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Preface

This desk guide is designed to clarify the roles and responsibilities of the Enhanced CHRIMP Afloat Program (ECAP) Technician while assisting ships in the implementing and maintaining their CHRIMP Program.  For the ECAP Technician, it is directive in nature.  For the ship, it is a source of information and clarification.  It is not intended to take away from, or add to, the responsibilities residing with the ship.

ECAP is a very successful follow-on program to CHRIMP.   The proven principles of CHRIMP are unchanged.  What has changed in ECAP is the degree of dedicated support the ship will receive.  Every ship will be assigned an ECAP Technician.  The ECAP Technician will dedicate his/her efforts to assisting, training, and even “doing when appropriate” those tasks outlined herein.
The ECAP Technician will insert himself into every process associated with the procurement, delivery, receipt, stowage, usage and disposal of hazardous materials by the ship.  He/she may even be teamed with another ECAP Technician when the task at hand is too complex or large for the ECAP Technician and ship’s crew to accomplish by themselves.  (For instance, the major offload of a carrier may require 2 or more ECAP Technicians for a limited period of time).  The ultimate success of ECAP is dependent upon the cooperation and teamwork established between the ship, the ECAP Technician, and the associated support activities ashore (FISC/LSC, PWC, etc.).
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ENHANCED CHRIMP AFLOAT PROGRAM (ECAP)

OPERATIONS and ECAP TECHNICIAN RESPONSIBILITIES





The Enhanced CHRIMP Afloat Program (ECAP) provides processes and services that will assist ships in all aspects of Hazardous Material Control and Management (HMC&M).  Paramount to ECAP is the level of support all ships will receive while in port, in particular, the level of support provided by their assigned ECAP Technician.  CHRIMP remains the single most essential element of ECAP.  Through CHRIMP processes and procedures, the quantity of HM ordered, stocked and used is reduced to a level that supports a ship’s operating requirements, and meets environmental standards.  The benefits of ECAP include increased personnel safety, improved response to damage control incidents, environmental protection, reduced workload and potential cost savings accomplished without degrading of operational readiness.  ECAP inserts the ECAP Technician into all aspects of HM procurement, delivery, receipt, stowage, use and disposal.  ECAP relies on the combined efforts of the shore HAZMINCTR and FISC / LSC, the ECAP Technician assigned, and the ship’s crew.

The ECAP Technician is tasked to train and assist the ship’s crew in the accomplishment of the tasks outlined in the desk guide, and any other process or procedure associated with CHRIMP.  (Assist in this guide means hands on, side-by-side participation by the ECAP Technician).  Operational requirements, the availability of ship’s crew, or the level of expertise of the ship’s HM personnel may dictate that a task be preformed by the ECAP Technician (with acknowledgement by the appropriate ship’s HM supervisor).  In these instances, the ECAP Technician will perform the task required and keep the ship’s leadership apprised of the actions taken.  

The success of the ECAP Program is contingent upon a coordinated effort by the shore activities supporting ECAP (FISC, LSC, PWC, Safety and Environmental), the ship and the ECAP Technician.  It is the responsibility of the ECAP Technician to not only train and assist the ship’s crew on the tasks outlined, but also serve as the conduit for the flow of information and support requirements to and from the ship.  In that regard, it is imperative the ECAP Technician establishes himself/herself as the HAZMAT “expert” for establishing inventory levels, recommending stock replenishment, delivery, and storage for the ship’s HAZMINCTR, and BP28 stock (when possible).  The ECAP Technician must also be the focal point for identifying excess, unauthorized or prohibited material present, as well as the catalyst for offloading such material with the required documentation for the receiving afloat or shore activity.

**A NOTE FOR THE SHIP**

The degree to which the ECAP Technician can assist your ship rests in large part with your ship’s level of participation.  Access to the ship is essential for training and assistance to take place.  However, training and assistance should not be construed as performing a sailor’s job or responsibilities.  ECAP does not replace the requirement for ships to perform CHRIMP operations while deployed or while in port.  ECAP is designed and intended to take your CHRIMP Program to a higher state of readiness, to take workload off the ship, and to place CHRIMP Afloat in a “maintenance” posture for the Navy.

***

Below is a list of tasks that the ECAP Technician is charged with training/assisting/performing while working onboard one of his/her assigned ships.  The list is not all encompassing, nor is it intended to limit the service an ECAP Technician can render a ship.  The true success of an ECAP Technician is the degree to which he or she becomes an accepted “official member” of the HM Team onboard the ship:

*ECAP In Brief w/SUPPO/LCPO/LPO
*Hardware/Software review and maintenance

*Publication and Instruction review

*CHRIMP Training and Certification

*Solid/Hazardous Waste Training

*HMC&M Program Overview

*Identification/consolidation of HM

*Wall-to Wall Inventory of HM (+BP28)

*Posting inventory to HICSWIN

*Importing current T-SHML

*RECON Inventory with Exception Report
*Identify prohibited/obsolete material

*Conduct PMS/Maintenance Review

*Submit SHML Feedback Report (SFR)

*Validate Inventory Range


*Establish depth (Hi & Lo Limits)

*Prepare Offload Documentation

*Offloading material for reuse/disposal

*Posting Offload transactions to HICSWIN
*MSDS research procedures

*Conduct Shelf Life Review


*Determine shortages

*Conduct Reorders



*Pick Up and Delivery Services

*Material Receipt, Posting and Stowage
*HM Stowage Review

*Performing 7 Day Locker Review

*Conducting INSERV Inspections

**Assist or prepare documentation required by any of the above task (1348s, SFRs, etc.)

A more complete explanation of each task is contained in the guide.  The ECAP Technician will be certified that he/she is fully capable of training, assisting and conducting these tasks to established Navy standards.  

Forward deployed contractor support to sustain this initiative is located in the Western Pacific at FISC Yokosuka, Japan, FISC DET Sasebo, Japan, in the Mediterranean at Naval Air Station (NAS) Sigonella, Italy, and at COMNAV Marianas, Guam.  Phone numbers for requesting OCONUS support are as follows:

FISC Yokosuka

011-81-6160-43-6009/8015

FISC Det Sasebo

011-81-956-24-6111, ext. 3845

NAS Sigonella

DSN: 314-624-5051

COMNAVMAR Guam
671-339-4160

For MED deployed ships:  Recommend they review COMFORSIXTHFLTINST 4000.1U, CH. 20, for HM & HW management and transfer shore procedures.

ECAP Desk Guide Task Listing

(1)
Conduct initial ECAP In-Brief…discuss the purpose and process.

1. Conduct ECAP In-Brief

a. Contact ship to arrange for a time and place for the In-Brief.

