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 PWD Organizational Chart

 Building Manager (BM) / Facility Coordinator (FC) overview



 BM/FC Roles & Responsibilities

 PWD Processes

 Energy conservation & efficiency

 Updated email address -

PWDNaplesTroubleDesk@us.navy.milTroubleDesk@us.navy.mil

COMMUNICATION IS KEY!

Agenda
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PWD Organization Chart

Services Branch
• (1) GS
• (0) HN
• (1) Seabee

NSA Naples CO
CAPT Randazzo

NAVFAC EURAFCENT CO
CAPT Miranda

PWO
CDR Parizek

SEL
BUC Tyrone Huffin

DPWO
Chris Massari

Energy Mgr
Gennaro Gargiulo HN Q2

Facilities Mgmnt
Division

Sabrina Hecht (acting)

Environmental 
Division
John Ladd

• (2) GS (FOS)
• (13) HN (FOS)
• (2) Seabees (FOS)
• (2) Vacant

Requirements 
Branch

Caleb Loscar

• (3) GS
• (9) HN
• (2) Seabees
• (2) Vacant

Asset Mgmt
Branch

Sabrina Hecht

Site Safety Mgr
Margherita Sepe HN

Admin Analysts
• (3) HN

Financial 
Analysts

• (2) HN

Admin & Finance 
Mgmnt Division

Jon Owens

• (1) GS
• (5) HN
• (1) Officer
• (1) Seabees
• (2) Vacant

Project Mgmt/ 
Eng. Branch
Adam Forshey

• (10) HN
• (2) Seabees

Facility Support 
Contracts Branch

Ciro Erico

• (60) HN
• (11) Seabees

Facility Sustainment 
Branch

Jeremy Jaycox

• (12) HN
• (3) Seabees

UEM Branch
Luca Guadanuolo

Compliance 
Branch

• (1) GS
• (1) HN

Planning & 
Conserv. Branch

• (1) HN

• (21) HN
• (10) Seabees

Transportation  
Branch

Edgar Catala

Facilities Eng. & 
Acquisition Div

LCDR Pollard

• (2) GS
• (1) HN

Acquisition Branch
Jenifer Stewart

Production Chief
BUC Saint-Michael

Production Control
• (5) HN
• (1) Vacant

Production 
Division
Nikol Shaw

APWO 
Capodichino
LTJG Jake Kim

APWO 
Support Site

LT Kristofer Vandermass

* The PWD Requirements 

Branch Head is designated 

as the Building Manager 

Program Coordinator.
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• BM is the title used to describe a person that manages multiple facilities or a 

large single. In multi-tenant facilities, the preponderant command within the 

facility is to assign the BM.

• FC is the title used to describe a person that manages a minor tenant’s space 

within a large facility. Multiple FCs may coordinate with a single BM in multi-

tenant facilities.

• BM & FC plays a vital role as your Department or Command’s primary link to 

the Public Works Department (PWD) to help ensure your maintenance, repair, 

and facility service needs are properly addressed.

• All tenant commands must institute a Building Manager Program consistent 

with this instruction by assigning BMs and FCs with clearly defined areas of 

responsibility for each facility used in support of their respective mission.

• The PWD will support and assist the BMs/FCs in the execution of their duties 

by ensuring that each BM/FC are provided with updated contact information for 

their assigned FOS. FOSs will engage regularly and proactively with BMs/FCs 

to ensure facility needs are being addressed.

Building Manager (BM) / Facility Coordinator (FC):

BM / FC Program
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• Each BM will ensure enclosure (2) is posted at every building entrance and 

includes the name and telephone number of primary and alternate BMs.  

Building Manager (BM) / Facility Coordinator (FC):

BM / FC Program cont.
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• Tenant commands will initiate and manage the BM program as described in 

published NAVSUPPACTNAPLESINST 11000.1F (dated 17 Feb 2023) instruction, 

listed as follows:

• For multi-tenant facilities, the command with the majority presence, as identified by PWD, 

will appoint the BM. Other commands utilizing space within the same facility may appoint an 

FC. The BM/FC must be military E5 or above or civilian GS-09/WG-10/equivalent local 

national grade or above. The BM/FC must have the authority to enforce environmental 

compliance, energy conservation, and building operations policies and procedures. The 

BM/FC must have a security clearance level commensurate with the access requirements 

within their facility.

• Designate BMs/FCs to the PWD using enclosure (1), and annually re-designate BMs/FCs. 

Provide a new BM/FC designation within 30 days in case of vacancy.

• Ensure BMs/FCs attend initial and follow up training provided by the PWD.

• Ensure BMs/FCs maintain awareness of all regular inspections in their facility.

• Submit facility repair, construction, and maintenance requests to the BM/FC as outlined in 

referenced instruction.

• The BM/FC will perform duties as outlined in referenced instruction.

Building Manager (BM) / Facility Coordinator (FC):

BM / FC Program cont.
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PWD Products and Services

• Custodial Services:

 i.e. clean the toilet, cut the grass.

