DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON, DC 20380-0001
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LFF-3
14 Feb 91

MARI NE CORPS ORDER P11000.22 WCH 1-4

From Commandant of the Marine Corps
To: Di stribution List

Subj: MARI NE CORPS HOUSI NG MANAGEMENT MANUAL
Encl: (1) LOCATOR SHEET
Reports Required: List, page v

1. Purpose. To pronulgate policies and procedures for managing
and adm ni stering Mrine Corps Housing.

2. Cancellations. MCO P11000.15A, MCO P11000. 18A, MCO 11101.51G
MCO 11100. 6, MCO 11101.60, and MCO 11101. 61.

3. Background. This Mnual provides policy guidance for the
acquisition, utilization and disposition of Marine Corps housing.
It sets policy and procedures for operating housing referral
services to assist eligible personnel to | ocate adequate,
nondi scri m natory of f-base housing; it outlines procedures for
preparing reports and it provides the policy for operating and
mai nt ai ni ng Marine Corps housing. This Manual defines Governnent
and occupant responsibilities and criteria for conducting

requi rements determ nation for famly and bachel or housi ng.

4. Recommendations. Recommendations concerning the contents of
t he Housi ng Managenment Manual are invited and should be submtted
to the Commandant of the Marine Corps (CMC) (LFF) via the
appropriate chain of conmand

5. Reserve Applicability. This Manual is not applicable to the
Mari ne Corps Reserve

6. Certification. Reviewed and approved this date.
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) 4‘% e ',-.J'?Lg_________;
r "'_/l [_’/ ]/
R.“J. WINGLASS
Deputy Chief of Staff
for Installations and Logistics

DI STRIBUTION: PCN 10211301900
Copy to: 7000110 (5)

8145004, 005/7000144, 093(2)
8145001 (1)
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DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON, DC 20380-0001

LFF-3
10 Feb 92

MARI NE CORPS ORDER P11000.22 Ch 1

From Commandant of the Marine Corps
To: Di stribution List

Subj: MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

Encl: New page inserts to MCO P11000. 22

1. Purpose. To transmt new page inserts to the basic Manual
2. Action

a. Renove pages 2-3 and 2-4 of the basic Manual and repl ace
wi th correspondi ng pages contained in the encl osure.

b. Insert new section 8 of chapter 2 to the basic Mnual

3. Summary of Chances. To clarify any m sconceptions/questions
regarding billeting funds for transient quarters.

4. Chance Notation. Significant changes in the reviewed pages for
this Change are denoted by an arrow ( ) synbol

5. FEiling Instructions. This Change transmttal will be filed
imredi ately follow ng the signature page of the basic Manual.

-

N
R. J. INGLASS

Deputy Chief of Staff
for Installations and Logistics

DI STRI BUTI ON: PCN 1021130190

Copy to: 7000110 (5)
8145004, 005/7000144, 093 (2)
8145001 (1)



UNCLASSI FI ED
01 02 010244Z JUN 92 RR uuuu
ADM N
CMC WASHI NGTON DC/ /I - L/ LF//
ALMAR
XMI' M5G DET AMEMB PORT AU PRI NCE HA
ACCT NA- CRARHQ
UNCLAS //N11000//
ALMAR 143/92
M5G DY GENADM N CMC LF/ /
SUBJ/ MCO P11000.22 CH 2. MARINE CORPS FAM LY HOUSI NG ASSI GNIVENT
POLI CY/ /
REF/ A/ GENADM N MARBKS SUBI C BAY RP/ 180507ZFEB92//
NARR/ REF A REQUESTED GUI DANCE CONCERNI NG ENTI TLEMENTS FOR
DEPENDENTS DEPARTI NG PHI LI PPI NES PRI OR TO SPONSCR. //
RWKS/ 1. TH' S CHANGE | S APPLI CABLE TO MARI NE CORPS ACTI VI TIES ON
PCN 102 058600 00 DI STRI BUTI ON.
2. REF A I DENTI FI ED A SI TUATI ON WHEREBY DEPENDENT ARE ORDERED TO
DEPART CURRENT DUTY STATI ON ON PCS ORDERS PRI OR TO THE SPONSCOR S
DETACHMENT DATE. THE CONCERN WAS HOW THI' S | MPACT ON THEIR ABI LI TY
TO APPLY FOR BASE HOUSI NG AT THE NEW PERMANENT DUTY STATI ON.
3. TO ADDRESS THI' S SI TUATI ON, POLI CY CONTAI NED | N PARAGRAPH 1209
OF THIS MANUAL IS MODI FI ED AS FOLLOWE:
P. A ERHARD, LFF-3, 6-0860 PCN 10211301902

R.J.WINGLA LTGEN-L-b1028




A. DEPENDENTS REQUI RED TO DEPART CURRENT OVERSEAS DUTY STATI ON
ON PCS ORDERS PRI OR TO DETACHMENT OF SPONSOR MAY APPLY FOR HOUSI NG
| F THEY ARE | N POSSESSI ON ON THE SPONSOR' S ORDERS AND A PONER OF
ATTORNEY. | F THEIR NAME COVES UP ON THE WAI TING LI ST PRIOR TO
ARRI VAL OF THE SPONSOR, THEY MAY BE ASSI GNED TO HOUSI NG

B. THE CONTROL DATE FOR THI S PURPOSE W LL BE ESTABLI SHED AS
THE DATE OF TERM NATI ON FOR GOVERNMENT QUARTERS AT THE PREVI QUS
DUTY STATI ON. FOR THOSE FAM LI ES WHO DO NOT RESI DE | N GOVERNMENT
QUARTERS AT THE OVERSEAS DUTY STATI ON, THE CONTRCL DATE W LL BE
THEI R PORT CALL DATE.
4. PO NT ON CONTACT FOR THI S HEADQUARTERS IS MR. PAUL ERHAED, DSN
226-0860.//

P. A ERHARD, LFF-3, 6-0860 PCN 10211301902

UNCLASSI FI ED 010244Z JUN 92



UNCLAS //N11000

Date/Time Group Received

2502447z JUL 96 07/26/96 04:51:39 PM
FROM: CMC WASHINGTON DC//L//

TO: AIG ZERO ZERO EIGHT

INFO:

SUBJECT: MCO P11000.22 CH 3. MARINE CORPS HOUSING MANAGEMENT
MANUAL/ /

UNCLAS //N11000//
MSGID/GENADMIN/CMC LFF-3//
SUBJ/MCO P11000.22 CH 3. MARINE CORPS HOUSING MANAGEMENT MANUAL//
REF/A/CMC LTR 11103/LF EML/20MAY96//
AMPN/REF A IS BEQ CONSTRUCTION STANDARDS//
RMKS/1. THIS CHANGE IS APPLICABLE TO MARINE CORPS ACTIVITIES ON PCN
10211280000 (FORMERLY DISTRIBUTION CODE CC). THIS CHANGE IS
EFFECTIVE AS OF 1 JUNE 1996.
2. ©PURPOSE OF THIS CHANGE IS TO REVISE THE MINIMUM STANDARDS OF
ADEQUACY FOR PERMANENT PARTY BACHELOR ENLISTED HOUSING AS CURRENTLY
OUTLINED IN FIGURE 2-1, PAGE 2-14, CHAPTER 2 OF THE SUBJECT MANUAL.
THIS CHANGE RAISES THE MINIMUM STANDARD OF ADEQUACY.
3. ACTION
A. NEW MINIMUM STANDARDS OF ADEQUACY (MSA) FOR PERMANENT
PERSONNEL AND PCS STUDENTS SHOWN IN FIGURE 2-1 SHOULD BE AMENDED AS
FOLLOWS :
(1) SNCO (E6-E9) 270 NET SF/PRIVATE ROOM/PRIVATE BATH
OR THE ENTIRE 1X1 MODULE
(2) SERGEANTS (E5) 180 NET SF/PRIVATE ROOM/SHARED BATH
WITH NOT MORE THAN 1 OTHER
(3) CORPORALS (E4) 90 NET SF/2 PER ROOM/BATH SHARED WITH
NOT MORE THAN 3 OTHERS
(4) PVT-LCPL (E1-E3) 90 NET SF PER PERSON/3 PER
ROOM (I.E.,3-2-1)/SHARED
BATH WITH NOT MORE THAN 3 OTHERS (I.E.,
2X2 IS THE MINIMUM)
B. ABOVE MSA PERTAINS TO QUARTERS ASSIGNMNT AND SHOULD NOT BE
CONFUSED WITH FACILITY PLANNING AND DEVELOPENT. MARINE CORPS
INSTALLATIONS WILL CONTINUE TO RETAIN A LARGE INVENTORY OF VARIOUS
BEQ ROOM CONFIGURATIONS AND MUST MAKE BEST POSSIBLE USE OF THESE
FACILITIES UNTIL WE REPLACE THEM. REF A RECENTLY PROVIDED
INSTALLATIONS WITH NEW BEQ CONSTRUCTION STANDARDS FOR FACILITY
PLANNING AND DEVELOPMENT.
4. SUBECT MANUAL CURRENTLY AUTHORIZED INSTALLATION COMMANDERS
TO APPROVE PAYMENT OF BASIC ALLOWANCE FOR QUARTERS (OWN RIGHT)
FOR SERGEANTS AND ABOVE WHO CANNOT BE PROVIDED BEQ ACCOMMODATIONS
MEETING MINIMUM STANDARD OF ADEQUACY.
5. THESE NEW MINIMUM STANDARDS OF ADEQUACY DO NOT APPLY TO
TRANSIENTS, STUDENTS, OR GEOGRAPHIC BACHELORS.//
BT
#6233
NNNN



MARADMIN 302/04

Date signed: 07/09/2004MARADMIN Number: 302/04
Subject: MCO P11000.22 CH 4. MARINE CORPS HOUSING MANAGEMENT MANUAL
R 091800Z JUL 04
FM CMC WASHINGTON DC
TO MARADMIN
BT
UNCLAS
MARADMIN 302/04
MSGID/GENADMIN,/ CMC WASHINGTON DC/LFF-3//
SUBJ/MCO P11000.22 CH 4. MARINE CORPS HOUSING MANAGEMENT MANUAL//
REF/A/MEMO/DASN (FMC)1500000ZMAY2002//
REF/B/LTR/CNO /200000ZNOV2002/N467H1//
NARR/REF A VERIFIES THE AUTHORITY FOR SOME MINOR CONSTRUCTION
FINANCED BY FH (OPS) AND FOR THE SPECIFIC AMOUNT AND SCOPE TO BE
ESTABLISHED ON A CONSISTENT BASIS AMONG THE MILITARY DEPARTMENTS AND
PROMULGATED BY OUSD (C). REF (B) IS THE MOST RECENT ESTABLISHED
MINOR CONSTRUCTION AUTHORITIY AND LIMITATIONS FOR THE NAVY//
POC/J.A. HACKWITH/1STLT/CMC WASHINGTON DC LFF-3/-/TEL: (703) 695-9447/
EMAIL:HACKWITHJA@HQMC.USMC.MIL//
RMKS/1. THIS CHANGE IS APPLICABLE TO MARINE CORPS ACTIVITIES ON PCN
10211301900 DISTRIBUTION.
2. PER REF (A), MARINE CORPS FAMILY HOUSING WILL MATCH THE AMOUNT
AND SCOPE OF THE NAVY FOR MINOR CONSTRUCTION PROJECTS IN REF (B) TO
ESTABLISH CONSISTENCY WITHIN THE DEPARTMENT OF THE NAVY. THIS CHANGE
WILL ALSO TRANSFER THE APPROVAL AUTHORITY FROM INSTALLATION
COMMANDER (CMDR) TO THE COMMANDANT OF THE MARINE CORPS (CMC) .
3. THIS CHANGE WILL BE EFFECTIVE IMMEDIATELY.
4. ALL REFERENCES IN THIS MANUAL TO “INCIDENTAL IMPROVEMENTS
(R-1)” WILL BE DELETED AND REPLACED WITH “MINOR CONSTRUCTION
(INCIDENTAL IMPROVEMENTS) (R-2(I)).”" THE FOLLOWING PARAGRAPHS ARE
AFFECTED:
5. ACTION

A. CHAPTER 1, SECTION 8, PARAGRAPH 1804.1D, PAGE 1-115, CHANGE
TO READ “MINOR CONSTRUCTION. MINOR CONSTRUCTION (I.E., INSTALLATION
OF DRYER VENT, SIDEWALKS, ELECTRICAL OUTLET, ETC.) WILL BE
ACCOMPLISHED WITH OPERATION AND MAINTENANCE FUNDS WHEN SUCH
ALTERATIONS AND ADDITIONS, EXPANSIONS, AND EXTENSIONS ARE APPROVED
BY THE CMC.”

B. CHAPTER 1, SECTION 8, FIGURE 1-6, PARAGRAPH III, PAGE 1-118,
CHANGE TO READ
“IIT. MINOR CONSTRUCTION (INCIDENTAL IMPROVEMENTS) (R-2(I)) (BP 23)
1. MINOR CONSTRUCTION PROJECTS
PROJECTS BUDGETED FOR IN BP 23 IN ANNUAL BUDGET SUBMISSION
REQUIRE PROJECT DOCUMENTATION
MAY REQUIRE PLANS & SPECS REVIEW
MAY REQUIRE PROJECT SURVEY BY THE CMC REPS
PRIOR PROJECT IDENTIFICATION NOT REQUIRED
FUNDS MUST BE RESERVED
AUTHORITY TO ADVERTISE MUST BE APPROVED BY THE CMC”

0 JO0 Uk WwiN

PCN 10211301904

DISTRIBUTION STATEMENT A: Approved for public release; distribution is
unlimited



C. CHAPTER 1, SECTION 8, PARAGRAPH 1806.1A. AND 1B, PAGE 1-119
CHANGE TO READ
" PROJECT COST APPROVAL SUBMITTED
CATEGORY TYPE LIMITATIONS AUTHORITY BY
1. MINOR CONSTRUCTION
(INCIDENTAL IMPROVEMENT)

A. COST PER UNIT R-2(I) $ 3,000 CMC INSTALLATION
PER FISCAL YEAR CMDR

B. COST PER PROJECT R-2(I) $500,000 CMC INSTALLATION
CMDR

D. CHAPTER 1, SECTION 8, PARAGRAPH 1806.2A, PAGE 1-119 UNDER
LIMITATION COLUMN CHANGE “$40,000” TO READ “$50,000 X ACCF”

AND CHANGE “$40,001 AND ABOVE” TO READ “ABOVE $50,000 X ACCF.”

E. CHAPTER 1, SECTION 8, PARAGRAPH 1806.3A, PAGE 1-120, UNDER
LIMITATIONS COLUMN DELETE ALL REFERENCES TO “$15,000” AND REPLACE
WITH “$20,000”

F. CHAPTER 1, SECTION 8, PARAGRAPH 1806.3B, FOOTNOTE 2, PAGE
1-120, CHANGE TO READ "“MINOR CONSTRUCTION PROJECTS MAY BE IDENTIFIED
SEPARATELY TO THE CMC FOR APPROVAL. MINOR CONSTRUCTION PROJECTS ARE
DESIGNATED WITH R-2(I) AND ARE FUNDED WITH FH, O&M FUNDS.”

G. CHAPTER 1, SECTION 8, PARAGRAPH 1806, FOOTNOTE 3, SENTENCES
TWO AND FOUR, PAGE 1-120, CHANGE “$40,000 PER UNIT” TO READ “$50,000
PER UNIT MULTIPLIED BY THE ACCF”.

H. CHAPTER 1, SECTION 8, PARAGRAPH 1809.1, PAGE 1-122, CHANGE TO
READ “MINOR CONSTRUCTION (R-2(I)) PROJECTS ARE IMPROVEMENT PROJECTS,
WHICH CAN BE ACCOMPLISHED WITH FH, O&M FUNDS FOR WHICH BP 23 FUNDS
MUST BE RESERVED AND AUTHORITY TO ADVERTISE PROVIDED BY THE CMC”.

I. CHAPTER 1, SECTION 8, PARAGRAPH 1809.2, PAGE 1-122, CHANGE TO
READ “MINOR CONSTRUCTION (R-2(I)) PROJECTS MAY REQUIRE HEADQUARTERS
PLANS AND SPECIFICATIONS REVIEW OR PROJECT SURVEY/VALIDATION”.

J. CHAPTER 1, SECTION 8, PARAGRAPH 1809.3, CHANGE TO READ
“"MINOR CONSTRUCTION (R-2(I)) WITH SUPPORTING DOCUMENTATION WILL
NORMALLY BE SUBMITTED ANNUALLY TO THE CMC (LFF), PER SECTION 8,
PARAGRAPH 1821 OF THIS MANUAL, FOR SURVEY, APPROVAL, AND POSSIBLE
PROGRAMMING. (SEE FIGURE 1-7.)"

K. CHAPTER 1, SECTION 8, PARAGRAPH 1809.4, PAGE 1-122, DELETE
ENTIRE PARAGRAPH. RENUMBER REMAINING PARAGRAPHS TO READ "“18095.4
THROUGH 1809.7".

L. CHAPTER 1, SECTION 8, PARAGRAPH 1809.4, PAGE 1-122, CHANGE
TO READ, “BP 23 MAINTENANCE FUNDING FOR MINOR CONSTRUCTION (R-2(I))
PROJECTS WILL BE BUDGETED FOR WITHIN THE INSTALLATIONS NORMAL BUDGET
SUBMISSION. PROJECT IDENTIFICATION FOR MINOR CONSTRUCTION PROJECTS
IS REQUIRED IN THE BUDGET SUBMISSION. INDIVIDUAL MINOR CONSTRUCTION
PROJECTS WILL BE TRACKED BY HQMC. BUDGET SUBMISSION REQUEST FOR THE
AWARD OR DESIGN OF MINOR CONSTRUCTION PROJECTS MUST ENSURE THAT
THOSE FUNDS CAN, IN FACT, BE OBLIGATED IN THE FISCAL YEAR
REQUESTED."”

M. CHAPTER 1, SECTION 8, PARAGRAPH 1809.5, PAGE 123, CHANGE TO
READ, "“CHANGE ORDERS TO MINOR CONSTRUCTION PROJECTS WILL BE
ADDRESSED TO THE CMC AND WILL NOT EXCEED THE MAXIMUM ESTABLISHED
LIMITATIONS.”

N. CHAPTER 1, SECTION 8, PARAGRAPH 1809.6, PAGE 123, DELETE
ENTIRE PARAGRAPH.

O. RENUMBER PARAGRAPH 1809.7 TO READ “1809.6."

0. CHAPTER 1, SECTION 8, PARAGRAPH 1809.6, PAGE 123, CHANGE TO
READ "“CURRENT STATUTES STATE “MINOR CONSTRUCTION INCLUDES...MAJOR
MAINTENANCE OR REPAIR WORK TO BE ACCOMPLISHED CONCURRENTLY WITH AN
IMPROVEMENT PROJECT.” THEREFORE, IT SHOULD BE NOTED THAT
AUTHORIZATION LEVELS FOR MINOR CONSTRUCTION MUST ALSO INCLUDE ANY
CONCURRENT MAJOR MAINTENANCE AND REPAIR WORK. FOR EXAMPLE, IF A



HOUSING UNIT IS HAVING $1,000 OF MINOR CONSTRUCTION DONE AND AT THE
SAME TIME $2,000 IN REPAIR WORK, THE UNIT WOULD BE AT MAXIMUM LIMIT
($3,000 PER UNIT) BECAUSE YOU MUST CONSIDER ALL CONCURRENT REPAIR
WORK AS WELL AS THE MINOR CONSTRUCTION AMOUNT” .

P. CHAPTER 1, SECTION 8, PARAGRAPH 1820, PAGE 1-129, DELETE
FROM PARAGRAPH TITLE “AND INCIDENTAL IMPROVEMENTS (R-1)"

Q. CHAPTER 1, SECTION 8, PARAGRAPH 1821, PAGE 1-129, CHANGE
TITLE TO READ “MAJOR REPAIR (M-2) AND MINOR CONSTRUCTION (R-2(I))
PROJECT DEVELOPMENT. "

R. CHAPTER 1, SECTION 8, PARAGRAPH 1828, PAGE 1-135, CHANGE TO
READ, "MINOR CONSTRUCTION (R-2(I)) PROJECT LIFE CYCLE: MINOR
CONSTRUCTION PROJECTS ARE IMPROVEMENT PROJECTS THAT WILL NORMALLY BE
FUNDED WITH BP 23 REPAIR FUNDS. THEREFORE, THE PROJECT LIFE CYCLE
SHOULD FOLLOW THAT OF A M-2 PROJECT, AND WILL BE FUNDED WITH BP 23
REPAIR FUNDS.”

S. CHAPTER 1, SECTION 8, PARAGRAPH 1832, PAGE 1-139, DELETE
FROM PARAGRAPH TITLE “AND (R-1)” AND DELETE FROM SECOND SENTENCE,
LINE 5, “OR R-1".

T. CHAPTER 1, SECTION 8, PARAGRAPH 1833, PAGE 1-139, CHANGE
TITLE TO READ, “FUNDING FOR MAJOR REPAIR (M-2) AND MINOR
CONSTRUCTION (R-2(I))PROJECTS."”

U. CHAPTER 1, SECTION 8, PARAGRAPH 1838.3C, PAGE 1-141, CHANGE
TO READ “MINOR CONSTRUCTION (INCIDENTAL IMPROVEMENT). PROJECT TOTALS
INCLUDING CONTINGENCY LEVELS WILL NOT EXCEED THE MAXIMUM LIMITS OF
$500,000 PER PROJECT AND $3,000 PER UNIT PER FISCAL YEAR. ALL
REQUESTS MUST BE APPROVED FROM THE CMC.”

