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randolph N. Bennett

June 21, 2016 

I would like to take this opportunity to thank the Governor Mapp-Potter administration 
for the submittal of the Executive Budget to this Body.  I would also like to thank the Finance 
Committee Chair, Senator Clifford Graham, for the work and services you have done over the 
years in support of our community.

When	I	addressed	this	Body	 in	my	first	budget	hearing	 for	 the	FY16	budget,	 I	 shared	
a vision for the Department of Property and Procurement that would increase business 
development by helping small businesses in the community to grow and provide them with a 
greater understanding of the governmental contracting and purchasing process. 

It was my goal to build trust within the community and preserve the trust which have 
been placed upon our Department through the laws and statutes of the Virgin Islands Legal 
Codes.   The Department have maintained openness and transparency within the community.  
The vision from that hearing continues to be upheld. 

The Department continues to ensure that every government contract, purchase for 
service, or professional service agreements between the Government of the Virgin Islands (GVI) 
and the private sector are reviewed expeditiously, moved on to the Department of Justice for 
Legal	Sufficiency	Review,	and	executed	by	the	Governor	in	a	professional	and	timely	manner.		

We have met the Governor’s directives to publish our documents on the Department’s 
website and to undertake a reduction in the number of government vehicles, across the board, 
for	all	non-essential	personnel	which	includes	selling	50%	of	those	vehicles	within	the	first	two	
years of this administration.   We have met these goals. 

The	 last	budget	of	FY16	provided	 for	a	financial	plan	 for	 the	Department	of	Property	
and	Procurement	that	totaled	$18,578,857.		This	year’s	FY17	budget	totals	$15,380,200,	which	is	
$3,186,584 appropriated from the General Fund; $2,151,155 from the Business and Commercial 
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Properties	and	Revolving	Fund;	$138,746	from	the	Indirect	Cost	Fund;	$2,080,486	from	the	local	
non-appropriated	funds;	and	$7,616,929	from	the	miscellaneous	appropriation	from	the	Office	
of Management and Budget to cover various insurance policies for all properties under the GVI.  
This	is	a	$3.2	million	dollar	reduction	from	FY16.

PErSONNEL
The Department has personnel an authorization strength of seventy-one (71) personnel 

territory-wide	with	a	total	of	sixty	(60)	employees	currently	filled	with	eleven	(11)	vacancies.		The	
vacancies are outlined within this budget presentation.  Personnel services are recommended at 
$2,860,923	and	fringe	benefits	are	projected	at	$1,131,980.

APPrOPriATiONS
The total recommended appropriation of $7,780,200 consisting of $3,186,584 from the 

General Fund and $4,593,616 in additional funds, will cover costs in the following categories: 
personnel	services	of	$2.8	million;	fringe	benefits	of	$1.1	million;	supplies	of	$2.3	million;	other	
services and charges of   $.6 million; and utilities of $.4 million.  

The	total	General	Fund	recommendation	of	$3,186,584	was	not	reduced	from	the	FY16	
budget	but	it	is	$277,094	less	than	what	was	received	in	FY	2015	budget.	

STruCTurE
The Department of Property and Procurement operates pursuant to Title 3 of the Virgin 

Islands Code Sections 218-221, Title 31 Sections 151-168, Sections 201-205, Sections 231-251, and 
Sections 281-283. 

The	Department	is	made	up	of	the	following	divisions	and	offices:

•	 The	Commissioner’s	Office

•	 Division of Fiscal and Personnel Services

•	 Division of Procurement

•	 Central Stores and Warehousing

•	 Division of Property and Printing

•	 Division of Transportation
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uNFuNdEd miSSiON rEquirEmENTS
The entire Department stands ready to work with all in the Virgin Islands’ Government 

because it has the legal responsibilities to manage, control, dispose of and use government 
real estate, including rental properties of all kinds owned or controlled by Government.  
Additionally, the Department should be funded to provide for the lease of necessary space for 
ALL Departments,	Offices,	Commissions,	Agencies,	and	other	instrumentalities	of	the	Executive,	
Legislative and Judicial branches of the Government of the United States Virgin Islands and 
make	the	payment	of	the	rentals	on	all	such	leased	office	space	out	of	moneys	appropriated	to	
the Department for the purpose of such payments in accordance with 3 V.I.C. § 218.

As	our	Territory	continues	to	recover	from	the	severe	economic	and	financial	impacts	of	
recent years, I must emphasize the need for careful consideration of the Department's Budget 
for 2017, which should be increased by $21 million.  This increase will support $9 million for 
creating a drag racing track on St. Thomas and improve the current track on St. Croix.  The 
requirements	to	find	a	location	was	assigned	to	P&P	from	this	Body	but	the	requirements	to	
fund	that	project	was	never	assigned.		We	cannot	accomplish	much	with	an	unfunded	project.	
P&P and the racing association have spent several hours developing a plan of action but at this 
time we must be funded by this Body to proceed further.  

Executive management Organizational Chart 
June 21, 2016
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Additionally, we are seeking $12 million for the improvements to government properties 
to meet Occupational Safety & Health Administration (OSHA) requirements in the territory.   The 
Office	of	Management	&	Budget/Federal	Grants	Management	Unit,	Property	&	Procurement,	
and Department of Labor (VIDOL) are working collaboratively to resolve the unabated OSHA 
violation(s)	 concerning	 construction/building	 matters	 of	 several	 government	 facilities	 in	
the territory.  The Virgin Islands Department of Labor Division of Occupational Safety and 
Health	(VIDOSH)	has	cited	these	Departments/Agencies (see Appendix page 60) with an OSHA 
Notification	of	Violation	and	Order	to	Comply.		Pursuant	to	the	measures	set	forth	in	the	OSHA	
Act and 24 V.I.C. § 44, VIDOSH must take the immediate actions of correcting the unaddressed 
OSHA violations.

P&P is required to perform the functions as may be required by Federal law in order to 
participate	in	Federally-aided	projects	such	as	the	OSHA	requirements	placed	on	the	territory.		
The Legislature declared in VI DOL 24 V.I.C. § 31 (2016), that its purpose and policy, through 
the exercise of its power to regulate commerce within the Territory of the Virgin Islands and to 
provide for the general welfare, to assure so far as possible every public sector employee in the 
Territory safe and healthful working conditions and to preserve our human resources. 

I would be remiss in my duty as Commissioner of P&P if I did not bring this $12 million 
shortage of funding requirement to address the safe working environment of our public 
employees	to	your	attention.			We	respectfully	request	your	approval	to	increase	the	FY17	budget	
of the Department of Property and Procurement by $12,000,000.00 to meet the requirements to 
ensure their safe working environment.  If our overall budget is approved without the requested 
increases, we will not have the funding for the race track and facility repairs.

To	manage	 efficiencies,	 Property	 and	Procurement	must	 provide	 for	 the	Government	
an	 economical	 and	 efficient	 system	 for	 the	 procurement	 and	 supply	 of	 all	 property	 and	
non-personal services including related functions, such as the control, inspection, storage, 
issue,	 specifications,	 identification,	 classification,	 transportation,	 traffic	 management,	 repair,	
conversion, and inventory of property, and the care and protection of that property.  Without 
the appropriate funding which include the request above, we will continue to diminish the 
properties we have in our inventory. 

The	FY16	Budget	 for	P&P	allowed	 it	 to	demonstrate	 it	 can	manage	minimal	financial	
resources without dramatically reducing its core mission of paying its staff and processing 
contracts.	 	 This	 type	 of	 operational	 financial	 support	 cannot	 sustain	 our	 critically	 long-term	
plans to improve the economic conditions of the territory. For example, we have to improve the 
conditions with which government facilities are cared.  As seen in the previous slides, we have 
many facilities that are in very poor conditions. 
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 We must invest in the upkeep and refurbishment of these facilities to promote 
economic growth. We must as a Government set the example for our residents.  We are not a 
third world community and we must stop presenting ourselves as such.   The improvements in 
our	public	buildings	with	energy	and	water	efficiency	will	drive	down	operating	costs.		

Additionally, this investment will allow the Government to maintain longer buildings 
utilizations in a place where land resources are limited.  Not maintain these facilities and leaving 
them abandoned and unoccupied reduces our real estate footprint and increase rental space 
requirements from the private sector resulting in higher rental expenses to the tax payers.  We 
must maintain these assets in order that they will be available for use for generations to come.  
Therefore the Department request that the unfunded mission requirements placed on it be 
funded	with	$21	Million	in	FY17.

CHALLENgES ANd OPPOrTuNiTiES
Over	the	past	year,	P&P	have	met	the	following	goals	even	with	significant	impacts	from	

funding cuts: 

•	 Increased Business Development, supported the business community by providing 
greater opportunities for understanding the governmental contracting and 
purchasing process.

•	 Built Trust within the Community, by maintaining openness and transparency within 
the community. i.e all contracts are placed on our website: http://dpp.vi.gov

•	  Reduced Wasteful Spending, by managing and supporting basic contracting functions 
are followed in accordance with federal VI laws.

The	goals	that	were	established	for	the	FY16	budget	outside	of	the	Governor’s	mandate	
of enhancing the staff’s morale through training were also met.  We have demonstrated that 
having	a	professionally	satisfied	and	better	trained	staff	have	ensured	future	successes	of	P&P.	

miSSiON, ViSiON ANd gOALS
P&P was established to manage the procurement process of the entire local Government.  

It is the logistical hub of the GVI.  It is designed to avoid duplication and redundancy in the 
management of logistic operations and services. The mission, vision and goals our team selected 
is to continue in the tradition of excellence and focus our activities to make Government more 
effective and economical by providing savings to the local Departments and Agencies, make 
improvements	in	the	efficiency	of	operations	and	service	delivery,	and	deliver	excellent	customer	
service.
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ACCOmPLiSHmENTS
Allow each of the divisions to share their accomplishments:

Division of Fiscal and Personnel Services

•	 Close	network	with	financial	management	entities	within	the	Government	of	the	
Virgin	Islands	such	as	the	Department	of	Finance	and	the	Office	of	Management	and	
Budget 

•	 Management	of	Revenues	and	Expenditures	
•	 Cashier Center 
•	 Management of all appropriated and non-appropriated funds 
•	 Budgetary requests for operating purposes (allotments, re-allocations, releases etc.)
•	 Fiscal	Year	Budget	Preparation	
•	 Fiscal	Year	close-out	process	
•	 Financial reporting as required and on an as-needed basis by the Department of 

Property	and	Procurement,	Department	of	Finance	and	the	Office	of	Management	
and Budget 

•	 Utilization	of	all	ERP	financial	management	modules
•	 GVI Gasoline Coupon Distribution Program 
•	 Vendor Payments 
•	 Accounts	Payables	and	Accounts	Receivables
•	 Accounts Manager for all Business and Commercial properties 

Division of Procurement, Central Stores and Warehousing

•	 Worked	with	the	Division	of	Personnel	to	establish	the	first	certification	Program	for	
Contracting	Officer’s	Representatives,	CORs,	in	the	Virgin	Islands.	The	Department	
was provided a Technical Assistance Grant from the Department of Interior and in 
partnership	with	the	Graduate	School	USA,	DPP	provided	a	Level	1	&	2	COR	Course	
on both St. Thomas and St. Croix. Successfully accomplished certifying 52 designated 
personnel	within	the	Government	as	CORs.	

•	 Trained	176	GVI	employees	on	Requisitioning	
•	 Now provide Agencies with electronic purchase orders during exporting process
•	 Implementation of new policies and procedures to make procurement process more 

user friendly
•	 All advertisements and solicitations are available online at dpp.vi.gov
•	 In preparation for the Hurricane Season, the Division is collaborating with other 

Agencies to provide emergency roadside clearance, territorial and federal debris 
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removal, roof repairs, generator and maintenance services, and other supplies such as 
water and ice. 

•	 Including and in addition to the above, the Division processed the following as of 
June 6, 2016. 

Division of Property and Printing

ST. CrOiX
•	 Acquisition of 605 plus Acres of HOVENSA properties in Estates Pearl, Cassava, 

Garden, Humbug, Barren Spot, Castle Coakley, Caldwell, Cottage, Hope, Blessing 
and Ludvig Minde.

•	 Executed a year-to-year lease agreement with ArcLight (formally HOVENSA) for 80 
(Eighty) three (3) bedroom units in Estate Blessing, with the Department realizing 
additional annual revenues of $1,152,000.00.

•	 Temporarily located the Department’s Central Stores and Warehouse operations to 
the former HOVENSA Vocational School, at an approximately $60,000.00 savings of 
rental fees.

ST. THOmAS
•	 Acquired Six (6) new month-to-month tenants, with long-term lease agreements 

being processed -increasing annual revenues by $104,000.00.
•	 Procured a new property management software, that will assist us in more 

efficiently	managing	our	portfolio	of	real	properties.	It’s	a	web	based	platform	that	
allows us to interface with our tenants in a more real-time basis. We will now be able 
to communicate and dialog with our tenants via email, text messaging and social 
media.

•	 The Division has completed all baseline inventories for the Government of the 
Virgin Islands territory wide and continues to update Department listings as 
needed.	Cycle	counts	are	completed	in	the	districts	of	St.	Croix	and	St.	Thomas/St.	
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John. 
•	 In the interest of “Transparency”, the Commissioner directed the Division to create a 

listing of all GVI owned properties, and it has since been posted on our Department 

website:  dpp.vi.gov
•	 Completed	the	Fixed	Assets	and	Real	Property	Manual-2016,	and	in	the	process	of	

publishing another updated manual in 2017, which will mirror Federal standards.

Division of Transportation

•	 Purchased and installed three new mechanical lifts in St. Thomas, and three for St. 
Croix which will be installed after the renovation of the Motor Pool. 

•	 Auctioned off a total of 139 Vehicles with an overall revenue of $276,553.
•	 Donated	two	(2)	vehicles	to	Civil	Air	Patrol	Youth	organization.
•	 Reduced	the	overall	fleet	by	141	Vehicles.
•	 Renovate	the	car	wash	at	the	motor	pool	in	St.	Thomas.

 Receivables for FY 2014/ 2015 / 2016

CONCLuSiON
Finally, we will continue our strategy to reduce wasteful spending.  The Department will 

continue	in	meeting	its	overall	strategic	goals	and	objectives	to	all	Departments,	Agencies	and	
the Public. As always, the Department will continue producing positive initiatives and manage 
change	during	this	difficult	financial	time.

My staff and I are prepared to respond to your inquiries or provide additional information 
to assist you in your analysis of our recommended budget request. Thank you for the opportunity 
to	present	the	Department's	Fiscal	Year	2017	proposed	budget.			

FY  2014 $924,729.02

FY  2015 $683,296.08

FY  2016 $774,020.73



Randolph N. Bennett
Commissioner

June 21, 2016

SUPPORTING
DOCUMENTS
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diViSiON OF FiSCAL ANd PErSONNEL SErViCES

►	Administrator’s	Message:
The	Fiscal	Year	2017	Budget	provides	for	a	financial	plan	for	the	Department	of	Property	

and Procurement and totals $15,380,200, which is $3,186,584 appropriated from the General 
Fund;	$2,151,155	from	the	Business	and	Commercial	Properties	and	Revolving	Fund;	$138,746	
from the Indirect Cost Fund; $2,080,486 from the local non-appropriated funds; and $7,616,929 
from	a	miscellaneous	appropriation	from	the	Office	of	Management	and	Budget	to	cover	various	
insurance policies for all properties under the Government of the Virgin Islands. 

