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APPENDIX H

FORMS FOR INSTALLATION SUPPORT MANAGEMENT

Evaluation and Feedback Process.  USACE policy regarding
evaluation and feedback for Installation Support is summarized as
follows:

a.  USACE subordinate commands will annually ask
installation engineers at each supported Army and Air Force
installation to evaluate the quality, cost-effectiveness and
timeliness of Installation Support services.  A simple evaluation
form, such as the sample included in this appendix (Figure H-1),
will be used for this evaluation.  The evaluation forms should be
distributed to all supported installations simultaneously.  The
evaluation process should be accomplished during the first or
second quarter of each fiscal year.  

b.  After the installation has completed the evaluation form and
returned it to the district a detailed review of the responses
will be conducted.  This review will be conducted by supervisory
personnel one organizational level above the Installation Support
Coordinator and should consist of the following:

(1)  Evaluate submitted/completed forms for substance.

(2)  Contact installation engineers to acknowledge receipt
of completed evaluation.

(3)  Identify any high or low ratings, or exceptionally
positive or negative remarks.

(4)  Evaluate other routine comments.

(5)  Extract data to generate trends related to Installation
Support service.

(6)  Evaluate trends to identify organizational strengths
and weaknesses.

c.  The analysis, along with completed evaluation forms, should
be personally reviewed by the district commander and other
appropriate management staff within the district.  After this
review, the following actions should occur:

(1)  Discuss comments with district project managers,
construction managers, field offices, and other district
personnel as appropriate.
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(2)  Contact or visit the installation engineer to confirm
any exceptionally positive or negative comments.

(3)  Take appropriate management action in the district to
improve Installation Support services, and inform installation
engineers of actions that will be taken.

d.  The result of this survey will be forwarded by districts to
their MSC for evaluation of general trends and satisfaction
levels regarding Installation Support services being provided. 
The MSC-level analysis will be forwarded annually, as an
executive summary to the district analysis, to HQUSACE, CEMP-CI,
Washington D.C. 20314-1000 with a courtesy copy to CEHSC, 
CEHSC-FM, Fort Belvoir, VA 22060-5516. 

e.  The results of the annual evaluation will also serve as a
basis for conferences or visits with key management personnel
from the supported installation.

f.  USACE subordinate commands may also develop a customer
satisfaction survey form for individual projects or support
actions.  These forms should be used with discrimination, or as a
random sample, since completing one for every project or action
may create a burden on the installation engineer staff.  A sample
format for evaluation of individual projects/support actions
(Figure H-2), and a sample format for "quick feedback" (Figure H-
3) for more streamlined customer evaluations, are also included
in this appendix.

Project Status Reporting.  USACE subordinate commands should
provide project status information to supported installations at
least quarterly.  For reimbursable funded projects, monthly
status reporting may be more appropriate.  Project status reports
can be furnished to the installation through a variety of
methods.  Using Automated Management Progress Reporting System
(AMPRS) or Project Management Information System (PROMIS) print-
outs are methods which take advantage of an existing data base. 
Some districts use reports generated with a personal computer, or
an information paper/fact sheet format, tailored to the
installations needs.  Regardless of which format is used, the
district must coordinate with the installation to determine what
data they deem important for reporting purposes.  Sample status
reporting formats are depicted at Figure H-4 through Figure H-6. 
These samples are simply guides, depicting typical items of
interest to the installation.

Installation Support Request Form.  A sample (blank) Installation
Support Request format is at Figure H-7 of this appendix.
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Figure H-1.  SAMPLE FORMAT-ANNUAL INSTALLATION SUPPORT EVALUATION
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Figure H-2. SAMPLE FORMAT-INDIVIDUAL INSTALLATION SUPPORT EVALUATION
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Figure H-3.  SAMPLE FORMAT-QUICK FEEDBACK
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Figure H-4.  SAMPLE FORMAT-ENGINEERING SERVICES STATUS REPORT
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Figure H-5.  SAMPLE FORMAT-DESIGN SERVICES STATUS REPORT
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Figure H-6.  SAMPLE FORMAT-CONSTRUCTION SERVICES STATUS REPORT
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 Figure H-7.  SAMPLE FORMAT-INSTALLATION SUPPORT REQUEST 


