic.mil/whs/directives/infomgt/forms/forminfo/forminfopage2125.html) 
 
Section V (The forms prescribed by this regulation.) 
Prescribed Forms 
 
USMEPCOM Form 420-3-1-R-E 
Facility Work Request.  Cited in paragraph 2-5. 
(MEPNET users: https://mepnet.mepcom.army.mil/hqs/hq/mcea/forms/) 
(Internet users: http://www.mepcom.army.mil/pubs/pubnform.asp?topic=Forms&sort=pdfFile) 
 
USMEPCOM Form 420-3-2-R-E 
Above Service Standard Requirements.  Cited in paragraph 3-2. 
(MEPNET users: https://mepnet.mepcom.army.mil/hqs/hq/mcea/forms/) 
(Internet users: http://www.mepcom.army.mil/pubs/pubnform.asp?topic=Forms&sort=pdfFile) 
 
Section VI (The record numbers this regulation prescribes for the user to file specific documents.) 
Required Record Numbers 
 
420 
General facilities engineering correspondence files.  Cited in paragraph 4-2b. 
Disposition:  KEN. Event is 2 years after cutoff on action documents or when no longer needed for 
current operations for non-action documents; whichever applies. Keep in CFA until event occurs and then 
until no longer needed for conducting business, but not longer than 6 years after the event, then destroy. 
 
420-10c 
Facilities engineering project estimates. Cited in paragraph 3-2. 
Dispostion:  KEN. Event is after completion or disapproval of project. Keep in CFA until event occurs 
and then until no longer needed for conducting business, but not longer than 6 years after the event, then 
destroy. 
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Appendix B 
Management Control Evaluation Checklist – Facilities Engineering 
 
B-1.  Function 
The function covered by this checklist is facilities engineering. 
 
B-2.  Purpose 
The purpose of this checklist is to assist the Director, Facilities, in evaluating the key management 
controls outlined below.  It is not intended to cover all controls. 
 
B-3.  Instructions 
Answers will be based on the actual testing of key management controls (i.e., document analysis, director 
observation sampling, simulation, etc.).  Answers that indicate deficiencies will be explained and 
corrective action indicated in supporting documentation.  These key management controls will be 
formally evaluated at least once every 5 years.  Certification that this evaluation has been conducted will 
be accomplished on DA Form 11-2-R (Management Control Evaluation Certification Statement). 
 
B-4.  Test questions 
 
 a.  Facilities planning 
 
  (1)  Is the annual facility matrix plan for the following fiscal year available on the MEPNET? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (2)  Is the 10-year long-range plan, including MILCON projects, updated on a quarterly basis? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (3)  Are all projects identified in the annual work plan (AWP) submitted by suspense dates and 
properly categorized? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (4)  Does the Facilities Working Group convene and determine space and location requirements 
prior to each military entrance processing station (MEPS) planned relocation or major renovation? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (5)  Are personnel trained sufficiently to execute their duties in a professional manner addressing 
issues of safety, function, budget, and time lines? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
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 b.  Facilities financial planning 
 
  (1)  Are all leasing costs accurately determined and included in the USMEPCOM budget? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (2)  Is the request for annual above standard services for each MEPS mailed annually to the field 
prior to 15 February of each year? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (3)  Are the budgeted amounts for above standard finishes, furniture, communications, moving, and 
professional services properly identified on each project’s budget line? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (4)  Is the budget and program input provided to the Director, Resource Management, for 
submission to Department of the Army (DA) for budget develop of the program objective memorandum 
(POM)? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
 c.  Relocations 
 
  (1)  Are MEPS relocated prior to lease expiration? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (2)  Are Space Allocation Standards current and used in each relocation expansion? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (3)  Do the MEPS identify the area of solicitation and is this incorporated into the solicitation for 
offer (SFO)? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (4)  Is the USMEPCOM Design Guide current and is it submitted to the applicable COE District or 
GSA Regional Office? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
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  (5)  Are market surveys conducted for each relocation or expansion with GSA, COE, and the 
MEPS personnel in attendance? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (6)  Are all relocations and expansions coordinated with the responsible directorates/special staff 
offices through the in-process review (IPR) process? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (7)  Is appendix B, Relocation Checklist in USMEPCOM Pamphlet 420-3-1, used in planning a 
MEPS in each relocation or expansion. 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
 d.  Design and construction 
 
