Training Standard Operating Procedure (TSOP)

Real Estate Leasing Seminar Training

1. PURPOSE. The purpose of this TSOP is to provide planning guidance to initiate and execute training for Real Estate Leasing through the Atlantic Division, Naval Facilities Engineering Command, located at Norfolk, VA.

2. SITUATION. EFALANT personnel assigned to the Contingency Engineering Unit (CEU) are generally tasked to acquire real estate for mission support in a contingency environment.  Despite the need to expedite support elements and issues during a contingency, all rules and regulations pertaining to the acquisition of real estate and the commitment of Government funds must be observed.  Therefore, specific training geared to the acquisition of real estate and the administration of real estate leases will be planned and executed to increase the skills and readiness of CEU personnel and ensure that only trained personnel are involved with the acquisition of real estate and the subsequent leases.  The Atlantic Division, Naval Facilities Engineering Command (LANTDIV) provides real estate leasing training for Reservists through the Real Estate Department within LANTDIV.

3. MISSION.  All CEU personnel who require completion of the course in their Individual Training Plan (ITP), will be assigned to attend the Real Estate Acquisition & Leasing Seminar in their first year of assignment to CEU.  The REA&L course will be coordinated and planned by the CEU Training Officer.  The course will normally be held in the 2nd Quarter of the fiscal year, preferably coinciding with the core drill weekend at EFALANT HQ, Norfolk, VA.  Once assigned, EFALANT personnel execute training as per the below procedures.

4. EXECUTION.  

a. At the beginning of the fiscal year, the CEU Training Officer will review the CEU ITP to identify the CEU personnel requiring the REA&L Seminar.

b. The course requires approximately 20 personnel to schedule the course.  Normally, other EFALANT personnel will be assigned to the course in order to meet the required number of students.  CEU candidates will have priority for the course.  The CEU Training Officer will then coordinate with the other Unit Training Officers to fill the class.  

c. Once the slate of candidates is selected, the CEU Training Officer will coordinate orders funding (IDTT, ADT or AT) with the DCOS for Administration and Manpower.  

d. The CEU Training Officer will contact the Real Estate Department, LANTDIV, to coordinate the class dates, instructors and agenda. 

e. The CEU Training Officer will contact the EFALANT Active Duty Liaison Officer to coordinate a suitable training site.  The site should be located in the Norfolk Naval Base vicinity, capable of seating all students at desks or conference tables and be convenient to messing facilities or civilian restaurants.

f. Upon confirmation of the course dates and training site, the CEU Training Officer will prepare a 5-paragraph Training Order for the course.  The Order will cover all critical elements of information that the candidates will need to know in order to properly execute their orders.  A sample Training Order for this course is shown in enclosure (1).  

g. Once the Order is ready, the CEU Training Officer will forward the Order to the EFALANT Readiness and Training Officer (RTO) for review.  After review, the RTO will issue the Order to the unit XO’s for further dissemination to the course candidates.  The Order will be copied to all Unit Training Officers, Unit CO’s, the DCOS for Administration and Manpower, the DCOS for Readiness and Training and the Real Estate Department, LANTDIV.

h. The Order will include instructions that the candidates will be assigned to the course unless there is a legitimate conflict with the candidate’s schedule (i.e., AT, work or school) or other operational commitments 

i. The Order will need to be issued no later than 45 days before the class convening date.

j. Upon receipt, candidates will prepare and submit orders applications as directed in the Order.  Orders applications must be submitted no later than 30 days before the class convening date.

5. ADMINISTRATION AND LOGISTICS.

a. The DCOS for Administration and Manpower will control funding of travel orders utilizing EFALANT-budgeted IDTT funds or ADT man-days, unless otherwise directed.

b. Individual personnel are responsible to ensure their orders applications are properly prepared and submitted.  Individual personnel must also follow-up on their orders processing to allow for proper planning, or reactive corrections, prior to the deployment date.

c. Berthing/messing may be available in the Norfolk Naval Base area.  Personnel will need a CNA in order to obtain off-base berthing and messing.

d. If EFALANT personnel attend the REA&L Seminar a group, the senior member will assume the duties as OIC.  The OIC will be responsible for ensuring group attendance, routine discipline and course completion.

e. The OIC will report to the CEU Training Officer, copy to the EFALANT Readiness Officer, on the completion of the class and those personnel who completed, or failed to complete, the training.  This report must be made within 15 days of the end of the training.

f. If a member cannot execute or complete the training course, for any reason, they must notify their chain-of-command, the EFALANT course OIC (if cancellation is necessary once the course has started) and the Unit Training Officer.