1. The In-Brief can be scheduled any time prior to the actual ECAP implementation, but closer to the actual ECAP is more effective. This way, any scheduling conflicts are diminished while the information provided remains fresh in the mind of the crew.

b. Ensure the SUPPO, LCPO, LPO and all HAZMINCEN personnel are present for the In-Brief. Invite the CO & XO (via SUPPO)

c. Make any adjustments to the Pre-Implementation Brief. Print out the Brief and make copies for the principal players. 

1. The presentation is normally in Power Point format.   It may be presented electronically if equipment and facilities are available. Hard copy review is acceptable, if not.

d. Cover the following topics during the presentation:

A. Introduction and Purpose.

B. ECAP Goals.

C. ECAP Technician Tasks and Responsibilities

D. Ships Responsibilities

E. Program Benefits.

F. ECAP Support Team & Organizational Chart (area specific)

G. Mission of NAVSUP P2 Program

H. Objectives.

I. Implementation Schedule.

J. HICSWIN Training Note.

K. HAZMINCEN Supervisor

L. Face The Fleet (conclusion)

M. Answer any questions & address any concerns.

2. Use a Regionally developed Power Point pitch to conduct the in brief, covering all the above topics.

3. The ship will provide an onboard safety brief to ECAP personnel assigned to, or working onboard, the ship.  This will be designated by the Executive Officer, or SUPPO.

(2) Ensure hardware and software (including barcode equipment) is up to date and in working order.

1. The first step in ensuring the equipment is working properly is to determine from HAZMINCEN personnel (including the HM supervisor) if they are experiencing any problems with the hardware and/or software. If they are experiencing problems, determine the extent of the problem and provide a solution. If they are not experiencing any problems, a quick visual inspection of each piece of hardware should detect any noticeable problems, such as:

a. Barcode Printer:  ribbon and/or labels incorrectly loaded, dipswitches not set correctly.

b. Janus/Symbol Scanner:  Check for dead internal battery, check to see if communication cables are connected properly.

c. Check for HICSWIN software version.

d. If using the Z4000 printer and the Symbol scanner, ensure proper version of HICSWIN is loaded. (support for Zebra and Symbol) 

2. If barcode equipment is totally inoperable, replace with Zebra printers and/or SYMBOL scanners, based on availability of equipment & as required.

3. Barcode labels and ribbons are open purchase items and must be purchased directly from the manufacturer.  The ECAP representative can provide all information required to procure them.

4. Appendix A lists supplier information for barcode ribbons and labels.

(3)
Ensure current versions of following Publications & Instructions are on hand & available to HAZMIN Center personnel:

1.
NAVSUP P-485, Vol-1, Afloat Supply Procedures Manual


2.
NAVSUP P-573, Storage and Handling of Hazardous Material

3.
NAVSUP P-722, CHRIMP Manual 0530-LP-011-3290

4.
NSTM 593, Pollution Control

5.
NSTM 670 Storage, Handling, & Disposal of Hazardous General Use Consumables.

6.
OPNAV P-45-114-95, CNO Policy Guide for Shipboard Hazardous Material Container Disposal.

7.
OPNAV P-45-110-96, Hazardous Material User's Guide (HMUG).

8.
OPNAVINST 5090.1B, Environmental & Natural Resources Program Manual, Chapter 19, 21, 24 and Appendixes A, D, H, I, K and L

9.
OPNAV 5100.19D (Change 1), NAVOSH Program Manual for Forces Afloat




Chapter 23 and Appendixes C-23-A, B, C, D and E




Chapter B3 and Appendixes B-3A and B3-B




Chapter D15 (for Submarines)
10.
DOD 4140.27-M, Shelf Life Item Management Manual.

11.       DOD 4715.4, Pollution Prevention Instruction.

12.
DOD 6050.5, Hazardous Communication Program.

13.
Code of Federal Regulations 29 and 40.

14.
Fleet, Navy Regional, Home Port and Shipyards INST, Policy and Guides for Hazardous Material / Waste, Minimization, Reutilization and Disposal. 
15. 
CHRIMP Library CD.  This CD contains all Instructions, Messages, Directives, etc. plus other useful information. Provide as annual update

16.
US DOT 2000 Emergency Response Guidebook (recommended).

17. NIOSH Pocket Guide to Chemical Hazards (recommended).

(4)
Confirm appropriate training (CHRIMP/HICSWIN technician and SNEC 9595) has been completed and documented.

1. Verify with the ship’s Admin office that the HAZMINCEN supervisor has completed the required CHRIMP/HICSWIN Technician Course.  Also confirm that someone onboard has the SNEC 9595 training, and confirm it is documented in his/her service record. Although it is preferred that the HMC supervisor have this SNEC, it is not required.

2. If CHRIMP/HICSWIN Technician Course has not been completed, coordinate with the ship to obtain a seat(s) in the next available class that is convenient to the ships schedule.

3. Continuing education onboard can be provided by the CHRIMP/HICSWIN Computer Based Training (CBT) interactive CD.  This is especially important to smaller ships that experience a higher turnover rate. CBT CDs can be provided by the ECAP representative to ensure it gets directly to HAZMIN Center personnel. Note: This is not a substitute for the formal classroom course.


(5) Train shipboard personnel on the difference in handling solid waste and hazardous waste to prevent inadvertent introduction into hazardous waste stream.

1. Separate the HM containers to be offloaded into two categories 

a. Solid Waste

b. Hazardous Waste

2. Solid Waste  

a. Approximately 60% of HM listed in the Ships Hazardous          

      Material List (SHML) does not require special container disposal        

      procedures if the container is empty.

b. CNO Policy Guide, OPNAV P-45 – 114 – 95, Appendix A or B, will    tell you if the item can be disposed of as non-hazardous trash.

c. The EPA states if a HM container is empty, these containers can be placed in the trash, with the exception of containers that formerly held specific chemicals.

d. A container is considered empty if both of the following criteria 

      are met:

1. There is no liquid in the container.

2. There is less than one inch of solid residue on the bottom.

Note: This may be subject to local NAVSTA or Naval Shipyard regulations, as well as State EPA requirements.

3. Hazardous Waste

a. If the container does not meet both of the above criteria, it is not considered empty and must be disposed of as hazardous waste. 

b. If the material is not listed in CNO Policy Guide, Appendix A or B, it cannot be treated as trash.

c. Empty containers of HM not listed in the SHML (open purchase or unauthorized material) shall be retained on board ship for HM shore disposal.

d. Contact PWC or the Environmental Department to obtain the base Hazardous Materials Disposal guidance and follow procedures specific to the material. 

(6) Conduct initial onboard training (OJT) on all aspects of HM management (HICSWIN, etc.) Familiarize ship with other HMC&M programs (Shop Towels, WRAPS/PRIME, etc.) 