V. CHAPTER 1, SECTION 8, PARAGRAPH 1839.3D, PAGE 1-142, CHANGE
TO READ “MINOR CONSTRUCTION (R-2(I)). THE CMC MAY APPROVE CHANGE
ORDERS TO MINOR CONSTRUCTION PROJECTS AS LONG AS THE PROJECT DOES
NOT EXCEED $500,000 AND $3,000 PER UNIT PER FISCAL YEAR.”

W. CHAPTER 3, FIGURE 3-1, PAGE 3-8, UNDER COST LIMIT COLUMN
DELETE “$25,000 AND OVER” AND REPLACE WITH “$25,000 - $35,000”.

X. CHAPTER 3, FIGURE 3-1, PAGE 3-8, ADD UNDER COST LIMIT
COLUMN, “OVER $35,000”; UNDER AUTHORITY COLUMN ADD, “CONGRESS”; AND
UNDER REMARKS COLUMN ADD, "“REQUIRES PRIOR CONGRESSIONAL NOTIFICATION
THROUGH BUDGET PROCESS TO NEW LIMIT VICE PREVIOUS $25,000 -$35,000
LIMITS.”

Z. CHAPTER 3, FIGURE 3-1, PAGE 3-8, UNDER AUTHORITY COLUMN
DELETE FIRST “SECNAV”.

AA. CHAPTER 3, FIGURE 3-1, PAGE 3-8, UNDER COST LIMIT COLUMN
DELETE “$2,000 - $40,000” AND REPLACE WITH “$3,000 - $50,000".

BB. CHAPTER 3, FIGURE 3-1, PAGE 3-8, UNDER COST LIMIT COLUMN
CHANGE “$40,000” TO READ “$50,000.”

CC. CHAPTER 3, FIGURE 3-1, PAGE 3-8, DELETE THE WORDS,
“INCIDENTAL IMPROVEMENT” AND UNDER COLUMN HEADINGS, CHANGE TO READ

CATEGORY COST LIMIT AUTHORITY REMARKS
“MINOR $3,000 CMC TOTAL CEILING
CONSTRUCTION AMOUNT CANNOT

EXCEED $35,000 PER
FISCAL YEAR FOR
MAINTENANCE AND
REPAIRS W/O PRIOR
APPROVAL FROM THE
cMe”

DD. CHAPTER 3, FIGURE 3-1, FOOTNOTE 2, PAGE 3-8, CHANGE TO
READ, “MINOR CONSTRUCTION (INCIDENTAIL IMPROVEMENTS) PROJECTS UNDER
$3,000, USE O&M FUNDS. IMPROVEMENTS ON PROJECTS OVER $3,000 (NOT
INCIDENTAL) USE CONSTRUCTION FUNDS.”

EE. CHAPTER 3, FIGURE 3-1, FOOTNOTE 3, PAGE 3-8, DELETE
“$25,000 AND REPLACE WITH “$35,000.”"



FF. CHAPTER 3, SECTION 2, PARAGRAPH 3200.1, PAGE 3-9, DELETE
“$25,000 AND REPLACE WITH “$35,000."
6. FILING INSTRUCTIONS. FILE THIS CHANGE TRANSMITTAL IMMEDIATELY
FOLLOWING CHANGE 3.//
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RECORD OF CHANGES

Log conpl eted change action as indicated.
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MARI NE CORPS HOUSI NG MANAGEMENT MANUAL
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MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

I NTRCDUCT! ON

0001. PURPCSE. To promrul gate policies and procedures for managi ng
and adm ni stering Marine Corps Housing.

0002. STATUS

1. The policies and procedures in this Manual apply to all Marine
Corps Installation Commanders who have managenent responsibility
for Bachel or Housing, Famly Housing or General O ficers’ Quarters.

2. The Manual contains guidance, information and procedures for
Mari ne Corps Housing Managenent. Certain Marine Corps Orders and
Bull etins are canceled by this Manual. Each forner order/bulletin
forns the basis of sections which are found in the new Manual
Portions of the Manual have been devel oped so as to be able to be
extracted fromthe Manual to act as a stand al one order

0003. SCOPE. This Manual provides policy guidance for the
acquisition, utilization and disposition of Mrine Corps housing.

It sets policy and procedures for operating housing referral
services to assist eligible personnel to | ocate adequate,
nondi scri m natory of f-base housing; it outlines procedures for
preparing required reports and it provides the policy for operating
and mai ntai ning Mari ne Corps housing. This Manual defines
government and occupant responsibilities and criteria for
conducting requirenents determ nation for famly and
bachel or\ housi ng.

0004. RESPONSIBILITY. The Commandant of the Marine Corps (LFF)
is responsible for the accuracy, currency, nodification, and
distribution of this Manual. HQMC staffs and field comranders are
responsible for the tinely entry of changes and the physica

mai nt enance of copies of this Mnual

0005. ALLOMNNCES

1. Submt requests for changes in allowances of this Manual to
the Commandant of the Marine Corps (AR). Submt requests per
MCO P5600. 31, Marine Corps Publications and Printing Regul ati ons.
2. Request m ssing pages by requisitioning the basic Manual or
pertinent changes per MCO P5600. 31

0006. ORGANI ZATI ON

1. This Manual is organized into chapters identified by an Arabic
nuneral as listed in the overall contents.



0007 MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

2. Paragraph nunbering is based on four digits. The first digit
indicates the chapter; the next digit, the section, the final two
digits the general major paragraph nunber; and the conbi nations
which follow the deci mal point, the subparagraph nunber

e.g., 3101.3a(2) refers to chapter 3, section |, general ngjor
par agraph nunber 01; subparagraph 3a(2).

3. Pages are nunbered in separate series by chapter nunber,
wi t h-the chapter nunber preceding each page nunber: e.g., the
fourth page of chapter 2 is shown as 2-4.

0007. CHANGES. Printed changes are posted by follow ng the
instructions in the Marine Corps Directives System Manual .
Interfile changes in the basic Manual in consecutive order and
conpl ete the Record of Changes page.

Viii



PARAGRAPH
THE M LI TARY FAM LY HOUSI NG PROGRAM 1000
PURPCOSE . . ... . . . 1001
APPLI CABI LITY .. e 1002
AUTHORI TY .o e 1003
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SECTION 1: FAM LY HOUSI NG CRGANI ZATI ON, RESPONSI BI LI TI ES,

MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

CHAPTER 1

FAM LY HOUSI NG MANAGEMENT

AND FUNCTI ONS

PART A: ORGANI ZATI ON

GENERAL |

| NSTALLAT

PART B:

THE COWNVA

THE COWNVA

THE COWVA
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CHAPTER 1

FAM LY HOUSI NG MANAGEMENT

1000. THE M LITARY FAM LY HOUSI NG PROGRAM The policy of the

U S Governnent is to rely on private community assets as the
primary nmeans for housing mlitary famlies. This policy applies
to both the continental United States and overseas. Construction
programnms are devel oped to offset existing and projected shortages.
Construction progranms are based on requirenments for eligible
mlitary personnel who receive the basic allowance for quarters
(BAQ at the "with dependents’ rate, and key or essenti al
(eligible) civilian enpl oyees. New houses are programred and
constructed to satisfy deficiencies in specific categories. Al
fam |y housing under the jurisdiction or assignnment control of
the Marine Corps is assigned to eligible personnel w thout regard
to race, color, religion, sex, or national origin.

1001. PURPOSE. This Manual provides instructions and information
on Marine Corps policy for the managenent, planning, utilization
mai nt enance, operation, and disposition of mlitary fam |y housing
facilities at all Marine Corps installations under the command of
the CMC.

1002. APPLICABILITY. This Manual is the source of information
and gui dance to pronote and ensure uniform and coordi nated
managenment of all Marine Corps famly housing facilities and
programs. The provisions of this Manual are to be used as gui dance
in managing Marine Corps famly housing facilities and prograns.
The installati on commander may deviate fromthese provisions if
necessary to react to local conditions. All correspondence, to

i nclude reports requested herein, shall be addressed to the

CMC (LFF), Headquarters Marine Corps, Washington, DC 20380. This
Manual will be the primary nmanagerial guides for Marine Corps
installations having mlitary fanm |y housing responsibilities.

1003. AUTHORITY. The CMC derives general authority for famly
housing facilities and prograns from DoD and Departnment of the
Navy Regul ations. Specific authority is derived fromlaw and from
del egati on made by the Secretaries of Defense and Navy.

1004. POLICY ON PROVI DI NG FAM LY HOUSI NG

1. ojectives. The objective of the famly housing programis to
ensure that service nenbers with acconpanyi ng dependents have
adequate housing in which to shelter their fanmilies. The critica
itemis acconpanyi ng dependents; service nenbers nay be married

or unmarried, divorced, separated, or w dowed. The |loca
communities shall be relied on as the prinmary source of famly
housing for mlitary personnel
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a. Governnent-owned housing will not be progranmed for
construction (unless mlitary personnel must |ive on a Governnent
installation for reasons of mlitary necessity) when the conmunity
has the capacity to provide satisfactory rental housing for
mlitary personnel

b. Governnent-owned housing will be programed for
construction to neet valid requirenments when little or no conmmunity
housing i s avail able, or when community housing is avail abl e but
the location, quality, or cost create a distinct hardship for
mlitary famlies. Al reasonable precautions will be taken
to preclude overbuilding and to avoid harnful econom c inpact on
| ocal housi ng markets.

c. No Governnent housing will be built in the United States,
unl ess a valid need has been justified per established criteria.
Al t hough houses whi ch have been purchased by free choice of the
mlitary occupant and certain other houses occupied by mlitary

owners are considered in determning the mlitary need, vacant "for
sal e" housing will not generally be considered in making this

det erm nati on

2. Policy. For the purpose of advancing the m ssions assigned to

the Marine Corps by higher authority and by |aw, the Marine Corps
provi des and maintains, or participates in the provision and

mai nt enance of adequate and i nadequate housing for Marine Corps
mlitary and certain key and essential civilian personnel per the
precedi ng.

3. Right to Housing. The Marine Corps recognizes no inherent
right to Governnment housing for any group or individual

1005. BAQ AND VARI ABLE HOUSI NG ALLOMNCE (VHA) TERM NATI ON AND
REI NSTATEMENT. BAQ and VHA are nonetary all owances a service
nmenber receives to offset the cost of housing when quarters are
not provi ded by the Governnent.

1. Termination of BAQ VHA Entitlenent. The effective date for
term nation of BAQ VHA is at 2400 hours on the day before the day
that Governnment quarters are assigned. BAQ VHA will not be

term nated when a nenber cannot occupy fam |y housing on the date
schedul ed because of delays incident to conpetent orders. For

i nstance, BAQ continues until household goods are available for the
dependents if the delay in arrival of household goods is due to

ci rcunst ances beyond the nenber’s control

2. Reinstatement of BAQ BAQw |l be reinstated on the date of
term nation of assignnent to Governnent quarters, unless dependents
continue to occupy the quarters, in which case BAQw Il start when
the dependents physically depart the quarters pursuant to the
sponsor’s permanent change of station (PCS) orders.

1-12
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SECTION 1: FAM LY HOUSI NG OCRGANI ZATI ON, RESPONSI BI LI TI ES, AND
FUNCTI ONS

PART A: ORGANI ZATI ON

1100. GENERAL | NFORMATION. The administration of famly housing
as authorized by the Congress, extends fromthe Ofice of the
Secretary of Defense (OSD) through the Secretary of the Navy and
the CMC to the installation commander. |Itens 1-7 below, contain
a brief description of each of the echel ons.

1. Congress. Congress authorizes the existence of the famly
housi ng prograns, | egislates broad guidelines for the conduct of
the program and appropriates the funds to be used in the execution
of the program

2. Secretary of Defense. The Secretary of Defense is the program
sponsor to the Congress for mlitary famly housing for all of the
mlitary departnents and DoD agencies. The Assistant Secretary of
Def ense (ASD) exercises direction through the Deputy Assistant
Secretary of Defense (DASD)

3. Secretary of the Navy. The Secretary of the Navy is
responsi bl e, under the direction, authority, and control of the
Secretary of Defense, for inplenentation of the fam |y housing
policies and progranms within the DON. Wthin the Secretari at,
the Assistant Secretary of the Navy for Installations and
Environnment is responsible for famly housing.

4. The CMC. The CMC, as the program sponsor and coor di nator
recomrends | egislation and acquisition prograns; establishes
policies for designation, assignnment, activation, disposal, and
housing referral; and assigns responsibilities for the

adm nistration of facilities and prograns.

5. Installation Commanders. |Installations are the onsite nanagers
of the fam |y housing program nmintaining and using the assets on
the Fanmily Housing Property Account in conpliance with current
policies and instruction.

6. Naval Facilities Engineering Command (NAVFACENGCOM . The
NAVFACENGCOM i s the construction agent for the DON, and assists
the Marine Corps in design, acquisition, and construction

7. Engineering Field Divisions (EFD). The EFD s assist the Marine
Corps installations by providing technical, contractual, and design
gui dance.

1101. | NSTALLATION FAM LY HOUSI NG ORGANI ZATI ON. Each Marine Corps
installation having fam |y housing assets will have a famly
housi ng of fi ce headed by a housi ng manager who will be responsible
for the centralized managenment of all aspects of fanily housing,

i ncluding housing referral services. Famly housing organizations
will be staffed and operated by permanently assigned civilian
personnel. Mlitary personnel may be used in the fanily housing
office at the discretion of the | ocal commander to augnent or

assi st; however, they will not
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replace civilian personnel. The organizational set-up and staffing
at the installation should be established to best provide the
services required to operate and maintain the fam |y housi ng assets.
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SECTION 1: FAM LY HOUSI NG ORGANI ZATI ON, RESPONSI BI LI TI ES
AND FUNCTI ONS

PART B: RESPONSI BI LI TI ES

1102. THE COMVANDANT OF THE MARINE CORPS. The CMC will:

1. Advise the Assistant Secretary of the Navy On matters
concerning fam |y housing.

2. Act as program sponsor, budget installation sponsor, and
pr ogram coor di nat or

3. Provide manpower plans and projected personnel strengths to
commandi ng officers, area coordinators, and others concerned with
determ ning requirenments for construction, |easing, or other
acqui sition.

4. Establish policies for the use, designation, assignnent,
activation, inactivation, and disposal of famly housing.

5. Determ ne proposed on-base sites when agreenent cannot be
reached by technical authorities within the command chain of an
installation.

6. Coordinate, and establish functions for housing referral
servi ces.

7. Assign responsibilities, as necessary, for adm nistering
facilities and prograns.

8. Forward Marine Corps progranms and projects for construction,

| easing, or other acquisition (to neet Marine Corps requirenents)
for submi ssion to the Assistant Secretary of the Navy for inclusion
in the total Departnment of the Navy Family Housing Acquisition
Program

9. Develop and justify the Marine Corps Six-Year Defense Plan and
annual budget requirenents for fam |y housing.

10. Fund, nmanage, nmintain, and operate famly housing at al
Marine Corps installations. The CMC furnishes such information and
reports as required to maintain a conplete, conparative, and
integrated Departnment of the Navy (DON) system of property records
and accountability for fam |y housi ng operations.

1103. THE COVIVANDER. MARI NE CORPS BASES (MCB), PACIFIC. The
Commander, MCB, Pacific shall:

1. Act as the principal CMC representative at all functions
pertaining to Marine Corps fam |y housing under the cogni zance of
the Commander, MCB's, Pacific. This housing includes that which is
under the cogni zance of the installation commander at Marine Corps
Air Station (MCAS), |wakuni, Japan
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2. Establish and promul gate organi zational functions and
procedures and conduct inspections, as necessary, to properly
adm ni ster the fam |y housi ng program

3. Advise the CMC On all housing natters of comrand concern and
submt recomendati ons for changes or exceptiOns to policy and to
term nate exceptions granted where conditions are no | onger valid.

4. Control, coordinate, and reconmend necessary changes,
concerni ng subni ssion of budgetary requirenments and the execution
of funds all ocated under the Fam |y Housi ng, Navy, and Marine Corps
(FH, N&MC) appropri ati on.

5. Consolidate and establish priorities on all famly housing
programs. The Commander, MCB's, Pacific, has been provided a
housing director to assist in admnistering the fanm |y housing
functi ons.

1104. THE COVIVANDERS. MARI NE CORPS Al R BASES ( MCAB) (EASTERN AND
WESTERN ARFAS) ( COVCABEAST AND COMCABWEST) AND MARI NE CORPS

LOGE STICS BASES (MCLB). The COVCABEAST, COMCABWEST, and MCLB' s
shal | :

1. Provide necessary control, coordination, and reconmrendati ons
regardi ng subm ssion of budgetary requirenments and the execution
of funds all ocated under the FH, N&MC appropriation for air
installations under this cognizance.

2. Consolidate and establish priorities on all famly housing

progranms under their purview.

1105. THE | NSTALLATI ON COVWWANDER SHALL. The installation
commander shall:

1. Provide attractive living conditions for all mlitary personne
and their famlies.

2. Provide housing referral service to help DoD personnel and
their dependents |ocate acceptable, affordable, and
nondi scri m natory housing in the |l ocal community, and to provide
an orientation to the local comunity.

3. Provide housing statistics for on-base and of f-base housi ng
availability to the nearest Rel ocation Assistance Center as needed
to update the automated Rel ocation Assistance Program which is
interactive with all DoD Rel ocation Assistance Centers worl dw de.

4. Ensure that naintenance contracts allow for self-help work
performed by housing occupants.

5. Operate, maintain, repair, and i nprove Mari ne Corps housing.
6. Ensure occupants nove into clean housing.

7. Ensure that accessible housing is avail able upon assignnent to
persons with special health or physical disability requirenents.
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8. Ensure the famly housing office is staffed appropriately to
performthe | evel of services necessary tO provide mlitary menbers
and their fam |ies adequate and affordabl e tenporary and per manent
housing in the conmunity or on base.
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CHAPTER 1

FAM LY HOUSI NG MANAGEMENT

SECTION 1: FAM LY HOUSI NG ORGANI ZATI ON, RESPONSI BI LI TI ES
AND FUNCTI ONS

PART C.  FAM LY HOUSI NG OFFI CE

1106. FUNCTIONS. The responsibilities of a famly housing office
shoul d i nclude but not be limted to:

1. Preparation and analysis of fam |y housi ng surveys, nanagenent
reports, and studies.

2. Planning and programm ng for acquisition and inprovenment of
fam |y housing.

3. Planning, programrng, and budgeting for operation
mai nt enance, repair, and inprovenent of fam |y housing.

4. Acquisition, disposition, and diversion of fanm |y housing
facilities.

5. Execution of the famly housing program authorized and
appropriated by Congress and all ocated by the CMC

6. Assignment and term nation of quarters.
7. Pronotion of occupant rel ations.
8. Inplenentation of a fam |y housing self-help program

9. Inplenentation of housing referral services per section 5 of
this chapter

10. Inplementation of rental charges.
11. Location and inspection of |eased housing.

12. Control of issue, repair, and procurenent of furnishings
(including appliances). See appendix B

13. Establishnent and mai ntenance of facilities history.
14. Devel opi ng and executing nai ntenance plans (short and | ong-term

for fam |y housing facilities.

