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1.  HISTORY:  This issue publishes a revision of this publication.. 
 
2.  PURPOSE.  To establish a procedure for the assignment and utilization of building/floor 
space within the United States Army Medical Department Activity (USA MEDDAC), Fort 
Huachuca, Arizona. 
 
3.  SCOPE.  This memorandum is applicable to all personnel assigned or attached to the USA 
MEDDAC, Fort Huachuca, AZ, and all buildings to include outlying clinics that come under the 
command and control of the MEDDAC Commander. 
 
4.  REFERENCES. 
 
4.1  PAM 402-10, Space Management 
 
4.2  MEDDAC Memo 15-1, Boards, Commissions, and Committees 
 
5.  INTERNAL CONTROL SYSTEMS.  This publication is not subject to the requirements of 
AR 11-2 as it contains no internal control provisions. 
 
 
_____________________ 
* This memo supersedes MEDDAC Memo 420-6, dated 18 April 2006. 
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6.  RESPONSIBILITIES AND PROCEDURES FOR OBTAINING ADDITIONAL 
BUILDING/FLOOR SPACE. 
 
6.1  Preparing Requests for Additional Building/Floor Space:  All using activities will forward 
requests on RWBAHC form 530 for additional building/floor space by memorandum through the 
chief of their department/division/service to the Chief, Logistics Division, USA MEDDAC, Fort 
Huachuca, Arizona.  The request will contain the following information and be signed by all 
departments listed: 
 
6.1.1  The requested amount of square footage, the room number, or the building required. 
 
6.1.2  The requested telephone and automation support required to sustain mission. 
 
6.1.3  The date of the requirement. 
 
6.1.4  The proposed utilization. 
 
6.1.5  Pertinent reasoning why the requirement cannot be covered from current building/floor 
space allocations. 
 
6.2  Evaluation of Requests for Additional Building/floor Space:  The Chief, Logistics Division 
will: 
 
6.2.1  Maintain records of MEDDAC building/floor space assignment. 
 
6.2.2  Evaluate all requests received from MEDDAC staff to determine the validity of each 
request and the feasibility of space utilization study preparation. 
 
6.2.3  Coordinate all requests for an increase or reassignment of buildings and areas with all 
affected areas/offices during study preparation. 
 
6.2.4  Forward copies of requests to the Information Management Division (IMD) so that proper 
documentation is available in regards to telecommunications and automation for the Space 
Program and Budget Advisory Committee (PBAC). 
 
6.2.5  Prepare recommendations for the Space PBACs review and evaluation and final 
recommendation to the MEDDAC Commander in accordance with MEDDAC Memo 15-1. 
 
6.3  Review and Approval/Disapproval of Requests for Additional Building/Floor Space.  The 
Chief, Logistics Division will submit the final recommendations of the Space Program and 
Budget Advisory Committee to the MEDDAC Commander for review and approval/disapproval 
action. 
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6.4   After-Approval/Disapproval Action Requirements: 
 
6.4.1  The Chief, Logistics Division will notify the requesting activity of space allocation 
approval/disapproval. 
 
6.4.2  If the request is approved, the Chief, Logistics Division will ensure a correct 
building/facilities inventory is maintained by Logistics Division.  This will also ensure 
housekeeping services are provided. 
 
6.4.3  The Chief, Mobilization, Education, Training and Security (METS) will ensure key 
accountability is accurate. 
 
6.4.4  The Information Management Division will ensure required computer and telephone lines 
are available. 
 
6.5  MEDDAC activities assigned buildings will place a Fort Huachuca Form 190-15-R-E on the 
entrance door of each building.  The form will be completed showing: 
 
6.5.1  The building number. 
 
6.5.2  The building fire warden and his/her duty phone. 
 
6.5.3  The unit fire marshal and his/her duty phone. 
 
6.5.4  The key custodian’s title and his/her duty phone. 
 
6.5.5  The key custodian’s after-duty phone (NOTE:  RWBAHC AOD, 533-2963). 
 
6.5.6  The activity to which the building is currently assigned. 
 
7.  RESPONSIBILITIES AND PROCEDURES FOR TURN IN OF BUILDINGS/FLOOR 
SPACE. 
 
7.1  Using activities will forward a memorandum through the chief of the applicable 
department/division/ service to the Chief, Logistics Division, which will include applicable area 
designation or buildings to be turned in, the availability date, and the keys that will be turned in 
to the Chief, Mobilization, Education, Training, and Security Division. 
 
7.2  The Chief, Logistics Division will notify the Chief, Resource Management Division of 
proposed release of buildings and/or facilities not less than 24 hours prior to the scheduled 
release. 
 
7.3  All MEDDAC activities who have signed or are hand receipted for buildings and facilities 
will obtain clearance from the Logistics Division before they can be released from responsibility 
for the building and the hand receipt signed over to Logistics Division. 
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7.4  The Chief, Logistics Division will secure all vacated buildings and ensure the 
building/facilities inventory reflects correct assignments.  A FH Form 190-15-R-E will be posted 
on the entrance door reflecting the information in paragraph 6.5-6.5.6 above with Logistics 
Division as the assigned activity and key custodian for that building. 
 
7.5  The Chief, Logistics Division will annotate building/floor space records and, when 
appropriate, recommend reassignment action. 
 
8.  GENERAL REQUIREMENTS: 
 
8.1  MEDDAC department/division/service chiefs and other separate major activities will: 
 
8.1.1  Ensure all requests for additional space or requests for space turn-in are routed through 
their office for comment and information. 
 
8.1.2  Ensure proper and full utilization of all building/floor space currently allocated to them. 
 
8.1.3  Notify the Chief, Logistics Division of all building/floor space requirements and/or turn-
ins associated with transition to the new hospital facility. 
 
8.1.4  Report to the Chief, Logistics Division any building or floor space excess to current 
requirements. 
 
8.2  The Chief, Logistics Division will periodically verify building and area space utilization. 
 
9.  GENERAL PROVISIONS.  Procedures will be modified as applicable due to special 
circumstances, i.e. mission changes, environmental or safety issues based on priority. 
 
 
 
 
FOR THE COMMANDER: 

The proponent of this publication is the Chief, Logistics Division, USA MEDDAC.  Users 
are invited to send comments and suggested improvements on DA Form 2028 directly to 
CDR, USA MEDDAC, ATTN:  MCXJ-LO, Fort Huachuca, AZ  85613-7079. 

 
 
 
 
OFFICIAL: GREGORY A. SWANSON 
   LTC, MS  
   Deputy Commander for  
     Administration 
 
ROBERT LAKE 
Information Management Officier 
DISTRIBUTION:  E 
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APPENDIX A 
RELOCATION WORK ORDER (front) 
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RELOCATION WORK ORDER (page 2) 
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APPENDIX B 
FH Form 190-15-R-E 
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