1. Ensure personnel are familiar with the following: 

a. Installation and re-installation of the HICSWIN program. Shipboard IT personnel must grant administrative access to the HICSWIN system before HICSWIN installation begins.

b. HICSWIN backups (recommend daily backups).

c. Limit the users/supervisors to responsible, motivated personnel.

d. Post all issues and returns ASAP. Ensure ship’s personnel are familiar with issue and receipt process and do not use the update module.

e. SFR (SHML feedback reports) must be completed and sent via SALTS (after 05 or above approval).

f. Utilize HICSWIN for all offload documents. Some activities require more information than what is printed on a HISCWIN document. HICSWIN doesn’t print bar codes as a regular 1348-1.

g. Recommend establishing a delinquent container report via chain of command for review at eight o’clock reports.

h. Copy (or detach if in e-mail) T-SHML ZIP file into the HICSWIN folder.

i. Although the Shop Towel program, Wraps/Prime, Shelf Life, Waste Disposal Guide, etc. are covered in the HICSWIN Technician course, they should be reviewed again to ensure the ship is aware of the benefit of these programs.

(7) Identifying & Consolidating all HM

1.  The ECAP Technician will obtain a list of all flammable storage lockers (7 day lockers) on the ship, and verify the locations and condition of the lockers.  The Damage Control Assistant (DCA) and HAZMIN Center (HMC) personnel should validate the location of all lockers.  

2.  Validate current inventories from lockers to accurately reflect material.  Per OPNAVINST 5100.19D B0302D (1), MSDSs shall be readily accessible to supervisors and personnel who actually use or handle HM.  MSDS sheets may be co-located with lockers.

3.  Identify location of all HM storage spaces, to include 7-day lockers, corrosive cabinet, calcium hypochlorite, bromine cartridges, paint lockers and paint mixing rooms.

4.  After coordinating with the SUPPO, visit each work center to identify unauthorized storage of HM and paint, and recommend return to centralized storage (HMC) for consolidation, identification and determination of disposition. (This could also be accomplished as an all hands evolution during Safety stand-downs and/or Command zone inspections).

(8) Conducting Wall-To-Wall Inventory
{Recommended Annually}
1.  Inventory all material in flammable storage lockers, paint lockers, and HM storage rooms. Verify material compatibility within each storage space. Inventory can be conducted with either a barcode scanner or local inventory sheet, or a combination of the two.

2.  Have Ship record material discrepancies noted in any storage facility into the Maintenance Data System or ship’s force work list for correction of material deficiencies  (i.e. via the CSMP). 

3.  Validate/update current HICSWIN database inventory.  Also add HM inventory line items not previously recorded.  

4.  Identify unknown, unidentifiable or degraded HM for offload as reuse or disposal. 

5.  Review labeling for decanted items to comply with full data requirements.   HAZMIN Center personnel can issue bar-coded material in quantities less than the standard unit of issue, if desired.  See OPNAVINST 5100.19D, C2302E.

6.  Make sure all containers are labeled with the correct shelf life date or extend shelf life with new label/date. Record new shelf-life data in HICSWIN.

7.  Segregate items to be offloaded for disposal or reuse and generate DD-1348-1s using the HICSWIN software. 

8.  Conduct MSDS research (as required) for all validated & retained HM onboard… ensure copies are available onboard per OPNAVINST 5100.19D, B0302D (1) & (2).  MSDSs must be maintained in HMIS or in hard copy for open purchase items (see # 20).
(9) Posting inventory results to HICSWIN database

1.  Update database with current accurate NIIN, location and shelf-life information obtained during the Wall-to-Wall inventory.  

2.  Using the Inventory sheet, build/update/validate data in HICSWIN by validating the following data elements (sources indicated):

· Location (Ship stock)

· NIIN (Ship stock)

· Inventory quantity (Ship stock)…indicate “cost” or “reuse”

· Nomenclature (validated from FEDLOG)

· Date of manufacturer (See note A below).

· Shelf-life information current exp date (Ship stock)

· Shelf-life code & shelf-life action code (T-SHML, or HMIS, HMIRS or FEDLOG)

· Part number (HICSWIN labels this as price per unit of issue. See note B below)  (FEDLOG & manufacturer’s label)

· Unit of Issue (FEDLOG)

· Qty per pack (FEDLOG)

· Storage Code (T-SHML or HMUG)

· Container Type (FEDLOG)

· Unit price (FEDLOG)

· Mil Spec (FEDLOG & manufacturer’s label)

· Color Chip (if applicable… FEDLOG & manufacturer’s label)

· High Limit

· Low Limit

· Unit of measure

· Container Size

Notes:  (A) A manufacturer date cannot be entered into HICSWIN, but is required to determine the correct shelf–life date.

(B) The price per unit of issue may be different than the unit price if a lesser quantity than the unit of issue is dispensed (i.e. one (1) dozen (DZ) cans of scouring powder are dispensed as 0ne (1) can (CN) each.)

(10) Importing latest T-SHML

.  

The Type-Ships Hazardous Material List (T-SHML) is a subset of the master SHML that is tailored to an individual ship type.  The T-SHML is downloaded to HICSWIN as the authorized use list for each ship, and is updated monthly by downloading via SALTS or provided via e-mail by the ECAP technician.  

To download a T-SHML, enter SALTS at www1.salts.navy.mil/index.  Select <DOWNLOADS>; <SALTS STANDARD FILES>; <T-SHML>.  Then select the proper T-SHML for type of ship.

T-SHMLs can be imported into HICSWIN by:

· Copy T-SHML from A:\ to C:\HICSWIN\  (Copy downloaded T-SHML to HICSWIN directory)

· Open HICSWIN

· Select <UTILITY>; <IMPORT SHML> and <ALTERNATE NIIN DATA>

· Select correct T-SHML ZIP file from C:\HICSWIN\.  Use Browse button.

· Select <IMPORT>; <YES>

· If counter doesn’t appear (for WINDOWS 95/98), wait approximately five minutes and then close PKUNZIP.  This counter shows the current status of the import.  It will usually take 30 minutes or more to import the T-SHML.
· Select <SAVE>; (Print HICSWIN generated exception report from HICSWIN Import SHML alternate NIIN data screen before closing); <CLOSE>


· The T-SHML can now be accessed by selecting ‘UTILITY’; ‘SHML CHECK’

· The SHML report rewrites with each T-SHML update.  Recommend chronological SHML report files be maintained in the database by selecting <Explore>, then select the SHML report file, <OPEN>, then “save as” SHML_rep_month.xls.  The file is now in EXCEL format and can be manipulated easily.

Note: Always make a back up of the database prior to importing the T-SHML. If the import process is interrupted (loss of power, CTL/ALT/DEL, etc.) the information in the tables is lost.  The only way to then resolve the problem is to ZIP the database and forward to the HICSWIN help desk to restore the tables.

