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SECTION I

GENERAL INFORMATION

1. PURPOSE:  This Standing Operating Procedure (SOP) establishes policies and procedures for Laundry Point customers.

2. SCOPE: This SOP is applicable to all units/activities authorized to utilize the Fort Gordon Laundry Point for dry cleaning and laundry service.

3. RECOMMENDED CHANGES:  Recommended changes to this SOP may be referred the Laundry Specialist at 791-5799 or to the Supervisor at 791-4338. Recommendations may be telephonic or written.

4. REQUEST FOR CLARIFICATION OR DEVIATION: Clarification of policies, procedures or questions regarding this SOP may be directed to the Laundry Specialist at 791-5799.

5. REFERENCE PUBLICATIONS/FORMS:

a. AR 210-130, Laundry and Dry Cleaning Operations

b. DA Form 1687, Notice of Delegation of Authority-Receipt for Supplies

c. DA Form 1974, Laundry List

d. DA Form 3161, Request for Issue and Turn In

6. CUSTOMER SERVICE HOURS: Customer service hours are 0800-1130 and 1200-1500, Monday through Friday.  Exceptions to these hours for the billeting/lodging operation are 0800-1100 hours Monday through Friday.  In the event of a Federal holiday, customer transactions will be conducted the next workday.

7. SUBCONTRACTOR SERVICES: Fort Gordon does not have an operational post laundry.  Laundry and dry cleaning services are contracted with a commercial vendor. The Laundry subcontractor will pick up and deliver laundry on Monday, Wednesday and Friday. 
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SECTION II

PROCEDURES

1. CUSTOMER FORMS REQUIREMENT:  Units/activities utilizing installation laundry/dry cleaning services must have a valid DA Form 1687 on file at the Laundry Point identifying individuals authorized to turn-in and receive organizational laundry and dry cleaning.  Customers must prepare DA Form 1974 in sufficient copies for all items to be dry-cleaned or laundered. The DA Form 1974 is a record for all transactions to include inventory counts and inspections by Laundry Point personnel.    

2.  DRY CLEANING:   Dry cleaning services are provided for draperies, Heraldic items, flags, uniforms for the Ceremonial Detachment, Fort Gordon Band, Chapel Special Details, and ROTC detachments that are satellite activities on Fort Gordon.  Other items may be dry cleaned for specified organizations based on direction from the Contracting Officer.  

a. Authorized customers will prepare DA Form 1974 and call the laundry facility for a control number for each dry cleaning request.  They will also provide the number of pieces to be dry-cleaned.  Simultaneously, Laundry Point personnel will prepare a DA Form 1974 for their suspense file.  A Laundry Point representative will provide a control number and the number of pieces to the subcontractor telephonically.  The customer will turn in dry cleaning to the vendor after receipt of a control number from the Laundry Point.  Customers must provide the subcontractor with two copies of completed DA Form 1974 clearly identifying the control number and item/s and quantity/ies to be cleaned. The subcontractor will only clean items and quantities called in by the laundry.  Any discrepancies must be addressed to the Laundry Specialist.  

b. Dry cleaning Items will be inspected by the subcontractor during turn-in and pickup. Discrepancies will be noted on the DA Form 1974.  Discrepancies found during pick up must be corrected by the subcontractor if not recorded on the DA Form 1974 at the time of turn-in.   If the problem is not corrected, customers must contact the Laundry Specialist for further guidance.   

c. Customers of the Ceremonial Detachment must have a memorandum attached to the DA Form 1974 identifying the authorized customer's name.  When control numbers are required, laundry personnel must verify that the individual is authorized to utilize dry cleaning services.
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3.   BED LINEN FOR AIT STUDENTS: The Laundry Point provides organizational   laundry and linen services for the Medical Company, Marine, Air Force, Navy, Regimental Noncommissioned Officer Academy (RNCOA), and 15th Signal Brigade AIT students at Fort Gordon.  Linen will be furnished to permanent party personnel until personal purchase of linen.  Other units/activities at Fort Gordon may be allowed a 10 percent overage of their strength for Government Furnished Equipment (GFE) when approved by DPW for newly assigned permanent party personnel. This linen will be washed by the user and turned back in to the Laundry Point after purchase of personal linen.

