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PROGRAM OBJECTIVE AND RESPONSIBILITIES
1.  Introduction

Congratulations, you have been selected by the Chief, Medical Logistics Division, Office of the Surgeon General, as a Medical Logistics Intern.  The training program you are about to enter is a significant part of the development of Medical Logistics officers.  This program is conducted in accordance with the policies, principles and practices outlined in applicable Air Force Instructions and Directives.

2.  Background

In the early 1970s, a requirement existed for a program to provide on-the-job medical materiel training for selected Medical Service Corps (MSC) officers.  Although all new MSC officers completed the Basic Health Services Administration Course prior to their initial duty assignment, the short 11-week course could not provide the detailed training they need to manage a medical material account.  This was substantiated by a 1973 Air Force Inspector General Report of the Medical Materiel Management System which indicated officers newly assigned to medical materiel accounts lacked sufficient knowledge in materiel procedures.  Reports by the Medical Inspection Division, Air Force Inspection Agency (the IG) repeatedly reflected a continuing problem of inexperience.  In addition, the decline in assigned grade and experience level of the Medical Materiel enlisted force and the increasing complexities of the Medical Materiel Management System, made it essential that new medical materiel officers be adequately trained.  As a result, an internship program was established and new materiel officers were assigned to existing medical materiel activities for one year as an intern. Since this beginning, the internship program has been continually revised and improved.  Today, the person traditionally referred to as the Logistics Officer now has the opportunity to manage not only Medical Materiel and Services, but also the Facility Management Department (which includes safety and security programs), Vehicle Management and Biomedical Equipment Management and Repair.

3.  Objective

The objective of the Medical Logistics Intern Program is to prepare MSC officers for their first logistics account by training them in all facets of medical logistics.  To be meaningful, the internship period must have the support and active participation of the Medical Group Administrator and the Medical Logistics officer.  To be effective, it must be structured to provide uniform, comprehensive training.  The intern must be actively involved in the day-to-day responsibilities of the logistics activity and have real input to the decision-making process.  

4.  Purpose

The purpose of the Medical Logistics Intern Program is to provide relevant training experience, not manning assistance.  Interns should not be assigned to a prolonged special project that diverts their focus from the internship.

5.  Training Plan

a.  Training Period.  Nine months is the norm.  Variations may be necessary depending on follow on assignment requirements and the intern’s progress.

b.  Training Facility.  Your intern training facility is located at _______________________________, a large inpatient facility with a substantial outpatient workload.  This particular facility was selected as an intern-training site due to its strong logistics activity, the availability of an experienced medical logistician as preceptor, and the existence of a logistics organization similar to those in most USAF medical facilities.  Upon arrival, you will receive a complete orientation to both the medical facility and the entire Air Force base.

c.  Preceptor.  Your preceptor will be __________________________________, an experienced Medical Logistician considered a leader in our field.  Your preceptor will be responsible for your training program and will advise and assist in the tasks you will be given.  He will evaluate your work and will candidly point out areas requiring improvement.  It is imperative you work closely with your preceptor, as he will be instrumental in the success of your training program.

6.  Methods of Training

A combination of preceptor and on-the-job training will be used in this program.  Training methods to be applied are:

a.  Personal Study.  This is the process of reading and understanding the methods, procedures and policies outlined in Air Force instructions, manuals, letters, messages, and other policy and procedural directives used to control the operation of Medical Logistics.  Personal study will stress the importance of acquiring a realistic understanding of the administration and objectives of Medical Logistics programs with special emphasis on management. Interns are encouraged to read current literature on medical logistics, leadership and management principles, and quality tools.

b.  Observation and Evaluation.  This involves selective judgment in deciding what to look for and how to look for it.  This will be a continual process in which the intern will analyze and evaluate operations and develop suggestions for improvement.

c.  Work Experience.  This is the assignment of all or part of a selected job or special study to permit a better grasp of the Logistics problems and to develop overall concepts of management.  Interns will have the opportunity to rotate through each functional area of Medical Logistics and receive “hands-on” experience with the Defense Medical Logistics Standard Support (DMLSS) system.

d.  Responsible Assignments. Responsible assignments will be used in developing the intern's ability to handle a problem, i.e., ingenuity, planning, foresight, and general ability to solve any given problem.  The work will be of the type needed and useful to the medical facility and will further the intern's development.

e.  Formal Training.  During the internship, you will have the opportunity to visit the Air Force Medical Logistics Office (AFMLO), a Defense Logistics Agency (DLA) Depot, and the Defense Supply Center-Philadelphia (DSCP).  This will be accomplished in a five-day trip organized and conducted by the AFMLO.  In addition, you will attend the annual Medical Logistics Symposium.  These trips will be funded by the host facility.  Once the intern has acquired a basic understanding of medical logistics, a TDY to a smaller medical facility is beneficial.

f.  Meetings.  This type of instruction will be a continuous process.  Meetings between the intern, preceptor and the section chiefs directly involved in the training process will provide a means whereby points in need of clarification are resolved and ideas exchanged.   These meetings will permit the intern to receive the benefits of experience gained over the years by the various incumbents.  The preceptor will have frequent meetings with the intern.  The intern will attend logistics staff meetings and selected management meetings at the direction of the preceptor.

7.  Direction of Training Program
It will be the day-to-day responsibility of the preceptor to supervise and guide the intern through the various phases of training.  The chief of each section concerned will serve as the preceptor while the intern is assigned to them and will provide needed material to complete the applicable portion of this training guide.

8.  Training Schedule
The schedule of training has been planned to provide a program that will give the intern knowledge of the medical group's total operation.  Part II, "Distribution of Training Time", shows the functions in which the intern will spend time and the total duration to be spent within the section/service.  During the training period, the intern will be required to visit each service chief in order to ascertain their individual areas of concern as they relate to Medical Logistics.  Understanding the “customers’ perspective” is an important factor in succeeding as a logistician.

9.  Records and Reports
a.  To measure the effectiveness of this program, periodic progress reports from interns and their preceptors are required.  In addition to the reports described below, interns are encouraged to communicate periodically with the Air Force Intern Program Manager to discuss their internship and share ideas regarding the program.  This informal means of communication may be done via teleconference or face-to-face at such events as the Annual Medical Logistics Symposium and AFMLO orientation.

b.  Intern.  Two reports, the first at the midpoint and a final report at the conclusion of the program, will cover the following areas:

· Major activities or projects

· Formal courses attended

· Outside agencies visited

· Problems encountered

· General impression of training program

· Recommendations

c.  Preceptor.  The preceptor will keep a record of training in such detail as necessary in order to prepare reports and evaluations of the intern for HQ USAF/SGML.  At the midpoint and conclusion of the training program, the preceptor will submit a letter addressing the following:

· Brief evaluation of the intern

· Problems encountered

· Recommendations for intern and program

d. Reports will be sent to the Air Force Intern Program Manager, Lt Col Dave Lannen, AFMLO/FOX, 1423 Sultan Drive, Ste 200, Fort Detrick, MD, 21702-5006, or by E-mail david.lannen@ft-detrick.af.mil.    

e.  Training Evaluation Report.  In addition to the two progress reports, the intern will complete the training evaluation report (Attachment 3) at the conclusion of the program and send it to the Air Force Intern Program Manager.    

10.  Intern Responsibility
The intern will maintain a weekly log, recording and evaluating new learning techniques and/or experiences.  The intern will also present monthly reports to the preceptor.  These reports will summarize performance objectives met, develop objectives for the following month, refine commitments in order to notify areas needing more training, and evaluate the program as the intern experiences it.  This monthly report should include a summary of all training received during the month.  The intern must coordinate projected absences (ex. temporary duty, leave, on-base training courses) with the preceptor to ensure successful completion of all intern program objectives.

11.  Preceptor Responsibility
The preceptor will ensure the intern meets all objectives outlined in this guide while considering absences from the training location due to temporary duty, leave, etc.  As the training schedule and unit mission permits, the preceptor may grant periods of leave as requested by the intern.  Accordingly, it is imperative the preceptor and intern coordinate leave projections and include them in the training plan.  

The instruction time necessary for each block is dependent on the teaching ability of the instructors and the learning curve of the intern.  Preceptors must ensure instructors are knowledgeable and teach effectively.  The recommended training times in this guide will vary with the individual intern and the scope of a particular block of instruction.  Therefore, it is important that the preceptor and intern effectively communicate program strengths and weaknesses in order to track improvement, counter ineffective instruction, and constructively use allotted time. 