(11) Reconciling inventory against exception report and correct. 

· An exception report will be generated out of HICSWIN after you load the T-SHML. (Note: The exception report can be converted to an EXCEL format that is easier to manipulate.)

· If NIINs listed on the exception report have “shipboard allowed” or “restricted” in the current data column, these need to be populated in the database, if carried in the current inventory.  

· The current T-SHML will identify all NIINs that are Prohibited, Obsolete, Not Determined, or not currently in the T-SHML. This is indicated by the Allowed On Board code (AOB) on the exception report.  These items need to be staged for offload if they have no valid documented maintenance requirement (see section 12). 

· Additionally, a catalog of the HICSWIN database can be printed and compared with all NIINs on the current exception report. 

· An alternative to printing the catalog is to bring up the inventory by location or NIIN, and compare the AOB codes to the on-line inventory.  This will conserve paper and printing time.

(a) If NIINs need to be added, the current T-SHML will identify all NIINs that are Prohibited, Obsolete, Not determined or not currently in the T-SHML through the exception report.  

(b) Print a catalog of the database and compare all NIINs to the current T-SHML.

(c) Another option is to perform the above on-line, or make a backup and make comparisons in the ECAP office.  The results can then be taken back to the ship, thus saving onboard computer time

(12) Identifying prohibited & obsolete material 

· Once a NIIN is identified as not authorized, a determination must be made whether it will remain onboard or be offloaded. Although the ECAP technician may make recommendations, it is the SUPPO or his representative who approve final disposition.

· Check the T-SHML for authorized substitutes via the SHML check utility.

· SFRs should be validated by maintenance personnel for HM still required for preventive/corrective maintenance, but not currently allowed or listed on the T-SHML.

· Prepare/Submit an SFR, if needed, or offload the item.  Keep a copy of the SFR in a folder to use for future reference.  

· Prepare HICSWIN transfer documentation (1348-1) for each NSN of excess/prohibited/expired material (HICSWIN allows automated printing for end use HM)

.

.

 (13) Conducting PMS review (SPMIG/MIP/MRC, EIC, etc.) to determine valid maintenance requirements

STEPS TO VALIDATE MATERIAL REQUIREMENTS

-Check with 3M Coordinator or individual work center supervisors to obtain listing of SPMIG numbers required by Maintenance Requirement Cards (MRCs) with the frequency and quantity required for checks.

-SPMIG data is available at: http://www.ftsclant.navy.mil/pmsdb/spmig_web.htm
-Consolidate total ship/work center requirements for SPMIG numbers.

-Ensure that latest T-SHML has been downloaded to HICSWIN database.

-Compare SPMIG numbers with ship’s HICSWIN database to identify the following:

· Availability of required material

· Issue size(s) available for the material

· Stocked material without valid maintenance requirements.  Review demand history and determine if valid requirement exists

-Using HICSWIN SHML check, cross unmatched SPMIG numbers with applicable/appropriate NSNs based on issue size and required quantities and add records to HICSWIN database with appropriate limits.  SHML check is accessed from the <Utility> option of the main menu.

Click <Utility>
Click <SHML Check>
Search by SPMIG number

-Run Access HICSWIN Analysis “AOB” report and review prohibited items with SPMIG listing.  Submit SFRs for valid requirements or identify suitable substitutes.

The PMS Viewer:  The PMS review could best be performed during a ship’s underway period using the PMS Viewer, T-SHML, Backup database and, if possible, a SPMIG read out from the ships 3M coordinator. 

 A 9 CD set is available from FTSCPAC/LANT which provides PMS requirements down to the MRC level for each ship in the Navy, and identifies all SPMIG related items to the NSN level.  The following points of contact are provided:

FTSCPAC






FTSCLANT

Code 401P






Code 4103C

DSN: 526-0577





DSN: 646-3872   ext: 1891

Comm: 619-556-0577





Comm: 757-443-3872  ext. 1891

401@ftscpac.navy.mil




jim.melton@ftsclant.navy.mil
(14) Submitting SFRs for all HM identified by maintenance personnel as still required for preventive/corrective maintenance but not currently allowed or listed on the T-SHML

STEPS TO SUBMIT SFRs FOR PROHIBITED OR NOT LISTED MATERIAL REQUIRED FOR MAINTENANCE

-Create Ship Feedback Report and stock record in HICSWIN in accordance with HICSWIN Desk Guide.
A copy of the SFR form and steps to complete it are provided in Appendix B.
- Identify specific system/MRC, APL/AEL requiring use of the material.

Note: SFR Creation is only available when inserting a NIIN that is Prohibited, Obsolete, Not Determined for shipboard use, or is not found on the SHML.

A message box will be displayed stating, ‘Please complete the SFR Form and obtain 05 or above approval’.   Click Yes to continue and complete the SFR. 

Note:  All SFRs require SFR Approval from the Commanding Officer, or from 05 and above personnel’.

Fill in the appropriate fields on SFR Screen 1 and SFR Screen 2.

  Note:  For the PRI field on SFR Screen 1, use the priority code identified on the requisition that material was received on.

Click Save to display a message box stating, “SFR information has been saved to the database.”
This option is accessed from the Utility option of the Main Menu.

Click <Utility>

Click <SFR Approval> to display the SFR Approval screen.

- User ID – 15-digit (maximum) alpha/numeric name of the level 05 or above personnel.

- Password – 10-digit (maximum) alpha/numeric password associated with name of the level 05 or above personnel. 

Click OK to display the list of SFR(s) to be approved.

Click the box to approve an SFR.

· Update remarks field in HICSWIN with “SFR submitted _____ date.”

-    Copy SFR file to floppy disk in accordance with HICSWIN Desk Guide.

This option is accessed from the <Utility> option of the main menu.

Click <Utility>

Click <Modify SFR> to display the Modify SFR screen.

Select NIIN/SFR to be submitted.

Insert a diskette into the appropriate drive and click <Create SFR>.  Enter destination path for appropriate drive and click OK to save the file to the diskette. 

- Submit SFR via SALTS

Take the diskette with the SFR file to the Supply Office for submission of the SFR via SALTS.  

The SFR should be addressed to the following activities:

NAVICP-M (SHML SFR), Activity Code SP3

NAVAIRSYSCOM (SHML FBR), Activity Code APB

NSWC Philadelphia Code 631 (SFR), Activity Name JCB.

If you have questions, please contact SALTS Central at 215-697-1112.

Maintain the hard copy files built for justification of SFRs in the HMC.  When the SFR is approved, or responded to, the file can be cleared

(15) Validating inventory range (number of unique NIIN line items)

The T-SHML will function as the baseline for inventory range.