1-19



MARI NE CORPS HOUSI NG MANAGEMENT MANUAL
CHAPTER |

FAM LY HOUSI NG MANAGEMENT

SECTION 2: FAM LY HOUSI NG DESI GNATI ON, APPLI CATI ON
ASSI GNVENT, OCCUPANCY, AND TERM NATI ON

PART A POLICY
1200. | NFORVATI ON

1. Policies and procedures governing Marine Corps fam |y housing
assi gnnent, occupancy, and termnation are applicable to the Marine
Corps without regard to geographic location. The Marine Corps
manages the famly housing assets on its plant accounts per
gui del i nes established by the DoD and the Secretary of the Navy.
The principle objective of the Mari ne Corps Fam |y Housing Program
is to ensure that Marines with dependents are suitably housed. To
achieve this, it is DoD policy to rely on the local civilian
housi ng market in comunities near mlitary installations as the
primary source of housing for nmilitary famlies. A BAQis paid to
eligible menmbers to help defray the costs of obtaining civilian
housi ng where adequate nmilitary fam |y housing quarters are not
assigned. A VHA is paid to eligible nenbers in areas in the CONUS
A simlar allowance is paid in overseas areas where the cost of
housi ng exceeds BAQ Mlitary famly housing is constructed only
in those | ocations where the civilian housing nmarket cannot neet
the needs of the local mlitary comunity, and then only with
Secretary of Defense approval and Congressional appropriation

Assi gnnent procedures and utilization criteria are derived from
DoD policy to provide an opportunity for occupancy by the greatest
nunber of eligi ble personnel

2. Al mlitary nmenbers with dependents nmust report to the housing
referral office at their newinstallation prior to making living
arrangenments to reside in the civilian conmunity. Wen issuing or
endorsi ng PCS orders of personnel being transferred, the
installation commander shall include the foll ow ng statenment on the
orders:

"Before making any rental or |ease agreenent or purchasing a
home, you shall report to the local housing referral office which
has the responsibility for providing housing referral services to
the installation to which you are assigned. "
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTION 2: FAM LY HOUSI NG DESI GNATI ON, APPLI CATI ON
ASSI GNVENT, OCCUPANCY, AND TERM NATI ON

PART B:  DESI GNATI ON

1201. GENERAL | NFORMATION. "Designation"” is the classification

of famly housing into the categories of adequate public quarters
or inadequate Governnent-owned quarters. That which is classified
as adequate generally shall be occupied by mlitary personne
within the grade category for which it was programed, constructed
or otherwi se obtained. G ade categories are: flag and genera
officers (0-7 through 0-10), senior grade officers (0-6), field
grade officers (0-4 and 0-5), conpany grade officers (0-1 through
0-3 and WI through W4), senior NCO enlisted personnel (E-6
through E-9), junior NCO enlisted personnel (E-4 through E-5), and
junior enlisted (E-I through E-3). Such housing is generally
classified as narried officer quarters (MOQ and nmarried enlisted
quarters (MEQ for inventory purposes. Wen civilians are assigned
fam |y housing on a rental basis, quarters do not |ose their grade
Category designation. Specific billet designations nmay be nade by
the installation commander when it is desired to specify particul ar
fam |y housing units for occupancy by key and essential nmilitary or
civilian personnel

1202. REDESI GNATI ON BY | NSTALLATI ON COVIVANDERS

1. Policy. Fanmly housing which was constructed for one grade
category may be redesignated for occupancy by personnel of other
grade categories without prior approval of the CMC, subject to the
follow ng instructions:

a. In any redesignation of quarters, efforts shall be nmade to
af fect the maxi mum practicabl e degree of separation between
quarters designated for officers and those designated for enlisted
personnel .

b. Wien it is necessary to redesignate or reassign public
quarters, current occupants should not be required to vacate such
accommdations until their normal tours are conpleted, except in
unusual cases.

c. Redesignation will remain in effect for a mnimumof | year
prior to change.

d. Ceneral officers quarters will only be designated or
redesi gnat ed by Headquarters Marine Corps.

e. The installation commander may desi gnate and redesi gnate
public quarters for the specific occupancy of installation
commanders, executive officers, chiefs of staff, sergeants nmjor
of predom nant organi zations, other key and essential mlitary
personnel, and (on a rental basis) key and essential civilians
whose residence on station is required.
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2. Redesignation Procedures

a. Strength-Asset |Inbalance Method. Initially, an attenpt
will be nade to ensure that an equal opportunity exists for
different grade categories to obtain onbase housing. This should
be done by bal anci ng percentages of onboard grade category married
personnel strengths with percentages of housing assets for |ike
grade categori es.

b. Witing List Inbalance Method. |If the aforenentioned
strengt h-asset inbalance fails to balance waiting lists to a
manageabl e degree, an artificial readjustment may be nmade based on
waiting |ist inbal ances.

c. Survey lnpact. Caution should be exercised to ensure that
deficits reflected in the nmarket analysis are not made significant-
Iy nmore disparate as a result of redesignations

d. Reporting Redesignations. Al redesignations shall be
refl ected on the next subm ssion of the Fanmily Housing |nventory
and Cccupancy Report (DD Form 1410). Marine Corps Report Contro
Synmbol DD-11101-26 (External RCS DD P&L(A)1081) has been assigned
to this report. (See appendix C.)

3. Conversion. Facilities constructed as fam |y housing units,
or permanently converted to that use, shall not be diverted to uses
other than famly housing w thout approval. Pernanent diversions
nmust be approved by the CMC (LFF). During periods of tenporary or
per manent diversi on or conversion, the costs of nmintenance and
operation will be charged to the account normally financing the
resultant facility. Al diversions and conversions will be
reported on the next regular subnmi ssion of the Fam |y Housing

I nventory and Occupancy Report. Marine Corps Report Control Symnbol
DD-11101-26 (External RCS DD P&L(A)I 08l) has been assigned to this
report.

1203. ADEQUACY AND | NADEQUACY

1. Adequate Public Quarters. Adequat e public quarters are those
fam ly housing units not specifically designated as inadequate by
congressional |egislation. Adequate public quarters are occupied
on a full-forfeiture of entitlenent to BAQ and VHA basis when used
by nmenbers of the uniforned services and/or their dependents.
Rents and charges for quarters occupied by nonmlitary personne
and/ or their dependents will be collected fromthe occupants.

(See appendi x D.)

2. I nadequate Governnent-Omed Quarters

a. |nadequate Governnment-owned quarters are all substandard
mlitary housing, including Governnent-owned housing, as
determ ned or designated per statutory authorization. These units

are occupied on a partial forfeiture of entitlenment to BAQ basis
when occupi ed by nenbers of the uniformed services and/or their
dependents. COccupancy is voluntary (subject to appropriate

regul ations), unless otherw se directed. Rents and charges for

i nadequat e quarters occupi ed by personnel other than nenbers of the
uni formed services and/or their dependents will be collected from

t he occupants.
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b. Efficient and economi cal operation of Marine Corps
i nadequate quarters is essential if such housing is to be retained.
| nadequat e quarters will be retained only when the units are
econom cal to operate and when a bona fide need exists. Unneeded
and/ or unecononi cal inadequate quarters will be recomrended for
excess or demolition

c. Wien an individual is no longer eligible for occupancy of
i nadequate quarters (by virtue of grade/pronotion or availability)
and chooses to relocate to adequate quarters, then said relocation
wi |l be acconplished within 3 working days after the availability
of an appropriate set of quarters. Final inspection will be
i ncl uded during this period.
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CHAPTER 1

FAM LY HOUSI NG MANAGEMENT

SECTION 2: FAM LY HOUSI NG DESI GNATI ON, APPLI CATI ON
ASSI GNVENT, OCCUPANCY, AND TERM NATI ON

PART C.  APPLI CATI ON FOR GOVERNMENT QUARTERS

1204. CGENERAL | NFORVATI ON

1. Assignment is the formal provision of Governnent quarters to an
individual. Al eligible personnel will be afforded an equa
opportunity for those Governnent quarters designated for their
appl i cabl e grade category and bedroom requirenent. Assignnment wl |
be nade on a nondi scrimnatory basis wi thout regard to race, color
religion, gender, or national origin.

2. No fam |y shall be discrimnated against in the assignment of
Governnent fam |y housing because of special health or physical
disability requirenents. Wen such needs exist, nodifications to
housing will be acconplished on a high priority basis to ensure
assi gnnment of housing at |east as soon as it would have been
otherwi se available. At least 5 percent of the total mlitary
fam |y housing inventory (no | ess than one house) of an install a-
tion shall be accessible to and usable by persons with disabili-
ties. Modified housing units shall be either designed and
constructed to be accessible, or readily and easily nodifiable to
be accessible, but in any event, nodification of individual units
wi |l be acconplished on a high priority basis when a requirenent
is identified.

3. Mlitary nenbers have no legal or inherent entitlenment to
public quarters and it is not nandatory by |aw that Government
quarters be provided. However, where the |ocal communities cannot
support our housing requirenents, the Marine Corps will pursue the
mlitary construction of fam |y housing. Marine Corps installa-
tions which operate and maintain fam |y housing units are |isted
in table 1-1.

4. Installation commanders are given broad authority to plan
program and determ ne the best use of resources so that al
mlitary nenbers conpete on an equitable basis for Governnent
quarters managed by the installation
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Table 1-1.--Marine Corps Installations which Operate
and Mai ntain Governnment Fanily Housing.

Activity Renar ks
Marine Corps Recruit Depot/ Limted billet designated
Western Recruiting Region quarters only.

San Diego, CA  92140-5001
(A) 524-4827 (Comm) 619- 225- 4827

Marine Corps Recruit Depot/
Eastern Recruiting Region

Parris Island, SC 29905-5001

(A) 832-2583 (Comm 803-525-2583

Marine Corps Logistics Base
Al bany, GA 31704-5001
(A) 567-5962 (Comm) 912-439-5962

Marine Corps Logistics Base
Bar st ow, CA 92312-5001
(A) 282-6706 (Comm) 619-577-6706

Marine Corps Air Station
Beaufort, SC 29904-5001
(A) 832-7706 (Comm) 803-522-7706

Mari ne Corps Finance Center
Kansas City, MO 64197-0001
(A) 463-2461 (Comm 816-348-2461

Mari ne Barracks Limited billet designated
8th &1 Streets, S E quarters only.

Washi ngton, DC 20390-5001

(A) 288-3683 (Comm 202-433-3683

Marine Corps Air Station
Yuma, AZ 85369-5001
(A) 951-3639 (Comm 602-726-3639

Mari ne Corps Conbat Devel opnent Conmmand
Quantico, VA 22134-5001
(A) 278-2711 (Comm 703-640-2711

Marine Corps Air Station
Cherry Point, NC 28533-5001
(A) 582-4345 (Comm 919-466-4345

Marine Corps Air Station CG MCAS, ElI TorO al so nanages

El Toro, Santa Ana, CA 92709-5001 housi ng for MCAS, Tustin
(A) 997-2262 (Comm) 619-726-2262
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Table 1-1.--Marine Corps Installations which Operate and
Mai nt ai n Gover nnent Fami |y Housi ng-- Conti nued.

Mari ne Corps Base CG MCB, Canp Lejeune al so
Canmp Lej eune, NC 28542-5001 manages housi ng at
(A) 484-2895 (Comm) 919-451-2895 MCAS, New River

Mari ne Corps Base
Canmp Pendl eton, CA 92055-5001
(A) 365-5217 (Comm 619-725-5217

Marine Corps Air-Gound

Conbat Center

Twent yni ne Pal ns, CA 92278-5001
(A) 952-6611 (Comm) 619-368-6611

Marine Corps Muntain Warfare CG MCB, Canp Pendl et on manages
Trai ni ng Center MCMMC Bri dgeport housi ng.
Bridgeport, CA 93517-5001

(Comm) 916-495-2156

Marine Corps Air Station

| wakuni, Japan

FPO Seattle, WA 98764-5001
(A) 236-5541

NOTE: Mlitary famly housing located in Hawaii and in ki nawa,
Japan i s managed under the single service central managenent
system Mlitary fanmily housing in Hawaii is managed by the
US Any, and in kinawa by the U S. Air Force.

Hawai i

Cahu Consolidated Fam |y Housing O fice
Headquarters, U S. Arny Spt Cmd

(Attn: APzZV- OHK)

Fort Shafter, H  96858-5000

(Comm) 808-477-9498

ki nawa

Consol idated Fam |y Housing Ofice
18 CSW DEH

APO San Francisco, CA 96239

(A) 634-1346
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1205. DD FORM 1746. DD Form 1746 (Application for Assignnent to
Housing, figure 1-1) will be used for application for, and

assi gnnent to, CGovernment quarters. Subm ssion of DD Form 1746
with a copy of orders by applicants for Government family housing
will replace the requirenent for personnel to physically report to
the housing office to have their nanes placed on the appropriate
waiting list; however, applicants nust physically report to the
housi ng office before their name will be pernmitted to advance into
the freeze zone.

1206. DD FORM 1747. DD Form 1747 (Status of Housing Availability,
figure 1-2) will be used to provide an equitabl e system of
furnishing nmilitary personnel with prior information as to the
availability of mlitary housing at the installation to which the
menber is to be assigned. Upon receipt of DD Form 1746, the
receiving installation will imediately place the applicant’s namne
on the appropriate waiting list and mail the applicant DD Form 1747
expl ai ning the current housing situation as well as any pertinent
informati on which will be beneficial to the service nenber applying
for housing. Upon receipt of DD Form 1747, indicating quarters
will not be available for assignnent, nmilitary menbers are eligible
to request, through their current appropriate chain of comand,
perm ssive tenporary additional duty orders for the purpose of
obt ai ni ng communi ty housi ng.

1207. DETACHI NG | NSTALLATI ON. Upon receiving PCS orders for a
nmenber of the command eligible for housing, the detaching
commandi ng of ficer shall:

1. Require the individual to informthe housing office at |east 30
days prior to the menber’s planned date to ternminate quarters
assignnent. At the sane tine, the individual should conmplete DD
Form 1746 to nake application for famly housing at any instal -

| ation to which assigned.

2. Be responsible for nmailing the conpleted application with a
copy of the PCS orders, preferably 30 days or as soon as
practicable prior to the individual’s date of detachnent, to the
housi ng of ficer of the installation to which the service nenber is
to be assigned. |If a housing officer is not on the table of

organi zation (T/O at the receiving conmand, the application wll
be forwarded to the comuander of the installation to which
assigned. The | eave address and tel ephone number will be noted,

i f applicable.

3. Counsel the mlitary nmenber that the use of DD Form 1746 does
not preclude the requirenent to report to the housing office at the
new duty station and that even though the nenber’s name may be on
the waiting list, the name will not advance into the freeze zone
until the military menber physically reports to the housing office.

1208. JO NING I NSTALLATION. The joining conmand perforns as
fol |l ows:

1. The housing office will use the effective date of change in
duty station to determne a tentative control date. However, the
applicant nust physically
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report to the housing office with a verified endorsenment fromthe
previ ous command before advancing to the freeze zone.

2. In the event the nmenber does not report to the housing office
by the date the nenbers’s nane would enter the freeze zone, then
the nenber will remain stationary on the waiting list for 30 days
or until the menber does physically report to the housing office.
After 30 days, the housing officer will renove the nenber’s nane
fromthe waiting list and place the nmenber’s DD Form 1746 on file
for an additional 30 days before disposal. |If the nenber reports
to the housing office during this final 30 days, the nmenber shoul d
be placed back on the waiting list in the spot just bel ow the
freeze zone fromwhere it was originally renoved, provided the

i ndi vidual reports to the housing office within 30 days of report-
ing to the nenber’s new duty station

3. Wien an individual reports to the housing office w thout having
submtted DD Form 1746, the housing officer will use the mlitary
nmenber’ s detachnent date fromthe | ast pernmanent duty station to
determine the individual’s control date. The mlitary nmenber’s
nanme will be placed on the appropriate waiting list provided the

i ndi vidual reports to the housing office within 30 days of
reporting to the new duty station. The control date will be the
date of application for all mlitary nenbers who do not report to
the housing office within the 30-day requirenent.
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[ APPLICATION FOR ASSIGNMENT 7O HOUSING

(Before completing farm. read Privacy Act SL6Ment snd WENCHOm on reverss)

1. TYPE HOUSING DESIRED /s ome ov hory

ls. mnsranv

. commumry

1

SECTION A - APPLICANT IDENTIFICATION AND FAMI

LY DATA

2. NAME (Last, Furm, brsaie inetisl) 3. SN 4. DOO COMPONENT
S. ADORESS (srreec, Oty, Stave, p Cove) S, PAY GRADE 3. MARITAL STATUS . RACE s. ETHNIGTY
10. TELEPHOME NUMBER 11, STATUS (1 one)
8. MOME (Ares Cave} R DUTY (Aureven) & MIITARY » MILTARY .
MEMBER WOUSE CVHOAN

412, WMUTARY CAREER INFORMATION (CIVILIANS SKIP TO QUESTION 13.)

(Enter dates i YYMMDO order ) MILTARY APPLICANT

WhLITARY SPOUSE

o EPPECTIVE RANKMATE DATE

13.MSTALLATION / ORGANIZATION TRANSFERRED FROM

b ACHVE DUTY SIAVICE COMBUTATION DATE

¢ TIME AEMAINING ON ACTIVE DUTY (Montin)

4 ESTWAATEID ROTATION DATE

14.INSTALLATION / ORGANIZATION TRANSFERRED TO

« RIPORY DATE

I {STWRATED aARIVAL DATE

1S. 1 AM SEPARATED FAOM MY
DEPENDENTS (s ane. i appucatie)

16. 1 REQUEST HOUSING FOR (s one)

SETLF ONLY

¢ JEPARTUAE COMUS DATE {Ovenseas)

3. VOLUNTARRY

[ 3

N ESTECTVE CHANGE 1N DUTY STATION

. INVOLUNTARLY

MLF AND DEPENOENTS
USTID 8 ITIM 17

17. DEPENDENTS RESIDING WITH ME

(If more space is needed. continue on plain paper.)

» OATt 08 1. DEPENDENCY AUTHOMTY ARKS (Mand
& NAME (. First, Middte inenial) nam ¢ act | ¢ sx | e sLanONBe (00 Farm 137) i vimangtriilgimphis
[rvvamoo) fad L]0 ] :
.
SPOUSE

SECTION B - HOUSING DATA

18. TYPE SERVICE DESIRED (r s soohkcabie)
o MRLITARY HOUSING
B ROULNG AIFERRAL SEAVITS

(YYMMOD)

19.DATE HOUSING NEEDED

(Commumty Nouwel

20.LOCATION PREFERENCE

29.PRCE RANGE
(Commumyty Housing)

22. NOUSING DESIRED (5¢1)-117) mt appiicaiie mrte m aumber ra (1) and 18] wevee Tes or Mo o (15))

{3) MOUSE/ PURCHASE (4} ROOM N SUs T {10} FURNI-ED (13) NO. BEDROOMS
(2) MOUSL ! BEINT {3) MOOM & SOARD M TRANLIENT {17) Unb URNISHED (14) NO. SATHS
(3) APARTMENT {8) SHAR( 3] MOMLE HOME (12) MOARE HOME PARK {151 PETS (vesnio)

23. REMARKS

24. MANDATORY HOUSING CERTIFICATION (amurtary Ony)

SECTION C - DISP

In the event assignmaent 1o housing becomes ¢ 00

mMandatory, this 13 t0 certhty that ! (r ene) =]

detire 2 waiver 10 retide in community hausing. s dowoY
o

25. SIGNATURE OF APPLICANT

26.0ATE SUBMITTED
(YYMm00)

SITION (To be completed by Family Housing Office )

27. MILITARY HOUSING

28. COMMUNITY HOUISING

s, APPLICATON RECEIVED ® APPLICATION EFFECTIVE

s APSLICANT NOY MLACID ON A HOUMMG WAITING LIT (7 as sppiicabla)

@ ACCEPTABRITY VERNICATION

(YYMMOO0 and hansr) (YYMM00)

(1) Appiicant ineiigibie for Méitsry HOuwng

—
<. DO FORM V147 SENT OR
GIVEN 7O APRLICANT
{YTMMI00, Mirary Ondy)

6. WOUSNG AVAILABLITY
sty e sppncabie bow(et)
marsud v frem 4, DO Fform 1742}

T OFICTVE MACEMINT
(Y'Y M MDD}

o. APPLICANT PLACID ON Tret
FOLLOVANG HOUSING WAITING LIST*
{f wot appicabiv. compiete tem 28a )

[Y mem OF O S

{2} No respome aftee i sl samkcation (Ve emt
. Street, City, Stare. Zip Cowe,

¢ ¥ MOUSING ACQUIRID 1 UNACTEPTASLE, INDKCATE ALASONG) (1 a3 spphcrdie)

o $OROONS AIGUIRO h. OATE ASHGNED (FYMMDO) (1) TOO IXPENIIVE 15) UNSAFE M NOPOTABLE WaTeR
@) NO ELECTRICITY (6) MO WEAT {10) MO FLUSHABLE TORET
" NG As © (1) NQ wWOT WATER {7} UNSAMITARY {11} TOQPARFROM BASE
(One Commwte}
{4) HOT ENOUGH @) NO SHOWER had
BFDROOA oneatH mnes WaUTES

DD Form 1746, APR 86

Thes form supersedes all editions of DD Form 1668 and all previous editions of DD Form 1746

Figure 1-1.--Application for Assignment to Housing.
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1. FROM: ramily Housing Ottice
a. installation Name

STATUS OF HOUSING AVAILABILITY (DoDi4165 44)

2. TO: applicant's Name {Last, First, M)

b. Phone {Autovon) {Commeraal)

3. YOUR APPLICATION FOR MILITARY FAMILY

HOUSING WILL BE EFFECTIVE (Day. Mo, ¥r. Hour)

4. YOU ARE ADVISED THAT:

a. 'You can expect military tamily houstng to be avaiabie

(1} Immediately upon your arfival

(3) wathin 12 months of your arnivat

(2) within approx 30 days of your arrival

(4) Atter 12 months or more, or not at ail

b. Considening the avaiability ¢f family housing you
should make aiternative housing arrangements that

will e
| I Temp I | Semi-Perm I IPem\anem

¢ Itis anticipated that occupancy of family housing wiil be

I | Mandatory I l voluntary

d. Because of your particuiar crcumstances. you will not
be mandatorily assigned 1¢ miitary family housing

e. Although not anticipated at this time. mandatory
ass.gnment to military family housing may be required 1t
there are not enough voluntary occupants

f. Comments

5. HOUSING AVAILABILITY IN THE COMMUNITY IS:

l Limited

[ 1 oo [ e ]

6. YOU MUST CONTACT THE FAMILY HOUSING OFFICE thousiryg referral) UPON ARRIVAL BEFORE YOU
MAKE HOUSING ARRANGEMENTS, AND TO BE INFORMED OF ANY CHANGES TO THE ABOVE.

7. SIGNATURE (Family Hous.ng Office Representative}

B. DATE (Cay. Montn, Year)

DD Form 1747, OCT 85

84 FEB edition may be used.

Figure 1-2.--Status of Housing Availability.

@ USGPO t9Rc- Lul. Y3 St

1209



4. Wien an individual, who is already on a waiting list, becones
eligible for a different waiting list due to pronotion or increase
in the nunber of dependents, that individual shall be noved to the
appropriate waiting list, using the original control date.