Mentoring is an important responsibility of the preceptor.  A mentor is defined as “a trusted counselor or guide.” Mentoring, therefore, is a relationship in which a person with greater experience and wisdom guides another person to develop both personally and professionally.  In particular, mentoring is part of a professional relationship because it fosters free communication by subordinates with superiors concerning their performance.  Key to the mentoring process is the direct involvement of the preceptor in the professional development of the intern.  It is essential that the preceptor provide clear performance feedback and guidance to the intern to ensure program objectives are met.

12.  Graduation

The Medical Logistics Intern Program has been designed to last a full nine months.  Only under very unusual circumstances will an intern be allowed to graduate in less time.  To qualify for graduation, the intern must complete all tasks listed in the training guide.  These tasks must be initialed and dated by the preceptor indicating successful completion.  During the eighth month of the internship, the training guide should be forwarded to HQ USAF/SGML where it will be reviewed and approved.  After approval, the Chief of the Medical Logistics Division will notify the intern by letter, acknowledging successful completion of the program and approving graduation.
TRAINING GUIDE OUTLINE
This training guide lists the minimum requirements/tasks the intern must complete in the areas of medical materiel, biomedical equipment repair, medical equipment management, medical facility management, medical contracting, and vehicle control.  Some of the tasks are specific and require only simple compliance while others are more general and will require substantial initiative and research by the intern.  You will note that when completed, each task must be initialed and dated by the intern, trainer and preceptor to meet minimum requirements.  Nevertheless, we encourage the intern to get involved in every aspect of Medical Logistics.  This includes attendance at appropriate medical group and base level meetings and the review of incoming and outgoing medical logistics correspondence.

This guide has been developed to include training and experience in all areas of Medical Logistics.  While it is not essential each task or functional area be completed in the order listed, it is important training be time-phased to insure intern involvement when certain significant logistics activities occur.  For example, numerous activities occur only on an annual basis (e.g., annual inventory, budget preparation, etc.)  The intern should be working in the Medical Equipment Management Office (MEMO) when the equipment budget is developed.  The amount of time to be spent on each functional area is at the discretion of the preceptor and the intern.  However, upon assignment of the intern, a complete program schedule assuring completion of each task should be developed.  Training assignments can be used as a guide for setting up a training schedule.

In several instances, the intern is required to prepare written documents.   These are identified with an asterisk (*) and should be prepared using formats in Tongue and Quill and/or other governing AF directives and presented to the preceptor for evaluation.  They should be maintained in a folder and be available to the Air Force project officer for review.  Exemplary products should be forwarded immediately to HQ USAF/SGML for use in updating policies and procedures.

This Medical Logistics Intern training guide is updated regularly to mirror the ever-changing role of the Medical Logistician.  If you notice any errors, inconsistencies, or opportunities for improvement, please contact Capt Sandra Keesee, 382 TRS/XYBE at DSN 736-6969 or E-mail sandra.keesee@sheppard.af.mil.  

RECOMMENDED TRAINING SCHEDULE
Time periods are listed to guide the intern and preceptor.  Individual background and experience may dictate adjustments.

1.  Medical Materiel Section -  Seventeen Weeks

A.  
Orientation

B.  
Administration

C.  
Acquisition and Prime Vendor

D.  
Forward Logistics

E.  
Storage and Distribution

F.  
Nonmedical Supply 

G.  
War Reserve Materiel (WRM)

H.  
Health Services Inspection

I.  
Customer Service

J.  
Account Administration

K.  
Meetings

L.  
Visits to Other Base Agencies

M. 
TDY AFMLO Orientation

N.  
DMLSS Management Reports

O.  
DMLSS Operations

P.  
Management Overview

2.  Biomedical Equipment Repair And Management - Three Weeks
A.  
Biomedical Equipment Repair

B.  
Medical Equipment Management Office (MEMO)

3.  Medical Facility Management Section - Eight Weeks
A.  
Maintenance/Repair and Military Construction

B.  
Fire Protection

C.  
Safety

D.  
Security and Resource Protection

E.  
Waste Management

F.  
DMLSS-FM

G.  
Hospital Aseptic Management System (HAMS)

H.  
Linen Control

I.  
Internal Environmental Audit

4.  Medical Contracting Section – Two Weeks

A.  
Contracting Tour

B.  
Services Contracts

C.  
Training

5.  Vehicle Control Section - One Week

A.  
Administration

B.  
Program Evaluation

I.  MEDICAL MATERIEL
Introduction:  Medical Materiel focuses on getting the right product to the right place at the right time at the overall lowest delivered cost.  The Chief of Medical Materiel Services must employ many technologies, expertise from various base organizations, and the talents of the enlisted force to satisfy both peacetime and wartime missions.

Medical supplies are necessary to ensure our medical facilities are successful in providing daily peacetime care to our beneficiaries and contingency care to our deployed forces.  The procurement, management, and delivery of these critical supplies are core competencies every Medical Logistics Intern must master. 

Objectives:  This part of the internship has the following objectives:

-- 
Through independent reading and completion of required tasks, you should become familiar with Air Force instructions and procedures governing Medical Materiel. 

-- 
By examining and participating in various medical materiel activities, you should comprehend the complexities of managing a materiel account.  

-- 
By attending medical group and base meetings involving the Chief of Medical Materiel Services, you should grasp the extensive network of functional relationships required within Medical Materiel.

-- 
You should understand how effective medical materiel programs ensure customer satisfaction.

A.  Orientation __________________________________

                                          (Preceptor/Date)

1.  Mission of the Medical Treatment Facility (MTF) and MTF Tour   

2.  Organization of the MTF

3.  Position Duties/Responsibilities

4.  Mission of the Base/Wing and Base Tour

B.  Administration  ________________________________


(Preceptor/Date)

1.  Interpersonal Relationships

2.  Overview - MTF Services

3.  Overview of the Program

4.  Preparation for the Program

     a.  Meet each Branch/Section/Element Leader and have them explain how their function interacts with      other Logistics and other MTF functions.

     b.  Begin each of the sections with an overview of functions and responsibilities to understand the     framework in which specific activities are accomplished

C.  Acquisitions and Prime Vendor   ________________________


                            (Trainer)

*1.  Complete web-based Contracting Officer's Representative (COR) Mentor Course.  The COR Mentor course provides self paced learning for a total of 18 specific duties which may be assigned to a Contracting Officer's Representative.  This course has approximately 45 seat-hours of courseware presented in a structured, certification path or accessible through unstructured, ad hoc queries against the database of courseware. Students are presented with several elements for each duty:  an executive summary, a procedure map that delineates the steps involved in performing a duty, a multimedia tutorial, agency-specific practical exercises, library items including instructions, samples, questions and discussions, and electronic tools.  The Internet based COR Mentor Course is at http://www.faionline.com or http://www.gsa.gov/fai.  Follow the instructions on the screens, click on the campus tour, and COR Mentor Course can be found in the Individual Learning Center (bldg. 12). 





______________

______________

______________


(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Review  procedures for accomplishing 

requisitions (off-line and Requirements List) 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Perform the following functions to the 

acceptance of the trainer (includes processing 

transactions in DMLSS):


     a.  Identify the information required

     for establishing the Catalog Record on 

     at least three standard supply items.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Establish the Catalog Record on at 

     least three standard items not currently 

     having a Catalog Record.
 ______________
______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Process 10 issue requests to include 

     ISS/ISU and INR. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Process five requirements lists and

     eight requirements generated exclusive 

     from the requirements list using the 

     ESD and Log Order screen. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Process requests for contracts (rentals,

     services, delivery orders, BPAs).
 ______________
______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Order items using credits on a credit

     memo account, either PV or other.
 ______________
______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     g.  File 25 support documents from a 

     minimum of three document number 

     blocks and trace back at least 10 

     transactions to the appropriate files 

     from the transaction register and 

     document register. (DMLSS Transaction

     History Function) 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     h.  Review GPC procedures.  Follow  

     an authorized buyer through 5 GPC  

     acquisitions.  Observe methods for 

     entering transactions into CARE and

     reconciling statement.
______________

______________

______________



(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     i.  Review ECAT information on the 

     AFML website.  Identify the line of products 

     ordered through ECAT.  Use the product

     search feature in ECAT, process an ECAT

     order, and access/review ECAT reports.


______________

______________

______________



(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *j.  Trace the flow of  a medical item from 

     the time the requirement is identified 

     through the Requirements List until it

     is received and stored in the Warehouse.