b. AIT students from the Medical Company, Marines, Air Force, Navy, RNCOA and the 15th Signal Brigade companies will be issued rental sheets and pillowcases.  Turn in of soiled sheets will be in bundles of 25 and pillowcases in bundles of 50.  Customers must have the linen count ready upon arrival at the Laundry Point.

c. The GFE mattress pads, mattress covers, and blankets must be inspected for serviceability before turn in.  All GFE items will be counted and inspected at the Laundry Point.  At the discretion of the Laundry Specialist, rental linen will be periodically inspected for serviceability. 

d. Customers must contact the Laundry Point to schedule dates and times for turn-in.  If a unit/activity cannot keep their appointment, they must inform the Laundry Point as soon as possible to reschedule. 

e. The customer will load soiled laundry into laundry hampers in the receiving section during the counting process.   A direct exchange of clean linen will be accomplished after the turn-in.  Units will have two sets of bed linen for each AIT student.

f.   The Laundry Point will furnish pillows if needed.  Since the Laundry Point does not clean pillows, units with old GFE pillows will accomplish their own cleaning.   When these pillows become unserviceable, they will be turned in to the DRMO.  A copy of the turn-in document will be provided to the Laundry Point for issuance of replacement pillows.

4.   GOVERNMENT MEDICAL AND COOK WHITES: The Laundry Point provides laundry services for medical and cook whites that are government owned. Authorized customers include the hospital, Area Dental Laboratory and Fort Gordon Dining Facilities.  Medical or cook whites purchased by individuals must be cleaned at their expense.   DA Form 1687, Delegation of Authority must be on file or a Military I.D. must be shown at the time of turn in and pick up.  Customers are not required to schedule appointments. 
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5.   MISSION-ORIENTED PROTECTION POSTURE (MOPP) SUITS:

Units/activities may turn-in MOPP suits for cleaning. The average turnaround time is five working days.   Customers must make an appointment to turn in and pick up.  A total of 141 MOPP suits can be laundered once a month.

6. 
513TH MI BRIGADE MODULAR SLEEPING BAG SYSTEM (MSBS): Customers must contact the Laundry Point for an appointment prior to turn in and pick up.  Sleeping bags will be laundered as outlined in special laundry washing instructions. Each soiled piece of the MSBS will be jointly inspected by the customer and Laundry Point personnel and counted separately on DA Form 1974.   The MSBS will be turned in and picked up in bulk.  There will not be any individual turn in of MSBS to the Laundry Point.  The MSBS may be turned in weekly in quantities of 75 or less.  When cleaned, MSBS be jointly counted and inspected by the customer and Laundry Point personnel prior to pick up.  

7.   DIRECTORATE RESERVE COMPONENTS (DRC):  The DRC is encouraged to provide advance to the Laundry Point of scheduled arrivals and the period of time they are to be here.

a. Reserve and National Guard units will be issued linen by the DRC.  While at Fort Gordon for training, units must contact the Laundry Point for an appointment to turn in and pick up.  Prior to turn in of soiled linen, it must be inspected and bundled as follows:  sheets in bundles of 25, blankets in bundles of 10, and pillowcases in bundles of 50.  Customers will have the linen count ready upon arrival at the Laundry Point.

b. The unit will clean pillows.  Unserviceable pillows will be turned in to DRMO.  Replacements will be provided by the Laundry Point upon receipt of the DRMO turn in document. 

c. The Laundry Point will issue GFE sheets and pillowcases should additional quantities be needed.  Blankets that are unserviceable and are GFE will be replaced by the Furnishings Management Branch utilizing a DA Form 3161, Request for Issue and Turn In.   Linen will be on a direct exchange for DRC customers.

4

PAGE  

_1141216686.unknown