1210. WAITING LI STS

1. Wiiting lists for mlitary personnel will be established by
grade categories (i.e., senior grade officers, field grade

of ficers, conpany grade officers, senior noncomn ssioned officers
(staff sergeants and above), junior noncomn ssioned officers
(sergeants and Corporal s), and junior enlisted personnel (privates
t hrough | ance corporal s)) and bedroom conposition. The waiting
lists will be maintained by the installation’s fam |y housing
office. The location of a mlitary nmenber’s nane on a waiting |ist
is predeterm ned, based on the individual’s control date. The top
10 percent or top 3 applicants, whichever is greater, on each
waiting list conprise the stabilized portion or the freeze zone of
that |ist.

2. Wiiting lists will be publicly posted or otherw se nade
avail abl e to applicants at the housing office during normal working
hours. Waiting lists will be updated at |east every 15 days.

3. During the period when an applicant’s nanme is on a waiting |ist
for a famly dwelling unit of a particular size, the applicant my
request a change to a listing for a unit of different size, if
circunstances justify the change. The applicant’s place on the new
list may be as of the date of the original application or such
other position as the installation commander determ nes

appropri ate.

4. The relative position of personnel in the freeze zone on each
waiting list will be stabilized and not altered by placi ng new
arrivals within the freeze zone, regardl ess of the grade or duty
assignnent, with the foll ow ng exceptions:

a. Designated key and essential mlitary or civilian personne
may be assigned to avail abl e housing upon arrival or placed in
position of priority on the list. Applicants given a firm housing
comm tment shoul d not be displ aced.

b. When unusual circunstances warrant, as determ ned by the
installation commander. |n cases involving hardship, deternination
for priority assignnment will be based on witten docunentation that
verifies the need for mlitary, vice civilian, fam |y housing.

5. The freeze zone may be extended to include nore than 10 percent
of the individuals on the waiting list if recently constructed or
rehabilitated units are about to conme on line. The revised freeze
zone may include only those personnel who it is anticipated will be
assi gned housing within 60 days.
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6. Personnel arriving at MCAS, |wakuni on a consecutive overseas
tour may be entered at the bottomof the freeze zone.

7. In those cases when personnel are selected or frocked for
pronotion they may be assigned and occupy housi ng desi gnated for
their new pay grade

8. Installations with both 1 and 2-bedroom units may conbi ne the
waiting lists into a single 2-bedroomwaiting list for assignment
purposes. As a 1-bedroomunit becones available, the first

1- bedroom requi renent applicant on the waiting list will be offered
the quarters if there are no 2-bedroom requirenent applicants that
are higher on the waiting list that want the housing unit.

9. Two and 3-bedroomwaiting lists will not be conbined to
conpensate for a shortage of 2-bedroomunits.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT
SECTION 2: FAM LY HOUSI NG DESI GNATI ON, APPLI CATI ON
ASSI GNVENT, OCCUPANCY, AND TERM NATI ON

PART D: ASSI GNMENT TO GOVERNMVENT QUARTERS

1211. CGENERAL | NFORVATI ON

1. Normally, married officers, married enlisted personnel, and
eligible service nmenbers who are unnarried, divorced, separated,
or wi dowed with acconpanyi ng dependents will be assigned public
quarters per their precedence on the famly housing waiting |i st
Wi thout regard to billet assignnent.

2. A service nenber with immnent marriage plans is eligible to
apply for fam |y housing 30 days prior to marriage. The service
nmenber nmust provi de evidence of the planned narriage date to the
housi ng manager on the date of application. The nenber’s nanme will
not be allowed to enter into the freeze zone of the waiting |ist
until actual proof of marriage is presented to the housing nanager
If the installation does not have a waiting |ist, actual housing
assignment will not be made until proof of marriage is provided

t he housi ng manager

3. The assignnment to public quarters and Gover nnment - owned housi ng
under the jurisdiction of the Marine Corps will be nade by the
instal l ati on commander havi ng cogni zance over the quarters or the
installation commander’s duly authorized representative.

4. Service nenbers will be provided no |less than a 31-day advance
noti ce of housi ng assignnment, unless unusual circunstances prevent
it, so that proper notice and release fromcivilian housing can be
made.

1212. KEY AND ESSENTI AL PERSONNEL

1. Mlitary necessity will take precedence over all other
considerations in priority of assignment to mlitary famly
housi ng; however, such assignnments will be held to a m ni mum
MIlitary necessity nay apply to both mlitary or civilian
personnel .

2. The installation commander may assign precedence to eligible
personnel who are considered key and essential to be quartered on
the installation. A listing of key and essential billets nust be
publ i shed by the installation conmander and reviewed for continued
validity on an annual basis. Prospective assignees to
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these billets should be inforned of the requirenment to live in
Government quarters through the use of DD Form 1747

3. Key and essential civilians in CONUS may occupy adequate fam |y
housing on a rental basis. However, prior approval of the CMC (LF)
is required. Special circunstances pertaining to the assignhment
must be fully described in the justification acconmpanying the
request.

1213. PRIORITY OF ASSI GNMENT

1. Priority 1. Key and essential mlitary personnel/civilian
enpl oyees.

2. Priority 2: Service nmenbers and eligible civilians who are
assigned to, or attached for duty at, the installation or who are
assigned to other installations that are served by the housing
conplex. Eligible Marine Corps personnel on independent duty
(recruiters, inspector-instructors, Reserve Oficer Training Corps
instructors, etc.) if within 60 minutes traveling tinme fromthe
installation during normal rush hour traffic.

3. Priority 3: Eligible mlitary personnel and eligible civilian
enmpl oyees of all mlitary services assigned to duty in the areas of
the particular installation. Students on the Law.

4. Priority 4: Unacconpanied famlies of eligible personnel who
currently do not occupy fam |y housing at the installation

5. Priority 5: Ineligible civilian enployees.

1214. DURATI ON OF ASSI GNMENT. Quarters are nornally assigned to
permt use for the greatest possible duration of a duty tour to
achi eve maxi mum benefit and reduce costs attributable to change of
occupancy. Except for famly housing provided to personne
attendi ng school s, assignnments should not be nade when antici pated
occupancy will be of short duration. A reasonable nininmm
occupancy period of at least 6 nonths is reconmended, dependi ng on
the individual circunstances

1215. ASSI GNMENT OF QUARTERS BY CGRADE CATEGORI ES AND BEDROOM COMPOSI Tl ON

1. Quarters are constructed and shall be designated as senior
officer quarters, field grade officer quarters, conpany grade
officer quarters, senior NCO enlisted quarters, junior NCO enlisted
quarters, and junior enlisted quarters. It is the policy of the
CMC that physical separation will exist between categories insofar
as possi bl e.

2. The follow ng occupant bedroomeligibility guidelines are
est abl i shed; however, they may be nodified by the installation
commander to neet |ocal requirenents:

a. Sponsor or sponsor and spouse, and married dependents
(e.g., parents) normally should be assigned 1 bedroom
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b. Each dependent should normally be assi gned one bedroom
The service nenber may choose to be assigned to a unit where nore
t han one dependent shares a bedroom No nore than two dependents
shoul d share a bedroom unless the installation conmmander deternines
the bedroomis |arge enough to acconmpdate nore than two persons.

3. The installation commander may stipulate two dependents of the
sanme sex share a bedroom for equitable allocation of the inventory.

4. Col onel s and above should normally be assigned a m ni nrum of 4
bedroonms. Field grade officers, CWD-4’s, and enlisted nenbers with
the rank of first sergeant/naster sergeant and above shoul d
normal |y be assigned a nmininum of 3 bedroons.

5. When the sponsor or spouse is pregnant, the sponsor may apply
for and occupy housing with a separate bedroom for the expected
child.

6. Unmarried pregnant service nenbers without dependents may apply
for fam |y housing but shall not be assigned quarters until the
birth of the child. The nmenber’s nane shall be allowed to rise up
to the top of the waiting list, but will not enter the freeze zone
until after the birth of the child.

1216. SPECI AL ASSI GNVENTS

1. Tenporary Duty Assignnents

a. An individual reporting for tenporary duty, when
acconpani ed by dependents at the nenber’s own expense, nay be
assigned to public quarters at an installation where all public
quarters are not needed for assignnment to personnel on permnent
duty.

b. Normally, a m ni mum occupancy period of at |east 6 nonths
is reconmended to reduce costs attributable to change of occupancy.

2. Unacconpani ed Chapl ains. Unacconpani ed chapl ai ns may be
assigned mlitary housing when it is determ ned that such housing
is essential to the perfornmance of their professional and pastora
duties. Diversion of fam |y housing for use by unacconpani ed
chapl ains shall conformto the policy outlined in paragraph 1202.3
of this Mnual .

3. Bachel or and Unacconpani ed General Oficers

a. Bachel or general officers will normally be assigned to
designated GOQ s. These quarters mnmust first be tenporarily
diverted to bachelor quarters follow ng the guidance outlined in
paragraph 1202.3 of this Manual. The quarters will revert to
fam |y housi ng upon vacancy of the bachelor resident. This policy
shall also apply to installation commanders for whom conmmand
quarters have been designated

b. Ceneral officers serving an acconpanied tour, but who are
unacconpani ed by their dependents, will not be assigned to
designated GOQ s or other famly
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quarters wi thout prior approval of the CMC (LF). In this instance
unacconpani ed shall be construed to nean that the dependents of the
general officer will not join their sponsor within a period of 120
days after assum ng the new duty assignnent. This policy shal

al so apply to installation commanders for whom conmmand quarters
have been desi gnat ed.

4. |Intrastation Reassignnents

a. Once assignhed to a set of adequate quarters, an occupant
will not normally be reassigned to another set of quarters during
the tour of duty at that installation

b. G rcunstances such as an increase in the nunber of
dependents, ages of children, pronotion to a higher grade category,
etc., may be considered as justification for reassignnments
consi dered on a case-by-case basis by the installation conmander.

c. In those circunstances where an occupant becones eligible
for reassignnent to another category of quarters, the service
menber may apply for reassignnment, and after approval by the
installation commander, be placed on the bottomof the waiting |ist
for the new category with a new control date determ ned by the date
of the circunstance upon which the service nenber’s entitlenment to
the new cat egory occurred.

d. Intrastation reassignnents are authorized only when at
| east 6 nmonths occupancy of the new quarters can be expected,
thereby mnim zing change of occupancy costs.

5. Assignnment of Public Quarters Wien Both Menbers of a Famly
Unit are Menbers of the Uniforned Services

a. Wthout Dependents. Wen both husband and wi fe are nmenbers
of the uniformed services, with no other dependents, and are
stationed at the sanme or adjacent mlitary installation, the
eligibility for assignnent to public quarters rests with either
menber. Wen both nenbers concerned are precluded by di stance from
living together, both are considered as nenbers w thout dependents
for the purpose of determning entitlenment to BAQ VHA and are,
therefore, not eligible for assignnment to public quarters except as
not ed herein

b. Wth Dependents. When both nenbers concerned are in the
uni formed services and either or both have dependents other than
the spouse, the eligibility for assignment to public quarters for
the nenber and the dependents rests with either nenber

c. Mle Enlisted - Fenale Oficer. or Vice Versa. Assignment to
public quarters under these circunmstances is not considered to be
in the best interest of the Marine Corps. Accordingly, such
assignnments will not nornally be made. Assignnments to public
quarters under this circunmstance will be considered on a

case- by-case basis. Submt request via the normal chain of conmand
to the CMC (LF). Approval of such requests is not nornally

gr ant ed.
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d. Continued Gccupancy. |If one nenber is separated fromthe
other as a result of assignnment to a dependent restricted tour, the
ot her nenber may request permission to retain quarters under the
continued occupancy policy.

6. Excess lLeave Program Students

a. Students on the LAWnay retain currently occupied quarters
or apply for mlitary fam |y housing.

b. When students on LAWoccupy mlitary famly housing, they
will be charged a rental fee equal to the BAQ and applicable VHA
rate of active duty personnel of conparable rank. Wen these
students are in an active duty status, any housi ng al | owances
forfeited while in that pay status will be deducted fromthe renta
char ge.

7. Foreign Nationals. Were a specific agreenent exists between
the foreign governnment and the United States regardi ng provision of
fam |y housing, personnel of that government will be provided

fam |y housing per the terns of that agreenment. Were mlitary
fam |y housing is nmade avail able for other foreign nationals
including foreign students, rental rates will equal the "fair

mar ket value." If a "fair market value" has not been determ ned,
then the installation coormander will charge a cost equal to the
BAQ and applicable VHA rate for a conparable ranking U S. mlitary
menber .

1217. ASSI GNVENT CONS| DERATI ONS

1. Assignment to Quarters at Another Command. Wen a nmilitary
menber is assigned for duty at an installation different fromthe
installati on which has cogni zance over the Governnent quarters the
mlitary nmenber is occupying, that mlitary nenber’s installation
commander is responsible for notifying the installation comrander
who has cogni zance over the quarters, of the transfer date and name
of the new installation that the service nenber is being
transferred to. The conmmander responsible for the quarters wll
then deci de whether the service nenber is entitled to continue the
occupancy of those quarters and, if not, will take the necessary
action to term nate the occupancy.

2. Assignnent to More Than One Set of Quarters

a. Wen a famly’s conposition/bedroomrequirenent dictates a
need for occupying adjoining quarters (duplex) and there is an
excess of public quarters at an installation, the installation
commander may aut horize such an occupancy. Such additiona
occupancy will be regarded as tenmporary. Any nodification of
bui | di ngs nmust have the installation comander’s approval

b. Assignnment/occupancy of nore than one set of public
quarters at the sane tine at different duty stations is prohibited
except as noted in this chapter. It is the responsibility of the
commander at the new duty station, to ascertain whether the service
nmenber has term nated a previous assignnment to public quarters at
the old duty station. However, in the event this occurs, the
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housing officer at the military nenber’s new duty station wll
charge the mlitary nenber a rental fee, equal to the BAQ plus
applicable VHA rate (at that particular installation).

3. Assignnent Presuned Adequate. Any public quarters voluntarily
accepted shall be conclusively presuned to be adequate for that
occupant. For the purpose of this paragraph, substandard quarters
are excl uded.

4. Assignnment of Divorced Menbers/Joint Custody. The installation
commander has the final decision on assignment of housing when
joint custody is involved. The decision should be based on the
foll owi ng gui delines

a. Eigibility for housing will be deterni ned based on
physi cal custody of dependents. Eligibility for housing is not
dependent upon BAQ status. Appropriate BAQ forfeiture should be
determ ned by the disbursing office as a natter under their
cogni zance.

b. Sponsors assigned housing should nornmally have custody of
dependents for over 6 nonths. |[|f both divorced parents are
assigned to the sane installation, only 1 will norrmally be eligible
for housing.

c. |If both parents have been decreed equal custody tinme they
may both be ineligible for housing. One parent nay waive their
right to housing in favor of the other parent.

1218. | NSPECTI ON AND ACCEPTANCE OF QUARTERS. Upon assignnent of
quarters and prior to occupancy, a joint inspection of the quarters
and an inventory of property will be nade by a representative of
the housing office and the prospective occupant. The housing
representative will fill out the inspection and inventory forns
indicating the condition of the property. |f the prospective
occupant has comments on the condition of itens noted during

i nspection, those coments will be entered on the appropriate form
After conpleting the inspection, the occupant will be required to
sign the forns indicating agreenent with the inventory and
condition of the house and property as noted on the form
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CHAPTER 1

SECTION 2: FAM LY HOUSI NG DESI GNATI ON, APPLI CATI ON
ASSI GNVENT, OCCUPANCY, AND TERM NATI ON

PART E: OCCUPANCY OF FAM LY HOUSI NG

1219. GENERAL | NFORMATION. Housing is assigned prinmarily for use
by the dependents of the sponsor, and the sponsor to whomit is
assigned. Social visits, such as mght occur in private housing,
are acceptable so |l ong as guests neet standards of conduct
prescribed for residents by the installation commander

1220. DOUBLE OCCUPANCY BY FAM LI ES OF TWD SPONSORS. Doubl e
occupancy of a single set of quarters by the fanmilies of two
service nenbers in excess of 90 days is considered to be assi gnhment
to quarters for both sponsors and will cause both sponsors to
forfeit their BAQ and VHA, if applicable.

1221. EXTENDED VI SI TATI ONS BY NON DEPENDENTS

1. A guest is defined as a person who is present at the invitation
of the mlitary sponsor and does not contribute directly or
indirectly to any of the househol d expenses that the sponsor nust
bear because of such a visit.

2. Al requests for extended visitations (visits in excess of 30
days or as determined by the installation commander), regardl ess of
the duration, are within the approval/di sapproval authority of the
installation conmander

3. The installation commander is responsible for establishing

| ocal procedures for guest visitations, to include identification
of the guest(s) by nanme, hone address, social security nunber,
housi ng unit, and duration

1222. SEM PERVMANENT RESI DENCE OF COURT APPROVED WARDS. FOSTER

CH LDREN. AND PERSONS WHO HAVE STOOD I N LOCO PARENTIS. Requests
for extended (sem permanent) occupancy privileges for court
approved wards, foster children, and nondependent rel atives who
have stood in Loco Parentis of the service nenber, may be approved
by the installation commander. The followi ng definitions apply to
this del egation of authority:

1. Legal Wards. Legal wards are defined as those individuals
whose custody has been awarded to a service nenber or nenber’s
spouse by a court of law (not a notary public).

2. Foster Children. Foster children placed by a conpetent |ega
authority in the home of a service nenber may be permtted
residence in mlitary famly housing for an indefinite period,
provi ded any conpensation for housing paid
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over and above actual costs to the service nenber is not accepted
fromthe sponsoring agency. Such authorization will not in and of
itself entitle the sponsor to a unit with an additional bedroon{s);
however, this may be authorized by installation conmanders due to
extenuating circunstances and when all of those famlies with
legitimate entitlenent to the larger type unit have been
acconmodat ed.

3. Person(s) Wo Have Stood in Loco Parentis. Person(s) (such as
parents) upon whomthe service nenber or spouse was dependent for
at least 5 years prior to entry into the service, but who are not
dependent on the service nenber for at |east 50 percent of their
support, nmay be pernmitted residence in Governnent fanmly quarters
for an indefinite period. Such authorization will not in and of
itself entitle the sponsor to a unit with an additional bedroon{s).
However, this may be authorized by installation conmanders due to
extenuating circunstances and when all of those famlies with
legitimate entitlenent to the larger type unit have been
accommodat ed.

1223. SUBLETTI NG OF QUARTERS. Public quarters, including

subst andard quarters, nobile hone spaces, and | eased housi ng may
not be sublet by the occupant or used in any manner for which the
nmenber m ght be conpensat ed.

1224. HOVE ENTERPRI SES. Commercial activities, and/or
sel f-enpl oynment from Governnent quarters may be authorized as
provi ded bel ow:.

1. Requests for permission to conduct a honme enterprise such as
childcare, tailoring, tax preparation, dressmaking, merchandise
sales, etc., inmlitary famly housing should be made in witing
to the installation cormmander or designee who shoul d ensure that
each request is expeditiously answered in witing. Such issues as
| ocal government licensing requirenents, potential Government
liability, overseas status of forces agreenents, host country

busi ness practices, and prospective advertising practices should

be taken into account as each request is considered. In no case
will activities be authorized or continued at the expense of
mlitary community tranquillity or safety. Utility costs

associated with hone enterprises should be recouped when such
coll ections are practical.

2. \Wen feasible, commanders should all ow occupants to make mi nor
nodi fications to housing units at the occupant’s personal expense.
Any request to perform m nor nodifications nmust be approved by the
installation conmander. The occupant shoul d be advi sed that they
will be required to return the house to its original condition
prior to vacating quarters, unless the installation comuander
desires to |l eave the nodification intact.

3. The provisions of current directives for standards of conduct
concerning solicited sales apply. Authorization of fanily nenber
enpl oynent in Governnment quarters should be conditioned upon
agreenment by the famly nenber to conply with these provisions and
regul ati ons prohibiting solicited sales to subordinates and
governing solicitation in general. Home businesses will be
restricted to the sale of nerchandise and the provision of service
that is not
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normal ly available in a comercial retail environment; i.e., Avon,
Mary Kay, Amnay, and other personalized services. |n other words
home enterprises should not duplicate the sale of nerchandi se and
service readily available through the installation's officially
sancti oned comerce.

4. It is the responsibility of the occupant of Governnent famly
housi ng to have an approved request before soliciting within a
fam |y housing area or conducting a private business to include
child day-care activities in a famly housing unit or area.

In all cases, the conduct of a private business in Government

fam |y housing units or areas nust be in strict conpliance with
applicabl e Federal, State, and |ocal ordi nances.

1225. SPECI AL RETENTI ON OF QUARTERS

1. Authority to Remamin in Quarters After Separation. In certain
har dshi p cases, personnel discharged, released fromactive duty,
or retired may remain in public quarters for up to 60 days after
the effective date of such orders for a rental fee. The
installati on commander may approve requests for extensions beyond
60 days when unusual circunstances warrant consideration. A "fair
mar ket rental value" will be charged per appendix | of this Mnual
If such a value has not or cannot be determ ned, the installation
commander will charge a cost equal to the BAQ plus VHA at the
former service nenber’s rate of allowances. The follow ng
situations are deened worthy of favorable consideration to remain
in quarters beyond the 60-day authority:

a. |Illness of a nmenber of the immediate fanily wherein the
attendi ng physician predicts a short |ife expectancy.

b. 1llness of spouse or child where retention at the present
duty station is necessary for treatnent to ensure recovery, as
substanti ated by the physician.

c. Situations which inpose a severe problemon the Mrine or
the Marine's immediate fanmily, the solution of which can be
achi eved only by remaining in the assigned quarters.

d. Service nenbers otherwi se qualified for continued service,
but involuntarily separated under honorable conditions during the
5-year period beginning on | Cctober 1990, may be pernitted to
remain in mlitary fam |y housing or housing | eased by DoD, for
not nmore than 180 days after separation

2. Menbers in a Non’pay Status. Assignnment to quarters will not
be contingent on the right to receive pay. Mlitary and/or
dependent nenbers nay be authorized to remain assigned to quarters
while in a nonpay status under the follow ng conditions:

a. LAW Students on the LAWnmay retain currently occupi ed
quarters. However, students will be charged a rental fee equal to
the BAQ and VHA of active duty personnel of conparable rank
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b. Unaut horized Absence. For a period not to exceed 60 days
fromthe first day of absence, occupancy of quarters may conti nue
by the service nenber’s dependents at no cost to the dependents
under the follow ng conditions:

(1) The nmenber has been in an unaut horized absence status
for nore than 29 consecutive days.