     Prepare a flow chart illustrating this

     pattern and submit it to your preceptor. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *k.  Flowchart the Prime Vendor process

     from requirement to receipt and issue. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Discuss acquisition functions with your

trainer and preceptor.
______________

______________

______________

     

(Trainer/Date)

(Intern/Date)

(Preceptor/Date)
D.  Forward Logistics (FL) _________________


 (Trainer)
1. Review and discuss how FL is used 

within the organization. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform customer service, ordering, and

distribution function for at least one FL

clinical area. 

______________

______________


______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Discuss with trainer and preceptor other 

potential FL opportunities within the MTF.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*4.  Evaluate use of bar code and/or Point of

 Use (POU) inventory systems in using activities. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

E.  Storage and Distribution  _________________


    (Trainer)

1.  Receiving

     a.  Review procedures for checking in 

     materiel and processing receipts (including 

     HAZMAT and vault items).
 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Process 10 receipts from multiple sources, 

     including PV.  Process various types of

     receipts, including RRD, RND, UIZ, SPZ,

     RNR, BRS, and BRI

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Issuing

     a.  Review procedures for Pick List issues.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Review procedures for pulling and

     delivering issues (including vault). 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Using issue lists, pull issues and deliver 

     supplies for four separate activities. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Storage

     a.  Review methods for warehousing

     supplies.  Understand requirements for

     marking and storing various items such as

     gases, hazardous materiel, refrigerated, 

     frozen and controlled materiel. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Place a minimum of 25 line items,

     both standard & LP, in the proper location

     without error.  
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *c.  Diagram the physical layout of 

     warehouse(s) and conduct a work flow

     study.  Using the results of the work

     flow study, evaluate the existing 

     warehouse function.  Provide written 

     recommendations to your preceptor. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Management

     a.  Review publications relating to

     proper warehousing and warehouse safety. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

    b.  Review procedures for managing hazardous

     materiel (ordering, receiving, storing, issuing,

     turn-in and disposal).  Discuss how Material

     Safety Data Sheets (MSDS) are maintained and

     accessed.  Locate the MSDS for two HAZMAT

     items in storage.      
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Review the silver recovery program and 

     process two turn-ins from activity to DRMO. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Review procedures for purchase, receipt,

     and storage of bulk liquid oxygen (LOX).  

     Monitor refill procedures performed by the

     contractor during one of their visits. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Inspect and repack six first aid kits. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Discuss warehousing procedures and 

     functions with trainer and preceptor. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Inventory Management

     *a.  Review the quality assurance, shelf life,

     suspended stock, dated item control, and 

     materiel complaint  programs.  Provide the

     materiel manager with an evaluation of each. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  With your trainer, discuss the importance

     of dated item management.
 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Process excess to DSCP, AFMLO, 

     DRMO, and destructions.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d. Assist in planning and performing 

     an annual or cyclical inventory to include

     the use of physical inventory balance lists

     and inventory accuracy analysis reports. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Research the history on at least five

     items with on-hand balances that do not

     match inventory record balances and 

     process transactions to correct.
 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Review when credit may and may not 

    be granted for materiel turned in to medical 

    logistics.  Process customer turn-ins both for 

     credit and without credit. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     g.  Review procedures for managing the 

     pharmaceutical returned goods program,

     to include how turn-ins and credits are

     tracked and processed. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     h.  Process transactions requesting, 

     reporting, and canceling excess. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

6.  Stock Records Section

     a.  Process at least five Daily Document

     Registers and coordinate reconciliation. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Perform research of Monthly TRs. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Discuss the importance of quality 

     control with your trainer. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Discuss record maintenance

     transactions with your trainer. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

F.  Nonmedical Supply   __________________

                                               (Trainer)

1.  Review the procedures for accomplishing

the following functions (if applicable):

     a.  Determining options for ordering 

     nonmedical supplies
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Using the Base Service Store


     (if applicable).

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Issuing nonmedical supplies.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d. Processing nonmedical supply receipts.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform the following functions to the 

trainer’s acceptance:

     a.  Process, at minimum, five requests

     through your nonmedical supply source. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *b.  Outline the function of pertinent Base 

      Base Supply Office computer listings

      (if applicable). 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Discuss the functions of the Nonmedical 

Supply Section with your trainer and preceptor. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

G.  War Reserve Materiel (WRM)  __________________


                (Trainer)

1.  Review the procedures for accomplishing

the following functions:

     a.  Determining applicable WRM programs. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Reviewing Allowance Standards. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Establishing correct WRM levels. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Establishing and correcting Quality

     Assurance Records. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Using Assemblage Status, Assemblage 

     Status Summary, and Assemblage Status 

     rollup reports (WRM Stock Status Report

     for MEDLOG users).





______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

    f.  Responsibilities of AF, MAJCOM, 

     DBMS, and WRM Project Officer.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     g.  WRM support to detached ANG 

     and AFRC units. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform the following to the 

acceptance of the trainer:

     a.  Thorough review of the Medical 

     Readiness Decision Support System and 

     determine which WRM programs the 

     logistics activity supports.
 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *b.  During the WRM Reconciliation,

     compute correct levels for the BW/CW

     program.  Include peacetime operating

     stock as appropriate. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *c.  Outline SORTS reporting procedures. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Assist WRM staff in inventorying at least

one WRM project. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Visit Medical Readiness.  Discuss 4A1/4A2 

UTCs and associated manpower/training 

requirements, as well as SORTS, MRDSS, 

and WRM spend plan.
 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Discuss the WRM program and support to

ANG/AFRC units with your trainer. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

H.  Health Services Inspection:  __________________


        (Trainer)
1.  Review applicable logistics guidance. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Review most recent HSI report and any

audit reports pertaining to logistics. Review  

all logistics findings and corrective action as

applicable.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Perform the following functions to the 

acceptance of your trainer: 


     *a.  Perform a self-inspection on

     all medical logistics areas. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *b.  Prepare report to your preceptor

     outlining non-compliance and 

     suggested correction. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

I.  Customer Service:  ____________________


   (Trainer)

1.  Visit major section chiefs and 

custodian personnel.  As a minimum, visit

the Pharmacy, Lab, Radiology, Dental, ER,

Surgical Services, Central Sterile Supply,

a nursing ward, and an outpatient clinic. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*2.  Document customer problems.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Work with Medical Logistics 

personnel in solving customer concerns. 
______________
______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

J.  Administration:  __________________

                                        (Trainer)

1.  Review the procedures for accomplishing

the following functions:

     a.  Files Maintenance and Disposition Plan,  

     paper and electronic forms programs. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Instructions and policy letters

     maintained by Medical Logistics. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Correspondence. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  On-the-job training program.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Identifying staffing and personnel 

     requirements. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform the following functions to the 

acceptance of the trainer:

     a. Use the Files Plan to file ten documents. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Via the internet, visit and become

     familiar with the AF publications and 

     instructions web site. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *c.  Prepare five AF Memorandums to an 

     outside agency or office, using proper 

     addresses, abbreviations, standardized items, 

     and Air Force writing. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *d.  Check the OJT program/records and

     talk with trainees.  Prepare an outline of 

     problem areas with the OJT program. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *e. Review Manpower Requirements tool and

     apply AFMS 5530 to determine manpower 

     earned including WRM.  Compare results to

     the unit manpower document to see 

     how many slots funded (authorized)

     and assigned.   

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *f.  Prepare a mock feedback and EPR

     as instructed by your preceptor to gain 

     experience in Performance Report writing. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Visit with the First Sergeant to learn about 

quality force issues and what you need to know

as a flight commander.  
 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Discuss the administrative function of 

Medical Materiel with trainer and preceptor. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

K.  Meetings:  ____________________

                                (Trainer)

*Attend (at least twice) the following meetings.  

  Outline the role of the medical logistician and 

overall function of each meeting. NOTE: Since

some meetings are infrequent, interns should 

work with their preceptor early in their internship 

to begin attending these meetings. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

1.  Pharmacy and Therapeutics


2.  Cost Center Managers



3.  Executive Committee

4.  Vehicle Utilization & Authorization Board (VAUB) & VCO Meeting

5. Product Standardization



6.  ERAA (or equivalent)


7.  Medical Readiness

8.  Any other meeting deemed necessary by your preceptor

L.  Visit to Base Agencies:  ____________________

                                                       (Trainer)
Conduct an on-site visit to the base agencies 

listed below.  Discuss the functions of each 

with your trainer and preceptor. 