· Run the following Access HICSWIN Analysis reports:

AOB - Authorized

AOB - Prohibited

AOB - Restricted

AOB - Obsolete

AOB - Not listed

· Review HICSWIN inventory and identify, for possible offload or deletion, the following:

Redundant items in multiple sizes

Prohibited and Not Listed items without a valid maintenance requirement

Items in HICSWIN database with zero on-hand quantity and no demand history data

· Recommend demand history period be a minimum of 12 months.

Note: Validating against demand history only works if the ship consistently utilizes the “issue” material process… versus the update utility.

· Compare HICSWIN inventory with other ships of the same class as an additional check.

(16) Establishing depth levels (hi/lo limits)
{Recommend Quarterly}
Set high and low limits, with ship’s personnel, considering the following criteria:

· Material requirements listing from the ship (UADPS, R-Supply, Snap II, Department input)

· Demand history data from HICSWIN

· Usage Experience of HM personnel

· Level setting requirements based on operational schedule (90 day, 180 day, etc.)

· FEDLOG units of issue (U/I)

· CARGO manual availability (now on CD)

· Order/shipping times

· For ship with embarking aviation squadrons, look at the Squadron POL list

(17) Prepare documentation (1348-1) for excess/prohibited/expired material (HICSWIN allows automated printing for end use HM)
· Run the following reports:

HICSWIN Inventory Excess

Access HICSWIN Analysis AOB – Prohibited (P)

Access HICSWIN Analysis AOB – Not Listed (N)

Access HICSWIN Analysis Expired Shelf-Life – Type I

Access HICSWIN Analysis Expired Shelf-life – Type II

· Update Remarks blocks on DD1348-1 created by HICSWIN:

This option is accessed through the Utility section of the main menu

Click <Utility>
Click <System Setup>
Click <Ship/Activity Information>
Add “Approved for transfer by:” in Remarks 1 block

Add “authorizing officials name, rate, and rank” in Remarks 3 block

Click <Save> 

· Select desired number of copies of DD1348-1s to be printed:

This option is accessed through the Configure option of the main menu

Click <Configure>
Type in desired number in “DD1348-1A Copies”

Click <OK>

· Prepare 1348-1s:

Click <Offload> from main menu

Click <Manual>
Select offload destinations

(Note: If no offload destination exists, Click <Utility/System/Setup/Offload Destination>, Click <Insert/Enter UIC>, Click <OK/Enter Offload Destination Info>)
Click <Excess/Expired Material> tab

Select NIIN from reports listed above, manufacturer and address, location, unit of issue, material type, and quantity

Click <Offload> to print DD1348

· Offload documents can also be printed later by:

Click <Utility>
Click <Miscellaneous Utilities>
Click <Reprint Offload Documents>
Select NIIN

Click <Print>
  (18) Offloading material for reuse/disposal ashore
1.     Identify material to be off loaded

a.   Excess material 
b.   Prohibited items (P) with no validated requirements.
c. Not Determined or Not Listed items (N) with no validated requirements.
d. Wrong material ordered/received.
e. Material not on inventory. (If the ship has no further use for this material)

                  f.   Potential Hazardous Waste

Pull material from storeroom locations and attach a signed copy of the DD 1348-1 (printed during # 17) and a copy of the MSDS (if required by HAZMINCEN or PWC) to material. Consolidate on pallets, in boxes, or in bags, based on compatibility, and stage for offload.

      
 2.  Identify off load destination

a. HAZMINCEN

b. Reuse Center. 

c. Transfer to another activity.

d. DRMO.

e. Trash or metal dumpster (check local Base/Activity regulations).

f. PWC Environmental for Hazardous Waste.

       
3.   Verify with HAZMINCTR:

a. Material to be returned 

b. Prepare a transfer document (DD1348-1) in the HICSWIN system.

c. Contact HAZMINCEN for pickup.

        
4.   Verify with Reuse Center:

a. Material to be returned.

b. Prepare a transfer document (DD1348-1) in the HICSWIN system.

c. Contact Reuse Center for pickup.

         
5.     Transfer to another activity

a. Prepare an excess list and distribute to other activities/Type Commander

b. Prepare a transfer document (DD1348-1) in the HICSWIN system for items needed by another activity.  Note: A requesting ship should ensure the material being requested is authorized as per their T-SHML.

c. Contact other activity for pickup.

        
 6.  Transfer to DRMO

a. Contact DRMO for turn in procedures (if that FCA allows direct turnover to DRMO).

b. Prepare a transfer document (DD1348-1) in the HICSWIN system.

c. Contact DRMO for delivery date

         7.   Disposal of waste by trash or metal dumpster (Empty Containers)

a. Follow the guidance in OPNAV P-45-114-95 located in the HICSWIN                         

computer program under: <Utility>Reference<Container Disposal Guide>. Also proceed in accordance with local Base/Activity regulations.

        8.   Disposal of waste by PWC or Environmental Department

a. Contact PWC or Environmental Department for the base Hazardous                       

Materials Disposal guide and follow established procedures for material      offload.


b.    Prepare a disposal document (DD1348-1) in the HICSWIN system.   

***Coordinate large offloads with ship and LSR for support in the following areas:

Working party for manual offloads

Forklifts, drivers, and safety observers for mechanical drive off’s

Crane service for mechanical lift off’s 

(19) Post offload transactions to HICSWIN

1.  Offloads of Excess/Expired Material* will automatically be reduced from HICSWIN inventory during the creation of the DD 1348-1 offload document.

2.  Post adjustments to HICSWIN database for offloads of Used* and Other Material* (if NIIN is in the HICSWIN database).

-Click Update on main menu

-Select NIIN

-Click OK
-Click Location tab

-Adjust quantity

-Click Save

* These are choices of material types in HICSWIN allowed in the offload process.

* Other material is for offload documents of material not in the HICSWIN database (e.g. paint brushes, contactor material left behind, etc.).

* Used material is for offload documents of material which has been previously used in equipment or decanted, no longer in original packaging (e.g. used lube oil, decanted paint, etc.).

(20) MSDS Research Procedures

OBJECTIVE:  To obtain and ensure Material Safety Data Sheet (MSDS) are readily available and correct.  Title 29 CFR 1910.1200 requires a list of hazardous chemicals in the workplace as part of the written hazardous communication program. This list serves as an inventory of everything for which an MSDS must be maintained through HICSWIN.  Since manufacturers are not required to automatically provide updated copies of their MSDS' to the Federal Government, you cannot fully rely on the Hazardous Material Information Resource System  (HMIRS) for the most updated MSDS.  The MSDS name must match the product for which you are researching.