Our	Fiscal	Year	2017	budget	request	for	the	General	Fund	had	to	remain	within	the	same	
ceiling	as	Fiscal	year	2016,	as	a	result	we	did	not	have	to	sustain	a	reduction	to	our	FY	2017	
appropriation. 

Currently	the	Department	has	a	total	of	sixty	(60)	filled	positions	with	eleven	(11)	vacancies	
and seventy-one (71) budgeted positions territory-wide. The vacancies are outlined within this 
budget	presentation.	Personnel	services	are	recommended	at	$2,860,923	and	fringe	benefits	are	
projected	at	$1,131,980.	Thirty-five	 (35)	employees	are	paid	 from	the	General	Fund;	 three	 (3)	
from the Indirect Cost Fund and eighteen (18) from the Business and Commercial Fund. The 
Department of Property and Procurement has been able to reduce its budget requests from the 
General Fund due to its revenue generating capacities. 

Also, the Department has been able to support the reduction in its ceiling by shifting 
some of its General Fund requests into the Business and Commercial Fund 6028. The request in 
the	Indirect	Cost	Fund	2098	was	reduced	from	$143,235	for	Fiscal	Year	2016	to	$138,746	for	Fiscal	
Year	2017.

In	an	effort	by	the	Honorable	Governor	Kenneth	Mapp	and	his	financial	management	
team, a Unionized Wage Analysis was requested and completed of all Departments based on 
the 2010 tentative agreement and pay plan signed by the Chief Negotiator, United Steelworkers 
and the previous administration. As such, it is proposed that all employees hired, promoted 
or transferred in the bargaining unit prior to October 1, 2010 through September 30, 2008 shall 
receive	a	2.5%	fiscal	year	increase	and	all	incremental	step	increases	within	said	period.	The	total	
dollar	amount	 for	union	step	 increases	FY	2016	 to	seventeen	 (17)	Property	and	Procurement	
employees territory-wide is $220,163.00.

The collection of revenues and expenditure activities represent 60% of the Division’s 
overall	performance.	Revenues	collected	and	deposited	are	generated	from	leases,	the	sale	of	
gasoline coupons, maintenance and repair of government vehicles, purchase of materials and 
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supplies by Government Departments and Agencies from the Government’s Central Stores, 
vehicle auctions, printing requests and sales of plans and specs.

Other	major	functions	of	the	Division	include	the	handling	of	all	personnel	and	payroll	
issues and concerns.  Approximately 40% of the Division’s performance consists of the preparation 
of the Department’s bi-weekly payroll, processing of NOPA’s, processing and resolution of 
personnel disputes, union matters, labor laws and other related issues.

The Department of Property and Procurement is prepared to focus on the strategic and 
financial	challenges	that	will	define	the	future	of	the	Virgin	Islands	where	we	can	embrace	new	
technologies, new businesses and economic growth and sustainability. 

►	Mission:	
Under	the	auspices	of	the	Office	of	the	Commissioner,	the	Division	of	Fiscal	and	Personnel	

Services	serves	as	the	Department	of	Property	and	Procurement’s	guide	in	the	areas	of	financial	
and human resource management. This Activity Center acts as a support arm to all other 
Divisions	within	the	Department	to	ensure	that	all	financial	and	personnel	needs	and	services	
are met in accordance with its mandates and the Government of the Virgin Islands. It maintains 
close	communications	with	the	Division	of	Personnel,	Office	of	Collective	Bargaining,	the	Public	
Employees	 Relations	 Board,	 the	 Office	 of	Management	 and	 Budget	 and	 the	 Department	 of	
Finance.

►	Staff	Composition	–	Division	of	Fiscal	and	Personnel	Services:	
The Division of Fiscal and Personnel Services is currently comprised of two (2) employees: 

one (1) employee in the St. Croix district and one (1) employee	 in	 the	 St.	 Thomas/St.	 John	
district, with a total of 4 budgeted positions.  The Division supervises a clerical staff.
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►	Overview	of	the	Division	of	Fiscal	and	Personnel	Services:	
•	 Responsible	for	preparing	all	financial	reports	in	collaboration	with	the	Office	of	the	

Commissioner,	Office	of	Management	and	Budget	and	the	Department	of	Finance.	
•	 Responsible	for	preparing	the	Department’s	annual	budget	in	collaboration	with	the	

Commissioner’s	Office	and	all	other	Divisions	within	the	Department.	
•	 Responsible	for	all	funding	received	from	the	Office	of	Management	and	Budget	and	

the Department of Finance and the collection and deposits of all revenue-generated 
funds. 

•	 Administers funds derived for personnel services under the General Fund, Business 
and Commercial Fund and the Indirect Cost Fund. 

•	 Application and interpretation of the Departments  of the GVI’s rules & regulations 
•	 Collects, sorts and assembles departmental wide information, and prepares reports 

for budget estimates, annual or other periodic reports and recommendations. 
•	 Ensures that proper accounting management and related functions such as 

personnel administration, procurement, printing, storekeeping and all other aspects 
of	the	Department	are	performed	efficiently	and	effectively.

•	 Labor	and	Personnel	Relations	(i.e.	United	Steelworkers,	Office	of	Collective	
Bargaining,	Department	of	Labor,	Public	Employees	Relations	Board)
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►	The	Division	of	Fiscal	&	Personnel	Services	manages	the	following	
appropriated	and	non-appropriated	funds:

Virgin Islands code Title 3 § 218 clearly indicate the powers and duties of the Department 
of Property and Procurement. As such, the Department has never received funding in order to 
exercise its control over the enforcement of the laws. “By this section, Department of Property 
and Procurement of Government of the Virgin Islands is empowered to manage, control, dispose 
of and use government real estate, including rental properties of all kinds owned or controlled 
by Government.” ( 3 V.I.C. § 281)

►	Fiscal	/	Financial	Management:	
•	 Close	network	with	financial	management	entities	within	the	Government	of	the	

Virgin	Islands	such	as	the	Department	of	Finance	and	the	Office	of	Management	and	
Budget 

•	 Management	of	Revenues	and	Expenditures	
•	 Cashier Center 
•	 Management of all appropriated and non-appropriated funds 
•	 Budgetary requests for operating purposes (allotments, re-allocations, releases etc.)
•	 Fiscal	Year	Budget	Preparation	
•	 Fiscal	Year	close-out	process	
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•	 Financial reporting as required and on an as-needed basis by the Department of 
Property	and	Procurement,	Department	of	Finance	and	the	Office	of	Management	
and Budget 

•	 Utilization	of	all	ERP	financial	management	modules
•	 GVI Gasoline Coupon Distribution Program 
•	 Vendor Payments 
•	 Accounts	Payables	and	Accounts	Receivables
•	 Accounts Manager for all Business and Commercial properties

 ►Revenue	Collections	&	Expenditures	for	all	Funds	Fiscal	Years	2013	–	2016:

During	Fiscal	Years	2013-2014,	 revenue	collections	decreased	by	a	 total	of	 $608,135	 in	
rental delinquencies. This was due to a backlog in evictions by the Department of Justice and 
delinquent tenants not agreeing to make settlements or agreements.  

At the start of the current administration, it was declared that all pending evictions 
be placed on a halt and therefore the Department made aggressive collection efforts through 
settlements	and	agreements	with	the	tenants.	As	a	result	based	on	collections	for	FY	2015	and	
YTD	FY	2016,	we	are	 still	 collecting	 rental	 income	 that	will	put	us	beyond	 the	$2	million	 in	
accounts	receivables	from	FY	2015.

The	Business	and	Commercial	Fund	is	slated	to	earn	$3,652,709.12	by	the	end	of	FY	2016	
in rental income based on all properties currently leased by Property and Procurement.  This of 
course will increase as we continue to execute new leases.
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The	revenue	charts	depict	the	total	revenues	collected	from	all	divisions	from	FY	2013	
through	FY	2016	YTD.	Revenue	generating	efforts	must	be	improved	within	all	divisions.	The	
Department lost approximately $3 million in revenues during said period.  This was due to 
mandated budgetary constraints GVI wide, Departments spending less, in addition to limitations 
in revenue generating efforts from the previous administration. For example, during the previous 
administration,	the	Department	was	directed	to	cease	all	private	printing	jobs.	The	Division	of	
Central	warehouse	did	not	receive	an	adequate	operating	budget	for	Fiscal	Years	2013-2015	and	
therefore reduced the amount of inventory that could be purchased for sale. For the Division 
of Transportation, during the new administration, the GVI Fleet was reduced by 50% per the 
directive	of	Governor	Mapp,	this	impacted	revenues	from	fleet	repairs	and	maintenance	as	well	
as the sale of gasoline coupons.

 ►Expenditures	from	all	Funds	for	Fiscal	Years	2013-	2016
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 ►Property	Insurance	Expenditures:
The Department of Property and Procurement is responsible for providing insurance 

coverage	for	all	Government	buildings	and	properties,	policies	include	Hull	and	Machinery/
Pollution Protection Coverage, Ambulance Boat coverage, Boiler and Machinery Breakdown 
coverage, annual brokerage services fees and Property Insurance for all Government of the 
Virgin Islands buildings and properties. This miscellaneous budget request is appropriated 
accordingly	by	the	Office	of	Management	and	Budget.
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 ►Personnel	Services/	Human	Resource	Management:
•	 Relays	instructions	to	divisional	heads	and	Department	head;	explains	policies,	

laws and regulations to promote compliance regarding personnel administration 
including recommending disciplinary action

•	 Directs and coordinates staff activities of the agency and reviews proposed 
programs

•	 Planning, development and coordination of personnel policies within the 
Department 

•	 Administration of employee evaluation programs and in the development of 
standards for work performance within the Department 

•	 Provides comprehensive personnel management services including labor 
management relations 

•	 Provides guidance, advice & interpretation on human resource issues as it relates 
to	collective	bargaining	agreements,	performance	management,	classification,	job	
descriptions, recruitment, employee relations and labor laws

•	 Utilization	of	all	ERP	Human	Resource	Management	Modules	
•	 Union negotiation preparation, analysis and administration 
•	 Government of the Virgin Islands Health and Wellness Initiative Advocate
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 ►Vacancies	Territory-Wide,	All	Divisions:

 ►Goals	and	Objectives	for	the	Division	of	Fiscal	and	Personnel	Services:	
•	 Performance development activities and trainings, visioning, goal-setting , building 

of	action	plans	as	a	team,	conflict	awareness	and	resolution	as	well	as	stress	
management 

•	 Boost employee morale through compensation and incentives due to work-overload 
•	 Improvement or upgrades to in-house management systems as we strive to become 

90% automated throughout the Department 
•	 Ensure that performance and compensation processes are designed and executed to 

maximize our employees’ performance with the goals of the organization 
•	 Maintain a positive and culturally-valued work environment 
•	 Lack of funding for procurement operations as we aim to stay current with all 

procurement standards to promote fairness and transparence across the board 
•	 Enforcement by managers of improvement of employee time and attendance 
•	 Improve	revenue	generating	for	all	revolving	funds.	Revenues	have	been	stagnant	
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and	therefore	have	been	no	benefit	to	the	staff	within	the	Divisions	in	order	to	be	
adequately	compensated	and	to	be	able	to	complete	or	start	any	projects	for	the	
Department in the pipeline.  

•	 Fill all current vacancies before the targeted deadline of September 30, 2016
•	 Maintain employee retention above 80%  
•	 Promote operational effectiveness 
•	 Assist the Department in reaching its overall goals 
•	 Identify and satisfy the needs of all employees of the Department 
•	 Administer	financial	and	human	resource	programs	effectively	and	efficiently,	

while maintaining Government and Public satisfaction while still operating under 
budgetary constraints 
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diViSiON OF PrOCurEmENT,  
CENTrAL STOrES & WArEHOuSiNg

diViSiON OF PrOCurEmENT
The	 Division	 of	 Procurement	 is	 responsible	 for	 providing	 an	 economic	 and	 efficient	

system of procurement for the Government of the Virgin Islands through open market purchases, 
competitive bidding and contract negotiations. The Division oversees the contracting process 
from the preparation, advertising, bid opening, evaluation and awards of Construction, Supply 
and Professional Service Contracts, pursuant to Title 31, Chapter 23, Section 231-251 of the 
Virgin islands Code.

 ►Staff Composition
The Virgin Islands Division of Procurement is comprised of seven (7) employees,  

•	 St. Croix - Four (4) employees; One (1) Vacant Position 
•	 St. Thomas -  Three (3) employees; One (1) Vacant Position

 ►Strategic	Goals	and	Objectives
The	Division	has	a	firm	commitment	to	provide	the	Government	of	the	Virgin	Islands	

(GVI) with a procurement system that provides quality services within a reasonable time 
frame to all Departments and Agencies, the business community and the people of the Virgin 
Islands. Additionally, the Division is committed to ensuring that ethical standards are upheld 
and integrity of the process is maintained. Our customers are our number one priority which 
aligns with our goal to provide the best value contracts, professional services, quality goods 
and	supplies	to	our	customers.	The	objective	is	to	ensure	that	our	operations	are	able	to	achieve	
and sustain auditability and that the GVI receives competitive bids, proposals, and supplies to 
operate	efficiently	in	a	competitive	market.	

The	 following	are	some	of	 the	more	pertinent	goals	and	objectives	 for	 the	Division	of	
Procurement:

•	 Updating the procurement policy and manual
•	 Streamline the contracts process with a Contract Management Software. The 

Software will be used to manage contract request, follow the contract as it goes 
through the review and approval process, provide authorization for digital 
signatures, post-execution tracking, and commitments management.

•	 Continue training GVI employees and contractors on standard government 
procedures,	requirements	and	expectations	so	that	we	can	provide	a	more	efficient	
system
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•	 Updating procurement procedures and regulations to mirror federal procurement 
rules and regulations

 ►Performance

The divisional performance measures include the advertisement of solicitations, review 
and evaluations of bids and proposals, processing of construction, supply, and professional 
service contracts, construction and professional service contracts payments, change orders and 
the	processing	of	requisitions,	to	include	the	conversion	to	purchase	orders	on	the	ERP	System.	
This accounts for 90% of the Division of procurements workload. The other 10% is spent on 
resolving issues and concerns from Departments, Agencies and vendors, updating vendor 
information and modifying purchase orders. See below graph.

As	you	 can	 see	 from	 the	 above	graph,	 the	Procurement	Division	 spends	 a	 significant	
amount of time processing and converting requisitions. Currently, there are no contract payment 
facilitator positions within the Department of Property and Procurement and the vacancy is 
being	 filled	 by	 the	 contract	 administrator	 and	 evaluation	 supervisor.	 For that reason, i am 
requesting two (2) Contract Payment Facilitators, one (1) for the St. Thomas/St. John district 
and one (1) for the St. Croix district.