1.  Base Accounting and Finance (BAFO) 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Base Supply Office (including EMO) 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Defense Reutilization & Marketing Office
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

NOTE:  Visits to other base agencies (e.g. 

Civil Engineering, Base Contracting, etc.) are 

included in later sections of this training guide.       

M. AFMLO Orientation (TDY):  __________________


            (Trainer)

*Attend the AFMLO Orientation which 

includes visits to AFMLO, DSCP, and a

Defense Depot.  Arrange attendance dates 

through USAF/SGML Intern Program Manager 

(DSN 343-4032).  Prepare a trip report that 

outlines functions at all areas visited. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

N.  DMLSS Management Reports:  __________________



(Trainer)

*Prepare a table listing the following reports,

their frequency, functions, activities to  

receive copies and the due dates.  Review

this table with your trainer and preceptor. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

1.  Medical Materiel Management Report

2.  Stock Status Detail

3.  Active Due-In/Due-Out Report

4.  Trouble Due-In Report 

5.  Assemblage Status

6.  Log Orders

7.  Equipment Account Report

8.  Inventory Management Report

9.  Balance In DFAS_AF

10.  Detailed Dated Items 

11.  Custodian Action List

12. Controlled Item Transaction Register

13. Monthly Stock Status Report

14.  Assemblage Status

15.  Log Backorder

16.  Assemblage Management (AM) Fund

17.  Project Center Fund Summary

O.  DMLSS Operations:  ____________________


                     (Trainer)

Perform the following functions as they

relate to Computer Operations of DMLSS:

1.  Perform a power down
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform power up
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Select an on-line processing cycle
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Select and process an end-of-day 

processing cycle
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Select and process an end-of-month 

processing cycle
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

6.  Process file transfer using the DMLSS 

PC (Internal/External) (Incoming/Outgoing) 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

7.  Perform user maintenance on the

computer hardware
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

8.  Perform system administrator functions

to include adding and deleting users and 

transaction security

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

9. Use Business Objects to create a report.

______________

______________

______________



(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

P.  Management Overview:  ___________________


     (Trainer)

*Prepare an outline of the procedures for 

accomplishing the following functions: 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

1.  Annual Supply Inventory

2.  Internal Inspection

3.  Customer Training

4.  Forward Logistics

5.  In-house Training

6  Management of Excess


7.  Management of  Reports of Survey and Government Property Lost or Destroyed (GPLD) Survey Certificates

II.  BIOMEDICAL EQUIPMENT 
Introduction:  Biomedical equipment activities deal with every aspect of medical equipment throughout its life cycle in the medical treatment facility.  As you might imagine, the responsibilities are as diverse as they are important.  To accomplish these challenges the medical logistics flight commander relies on Biomedical Equipment Repair and Medical Equipment Management Office.  Collectively, these two sections ensure the medical group and supported detachments are able to meet their peacetime and wartime missions.

Medical equipment is used in virtually every facet of healthcare delivery.  Both peacetime and wartime operations rely heavily upon the availability and reliability of medical equipment.  Medical logisticians must thoroughly understand and possess working knowledge of the acquisition, maintenance, and management of these critical healthcare resources to ensure mission success.

Objectives:  This part of the internship has the following objectives:

-- 
Through independent reading and completion of required tasks, you should become familiar with both civilian and Air Force instructions and procedures governing biomedical equipment. 

-- 
By examining and participating in various medical equipment processes, you should comprehend the complexities and understand the importance of properly managing an equipment account.  

-- 
You should understand how effective biomedical equipment programs ensure customer satisfaction.

A.  BIOMEDICAL EQUIPMENT  REPAIR __________________


                               (Trainer)

1.  Review pertinent AF guidance (AFI 41-201 

and 41-203) on accomplishing the following:           

     a.  Utilizing computer products.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Establishing and maintaining a

     repair parts inventory.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Processing work orders.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Providing MERC support to detached

     medical facilities.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Assuring medical equipment safety.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Providing safety training.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     g.  Providing user/operator training.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform the following functions to the

acceptance of your trainer:

   *a.  Outline the use of Historical Maintenance 

    Report and Work Order Register. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Process a Spare Parts Requirement List.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *c.  Describe the types of work orders and

     outline how each is processed in DMLSS.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *d.  Prepare a 10-minute briefing on the

     services available/provided by MERCs

     (present to group selected by your preceptor).
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Present the procedures for checking 

     equipment safety to the Medical Group 

     Safety Committee.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *f.  Outline a Biomedical Equipment 

     Maintenance section's training program 

     for equipment users/operators.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

    *g.  Review DMLSS monthly management 

      indicators for maintenance. Outline trends.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *h.  Assist in developing a one-time repair 

     and an annual maintenance contract.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     i.  Visit the Test Measurement Diagnostic 

     Equipment activity (Formerly PMEL). 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Outline your answers to the following issues 

in maintenance of purchased medical equipment:

   *a.  What is the role of the Biomedical

     Equipment Maintenance Section in the

     identification, selection, and acquisition

     of new medical technologies? 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *b.  What is the role of the Biomedical

     Equipment Section in the medical treatment

     facility’s risk management/quality assurance

     program? 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *c.  What are the trade-offs in maintaining

     medical equipment in-house versus 

     purchasing the maintenance? 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *d.  When is the purchase of "as required"

     maintenance better than an annualized 

     contract? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *e.  How would you prepare a cost-analysis

     to compare purchased maintenance with 

     organizational maintenance?  Apply your

     model to an actual case. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *f.  What requirements in the Accreditation 

     Manual for Hospitals is the responsibility of

     Biomedical Equipment Maintenance? 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     g.  Discuss the functions of Biomedical 

     Equipment Repair section with your trainer 

     and preceptor.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

B.  Medical Equipment Management Office (MEMO)    ______________


                                             (Trainer)

1.  Review the procedures for accomplishing 

the following functions:

     a.  Using MEMO computer output products. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Processing Equipment Action Requests.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Transferring property accounts between

     property custodians.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Filing of source MEMO documents.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Conducting annual inventory.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Turn-in of equipment to Stock Record 

     Account, Base Supply, and DRMO.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     g.  Budgeting for expense equipment.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     h.  Budgeting for investment equipment.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     i.  Recording for ERAA, or equivalent.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     j.  Ordering of equipment.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     k.  Lease to own agreements (primarily

     seen with lab equipment).
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)     

     l.  Transfer MEMO property accountability.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     m.  Support of detached medical facilities.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     n.  Issuing individual equipment, medical

     uniforms, and flight gear.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     o.  Identifying equipment requirements and

     communicating requirements to MAJCOM.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     p.  Planning and acquisition of high-cost

     equipment (over $1,000,000).
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     q.  Improving productivity and cost

     containment efforts.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     r.  Processing MEMO to MEMO transfers

     and specialized equipment  transfers.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     s.  Loaning equipment to patients.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     t.  MEMO responsibility regarding 

     equipment maintenance.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     u.  What is the value of the HMR to the

     MEMO officer? 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform the following functions to the 

acceptance of your trainer:

     a.  Review AFMAN 23-110, Vol 5, 

     Chapter 18, and AFI  41-201, Section B.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *b.  Outline the function of the Medical

     and Nonmedical In-Use Equipment List, 

     Custody Receipt/Locator List and Custodial

     Actions List.  Review for understanding all

     other products. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Review (after receipt of AF Form 601

     from using activity) at least six requests for 

     new or replacement equipment.  Prepare

     package for coordination and presentation to 

     the ERAA and/or submission to MAJCOM 

     for approval. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Conduct the necessary action required for

     the transfer of at least two property accounts.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Quality control and file the source 

     documents from one daily processing cycle.

     Review the document register and method

     of assigning document numbers.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Assist in planning and performing the

     annual or cyclical inventory.  Inventory  

     at least one major property account.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *g.  Outline the procedure for equipment 

     turn-in to the Stock Record Account, Base 

     Supply, and DRMO.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *h.  Outline the procedure for developing

     an expense equipment budget in support 

     of the expense equipment portion of the 

     O&M budget.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *i.  Outline the purpose and use of the

     Three Year Equipment Budget 

     Requirements List.  (Note: written 

     report for "h " and "i" may be combined).
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *j.  Prepare the minutes for at least two 

     ERAA meetings or outline how the ERAA 

     function is accomplished in your facility.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     k.  Prepare the documents necessary for

     ordering at least one medical and one

     nonmedical equipment item.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *l.  Outline the procedures for supporting

     detached medical facilities.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     m.  Visit the Base Individual Equipment 

     Section.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *n.  Read all new issues of Health Devices

     and Health Device Alerts received during 

     your internship, and identify two issues, 

     topics or equipment evaluations that have

     current relevance to the equipment program

     at your facility.  Analyze each topic and its

     implications at your facility.  Prepare a talker

     or short backgrounder with your conclusions

     and recommendations.  Present results to the

     ERAA, Safety Committee or Risk 

     Management Committee, as appropriate. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *o.  Outline the process for obtaining

      high-cost medical equipment authorization.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     p.  What are the differences between equipment

     management and equipment accountability?