OSHA Hazard Communication Standard specifies what must be contained in an MSDS.  An MSDS is composed of eight sections.  Note:  While there are standard content requirements for a manufacturer MSDS, there is no standard format for the MSDS.
Section 1: Background Information on the material – includes the product name/synonyms, manufacturer name and address and date of preparation; two telephone numbers, one for emergency and the other for information. Additionally, some MSDSs may have another company listed as responsible party.  This company may be listed on the product. 

Section 2: Hazardous Ingredients and Identity Information  – This section identifies all hazardous components of the material.  Chemical Abstract Service (CAS) numbers should be included, as well as OSHA Permissible Exposure Limits (PEL) and American Conference of Government Industrial Hygienists (ACGIH) Threshold Limit Value (TLV).  If any ingredients are claimed to be a trade secret, it would be noted here.

Section 3: Physical and Chemical Properties – provides boiling point, melting point, density, vapor pressure, VOC in g/L or lb/gl, specific gravity (If, S/G is not available, calculate weight of product divided by 8.4, if material is a solid without a S/G, use .001 as default), and general appearance and odor.  This information is used in evaluating general physical and health hazards.  

Section 4: Fire and Explosion Hazard Data – lists special fire or explosion hazards associated with the materials, identifies flash point, amount of gas/vapor of the substance, by volume in air, that will explode or burn if ignited.

Section 5: Reactivity Data – Indicates the stability of the chemical and identifies incompatible materials and conditions to avoid.

Section 6: Health Hazard Data – Includes a list of overexposure indicators and route of entry.  Lists existing medical conditions that are aggravated by exposure to the material.

Section 7: Precautions for Safe Handling and Use – provides instructions for storage, containment, recovery and disposal.  May provide information such as temperature ranges, humidity ranges and other climatic information. Special requirements for transportation should also be listed here.

Section 8: Control Measures – Details control measures, especially personal protective equipment (PPE) like respirators, gloves and protective clothing and level of ventilation required.

There are several ways to obtain an MSDS.  If HMIRS is available, you may research via nomenclature, NSN if known, Manufacturer or CAGE code.  When using HMIRS, ensure you use an * before and after you type in your data.  When researching an MSDS, ensure the review date is within two years, If not, an updated MSDS from the manufacture may be required, depending on the date of manufacturer.  

Material may also be researched via the Internet through the manufacturer, distributors, commercially available sites (most require a fee) or .edu sites (Caution must be taken when using .edu sites to obtain MSDS' because they do not update their data as frequently, unless informed of updates).  The most reliable source for an MSDS is through the manufacturer by FAX, phone call, or Internet web site.  When the MSDS has been received, review the data to ensure the required data is listed.  If the data is incorrect or ineligible, you must contact the manufacturer to obtain a corrected copy. 

Appendix C is a format that may be used to update or inform HMIRS of new products for incorporation.

(21) Conducting Shelf-Life Review & Extend Applicable Type II Material

1. Run the access HICSWIN analysis expired shelf-life-Type II by location.  This report can be used to also verify storeroom locations and quantities. 

2.  If the HICSWIN analysis program is not available:

Log in to HICSWIN program and go to:  REPORTS/INVENTORY/SHELF LIFE

3. Once the shelf life report screen comes up, select the appropriate month and year to review.

4. After selection, click on the retrieve button for the desired report.

5. Print the report as your storeroom guide in verifying locations and quantity.

6. You will need the Shelf Life Action Codes and Shelf Life Code tables as guidance in your shelf life management.  They can be referenced in Appendices D and E.
7. Extend all Type II material in accordance with NAVSUP P-485 paragraph 4664.4c and FED-STD-793A paragraph 5. See Appendices F and G.  Expired Type II shelf-life items will be restored (when within ship capability) in accordance with applicable shelf-life action codes in FEDLOG and/or the cognizant inventory manager’s instructions.  Technical assistance will be obtained from other departments, as required.  The expiration dates on the stock labels of restored items will then be extended, as appropriate.  End users may extend the shelf life as long as the items perform satisfactorily for that user’s needs.  Containers shall be secure and free from leaks, rust and other contaminants, and bulges.  Markings shall be securely attached, clear and legible. Expired Type II shelf-life items that are not within the ship capability to restore will be turned in to the nearest supporting HAZMINCEN or waste collection facility, as required.

8. Use extension stickers DD Form 2477-3 (small item) and DD Form 2477-2 (large item).  See Appendix H, or refer to locally generated extension stickers.

· Shelf-life review will be successful if the ship has accurate inventory and shelf-life data.

· Shelf-life data should also be inspected upon receipt.

FREQUENCY OF SHELF LIFE REVIEW – MONTHLY (Recommend conducting shelf life review at beginning of current month to allow time for extensions & replenishment.)

References:
           a.    NAVSUP P-485 paragraph 4664.4c

b. SHELF LIFE ACTION CODES - NAVSUP P-485 APP 9 PART R

c. SHELF LIFE CODE - NAVSUP P-485 APP 9 PART S

d. FED-STD-793A paragraph 5

(22) Determining Shortages 
1. After a valid inventory is taken and the T-SHML is loaded to HICSWIN, the ACCESS analysis program should be run against the HICSWIN database to determine out of date shelf-life material, obsolete and prohibited items.  The Analysis program will also report material with a zero on-hand quantity.   This list should be reviewed to ensure the zero on-hand material still has a valid requirement onboard. 
2. A review of high/low limits is required to ensure they are reasonable.  This review may include a review of PMS requirements, material on order, and ship’s usage data from HICSWIN, SNAP or R-SUPPLY for a particular item.  Shortages are identified as those items with an on hand/on order quantity less than the low limit.  
3. HICSWIN can be used to run a reorder review and identify those items requiring reorder. The reorder review list should be reviewed for reasonableness.  Requisitions are then prepared.  Remember that the low limit can be as small as 1, and the high limit must be greater than the low limit in HICSWIN.  
4. After shortages have been reordered and stocks have been replenished, it is imperative that HICSWIN be maintained to ensure accurate usage data is recorded in order to fine-tune future shortage determinations. 
(23) Conducting Reorders 

Follow the steps below in conducting HM stock replenishment:

1. Determine valid requirements (i.e. review Planned Maintenance Requirement Card (MRC).  Ensure only HM authorized for shipboard use is requisitioned (i.e. T-SHML screen).  New items require an SFR and copy of manufacturers MSDS.

2. Prior to submitting a funded requisition, check onboard or at the local shore HMC for possible reuse material to satisfy the shortage.  If free issue reuse material is not available, then a funded requisition will be submitted. (This check is automatic under the POE initiative).

3. Check NIIN against current HM inventory and look for possible substitutes, if available (e.g. same MILSPEC).

4. Before ordering any HM, determine urgency of need, and provide a Required Delivery Date (RDD).

5. Determine if the item may be requisitioned by an individual work center (e.g. common household cleaners) or by the HAZMINCEN based on the MMI classification.  HAZMAT inventory funding is available for those items with a SHML MMI of “Y”.   