Department of Property and Procurement FY 2017 Budget

Page 28

Also,	 the	 Contract	 Administrator,	 who	 is	 already	 filling	 the	 vacancy	 of	 the	 contract	
payment	 facilitator	 is	 currently	 fulfilling	 the	duties	of	 the	Evaluation	Officer	on	St.	Thomas.	
From the chart above, it is apparent that the processing of contracts and evaluations consume a 
large portion of the staff’s time and therefore, in order to balance the duties, it is imperative that 
we	specify	a	position	to	achieve	the	Evaluation	Committee’s	goals	and	objectives.		Accordingly, 
I am requesting one (1) Evaluation Officer in the St. Thomas district.

 ►Division	Accomplishments	Thus	Far	for	FY	2016:	
•	 Worked	with	the	Division	of	Personnel	to	establish	the	first	certification	Program	for	

Contracting	Officer’s	Representatives,	CORs,	in	the	Virgin	Islands.	The	Department	
was provided a Technical Assistance Grant from the Department of Interior and 
in	partnership	with	the	Graduate	School	USA,	DPP	provided	a	Level	1	&	2	COR	
Course on both St. Thomas and St. Croix. Successfully accomplished certifying 52 
designated personnel within the government as COrs. 

•	 Trained	176	GVI	employees	on	Requisitioning	
•	 Now provide Agencies with electronic purchase orders during exporting process
•	 Implementation of new policies and procedures to make procurement process more 

user friendly
•	 All advertisements and solicitations are available online at dpp.vi.gov
•	 In preparation for the Hurricane Season, the Division is collaborating with other 

Agencies to provide emergency roadside clearance, territorial and federal debris 
removal, roof repairs, generator and maintenance services, and other supplies such 
as water and ice. 

•	 Including and in addition to the above, the Division processed the following as of 
June 6, 2016.
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 ►Effects	of	the	ERP	on	the	Division	of	Procurement
1. requisition module –	With	the	introduction	of	the	ERP	System,	the	Government	has	been	

able to service its vendors and user Agencies in an orderly and expeditious manner. The 
ERP	 System	 has	 given	 continuous	 satisfaction	 to	 vendors	 and	 user	 Agencies	 due	 to	 the	
efficiency	in	which	Purchase	Orders	are	processed	electronically.	Requisitions	are	converted	
to purchase orders on a daily basis and are forwarded to the user Agencies for further 
processing or payment. These changes have dramatically improved the way services are 
delivered. Consequently, vendor satisfaction has increased due to an increase in timely 
payments. However, consideration needs to be given in the area of reporting which has been 
enhanced and is easier as the Division reports monthly and annually the following. 

a. Ability to identify area of purchase – Locally, Mainland, Foreign
b.	 ERP	module	generates	total	purchase	orders	processed	and	total	amount	expended
c. Ability to generate simple reports so that procurement can complete an analysis of 

requested	supplies,	equipment,	materials,	and	fixed	assets	within	the	GVI

2. Contract management Software, CmS – A CMS is a program for storing and managing legal 
agreements to streamline administrative tasks and reduce overhead by providing a single, 
integrated view of each contract process.  The Division is currently researching options to 
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determine	if	the	Department	should	use	the	module	offered	by	Tyler	Munis,	the	GVI’s	ERP	
system, or a specialized Contract Management Software to determine which will provide the 
greatest	benefit	to	the	Virgin	Islands	community.

 ►Procurement Needs
 � Equipment
•	 Industrial Shredder on St. Croix

•	 Two (2) multifunction printers, one per district

 � Positions
•	 Two (2) Contract Payment Facilitators, one per district

•	 One	(1)	Evaluation	Officer	on	St.	Thomas

•	 One (1) Contract Technician on St. Thomas

•	 One	(1)	Attorney/Legal	Counsel	for	Property	and	Procurement

 ▪ Reviews,	updates	and	assures	that	current	policies	and	guidelines	

for Property and Procurement Divisions are in compliance with 

applicable laws, rules and procedures

 ▪ Assess correspondence, memoranda and reports to assure that 

Department is in compliance with applicable laws, rules and 

regulations

 ▪ Drafts letters, prepares informal opinions and other legal documents

 ▪ Performs legal research 

 ▪ Prepares preliminary correspondences related to procurement and 

property

•	 One (1) Paralegal

 � Salary Increase
•	 Exempt Employees Salary Increase: 

 ▪ The impact that the Division has in the Virgin Islands is immense 
and the task of ensuring the integrity of the procurement process is a 
top	priority.	For	FY	2015,	the	GVI	spent	over	500	million	local	dollars	

which had to be approved by the Procurement Division. 



Department of Property and Procurement FY 2017 Budget

Page 31

 ▪ The	GVI	has	Departments/Agencies	who	employ	individuals	with	

the same title as DPP Procurement Division. However, the salaries 

tied to these other Agencies are higher than Procurement Staff Salary 

when all tasks performed by individuals within those Departments 

have to be approved by DPP procurement staff. See below 

comparison

CENTrAL STOrES & WArEHOuSiNg
Central Stores & Warehousing oversees all warehousing operations of the Government 

of the Virgin Islands in accordance with Title 31, Section 244, of the Virgin islands Code. This 
unit is responsible for purchasing and storing of equipment and supplies for resale to other 
Government Departments and Agencies. Additionally, Central Stores provides retail services to 
the private sector. As a warehousing unit, we provide for the warehousing and maintenance of 
all supplies, materials and equipment for the Government of the Virgin Islands. 

 ►Staff Composition

The Division of Central Stores is comprised of (7) employees, 
•	 St. Croix - Four (4) employees
•	 St. Thomas - Three (3) employees

Title Property & Procurement Other Agency(s)
Contract Specialist  $       35,000.00  $     45,000.00 

Contract Administrator  $       45,000.00  $     60,000.00 
Evaluation Supervisor  $       50,000.00  N/A 
Director/Chief of Procurement  $       65,000.00  $     80,000.00 

Deputy Commissioner  $       75,000.00  >= $ 90,000.00 
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 ►Annual	Sales	&	Collections
To date, the Division of Central Stores and Warehousing has realized sales of $412,131.81   

despite the fact that the Division did not receive adequate spending budgets from the Department 
of	Finance	for	fiscal	years	2014	and	2015.	It	is	anticipated	that	we	will	realize	another	$200,000.00 
in	sales	by	the	end	of	this	Fiscal	Year.		Collections	to	date	are	$540,129.67	as	opposed	to	last	year’s	
collections of $146,238.10 during this same time period amounting to an increase of $393,891.70. 

The breakdown of store sales is as follows:

 ►Performance

In	Fiscal	Year	2016,	sales	were	negatively	impacted	because	the	warehouse	was	unable	to	
stock	the	necessary	supplies	due	to	budget	constraints.	As	a	result,	Departments/Agencies	were	
shopping elsewhere. However, the Department of Finance release of funds from the Divisions 
revolving	account	was	timelier	than	previous	fiscal	years	which	resulted	in	an	increase	in	sales	
in each quarter compared to 2015.  

St. Croix Store Sales  $164,444.29 
St. Thomas Store Sales  $247,687.52 
Total $412,131.81 

Collections	Received	From	Sales:
      Collections STT/STX: $540,129.67 
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 ►Division	Accomplishments	Thus	Far	for	FY	2016:
•	 Completed   $412,131.81 in Store Sales.
•	 Division of Central Stores STX was relocated to the Old Hovensa Training facilities 

thus saving the government $65,492.04 in rent annually.
•	 Completion	of	Phase	I	of	Central	Stores	Warehouse	at	Estate	Richmond,	St.	Croix.	

The Department received funding from the PFA to start phase II. At the completion 
of	this	project,	Central	Stores	St.	Croix	will	permanently	relocate	to	that	location.	
This will provide customers with easier access, display of available products, 
provide a more user friendly environment and a fully stocked warehouse.

•	 In calibration with the Division of Procurement, trainings were held on April 4th, 
5th	and	7th	2016	with	all	the	Agencies	to	educate	on	using	the	Requisition	system	
and	commodity	codes.	At	this	time	Request	for	supplies	were	distributed	so	that	
Central Stores would have a better understanding of user agency needs to better 
serve the community. This information will be used to further develop the Central 
Stores inventory.

The	following	outlines	other	accomplishments	for	fiscal	year	2016: 

 ►New	Initiatives

•	 Re-implement	the	Pick	ticket	module	in	the	Munis	System	that	will	make	it	easier	
for users to order and to keep track of the inventory. 

•	 Install new Bar Code Inventory Software and new Point of Sale software that would 
enable better accountability of the products coming in and out. 

•	 Relocate	the	St.	Croix	Central	Stores	to	a	permanent	location	with	new	store	shelving		

FY 2014 FY 2015 FY 2016
Orders Filled 1684 466 724

Deliveries 19 0 0

Shipments	Received 60 28 56

Requisitions	Prepared 0 42 42
Invoices Processed from Vendors 127 18 44
Invoices Processed for Agencies 369 352 724
Price Quotes prepared 486 460 816
Driving Assignments 17 16 8
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•	 Create a “Customer Wish List”. Once items are added to this wish list, the Division 
will then order these items in bulk to provide cost savings to the GVI. 

 ►Division Needs
 � Software	and	Equipment
•	 One (1) Standup Electrical Forklift.

•	 Bar Code Inventory Software

 � Training

•	 Operator	Recertification	for	all	central	stores	staff	to	operate	a	forklift
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diViSiON OF PrOPErTY & PriNTiNg

diViSiON OF PrOPErTY
The Department of Property and Procurement is authorized pursuant to Title 31, Sections 

3021,	 232,	 236	 and	 261	 to	manage	 and	 control	 all	Government	Real	 and	Personal	Properties	
to include acquisitions, dispositions, commercial leasing and property distribution. The 
Department manages all Government leasehold contracts and Government Agencies request 
for	office	space.	The	Department	is	responsible	for	relative	activities	that	involve	all	aspects	of	
real estate negotiation, including, but not limited to, contract preparation, property inspection, 
appraisal and survey evaluation.

 ►Staff Composition 
The Division of Property and Printing is comprised of Twenty (20) employees. 
•	 Ten	(10)	employees	work	in	the	St.	Croix	Office,	which	includes	A	Deputy	

Commissioner, a Lease Manager, Five (5) in Fixed Asset and Lost Management, Two 
(2) Custodial and Maintenance workers, and an IT Analyst. There are two vacant 
positions	in	St.	Croix:	a	Real	Property	Records	Clerk	and	a	Records	&	Property	
Management	Officer.

•	 Ten	(10)	employees	work	in	our	St.	Thomas	Office,	which	includes	a	Deputy	
Commissioner, Seven (7) employees in Fixed Asset and Lost Management, and Two 
(2) Custodial and Maintenance workers, of which one (1) is contracted. There are 
three	vacant	positions	on	St.	Thomas:	an	Archives	&	Records	Officer,	a	Fixed	Asset	
Manager and a General Maintenance employee.

 ►Business and Commercial 
The Division manages approximately One Hundred and Fifty-Four (154) leases with 

annual revenues of $3,521,368.16.

ST. CrOiX
Leases 17
Annual rent $1,358,868.20

ST. JOHN
Leases 18
Annual rent $151,792.52

ST. THOmAS

Leases 118
Annual rent $1,998,707.44

WATEr iSLANd

Leases 1
Annual rent $12,000.00
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Territorial district Totals

• Total Leases   154
• Total Annual rent: $3,521,368.16

 ►Space	Management	

In Fiscal year 2016, the Division managed 112 space management leases, which represents 
approximately	811,913.74	sq.	ft.	of	office	and	warehouse	space	at	an	approximate	annual	rent	of	
$8,350,291.89. The Division endeavors to take a more assertive role in assisting all Departments 
and Agencies in reducing their leasehold costs, by negotiating more equitable rates in new or 
existing leases.

Territorial district Totals

• Total Leases   112
• Total Annual rent: $8,350,291.89

ST. CrOiX

2014 2015 2016
Leases Sixty (60) Fifty-six (56) Fifty-one (51)
Annual rent $3,838,021.23 $4,127,914.41 $3,826,512.76

ST. THOmAS

2014 2015 2016
Leases Sixty-five	(65) Sixty-one (61) Fifty-six (56) 
Annual rent $4,564,165.16 $4,459,584.16 $4,358,466.38

ST. JOHN

2014 2015 2016

Leases Four (4) Four (4) Five (5)
Annual rent $149,057.00 $149,057.00 $165,312.75
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LOSS PrEVENTiON & FiXEd ASSETS mANAgEmENT

 ►Inventory	Management	and	Tracking	System	
To complete cycle counts throughout the Territory for the Central Government and Semi-

autonomous Agencies, where necessary and practical.

 ► Insurance 
•	 The	insurance	brokerage	firm	of	Nausch,	Hogan	and	Murray	(VI)	continues	to	

provide the Government of the Virgin Islands with insurance coverage for all risks 
of direct physical loss or damage including earthquake, windstorm, volcanic action, 
flood,	sea	wave	and	storm	surge.	The	2016-2017	policy	was	renewed	on	June	10,	
2016 and runs until June 10, 2017.

•	 Property & Procurement renewed the Government’s insurance at a total cost 
of	$6,825,411.72,	down	from	$7,228,793.69	in	2015/2016	covering	buildings	and	
contents,	hull	and	machinery/	protection	&	indemnity/pollution	coverage,	boiler	
and machinery breakdown renewal. The brokerage service fees were $257,206.00, 
down from $285,785.00 the prior year. Insured assets totaled $1,107,390.764.00

 ►Property	Division	Accomplishments	

ST. CrOiX
•	 Acquisition of 605 plus Acres of HOVENSA properties in Estates Pearl, Cassava, 

Garden, Humbug, Barren Spot, Castle Coakley, Caldwell, Cottage, Hope, Blessing 
and Ludvig Minde.

•	 Executed a year-to-year lease agreement with ArcLight (formally HOVENSA) for 80 
(Eighty) three (3) bedroom units in Estate Blessing, with the Department realizing 
additional annual revenues of $1,152,000.00.

•	 Temporarily located the Department’s Central Stores and Warehouse operations to 
the former HOVENSA Vocational School, saving approximately $60,000.00 in rental 
fees.

ST. THOmAS
•	 Acquired Six (6) new month-to-month tenants, with long-term lease agreements 

being processed -increasing annual revenues by $104,000.00.
•	 Procured a new property management software, that will assist us in more 

efficiently	managing	our	portfolio	of	real	properties.	It’s	a	web	based	platform	that	
allows us to interface with our tenants in a more real-time basis. We will now be able 
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to communicate and dialog with our tenants via email, text messaging and social 
media.

•	 The Division has completed all baseline inventories for the Government of the 
Virgin Islands territory wide and continues to update department listings as needed. 
Cycle	counts	are	completed	in	the	districts	of	St.	Croix	and	St.	Thomas/St.	John.	