6. COMMUNICATIONS AND CONTROL.

a. Communications for routine planning purposes will be primarily by written memoranda or e-mail.  Time-sensitive (<48 hour response required) communications should be by telephone.

b. Upon reporting, students will be subject to the rules, regulations and procedures of LANTDIV.  ADCON will remain with EFALANT.
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7 FEB 01
EFALANT TRAINING ORDER MM-YY

TIME ZONE:  Use LOCAL TIME for operations.

TASK ORGANIZATION:

(a) EFA LANT

(b) CEU LANT

(c) EEU LANT

(d) OICC LANT

1. SITUATION. Real Estate Leasing and Management is a fundamental aspect of the mission of EFALANT and her subordinate units.  Since this ability is essential, a training course has been devised by Engineering Field Division, Atlantic, to provide EFALANT personnel with the basic knowledge and skills necessary to effectively procure and administer real estate in a contingency environment. 

2. MISSION.  EFALANT will sponsor a Real Estate Administration and Leasing course along with a Real Estate Contingency Leasing Brief during the MMM FYXY Core Drill period.  

3. EXECUTION.


a. Concept of Operation.  The following will be performed:



(1) The Readiness/Training Department of EFALANT will establish a student candidate list for the Real Estate Administration and Leasing course.  



(2) The Readiness/Training Department of EFALANT will coordinate the Real Estate Administration and Leasing course with the Real Estate Department of EFDLANT for instructors and course materials.



(3) The Readiness/Training Department will coordinate with the DCOS Administration and Manpower for candidate orders.


b. Commander’s Intent.



(1) This is a Training Order.  Its purpose is to provide direction and guidance to all EFALANT units and personnel to fully coordinate and execute the identified training. 



(2) Candidates for the courses are expected to execute their assigned orders and strive to accumulate an excellent working knowledge of the course material.  The goal of this training is to be able to provide the candidates with the knowledge necessary to meet their mission in a contingency.  


c. Coordinating Instructions.



(1) The Real Estate Administration and Leasing course will begin on (Day), (Date), at 0730.  The course will last for two days.  See Annex B for the course schedule and topics.










Enclosure (1)



(2) Candidates for each training course are listed in Annex A.  All candidates are expected to be available for the full length of their identified training.

 

(3) Candidates will immediately alert their chain-of-command and the Training/Readiness Department if they will not be available for either of their assigned training courses.

4.  ADMINISTRATION AND LOGISTICS.

a. Orders.  Orders for candidates will be issued as follows:

(1) For candidates within 50 miles of Norfolk, VA, orders will be ADT or no-cost IDTT.  Members will submit no-cost IDTT orders applications to their respective RESCEN for processing and issue.

(2) For candidates outside 50 miles of Norfolk, VA, orders will be ADT or cost IDTT.  Members will submit cost IDTT orders applications to the COS Administration and Manpower for processing and issue.

(3) If the member is assigned to ADT orders, applications will be submitted directly to the member’s RESCEN. The following statement will need to be made in the remarks section of the application: “CNSRF N7 to assign TCN.  Member will be attending LANTDIV-sponsored Real Estate Leasing and Administration Course and Officer Leadership Course.  Courses are necessary for completion of Individual Training Plan and Unit Readiness requirements.”


b. If ADT orders are requested, the member must maintain communications with their RESCEN as to status of their orders.  If ADT orders are denied, they must immediately contact the COS Administration and Manpower for instructions.  The candidate should still attempt to attend and complete this assigned training.

5.  COMMAND AND COMMUNICATIONS.


a. All communications shall be via telephone, fax or electronic messaging.  Communications should be placed through the chain-of-command unless time constraints require direct contact.  In such cases, the chain-of-command will be copied as to the subject and nature of the communication.
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ANNEX B TO EFALANT TRAINING ORDER MM-YY 
The Real Estate Leasing Administration course is scheduled as follows:

Day 1

0800 -
Welcome and Course Overview

0830 -
Real Estate Products and Services

0900 -
Break

0915 -
Leasing Concepts

0945 -
Leasing Policy

1015 -
Break

1030 -
Real Estate Contracting Warrants

1100 -
Competition in Lease Procurements

1130 -
Lunch

1230 -
Financial Aspects of Leasing

1300 -
Real Estate Appraisals

1330 -
Break

1345 -
Market Surveys

1415 -
Maintenance and Utilities

1445 -
Break

1500 -
Standard Overseas Lease Form

1630 -
End

Day 2

0800 -
Conventional Leasing Procedures

0900 -
Break

0915 -
Lease Administration and Pre-Occupancy Tasks

0945 -
Contracts Records and Files

1000 -
Rental Payments

1015 -
Break

1030 -
Remedying Lessor Non-Performance

1100 -
Alterations to Leased Property

1120 -
Lease Renewals

1140 -
Lease Termination/Restoration

1200 -
Lunch

1300 -
Contingency Leasing Brief

1600 – End