6. Once the above is accomplished, process the requisition as follows:

 IN HICSWIN:

· <CLICK>ON THE REQUISITION ICON TO VIEW THE REQUISITION

· <SEARCH> TYPE IN THE NIIN TO BE REQUISITIONED

· <CLICK> OK   OR PRESS ENTER, OR SCROLL FOR THE NIIN AND <DOUBLE CLICK> ON THE NIIN TO BE REQUISITIONED

· Go to REQUISITION GENERAL INFORMATION SCREEN
GENERAL TAB:  ENTER A 14 DIGIT SUPPLY DOCUMENT NUMBER OBTAINED FROM SNAP II OR RSUPPLY UNIT LEVEL.  (EXAMPLE: V2195223320001   UIC/ JULIAN DATE/ SER NUMBER).  NEXT… ENTER ORDER QUANTITY.
· PAY SPECIAL ATTENTION TO   THE QUANTITY PER UNIT PACK SINCE THE ORDER QUANTITY WILL BE MULTIPLIED BY THE QUANTITY UNIT PACK

· <CLICK> SAVE 

· < CLICK> DUE-IN TAB TO VIEW THE REQUISITION

· <CLICK> NEW TO REQUISITION ANOTHER NIIN                             
7. NOTE: Although HICSWIN automatically creates a 9digit HICS number…it does not take the place of the 14-digit supply document number.

8. Ensure that HM is never purchased with a credit card.  Periodically review with the ship the Navy’s policy on purchasing HM with a credit card.

(24) Provide Pick Up and Delivery Service To Ship (As Required) 

1. Local conditions will determine when the ECAP Team can pick up HM from the HMC and deliver to the ship.  
2. ECAP Team members must be cognizant of Commercial Driver’s License requirements in the local area, DOT regulations for transporting Hazardous Material, and local base requirements for transporting HM (DOT training may be required).
3.  If it is feasible and in the best interest of the Ship, ECAP Team members will help coordinate the pick up and delivery of HM to the Ship.  
4. This is also a good time to retrieve any screened excess material from the ship to deliver to the reuse center.
(25) Receive Material, Post Receipts in HICSWIN and Stow Material

1. ECAP Team members will oversee the receipt of HM onboard to ensure it is properly receipted for and stowed in accordance with the ship’s HM stowage plan.  Ensure the following information is annotated on the receipt document: quantity received is circled, actual location, and shelf-life expiration date.  This information will be used when posting the receipt to the HICSWIN program by ship’s force & ECAP technician. Also note the MFR/CAGE data on the document will facilitate research for a correct MSDS.
2.   Prior to posting the receipt to HICSWIN, a copy of the MSDS should be verified either from the SHML CD, HMIRS or the MFR.  The ECAP technician can assist in locating a MSDS.  
3. The ECAP Team rep will then ensure the material is receipted for in the HICSWIN database by ship’s force.  NOTE: Use of inventory update to receive material is not to be used since it does not allow for the recording of usage data and requisition tracking. 
4.  NESHAP COMPLIANCE: Shipyards are Title V compliant facilities.  More Shipyards and industrial activities are requiring ships to provide listings of NESHAP compliance/non-compliance paints and solvents.  During the receiving process is a good time to load this information to the HICSWIN database. Loading the information up front will prevent the ship from having to get the same information prior to a shipyard period.  
5. After paints and/or solvents (FSC 8010) are received, Title V requirements are:
· All paints and coatings to be used in a shipyard will be NESHAP COMPLIANT 
· NESHAP COMPLIANT labels are required on all material.
· All paints and coatings used in the shipyard are required to have VOC data sheets, MSDS and Product Data sheets for all batches of coatings and solvents. (Data and product sheets can be obtained via the manufacturer).
To determine NESHAP compliance:  In general, paints and thinners with a VOC of 340 g/l or less are NESHAP compliant; those with a VOC of greater than 340 g/l may be non-compliant, depending on the coating category.    
If the MSDS contains the VOC, a good time to place either of the below statements in the NIIN remarks block in HICSWIN is while posting the receipt:

NESHAP compliant VOC = ______g/l

NESHAP non-compliant VOC = ______g/l
If there is a future requirement to list any or all NESHAP products, the Products –NIIN remarks report of the HICSWIN analysis program can be used to access the list. 

Just type in * NESHAP * and all items with the word NESHAP in the NIIN remarks will be on the list.
At the same time the NESHAP information is being placed in the NIIN remarks, the Data and product sheet from the manufacturer should be filed. 

(26) Conduct HM Storage Review
· Ensure that HM stowage locations other than cabinets and lockers are equipped with supply and exhaust ventilation.  Check the exhaust & supply ventilation to make sure it’s on.

· Ensure HM stowage location identification tags/signs are permanently posted outside of the designated space.

· A caution sign should be posted outside of the space that states: “HAZARDOUS MATERIAL STORAGE AREA.”

· NO SMOKING signs should be posted in the flammable material storage locations.

· Ensure HM storage area does not contain incompatible materials to prevent mixing in the event of a spill (NO LEAKING CONTAINERS). (Refer to OPNAVINST 5100.19D appendices C23-C, Hazardous Material Compatibility Storage Diagram, and C23-F, Incompatible Material Chart.  Appendices C23-D and F provide information on stowage requirements based on the hazard characteristic code (HCC). They are included for reference as Appendices I, J, & K.
· If space limitation necessitates storing incompatible materials in the same compartment, maintain a separation distance of at least 3 feet, with separate containment for those materials that are incompatible. Note: Before using this exemption, consult the specific requirements of sections C2306 to C2311 that apply to the two incompatible materials for specific prohibitions (e.g. Section C2309 C (1) (a) prohibits the storage of calcium hypochlorite with flammable or combustible liquids). Check for proper stack heights, determine if ship’s force has secured material for heavy seas, and check for coaming (a preventive feature for accidental mixing).

· Space/compartment lighting/electrical equipment must be explosion-proof and in good working order.

· Try to determine if required fire suppression protection system/portable units are in good operating condition. Report any known discrepancies to the SUPPO.

· Ensure all materials have identifiable markings and proper labels. NOTE: LABELS MUST CONTAIN MATERIAL NAME, MANUFACTURER, NATURE OF THE HAZARD AND TARGET ORGAN.

Ref: OPNAVINST 5100.19D: C2302E, C2304, C2304C, C2305H

     DD FORM 2521 AND 2522 LABELS

HAZMAT CORROSIVE CABINET

· Corrosives locker is not deteriorated material condition

· Doors in good condition

· No spillage in locker 

· No corrosion

· Material properly labeled

· Locker properly labeled for Hazardous Materials

· Shelves lined with corrosive resistant material

· Bottles or Carboys are cushioned or retained in original packaging for safety

· Strong acids and bases are not stored together (incompatible).