(2) The dependent(s) applies for continued occupancy and
the application is received by appropriate authority within 30 days
after the date absence conmenced.

(3) No positive informati on has been received that the
dependent (s) is residing with, or has joined, the nmenber at the
pl ace of absence.

(4) No paynent of BAQ VHA may be made.
c. Mlitary Menbers in a Confinement Status. The famly of a

mlitary nmenber sentenced to confinenent nmay be permitted to remain
in quarters per paragraph 1231.11 of this Manual .

3. Continued Cccupancy/Retention of Quarters by Dependents of
Absent ee Sponsors. The dependents of an absentee sponsor (sponsor
serving on an unacconpani ed dependents restricted tour of duty) nay
retain quarters during the sponsor’s absence. Marine Barracks,
Washi ngton, DC, and Marine Corps Recruit Depot (MCRD) WRR, San

Di ego, are excluded fromthis policy. Dependents of personne
serving in the unit deploynent program (under the home-basing
concept where the deployed unit will return as a group to the sane
installation fromwhich deployed) nmay conti nue occupancy of public
quarters during the sponsor’s absence.

a. This policy is not applicable to | eased public quarters or
to quarters outside CONUS

b. General officer and billet-designated quarters are excl uded
fromthe provisions of this policy. Dependents occupying such
quarters are eligible for priority assignnent to other quarters, if
avail abl e, at the sane installation, with novenent chargeable to
PCS funds. Quarters provided to dependents of general officers in
this case will not be considered GOQ s.

c. Requests for retention under this policy shall be submtted
to the installation commander at |east 30 days prior to departure.
Requests shall contain the follow ng statenents of understanding:

"I understand that quarters retained by ny dependents may be
termnated if my dependents are involved in msuse or illegal use
of the quarters or conduct thenselves to the detrinment of conmmunity
safety, health, or norale.”

"I agree to notify the housing officer and nove nmy dependents

imrediately if my marital status changes to nmake themineligible
for occupancy of public quarters.”
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"I agree to notify the housing officer imediately in the event
| am di scharged fromthe service while ny spouse occupies public
quarters”

"I have been counseled that ny failure to notify the housing
officer in the event of |egal separation or divorce may result in
di sciplinary action.”

"I have been counseled that, should | lose ny entitlenent to
occupy quarters due to a change in ny marital status, ny spouse nay
be required to vacate quarters. Should ny spouse decline to vacate
quarters on a date specified, action may be initiated through the
US. district attorney for eviction of the spouse by court order."”

d. To be eligible for retention by dependents, the sponsor
must have been assigned in witing to the quarters prior to the
date of departure fromthe installation

e. Personnel retaining housing under this policy and who are
reassigned to the sane installation upon conpletion of their
dependents restricted tours nmay continue to occupy quarters upon
their return.

f. Personnel retaining housing under this policy but who are
reassigned followi ng their dependents restricted tour to another
installation are required to clear quarters within 90 days after
their return to CONUS or Hawaii pursuant to PCS orders. Requests
for extension beyond this period nay be approved or di sapproved by
the installation conmander when unusual circunstances warrant such

consi derati on.

g. A sponsor whose fanmily remains in quarters under this
policy is responsible for keeping the appropriate fam |y housing
office infornmed of changes in status which nay affect the sponsor’s
continued eligibility for quarters or the projected date of return
from overseas. Sponsors who request and/or receive extensions of
their overseas tours should informthe appropriate housing office.
Aut hori zation for continued occupancy of public quarters will be
automatic in such cases

h. At the discretion of installation commanders, quarters
occupi ed by dependents under this policy may be terni nated when
dependents are involved in msuse or illegal use of quarters, or
ot her m sconduct contrary to safety, health, or norale, or when
marital status changed to nmake dependents ineligible for occupancy
of public quarters. Refer to MCO P1751.3 for information
pertaining to changes in marital and dependency status.

i. Installation commanders should strongly encourage service
menbers to execute a linmted power of attorney prior to their
departure for overseas when they take advantage of this policy.
This will permt dependents to act in their behalf in matters
pertaining to housing, transportation entitlenment, auto registra-
tion, etc. This service is provided free of charge by the instal -
lation’s | egal assistance office.

j. This policy concerning retention of quarters also applies
to a sponsor serving an "all others’ unacconpani ed dependents
restricted overseas tour
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k. Famlies awaiting dependents entry approval to Adak, Al aska;
Guant anano Bay, Cuba; Keflavik, Iceland; or Mdway Island, who
currently occupy mlitary housing at the installation, may remain
in quarters until such time that mlitary quarters are avail able at
the new duty station.

4. Continued QCccupancy/Retention of Quarters by a Marine's Famly
in CONUS While the Marine is Awaiting Assignnent to Gover nnent
Housing in WestPac and those Locations Listed in Paragraph 1225. 3k
| mredi ately Preceding. Subject to the follow ng provisions,
dependents of Marine personnel who are ordered on an acconpani ed
tour to those locations identified above, may retain Marine Corps
Government quarters in CONUS until famly housing is avail able at
the overseas | ocation.

a. This policy is not applicable to | eased public quarters or
to quarters outside CONUS

b. Ceneral officer and billet-designated quarters are excl uded
fromthe provisions of this policy.

c. Requests for retention under this policy shall be subnmtted
to the installation cormmander at |east 30 days prior to the
effective date of the PCS orders.

d. To be eligible for retention by dependents, the sponsor
must be in Governnent housing at the tinme of the subnission of the
request.

e. Requests shall contain the foll ow ng statenments of
under st andi ng and advi senent of counseling:

"I agree to notify the housing office having jurisdiction over
the quarters ny dependents are occupying and to nove nmy dependents
imrediately if my marital status changes to nmake themineligible
for occupancy of public quarters, or in the event | am di scharged
fromthe service.”

"I have been counsel ed and understand that quarters retai ned by
nmy dependents may be terminated if my dependents are involved in
m suse or illegal use of the quarters or conduct thenselves to the
detriment of comunity safety, health, or norale."

"I have been counsel ed and understand that if | |ose ny
entitlement to occupy Governnent quarters due to a change in ny
marital status, ny spouse may be required to vacate quarters. |If

nmy spouse declines to vacate quarters on the date specified, then
eviction procedures nay be initiated."

"I have been counsel ed and understand that ny failure to notify

the housing officer in the event of a |legal separation or divorce
may result in disciplinary action.”
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"I have been counsel ed and understand that every effort will be
given to provide nme advance notice of when housing will becone
available in WestPac to allowtinme for ny dependents to term nate

quarters in CONUS prior to being assigned quarters in WstPac. |If,
however, for any reason | am assigned to WestPac housing prior to
nmy dependents vacati ng CONUS Government housing, | will be required

to pay for both quarters.”

"I have been counsel ed and understand that if | am assigned
quarters in WstPac prior to ny dependents vacati ng CONUS
Government housing I will be charged for both quarters by
forfeiture of the applicabl e housing all owances for the WstPac
quarters plus a daily rental fee for the unvacated CONUS quarters.
The rental charge for the CONUS quarters will be equal to ny
respective housing all owance (BAQ VHA rate) for mny applicable rank
at that CONUS duty station.”

"l have been counsel ed and understand that once | have been
notified that Governnment housing will be available for me and ny
famly in WestPac, it is ny responsibility to nake the necessary
arrangenents for vacating the CONUS Government housi ng and the
travel requirenments to WestPac for ny dependents.™

"I have been counsel ed and understand that a limted power of
attorney may be required for ny dependents to make arrangenents in
nmy absence in matters pertaining to housing and transportation
entitlement. | further understand that this service is provided
free of charge by the installation’s |egal assistance office. |If
a power of attorney is required, then a copy of it will be
submtted with the request for retention of quarters.™

"I have been counsel ed and understand that this authority for
nmy dependents to renmin in quarters can only be authorized for a
1-year period. Requests for beyond 1l-year will only be considered
for hardship cases.”

"I have been counsel ed and understand that upon arriving at ny
new command in WestPac | nust imediately report to the housing
office and make it known that my famly is still residing in CONUS
quarters while awaiting quarters in WstPac.

"l have been counsel ed and understand that if | refuse Govern-
ment housing in WestPac, | nust imediately notify the housing
of fi ce which has charge of the CONUS quarters, and | will have 30
days to vacate ny dependents from Governnment quarters.”

"l have been counsel ed and understand that it is my responsi-
bility for keeping the appropriate fanmly housing office informed
of any change in status which nmay effect ny dependents conti nued
eligibility for quarters."

f. Marine Corps commands will ensure that a Marine requesting
retention of quarters under these special circunstances submts the
requi red statenments of understandi ng and advi senent of counseling
and a copy of the power of attorney.

g. The Marine should be counseled that all efforts will be
made to provide sufficient advance notice for assignnent to West Pac
CGovernment housing. |In this respect, a 30-day advance notice of

quarters availability can be antici pated.
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Per sonnel who apply and qualify for housing at Marine Corps Ar
Station (MCAS), Iwakuni, will be provided a 30-day advance notice
of housing availability. The 30-day advance notice is al so

requi red and provided by the United States Air Force which nanages
Marine Corps housing On Ckinawa. During this 30-day period,
Marines are expected to nmake all the necessary arrangenents for
their dependents to vacate CONUS quarters and travel to WstPac.
The 30-day notice should allow the Marine sufficient tine to
acconplish this so the assignnent of two quarters sinmultaneously
will not be required. It should be noted that if the assignnent
of these quarters overlaps, the Marine will be charged for both
sets of quarters

1226. SUBSTANDARD GOVERNVENT- OANED QUARTERS. It is Marine Corps
policy that assignnent of Marine Corps managed substandard quarters
general ly should be restricted to junior enlisted personnel on a
voluntary basis. However, installation commanders may make
substandard quarters available to all enlisted personnel on a

vol untary basis, according to their bedroomrequirenents on a
first-cone-first-served basis regardless of rank. Oficers and
eligible civilians may occupy substandard housi ng on an equal basis
only after the enlisted waiting |ist has been exhausted.

Subst andard quarters will not be used as tenporary housing while
awai ti ng assignment to adequate quarters or when vacating adequate
quarters. |If a Marine declines to occupy a substandard set of
quarters that have been offered, the Marine’'s position on the
waiting list for adequate quarters is not affected.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTION 2: FAM LY HOUSI NG DESI GNATI ON, APPLI CATI ON
ASSI GNVENT, OCCUPANCY, AND TERM NATI ON

PART F:  TERM NATI ON OF ASSI GNMVENT

1227. GENERAL | NFORMATION. Quarters assignnent is normally
termnated within 30 days of the effective date of PCS orders,
except where continued occupancy by dependents of overseas
absent ee sponsors is authorized or otherw se provided for within
this chapter

1228. TERM NATI ON | NSPECTI ONS. Regardl ess of the reasons for
termnation, the quarters are to be inspected prior to rel easing
occupants fromthe quarters.

1229. PRETERM NATI ON | NSPECTI ON

1. The pretermnation inspection should be acconplished as soon as
possi ble after receipt of the occupant’s notice of intent to vacate
and should be jointly conducted by the housing representative and
the occupant of the unit. The preternination inspection serves two
purposes. One is to tactfully but firnmy alert occupants to the
deficiencies they nust correct and the degree of cleanliness to be
achi eved prior to vacating. This will allow the occupant suffi-
cient tinme to prepare the unit for the term nation inspection
Secondly, the preterm nation inspection will allowtine to identify
mai nt enance deficiencies and to plan and coordi nate the scheduling
of the required work to be acconplished prior to reoccupancy of the
unit.

2. This inspection nust be conducted equitably, and sound judgnent
nmust be exercised by the housing representative in determ ning
deficiencies caused by normal wear and tear versus deficiencies
attributable to occupant negligence. As a nmininum the inspection
shoul d i nclude the follow ng:

a. Mitually discussing the existing conditions conpared with
those conditions noted during the check-in inspection

b. Mitually scheduling the term nation inspection and inform
ing the occupant that all occupant-caused deficiencies nust be
corrected prior to the term nation inspection

c. ldentifying and scheduling mai ntenance work required for
the interior, the exterior, supporting structures, and surroundi ng
grounds. Normal change of occupancy nai nt enance shoul d be acconp-
lished immediately after a dwelling is vacated.
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d. Informng occupants that they continue to be responsible
for the condition of the unit at final checkout inspection even
though they may use a private contractor to correct a deficiency
whi ch was the occupant’s responsibility.

1230. TERM NATI ON I NSPECTI ON. The termination inspection will be
conducted jointly by a housing representative and the occupant
after quarters are vacated and prior to the fornal cessation of
assignment. It should result in a nutual understanding that both
the occupant and the Marine Corps have fulfilled their respective
responsi bilities defined during check-in and preternination inspec-
tions. Avoidance of an unreasonable "white gl ove" inspection is
enphasi zed and equitable treatnment of all occupants is inperative.

1231. S| TUATI ONS WHERE THE TERM NATI ON OF ASSI GNVENT TO QUARTERS
| S FOR REASONS OTHER THAN PCS. Unl ess otherw se specified in this
Manual , the installation conmander should all ow a reasonabl e peri od
of time, normally not to exceed 30 days after notice of termnation
is given, whereby the service nenber/dependents nmay continue to
occupy the Government quarters while nmaking noving and resettl ement
arrangenments. If a loss of entitlenent to BAQ at the with depen-
dents rate is involved, then an applicable "fair narket rental fee"
wi |l be charged, unless otherw se specified in this Mnual .

Term nation of quarters assignnent shall normally occur

1. Wen public quarters have been assigned to personnel at an
installation where they are serving on tenporary additional duty
(TAD) orders, and it beconmes necessary to use these quarters for
anot her nenber legitimately entitled to them Wen this is the
case, it is necessary to dispossess the nmenber assigned quarters on
the basis of the TAD orders. When nore than one such assi gnnent
has been nmade, the nenber serving on TAD orders who is junior in
grade will be dispossessed.

2. Wien there is a change in the nmarital status upon which an
individual s eligibility rests, including divorce or |egal separa-
tion, as defined in MCO Pl 751 .3 when dependents | eave the sponsor
for nore than 90 days, except in cases of severe hardship as out-
lined in paragraph 1227, or when alleged entitlenent to BAQ at the
Wi t h-dependents rate is later deternined to be fraudul ent or
erroneous.

3. Upon discharge, when the individual does not imediately reen-
list.

4. Upon release fromactive duty or retirenent. However, a
reasonabl e period (normally not to exceed 60 days) nay, at the
discretion of the installation commander, be allowed for such
former mlitary personnel to vacate quarters. Cccupancy will be
on a rental basis. The installation conmander will charge the
"fair market rental value" of the housing unit. (See appendix D.)
If a "fair market rental value" has not or cannot be determ ned,
then the installation cormander will charge a cost equal to the BAQ
plus applicable VHA at the forner service nenber’s rate of all ow
ances. The installation commander has the authority to approve/
di sapprove requests for extension beyond 60 days.
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5. Upon death of sponsor. Installation commanders will allow
dependents of a nenber of the armed forces who dies in the |line of
duty and whose dependents are occupyi hg Governnment fam |y housing,
other than on a rental basis, on the date of the nenber’s death,

to continue to occupy such housing w thout charge for a period of
90 days. The dependents al so have the option to retain quarters
for a portion of the 90 days and collect BAQ VHA for the bal ance of
this period. (For exanple, stay in quarters for 40 days and
collect 50 days O BAQ VHA.) Installation conmanders may approve
requests to remain in quarters beyond 90 days in cases of denon-
strated hardshi p, however, this extension should not exceed 60 days
and the dependents will be charged a "fair market rental value."

If a "fair market rental value" has not or cannot be determ ned,
then the installation cormander will charge a cost equal to the BAQ
plus applicable VHA at the forner service-nenber’s rate of all ow
ances. Should a sponsor’s death be determ ned to have occurred
while "not in the Iine of duty”, the installation conmmander nay
all ow the dependents to continue occupyi ng Governnent quarters for
normal Iy not nore than 60 days at a "fair narket rental val ue”
equal to the forner service nenber’s rate of allowances.

6. Wien a tenporary duty is conpleted and the mlitary menber is
then detached fromthe installation

7. Wien due to particular circunstances, such as the necessity for
urgent nmjor repair, or overhaul of quarters, and when the instal-
| ati on commander who assigned the quarters considers it necessary
that the quarters be vacated to properly acconplish the necessary
wor K.

8. At the discretion of the installation commander when a person
requests termnation and there is another person who is eligible
for and desires i medi ate assignnent to the quarters. No set of
quarters should be pernmitted to remain vacant for an extended
period for this reason.

9. Wien quarters are abandoned for 30 days or nore excl uding
speci al retention cases.

10. In cases not covered by the foregoing, at the direction of the
installation conmander for just cause, including but not [imted
to: possession of illegal drugs and contraband, irresponsible
acts, or poor behavi or.

11. Mlitary nmenbers in a confinenent status. Wwen a military
menber who was assigned to Government family housing is sentenced
to confinement for 90 days or longer by either military or civilian

authorities, entitlement to fanmily housing will be termni nated.
However, the nenber shall retain entitlenent to famly housing if
the nenbers’s sentence to confinenent: is reversed on appeal; is

reduced in any nanner by the convening authority to | ess than 90
days (provi ded the sentence as approved by the convening authority
does not include a reduction below the grade required to occupy the
assigned quarters); or does not require the actual service of 90 or
nore days of post-trial confinement (after applying credit for pre-
trial confinenent). |In these cases should the nmenber’s sentence
of confinenment in excess of 3 nonths be reversed on appeal or
di sapproved by the convening authority, the menber shall retain
entitlement to family housing. |In this case, if the nmenber has
al ready vacated quarters, and desires to again
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occupy Government family quarters, upon application by the service
menber, the installation conmander may pl ace the service nmenber’s
nane at the top of the waiting list just below the freeze zone.

a. The installation commander may authorize the nenber to
retain quarters when the nmenber is expected to return to usefu
service at the installation, or until civilian housing is avail able.
Cenerally, this period will not exceed 3 nonths but may be extended
in cases of severe hardship.

b. During any grace period before the dependents vacate famly
housi ng, the installation commander will charge the "fair narket
rental value" of the housing unit per appendix D of this Manual
If a "fair market rental value" has not or cannot be determ ned,
then the installation commander will charge a cost at |east equa
to the BAQ plus applicable VHA at the confinees’ rate of
al | owances.

c. Amlitary nmenber who is not assigned to Governnent quarters
and is sentenced to confinenent for 3 nmonths or |onger by either
mlitary or civilian authority, will not be eligible for Marine
Corps fam |y housing during the period of confinenent.

1232. ABSENCE FROM QUARTERS

1. Wen sponsors are serving on TAD, depl oynent, or an unaccom
pani ed tour which causes themto reside away from assi gned quar -
ters, and dependents desire to absent thenselves from quarters at
the sane tinme, local installation commanders at their option may
permt retention of quarters for periods not nornmally to exceed 90
days of nonoccupancy. Absence from quarters beyond 90 days will be
aut hori zed only in cases of extrene hardship, for humanitarian
reasons, or where nedical reasons are denpnstrated. Requests for
nonoccupancy beyond 90-days will be made in witing to the instal-
| ati on commander who has approval / di sapproval authority. C rcum
stances nust be of such severity as to present a personal problem
that is nore severe than those normally encountered by Marines and
their famlies in the normal course of mlitary service. The
follow ng situations are deemed worthy of favorabl e consideration
for retention of quarters when periods exceedi ng 90 days of non-
occupancy are requested:

a. |Illness of a nmenber of the inmediate fanmily when the
attendi ng physician predicts a short |ife expectancy.

b. Illness of a nmenber of the inmediate famly when it is
mani fest that the presence of the service nenber or nenber’s spouse
is necessary for the recovery, as substantiated by a statenment of
the attendi ng physi ci an.

c. |Illness of spouse or child where facilities of the |oca

installation are unable to provide necessary treatnment to ensure
recovery, as substantiated by the attendi ng physician.
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d. Situations which inpose a severe problemon the Marine or a
menber of the Marine’'s immediate famly, the solution of which can
be achieved only through the presence of the Marine or the Marine's
spouse. Housing allowances will continue to be forfeited; and for
purposes of utilization reporting, installation commanders wil|
consi der the quarters occupi ed.

2. Installation commanders are encouraged to establish guidelines
to ensure ready access to, and nmintenance of, the nonoccupi ed
Government quarters/property in question, to include the foll ow ng:

a. Alimted power of attorney should be provided to the
installation s housing office permtting access to quarters for
requi red nai nt enance.

b. Arrangenents will be nmade by the occupant for grounds care
etc. The nane of the individual perform ng the service(s) will be
provi ded to the housing office.

c. The installation’s provost marshal should be informed of
the period of nonoccupancy.

d. Pets should be boarded or otherw se accommbpdat ed.

e. Delivery of mail, newspapers, etc., should be stopped or
rer out ed.