     In your opinion how far beyond accountability

     should MEMO responsibilities extend?  

     Discuss these concepts along with the 

     MEMO role in Business Case Analysis

     with your preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *q.  Summarize when a Report of Survey 

    (ROS) is required.  If opportunity available, 

    conduct a ROS as the investigating officer.  

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

    *r.  Annual expenditures for equipment

      are generally less than costs for supplies, 

      yet the consequences of equipment purchases

      are often more far-reaching than those of 

      supply purchases.  Outline the reasons why. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

    *s.  Review at least two investment

      equipment packages.  Outline the process

      for investment equipment approval/funding.
 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *t.  Compile a list of  MEMO reports used

     in managing the equipment program. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *u.  Compile a list of essential equipment 

     required to support one specialty in your

     facility (e.g. equipment for one OB/GYN 

     specialist provider). 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     v.  For six different medical equipment

     requests, research and evaluate available 

     products on the market using product

     brochures, articles in the literature, 

     Medical Device Register (MDR) and 

     consultation from ECRI. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     w.  Evaluate at least two sole source

     requests for compliance with

     contracting office procedures. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *x.  Compile and submit two monthly

     Investment Equipment Status Reports. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Discuss the functions of Medical Equipment 

Management with your trainer and preceptor. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

III.  MEDICAL FACILITY MANAGEMENT
Introduction:  Facility Management focuses on the operation, safety, security, maintenance and alteration of medical buildings and their associated utilities, installed equipment and grounds.  The comparable function in a civilian institution is hospital engineering.  The facility manager’s job is particularly challenging because most of the support they are responsible for providing is obtained from sources not under their direct supervision.  For example, housekeeping services are often obtained through civilian contractors, while building and communication maintenance are typically furnished by base Civil Engineers (BCE) and the Base Communications Squadron.

Medical facilities are our most expensive capital investments and their effective management is vital to the medical mission.  The difference between an environment that is clean, functional, safe and inviting and one that is unsanitary, broken-down, hazardous and depressing to patients and staff alike depends on the ability and initiative of the facility manager and the logistics officer.  Facility Management plays a major part in securing accreditation from the Joint Commission on Accreditation of Healthcare Organizations.  Medical facilities are subject to more codes, standards and regulations than any other building on base.  Other base agencies and contractors often do not know about the special needs and requirements of medical facilities.  The facility manager, and to a growing extent the logistics officer, must know and communicate these needs if the medical facility is to gain needed support.  Finally, effective long-range planning and programming, perhaps the most important function of facility management, is crucial if medical facilities are to accommodate changes in the medical mission and the rapid growth of new technology.

Objectives:  This part of the internship has the following objectives:

-- 
Through independent reading and completion of required tasks, you should become familiar with Air Force instructions and procedures as well as civilian codes and standards which govern facility management activities.  

-- 
By examining and participating in various Facility Management operations, you should comprehend:  (1) how Air Force policies and systems are used to satisfy applicable codes, standards and accreditation requirements, and (2) when and how local policies and documentation must be developed to supplement standard Air Force programs.  

-- 
By attending medical group and base meetings where the facility manger participates, you should grasp the extensive network of functional relationships with which facility management works.  

-- 
You should understand how effective maintenance management and quality assurance work to ensure customer satisfaction in the medical facility environment.

Recommendation:  If funds are available, attend the Joint Medical Facility Management Course    (J3AZR4A271-012).  It is a three-week facility management training course held 3-4 times yearly at Sheppard AFB TX.  The course teaches facility management basics and will benefit you significantly in managing an MTF facility management office.

A.   Maintenance, Repair and Military Construction  (Review AFI 41-201) _________________


                                                                                   (Trainer)

1.  With assistance from the facility manager

and/or civil engineer (or maintenance contractor),

obtain a comprehensive tour and briefing

of the main medical group building to include 

all mechanical rooms, installed equipment 

and utility systems. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *a.  Explain how your facility obtains or 

     generates and distributes the following:

     heat, air conditioning, hot water, steam 

     for sterilization, compressed air,  surgical 

     suction, normal electric power, emergency

     electric power, medical gases (oxygen, 

     nitrous oxide), and potable water. 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *b.  What restrictions apply to disposal

     of contaminated waste, radioactive waste 

     and materials released into the sewage

     system or atmosphere? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *c.  Describe how the fire alarm system

     works (mechanism for initiating alarms,

     localizing alarms, notifying fire department, 

     resetting alarms.) 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *d.  What other systems (e.g., elevators,

     piped oxygen) have alarms?  Where are

     they located and who responds to them? 
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Review AFI 32-1032.  Know the types of 

services CE (or contractor) performs, how they

are requested, and under what circumstances 

each applies.  Demonstrate this knowledge by 

discussing all of the following to the

satisfaction of your trainer/preceptor:

     a.  Trouble calls, including priority

     system and response times. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Recurring maintenance and 

     maintenance action sheets (MAS). 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Management controls and concepts

     used by CE. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  AF Form 332

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  AF Form 1219

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Methods used by the facility manager

     to request, record, follow-up, and/or

     monitor 1-5 above. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Understand your facility's energy conservation

program.  Review any medical group or base

energy conservation instructions/plans.  Meet 

the base energy monitor and discuss medical 

group conservation.  Discuss each of the following 

topics to the satisfaction of your trainer/preceptor.

     a.  How does the operation of building 

     equipment (real property installed equipment)

     affect energy consumption?  Give examples.
_
______________

______________

______________

     

(Trainer/Date)

(Intern/Date)

(Preceptor/Date)
     b.  How does the maintenance of building

     systems affect energy consumption?  Give

     examples. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Summarize actions taken to date to save

     energy at your facility.  What new actions

     are planned? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  How is your facility's energy consumption 

     determined?  How does the availability or 

     absence of meters affect executive 

     management's role in energy conservation? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Has recurring  work been performed on 

     your facility’s HVAC systems?  If yes, what

     were the results?  If not, when is the next

     scheduled date for  recurring work?   How 

     would you initiate a request? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Know how to audit civil engineering

refunds and reimbursements.  Explain the 

following to your trainer/preceptor:

     a.  How does base civil engineering 

     "bill" the medical group for service? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  How does the facility manager

     audit funds? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *c.  Under the facility manager's supervision,

     perform two monthly audits of BCE refunds

     and reimbursements.  Document the results.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  How is your medical facility charged

     for utilities? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Are the utility charges based on an 

     estimate or are the utilities metered? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *f.  Under the facility manager’s supervision,

     review two months of utility “bills.”  What

     are your findings?  (may combine with “c”).

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*5.  Draw a flow chart to illustrate in detail how 

BCE processes AF Form 332.  Include when

approval authority is local and when approval

is at higher headquarters (show use of 

DD Form 1391).

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

  6.  Visit Base Civil Engineering with the 

  facility manager.  Discuss the functions of

  each section.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

7.  Study CE directives and discuss the

following topics with your trainer/preceptor:

     a.  Define maintenance, repair and

     minor construction. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  What are the O&M dollar ceilings

     on maintenance, repair and minor

     construction at each level of approval

     authority?  What is the practical

     significance of  these limits? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  What are the limits for projects

     phased over several fiscal years? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  What are some alternative methods

     of accomplishing projects?  Discuss use

     of SABER, Toolbox, etc. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

8.  Understand how facility projects by contract

are managed.  Discuss the following to the 

satisfaction of your trainer/preceptor.

     a.  Which facility projects are under

     contract?  Under which EEICs are they

     purchased?  Why and when are they used? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  What limits constrain the BCE's ability

     to perform minor construction in-house?