· Locker should be painted blue and labeled CORROSIVE LOCKER.

· The locker can have an additional label ACID/BASE LOCKER. 

Ref:  OPNAVINST 5100.19D, ARTICLE C2304 AND 2308, NSTM 670, 670-6.3.1 

BROMINE CARTRIDGE STORAGE

· Ensure bromine cartridges are stored in a cool, dry, ventilated space.

· Ensure that bromine cartridges are stored in an approved cabinet stowage.

· Check for damage, deterioration, resin leaks and expired shelf life on all cartridges.

· Locker (on site location) must have the required warning placard.  Placard must state: "WARNING - CONTAINS BROMINE CARTRIDGES. IRRITATING VAPORS - DO NOT OPEN CARTRIDGE SHIPPING CONTAINER IN CONFINED AREA. AVOID BREATHING DUST OR GASES.  DO NOT PUNCTURE OR ATTEMPT TO OPEN BROMINATING CARTRIDGE.  DO NOT STORE OPENED CONTAINERS CONTAINING SPENT CARTRIDGES.  HANDLING OF LOOSE BROMINE RESIN CAUSES SKIN REDNESS OR EYE IRRITATION. BROMINE RESIN MAY BE HARMFUL IF SWALLOWED. WHENEVER HANDLING LOOSE BROMINE RESIN, PERSONNEL SHALL WEAR RUBBER GLOVES AND GOGGLES.  IN THE EVENT OF SKIN OR EYE CONTACT WITH BROMINE RESIN, THOROUGHLY FLUSH THE AFFECTED AREA FOR A PERIOD OF 15 MINUTES WITH POTABLE WATER AND SEEK MEDICAL ATTENTION.  DISPOSE OF CARTRIDGES AS SOLID WASTE.  DO NOT INCINERATE CARTRIDGES."

Ref: NAVMED P-5010-6-21.1 (5)

     NSTM 533-3.4.4

     SHIP SPECS 532

     NSTM 533-3.4.5

     NSTM 533-3.5.1.2.5

     NSTM 533-3.5.1.1.1.3.1

CALCIUM HYPOCHLORITE STORAGE  

· Ready usage stocks must be stowed in a locked box that is bulkhead mounted in the cognizant office space with three ¼ inch vent holes drilled in the bottom of the storage box to allow release of any chlorine products. 

· Ready usage supply must be limited to a maximum 3 days usage. 

· All lockers, bins and enclosures must be labeled with red letters on a white background (HAZARDOUS MATERIAL CALCIUM HYPOCHLORITE). 

· Storage of Calcium Hypochlorite is prohibited in machinery spaces, flammable liquids storeroom, berthing spaces, storerooms, or in the Oil and Water Test Laboratory areas.

· Lockers or bins for storeroom stocks must be located in an area where the maximum temperature would not exceed 100 degrees Fahrenheit under normal operating conditions and where water condensation could not accumulate. 

· Lockers or bins for storeroom stocks must be separated by at least 5 feet from any heat source or surface that may exceed 140 degrees Fahrenheit and/or adjacent to a magazine.

· Storeroom stocks must be stowed in labeled ventilated lockers or bins.

· Storage of paints, oils, greases or combustible organic materials is prohibited in the area or locker or bins used for storeroom stocks.

· Storeroom stock quantities must be limited to no more than 48, 6-ounce bottle or 36, 3-3/4 pound bottle in any individual locker or bin.

· Check for (severe) deterioration on lockers/bins (an indication of leaky stocks).

· Of note: A recent change converted calcium hypochlorite from a former Type II shelf-life item to Type I (24 months).

Ref: OPNAVINST 5100.19D, C2309C

     PMS MRC 6521/601-75 OF JULY 95, Q-1

(27) Performing 7- Day Locker Review (NAVSEA DESIGN/COMMERCIAL IN-USE FLAMMABLE LIQUID LOCKER): 

· Locker must be an approved model for shipboard use and marked (on the outside) with "FLAMMABLE" OR “FLAMMABLE MATERIALS," and  "WARNING, NO SMOKING, NO OPEN FLAMES" either commercial or stenciled signs.

· Locker must be marked with “REMOVE ALL ITEMS IN CASE OF STRIP SHIP CONDITION PLACE THEM IN A FLAMMABLE LIQUID STOREROOM.” 

· Check locker’s overall material condition including door gasket condition and sealing capability, deterioration (overall), spillage in shelves and operation of the self-closing and self-latching devices. 

· Validate quantities (enough for 7days working stock) against current inventory posted on the door of the locker, per MRC 6641-Q36R.

· Ensure the 30-gallons of flammable materials per space limit has not been exceeded.

· If bar coded container tracking is being used, check the bar code label to see how long material has been in the locker by comparing it with the HICSWIN outstanding Container report.

Ref: OPNAVINST 5100.19D C2304B

     MRC 6641-Q36R

     SHIP SPEC 665 (DDG-51 AND LHD-2 AT/FCT'S ONLY)
     NAVSEA DRAWING 803-5959316

(28) Conducting INSURV Inspections (As Required):

1.  Visit the INSURV web site http:\\www.spawar.navy.mil/fleet/insurv.

· Download quarterly schedule
· Download latest INSCAT deck
· Download latest PRISMS program
· Check quarterly schedule monthly for changes.  
2. Regional Manager will designate Inspector

·  Send clearance data to INSURV Board via email in accordance with web site. 

· Determine if the inspection is a Navy Environmental Program (NEP) or Material Inspection (MI).

3. Prepare INSURV inspection ship folder to include the following:

· Clearance data

· Check list  (See Appendix L)

· Specific Ship INSCAT Deck

· Obtain from ship a list of all HAZMAT spaces

· Obtain from ship a list of all HAZMAT lockers

· Assemble references. OPNAVINST 5100.19D, B3 and C23.

4. Attend Shipboard INSURV brief and meet HAZMAT representatives.

5. Conduct Inspection. Use INSCAT deck. The recommended order of inspection follows.

· Admin items

· HICSWIN Program items

· HAZMAT operations

· HAZMAT spaces

· HAZMAT lockers.

6. Run PRISMS and create ship file and dbf file.

· Provide hard copy of these files to the inspector

· Provide floppy disk of files to the inspector.

7. Out brief with Shipboard HAZMAT personnel.

8. Out brief with INSURV officer/CO

9.  Prepare checklist reports and ship files for Regional program. Note the checklist is no longer used as a tool by INSURV, but can be used as a local report.  

Appendix L contains the INSCAT INSURV checklist used during inspections.
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