•	 In the interest of “Transparency”, the Commissioner directed the Division to create a 
listing of all GVI owned properties, and it has since been posted on our Department 
website:  dpp.vi.gov

•	 Completed	the	Fixed	Assets	and	Real	Property	Manual-2016,	and	in	the	process	of	
publishing another updated manual in 2017, which will mirror Federal standards.

 ►Property Division Goals
•	 We are about to complete a biannual inventory of the VIDOE, which is essential 

for the VI Government to emerge from under the oversight of a USDOE mandated 
Third Party Fiduciary.

•	 The Division has several potential new tenants in the pipeline that will be brought 
online	in	the	coming	months,	only	continuing	to	significantly	increase	rental	
revenues.

•	 We have begun, and will continue to strengthen our application screening process 
of potential tenants, to make it more rigorous. We are mirroring industry standards, 
and requesting more supporting documentation from applicants to prove credit 
worthiness. We have and will continue to tighten the terms of lease agreements, to 
protect the interest of the VI Government from potential loss. 

•	 More vigorous enforcement of terms in our lease agreements, collection of late 
fees and CPI annual increases. Increase site inspections of the managed properties, 
insuring compliance with lease agreements. 

•	 Delinquent tenants will continue to be aggressively pursued for collection, and 
eviction if needed. The Department of Justice currently has assigned an Assistant 
Attorney General in the Department to assist with procurement contracting, leasing 
and “Landlord-Tenant” legal actions. However, the Department is committed to 
contracting	the	services	of	a	Legal	Clerk	to	more	efficiently	satisfy	our	constant	
internal need of legal analysis.

•	 We	will	be	investing	in	more	professional	training	of	our	staff	in	the	fields	of	Loss	&	
Risk	Prevention,	Fixed	Assets	Management,	and	Real	Property	Management.

•	 More aggressively pursue, through various collection efforts, including but not 
limited to Notices to Quit, Notices for Eviction, and reevaluation of lease terms, if 
necessary. Generally, implement measures to identify tenants who have failed to 
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meet	their	rental	obligations,	have	abandoned	the	property	and/or	are	in	violation	
of the terms of the Lease Agreement.

•	 Aggressively advertise and market our portfolio of properties to the general public 
and private realtors, to identify and secure new prospective tenants, thus increase 
revenue for the Department with new lease agreements. 

•	 Fully utilize our new property management software platform, to realize greater 
efficiencies.	

•	 To upload all the Fixed Asset from SAGE over into the MUNIS system 2017

 ►Property	Division	2017	Special	Projects

ST. CrOiX
•	 Buildout of the Department’s Central Store & Warehouse building in Estate 

Richmond.
•	 Renovate	the	Department’s	St.	Croix	Motor	Pool	in	Estate	Anna’s	Hope.
•	 Christiansted	Market:	Re-Painting/tree	trimming/pavement	repairs
•	 Old	Estate	Richmond	Penitentiary:	Landscaping
•	 Estate	La	Grande	Princess	Ruins:	Landscaping/Heritage	Tour	Site
•	 USO	Building,	Frederiksted:	Renovation
•	 Former	VITEMA	Building,	Estate	Hermon	Hill:	Renovation
•	 Estate	Bonne	Esperance	Great	House:	Renovation
•	 Maisonette Apartments, Hill Street: Demolition

ST. THOmAS
•	 Franklin	Building:	Roof	Repair
•	 Michelle Motel: Demolition

diViSiON OF PriNTiNg 

 ►Staff Composition
The Print Shop currently has a working staff of four (4) employees (including the Director), 

two of which are fully trained IGEN operators. All employees are in the St. Thomas District as 
there is no Division of Printing on the island of St. Croix. With the addition of a Graphics Design 
Coordinator	in	the	fourth	quarter	of	Fiscal	Year	2014	the	Print	Shop	not	only	has	the	capability	of	
producing	exemplary	print	jobs	from	inception	to	production,	but	it	now	has	effective	printing	
processes	that	ensures	job	quality	from	the	ordering	of	services	to	the	completion	of	the	job.	
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 ►Mission	
The	Print	Shop	serves	as	the	official	print	facility	for	Central	Government	Departments	

and Agencies, and also offers support services to several Semi-autonomous Agencies. Over 
the past few years, the Print Shop has improved its digitized printing services that is virtually 
unmatched within the Territory. The Division through the years, has upgraded to almost all-
digital printing equipment, and still has one of the best, and most state of the art equipment in 
the industry.

•	 The Print Shop continues to seek out ways to improve and enhance the services 
provided to Departments and Agencies across the Government and on a limited 
basis, the private sector. 

•	 We	continue	to	find	an	equitable	balance	&	synergy	with	other	printing	operations	
in the local market. The Print Shop continues to offer commercial and discreet 
document shredding services for various Departments and Agencies. It’s our plan to 
further expand the Client Agencies that utilize this service.

•	 Improvement	will	continue	to	be	our	goal	for	2017,	not	only	through	fixed	asset	
upgrades, but through staff additions, employee training and increasing sales and 
services. We plan to begin attending industry trade shows, as needed 

 ►Upgrades 
In collaboration with Xerox, we upgraded to state of the art equipment including a Nuevera 

100	MCR	Digital	Printer,	a	Versant	80	Press,	a	Xerox	1000i	Color	Press,	and	our	“workhorse”	the	
Xerox IGEN 4. The Print Shop is now able to offer metallic and clear ink printing and can now 
offer printing on a variety of paper sizes and stocks. 

We have since added two additional machines, a Xante Envelope Printer and an industrial 
grade	plate	writer	to	improve	the	efficiency	of	our	offset	printing	services.

 ►Revenues 

The	Print	Shop	continues	to	capture	the	majority	of	the	Central	Government's	printing	
needs, and continues to increase sales year after year. 

The Print Shop currently provides very limited service to the general public, but it 
continues to seek out ways to capture public revenues, including the possibility of creating a 
“wholesale” printing service with local printers. 

The Print Shop in the past provided discounted or complimentary services to families for 
funerals	and	to	non-profit	organizations	for	their	monthly	and	annual	publications,	this	practice	
is being rolled back.
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 ►Division	Accomplishments	thus	far	for	FY	2016:	
•	 Bureau	of	Motor	Vehicles’	Automobile	Title	and	Registration	forms
•	 GVI Departments and Agencies adhering strictly to the procurement rules caused a 

marked improvement in Central Government sales at the Print Shop.

 ►Division	Goals	for	FY	2017:	
•	 To increase both private and government sales, we intend on hosting a series of 

open houses, so the community can become more aware of the services we have 
available.

•	 Advanced training for our current IGEN operators.  Advanced training is a 
secondary training process that will allow operators to address technical issues on 
the IGEN, thus avoiding the need to make frequent calls to the Xerox Service for our 
most valuable machine at the Shop.

•	 Fully	utilize	the	efficiency	of	the	newly	added	Xante	printer	makes	it	possible	to	
digitally print envelopes of various sizes.  

•	 Hire a full time or contracted Graphic Artist. In-house graphic design services will 
assist in attracting new customers.
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diViSiON OF TrANSPOrTATiON
The Division of Transportation oversees the automotive functions of the Government 

Motor	 Pool	 which	 includes	 the	 acquisition,	 auctioning,	 assignment,	 disposal,	 identification,	
maintenance, repair, storage and refuelling of all motor vehicles within the executive branch, 
pursuant to Title 31, Chapter 20, Sections 151-168 of the V.I. Code.

 ►  Staff Composition 
The Division currently is comprised of seven (7) employees. Two (2) employees work 

out	of	the	St.	Croix	office,	and	five (5) employees	work	out	of	the	St.	Thomas	office.	However,	we	
are in the process of hiring three additional employees on  St. Croix and one on St. Thomas. The 
St.	Croix	staffing	level	is	a	critical	part	of	the	strategic	plan	that	will	improve	the						function	of	
the Motor Pool. This will dramatically enhance our accounts receivables and delivery of quality 
service to our customers.  

 ►Performance Goals 
•	 Improve the procurement process for our customers through constant evaluation of 

internal procedures and regular negotiations with vendors for the most competitive 
prices.

•	 Promote operational effectiveness within the Division by improving turnaround 
time for vehicle repairs and maintenance, communicate regularly with our 
customers and stakeholders.   

•	 Reduce	where	possible	and	practical	the	cost	of	goods	and	services	to	our	agency	
and customers. 

•	 Reduce	the	number	of	GVI	vehicles	in	accordance	with	the	Governor’s	Executive	
Order. 

 

 ►Strategic Goals

•	 Implement a vigorous preventative maintenance program to improve vehicle safety 
and reduction of maintenance cost. With the new preventative plan all Executive 
Branch vehicles will be inspected and service by October 2016.

•	 Analyze	the	current	GVI	fleet	to	determine	the	individual	age	of	all	vehicles	and	
establish a baseline for the disposal of assets.

•	 Implement	a	fleet	gas	card	system	to	streamline	administrative	function,	
accountability and  cost reduction.

•	 Hire three personnel in the St. Croix district and one personnel in the St. Thomas 
district.
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•	 Renovate	the	mechanic	shop,	office	and	bathroom	buildings	on	 
St. Croix.

•	 Equip both Motor Pools with state art tools and equipment.
•	 Provide training for mechanic personnel in both districts.
•	 Install a surveillance monitoring system at the motor pool on  

St. Croix.
•	 Merge the Virgin Islands Police Department's motor pool into the Property and 

Procurement motor pool.
•	 Repair/resurface	the	Motor	Pool	parking	lots	in	both	districts.
•	 Reduce	the	number	of	fossil	fuel	operated	vehicles	and	replace	them	with	solar	

powered  and hybrid vehicles.
•	 Initiate and promote the installation of solar powered charging port stations.

 ►Major	Division	Accomplishments	for	FY	2016

•	 Purchased and installed three new mechanical lifts in St. Thomas, and three for St. 
Croix which will be installed after the renovation of the Motor Pool. 

•	 Auctioned off a total of 139 Vehicles with an overall revenue of $276,553.
•	 Donated	two	(2)	vehicles	to	Civil	Air	Patrol	Youth	organization.
•	 Reduced	the	overall	fleet	by	141	Vehicles.
•	 Renovate	the	car	wash	at	the	motor	pool	in	St.	Thomas.

                                          Receivables for FY 2014/ 2015 / 2016

FY  2014 $924,729.02

FY  2015 $683,296.08

FY  2016 $774,020.73
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Fuel	Expenditures	for	FY	2014/	2015/	2016

FY  2014 $3,735,001.50

FY  2015 $3,232,936.33

FY  2016 $1,736,660.00

The Division of Transportation was tasked heavily with providing transportation 
services to and for Government Departments and Agencies, including the transportation of 
many	government	officials,dignitaries	and	organizations	that	travelled	to	the	islands	or	within	
the territory. 

ST. CrOiX diSTriCT      25 Agencies/ department

ST. THOmAS ANd ST. JOHN diSTriCT   37 Agencies/ department

 ►Vehicle	Fleet	Breakdown	by	District

St. Croix     510
St. Thomas/St. John   652 
Total     1162     

 ►Collections 
The	Division	has	seen	an	increase	in	collections	for	this	fiscal	year,	this	is	due	to	a	concerted	

effort by the staff in corporation with other Agencies and Departments. To date the total receipt 
is $774020.73 for both districts. 

 ►	Outstanding	Balances

The Division continues to address outstanding debts owed by the different Departments 
and Agencies, this includes frequent reminders via email and phone calls. The following is a 
breakdown of the outstanding balances by district.
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St. Croix District   $67,671.24
St. Thomas/ St. John District  $73,483.10

 ►Mail	Services	

The Division’s mail and messenger services delivered approximately 8,219 pieces of mail 
territory-wide from October 1st, 2015 to date.



Randolph N. Bennett
Commissioner

June 21, 2016
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Appendix 

Department of Property & Procurement Contracts  

Contract Number Contract Description Contract Amount 
C007DPPC16(HCS) Interior Build Out for P & P Warehouse  $               541,813.97  
C010DPPC16(DVDI) Repairs to the Mechanic Shop at Anna's Hope  $               191,888.45  
P042DPPT16 General maintenance services for the DPP  $                 35,000.00  
S005DPPC16 Office & School Supplies  
S006DPPC16 Lubricants & Oils  
S011DPPC16 Tires & Batteries  
S011DPPT16 Delivery of Tires, Tubes and Batteries  
S012DPPT16 Delivery of Lubricants and Oils  
S021DPPT16 (SJS) Landscaping Property and Procurement STT  
S035DPPT15 (PB) Generator Maintenance  
S043DPPT15 (II) Gasoline Dispensing on St. John   
  Total  $               768,702.42  

 

Solicitations 

St. Croix  
Invitations for Bids - Construction 
IFB001DPPC16 (C) Interior Build-Out (Partial) of the Warehouse in Estate Richmond 
IFB002BOCC16 (C) Kitchen & Cafeteria Renovation & Repairs at Golden Grove Adult 

Correctional Facility & Detention Center, St. Croix. 
IFB003BOCC16 (C) Exhaust fan Replacement at Golden Grove Correctional Adult Facility, 

St. Croix. 
IFB004BOCC16 (C) Construction of the golden Grove Office, St. Croix. 
IFB005DOEC16 (C) Juanita Gardine Elementary Roof Resurfacing, St. Croix. 
IFB006DOE16 (C) Pearl B. Larsen Elementary Roof Resurfacing, St. Croix. 
IFB007DPPC16 (C) Interior Build Out for the Department Of Property & Procurement, St. 