     What constrains the BCE’s ability to design 

     as many facilities projects by contract as

     the facility may desire? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *c.  How does the administrator's ability to

     obtain project funds affect BCE willingness

     to design facility projects?  What interfaces

     must occur between base and MAJCOM 

     medical and engineering staffs to ensure 

     the whole process works?  What milestones

     are important for a planned project to be 

     awarded in the current fiscal year? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *d.  Is there a formal annual process to

     identify needed projects at your facility

     and program them for future years?  If yes,

     how does it work?   If no, provide

     recommendations to your preceptor on how

     would you establish one. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Review the Facility Master Plan and

     compare its contents to the requirements 

     listed in AF Directives.  Is it comprehensive?

     (i.e. Does it address Medical Functional 

     Space Utilization and Equipment Installation,

     Engineering, (electrical, mechanical, and

     structural), Professional Environment

     (appearance), Life Safety Code (NFPA, NEC,

     JCAHO, AFOSH, CAP, HHS Life Safety 

     Survey, etc.?)  Is the Facility Master Plan

     prepared and organized IAW 41-201? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Review MTF procedures for requesting 

     additional space or changes to existing space.

     How does FM handle these requests?  Attend

     at least once the MTF facilities utilization

     board.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     g.  Attend Base Facilities Board meeting. 

______________

______________

______________

    
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *h.  Review the Toolbox Manual and facility

     maintenance and repair contracts available

     through the VA Special Services Contracting

     Office at AFMLO.  Understand what the 

     contracts are and how they can be used.  Are 

     there any projects which could be accomplished 

     using these sources? Discuss these candidates 

     with the facility manager,  your preceptor, and the

     programmer at BCE.  Prepare a brief for the

     next facility utilization committee meeting

     presenting your findings on any project(s)

     you believe are candidates.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

9.  Understand the military construction

program.  Discuss the following points to the 

satisfaction of your trainer/preceptor:

     a.  When does construction qualify

     as MILCON? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  What is ECIP?  How does the Air Force

     prioritize ECIP projects? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Who originates a MILCON?  How is it

     funded?  How long does it typically take

     from identification to completion of a 

     MILCON?  What are the major milestones 

     from identification to completion? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  What is the function and role of the

     regional Health Facilities Office (HFO)? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  When should you seek HFO support?

     Review the MTF’s most recent Facility

     Assessment Study from the regional HFO. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

10.  Review the chapter on Environment of Care

(EC) in the current Comprehensive Accreditation 

Manual for Hospitals (CAMH) of the Joint 

Commission on Accreditation of Healthcare 

Organizations (JCAHO).   Scan other chapters 

of the CAMH for facility management related 

requirements.  

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

      a.  Discuss with trainer the JCAHO 

      accreditation process and the importance of 

      EC compliance. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *b.  Review the MTF’s Environment of Care

       Plans to determine whether they address

       all the items required by JCAHO.  Report

       any deficiencies to your preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

    *c.  Using the CAMH, list the operations,

       maintenance, and construction requirements

       that are the facility manager’s responsibility 

       for ensuring compliance. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *d.  For each CAMH requirement, identify

     applicable Air Force instructions and

     systems which pertain.  For example, how

     are preventive maintenance requirements

     documented in BCEs recurring maintenance

     program?  What is the role of MAS sheets? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *e.  Are there any CAMH requirements for 

     which the facility manager is responsible 

     that are not addressed in Air Force policy?  

     If so, are they addressed in medical group 

     instructions?  For example, is there a 

     documented continuing education program

     for civil engineering personnel who work in

     the facility?  Is there a plan addressing 

     extended utility outages? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *f.  If you find one or more areas not

     adequately addressed by Medical Group

     Operating Instructions, select one, and with the 

     approval and guidance of your preceptor 

     and administrator, prepare and coordinate

     a suitable medical group instruction. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

11.  Review responsibilities of Medical Facility

Management for communication systems (refer

to AFI 41-201). 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

      a.  How does your MTF process requests to 

      Base Communications for changes in or 

      repair of the MTF communication systems. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

      b.  Visit Base Communications. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

B.  Fire Protection __________________

                                       (Trainer)

1.  Discuss with your trainer/preceptor the

requirements (frequency, shifts, documentation,

etc.) for fire drills, fire protection training, and 

fire safety inspection in the Air Force. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Under the facility manager's supervision, 

accomplish each of the following tasks to 

your preceptor's satisfaction:

   *a.  Prepare a fire inspection checklist

     referring to applicable Air Force

     instructions, JCAHO standards, and 

     National Fire Codes.  Conduct and 

     document an inspection of the facility

     using  your checklist. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

   *b.  Prepare plans for a complete and

     realistic quarterly fire drill.  Obtain

     approval of your plan from the

     administrator.  Organize, execute, 

     critique and document your fire drill. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Review the MTF’s Statement of Conditions

(SOC)  and Plan for Improvement (PFI).  

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Review NFPA 101,concentrating mostly on 

those areas applying specifically to your facility.  

Prepare and deliver to your preceptor's satisfaction 

a ten-minute briefing on major provisions and 

applicability to your facility.  Discuss any 

Life Safety Code projects completed at your 

facility during the past five years or projected 

for the future. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Explain to your trainer/preceptor how the

facility controls elevators during a fire. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

6.  Discuss with your trainer/preceptor

major areas in medical group buildings where

flammable materials are stored and what fire 

protection instructions/codes apply.


______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*7.  Write a short (3 pages maximum) back-

ground paper on the fire safety equivalency

system and how JCAHO administers it.  Discuss

any equivalencies in effect at your facility. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

8.  How do plans at your facility call for the staff

to respond during a fire?  Will these plans work

with the number of personnel available on the

night duty staff?  (Consider inpatient movement

requirements).   If not, what changes should be

made?  Discuss with your trainer/preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

C.  Safety. ________________

                      (Trainer)

*1.  Outline the categories (classes) of accidents

(mishaps) and the types of reporting and

investigation required for each. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*2.  Investigate and document two mishaps. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Describe to your trainer/preceptor the 

system for assigning risk assessment codes 

(RAC).  What are they used for? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  What is the purpose of the abatement log? 

Who maintains it?  Discuss with your 

trainer/preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Explain to your preceptor Air Force

requirements for conducting safety inspections.

What is the role and responsibility of 

functional safety supervisors? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*6.  Prepare a safety inspection checklist 

using AFI 91-202, AFI 91-204, AFI 91-301, 

and other applicable safety instructions, codes,

or standards.  Conduct and document a facility 

safety inspection. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

7.  With your trainer/preceptor, discuss the

functions of the Environment of Care (or Safety) 

Committee as prescribed in current directives, 

including the CAMH.  Attend at least two meetings.

Present five of your own ideas for improving the 

effectiveness of the meeting. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

8.  Review JCAHO’s Patient Safety program and

identify how it differs from the requirements for

a Facility Safety program under EOC standards. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

9.  Attend at least one base safety meeting. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

10.  Discuss the following issues with your 

trainer/preceptor:

     a.  What is Risk Management? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  What is Quality Improvement/Assurance? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  What is the relationship of the safety

     program to risk management, and quality 

     improvement?  How is this relationship 

     expressed through the medical group's

     committee structure? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*11.  Write a short background paper on the

hazards and related protective measures

associated with either Ethylene Oxide or

chronic exposure to waste anesthetic gases. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*12.  Does your facility have a formal systematic

program for collecting, evaluating, and 

documenting action on hazards reported with 

clinical devices through FDA Recalls, Health

Health Devices Alerts, AFMLL articles, etc.? 

If yes, explain this system.  If no, design and

recommend a formal system in a proposed

medical group instruction. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*13.  List all of the NFPA Codes and Standards 

 that apply to medical facilities and summarize

 the pertinent subject matter of each in one

 concise paragraph per publication.  Note:  

 NFPA 99 is considered as a compendium of 

 standards, not a single standard. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

D.  Security and Resource Protection. __________________


                   (Trainer)

1.  With your trainer/preceptor, discuss the

requirements for marking property to deter theft.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*2.  Outline the principles of an effective key

control program.  Submit written 

recommendations to your trainer/preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Where does the Air Force require intrusion

detection systems (IDS) in its medical facilities? 

Where are duress alarms required?  Review the

security alarm system at your facility and discuss

with your trainer/preceptor.



