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Integrated Support Command Portsmouth Instruction 16478.3A
Subj:  HAZARDOUS MATERIALS MANAGEMENT
1.
PURPOSE.  This instruction describes the operation of the Hazardous Materials (HAZMAT) Distribution Center and establishes policy for procurement of HAZMAT aboard Integrated Support command (ISC) Portsmouth.
2. ACTION.  This instruction applies to all personnel assigned or attached to the ISC Portsmouth, tenant commands, visiting vessels and contractors performing work on the ISC.

a. Commanding Officers/Officers-in-Charge of tenant commands or visiting vessels and ISC Division Officers shall ensure all personnel in their organization are aware of and comply with this instruction.

b. The Facilities Engineering Officer (FEO) shall manage overall procurement and distribution of HAZMAT.
c. The Chief, Environmental Branch, Facilities Engineering Division, shall manage the HAZMAT Distribution Center under the general direction of the Facilities Engineer in accordance with this instruction.  He shall ensure that HAZMAT operations are aligned with Pollution Prevention (P2) initiatives and hazardous waste operations aboard ISC Portsmouth.
d. The HAZMAT Distribution Center shall operate under the guidance of this instruction. 

3. DIRECTIVES AFFECTED.  INTSUPRTCOM PORTSVA INST 16478.3 is cancelled.

4. DISCUSSION.  The management of hazardous materials and their associated by-products has become an increasing burden at every Coast Guard facility.  Hazardous Material is defined as any product that poses a physical, environmental, or health hazard.  Hazardous waste, on the other hand, is unused or left over by-product of a hazardous material.  Compliance with increasingly complicated and stringent environmental regulations requires an aggressive approach to HAZMAT management.  Research has shown that a properly executed hazardous materials management program can not only reduce hazardous waste generated but also improve availability of materials.  The first goal of the HAZMAT Distribution Center is to provide the materials necessary to support  ISC’s divisions and tenant commands in the safe and efficient execution of their mission while ensuring compliance with various environmental and safety regulations.  Source reduction is one of the best ways to eliminate pollution, so another goal is to stock only those hazardous materials necessary as well as offer environmentally friendlier alternatives.
5. POLICY.  The following guidance and procedures will be used to manage procurement and distribution of hazardous materials at ISC Portsmouth:

a.
The HAZMAT Distribution Center shall be the centralized stocking and distribution control point for all hazardous materials (except compressed gases, office and medical supplies and cleaning materials) at ISC Portsmouth.

b.
The HAZMAT Distribution Center Manager through the ISC Comptroller Division shall order all hazardous material.  Comptroller Division shall only execute HAZMAT purchase requests after certified by the Environmental Branch Chief or HAZMAT Distribution Center Supervisor.  All hazardous material received by the Comptroller shall be forwarded to the HAZMAT Distribution Center for stocking and distribution.  Of course, when away from homeport, the unit may elect to purchase or requisition materials from an external source.

c.
The HAZMAT Distribution Center Manager is responsible for the safe handling, security and accountability of the materials.  Additionally, he is responsible for ensuring that there is an ample supply of the frequently used materials, and that a Material Safety Data Sheet (MSDS) is on file for each material processed through the center.

d.
The Authorized Chemical Use List (ACUL) is a key component of the hazardous materials management program.  Each command will create an ACUL that lists those chemicals approved for use by the unit's Commanding Officer.  It shall not contain chemicals that are prohibited by the Coast Guard and shall be updated annually with a copy provided to the HAZMAT Distribution Center by 1 April of each year.  Changes may be made to the ACUL at any time by memo from the unit Commanding Officer. Only materials listed on the unit's ACUL will be issued.  Commands may authorize a "one time emergency" requisition of an item not on their ACUL via memorandum. 
e.
Only authorized requisitioners, persons designated in writing (memorandum) by their command, may order or sign for HAZMAT.  Generally, unit or division Pollution Prevention Coordinators (PPC’s) also wear the hat of authorized requisitioner.  To preserve the integrity of control, no more than 3 people per division/command may serve in this capacity. 
f.
To avoid waiting while an order is processed, the requisition should be submitted at least four hours prior to the desired pick up time.  Hardcopy request forms must be signed and dated by an authorized requisitioner.  Forms sent via e-mail must be sent from an authorized requisitioner.  Hardcopy request forms are available at the HAZMAT Distribution Center and electronic request forms will be e-mailed upon request.  Telephone orders will not be accepted except under unusual circumstances.  Requisitions for unusually large orders (before a deployment or for special projects) shall be submitted 14 days in advance of the desired pick up date.
g.
The HAZMAT Distribution Center shall stock most items listed on the ACULs, and will normally be able to procure and deliver infrequently used materials within five working days of the request.  The small size of the HAZMAT Distribution Center building does not allow us to stock the entire ACUL for each unit.

h.
The HAZMAT Distribution Center's operating hours are Monday - Friday 0730-1600.  A requisition that occurs after normal operating hours or during the weekend or a  holiday will have to wait until the next business day. 

i.
Tenant commands are expected to maintain a local inventory of hazardous materials that does not exceed a 7-day supply.  Of course, additional stock is allowed for deployments and special projects.  
j.
The HAZMAT Distribution Center will issue an official receipt for all processed requisitions.  The HAZMAT Distribution Center Manager will provide monthly hazardous materials usage reports to each tenant command, and is available to discuss discrepancies between the center's and unit's records.

k.
At the end of each month a report of all HAZMAT issues will be submitted to the ISC Comptroller Division.  Comptroller will forward an end-of-the month report for all ISC units and tenant commands to the CG Finance Center.  This is necessary to ensure that the ISC is reimbursed for funds used to stock the HAZMAT Distribution Center and provide time to properly credit the HAZMAT account.
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