3. Periods of such nonoccupancy in excess of 90 days for which
approval has not been granted will be consi dered abandonnent.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT
SECTI ON 3: FAM LY HOUSI NG MOBI LE HOVE SPACE ASSI GNMVENTS
OCCUPANCY, UTI LI ZATI ON, TERM NATI ON AND MOBI LE
HOVE SPACE RENTAL CHARGES

PART A:  ASSI GNMVENTS

1300. CGENERAL | NFORVATI ON

1. Personnel will apply for nobile honme spaces in essentially the
same manner as for fam |y housing.

2. Mobile honmes shall not be of a snaller size than 10 by 40 feet
and nust be in a good state of repair and appearance. The instal-
| ati on commander nay nake exceptions to this mnimmsize on an

i ndi vi dual basis based on their determnation that the particul ar
nobi | e hone provi des adequate |iving space for the size of the
fam |y involved and neets the standard for condition and appear-
ance. Appropriate fire and sanitation inspections of nobile hones
shall be made. No nobile honme will be permtted aboard a Mari ne
Corps installation unless the unit is equipped with a snoke detec-
tor.

1301. MOBILE HOVE SPACE ASSI GNMENTS, OCCUPANCY, UTI LI ZATI ON
AND TERM NATI ON

1. Personnel desiring space in the nobile home park rnust conplete
the DD Form 1746 (Application for Fam |y Housing).

2. Asingle waiting list will be naintained for nobile home space
assignnments. Assignnents will be on a first-cone, first-served
basis irrespective of grade or rate.

3. Prospective occupants will be advised that nobile homes shoul d
be maintained in a good state of repair and appearance and t hat
they are subject to periodic inspection for conpliance with safety
and heal th standards.

4. Mbbile home spaces are subject to the make-ready, check-in
preterm nation, and term nation inspections, where applicable, as
di scussed in section 2 of this chapter

5. Special instructions for nobile hone space should be devel oped
at each installation and provided to occupants upon assi gnment of
space. Regul ations should cover snoke detectors, tie-down and
skirting requirenents, privately owned storage sheds, patios,
porches, fences, parking, naintenance, services, pets, self-help
and so forth. Occupants should also be inforned of the procedures
governing the collection of rent, and the services which nmay be an
addi ti onal or separate charge, such as tel ephone installation.
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6. Wien mlitary nenbers are assigned to Government controlled
nobi | e honme spaces, within CONUS, the handling necessary to nove
their personally-owned hone froman off-station nobile home site
to the assigned Governnment controlled nobile hone space is auth-
orized at Governnent expense. A local nove at the Governnent
expense of a nobile hone nust be for the individual mlitary nmenber
who personally owns that nobile hone and is being assigned to a
Governnent controlled nobile home space. Wen a nenber requests
term nation of the Governnent controlled nobile hone space for
personal reasons, such as a desire to occupy a civilian nobile hone
space in the local comunity, the necessary novenent costs will be
at the menber’ s expense.

7. \Wen vacating a nobile honme site, the occupants will be
required to correct any deficiencies noted in the preterm nation
i nspection and | eave the area ready for reoccupancy.

8. Mobile honmes shall nornmally be noved prior to sale incident to
term nation of assignnent to nobile home spaces, unless retention
is authorized by the installation conmander

a. Such authorization mght be nade in the case where the
nobil e hone is sold to another eligible mlitary nmenber who desires
to live in that nobile hone park

b. Cenerally, if a nenber wi shes to sell his nobile hone in
pl ace, and this action is approved by the installation commander,
the next person on the waiting |ist should be given the opportunity
to purchase the honme. Refusal to purchase the honme will not affect
the individual’s placenent on the waiting list. However, this my
result in a nmenber | ower on the waiting Iist purchasing the home
and noving into the park prior to the first individual on the list.

9. If there are no mlitary famlies currently on the waiting |ist
for nobile hone spaces, a mlitary bachelor may be assigned to the
nobi | e hone space under the sane rental agreenent as mlitary

fam lies. Therefore, a second waiting |ist may be kept for
bachel or nenbers who desire to reside in the nobile honme park

Under no circunstances should a bachelor be assigned if a mlitary
fam |y desires to occupy a nobile honme space at that base. This

al so applies to the regul ations regarding sales of nobile hones in
pl ace.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTI ON 3: FAM LY HOUSI NG MOBI LE HOVE SPACE ASSI GNMVENTS
OCCUPANCY, UTI LI ZATI ON, TERM NATI ON AND MOBI LE
HOVE SPACE RENTAL CHARGES

PART B: RENTAL CHARCES

1302. GENERAL | NFORMATION. Monthly rent and Charges for each
space will include shelter rent (which is conmputed by dividing the
total cost of construction by 300 as indicated bel ow), plus charges
for actual Cost of services, naintenance, inprovenents, repairs,
utilities, and managenent. Collections will be effected per the
tenant and | andl ord contractual agreenent and the NAVCOMPT Manual
Vol ume 3.

1303. MOBILE HOVE SPACE RENT AND CHARGES

1. Space Rent. The cost for construction of nobile home park
facilities is to be anortized fromrental charges over a period of
25 years. The cost of subsequent najor repair or inprovenent
projects nust also be included in the space rent. The costs of
such projects will be divided by 300 (25 years tines 12 nonths per
year) and added to the existing space rent. For a repair or

i nprovenent project costing $300 or nore per space, rents will be

i ncreased when the project is conpleted. For less costly projects,
space rent will be increased when the total accurnul ated cost of
projects reaches a total of $300 or nobre per space.

2. Charges. Mnthly charges will recoup the cost to the Govern-
ment for utilities, services, operations, project managenents, and
mai nt enance i ncl udi ng comopn grounds, streets, and other rea
property serving the nobile hone park exclusively.

a. Uilities may be individually nmetered or netered at the
park boundary and prorated to occupants, based on cost to the
Government. If utilities are not netered, consunption may be
conput ed by engineering estinmate according to the services
provi ded. Charges for each utility nust be separately identified.

b. Installations will nmake a detailed review of existing
charges and projected costs at |least annually to ascertain their
adequacy. Wien a rate increase has been approved, the occupant
will be given a mninmm of 30 day’s advance witten notice prior
to the effective date of the rate increase.
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3. Formula for Determning Rents and Charges. The formula for
determning rents and charges for nobile hone spaces is provided
bel ow:

EQUATI ON: alb + C = nonthly rent and charge

300 d
Space rent + utilities = nonthly rent and charges for
services, operation
mai nt enance, and proj ect
nanagement
Where: a = initial cost of project plus total costs of

i nprovenent and repair projects to date
b = total nunber of spaces

c = cost of utilities, services, operation
mei nt enance, and project managenent 1/

d = projected average nunber of occupi ed spaces
1/ Where utility charges are netered, they will be excluded from

the forrmula and added to other nonthly rents and charges or
if billed directly to the occupant, omtted.

1-60



MARI NE CORPS HOUSI NG MANAGEMENT MANUAL
CHAPTER 1
FAM LY HOUSI NG MANAGEMENT
SECTI ON 4: OCCUPANT RELATI ONS, RESPONSI Bl LI TI ES AND LI ABI LI TI ES

PART A: OCCUPANT RELATI ONS

1400. BACKGROUND. Cccupant-related prograns are designed to
pronot e an am cabl e at nosphere anbng occupants and a cl ose rel a-
tionship between the occupants and the housi ng organi zation, to
enhance the safety and wel fare of the occupant, to provide for
community activities, and to ensure a common flow of informtion
Additionally, occupants of Marine Corps fam |y housing can
reasonably expect the existence of a normal social environment
into which they can bring their famlies. This should include the
preservation of famly privacy, the provision of security and
protection, and the availability of conmnity services.

1401. TYPES OF OCCUPANT RELATED PROGRAMS

1. Cccupant Orientation Plan. Installations will devel op and

i npl enent an occupant orientation plan. Each occupant nust be
thoroughly oriented to the local installation within 30 days of
assignnment to quarters. The occupant orientation plan should

i ncorporate the distribution of occupant handbooks and | oca

regul ations, a self-help programindoctrination, an introduction
to the local community and the services provided, and a di scussion
of | ocal procedures and points of contact in the housing organi za-
tion.

2. Community Associations. Conmmunity associations provide
channel s of conmuni cati on anong occupants, which nay | essen the

I'i kel i hood of m sunderstandi ngs, bickering, or personal or group
ant agoni sms.  The housi ng organi zati on, through nmeans such as the
occupant orientation plan, should ensure the w de dissem nati on of
information regarding the existence of |local community associations
or installation policies concerning their formation, so that al
occupants may have the opportunity to participate. Comunity
associ ations offer an inportant channel of conmunication between
the installation and occupants, therefore the housi ng organization
shoul d maintain an active interest in association activities. A
housi ng representative should attend association neetings to answer
questions, be nade aware of problens, and offer any assistance

whi ch might be requested. The formation of comrunity associ ations
is subject to the approval of the installation conmander prior to
aut hori zation for use of any facilities provided by the Mrine

Cor ps.

3. Use of Governnent Facilities by Organi zed Groups. When perm s-
sion is granted to an occupant group to use CGovernnment facilities,
there nust be a definitive witten understandi ng of the nature of
the activities permtted; responsibility for the custody of Govern-
nment space and property; observation of fire, safety, and sanita-
tion regulations; security; and conpliance with |ocal rules and
regul ati ons set by managenent.
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4. Mediation of Gccupant Conplaints. The housing organi zati on has
the responsibility for nediating occupant conpl ai nts regardi ng

fam |y housing. Housing representatives nust handl e conpl aints
with the strictest inpartiality. Coments inplying guilt or
responsi bility must be avoided until a thorough inquiry has been
made. Conplaints requiring an investigation nust be made in
writing, signed by the conplainant, and subnmitted to the famly
housing office for initiation of appropriate action. An investi-
gation or inquiry will not be initiated until the initial informa-

tion has been received, screened, and evaluated. |In instances
where nore than one occupant is involved, the housing representa-
tive nmust have an understanding of all positions. |In bases which

cannot be resol ved anong the individuals concerned, it nay be

advi sabl e to discuss the problemwith all the parties involved and
the installation commander. Belligerent tenants who are unwilling
to resolve problens and who are a continual source of conflict,

di sturbi ng the peace and harnony of the nei ghborhood, should be
termnated fromtheir assignnment to quarters. A report of the
investigation, results, and action will be made a matter of record.

5. Energy Conservation. The famly housing energy conservation
programis designed to reduce the consunption of energy in famly
housi ng units through the conbined efforts of the occupants and the
Marine Corps. Energy awareness is the responsibility of famly
housi ng occupants and the installati on commanders.

6. Civil Defense. CGCivil defense enconpasses the energency
nmeasures to be taken for the protection of life and property in
case of a natural disaster or attack by an eneny. Fam |y housing
occupants are to be aware of and understand | ocal policies and
instructions concerning civil defense neasures and are to partici-
pate actively in the protection of life and property in case of an
enmergency. Instructions for occupant responses to natura

di sasters, such as earthquakes, hurricanes, and typhoons, mnust be
in consonance with I ocal directives and information given in the
occupant handbook

7. Self-Help. Self-help is a programwhich allows for the vol un-
tary participation of famly housing occupants in the naintenance
and i nmprovenment of Marine Corps facilities. It is designed to

enhance the environnment, expedite the acconplishment of maintenance
and i nprovenents, and pronote prudent homeowner attitudes anong the
occupants. The self-help programis explained in detail in
appendi x E of this Mnual

8. Publications. Publications are an excellent vehicle for
transmitting information to occupants of Government housing. A
fam |y housing newsletter relating items of interest to occupants
coul d be devel oped and distributed on a schedul ed basis by the
installation fam |y housing organi zation
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTI ON 4: OCCUPANT RELATI ONS, RESPONSI Bl LI TI ES, AND
LI ABI LI TI ES

PART B: OCCUPANT RESPONSI BI LI TI ES

1402. GENERAL | NFORMATION. Installation conmanders having Marine
Corps-owned or -controlled famly quarters under their Cognizance
shal | designate the housekeeping tasks to be perforned by occupants
of famly public quarters. CQccupants shall be responsible for
those routine, recurring housekeeping tasks normally performed by
tenants in private housing of simlar type and value. Those tasks
requiring the skill of an artisan or specialized nechanic or which
are considered to involve danger shall be performed by the instal-
| ation’s mai ntenance forces or under a contract. The prospective
occupant shall be infornmed of the occupant’s responsibilities for
housekeepi ng and services during occupancy and of the occupant’s
accountability for nonconpliance. (See appendix F.) The occupant
shall be provided with adequate instructions as to the proper care
and mai nt enance of property and equi pnent placed in that person’s
cust ody during tenancy.

1403. VACATE NOTICE. GCccupants must notify the housing office of
intent to vacate Governnment quarters 60 days prior, or upon receipt
of permanent change of station orders. Failure to do so could
result in a delay of the final inspection and subsequent rel ease
fromquarters.

1404. CLEANING Cccupants of mlitary famly housing are expected
to care for the assigned unit and to keep it clean. As a m ni num
occupants are responsible for cleaning the follow ng:

1. Interior surfaces of w ndows.

2. Exterior surfaces of w ndows readily accessible fromthe
ground.

3. I nside walls, woodwork, floors, and venetian blinds.

4. Stoves, refrigerators, ovens, sinks, tubs, toilet fixtures,
washi ng nmachi nes, dryers, and simlar househol d equi prent.

5. Carpets, rugs, draperies, and simlar itens.

6. Carports, garages, storage spaces, porches, steps, wal ks,
driveways, and exterior walls readily accessible fromthe ground.
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1405. M NOR MAI NTENANCE

1. Cccupant Wrk. Cccupants will, at a mninum be responsible
for the foll ow ng.

a. Furnishing and replacing electric Iight bul bs and fuses.

b. Practicing good sanitary housekeeping to control pests,
i ncluding rodents, and periodi c spraying, using common househol d
pesti ci des.

c. Replacing disposable-type furnace or air-conditioning
filters.

d. Cutting, trimming, and watering the |awn adjoining the
quarters.

(1) Cccupants of Marine Corps famly hQusing will normally
have the sane responsibility for grounds care as occupants of
conparabl e civilian community housi ng.

(2) Gounds Care Exceptions. Exceptions for the responsi-
bility of grounds care nmay be made with the specific approval of
the CMC for those occupants to whomthe assignnent woul d be
unreasonable. In no case will it exceed care of nore than
1/ 2-acre; and, wherever possible, |andscaping will be designed to
al | ow nechani zed nai nt enance by gang nowers. The assignment of
gardeners to individual quarters is prohibited. Oficial records
of the approved excepted quarters and rel ated additional funds
expended for grounds care shall be nmaintained at the installation
for review by authorities upon request.

e. Renoving snow and controlling ice formation on porches,
pedestrian wal kways and dri veways.

f. Conservation of water and utilities.

2. Cccupant Skill Consideration. In no instance will occupants
be responsi bl e for maintenance or repair beyond those tasks
normal |y undertaken by tenants in private housi ng possessing

m ni mum skills and equi pped with sinple handtools.

1406. ENERGY CONSERVATION. The housi ng manager shoul d devel op a
programto achieve a significant reduction in energy consunption
and coordinate it with the station's conservation program as out -
lined in the fam |y housi ng energy conservation handbook. The
program shoul d i nclude but not be linmted to the foll ow ng
neasures:

1. Consunption. During the check-in inspection, the occupant
shal |l be shown how to operate equipnent in the nost efficient
manner and shall be advised to conserve all utilities.

2. Literature. The housing manager shall use newsletters, the
installation’ s newspaper and any ot her avail able neans to provide
up-to-date nethods for reducing energy consunption
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3. Monitoring Consunption. When in the project areas, housing
of fi ce personnel shall watch for unnecessary utilities consunption
and notify the occupant of any di screpanci es.

1407. THERMOSTAT SETTINGS. At change of occupancy, hot water tank
tenperatures will be checked and reset if necessary to conply with
the foll ow ng:

1. Those units having di shwashers will have the hot water tenpera-
ture setting of 140 degrees.

2. Those units not having di shwashers will have the hot water
tenperature setting of 120 degrees.

1408. PEST CONTRCL

1. The Government is responsible for all change of occupancy pest
control neasures in famly quarters and will perform pest contro
nmeasures duri ng occupancy on an as-required basis in buildings
housing two or nore famlies. Qccupants of such buildings are
responsi bl e for the conduct of mnor pest control practices

consi stent with good housekeepi ng and sanitation

2. The occupants of Governnent-owned single family dwellings are
responsi bl e for pest control measures during their occupancy.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTION 5: FAM LY HOUSI NG REFERRAL PROGRAM AND
DOVESTI C LEASI NG PROGRAM

PART A: GENERAL | NFORMATI ON

1500. PURPCSE. It is Marine Corps policy to provide a personal
conveni ent housing referral service to assist mlitary personne

of all services and their dependents in |locating suitable off-base
housi ng when Gover nnent-owned or controlled housing is not
avai l abl e. The Housing Referral Programw ||l adhere to the policy
of equal opportunity on off-base housing as outlined in MCO P5354.1
and is not intended to intrude on the normal business relations
between real estate brokers, rental agents, sales agents, and their
cust oners.

1501. PROGRAM REQUI REMENTS. The Housing Referral Program
conprises the follow ng responsibilities and functions:

1. Marine Corps installations having 500 or nore assigned mlitary
personnel shall establish housing referral offices when such
services are not available froma larger installation in the area.
Installations with fewer than 500 assigned personnel shall provide
housi ng referral services to the extent required and feasible and
shall take full advantage of the services offered by |arger
installations in the area.

2. The housing referral office organization shall be staffed with
permanent |y

assi gned personnel. Each housing referral office shall offer
conplete referral service and a full range of related persona
assistance to all personnel and their dependents who are authorized
or required off-base housing, regardl ess of pay grade, nunber of
years’ service, or marital status. The policy of equal opportunity
in off-base housing as outlined in MCO P5354.1, shall be strictly
observed.

3. The housing referral office will provide current information
regardi ng on-base and of f-base housing availability, both pernanent
and tenporary, as required to update the autonated Rel ocation

Assi stance Center.

4. Civilian enployees of the DoD who are transferred, or recruited
for job opportunities away fromtheir current places of residence,
shall be authorized and encouraged to use the referral services at
their new | ocations. Housing referral offices will provide the
sanme services to DoD civilians, who so desire, as are provided
mlitary personnel

5. Referral services shall be financed with funds in the FH, N&MC.
Fi nanci al support requirenents shall be estinmated and included in
budget requests for that fund source.
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6. Installation commanders shall ensure that all personnel wth
PCS orders report to the housing referral office as a part of the
check-in procedures prior to executing any conm tnent for private
housi ng. Wen issuing or endorsing PCS orders, the installation
commander shall include the follow ng statenent on the orders:

"Before making any rental or |ease agreenent or purchasing

a hone, you shall report to the I ocal housing referral office
whi ch has the responsibility for providing housing referra
services to the installation to which you are assigned."

7. Personnel on tenporary duty who elect to reside in off-base
housing at their own expense will be provided housing referra
services in the sane manner as personnel on PCS orders. Paragraph
1501.5 al so applies in such cases.

8. Every effort shall be nade to obtain the maxi num nunber of
avail abl e suitable listings of property within the commuting area.
A systemw ||l be devel oped and used by the housing referral office
which will ensure that the entire area of responsibility is
physically surveyed by housing referral personnel at |east semn -
annually. Continuous liaison with real estate interests and
comruni ty agenci es concerned shall be maintained to informthem of
mlitary housi ng needs, encourage open housing for mlitary
personnel, and stay abreast of housing activity in the community
and the community services available. In addition, liaison should
be maintained with other Governnment agencies regarding the avail a-
bility of housing assets to satisfy DoD housi ng needs; housing
listings should be exchanged with other installation housing
referral offices.

9. Before referring prospective tenants, available dwelling units
for rent or sale should be verified and a cl ear understandi ng
reached with owners or managers as to current rental policies,
practices, and rates. Information as to the race of prospective
tenants shall not be provided to owners or managers.

10. A point of contact should be provided so that conflicts, if
any, between | andlords and DoD tenants can be resol ved.

11. Housing offices providing housing referral services should be
located in a building that is accessible to, and useabl e by,
physical ly disabled persons. |If this is not feasible, or if

nodi fication of a facility would be an undue hardshi p, arrangenents
wi |l be nade, upon request, to provide all services in an acces-
sible location to neet the needs of the physically handi capped.

1502. JO NT_AND COORDI NATED HOUSI NG REFERRAL COFFI CES

1. Joint Referral Ofices. Were two or nore mlitary instal-
| ati ons depend on the same community housi ng support, a single
(joint) referral office should be operated to avoid duplication
and overl apping of referral services in the area.
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The office should be situated so as to create a m ni mrum of persona
i nconveni ence and maxi num ef fectiveness. A joint referral office
may be manned jointly, or as locally agreed; however, one instal-
lation shall be responsible for all functions and responsibilities.
The CG MCB, Canp Pendl eton, shall operate housing referral offices
for the Naval Wapons Station, Fallbrook

2. Coordinated Referral Oficer

a. Wien two or nore nilitary installations depend on the sane
comruni ty housi ng support and a single (joint) office is not
feasible, one installation shall act as the central coordi nator and
shall be the prine contact between the mlitary and comunity,
State, and Federal officials. A coordinated office may be operated
in one of the foll owi ng ways:

(1) The geographic area between the installations nay be
divided to permt each installation commander to performall of the
functions and responsibilities of a referral office for their part
of the area.