______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  With your trainer/preceptor, discuss the role 

of the Security Police in medical group security. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  How does your facility check for secure

entrances and vehicles at night? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

6.  With your trainer/preceptor, discuss

medical group contingency plans for bomb

threats and hostage taking. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

7.  Conduct a spot-check of security during the

evening.  Discuss your findings with your

trainer/preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

8.  Review the last annual Resource Protection

Inspection Report.  Were all  recommendations

implemented? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

E.  Waste Management ____________________


(Trainer)

1.  Review the regulated medical waste plan

for your facility. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Does your facility dispose of the regulated

medical waste on-site or off-site by a contractor?

If on-site, discuss with the housekeeping 

manager how they ensure compliance with the

regulated medical waste and infection control

instructions.  If off-site, review the contract and 

determine the disposal responsibilities of  both 

the MTF and contractor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

F  DMLSS-FM ___________________

                                   (Trainer)

1.  Under the facility manager’s supervision,

enter a work request. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Print out a report, using Ad Hoc, of all 

open work requests. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3. Under the facility manager’s supervision,

enter a project into the project management 

module.  Print out an AF Form 332 or DD

Form 1391, whichever is appropriate, for 

the project you entered.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

G.  Hospital Aseptic Management System (HAMS) _____________________


                                           (Trainer)

1.  Review the MTF HAMS contract with the

facility manager.  What does it cover?  What

is his/her role in monitoring the contract? 

What is the contractor’s responsibility? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Visit with the Executive Housekeeper and 

discuss the management of the HAMS contract

from their perspective. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

H.  Linen Control ____________________

                                      (Trainer)

1.  Review the procedures for accomplishing 

the following functions:

     a.  Maintaining accurate linen records. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     b.  Determining linen levels for using 

     activities. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     c.  Linen exchange management, handling 

     clean and dirty linens, and worker protection.
______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     d.  Disposal of unserviceable linens. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     e.  Contracting for cleaning of linen 

     and uniforms. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     f.  Responsibility of the Infection Control 

     Committee.  Is the linen control officer a 

     member of the Infection Control Committee? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Perform the following functions to the

acceptance of the trainer:

     a.  Verify the accuracy of the records

     kept on three items within Linen Control

     and three items kept in the Using Activity. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *b.  Outline the current method of exchanging 

      clean and dirty linens. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *c.  Evaluate the current method for disposal

     of unserviceable linens.  Provide a written

     report to your preceptor, including 

     recommendations for improvement, if required.____________

______________

______________

     
   (Trainer/Date)

(Intern/Date)

(Preceptor/Date)

     *d.  If the linen function in your facility is 

     performed by a Hospital Aseptic Management 

     System (HAMS) Contractor, review existing 

     procedures to determine if they are being 

     performed as stated in the contract.  Provide

     written feedback to your preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Attend one meeting of the Infection Control

Committee.  What is the role of Medical 

Logistics in this meeting? 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Review the Infection Control Committee

minutes.  Determine if linen control has a copy

and is complying with any recommendations.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Discuss Linen Control functions with your

trainer and preceptor. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*I.  Internal Environmental Audit ____________________

_______________________

 
           (Trainer/Date)


        (Preceptor/Date)

Conduct an internal environmental audit based on the Environmental Self-Assessment checklist dated Feb 2000 posted on the AFMLO website at https://afml.ft-detrick.af.mil/afmlo/facilities/haz_materials/EnvironmentalSelf-Assessment.pdf.  

IV.  MEDICAL CONTRACTING
Introduction:  Medical Contracting is functionally organized under the Procurement Services Branch Staff of the Air Force Medical Logistics Office, Fort Detrick, MD.  This section is responsible for technical policy development, acquisition planning and oversight of USAF/SG central contracting initiatives.    Medical Contracting has the following primary goals:  to provide responsive support to the Air Force Medical Service for all Surgeon General contracting initiatives, to develop innovative approaches required in our dynamic health care delivery system, and to ensure the Surgeon General receives optimum services for dollars spent.

Objectives:  This part of the internship has the following objectives:

-- 
Since medical contracting is rapidly expanding, and you are certain to become more and more involved in medical contracting issues, you should become familiar with the written directives governing contracting activities.  

-- 
You should be aware of the proper procedures required to adapt a performance work statement to your local requirements.  You will be given hands-on experience working with statements of work.  

-- 
You must have an in-depth knowledge of the duties and responsibilities of Quality Assurance (QA) personnel, and you will be exposed to a great deal of information in this area.  

-- 
You must have an in-depth knowledge of the duties and responsibilities of a Contracting Officer’s Representative (COR), and you will be exposed to a large amount of information on this subject.  

-- 
You will be given guidance in working with the base contracting office throughout each phase of the contracting process.  

-- 
You will be shown how to best work with your administrator and professional staff regarding contracting matters.
A.  Contracting Tour  _________________________


(Trainer)

1.  With assistance from your preceptor and

base contracting personnel, obtain a 

comprehensive tour and briefing of base

contracting to include all areas directly

supporting the medical mission. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Visit the Solicitation and  Awards Section

of  base contracting to observe this phase of the

contract processing.  (This would be ideal if the 

MTF is in the process of starting a contract.) 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

B.  Medical Contracting __________________________


  (Trainer)

1.  Discuss with trainer the various procurement

options available for medical equipment, 

supplies, minor construction, and services (to 

include Base Contracting, VASS, DSCP, etc.) 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Review current guidance on development

and use of Performance Work Statements for

Performance-base Service Contracts. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  The intern will be given a briefing on

Quality Assurance (QA) in contracting 

and will be shown the role of QA personnel 

after contract award. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  The intern will be given a briefing on the 

function of the Contracting Officer’s 

Representative (COR) and will be shown the 

role of the COR after contract award. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Review all contracts in effect or in progress 

in your facility.  Your preceptor will explain

the entire contracting process from inception to

contract award and after. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

6.  Discuss with your trainer/preceptor, the

difference between a personal services contract

and a non-personal services contract. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

C.  Training _______________________________

                                        (Trainer)

1.  Attend GPC card training course at your

local contracting office. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  For more information, please check the 

Web at:  http://www.dau.mil/

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

V.  VEHICLE CONTROL
Introduction:  Vehicle control involves monitoring assigned vehicles and making sure they are properly maintained and operated.  Vehicles are a resource that must be used efficiently and economically, but at the same time, they exist to provide a service.  The vehicle user is primarily responsible for the operation, conservation, and condition of vehicles used.  Vehicle management takes on an even more important role when those vehicles are used for medical emergencies and aircraft accidents.  The day-to-day condition of an ambulance could possibly mean the difference between life and death, so the management of these critical vehicles becomes a very important task.  Each organization with permanently assigned vehicles must appoint a Vehicle Control Officer (VCO).  This individual is usually the Medical Logistics Flight Commander.

Objectives:  This part of the internship should help you, through independent reading and completion of certain tasks, become familiar with procedures that govern the Vehicle Management Program.

A.  Administration ___________________________


(Trainer)               

1. Visit Base Transportation. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

2.  Review the vehicle authorization process. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

3.  Review automated maintenance reports. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

4.  Validate monthly vehicle charges. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

5.  Review the vehicle control notebook for 

out-of-date documents and valid references. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*6.  Review the Medical Group vehicle control

operating instruction to ensure it covers operation, 

management, and security of MTF vehicles.  If the 

existing instruction requires revision, accomplish

a proposed revision and coordinate with your 

preceptor and administrator.

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

B.  Evaluation ________________________________


(Trainer)

*1.  Inspect all vehicles and document 

discrepancies, as required. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

*2.  Provide a written report to your preceptor

on the vehicle control program effectiveness 

and potential areas for improvement. 