Croix. 
IFB008DPPC16 (C) Repairs to the Mechanic Office Located at 6002 Anna's Hope, St. Croix. 
IFB009DPWC16 (C) Repairs to Florence Williams Public Library, St. Croix. 
IFB010DPWC16 (C) Repairs to Athalie McFarlane Petersen Public Library, Frederiksted. 
IFB011DOEC16 (C) Renovation of the St. Croix Educational Complex Track & Field. 
IFB012DPWC16 (C) Road Repairs at North Street, Christiansted, St. Croix. 
Invitations for Bids - Supply 
IFB001GVIC16(S) Delivery of Bread 
IFB002GVIC16(S) Delivery of Liquefied Petroleum 
IFB003GVIC16(S) Delivery of Household and Cleaning Supplies 
IFB004GVIC16(S) Delivery of Groceries & Meats  
IFB005DPPC16(S) Delivery of Office & School Supplies 
IFB006DPP16(S) Delivery of Lubricants & Oils 
IFB007DOEC16(S) Delivery of Goods & School Supplies 
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IFB008DOHC16(S) Delivery of Milk 
IFB009DHSC16(S) Delivery of Medical Supplies 
IFB010DHSC16(S) Delivery of Burial Services 
IFB011DPPC16(S) Delivery of Tires, Tubes & Batteries 
IFB012VPDC16(S) Landscaping Services for the VI Police Department 
IFB013BMVC16(S) Janitorial Services for the Bureau of Motor Vehicle 
IFB014BMVC16(S) Landscaping Services for the Bureau of Motor Vehicle 
IFB015FIRC16(S) Janitorial Services for Fire 
IFB016DHSC16(S) Janitorial Services for the DHS Headstart Program 
IFB017GVIC16(S) Delivery of Exterminating Services 
 IFB018DOEC16(S)                           Janitorial Services for the Board of Elections 
IFB020DOEC16(S) Delivery of Milk for the Dept. of Education 
IFB022VINGC16(S)  Landscaping Services for VING Estate Sprat Hall & Hams Bluff 
IFB023VINGC16(S) Landscaping Services for VING Estate Bethlehem   
IFB024VINGC16(S) Janitorial Services for the VI National Guard 
IFB028VINGC16(S) To Produce Water Sampling Service Contract for the VI National Guard 

Facilities 
IFB029VINGC16(S) Trash/Solid Waste Collection & Disposal  
IFB030VINGC16(S) Ultra Violet System Maintenance, VING Facility 
IFB031VIANGC16(S) Janitorial Services for the VIANG Facilities 
IFB032VIANGC16(S) Landscaping Services for the VIANG Facilities 
Request for Proposals - Professional Services 
RFP-001-2016 (P) Dispensing of Regular Gasoline & Diesel fuel in the Christiansted & 

Frederiksted District, St. Croix. 
RFP-002-2016 (P) Territorial Armored Car Pick Up & Delivery Services. 
RFP-003-2016 (P) Corrections Officer Training on Golden Grove Specific Policies & 

Procedures, St. Croix. 
RFP-004-2016 (P) Territorial Emergency Operations Management Plan (TEOP). 
RFP-005-2016 (P) To Provide Webmasters Services for the Elections System of the Virgin 

Islands. 
RFP-006-2016 (P)                           Tsunami Computer Modeling, U.S. V.I. 
RFP-007-2016 (P) Procurement & Installation of Tsunami Warning Sirens, U.S.V.I. 
RFP-008-2016 (P)  For Cost Report Analysis, U.S.V.I. 
RFP-009-2016 (P) Tsunami Computer Modeling, U.S.V.I.   
RFP-010-2016 (P) Procurement & Installation of Tsunami Warning Sirens, U.S.V.I. 
Request for Proposals - Emergency Contracts 
RFP-011-2016 (P) Emergency Roof Repairs, St. Croix 
RFP-012-2016 (P) Emergency  Roadside Clearance, St. Croix 
RFP-013-2016 (P) Emergency Generator & Maintenance, St. Croix 
RFP-014-2016 (P) Emergency Debris Removal (Territorial Roads & Public Grounds), St. 

Croix 
RFP-015-2016 (P) Emergency Federal Debris Removal, St. Croix 
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St. Thomas  
Invitations for Bids - Construction 
IFB001SPRT16 (C) Improvement of Oppenheimer Recreation Facility 
IFB002OOGT16 (C) Renovations of 19A-20 Kongens Gade 
IFB003DPWT16 (C) Remove Underground Fuel Storage Tanks 
IFB004DPWT16 (C) Moravian Highway- Route 30 
IFB005DPWT16(C) Route 33 and 304 Roadway & Pedestrian Improvements 
IFB006PNRT16 (C) Repairs to Elaine Ione Sprauve Public Library 
IFB007VITT16 (C) Security Fence Installation Project 
IFB008SPRT16 (C) Oppenheimer Recreation Facility 
Invitations for Bids - Supply 
IFB021DPPT16 (S) Landscaping and Maintenance Services 
IFB022DOET16 (S) Janitorial Services Department of Education 
IFB024DOET16 (S) Landscaping/ Ground Maintenance Twelve (12) VIDE Facilities 
IFB026BITT16 (S) Janitorial Services Bureau of Information Technology 
IFB027DPNRT16 (S) Janitorial Services at the Main Building DPNR 
IFB028DPNRT16 (S) Janitorial Services at DPNR Fish and Wildlife 
IFB029DHST16 (S) Meals on Wheels for the Elderly 
IFB030IRBT16 (S) Exterminating Services Bureau of Internal Revenue 
IFB031IRBT16 (S) Janitorial Services Bureau of Internal Revenue 
IFB032BMVT16 (S) Janitorial Services Bureau of Motor Vehicles 
IFB033BMVT16 (S) Landscaping Services Bureau of Motor Vehicles 
IFB034VNGT16 (S) Janitorial Services VI National Guard 
IFB034VNGT16 (S) Janitorial Services VI National Guard 
IFB035VNGT16 (S) Landscaping Services VI National Guard 
IFB036VINGT16 (S) Trash/ solid waste Collection and disposal VI National Guard 
IFB037VINGT16 (S) Ultra Violet Systems Maintenance of VING Facilities 
Request for Proposals - Professional Services 
RFP-001-2016 (P) Development of a Comprehensive Early Childhood System 
RFP-002-2016 (P) Provide 3rd Party Fiduciary Oversight 
RFP-003-201616 (P) Website Management 
RFP-004-2016 (P) Retrofit Selected Heavy Duty Trucks 
RFP-005-2016 (P) Drugs and Pharmaceutical 
RFP-006-2016 (P) Land Surveying 
RFP-007-2016 (P) To Promote Tourism in the Virgin Islands 
RFP-008-2016 (P) License System Software Program 
RFP-009-2016 (P) 2016 Tourism Master Plan 
RFP-010-2016 (P) Provide K-3 reading and Literacy Consulting and Professional 

Development in the Territory Public Elementary Schools 
RFP-011-2016 (P) Provide Meals and Wheels services applicable to the West -Central 

section (includes STRIVE Center) for the district of St. Thomas 
RFP-012-2016 (P) Provide Meals and Wheels services applicable to the East section for the 

district of St. Thomas 
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RFP-013-2016 (P) Conduct a Scientific Seat Belt Survey in Territory of the Virgin Islands 
RFP-014-2016 (P) Provide Professional Development on Common Core State Standards 

(“CCSS”) and Next Generation Science Standards (“NGSS”) to District 
Staff and Administrators in the Territory’s Public Schools 

RFP-015-2016 (P) Architectural Engineering (A/E) Professional Services for the Office 
Build-Out of portions of Building A, D and E of No. 2314 Kronprindsens 
Gade, St. Thomas for the Office of Management and Budget and the 
Bureau of Information Technology 

RFP-016-2016 (P) Upgrade, maintenance and support of the child support Territorial 
Automated Reporting Systems 

Request for Proposals - Emergency Contracts 
RFP-017-2016 (P) Emergency Roof Repairs, St. Thomas 
RFP-018-2016 (P) Emergency  Roadside Clearance, St. Thomas 
RFP-019-2016 (P) Emergency Generator & Maintenance, St. Thomas 
RFP-020-2016 (P) Emergency Debris Removal (Territorial Roads & Public Grounds), St. 

Thomas 
RFP-021-2016 (P) Emergency Federal Debris Removal, St. Thomas 
Request for Proposals - Emergency Contracts 
RFQ001DPPT16 (Q) Repair and Maintenance Services of Government Vehicle Fleet 
RFQ002DPPT16 (Q) BIT PMO Project 

 



Randolph N. Bennett
Commissioner

June 21, 2016

VIDOL OSHA
DOCUMENTS

B U D G E T  H E A R I N G

Department of Property & Procurement

2017
Government of the United States Virgin Islands

CENTENNIAL YEAR:  1917~2017
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Phone/Fax Investigations
OSHA carefully prioritizes all complaints it receives 
based on their severity. For lower-priority hazards, 
with permission of a complainant, OSHA may 
telephone the employer to describe safety and 
health concerns, following up with a fax providing 
details on alleged safety and health hazards. The 
employer must respond in writing within five 
working days, identifying any problems found 
and noting corrective actions taken or planned. If 
the response is adequate and the complainant is 
satisfied with the response, OSHA generally will 
not conduct an on-site inspection.

On-site Inspections
Preparation—Before conducting an inspection, 
OSHA compliance officers research the inspection 
history of a worksite using various data sources, 
review the operations and processes in use and 
the standards most likely to apply. They gather 
appropriate personal protective equipment and 
testing instruments to measure potential hazards.

Presentation of credentials—The on-site 
inspection begins with the presentation of the 
compliance officer’s credentials, which include 
both a photograph and a serial number. 

Opening Conference—The compliance officer 
will explain why OSHA selected the workplace 
for inspection and describe the scope of the 
inspection, walkaround procedures, employee 
representation and employee interviews. The 
employer then selects a representative to 
accompany the compliance officer during the 

Inspection Priorities
OSHA cannot inspect all 7 million workplaces 
it covers each year. The agency seeks to focus 
its inspection resources on the most hazardous 
workplaces in the following order of priority: 

1. Imminent danger situations—hazards that 
could cause death or serious physical harm 
receive top priority. Compliance officers will ask 
employers to correct these hazards immediately 
or remove endangered employees.

2. Severe injuries and illnesses—employers 
must report:

• All work-related fatalities within 8 hours.
• All work-related inpatient hospitalizations, 

amputations, or losses of an eye within 24 hours.

3. Worker Complaints—allegations of hazards or 
violations also receive a high priority. Employees 
may request anonymity when they file complaints.

4. Referrals of hazards from other federal, state or 
local agencies, individuals, organizations or the 
media receive consideration for inspection.

5. Targeted inspections—inspections aimed at 
specific high-hazard industries or individual work-
places that have experienced high rates of injuries 
and illnesses also receive priority.

6. Follow-up inspections—checks for 
abatement of violations cited during previous 
inspections are also conducted by the agency 
in certain circumstances.

OSHA Inspections
The Occupational Safety and Health Administration is committed to strong, fair  
and effective enforcement of safety and health requirements in the workplace. 
OSHA inspectors, called compliance safety and health officers, are experienced, 
well-trained industrial hygienists and safety professionals whose goal is to assure 
compliance with OSHA requirements and help employers and workers reduce  
on-the-job hazards and prevent injuries, illnesses and deaths in the workplace. 

 Normally, OSHA conducts inspections without advance notice. Employers have 
the right to require compliance officers to obtain an inspection warrant before 
entering the worksite.

FactSheet
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inspection. An authorized representative of the 
employees, if any, also has the right to go along. 
In any case, the compliance officer will consult 
privately with a reasonable number of employees 
during the inspection.

Walkaround—Following the opening conference, 
the compliance officer and the representatives 
will walk through the portions of the workplace 
covered by the inspection, inspecting for hazards 
that could lead to employee injury or illness. The 
compliance officer will also review worksite injury 
and illness records and the posting of the official 
OSHA poster. 

During the walkaround, compliance officers may 
point out some apparent violations that can be 
corrected immediately. While the law requires 
that these hazards must still be cited, prompt  
correction is a sign of good faith on the part of 
the employer. Compliance officers try to minimize 
work interruptions during the inspection and will 
keep confidential any trade secrets they observe.

Closing Conference—After the walkaround, the 
compliance officer holds a closing conference with 
the employer and the employee representatives 
to discuss the findings. The compliance officer 
discusses possible courses of action an employer 
may take following an inspection, which could 
include an informal conference with OSHA or 
contesting citations and proposed penalties. The 
compliance officer also discusses consultation 
services and employee rights.

Results
When an inspector finds violations of OSHA 
standards or serious hazards, OSHA may issue 
citations and fines. OSHA must issue a citation 

and proposed penalty within six months of the 
violation’s occurrence. Citations describe OSHA 
requirements allegedly violated, list any proposed 
penalties and give a deadline for correcting the 
alleged hazards. Violations are categorized as 
willful, serious, other-than-serious, de minimis, 
failure to abate, and repeated. Penalties may range 
up to $7,000 for each serious violation and up to 
$70,000 for each willful or repeated violation. In 
settling a penalty, OSHA has a policy of reducing 
penalties for small employers and those acting in 
good faith. For serious violations, OSHA may also 
reduce the proposed penalty based on the gravity 
of the alleged violation. No good faith adjustment 
will be made for alleged willful violations. 
 
Appeals
When OSHA issues a citation to an employer, it 
also offers the employer an opportunity for an 
informal conference with the OSHA Area Director 
to discuss citations, penalties, abatement dates or 
any other information pertinent to the inspection. 
The agency and the employer may work out a  
settlement agreement to resolve the matter and to 
eliminate the hazard. OSHA’s primary goal is  
correcting hazards and maintaining compliance 
rather than issuing citations or collecting penalties.

Alternatively, employers have 15 working 
days after receipt of citations and proposed 
penalties to formally contest the alleged 
violations and/or penalties by sending a written 
notice to the Area Director. OSHA forwards the 
contest to the Occupational Safety and Health 
Review Commission for independent review. 
Alternatively, citations, penalties and abatement 
dates that are not challenged by the employer or 
settled become a final order of the Occupational 
Safety and Health Review Commission.

This is one in a series of informational fact sheets highlighting OSHA programs, policies or standards. 
It does not impose any new compliance requirements. For a comprehensive list of compliance 
requirements of OSHA standards or regulations, refer to Title 29 of the Code of Federal Regulations. 
This information will be made available to sensory-impaired individuals upon request. The voice phone 
is (202) 693-1999; teletypewriter (TTY) number: (877) 889-5627.

DEP FS-3783  10/2015
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ABSTRACT-1

DIRECTIVE NUMBER:  CPL 02-00-159 EFFECTIVE DATE: October 1, 2015
SUBJECT:  Field Operations Manual (FOM) 
 

ABSTRACT
Purpose: To provide OSHA offices, State Plan programs and federal 

agencies with policy and procedures concerning the enforcement 
of occupational safety and health standards. Also, this instruction 
provides current information and ensures occupational safety and 
health standards are enforced with uniformity.

Scope: OSHA-wide.
References: Advance Notice of Inspections, 29 Code of C.F.R. §1903.6; Policy 

Regarding Employee Rescue Activities, 29 C.F.R. §1903.14(f); 
Abatement Verification, 29 C.F.R. §1903.19; Reporting Fatalities and 
Multiple Hospitalization Incidents, 29 C.F.R. §1904.39; Housing for 
Agricultural Workers, 20 C.F.R. Part 654, Subpart E; CPL 02-00-153,
Communicating OSHA Fatality Inspection Procedures to a Victim’s 
Family, April 17, 2012.

Cancellations: OSHA Instruction CPL 02-00-150, Field Operations Manual, issued 
April 22, 2011; OSHA CPL 02-02-007, CH-1, Removal of Obsolete 
Sections, June 3, 1985.

State Impact: Notice of Intent and Equivalency required. See Section VI.
Action Offices: National, Regional, and Area Offices.
Originating Office: Directorate of Enforcement Programs (DEP).
Contact: Director, Office of General Industry and Agricultural Enforcement 

U.S. Department of Labor – OSHA
200 Constitution Avenue, N.W., Room N-3119
Washington, DC  20210
202-693-1850

By and Under the Authority of

David Michaels, PhD, MPH
Assistant Secretary
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ABSTRACT-2

Executive Summary

This instruction provides current information and guidance to the Occupational Safety and 
Health Administration (OSHA) national, regional, and area offices concerning OSHA’s 
policy and procedures for implementing inspections, issuing citations and proposing 
penalties.

