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When the SDO receives a call regarding an after-hours facility maintenance 
issue, the SDO shall: 

Step 1: Record the time, caller's name, caller's phone number, location of 
the issue, and a thorough description of the issue in the SDO logbook. DO NOT 
HANG UP. 

Step 2: Determine who is responsible for the issue: 

a. If the issue is located inside a housing residence at Laurel Bay,
and the issue only affects one house, instruct the caller to contact Tri­
Command Communities' Maintenance at (877) 509-2424. Record the action taken in 
the SDO logbook. 

b. All other issues are the responsibility of the Air Station.

Step 3: Determine if the issue is a Marine locked-out of their Bachelor 
Enlisted Quarters (BEQ) room (use enclosure (2)) or if it is a maintenance 
emergency (use enclosure (3)): 

a. If the issue is an emergency, inform the caller that you will be
contacting contract maintenance personnel. Hang up and immediately dial 228-
7527. Identify yourself to the contract maintenance person and relay the 
information you have received. Respectfully ask for a call back when the 
emergency has been resolved. If you get a recording when you dial the number, 
leave a detailed message, and then call (843) 812-5223. 

b. If you are in any way unsure whether the issue is an emergency,
inform the caller that you will seek guidance and call them back. Begin 
calling the numbers listed in enclosure (4), starting with Maintenance 
Control. Record their instructions in the SDO logbook, follow those 
instructions, then recall the original caller back and inform them of the 
outcome. 

c. If the issue is not an emergency, instruct the caller to contact
the PW reception desk (228-7257} during normal working hours. Record the 
action taken in the SDO logbook. 

Enclosure (l} 



After-Hours BEQ Lock-Out Procedures 

Step 1: If a barracks Marine gets locked out of his/her room: 
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a. The Marine must report to his/her respective barracks duty
noncommissioned officer (DNCO) to gain access to the room using their master 
swipe card. 

b. The DNCO will instruct the Marine to report the discrepancy to
the BEQ Office the next business day. 

c. Make an entry in the DNCO logbook.

Step 2: If the master swipe card does not work: 

a. The DNCO must call the SDO at 228-7121.

b. The SDO will let the Marine into his/her room using the barracks
master hard key, and call the after-hours emergency maintenance number (228-
7527) to report the discrepancy. 

c. The SDO will instruct the Marine to report the discrepancy to the
BEQ Office during the next business day. 

d. Make an entry in the DNCO and SDO logbooks.

The only time the SDO should be contacted is in the event the lock on the 
door fails to open after the barracks duty has tried the master swipe key. 

For assistance during normal business hours, contact the BEQ Office at 
228-6205/7217/6905/7990.

For any questions or concerns, contact the MCAS BEQ Manager, Mrs. Shawn
Dimauro at 228-7217 or shawn.dimauro�usmc.mil. 
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