  (1)  Are the Space Allocation Standards used to determine requirements? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (2)  Is the USMEPCOM Design Guide (https://mepnet.mepcom.army.mil) used to determine the 
space layout, adjacencies, and utility requirements? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (3)  After design approval, are requests for changes in design or construction submitted and 
answered in writing? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (4)  Are all participants in the design and construction process adequately informed regarding 
project management responsibilities? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (5)  Are physical on-site inspections conducted prior to design and during construction phases? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (6)  Are required inspection reports and updates complete, accurate, and submitted in a timely 
fashion? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
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  (7)  Are all projects completed in full compliance with current engineering standards, applicable 
codes, and regulations? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (8)  Are design intent plans completed according to design guides and furniture and equipment 
layout per established requirements? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (9)  Are design and construction IPRs held on a regular scheduled basis with appropriate 
directorates, sectors, and MEPS in attendance? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (10)  Is the Military Construction, Army (MCA) program current and does each project have the 
DD Form 1391 ( FY____ Military Construction Project Data) programming document? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
 e.  Repair, maintenance, and alteration projects 
 
  (1)  Are projects correctly prioritized and categorized in the AWP? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (2)  Is there a USMEPCOM Form 420-3-1-R-E (Facility Work Request) for each project that 
exceeds $2,500? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (3)  Is the USMEPCOM Pamphlet 420-3-2 used to determine the proper procedures for submitting 
USMEPCOM Form 420-3-1-R-E? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
  (4)  Are MEPS Quarterly Report Memorandums submitted each quarter by the due date? 
 
Response:  YES ___ NO ___ N/A ___ 
Remarks: 
 
B-5.  Comments 
Help make this a better tool for evaluating management controls.  Submit comments to HQ 
USMEPCOM, ATTN:  J-4/MFA, 2834 Green Bay Road, North Chicago, IL  60064-3094. 
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B-6.  Certification 
Management control evaluation use DA Form 11-2-R.  Document the certification of the required 
management control evaluation on DA Form 11-2-R. 
 



19 January 2006 USMEPCOM Regulation 420-3 
 

Glossary-1 

Glossary 
 
Section I 
Abbreviations 
 
AAR 
after action report 
 
AR 
Army regulation 
 
AWP 
Annual Work Plan 
 
BCE 
base civil engineer 
 
CO 
contracting officer 
 
COE 
U.S. Army Corps of Engineers 
 
DA 
Department of the Army 
 
DOD 
Department of Defense 
 
DPW 
Department of Public Works 
 
FY 
fiscal year 
 
GSA 
General Services Administration 
 
HQDA 
Headquarters, Department of the Army 
 
HQ USMEPCOM 
Headquarters, United States Military Entrance Processing Command 
 
IPR 
in-process review 
 
MACOM 
Major Army Command 
 
MCA 
Military Construction, Army 
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MEPS 
military entrance processing station 
 
MILCON 
military construction 
 
OACSIM 
Office of the Assistant Chief of Staff for Information Management 
 
OMA 
Operation and Maintenance, Army 
 
PC 
project coordinator 
 
PM 
program manager 
 
POC 
point of contact 
 
POM 
program objective memorandum 
 
PWC 
Public Works Center 
 
RMA 
repair, maintenance, and alteration 
 
USMEPCOM 
United States Military Entrance Processing Command 
 
Section II 
Terms 
 
alteration 
The physical change of structural elements of the facility. 
 
Annual Work Plan (AWP) 
A prioritized list of facility projects for the command.  Provides the budget requirements and scheduling 
for facility projects. 
 
area of solicitation 
A MEPS determined area including the central business district that defines the boundaries within a 
community that would best serve the MEPS operational requirements.  This area is usually defined using 
major roads, rivers, or the city limits to define the area.  The Government CO/realty specialist will only 
solicit offers for new space within this area. 
 
Facility Work Request 
USMEPCOM Form 420-3-1-R-E (Facility Work Request) used to request facility RMA work.  
Information on the form is used for validating an RMA request, assigning a priority, and funding the 
project. 
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irregular procurement 
A request for services without the proper authority or funding documentation.  Specifically applies to 
modifications of a facility project by someone other than the CO. 
 
maintenance 
Replacement of an item due to wear and tear. 
 
program manager 
An individual within the Facilities Directorate assigned as the primary POC for MEPS relocations or 
expansions. 
 
repair 
To fix something thatwhich is broken or not functioning properly. 
 
USMEPCOM Space Allocation Standards 
A standard listing of square footage requirements for each room or function and used to determine the 
total MEPS’ square footage.  Total square footage is determined by the number and grade of personnel 
assigned to a MEPS, forecast of applicant processing workloads, and special equipment. 
 