Significant Changes for 2015 Update
 Table of Contents section is revised.
 References section is revised.
 Revised language in Chapter 1 Section VI., referring to State Plan Impact language.
 Added language associated with OSHA Strategic Partnerships (OSPs) in Chapter 2 

Section VI., Programmed Inspections.
 Deleted the bullet for OSHA Strategic Partnerships in Chapter 2 under Section VI.,

Programmed Inspections.
 Deleted language relating to Site Specific Targeting (SST) Program in Chapter 2.
 Added language related to Workplace Violence in Chapter 3 Section II., Inspection 

Planning.
 Added language related to the Occupational Injury and Illness Recording and 

Reporting Requirements – NAICS Update and Reporting Revisions in Chapter 3
Section V.A.6., Chapter 4 Section I.C., Chapter 6 Section X.D., Chapter 11 Section 
II.N.3., and Chapter 13 Section I.D.1.c.

 Added language related to Safety Incentive Programs in Chapter 3 Section VI.,
Review of Records.

 Revised language relating to Walkaround Representatives in Chapter 3 Section VII.,
Walkaround Inspections.

 Deleted language relating to OSHA Data Initiative (ODI) Data Review in Chapter 3.
 Revised language related to Repeated Violations from three to five years in Chapter 4 

Section VII., Obtaining Inspection History.
 Revised AVD language for Repeated Violations in Chapter 4 Section VII.G.5.
 Restore the “Reserved” paragraphs in Chapter 4 Section XI., Health Standards 

Violations.
 Revised OSHA Penalty Policy in Chapter 6 Section III., Penalty Adjustment Factors.
 Revised language to time limitation and final order in Chapter 6 Section III., Penalty 

Adjustment Factors.
 Added new Penalty Comparison Chart in Chapter 6 Section III., Penalty Adjustment 

Factors.
 Deleted language to OSHA Strategic Partnerships in Chapter 6 Section III., Penalty 

Adjustment Factors.
 Revised Debt Collection Section in Chapter 6, Adjustment to Payments.
 Revised Debt Collection Section in Chapter 6, Depositing Payments.
 Added Debt Collection Control Flowchart in Chapter 6, Debt Collection.
 Added language in Chapter 8 Section I., Settlement of Cases by Area Director.
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ABSTRACT-3

 Revised Electronic Complaints in Chapter 9, Electronic Complaints Received via the 
OSHA Public Website.

 Added language in Chapter 11 Section II., Families of Victims.
 Deleted language in Chapter 11 Section II., Recording and Tracking for 

Fatality/Catastrophe Investigations.
 Added language in Chapter 11 Section II., Investigation (OSHA-170).
 Added language to the Severe Violator Enforcement Program in Chapter 11 Section 

II., Severe Violator Enforcement Program.
 Deleted language in Chapter 11 Section II., Recording and Tracking for 

Fatality/Catastrophe Investigations.
 Added language in Chapter 13 Section III., Federal Agency Inspection Scheduling.
 Added language in Chapter 13 Section III., Other Whistleblower Protections.
 Added language in Chapter 13 Section VIII., Notice(s) of Unsafe or Unhealthful 

Working Conditions.
 Added new Federal Appeals Process Flow Charts in Chapter 13.
 Added new Appendices A-C in Chapter 13.
 Added Preemption by Other Agencies in Chapter 17.
 Added web-link to OSHA Instruction, OSHA Authority Over Vessels and Facilities 

on or Adjacent to U.S. Navigable Waters and the Outer Continental Shelf (OCS) in
Chapter 17, Jurisdiction Coverage.

Disclaimer

This manual is intended to provide instruction regarding some of the internal 
operations of the Occupational Safety and Health Administration (OSHA), and 
is solely for the benefit of the Government. No duties, rights, or benefits, 
substantive or procedural, are created or implied by this manual. The contents 
of this manual are not enforceable by any person or entity against the 
Department of Labor or the United States. Statements which reflect current 
Occupational Safety and Health Review Commission or court precedents do not 
necessarily indicate acquiescence to those precedents.
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Chapter 1

INTRODUCTION

I. Purpose.
This FOM is a reference document for field personnel, providing enforcement 
policies and procedures in conducting OSHA investigations.

II. Scope.
This Instruction applies OSHA-wide.

III. References.
A. The Equal Access to Justice Act, 5 U.S.C. § 504.
B. Small Business Regulatory Enforcement Fairness Act, 18U.S.C. § 601.
C. Disclosure of Confidential Information, 18 U.S.C. § 1905.
D. Rules Implementing the Equal Access to Justice Act; Costs and Fees, 28 U.S.C.

§ 2412.
E. Occupational Safety and Health Act of 1970, 29 U.S.C. § 651 et seq.
F. Migrant and Seasonal Agricultural Worker Protection Act, 29 U.S.C. § 1802.
G. Debt Collection Improvement Act, 31 U.S.C. § 3717.
H. The Postal Employee Safety Enhancement Act of 1998, 39 U.S.C. § 101.
I. Employees Served with Subpoenas, 29 Code of Federal Regulations 2.21 and 

2.22.
J. Federal Claims Collection, 29 C.F.R. Part 20.
K. Applicable Federal Standards:  ETA and OSHA Housing Standards, 29 C.F.R.

500.132.
L. Social Responsibilities of the Employment Service System, 29 C.F.R. Part 654.
M. Advance Notice of Inspections, 29 C.F.R. 1903.6.
N. Policy Regarding Employee Rescue Activities, 29 C.F.R. 1903.14.
O. Abatement Verification, 29 C.F.R. 1903.19.
P. Reporting Fatalities and Multiple Hospitalizations to OSHA, 29 C.F.R.

1904.39.
Q. Consultation Agreements, 29 C.F.R. Part 1908.
R. Occupational Safety and Health Standards, 29 C.F.R. Part 1910.
S. Occupational Safety and Health Standards for Shipyard Employment, 29 C.F.R.

Part 1915.
T. Marine Terminals, 29 C.F.R. Part 1917.
U. Safety and Health Regulations for Longshoring, 29 C.F.R. Part 1918.
V. Gear Certification, 29 C.F.R. Part 1919.
W. Safety and Health Regulations for Construction, 29 C.F.R. Part 1926.
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X. Occupational Safety and Health Standards for Agriculture, 29 C.F.R. Part 1928.
Y. Approved State Plans for Enforcement of State Standards, 29 C.F.R. Part 1952.
Z. Basic Program Elements for Federal Employees OSHA, 29 C.F.R. Part 1960.
AA. Coverage – Agricultural Employers, 29 C.F.R. 1975.4(b)(2).
BB. Rules of Procedure, 29 C.F.R. Part 2200.
CC. Worker Protection Standard, 29 C.F.R. Part 170.
DD. Housing for Agricultural Workers: Final Rule, Federal Register, March 4, 

1980 (45 FR 14180).
EE. Safety and Health Program Management Guidelines; Issuance of Voluntary 

Guidelines, Federal Register, January 16, 1989 (54 FR 3904).
FF. Incorporation of General Industry Safety and Health Standards Applicable to 

Construction Work, Federal Register, August 12, 1996 (61 FR 41738).
GG. Delegation of Authorities and Assignment of Responsibilities to the Assistant 

Secretary for Employment Standards and Other Officials in the Employment 
Standards Administration, Federal Register, January 2, 1997 (62 FR 107).

HH. Final Rule on State Plans Coverage of the U.S. Postal Service (Federal 
Register, June 9, 2000 (65 FR 36618).

II. Final Policy Concerning the Occupational Safety and Health Administration’s 
Treatment of Voluntary Employer Safety and Health Self-Audits, Federal 
Register, July 28, 2000 (65 FR 46498).

JJ. Secretary’s Order 5-2002; Delegation of Authority and Assignment of 
Responsibility to the Assistant Secretary for Occupational Safety and Health, 
Federal Register, October 22, 2002 (67 FR 65007).

KK. Occupational Injury and Illness Recording and Reporting Requirements –
NAICS Update and Reporting Revisions, September 18, 2014 (79 FR 56129).

LL. OSHA Instruction ADM 01-00-003, Redelegation of Authority and 
Responsibility of the Assistant Secretary for Occupational Safety and Health, 
March 6, 2003.

MM. OSHA Instruction ADM 03-01-005, OSHA Compliance Records, August 3, 
1998.

NN. OSHA Instruction CPL 02-00-025, Scheduling System for Programmed 
Inspections, January 4, 1995.

OO. OSHA Instruction CPL 02-00-028, Compliance Assistance the Powered 
Industrial Truck Operator Training Standards, November 30, 2000.

PP. OSHA Instruction CPL 02-00-051, Enforcement Exemptions and Limitations 
under the Appropriations Act, May 28, 1998.

QQ. OSHA Instruction CPL 02-00-080, Handling of Cases to be Proposed for 
Violation-By-Violation Penalties, October 21, 1990.

RR. OSHA Instruction CPL 02-00-152, Guidelines for Administering Corporate-
Wide Settlement Agreements, June 22, 2011.

SS. OSHA Instruction CPL 02-00-094, OSHA Response to Significant Events of 
Potentially Catastrophic Consequences, Edited on July 14, 2004.

TT. OSHA Instruction CPL 02-00-098, Guidelines for Case File Documentation
for use with Videotapes and Audiotapes, October 12, 1993.



Department of Property and Procurement FY 2017 Budget

Page 64

1-3

UU. OSHA Instruction CPL 02-00-111, Citation Policy for Paperwork and 
Written Program Requirement Violations, November 27, 1995.

VV. OSHA Instruction CPL 02-00-158, Inspection Procedures for the Respiratory 
Protection Standard, June 26, 2014.

WW. OSHA Instruction CPL 02-00-121, Providing Assistance to Smaller 
Employers, March 12, 1998.

XX. OSHA Instruction CPL 02-00-122, Enforcement Guidance for the U.S. Postal 
Service, April 16, 1999.

YY. OSHA Instruction CPL 02-00-124, Multi-Employer Citation Policy, 
December 10, 1999.

ZZ. OSHA Instruction CPL 02-00-125, Home-Based Worksites, February 25, 
2000.

AAA. OSHA Instruction CPL 02-00-135, Recordkeeping Policies and Procedures 
Manual (RKM), December 30, 2004.

BBB. OSHA Instruction CPL 03-00-012, OSHA’s National Emphasis Program 
(NEP) on Shipbreaking, November 4, 2010.

CCC. OSHA Instruction CPL 02-00-157, Shipyard Employment “Tool Bag”
Directive, April 1, 2014.

DDD. OSHA Instruction CPL 02-00-155, Inspection Scheduling for Construction, 
July 14, 2006.

EEE. OSHA Instruction CPL 02-00-154, Longshoring and Marine Terminals “Tool 
Shed” Directive, July 31, 2012.

FFF. OSHA Instruction CPL-02-00-153, Communicating OSHA Fatality 
Inspection to a Victim’s Family, April 17, 2012.

GGG. OSHA Instruction CPL 02-00-151, 29 CFR Part 1910, Subpart T –
Commercial Diving Operations, June 13, 2011.

HHH. OSHA Instruction CPL 02-00-149, Severe Violator Enforcement Program 
(SVEP), June 18, 2010.

III. OSHA Instruction CPL 02-01-055, Maritime Cargo Gear Standards and 29 
CFR Part 1919 Certification, September 30, 2013.

JJJ. OSHA Instruction CPL 02-01-051, 29 CFR Part 1915, Subpart B, Confined 
and Enclosed Spaces and Other Dangerous Atmospheres in Shipyard 
Employment, May 20, 2011.

KKK. OSHA Instruction CPL 02-01-047, OSHA Authority Over Vessels and 
Facilities on or Adjacent to U.S. Navigable Waters and the Outer Continental 
Shelf (OCS), February 22, 2010.

LLL. OSHA Instruction CPL 02-01-049, 29 CFR Part 1915, Subpart I, 
Enforcement Guidance for Personal Protective Equipment (PPE) in Shipyard 
Employment, November 4, 2010.

MMM. OSHA Instruction CPL 02-02-035, 29 CFR 1910.95(b)(1), Guidelines for 
Noise Enforcement; Appendix A, December 19, 1983.

NNN. OSHA Instruction CPL 02-02-079, Inspection Procedures for the Hazard 
Communication Standard (HCS 2012), July 9, 2015.
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OOO. OSHA Instruction CPL 02-02-043, Chemical Sampling Information (CSI) 
Web page.

PPP. OSHA Instruction CPL 02-02-054, Respiratory Protection Program 
Guidelines, July 14, 2000.

QQQ. OSHA Instruction CPL 02-02-063, Inspection Procedures for Occupational 
Exposure to Asbestos Final Rule 29 CFR Parts 1910.1001, 1926.1101, 
1915.1001, January 9, 1996.

RRR. OSHA Instruction CPL 02-02-072, Rules of Agency Practice and Procedure 
Concerning OSHA Access to Employee Medical Records, August 22, 2007.

SSS. OSHA Instruction CPL 02-02-073, Inspection Procedures for 29 CFR 
1910.120 and 1926.65, Paragraph (q): Emergency Response to Hazardous 
Substance Releases, August 27, 2007.

TTT. OSHA Instruction CPL 02-02-074, Inspection Procedures for the Chromium 
(VI) Standards, January 24, 2008.

UUU. OSHA Instruction CPL 02-02-076, National Emphasis Program – Hexavalent 
Chromium, February 23, 2010.

VVV. OSHA Instruction CPL 03-00-010, Petroleum Refinery Process Safety 
Management National Emphasis Program, August 18, 2009.

WWW.OSHA Instruction CPL 03-00-007, National Emphasis Program – Crystalline 
Silica, January 24, 2008.

XXX. OSHA Instruction CPL 03-00-008, Combustible Dust National Emphasis 
Program (Reissued), March 11, 2008.

YYY. OSHA Instruction CPL 03-00-009, National Emphasis Program – Lead, 
August 14, 2008.

ZZZ. OSHA Instruction CPL 03-00-012, National Emphasis Program on 
Shipbreaking, November 4, 2010.

AAAA. OSHA Instruction CPL 04-00-001, Procedures for Approval of Local 
Emphasis Programs (LEPs), November 10, 1999.

BBBB. OSHA Instruction CSP 01-00-002, State Plan Policies and Procedures 
Manual, March 21, 2001.

CCCC. OSHA Instruction CSP 02-00-002, Consultation Policies and Procedures 
Manual, January 18, 2008.

DDDD. OSHA Instruction CSP 03-01-003, Voluntary Protection Programs (VPP) 
Policies and Procedures Manual, April 18, 2008.

EEEE. OSHA Instruction CSP 03-02-003, OSHA Strategic Partnership Program 
for Worker Safety and Health, November 6, 2013.

FFFF. OSHA Instruction CSP 04-01-001, OSHA Alliance Program, June 10, 
2004.

GGGG. OSHA Instruction HSO 01-00-001, National Emergency Management Plan 
(NEMP), dated December 18, 2003.

HHHH. OSHA Instruction IRT 01-00-007, The IMIS Enforcement Data Processing 
Manual for Use with the NCR Computer System, dated September 20, 
1993.
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IIII. OSHA Instruction STD 02-01-049, 29 CFR Part 1915, Subpart I, Personal 
Protective Equipment (PPE) for Shipyard Employment – Inspection 
Procedures and Interpretive Guidelines, November 4, 2010.

