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1. PURPOSE.   To establish policy, procedures, and controls for the preparation, issuance, and tracking of a Utility Procedure.

2. SCOPE. This instruction is applicable to all civil service and contractor employees at Johnson Space Center, Ellington Field, and Sonny Carter Training Facility under the functional control of the Facility Engineering Division (FED), Project Management Office (PMO), and Planning and Integration Office (PIO). It applies to all maintenance, operations, repairs, design, and construction activities that will have a planned, or potential, major effect upon a utility system by requiring a major system outage or requires a major system configuration change.

3. POLICY.   


a. Any maintenance, operations, repair, design, or construction activities that have a planned, or potential, major effect upon utility system will be performed only after a Utility Procedure has been prepared and approved at the appropriate FED review level. This applies to:


(1) All utility system(s) outages affecting a single major facility or multiple facilities.


(2) All utility system(s) outages wherein the procedures or its effects may jeopardize the health and safety of personnel.


(3) Utility system(s) reconfiguration not controlled with standard operating procedures.


(4) All 138kV and 12kV voltage switching.

This policy and procedure does not apply to those utility system(s) operations which are considered to be of a routine nature, operated under a FED approved Standing Operating Procedure or General Operating Procedure. The policy does not apply to construction activity having no effect on the utility systems during stand alone construction phase.


b. All FED personnel responsible for the planning, implementing , directing and or monitoring of activities covered by this Management Guidance are responsible for the coordination and approval of an appropriate Utilities Procedure. The Utility Procedure will have both “System Statements” and “Task Description” as defined in the attached directions for preparing a Utility Procedure form. Facility Engineering Division and the Project Management Office are responsible for maintaining a log and assigning unique identifying numbers for all Utility Procedure forms originated within their respective organizations in the central Utilities Log Book located in the Electrical Branch of the Facility Engineering Division.


c. The level of Utility Procedure review and approval is contingent upon the magnitude and potential impact of the procedures to be performed. The general guidelines are as follows: The definition of major effect, minor effect, of broad in scope is the prerogative of the Chief, Facility Engineering Division.


(1) Level A: Review and approval by Chief, Facility Engineering Division. The activity is broad in scope and involves a utility system(s) outage to one or more buildings. Prior review and approval by the cognizant engineer and a JC2 or JC3 Branch Chief is required.


(2) Level B: Review and approval by a JC2 or JC3 Branch Chief, Facility Engineering Division. The activity will be moderate to broad in scope as to its planned or potential effect upon the uninterrupted and continued operations of the utilities systems. Prior review and approval by the cognizant Facility Engineer or Project Manager is required.


(3) Level C: Review and approval by the cognizant Facility Engineer or Project Manager.  The activity is limited in scope with only minor or very moderate impact upon utilities systems and their continued operation, and is considered to be of a routine nature. 


d. A Utility Procedure is not a Test Preparation Sheet.  It is intended to detail the specific execution of steps affecting a functioning utility system.  It may include verification checks, signoffs, and other documented analysis to ensure restored service conforms to intended function to include maintenance, operations, repair, design or construction activities as listed in 3a above.

4. PROCEDURES.


a. The cognizant Facility Engineer or Project Manager will:

(1) Determine, in accordance with the policy, when an activity requires a Utilities Procedure, and the appropriate level required.

(2) Coordinate the preparation of a Utility Procedure in accordance with attachments to this Management Guidance with the support contractor.

(3) Review and approve the Utility Procedure once obtained from the support contractor(s). 

(4) Ensure the review and approval of the Utility Procedure from the appropriate Contract Management. If the contractor(s) uses his own unique Utility Procedure number system, this contractor Utilities Procedure number should be shown on the form.

(5) Obtain appropriate levels of management approval of the Utility Procedure.

(6) Obtain a Utility Procedure number from the log book located in the JC2 Branch.  

(7) Place a copy of the approved Utility Procedure in the log book located in the JC2 Branch.

(8) Forward to the appropriate FED Branch Chief a copy of the Utility Procedure containing all JSC and support contractor reviews and approvals.

(9) Monitor implementation of the approved Utility Procedure.

(10) Obtain from the support contractor(s) a copy of the Utility Procedure that contains the support contractor’s verification and approval that all procedures specified have been performed. This copy is to contain all field notes or corrections made by persons responsible for performing or monitoring the work.  This copy will be filed with the UP log book.


b. The cognizant FED Branch Chief will:

(1) Review for completeness and approval all Utility Procedures forwarded to him by the originator.


(2) Determine if Level A review and approval is appropriate.


(3) Maintain a Utility Procedure log. The log will include the following: Identifying number and title, support contractor(s) identifying number if different from that assigned by FED or PMO originator, and remarks. The log book will also contain a copy of the Utility Procedure prior to execution. This copy will be replaced by a copy of the contractor(s) executed UP containing all the field notes, verification, and acceptance signatures that are affixed to the Utility Procedure during its implementation, and final completion and acceptance. 


(4) Delete utility procedure copies from the log one year after completion unless needed to document activities.


c. The Chief of the Facility Engineering Division will:

(1) Review for completeness and approve all Utility Procedures forwarded by a Branch Chief.


d. The support contractor(s) will:


(1) Prepare all Utility Procedures.


(2) Prepare such Utility Procedures as requested by the cognizant FED or PMO personnel. The preparation of such Utility Procedures is to be in accordance with attachment 1 of this JAMG.


(3) Ensure that all review and approval signatures are obtained prior to the commencement of work. Forward a copy of Utility Procedures to the cognizant Facility Engineer or Project Manager after it has been approved.


(4) Execute the task description steps specified in the Utility Procedure.


(5) Indicate performance, verification, and other field notes on the form in accordance with attachment 1 of this JAMG.


(6) Indicate final review and acceptance of the completed Utility Procedure, obtain signoff approval by the cognizant Facility Engineer or Project Manager, and retain a copy for record purposes.

5. REFERENCES.
 


Attachment 1 - Utility Procedure Contents


Attachment 2 - Utility Procedure Cover Page Instructions


Attachment 3 - Utility Procedure System Statement Page Instructions


Attachment 4 - Utility Procedure Continuation Sheet Instructions
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