(2) The central coordinator may be operated simlarly to a
joint office, being responsible for all referral functions,
i ncl udi ng obtaining and di ssem nating consolidated |listings to
other offices acting either as branches of the central coordinating
office or as a separate office. In either case, the central coor-
dinator will act as the prine contact and will provide consolidated
referral information to each office

b. The followi ng installation conmanders shall be central coor-
dinators for other listed mlitary installations:

(I') CG MCRD ERR, Parris Island, South Carolina for: MCAS
Beaufort, South Carolina.

(2) Commanding O ficer, MCAS, Yunm, Arizona for: United
States Arny, Yuma Proving G ound.

c. The Housi ng Manager, Marine Corps Housing Facility,
Ri chards- Gebaur, M ssouri, shall operate a housing referral service
for all DoD personnel in the Kansas City area. This function shal
conme under the general cognizance of the Conmanding Officer, Marine
Corps Support Activity (MCSA), Kansas City, M ssouri

d. The housing referral office at the Public Wrks Center, San
Diego, will serve as central coordinator and will provide housing
referral services for the MCRD WRR, San Di ego, California.

e. The Famly Housing Ofice, MCLB, Barstow, California, wll
be responsible for providing referral service by receiving consoli-
dated referral information fromthe central coordi nator and by
counseling and referring its own applicants. The Arny, Fort lrwn,
will act as central coordinator in Barstow

1503. HOUSI NG REFERRAL SERVICES. As a mininum the installation
should offer the following fam |y housing referral services.
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a. Nondiscrimnatory listings of rental and for-sale housing.

b. Counseling for applicants on the Equal Opportunity in
O f - Base Housi ng Program

c. Vacancy status of as many listings as possible.
d. Assistance in resolving tenant/l andl ord di sputes.

e. Prelimnary inquiries to validate housing discrimnation
conpl ai nts.

f. Liaison with community and Governnent officials and
or gani zati ons.

g. Housing data exchange with other DoD housing offices.

h. Transportation to inspect comrunity housing when public
transportation is not convenient.

i. Assistance with rental negotiations and revi ew of | eases.

j. Assistance with understandi ng procedures and resol ving
problems with utility connections, fees, deposits, and billings.

k. Language interpretation in dealing with | andl ords.

. Rental agreenents in English and the national |anguage in
foreign areas.

m Entitlenent briefings and certification of housing rel ated

costs for tenporary | odging all owances and overseas housi ng
al l owances in foreign areas.

1504. COMVANDER S RESPONSI BI LI TY

1. Installation conmanders of Marine Corps activities with Marine
Corps managed fam |y housi ng, except those noted in paragraph 1502
as under the housing referral cogni zance of another housing
referral office, shall establish and operate housing referral as
prescribed in this chapter.

2. \Were housing referral services are available, they will be
provided to bachelor as well as married personnel
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CHAPTER |

FAM LY HOUSI NG MANAGEMENT

SECTI ON 5: FAM LY HOUSI NG REFERRAL PROGRAM AND
DOVESTI C LEASI NG PROGRAM

PART B: HOUSI NG REFERRAL OFFI CE PROCEDURES

1505. HOUSI NG LI STI NGS

1. Three separate lists shall be nmaintained by the housing
referral office:

a. VListed Facility. A suitable facility listed with the
housing referral office as available to DoD personnel w thout
regard to race, color, religion, national origin, or sex.
(See paragraph 1506.)

b. Restrictive Sanctions. Facilities which have been found by
the installation comrander, per MCO P5354.1, to discrimnate
agai nst DoD personnel. The DoD personnel shall not enter into a
new rental, |ease, or purchase arrangenent for or otherw se nove
into such facilities. Restrictive sanctions are effective agai nst
the agent and the facility and remain in effect a mninumof 180
days prior to conmmand review.

c. Nonapproved List. Those units which, as determ ned by the
installation commander, are not considered desirable for occupancy

by military personnel. Conditions which determne a unit’s
undesirability are generally those of the adequacy standards con-
tained in this Manual. However, other conditions may, in the eyes

of the installation commander, also deternmne a unit’s undesira-
bility.

2. Separate rental and sales |isting of housing units, including
shares, sublets, transient quarters, and trailer courts, shall be
obtained fromowners, their representatives, or real estate agents.

a. Detailed infornmation should be obtained for those listings
whi ch owners wish to place on the referral list. These |istings
shoul d provide infornmation regardi ng the nunber of bedroons,
bat hroons, style of house, and list any anenities. These listings
shoul d be used by the housing referral office to assist famlies
in |ocating adequate, affordable off-base housing.

b. The information provided by the listing should be reviewed
at least annually to ensure it is still valid.

c. The housing office should request those listing homes on
the referral (whether handled by the owner, agent, manager or
agent) to notify the housing office when they have rented the unit
or it is no |onger available for rent.

1506. ASSURANCE OF AVAILABILITY TO ALL M LI TARY PERSONNEL.
Personnel wishing to list rental and sales units will be inforned
of the equal opportunity housing
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policy. Only rental and sales units which are available to al
DoD mlitary and civilian personnel regardl ess of race, color
religion, national origin, or sex will be listed in the housing
of fice.

1507. HOUSI NG REFERRAL COUNSELI NG AND ASSI STANCE

1. Al personnel reporting to the housing referral office will be
infornmed of any restrictive sanctions the command has i nposed and
provided a list O restricted facilities. Each nenber shall be
infornmed they are not authorized to rent or | ease a housing unit
which is on the restrictive sanction list and woul d take specified
ri sks when renting or leasing a unit on the nonapproved list. The
command shoul d obtain the nenber’s signature on a statenent

i ndi cating they have been counseled on the restrictive |ist and
have been provided a |ist of all restricted facilities.

2. |If an individual does not desire assistance, they should sign
a statement to that effect. |[If the nmenber requests assistance,
they should be provided with thee follow ng:

a. A conplete file or list of rentals or sales offerings in
the size, location and price range which the applicant has
i ndi cated shall be nmade avail able to hinf her

b. Assistance in locating, by mapping the listing the nenber
has chosen. \Wen appropriate, the map shoul d be annotated denoti ng
high crime areas as well as those areas restricted for reasons of
di scrimnation and sanitation. Each applicant shall be offered a
class A tel ephone to check selected listings to ensure their
availability. Wen tel ephone verifications are made, a record
shal | be maintai ned.

c. Witten guidelines covering standards of conduct for mlitary
personnel residing off the base which are contained in DoD Form
FS-46 (The MIlitary Tenant) (NAVMC 2673). The nenber shall be
tactfully counsel ed concerning these standards of conduct when
occupyi ng non- Gover nnent housing and of the availability of assis-
tance in resolving conplaints with | andl ords, tenants’ rights, the
desirability of inclusion of a mlitary release clause in al
rental contracts, and the availability of |egal assistance in the
revi ew of proposed | eases and sales contracts to protect the
interests of mlitary personnel

1508. HOUSI NG REFERRAL RESPONSI Bl LI TI ES

1. Ceographic Area Information. Each referral office shal
conpile informati on concerning schools (public, private, and
parochial), shopping areas, recreational facilities, transporta-
tion, churches, energency services, and other community facilities
and services in the geographic area and shall assenble this infor-
mati on as handout material to personnel seeking of f-base housing.
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2. Conplaints. Discrimnation conplaints in-off-base housing wll
be handl ed per the instruction outlined in MCO P5354.1. Conplaints
of of f-base housing problens, other than discrinmination, from
mlitary personnel or fromowners and nanagers of off-base housing
facilities, must be imediately investigated for validity. Wen
possi bl e, conplaints shall be nade to, and adjudi cated by, the
housing referral office. When conplaints are of a serious nature
or when there are indications that the conmand shoul d becomne
involved, the facts shall be reported to the installation commander
for further investigation or necessary action

3. lnspections. Inspection of rental property is for the protec-
tion of the mlitary famly noving into the community. Property
shoul d be inspected when there is a reason to question the suita-
bility of housing based on environnental conditions, including
health and safety considerations. |Inspections shall also be nade
of restrictive sanctioned facilities to be sure that no mlitary
nmenbers have occupi ed them since the sanction was inposed. Wen,
in the opinion of the command, housing is unsuitable for occupancy
of mlitary famlies, it may be renoved as a |isting or not
accepted for listing.

4. Community Liaison. Continuous liaison with |ocal community
officials and organi zati ons which have an interest in comunity
housing in their geographic area should be mai ntained. Every
effort shall be nade to publicize the need for military famly
housing in the conmunity on the basis of availability to al
mlitary personnel. Contacts should include, but not be limted
to, real estate boards, fair housing boards, and representatives
of the FHA and VA

5. Departnent of Housing and Urban Devel opnent (HUD) Low | ncone
Rent Subsidy (Section 8) Housing. Local Public Housing Authorities
(PHA s) have total cogni zance over adm nistration of the portion of
the 1974 Housing Act pertaining to | owincone, rent-subsidy
housing. This portion of the Act known as "Section 8"; and, while
it replaced previous |egislation known as "HUD' 236 housi ng,
Section 8 contains no provisions for mlitary preference housing
(MPH) as in the previous |aws.

6. Approval of and Solicitation for Advertising. Consistent with
establ i shed conmmand procedures, housing referral offices shal
assist, as required, to insure that no advertising or discrimna-
tory rental or sales property appears in official nedia controlled
by the command. Installation conmanders will conply with the prior
approval procedures of the Federal Acquisition Regulation, 4-803,
before entering into any agreenents for paid advertising which are
soliciting listings for the housing referral office in newspapers,
trade journals, and similar publications. Requests for such
advertising will be forwarded to the CMC (LF) on DD Form 1535
(Request/ Approval for Authority to Advertise).

1509. HOURS OF OPERATI ONS. Hours of operation of the housing
referral office should be established to neet the needs of, and
provi de conveni ence for
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mlitary famlies who desire assistance in obtaining suitable

of f-base housing. The hours of operation should be wi dely publi-
cized in order that personnel will know when the service is avail a-
ble. During hours when the office is not open, arrangenents wll
be nade (e.g., duty officer) to furnish sufficient housing referra
i nformati on.

1510. STANDARDS OF CONDUCT

1. Al mlitary and civilian personnel assigned to, attached to,
or enployed in the housing referral office are cautioned to have no
busi ness association or financial interests which mght give rise
to any suspicion of partiality.

2. Al mlitary and civilian personnel connected w th housing
referral office activities are cautioned to avoid any action
whet her or not specifically prohibited, which mght result in or
create the appearance of:

a. Using public office for private gain.

b. Gving preferential treatnment to any person or housing
facility.

c. Mking a Governnment policy decision outside officia
channel s.

d. Affecting adversely the confidence of the public in the
integrity of the Governnent.
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CHAPTER |

FAM LY HOUSI NG MANAGEMENT

SECTION 5: FAM LY HOUSI NG REFERRAL PROGRAM AND
DOVESTI C LEASI NG PROGRAM

PART C.  THE FAM LY HOUSI NG DOVESTI C LEASI NG PROGRAM

1511. CGENERAL | NFORVATI ON

1. The Marine Corps is authorized to | ease housing facilities for
assignnment, wthout rental charge, as famly housing to eligible
mlitary personnel. Leasing is authorized at or near a nmlitary
installation if there is a substantiated shortage of adequate
housing at or near the installation and one of the follow ng
conditions is net:

a. The requirenment is tenporary.

b. Leasing would be nore cost-effective than construction or
acqui sition of new housing.

c. Famly housing is required for personnel attending service
school academ ¢ courses on pernmanent change of station orders.

d. Construction of fam |y housing at such installation has
been aut horized by | aw but not yet conpleted.

e. A mlitary construction authorization bill pending in
Congress includes a request for authorization of construction of
fam |y housing at the installation

2. Approval authority for donestic |eased fam |y housing is vested
in the CMC. However, the Conmander, NAVFACENGCOM executes and

wi |l provide technical expertise to the Marine Corps with approp-
riate rei nmbursenment for manpower, adninistrative, and overhead
costs.

1512. DOMESTI C LEASI NG PCLI CY

1. In support of the CMC objective to assure that the mlitary
have adequate, affordable housing for their fanmlies, privately
owned fam |y housing may be leased. Eligibility is restricted to
those mlitary nmenbers who are acconpani ed by dependents and
thereby entitled to BAQ at the with dependent rate.

2. Leased units shall be operated as public quarters for eligible
personnel and their dependents.

3. Statutory lease cost limtations will be published by separate

correspondence and shall not be exceeded. Total charges, including
utilities
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(excl udi ng tel ephone service), maintenance, and operating costs,
shall not exceed the statutory maxi num per nonth for any one unit.

4. The travel tinme fromthe | eased housing to the normal place of
duty by privately owned vehicle must be no nore than one hour
during normal rush hours.

5. The units | eased nust be located in residential areas neeting
acceptabl e standards for health and sanitation; free of offensive
funmes, industrial noises and other objectionable features.

6. The leased unit shall neet the bedroom requirenments which wll
accommdate the fanmily conposition of the occupant.

7. Block leasing of two or nore units of single ownership is

aut hori zed providing each individual unit is specifically identi-
fied, the amount of the nonthly rent is specifically quoted for
each unit, and the CGovernnent reserves the right of termnation of
any unit or units, together with a correspondi ng reduction in the
amount of the total nonthly rental payabl e under the contract.

8. Al famly housing | eased under this programshall be avail -
able for use as public quarters by mlitary personnel regardl ess of
race, color, sex, creed, or national origin. This policy shall be
clearly stated to all prospective landlords prior to execution of

| eases.

9. Consideration shall be given to | easing repossessed property
insured by the Federal Housing Adm nistration (FHA) or Veteran's
Adm nistration (VA), if available at |ocations where leasing is

aut hori zed.

| 0. The leasing programis subject to annual changes in criteria
by the Congress and in quotas and naxi nrum al | owabl e housi ng costs
(MAHC) by the Ofice of the Secretary of Defense. Accordingly,
there nmay be occasions when the CMC nust cancel |eases at certain
| ocati ons because of new, nore restrictive criteria or reduced
quota. If this occurs, the program nmust be brought within the new
criteria or quota in a logical and orderly nmanner and not through
an arbitrary cancellation of |eases or eviction of occupants prior
to conpletion of their current tours of duty. Reductions in the
nunber of units under |ease nust be by attrition (canceling |eases
when the current occupant is transferred on PCS orders).

1513. PROGRAMM NG

1. The quota available to the Marine Corps each fiscal year
depends on the total nunber of |ease points authorized by Congress
for the DoD and on the allocations nade by the Ofice of the
Secretary of Defense to the mlitary departnments. The Mari ne Corps
allocation is specified within the Departnent of the Navy quota.
Quotas within the Marine Corps are determ ned by the CMC. Requests
for changes in the assigned | ease quotas shall be submtted,

as necessary, to the CMC
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2. Arequirenment for |eased fam |y housing nmust be substantiated
by a conpl eted market anal ysis depicting need.

3. Quotas, 25 or less in nunber, nay be shifted within the

4t hMar Di v, 4t hMAW or MCD s between previously approved | ocati ons.
For those |l ocations presently w thout approved quotas, a conpleted
personnel data sheet which justifies |easing nust be submtted
prior to the execution of a | ease for that |ocation

1514. FUNDING  Funding for leasing under this programis
aut hori zed by the Congress in the FH, N&MC.

1515. RESPONSI BI LI TI ES OF COMVANDERS/ DI RECTORS OF | NSTALLATI ONS
HAVI NG LEASE QUOTAS

1. Prior approval of the CMCis required for |leasing fam |y hous-
ing quarters.

2. Control l|lease costs (rent plus utilities) to remain within the
desi gnated statutory maxi mum ceiling.

3. Assign leased famly housing in witing only to eligible Marine
personnel .

4. Mintain appropriate market analysis for each |ocation where
| easi ng has been aut hori zed.

5. Forward to the CMC (LFF) the follow ng:

a. A copy of any correspondence concerning |leasing which is
not considered to be routine.

b. Current copies of donestic |eased housi ng managenent docu-
ments, in duplicate, as well as duplicate copies of all changes
t heret o.
6. All unused | ease points nay be reallocated by the CMC at any
time.

1516. ADM NI STRATI ON

1. Leasing Units in Single Owmership. As arule, the entire quota
for leasing units authorized an installation should not be executed
for units froma single owner.

2. Negotiation of Leases. EFD s are responsible for negotiating,
executing, admnistering, and term nating | eases. Negotiations wll
be conducted by the EFD after reviewi ng requests and reconmenda-
tions of the cognizant Marine Corps comranders/directors. An EFD
representative will ascertain that the rental consideration cited
is fair and reasonabl e, conduct negotiations, obtain signature of
the | essor or authorized representative thereof, and will have the

| ease executed on behal f of the Governnent. The EFD representative
wll prepare
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a condition report for each housing unit and will take all further
actions necessary relating to the administration of the |ease.

3. Leasing for Dependents of Menbers of Unacconpani ed Overseas
Tours. Leased quarters nmay not be occupi ed by unacconpani ed
famlies. Famlies residing in |eased quarters when the sponsor
departs on an unacconpanied tour may renain in | eased quarters for
a period of tine not to exceed 60 days fromthe date of the
sponsor’s departure or until the expiration of the |ease, whichever
occurs first. Wivers will generally not be granted by the CMC

4. Conversion of Occupant Leases to Marine Corps Leases. Conver-
sion of a nenber-leased unit to a Marine Corps |ease is perm ssible
and desirabl e where the occupant eligible for public quarters, the
dwelling unit neets the standards of adequacy, then the | ease costs
including utilities, etc., exceeds the occupant’s MAHC, and the
units can be leased within the prescribed dollar limts.

5. Leasing of FHA or VA Properties. The FHA and VA have given
assurance that leases to the mlitary departnments under this
program covering single famly units, will be continued during the
tours of mlitary occupants. |If they desire to withdraw any units
in order to proceed with a sales program the | eases will be phased
out as the occupants are transferred to other areas. The FHA has
al so assured the continuation of mlitary occupancy of |eased units
inmultifamly structures during a tour of duty even if the
property is sold.

6. Terns of Lease Agreenents. The initial |ease termshall be
restricted to the fiscal year within which the | ease is executed.
Automatic renewal privileges are not authorized. Funding for the
| easi ng program flows solely from annual FHMA, N&MC appropri ati ons
with no "carry-over’ authority to use any unobligated funds in a
followon fiscal year. It is beneficial to the Governnent (Marine
Corps) to include a provision in a |lease giving the Government the
right to term nate when the property is no | onger needed. The
usual period for providing notice of ternmi nation by the Government
(Marine Corps) is 30 days. The approval of the CMC nmust be
obt ai ned before a provision may be included in the | ease contract
for a Governnment (Marine Corps) termination notice period in excess
of 90 days.

7. Termination of Leased Units. Wen |eases cannot be revalidated
for continuation, they will be cancel ed upon term nation of the
current occupant’s tour of duty, within the contract terms of the

| ease. Also, if vacant unit(s) cannot be occupied by eligible
personnel assigned to the installation for which | easi ng was

aut hori zed, the | ease contract shall be canceled at the earliest
date permtted under the terns of the contract.

8. Uilization. Full utilization of leased units is required to
avoid |l osses to the Governnent. During a nornmal change of occu-
pancy, a unit should not remain vacant for nore than 2 workdays.
However, if conplete interior painting, floor refinishing or a
maj or repair is required, 3 to 4 days may be justified.
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9. Mnagenent QOperations. Except as otherwi se stated in this
Chapter, assignnment, occupancy, and term nation policies and
procedures, including inspeCtions in connection therewith, are the
sanme for | eased housing as for all other public quarters. However,
in addition to those instructions on occupant responsibility given
to all occupants of public quarters, those terns of the |ease
relating to occupant responsibility should be nade the subject of
a special brochure to be given to each occupant upon bei ng assi gned
to a leased unit. Also, as a mninmum there should be incorporated
advi ce to the occupant concerning the follow ng:

a. Conservation of Utilities. The occupant should be advi sed
that, because of statutory linmitation on costs, excessive utilities
consunption could result in contract charges increasing the | ease
cost to the statutory | ease cost ceiling, possibly resulting in
cancel | ati on.

b. Agreenments Between Occupant and Landlord. No unilatera
agreenments between occupant and landlord are permtted. The
occupant must understand that in all matters concerning the | eased
quarters, they nmust deal with the Government unless specifically
advi sed otherwi se. Problenms with | andlords or their representatives
inthis regard shall be immediately reported to the | ocal comand-
ing officer/officer in charge. Once a Governnent | ease has been
executed with an effective date, no noney transactions will occur
between the | essor and the occupant. Both parties will be infornmed
of this prohibition prior to execution of the |ease.

10. Liability for Loss and Damage. Under the |ease, the Government
is responsible for | oss or damage beyond nornmal wear and tear caused
by the occupant. However, the occupant nay be given the opportunity
to replace or repair the property or reinburse the Government for
the repair or replacenent. Further, the occupant may be prosecuted
under the Uniform Code of MIlitary Justice for danage to Governnent
property. The commandi ng officer of an installation having cogni -
zance of housing shall ensure prospective occupants of |eased
quarters are advised of their responsibilities and liabilities as
are occupants of base housing. The commanding officer will also
ensure action is initiated to collect all clains for reinbursenment
for danage or loss to | eased quarters on a voluntary basis when
necessary. (Quidance regarding liability of occupants of public
quarters (base quarters or |leased units) is addressed in appendi x F

a. A voluntary consent to checkage of pay can be obtained only
after it has been established that the occupant should be held
responsi bl e for | oss or damage.

b. Wien mlitary personnel do not voluntarily consent to

checkage or otherw se nake paynent for danage or |oss, the matter
will be referred to the Judge Advocate General
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c. Mlitary personnel occupying public quarters may file
clains with the Secretary of the Navy for any |oss or damage
affecting their personal property |located at such quarters, pro-

vi ded such |l oss or damage is not caused by the occupant’s own
negligence. Entitlenment to paynents is subject to certain
exceptions generally covered in nost commrercial homeowners insur-
ance policies. GCccupants of |eased quarters should be advised or
rem nded that they are exenpt from coverage and encouraged to make
their own arrangenents for personal property insurance.