JJJJ. OSHA Instruction TED 01-00-015, OSHA Technical Manual (OTM), 
February 11, 2014.

KKKK. Memorandum of Agreement on Interagency Coordination for Ship 
Scrapping (i.e., shipbreaking) between DOD/DOT/EPA/DOL-OSHA, 
November 16, 1999.

LLLL. Memoranda on Construction Fatality Case Study, Reasons and 
Methodology, for Regional Administrators from H. Berrien Zettler, Deputy 
Director, D.O.C. (via email), regarding transmittal of information on 
construction fatalities to the University of Tennessee, dated September 12 
and 13, 2000.

MMMM. Memorandum on Construction Fatality Investigation Case Files, for 
Regional Administrators from R. Davis Layne, Deputy Assistant Secretary,
regarding transmittal of information on construction fatalities to the 
University of Tennessee, dated May 14, 2003 and February 18, 2004.

NNNN. Memorandum on Change to the Interim Procedure for Fatality 
Investigations (IMMLANG), for Regional Administrators from R. Davis 
Layne, Deputy Assistant Secretary, dated December 16, 2003.

OOOO. Memorandum on Procedures for Significant Enforcement Cases, for 
Regional Administrators from R. Davis Layne, Deputy Assistant Secretary,
dated March 24, 2004.

PPPP. Memorandum on Novel Cases: Cancellation of December 20, 2012 
Memorandum entitled “Clarification of September 27, 2012 Memo on 
Significant Case Procedures,” dated September 4, 2013.

QQQQ. Presidential Executive Order 12196, Occupational safety and health 
programs for Federal employees.

RRRR. Settlement Agreement dated July 14, 2000 concerning Powered Industrial 
Truck Operator Training Standard between the National Maritime Safety 
Association (NMSA) and the Occupational Safety and Health 
Administration, U.S. Department of Labor.

SSSS. Frank Diehl Farms v. Secretary of Labor, 696 F.2d 1325 (11th Cir. 1983).
TTTT. Int. Union UAW v. General Dynamics Land Systems Division, 815 F.2d 

1570 (D.D. Cir. 1987).
UUUU. Marion Stevens dba Chapman & Stephens Company, 5 BNA OSHC 1395

(No.13535, 1977).
VVVV. Darragh Company, 9 BNA OSHC 1205, (Nos. 77-2555, 77-3074, and 

77-3075, 1980).
WWWW. J. C. Watson Company, 22 BNA OSHC 1235 (Nos. 05-0175 and 05-

0176, 2008). (Aff’d D.C. Cir. No. 08-1230, April 17, 2009.) (unpubl.)
XXXX. Chao v. Mallard Bay Drilling, Inc., 212 F.3d 898, (534 U.S. 235, 2002).

IV. Cancellations.
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This Instruction supersedes OSHA Instruction CPL 02-00-150, Field Operations 
Manual (FOM), issued April 22, 2011.

V. Action Information.
A. Responsible Office. Directorate of Enforcement Programs (DEP).
B. Action Offices. National, Regional, and Area Offices.
C. Information Offices. State Plan States, OSHA Training Institute, Consultation 

Project Managers, VPP Managers and Coordinators, OSHA Strategic Partnership 
Coordinators, Compliance Assistance Coordinators, Compliance Assistance 
Specialists, and Regional EEP Coordinators.

VI. Federal Program Change – Notice of Intent and Equivalency Required.  
This instruction describes a Federal Program Change which consolidates and updates 
OSHA’s field enforcement policies and procedures. States must have, as a part of 
their State Plan, formal written policies and procedures on all aspects of their 
compliance program, including inspections, targeting, citations, penalties, and post 
citation processes, which are at least as effective as the procedures in this revised 
Field Operations Manual (FOM). State Plans have the option of adopting identical or 
different, but at least as effective, enforcement policies as those contained in this 
FOM, and in doing so, State Plans must address each chapter and/or policy area in 
this manual. Significant changes to this manual are listed in section VII of this 
chapter.

An identical State Plan change is one in which the State Plan adopts the same 
program provisions as the federal program with the only differences being those 
modifications necessary to reflect a State Plan’s unique structure. With respect to this 
FOM, State Plans can adopt identically without adopting the internal OSHA 
administrative procedures set out in this manual, such as those relating to 
organizational structure and such matters as penalty collection. However, State Plans 
must provide for their own comparable internal administrative procedures and 
processes.

Within 60 days of the date of issuance of this directive, State Plans must submit a 
notice of intent indicating if the State Plan will adopt or already has in place 
enforcement policies and procedures that are identical to or different from the federal 
program. State adoption, either identically or different, should be accomplished 
within 6 months. If adopting identically, the State Plan must provide the date of 
adoption to OSHA, due within 60 days of adoption.  If the State Plan adopts or 
maintains enforcement policies that differ from the FOM, the State Plan must either 
post its different policies on its State Plan website and provide a link to OSHA, or 
provide OSHA with an electronic copy and the name and contact information of 
someone within the State Plan who can assist the public with obtaining a copy. This 
action must occur within 60 days of the date of adoption. OSHA will post summary 
information of the State Plan responses to this Instruction on its website.

VII. Significant Changes.
A. Changes made by the 2015 Update.
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1. Table of Contents section is revised.
2. References section is revised.
3. Revised language in Chapter 1 Section VI., referring to State Plan Impact 

language.
4. Added language associated with OSHA Strategic Partnerships (OSPs) in 

Chapter 2 Section VI., Programmed Inspections.
5. Deleted the bullet for OSHA Strategic Partnerships in Chapter 2 under 

Section VI., Programmed Inspections.
6. Deleted language relating to Site Specific Targeting (SST) Program in 

Chapter 2.
7. Added language related to Workplace Violence in Chapter 3 Section II., 

Inspection Planning.
8. Added language related to the Occupational Injury and Illness Recording and 

Reporting Requirements – NAICS Update and Reporting Revisions in Chapter 
3 Section V.A.6., Chapter 4 Section I.C., Chapter 6 Section X.D., Chapter 11 
Section II.N.3., and Chapter 13 Section I.D.1.c.

9. Added language related to Safety Incentive Programs in Chapter 3 Section 
VI., Review of Records.

10. Revised language relating to Walkaround Representatives in Chapter 3 
Section VII., Walkaround Inspections.

11. Deleted language relating to OSHA Data Initiative (ODI) Data Review in 
Chapter 3.

12. Revised language related to Repeated Violations from three to five years in 
Chapter 4 Section VII., Obtaining Inspection History.

13. Revised AVD language for Repeated Violations in Chapter 4 Section 
VII.G.5.

14. Restore the “Reserved” paragraphs in Chapter 4 Section XI., Health 
Standards Violations.

15. Revised OSHA Penalty Policy in Chapter 6 Section III., Penalty Adjustment 
Factors.

16. Revised language to time limitation and final order in Chapter 6 Section III., 
Penalty Adjustment Factors.

17. Added new Penalty Comparison Chart in Chapter 6 Section III., Penalty 
Adjustment Factors.

18. Deleted language to OSHA Strategic Partnerships in Chapter 6 Section III., 
Penalty Adjustment Factors.

19. Revised Debt Collection Section in Chapter 6, Adjustment to Payments.
20. Revised Debt Collection Section in Chapter 6, Depositing Payments.
21. Added Debt Collection Control Flowchart in Chapter 6, Debt Collection.
22. Added language in Chapter 8 Section I., Settlement of Cases by Area 

Director.
23. Revised Electronic Complaints in Chapter 9, Electronic Complaints Received 

via the OSHA Public Website.
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24. Added language in Chapter 11 Section II., Families of Victims.
25. Deleted language in Chapter 11 Section II., Recording and Tracking for 

Fatality/Catastrophe Investigations.
26. Added language in Chapter 11 Section II., Investigation (OSHA-170).
27. Added language to the Severe Violator Enforcement Program in Chapter 11

Section II., Severe Violator Enforcement Program.
28. Added language in Chapter 13 Section III., Federal Agency Inspection

Scheduling.
29. Added language in Chapter 13 Section III., Other Whistleblower Protections.
30. Added language in Chapter 13 Section VIII., Notice(s) of Unsafe or 

Unhealthful Working Conditions.
31. Added new Federal Appeals Process Flow Charts in Chapter 13.
32. Added new Appendices A-C in Chapter 13.
33. Added Preemption by Other Agencies in Chapter 17.
34. Added web-link to OSHA Instruction, OSHA Authority Over Vessels and 

Facilities on or Adjacent to U.S. Navigable Waters and the Outer Continental 
Shelf (OCS) in Chapter 17, Jurisdiction Coverage.

VIII. Background.
The Field Inspection Reference Manual (FIRM) was issued September 26, 1994 and 
later replaced with the Field Operations Manual (FOM), dated November 9, 2009.
Since that time, the FOM was revised on April 22, 2011.  It was supplemented and 
modified by numerous additional directives, memorandums, and interpretations.

This Instruction cancels and replaces OSHA Instruction CPL 02-00-150, Field
Operations Manual, issued April 22, 2011 and many of the subsequent directives and 
memoranda, and also provides a single updated source of instruction on general 
OSHA enforcement policies and procedures.

The FOM is designed to be updated on a regular basis by amending chapters or 
sections thereof to embody modifications and clarifications to OSHA’s general 
enforcement policies and procedures.

IX. Definitions and Terminology.
A. The Act: This term refers to the Occupational Safety and Health Act of 1970 (29 

U.S.C. § 651 et seq.).
B. Compliance Safety and Health Officer (CSHO):  This term refers to Safety 

Engineers, Safety Compliance Officers, and Industrial Hygienists.
C. He/She and His/Hers: The terms he and she, as well as his or her, when used 

throughout this manual, are interchangeable. That is, male(s) applies to 
female(s), and vice versa.

D. Professional Judgment: All OSHA employees are expected to exercise their best 
judgment as safety and health professionals and as representatives of the United 
States Department of Labor in every aspect of carrying out their duties.
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E. Workplace and Worksite:  The terms workplace and worksite are interchangeable.
Workplace is used more frequently in general industry, while worksite is more 
commonly used in the construction industry.
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Chapter 2

PROGRAM PLANNING

I. Introduction.
OSHA’s mission is to assure the safety and health of America’s working men and women by 
promulgating and enforcing standards and regulations; providing training, outreach, and 
education; establishing partnerships; and encouraging continual improvement in workplace 
safety and health as well as the development of comprehensive safety and health 
management systems. Effective and efficient use of resources requires careful, flexible 
planning.  In this way, the overall goal of hazard abatement and employee protection is best 
served.

II. Area Office Responsibilities.
A. Providing Assistance to Small Employers.

1. In 1996, the Congress passed the Small Business Regulatory Enforcement Fairness 
Act (SBREFA) to respond to the concern expressed by the small business community 
that Federal regulations were too numerous and complex, and that small business 
needed special assistance in understanding and complying with those regulations.

2. SBREFA requires all federal agencies regulating small businesses to have in place 
programs to provide guidance and compliance assistance. These programs must 
contain procedures to answer inquiries by small entities (small businesses). These 
programs also provide information on and advice about compliance with the statutes 
and regulations; interpretations; and applications of the law to specific sets of facts 
supplied by the small entity.

NOTE:  See CPL 02-00-121, Providing Assistance to Smaller Employers, March 
12, 1998.

B. Area Office Outreach Program.
The Area Director or designee will ensure that the Area Office maintains an outreach 
program appropriate to local conditions and the needs of the service area. The plan may 
include Regional and National Office support services, compliance assistance services 
including assistance in developing compliance safety and health management systems, 
training and education services, referral services, cooperative programs, abatement 
assistance, and technical services.

C. Responding to Requests for Assistance.
All requests from employers or employees for compliance information or assistance shall 
receive timely, accurate, and helpful responses from OSHA. See the section on 
Information Requests in this chapter for additional information.

III. OSHA Cooperative Programs Overview.
OSHA offers a number of avenues for businesses and organizations to work cooperatively 
with the Agency. Compliance Officers should discuss the various cooperative programs with 
employers.
A. Voluntary Protection Programs (VPP).
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The Voluntary Protection Programs (VPP) are designed to recognize and promote 
effective safety and health management. A hallmark of VPP is the principle that 
management, labor, and OSHA can work together in pursuit of a safe and healthy 
workplace. VPP participants are employers who have successfully designed and 
implemented a health and safety management system at their worksites, and are exempt 
from programmed inspections.

NOTE:  See CSP 03-01-003, Voluntary Protection Programs (VPP): Policies and 
Procedures Manual, April 18, 2008, for additional information.

B. On-site Consultation Program.
OSHA On-site Consultation Programs are available in all 50 states as well as the District 
of Columbia, Guam, Northern Marianas Islands, Puerto Rico and the Virgin Islands 
under Section 21(d) and 23(g) agreements with Federal OSHA or under State Plans 
approved by OSHA.
1. The state On-site Consultation Program offers a variety of services at no cost to 

employers. These services include assisting in the development and implementation 
of an effective safety and health management system, and offering training and 
education to the employer and employees at the worksite. Small businesses in high-
hazard industries or those involved in hazardous operations receive priority.

2. The State On-site Consultation Program is separate from OSHA’s enforcement 
efforts. Under On-Site Consultation Programs, no citations are issued, nor are 
penalties proposed.

C. Safety and Health Achievement Recognition Program (SHARP).
Another program that recognizes employers’ efforts to create a safe workplace and 
exempts them from programmed inspections is the Safety and Health Achievement 
Recognition Program (SHARP). This program is administered by the State On-site 
Consultation Program but is funded under Section 21(d) of the Act.

SHARP is designed to provide incentives and support to those employers that 
implement and continuously improve effective safety and health management system(s) 
at their worksite. SHARP participants are exempted from OSHA programmed 
inspections.

NOTE:  See CSP 02-00-002, Consultation Policies and Procedures Manual, January 
18, 2008, for additional information.

D. Strategic Partnerships.
Organizations can enter into Strategic Partnerships with OSHA to address specific safety 
and health issues. In these partnerships, OSHA enters into extended, voluntary, 
cooperative relationships with groups of employers, employees, and employee 
representatives (sometimes including other stakeholders, and sometimes involving only 
one employer) in order to encourage, assist, and recognize efforts to eliminate serious 
hazards and to achieve a high level of worker safety and health.

NOTE:  See CSP 03-02-003, OSHA Strategic Partnership Program for Worker Safety 
and Health, November 6, 2013, for additional information.

E. Alliance Program.
Through the Alliance Program, OSHA works with groups committed to worker safety 
and health to prevent workplace fatalities, injuries, and illnesses. These groups include 
unions, consulates, trade or professional organizations, businesses, faith- and community-
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based organizations, and educational institutions. OSHA and the groups work together to 
develop compliance assistance tools and resources, share information with workers and 
employers, and educate workers and employers about their rights and responsibilities.
Alliance Program participants do not receive exemptions from OSHA inspections or any 
other enforcement benefits.