 Contact your PAR.

• Facility Maintenance and Repair:

 i.e. repair the toilet, replace broken door handle.

 Contact the Service Desk.

• Service Requests (Projects):

 i.e. replace window, renovate office spaces.

 Usually either work beyond a Service Call level or Contracting

 Usually requires TF-1.

 Contact your FOS.

PWD supports 3 basic facility maintenance products:
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Two ways to Request Service

Service Call - Capodichino

 There are three types of Service Calls

• EMERGENCY (Facility and Utility)

• Any facility deficiency that immediately compromises the life, health, safety, or mission.

• Always includes: failure of any utility, fire protection, environmental control, or security alarm 

systems.

• PWD will respond within 1 hour and complete within 24 hours (including weekends and holidays).  

Work will continue without interruption until  the emergency is resolved.

• Emergency Service calls must call the PWD Service desk (626-4981)  to enable a rapid response.

• Urgent (Facility and Utility)

• Any facility deficiency that does not immediately endanger personnel or property, but extended 

delays of repairs could result in damage to Government property, or soon affect the security, 

health, or well-being of personnel or the continued operation of a service or system. 

• Urgent calls will be completed in 5 work days.

• Routine (Facility and Utility)

• Any deficiency that does not qualify as emergency or urgent, but is needed to maintain good 

working order of the facility.

• Routine calls will be completed in 30 calendar days.

When signing for service calls please print and date next to your signature.  This helps us provide quality control.
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Service Call – Support Site

 There are three types of Service Calls

• EMERGENCY (Facility and Utility)

• Any facility deficiency that immediately compromises the life, health, safety, or mission.

• Always includes: failure of any utility, fire protection, environmental control, or security alarm 

systems.

• PWD will ensure response within 30 minutes (1 hour for DoDEA).  Work will continue without 

interruption until  the emergency is resolved.

• (including weekends and holidays). Emergency Service calls must call the PWD Service desk 

(626-4981)  to enable a rapid response.

• Urgent (Facility and Utility)

• Any facility deficiency that does not immediately endanger personnel or property, but extended 

delays of repairs could result in damage to Government property, or soon affect the security, 

health, or well-being of personnel or the continued operation of a service or system. 

• PWD will ensure response within 4 hours and work until completed (5 working days for housing).

• Routine (Facility and Utility)

• Any deficiency that does not qualify as emergency or urgent, but is needed to maintain good 

working order of the facility.

• Routine calls are required to be complete in 5 working days (28 days for housing)

When signing for service calls please print and date next to your signature.  This helps us provide quality control.

Two ways to Request Service
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Types of Work for Requests

 There are two types of work when referring to funding:

• NON-REIMBURSABLE

• Facility or Utility related work that maintains normal operating conditions of assets.

• Renovation/repairs to damages caused by “failed” assets:

• Roof leak causing ceiling damages.

• Mold caused by failed HVAC.

• Facility Equipment replacement due to failure or updated standards.

• REIMBURSABLE (work that requires funding)

• Locksmith services to include, but not limited to key replacement or duplication, specialized lock 

installation, combo type locks (XO#-series, keypad, etc…), work on safe, etc… 

• Equipment (non-facility) replacement/repair

• Hanging items (picture, specialized command sign)

• Non-facility related signs

• Any other work that is not facility related but can be executed by shops (water blasting side walks, 

removing storm debris, etc…)

• Alterations, improvement, modernization or renovation work.

• New construction projects.

• Replacement of facility asset within life cycle (not deteriorated).
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Service Call
 Work can be called in by following:

• EMERGENCY

• MUST BE CALLED IN TO SERVICE DESK - NO IMMEDIATE EMAIL SUBMISSION.

• Anyone can call-in an emergency:

 Always inform the BM and your chain of command IOT prevent duplicate requests.

 BMs should always track this work and any follow-up in their Service Log.

• If Reimbursable, BMs should follow-up with email to provide work approval to Service desk.

 Email with additional information (photos, etc.) to help expedite the process.

 Approval response to Service Desk provided email (i.e., “Approved, please proceed”).

• Urgent

• RECOMMEND CALLING-IN TO SERVICE DESK IF HIGH PRIORITY/HIGH VISIBILITY.

• BM/FC or higher authority depending on command

 Non-reimbursable customers – BM/FC, OIC, Department Head.

 Reimbursable customers – BM, Facility Manager, CO, OIC (Case-by-case).

 BM / FC should always track work in their Service Log.

• Can be called-in (special cases only), emailed or, if available, submitted via Maximo directly.

• Routine

• BM/FC or higher authority depending on command (see urgent above).

• Emailed or, if available, submitted via Maximo directly.  If called-in, will be directed to submit via 

email (please note that no action will be taken).

NOTE: When signing for service calls please inspect job, print your name and date next to your signature.  

This will help us provide quality control and ensure job is completed correctly.

Who can call it in?
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Why do we format Service Call e-mails?

• Simplify Service Desk process of inputting information into 

Maximo as quickly and accurately as possible.