______________

______________

______________

     
(Trainer/Date)

(Intern/Date)

(Preceptor/Date)

Attachment 1:  REFERENCES
AFPD 23-3, Air Force Energy Management
AFMAN 23-110, Vol 5, Air Force Medical Materiel Management System - General
AFI 23-111, Management of Government Property in the Possession of the Air Force
AFJMAN 23-227(I), Storage and Handling of Liquefied and Gaseous Compressed Gases and Their Full and Empty Cylinders
AFIM 24-204(I), Preparing Hazardous Materials for Military Air Shipments
AFI 24-301, Vehicle Operations
AFI 25-201, Support Agreements Procedures
AFI 32-1021, Planning and Programming of Facility Construction Projects
AFI 32-1032, Planning and Programming Appropriated Funded Maintenance, Repair and Construction Projects
AFI 32-7042, Solid and Hazardous Waste Compliance
AFPAM 32-7043, Hazardous Waste Management Guide

AFI 33-322, Records Management Program

AFMAN 33-326, Preparing Official Communications

AFH 33-337, The Tongue and Quill

AFI 36-2201, Developing, Managing and Conducting Training

AFI 36-2403, Officer and Enlisted Evaluation Systems

AFPAM 36-2618, The Enlisted Force Structure

AFI 36-2805, Special Trophies and Awards

AFI 37-138, Records Disposition—Procedures and Policies

AFI 41-106, Medical Readiness Planning and Training

AFI 41- 120, Medical Resource Operations

AFI 41-201, Managing Clinical Engineering Programs

AFI 41-202(I), Introduction Requirements Determination and Publication of New Standardized Medical Items into the Department of Defense 

AFI 41-203, Electrical Safety in Medical Treatment Facilities

AFJI 41-205(I), Property Management During Patient Evacuation

AFI 41-206(I), Review Procedures for High Cost Medical Equipment

AFI 41-209, Medical Logistics Support

AFI 41-214, Air Force Medical Logistics Letter (AFMLL)

AFCSM 41-230, Medical Logistics System (MEDLOG):  I008/AJ Users Manual

AFI 65-201, Air Force Internal Controls

AFI 65-601, Vol I, Budget Guidance and Procedures

AFI 91-202, The US Air Force Mishap Prevention Program

AFR 91-301, Air Force Occupation Safety, Fire Prevention and Health (AFOSH) Program

AFDD-100, Air Force Doctrine Document
MTF, Base and MAJCOM Instructions and Supplements

Commander’s WRM Enabling Guide

https://afml.ft-detrick.af.mil/afmlo/product/lib/wrm_management_guide/WRM_Enabling_Guide.doc
Current Health Services Inspection Guide and latest MTF report

Getting Started in Medical Logistics

https://afml.ft-detrick.af.mil/afmlo/policy/getstart.htm
Joint Commission on Accreditation of Healthcare Organizations Comprehensive Accreditation Manual for Hospitals (CAMH)

Joint Commission on Accreditation of Healthcare Organizations Comprehensive Accreditation Manual for Ambulatory Care (CAMAC)

Health Devices Journal

Prime Vendor Desk Reference (AF and DSCP)

Attachment 2:  USING MEDLOG
All Medical Logistics intern training facilities are using the DMLSS system.  As a result, certain portions of the internship training guide are specific to DMLSS users (Sections C, E, and N).  However, your follow-on assignment may be to a location still using MEDLOG.  This attachment lists the MEDLOG-equivalent tasks that you may find useful when getting to your base of assignment.  Completion of the MEDLOG tasks below are not required as part of your internship program.  

Section C.  Acquisitions and Prime Vendor 

Perform the following tasks:


1.  Identify the information required for establishing the Master Record on a standard supply item.

2.  Establish the Master Record on a standard item in MEDLOG.

3.  Process issue requests to include SGI, EMI, NRI, PII and MSI transactions. 


4.  Process requirements generated exclusive from the requirements list using the ESD/PRD/ERD transaction. 

5.  Process requests for contracts (rentals, services, delivery orders, BPAs).
 

6.  Order items using credits on a credit memo account, either PV or other.


7.  File support documents and trace back transactions to the appropriate files from the transaction register and document register (use Inquiry Programs in MEDLOG and monthly TR). 

Section E.  Storage and Distribution 
Perform the following tasks:

1.  Process receipts from multiple sources, including PV.  Process various types of receipts, including RRD, RND, UIZ, SPZ, and  BRI.


2.  Evaluate use of RF MEDLOG.

3.  Review procedures for shopping guide and DD Form 1348-6 issues.

4.  Process customer turn-ins both for credit and without credit. 
     

5.  Process transactions requesting, reporting, and canceling excess. 

6.  Process a Daily Document Register and coordinate reconciliation. 


7.  Perform research of Monthly TRs. 


8.  Correct items on a Status Edit List (Part I & II) and the Mass Receipt Edit List. 


Section N.  Management Reports

Prepare a table listing the following reports, their frequency, functions, activities to receive copies and the due dates.  

1.  Medical Materiel Management Report

2.  Daily Balance Register

3.  Special Purpose Stock Status Report

4.  Due-In/Due-Out Suspense List


5.  Due-In/Due-Out Reconciliation


6.  Requisition Trouble List (Parts I, II, & III) 

7.  WRM Stock Status Work List

8.  Report of Local Purchase

9.  Medical Materiel Requirements List

10.  Report of Medical and Nonmedical In-Use Equipment

11.  Base Inventory Adjustment Document

12.  Base Medical Inventory Management Report

13.  BMSO/BAFO Financial Reconciliation

14.  MEMO/BAFO Financial Reconciliation

15.  Nonrotatable Dated Item List (Parts I & II) 

16.  Three-Year Equipment Budget Requirements List


17.  Custodial Actions List

18. Medical Transaction Register


19. Controlled Item Transaction Register

20.  Dated Item Record Reconciliation List

21.  Stock Status Report

22.  WRM Medical Stock Status Report

23.  Prime Substitute Deletion List

24.  Quality Assurance Inspection List

25.  Using Activity Back Order Report

26.  MEMS Statistical Report


27.  Spare Part Consumption Report

28.  Procurement Funds Summary Report (PFSR)

29.  Project Fund Management Record (PFMR) List  

 Attachment 3:  TRAINING EVALUATION
FROM (DATE) _______________
       
TO (DATE)_________________

1.  Location of Training:

2.  Permanent Duty Assignment after Training:

3.  Rate your level of satisfaction with the training provided in the following areas.  Please provide comments at the end of the survey for areas rated less than satisfactory.



    Very                                                                   Very

                                                  

Dissatisfied     Dissatisfied   Neutral   Satisfied   Satisfied
Overall Training Program 
 
        1                      2               3              4                5

Your Preceptor

        1                      2               3              4                5

Program Manager at SGML

        1                      2               3              4                5

This Internship Training Guide

        1                      2               3              4                5



                  Specific Training Areas

I.  Medical Materiel
A.  Orientation

        1                      2               3              4                5

B.  Administration

        1                      2               3              4                5

C.  Acquisitions & Prime Vendor
    
        1                      2               3              4                5

D.  Forward Logistics

             1                      2               3              4                5

E.  Storage and Distribution

             1                      2               3              4                5

F.  Nonmedical Supply

        1                      2               3              4                5

G.  War Reserve Materiel

        1                      2               3              4                5

H.  Health Services Inspection

        1                      2               3              4                5

I.  Visit with Customers

        1                      2               3              4                5

J.  Account Administration

        1                      2               3              4                5

K.  Meetings

        1                      2               3              4                5

L.  Visit to Base Agencies

        1                      2               3              4                5

M.  AFMLO Orientation

        1                      2               3              4                5

N.  Management Reports

        1                      2               3              4                5

O.  MEDLOG/DMLSS Operations

        1                      2               3              4                5

P.  Management Overview

        1                      2               3              4                5

II.  Biomedical Equipment    

A.  Biomedical Equipment Repair
   
        1                      2               3              4                5

B.  MEMO

        1                      2               3              4                5

III.  Medical Facility Management
A.  Maintenance, Repair, & Military Construction
        1                      2               3              4                5

B.  Fire Protection

        1                      2               3              4                5

C.  Safety

        1                      2               3              4                5

D.  Security and Resource Protection
        1                      2               3              4                5

E.  Waste Management

        1                      2               3              4                5

F.  DMLSS-FM

        1                      2               3              4                5

G.  Hospital Aseptic Management System
        1                      2               3              4                5

H.  Linen Control

        1                      2               3              4                5

I.  Internal Environmental Control
     
        1                      2               3              4                5



    Very                                                                   Very

                                                  

Dissatisfied     Dissatisfied   Neutral   Satisfied   Satisfied
IV.  Medical Contracting
A.  Contracting Tour

        1                      2               3              4                5

B.  Services Contracts

        1                      2               3              4                5

C.  Training

        1                      2               3              4                5

V.  Vehicle Control Program
A.  Administration

        1                      2               3              4                5

B.  Evaluation

        1                      2               3              4                5

4.  Comment on the length of the internship and individual sections you felt were too long or too short.

5.  What did you like most about the training program?

6.  What did you like least about the training program?

7.  What problems did you encounter during your training?

8.  What would you change to improve the training program?

9.  Please make any comments you wish about the training program, explain any rating of less than satisfactory if not already covered above (continue on another sheet of paper, if required).

_____________________________________   
_______________________________________

 Intern Name
                            
Intern Signature                                       

Medical Logistics
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