NOTE:  See CSP 04-01-001, OSHA Alliance Program, June 10, 2004, for additional 
information.  

NOTE:  See Section VI.H., of this chapter, Enforcement Scheduling and Interface with 
Cooperative Program Participants, for additional information.

IV. Enforcement Program Scheduling.
A. General.

1. OSHA’s priority system for conducting inspections is designed to allocate available 
OSHA resources as effectively as possible to ensure that maximum feasible 
protection is provided to working men and women. The Area Director or designee 
will ensure that inspections are scheduled within the framework of this chapter, that 
they are consistent with the objectives of the Agency, and that appropriate 
documentation of scheduling practices is maintained.

2. The Area Director or designee will also ensure that OSHA resources are effectively 
distributed during inspection activities. If an inspection is of a complex nature, the 
Area Director or designee may consider utilizing additional OSHA resources (e.g.,
the Health Response Team). In other circumstances, the use of outside resources may 
aid the Area or District Office to deploy available resources more effectively. The 
Area Office will retain control of the inspection.

B. Inspection Priority Criteria.
Generally, priority of accomplishment and of assigning staff resources for inspection 
categories is as shown in Table 2-1 below:

Table 2-1: Inspection Priorities
Priority Category
First Imminent Danger
Second Fatality/Catastrophe (NOTE)
Third Complaints/Referrals
Fourth Programmed Inspections

NOTE:  OSHA Area Offices will determine the inspection priority of a catastrophe
using the Memorandum entitled, “Interim Enforcement Procedures for New Reporting 
Requirements under 29 C.F.R. 1904.39”, dated December 24, 2014, or unless superseded 
by future agency-approved correspondence.  

1. Efficient Use of Resources.

Deviations from this priority list are allowed so long as they are justifiable, lead to 
the efficient use of resources, and promote effective worker protection. An example 
of such a deviation would be when the Agency, Regional Administrator or an Area 
Director commits a certain percentage of resources to programmed Special Emphasis 
Program (SEP) inspections such as a National Emphasis Program (NEP), a Regional 
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Emphasis Program (REP), or Local Emphasis Program (LEP). Inspection scheduling 
deviations must be documented in the case file.

2. Follow-up Inspections.
In cases where follow-up inspections are necessary, they shall be conducted as 
promptly as resources permit. In general, follow-up inspections shall take priority 
over all programmed inspections and any unprogrammed inspection in which the 
hazards are anticipated to be other-than-serious.

NOTE:  See Chapter 7, Post-Citation Procedures and Abatement Verification, for 
additional information.

3. Monitoring Inspections.
When a monitoring inspection is necessary, the priority is the same as for a follow-up
inspection.

NOTE:  See Chapter 7, Post-Citation Procedures and Abatement Verification, for 
additional information.

4. Employer Information Requests.
Contacts for technical information initiated by employers or their representatives will 
not trigger an inspection, nor will such employer inquiries protect the requesting 
employer against inspections conducted pursuant to existing policy, scheduling 
guidelines and inspection programs established by the Agency.

5. Reporting of Imminent Danger, Catastrophe, Fatality, Amputations, Accidents, 
Referrals or Complaints.
The Area Director or designee will act in accordance with established inspection 
priority procedures.

NOTE:  See Section V., of this chapter, Unprogrammed Activity – Hazard 
Evaluation and Inspection Scheduling, for additional information.

C. Effect of Contest.
If an employer has contested a citation and/or a penalty from a previous inspection at a 
specific worksite, and the case is still pending before the Review Commission, the 
following guidelines apply to additional inspections of the employer at that worksite:
1. If the employer has contested the penalty only, the inspection will be scheduled as if 

there were no contest.
2. If the employer has contested the citation itself or any items therein, then 

programmed and unprogrammed inspections will be scheduled, but all violative 
conditions under contest will be excluded from the inspection unless a potential 
imminent danger is involved.

NOTE:  See Section IV.B., Inspection Priority Criteria, of this chapter for 
additional information.

D. Enforcement Exemptions and Limitations.
1. In providing funding for OSHA, Congress has consistently placed restrictions on 

enforcement activities for two categories of employers:  small farming operations and 
small employers in low-hazard industries. Congress may place exemptions and 
limitations on OSHA activities through the annual Appropriations Act.

2. Before initiating an inspection of an employer in these categories, the Area Office 
will evaluate whether the Appropriations Act for the fiscal year would prohibit the 



Department of Property and Procurement FY 2017 Budget

Page 75

2-5

inspection. Where this determination cannot be made beforehand, the CSHO will 
determine the status of the small farming operation or a small employer in a low-
hazard industry upon arrival at the workplace. If the prohibition applies, the 
inspection shall immediately be discontinued.

NOTE:  See CPL 02-00-051, Enforcement Exemptions and Limitations under the 
Appropriations Act, May 28, 1998, for additional information.

E. Preemption by Another Federal Agency.
1. Section 4(b)(1) of the Act states that the Act does not apply to working conditions 

over which other federal agencies exercise statutory responsibility “to prescribe or 
enforce standards or regulations affecting occupational safety or health.” The 
determination of preemption by another federal agency is, in many cases, a highly 
complex matter.

2. If a question arises, usually upon receipt of a complaint, referral, or other inquiry, 
consult the list of Memorandums of Understanding (MOU) on the OSHA website to 
determine if the issue has been previously addressed. A MOU is an agreement 
created to address/resolve coverage issues and to improve the working relationships 
between other federal agencies and organizations regarding employee safety and 
health.

3. At times, an inspection may have already begun when the coverage jurisdiction 
question arises. Any such situations will be brought to the attention of the Area 
Director, Regional Solicitor, or designee as soon as they arise, and dealt with on a 
case-by-case basis.

4. Two examples of MOUs include the following:
a. Mine Safety and Health Administration - Interagency Agreement between the 

Mine Safety and Health Administration and OSHA, dated March 29, 1979.
b. United States Coast Guard/U.S. Department of Transportation - Authority of 

Coast Guard and OSHA regarding enforcement of safety and health standards 
aboard vessels inspected and certified by the Coast Guard, dated March 4, 1983.

F. United States Postal Service.
1. The Postal Employee Safety Enhancement Act of 1998 applies the Act to the U.S.

Postal Service in the same manner as the Act applies to a private sector employer.
2. All State Plan States elected not to cover the U.S. Postal Service. Thus, Federal 

OSHA retains authority to cover the U.S. Postal Service nationwide. Federal 
coverage in State Plan States encompasses U.S. Postal Service employees and 
contract employees engaged in U.S. Postal Service mail operations. Coverage 
includes contractor-operated facilities engaged in mail operations and postal stations 
in public or commercial facilities. State Plan States continue to exercise jurisdiction 
over all other private sector contractors working on U.S. Postal Service sites who are 
not engaged in U.S. Postal Service mail operations, such as building maintenance and 
construction employees. (See the Final Rule on State Plans Coverage of the U.S.
Postal Service (65 FR 36618, June 9, 2000)).

3. Violations documented during inspections initiated at a U.S. Postal Service site will 
be cited with penalties in accordance with the FOM and other applicable OSHA 
policies for the private sector.

NOTE:  See CPL 02-00-122, Enforcement Guidance for the U.S. Postal Service,
dated April 16, 1999, for additional information.
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Copyright © 2016 Office of the Code Revisor, Legislature of the Virgin Islands 
 

*** Statutes current through Act 7834 of the 2015 Regular and Special Session *** 
 

TITLE TWENTY-FOUR  Labor   
Chapter 2.  Occupational Safety and Health 

 
24 V.I.C. § 31 (2016) 

 
§ 31.  Purpose  

 
(a) The Legislature has determined that in order for the Territory to better protect its public-sector 
workers, it should retain the duties of regulation and enforcement of rules in places of public 
employment by formulating and obtaining federal approval for a Public Employee Only State Plan 
under section 18 of the Occupational Safety and Health Act of 1970, 29 U.S.C. 667. 
 
(b) The Legislature declares it to be its purpose and policy, through the exercise of its power to 
regulate commerce within the Territory of the Virgin Islands and to provide for the general welfare, 
to assure so far as possible every public sector employee in the Territory safe and healthful working 
conditions and to preserve our human resources by: 

 
     (1) encouraging public sector employers and employees in their efforts to reduce the number of 
occupational safety and health hazards at their places of employment, and to stimulate public sector 
employers and employees to institute new programs and to perfect existing programs for providing 
safe and healthful working conditions; 

     (2) providing that public-sector employers and employees have separate but dependent 
responsibilities and rights with respect to achieving safe and healthful working conditions; 
 
     (3) authorizing the Commissioner of Labor to set or adopt mandatory occupational safety and 
health standards applicable to public-sector workplaces within the Virgin Islands; 

     (4) building upon advances already made through public-sector employer and employee 
initiatives for providing safe and healthful conditions; 

 
     (5) providing for research in the field of occupational safety and health, including the 
psychological factors involved, and by developing innovative methods, techniques and approaches 
for dealing with local, occupational safety and health problems; 

 
     (6) exploring ways to discover latent diseases, establishing casual [sic] connections between 
diseases and work in environmental conditions, and conducting other research relating to health 
problems, in recognition of the fact that occupational health standards present problems often 
different from those involved in occupational safety; 

 
     (7) providing medical criteria that will assure insofar as practicable, that no public-sector 
employee will suffer diminished health, functional capacity, or life expectancy as a result of his work 
experience; 
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     (8) providing training programs to increase the number and competence of personnel engaged 
in the field of occupational safety and health; 

     (9) providing an effective enforcement program that shall include a prohibition against giving 
advance notice of any inspection, and sanctions for an individual violating this prohibition; 
 
     (10) providing for appropriate reporting procedures with respect to occupational safety and 
health which will help achieve the objectives of this chapter and accurately describe the nature of 
the occupational safety and health problems; and 

     (11) encouraging joint labor-management efforts to reduce injuries and diseases arising out of 
employment. 

24 V.I.C. § 32  
 

Copyright © 2016 Office of the Code Revisor, Legislature of the Virgin Islands 
 

*** Statutes current through Act 7834 of the 2015 Regular and Special Session *** 
 
 

TITLE TWENTY-FOUR  Labor   
Chapter 2.  Occupational Safety and Health 

 
24 V.I.C. § 32  (2016) 

 
§ 32.  Definitions 

 
 
For the purpose of this chapter 

 
 
     (1) The term "Commissioner" means the Commissioner of the Virgin Islands Department of Labor 
or the Commissioner's authorized and accredited representatives. 

 
     (2) The term "employ" means to suffer or permit to work. 

 
     (3) The term "employee" means any individual employed by the Government of the Virgin 
Islands, its departments, agencies, instrumentalities, or political subdivisions, if any. 
 
     (4) The term "employer" means the government of the Virgin Islands, its department, agencies, 
instrumentalities, or political subdivisions, if any. 

 
     (5) The term "Occupational Safety and Health Standard" means a standard that requires 
conditions or the adoption or use of one or more practices, means, methods, operations, or processes 
reasonably necessary or appropriate to provide safe or healthful employment and places of 
employment. 
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     (6) The term "person" means one or more individuals, departments, agencies, instrumentalities, 
legal representatives, or any organized group of persons in the public sector. 

 
     (7) The term "public sector" means the Government of the Virgin Islands, its department, 
agencies, instrumentalities or political subdivisions, if any. 

 
     (8) The term "Secretary" means the Secretary of the United States Department of Labor. 
 
     (9) The term, "State Plan" means the agreements and contractual arrangements made by the 
Commissioner with the United States Department of Labor and the Secretary of Labor under which 
Territorial development and enforcement of occupational safety and health rules may be carried 
forward. 
 
     (10) The term "workplace" means any area where work is being performed at any time, by any 
person who is a public-sector employee. 

 
HISTORY: --Added July 19, 2006, No. 6846, § 1, Sess. L. 2006, pp. 112, 113. 

24 V.I.C. § 33  
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*** Statutes current through Act 7834 of the 2015 Regular and Special Session *** 
 

TITLE TWENTY-FOUR  Labor   
Chapter 2.  Occupational Safety and Health 

 
24 V.I.C. § 33  (2016) 

 
§ 33.  Applicability of this chapter 
 
This chapter applies with respect to employment performed in a public-sector workplace within the 
Virgin Islands. 
 
HISTORY: --Added July 19, 2006, No. 6846, § 1, Sess. L. 2006, p. 113. 

24 V.I.C. § 34  
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*** Statutes current through Act 7834 of the 2015 Regular and Special Session *** 
 

TITLE TWENTY-FOUR  Labor   
Chapter 2.  Occupational Safety and Health 

 
24 V.I.C. § 34  (2016) 

 
§ 34.  Rights, duties or liabilities of public sector employer and employees 





3 V.I.C. § 218
Statutes current through Act 7834 of the 31st Legislature, including all code changes through March 17, 2016

• Virgin Islands Code Annotated
• TITLE THREE Executive
• Chapter 13. Department of Property and Procurement

§ 218. Powers and duties of Department; budget

•      (a) The Department shall exercise general control over the enforcement of the laws relating to the subjects
         referred to below in this section, and, with respect thereto, shall—

¤  (1) provide for the government an economical and effi cient system for the procurement and
supply of all property and nonpersonal services including related functions, such as the control,
inspection, storage, issue, specifi cations, identifi cation, classifi cation, transportation, traffi c
management, repair, conversion, and inventory of property, and the establishment of forms and
procedures therefor;
¤ (2) have authority for the management, control, disposition, and use of government real property,
and related functions such as—
	(A) establishing and maintaining land inventories;
	(B) administering an effective homesteading program designed to assist in
the creation of new land owners;
	(C) facilitating the utilization of land for the best public benefi t under effi cient
and economic production plans;
	(D) the making of loans for the construction of housing (individual
ownership) as FHA mortgagee;
	(E) the administration of the territorial home loan program involving
construction loans to individuals; and
	(F) the administration, collection, enforcement and liquidation of all
	funds, loans, agreements, and obligations formerly covered under the
	Native Industries, home loan and homestead funds;

¤ (3) enforce price and rent control laws and regulations;
¤ (4) operate the Government Printing Offi ce and set the fees for its use and operation;
¤ (5) manage rental properties owned or controlled by the Government, except as
¤ limited by Federal law, hotels, and housing development programs or projects;
¤ and make inventory and establish forms and procedures for the sale, rental, or disposition
thereof;
¤ (6) administer and enforce all laws and authorized regulations relating to weights
¤ and measures;
¤ (7) perform the functions as may be required by Federal law in order to participate in Federallyaided
projects; and
¤ (8) provide for the lease of necessary space for all departments, offi ces, commissions, agencies,
and other instrumentalities of the executive, legislative and judicial branches of the Government
of the United States Virgin Islands and make the payment of the rentals on all such leased offi ce
space out of moneys appropriated to the Department for the purpose of such payments.

•       (b) The Department shall prepare the Budget for the Department for submission to the Commissioner of Finance.

By this section, Department of Property and Procurement of Government of Virgin Islands is empowered to manage,
control, dispose of and use government real estate, including rental properties of all kinds owned or controlled by
Government.
3 V.I.C. § 218
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