 Service Desk submits up to 12,000 work orders a year, not 

including PMs and Projects.

• Reduce wasting labor hours caused by inaccurate information 

(wrong location, wrong trade for work, cannot find location, etc.)

 Be advised that incomplete, inaccurate or improperly formatted 

emails will be retuned with no action.
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Service Call required e-mail format 

SUBJECT: {Title of Work – see below for format}

PWD Help Desk, 

The following is a (Emergency/Routine/Urgent) Service Call

Location: Capodichino Base/Support Site/Lago Patria/Carney Park

Building: 407

Floor: Ground, 1st, 2nd Basement level

Room: 160, G41

Title of Work (same as subject of email): {Brief description of work, include 

room and building number within the description – Should also be the 

Subject of the email}

(Sample: Ground Floor - Room 160 - Repair broken door handle on room 

entrance door)

Description of work Requested: {provide additional identifying information to 

help PWD personnel pinpoint location of work}

POC Name/Email/Phone:   LT John Doe /John.Doe@Eu.Navy.Mil/626-XXXX
(Please note that correct POC information is critical for receiving automatic updates from 

Maximo whenever Work Order status changes).

** Service calls not in this format will be returned with no action **
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Example Service Call Log

Service Call Number Description Date Type (E/U/R)
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Two ways to Request Service

Request for Service

 Commands can request construction, alteration, janitorial services, repairs, and any project beyond service 

call scope using a Service Request form or TF-1 (shown on the next page).  Your FMS will help you start this 

process.

5.0 Completed 

documents and 

funding request 

received and sent 

to PWD Financial 

Management (FM)

6.0 FM forwards 

funding request for 

customer funding

7.0 FM receives funding 

document from customer 

and forwards to LANT for 

acceptance

8.0 FM receives an 

accepted copy of the  

funding document from 

LANT with appropriate 

financial information

9.0 FM forwards copy 

of accepted funding 

document to 

FMD/FEAD for follow-

on action

10.0 FMD/FEAD 

prepares project folder 

and sends to Service 

Provider (In-House or 

Contractor)

2

2-4 Week
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Two ways to Request Service

Request for Service
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Site Approvals

• Be advised, Site Approvals may be required for your projects.  

Examples include:
–Any project that changes or has the potential to change the land use or physical layout of an 

area.

–Any project that proposes changing the use of a facility.

–Any project that affects or is affected by airfield safety criteria.

• Site approvals are initiated via the TF-1 through your FOS.
–Site Approvals can sometimes take several weeks to complete as they route to the 

installation CO approval and signature

• For more information regarding site approvals, contact your FOS
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FMS and PAR roles  managing BOS contracts 

• Contact your PAR for the following 

reasons:

• For any questions concerning the 

execution or scope of the contract 

services.

• For any complaints for unsatisfactory 

services received.

• For any work scheduling issue.

• For any other issues that arise under the 

execution of these contracts.

PAR

• Contact your FOS for the following 

reasons:

• If a problem still continues even after 

the PAR has been notified of a 

complaint.

• If you need to submit a TF-1 so to 

modify one or more services received 

on a routine basis under the existing 

contract.

• In case you need to order a one-time 

service, in addition to the  regular 

services received.

FOS

Base Operation Support Service Contracts
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NSA Naples Top 4 

Environmental Management System Goals

 WASTE MANAGEMENT:
 Increase solid waste recycling, 

 Decrease hazardous waste generated

 Decrease medical waste generated

 POLLUTION PREVENTION: Spill prevention

 UTILITIES CONSERVATION: Energy & Water
 Reduce energy 

 Reduce water consumption

 WASTE WATER: Ensure WW meets 

discharge limits. Comply with the Rules

Always Improve

Reduce Waste

Eliminate Pollution

Environmental Services
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Summary

 There are two ways to request service from Public Works:

• Service call:

• Capo: Emergency: Immediate Urgent: 5 business days Routine: 30 calendar days.

• Support Site: Emergency: Immediate Urgent: 4 hours Routine: 5 business days.

• Request for Service: Your FMS will help you!

• Fill out a Project Request (TF-1) and know that the minimum time to project award is 75 days.

 Base Operating Support contract:

• Ask your PAR for clarification of services and for temporary changes.

• For permanent changes to services contact your FMS.

 Contracting:

• Do

• Use you commands Government purchase card to meet your requirements under the micro-

purchase threshold limit $3500 USD.

• Don’t

• Give any directions to contractors.

• Use DOD FEDMALL to regularly schedule services

 Environmental:

• For spill response call 081.568.6911 For Hazardous Waste call 626-6642 or 626-5877

 Transportation:

• For transportation requests call 626-5636 during business hours or 337-127-4659 after hours

 You are responsible for your spaces!  We need you to be our eyes and ears so we can adequately 

maintain your spaces.



Next date for BM/FC 

training - November 14th

On Microsoft Teams @ 

10:00 am



Call your FOS 

if you have further 

questions!