11. Inventory and Occupancy Reports. Information concerning
fam |y housing inventory and occupancy reports is contained in
appendi x C. Copies of reports required are only to be submtted
to the Commandant of the Marine Corps in cases of |easing at
instal lati ons havi ng Governnent-owned fam |y housi ng.

1517. MOVEMENT OF HOUSEHO.D GOODS. The policy governing the cost
of moving a nenber’s household goods is the same for |eased public
quarters as for any other public quarters. The FHVA N&MC wi ||l not
be charged.
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CHAPTER |
FAM LY HOUSI NG MANAGEMENT
SECTI ON 6: FAM LY HOUSI NG BUDGETI NG AND FI NANCI AL MANAGEMENT

PART A: GENERAL POLI CY

1600. BUDGETI NG

1. General Information. The annual fam |y housing operation and
mai nt enance budget nust reflect accurate requirenents, properly

pl anned di stribution of the resources requested, and fully docu-
nmented justification. The primary data sources for the budget
preparation shall be historical data, updated history files,
deficiency listings, short- and | ong-range naintenance pl ans, and
fam |y housi ng mai ntenance and repair deficiencies. Budgets wll
be prepared and subnitted per guidance contained in MCO P7100.8 and
field budget guidance bulletins in the 7100 series.

2. Responsibilities. The installation conmander is responsible
for the preparation of the fanm |y housi ng operati on and nmai nt enance
budget. Normally, this task is delegated to the housing nanager/
officer who acts as the final coordinator for the budget. Wen so,
the nmanager should be prepared to defend all budget estinates,

i ncluding the short- and | ong-range nai ntenance plans and al
defi ci enci es.

3. oligations. The appropriate fanm |y housing account funds wil|l
be expended exclusively for fanm |y housing programrequiremnments.
Fam |y housi ng expenditures nust be authorized by the installation
commander, the field activity housi ng manager, or the CMC (LFF-3),
prior to fund obligation. Current year appropriated funds expended
will be applied to the sane functional accounts for which they are
budgeted. Prior year funds can only be expended for changes to
service or mai ntenance contracts obligated in that fiscal year

Qui dance on change order to nai ntenance accounts is contained in
chapter |, section 8 of this Manual. The installation conmander
has the authority to realign prior year funds within all operations
and mai nt enance budget projects. Prior year subaccount realign-
ments are not restricted.

1601. FAM LY HOUSI NG. NAVY AND MARI NE CORPS ACCOUNT ( FH. N&MC)

1. The FH,N&MC i s the uniform account systemor structure used by
the DoD as the managenent vehicle for financing all fam |y housing
programs. The FH, N&MC i ncl udes funds for new construction, post
acqui sition construction design, debt paynent, |easing, operation,
and mai nt enance provided through the annual Mlitary Construction
Appropriation Act. The FHVA has two basic types of funds:

a. Miltiyear Funds (5 years)--construction, inmprovenments and
desi gn.

b. Funds in an annual account which expire on 30 Septenber
each year--Fam |y Housing account operation and mai ntenance (O&M .
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2. Famly housing costs will be programred, budgeted, and
accounted for by-the DoD Conponent having responsibility for the
installation s housing, regardl ess of the occupants’ service
affiliation. Marine Corps famly housing will neither remt

rei mbursenents to, nor receive reinbursenments from other DoD
conponents for occupancy of Government fam |y housing by nenbers
of a DoD component other than that providing the quarters. The
uni form account structure used in progranm ng, budgeting, and
financing is designed to:

a. Mintain separate financial subaccounts for

(1) Construction, post acquisition construction and
desi gn.

(2) Debt Paynents.
(3) Operation and nai ntenance, and | easi ng.
b. Provide for program and financial adninistration

c. Provide controls to ensure that FHVA funds are used only
for the purposes for which they are appropri at ed.

3. Budget Projects (BP' s). Financial subaccounts are subdivided
into BP s for adm nistrative purposes; i.e., funding and nanagenent
control of specific fam |y housing prograns. The follow ng para-
graphs depict the BP s in the Q&M account.

a. Budget Project 11 (BP-11). The managenent, direct costs of
the fam |y housing office; indirect adm nistrative support;
programm ng, studies, housing referral services, training, travel,
and managenent .

b. Budget Project 12 (BP-12). Furnishings, to include
control, noving, handling, maintenance, repair, replacenent, and
initial issue. (See appendix H.)

c. Budget Project 13 (BP-13). Services, to include refuse
coll ection and disposal, fire and police protection, pest control
custodi al, snow renoval, and street cl eaning.

d. Budget Project 15 (BP-15). Famly housing utility costs.

e. Budget Project 16 (BP-16). Famly housing | easing costs.

f. Budget Project 21 (BP-21). Family housing recurring
mai nt enance and repair.

g. Budget Project 22 (BP-22). Fanily housing projects (mjor
and m nor).

h. Budget Project 23 (BP-23). Famly housing alterations and
addi tions.

1-82



MARI NE CORPS HOUSI NG MANAGEMENT MANUAL
i. Budget Project 96 (BP-96). FHVA funded Costs of work or
services provided occupants of mlitary famly housing or nobile
home parks for which reinbursenents to be utilized within the FHVA
account will be realized.

j. Budget Project 99 (BP-99). Foreign currency fluctuations.

1602. REI MBURSEMENTS. Collections fromindividuals or organi za-
tions in connection with the fanm |y housing program are separated
into two elenents: (1) reinbursenents utilized to finance famly
housi ng expenses, and (2) collections to treasury niscell aneous
recei pts. NAVCOWT Manual, volune 3, includes specific collections
and deposit gui dance.

1. Reinbursenents Used to Finance Faml|ly Housi ng Expenses. Reim
bursenents to the FHVA will be nade to the annual transfer account
at the installation |evel, and include the follow ng:

a. Proceeds received fromsale of utilities and services
furnished tenants occupyi ng housing on a cash rental basis,
i ncl udi ng nmobil e homes and nobil e hone spaces.

b. Charges for locating or renoving privately owned nobil e
homes on or from Governnent owned nobil e home spaces, and charges
for hooking up and di sconnecting utility service when acconplished
by the Governnent.

c. Proceeds fromreinbursable work or services performed for
the conveni ence of occupants of Governnment quarters (excl uding
aut hori zed transfer fromone unit to another).

d. Operation and nai ntenance charges | evi ed agai nst non- DoD
agenci es sponsoring an occupant of Mrine Corps fam |y housing;
e.g., Coast Guard personnel

e. Net proceeds fromhandling and di sposal of excess famly
housi ng.

2. Collections to Treasury M scel |l aneous Receipts. Such coll ec-
tions generally include all reinbursenents for famly housing rents
or services other than those described in the precedi ng paragraph
specifically including the foll ow ng:

a. Earned rentals of fam |y housing property (shelter rent).

b. Collections to cover costs of restoration of |oss or
damage to fam |y housing facilities caused by occupants.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT
SECTI ON 6: FAM LY HOUSI NG BUDGETI NG AND FI NANCI AL MANAGEMENT

PART B: PLANNI NG, PROGRAMM NG, AND BUDGETI NG

1603. GENERAL | NFORMATION. Financial managenent within famly
housing is a continuing, cyclical process integral to the overal
managenment of the famly housing program This process requires
early identification of desired goals, objeCives, and products
(planning); determ nation of priorities for these various products
and formation of a nore specific approach for acconpli shnent
(progranm ng); and the translation of these progranms into a finan-
cial plan, specifying resource requirenents (budgeting). These

pl anni ng, programr ng, and budgeting functions, together with
execution, reporting, and review formthe elenents of the famly
housi ng financi al managenent cycle which nust be perfornmed by each
installation.

1604. PLANNING Planning is the initial step in the financial
managemnment process. Each el enment requires sonmewhat different
pl anni ng consi derati ons.

1. Operations. Operations planning consists of the identification
of the appropriate |level of service or support to be undertaken in
each of the major functional areas; i.e., managenent, services,
utilities, and furnishings.

a. Planning considerations for the managenent area incl ude,
but are not limted to, confornance with authorized staffing
criteria; potential civilianization of any nmilitary billets; extent
of referral services to be provided; potential facilities service
contract initiatives which will inpact upon housing office respon-
sibilities for quality assurance eval uation; or |abor saving invest-
nments, such as word processing equi pnent; includes training,
travel, market analysis, and plans and studies.

b. Planning for services should include an exam nati on of each
type of service provided and a determ nation of the optinal |eve
of support; for instance, proper frequency of trash renoval,
suf ficient entonol ogical protecti On, and adequate provision of
police and fire protection

c. Planning for utilities should be directed to ensure that,
as a mnimum nandated energy conservation goals are realized.
This requires a detailed exam nation of various nmeans of achieving
consunpti on decreases (sonme of which affect planning in other
program areas) such as energy conservation, investnents, exam na-
tion of the feasibility of alternative energy sources, and
i npl enentati on of aggressive energy awareness progranms for famly
housi ng occupants.
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d. Planning for furnishings should include a replacenent
inventory of stoves and refrigerators.

2. Miintenance. Maintenance planning will include managenment cost
associated with the naintenance program such as salaries, trans-
portation, conprehensive inspections, historical data, and a

know edge of the physical condition of the facilities. Chapter |,
section 7 of this Manual includes specific guidance regarding

pl anni ng consi derations for maintenance nanagenent.

1605. PROGRAMM NG. Once the planni ng phase has identified the
desired goal s and objectives of each facet of fam |y housi ng O&M
(i.e., where are we going?), the programm ng phase requires that
these various ends be integrated by priority with other install a-
tion programs into a specific approach for acconplishment (i.e.
how do we get there?).

1. Operations. Formulation of operations progranms is concerned
with the devel opnment of specific renedies for deficiencies
identified in the planning process.

a. |In the managenent area this will involve identifying
staffing inplications of the assessnent of the functional respon-
sibilities of the housing office; fornulation of a schedule for
civilianization of mlitary billets; identifying and quantifying
the support, direct or indirect, which nay be received from ot her
installation offices, such as conptroller, maintenance control
etc; and programmi ng rmanagenent initiatives which are undertaken
in housing referral or other areas.

b. Programm ng for furnishings should consider the purchase of
novabl e equi pnent (such as, stoves and refrigerators), noving and
handling, repair of existing inventory, furnishings for students,
and the official entertainnent areas of GOQ

c. Programmng for services should consider quality, quantity,
frequency, and source of those services required in fam |y housing
and identified in the planning process.

d. Utilities progranmng will identify annual energy consunp-
tion decreases which nust be achieved to reach mandatory conserva-
tion goals with a specific plan for how those consunption decreases
wi |l be achieved. Prograns nust include assessnent of conservation
to be realized annually from energy conservation investnents,

i nproved adm ni strative procedures, and prograns to enhance vol un-
tary occupant conservation. Necessarily, utilities progranm ng
takes into account initiatives in the managenent and mai nt enance
areas relating to energy conservation

2. Miintenance. Maintenance progranm ng coincides with the
formul ati on of the short- and | ong-range nai ntenance plans. These
pl ans depict requirenents and net hods of acconplishnment and
identify whether work will be perforned by contract, station
forces, or sone conbination thereof.
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3. Reinbursenents. Programming for reinbursable collections
shoul d consi der housing inventory, to include nobile hones.

1606. BUDGETI NG  Budget estimates, in consonance with the
bi enni al budget years, will be prepared for the follow ng fisca
years:

Current Year -- the Operating fiscal year which began last 1
Cct ober and ends next 30 Septenber

Budget Year -- the fiscal year which starts next 1 Cctober and
ends the follow ng 30 Septenber, and for which funds are being
request ed

Budget Year + 1 -- the fiscal year follow ng the budget year

1. If the planning and programr ng functions have been properly
acconpl i shed, budgeting becones a matter of pricing a previously
formul ated programin each functional area. It also includes
preparation of various budget exhibits which serve to justify the
funds requested. Budget estinates should be based on actua
current year obligations, increased housing inventory, and
financial limtations as identified by CMC (LFF-3). The instal-

| ati on commander is responsible for accurate budget forecasts.

2. The inportance of accurate budget forecasts for the budget year
is readily apparent; it is used as the basis for funding decisions.
However, the inportance of accurate budget year + | estimates are
| ess readily recognized. They formthe basis for the preparation
and justification of budget requests for the DON fani|ly housing
budget subm ssion through the DoD and Congressi onal budget
processes.

3. The budget should function as both a planni ng docunment and
evaluation tool for funding execution. As a planning docunent,

the approved funding allocation conpared to the funding require-
ments identified in the budget beconmes a fornalized financial plan
to aid in the prioritization of goals and objectives within the
prescribed limtations. As an evaluation tool, it provides a basis
for conparing execution to plan, as well as, a historical data too
for further budget subm ssions.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT
SECTI ON 6: FAM LY HOUSI NG BUDGETI NG AND FI NANCI AL MANAGEMENT
PART C. BUDGET EXECUTI ON, FI NANCI AL REPORTI NG AND EXECUTI ON REVI EW

1607. CGENERAL | NFORVATI ON

The housi ng nmanager is responsible to the installation conmander
for authorizing all obligations of the FH N&MC operati on and

mai nt enance funds. An accounting system should be mai ntai ned by
budget project by fiscal quarter to preclude over obligation or
over expenditure. Conpleted work tickets, job orders, cost

reports, nmaster job order nunbers, reports, and NAVCOWPT Forms 2025
shoul d be reviewed for accuracy and conpared to the approved budget
to gauge performance and ensure acconplishment of planned work. In
this regard, the manager shoul d perform spot checks periodically

to ensure that work is perforned as charged, tinme charged is
accurate, and the quality of workmanship and naterials neets
specifications. The Status of Funds Report should be submitted to
the CMC (LFF) annually by 3l Cctober. Use the fornmat shown in
figure 1-3. Report Control Synmbol MC-11101-21 has been assigned to
this report.

1608. BUDGET EXECUTI ON. The translation of the planning,
programi ng, and budgeting into an executed program demands the
daily attention of the housing managenent organi zation. Analysis
and interpretation of variances between the budget and actua
obligations and costs is essential and will indicate whether

vari ances are due to poor planning, unforeseen circunstances, or
i nadequat e program execution

1. Alocation of Funds. Allocations of funds are based upon the
installation’ s historical obligations status, funding requirenents
submtted in the budget and the congressionally approved Marine
Corps Fam |y Housing Appropriation. Al unfunded requirenents and
excess funds allotted should be identified to the CMC (LFF-3) by
written correspondence.

a. Alotnments. Allotnents are authorizations issued by CMC to
installations to incur obligations within specified anpunts
pursuant to an appropriation or other statutory provision. The
granting of an allotnent reduces the avail abl e bal ance of the
appropriation but does not constitute an obligation. Funds
aut hori zed by allotnment are available for use only during the
availability for obligation period, usually during the initia
fiscal year of the appropriation. Funds authorized for the
FHVA, MC are allotted by CMC to the installations by use of officia
correspondence. This action is confirmed by the issuance of a
NAVCOWPT Form 372, Allotnent/ Subal | ot ment Authorization. The
quarterly authorization will be picked up by the allottee on the
first day of each quarter per NAVCOWT Manual, volunme 2, chapter 3.
FHVA, D funds for inprovenents, mnor construction, and planning are
al so allocated by CMC to installations via COVWAVFACENGCOM by use
of official correspondence. These actions are then confirnmed by
including the allocation in the authorization accounting system and
i ssuing a NAVFAC Form 7300/ 7, Allocation of Funds.
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Report Synbol: MC-11101-21
St at us of Funds Report

Unobl i gat ed Funds Projected Ooligations Bal ance
As of 31 Aug 1 Through 30 Sep Excess/ (Deficit)

BP 11 (Managenent)

BP 12 (Furnishings)

BP 13 (Services)

BP 15 (UWilities)

BP 21 (Recurring
Mai nt enance

and Repair)

BP 22 (Maj or Repair and
Mai nt enance)

BP 23 (Alterations and
Addi tions)

BP 96 (Rei mbursabl e)

Figure 1-3. --Status of Funds Report.

b. Realignments. Realignnments of current fiscal year funds
bet ween budget projects (BP' s), except maintenance (BP 21-23) are

acconpl i shed by CMC (LFF-3). Installations can request realignment
of funds by forwarding a request in witten formto CMC (LFF-3)
with rationale for the request. Installation commanders have the

authority to realign prior year unobligated funds for maintenance
change orders for projects obligated for that fiscal year and/or
out st andi ng charges and expenditures incurred during the
obligational fiscal year

c. Project Oders. Project Oders, NAVCOWT Form 2053, are
specific orders placed for the manufacture of materials or perfor-
mance of work or services. Project orders serve to obligate
appropriations. A project order is a legal obligation after
acceptance by the perfornming installation. Funds authorized by
this means are available for use until conpletion of the project or
expiration of appropriation, whichever occurs first. An instal-
| ation accepting a project order nust be substantially in a
position to performthe work, per the NAVCOWT Manual, vol une 2,
chapter 3. Processing is per procedures outlined in the NAVCOWPT
Manual , volume 3, chapter 5.

2. Funding Adjustments. Adjustnents can be requested in the form
of a nmessage, NAVGRAM or letter for requirenents due to energency

or disaster, or reevaluation of requirements. Adjustments nust be
submitted with justification to
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the CMC (LFF-3). Witten requests are recommended to naintain
appropriate audit trails. The installation will treat anended
fundi ng docunent in the same nanner as initial authorizations.
I ncreases or decreases to funding authorizations are issued in
the sane manner as the initial allocation for the fiscal year

3. Md-Year Review. To ensure efficient utilization of available
resources, adjust for unbudgeted rate and price changes, and
accomrodat e unpl anned circunstances, an annual m dyear revi ew of
fam |y housi ng budget execution is due March 15, each year. The

m dyear review is not to be used as a vehicle for submtting mjor
program changes to approved budgets. Justification materia
submtted with mdyear review requests nust describe each requested
adj ust nent at "budget subm ssion"” level of detail; that is, the
justification should serve to adequately describe each requested
adj ust nent .

4. End of Fiscal Year Execution Managenent. FHVA operation and
mai nt enance funds are provided under an annual appropriation and
are available for obligation for a period of | year. Accordingly,
funds not obligated by 30 septenber |apse. Fam |y housing operation
and mai ntenance funds will be obligated for valid requirenents
during the fiscal year for which appropriated.

a. Each installation should devel op and naintain an "unfunded
requi renents” list. Equi pnent procurenent and repair projects
"on-the-shelf" and ready for advertisenent are exanples of this
ki nd of managenent foresight.

1609. FI NANCI AL REPORTI NG

1. Installation Reports. The four financial reports which
describe the installation’ s utilization of fam |y housing funds
received are as follows:

a. Housing Cost Report. The famly housing cost reporting
systemis established on an accrual accounting basis. Accrua
accounting is the nethod of accounting whereby:

(1) Costs are accounted for in the fiscal period during
whi ch the benefits are received (costs of resources consumned or
applied).

(2) Costs for which benefits are applicable to future
periods are deferred and consi dered as assets.

(3) Liabilities for unpaid costs are recorded in the
accounts when goods or services are received.

(4) Income for work or services perforned on a reinbursabl e
basis is recorded in the accounts when rei nbursabl e expenses are
i ncurred.

b. Al installation |evel requirenents of the Fam |y Housi ng
Program shall be funded fromthe FHVA (except nilitary |abor),
costed to fam |y housing, and reported in the Housing Cost Report.
This report shall neasure costs on an accrual basis as defined
above, in the NAVCOMPT Manual, volune 3, chapter 7. In
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short, this neans that costs are recogni zed and reported in the
period when the work is perforned, the materials and supplies are
delivered, or the service is received. Care nust be taken to
ensure that costs incurred for work performed or services received
for which prior year resources were obligated (e.g., mmjor repairs)
are accurately reported in the Housing Cost Report. Conmtnents,
obligations, and di sbursenents are not costs, and the Housi ng Cost
Report is not designed to collect such information. Preparation
and subm ssion procedures for the Housi ng Cost Report are described
in detail in the NAVCOWT Manual, volune 3, chapter 7.

c. GCeneral and Installation Commander Quarters (G& CQ Cost
Reports. A separate cost report for individual general officer’s
quarters or quarters of senior officers (06) designated instal-
| ati on commander quarters will be prepared quarterly on a cumul a-
tive fiscal year to date basis in the same manner as the Housing
Cost Report. This report will be furnished to the quarters
occupants to ensure continuing awareness of costs incurred for
operation and nai nt enance.

d. Report on Reinbursable Orders. The Report on Rei mbursable
Orders (NAVCOWPT Form 2193) provides a uniformformat for reporting
the status of fam |y housing funds provided on reinbursabl e orders.
Conpl ete preparati on and subm ssion instructions for NAVCOVWPT Form
2193 are contained in the NAVCOWT Manual, volunme 3, chapter 9,
part F.

e. Status of Fund Authorization. Each, as holder of an
all ot mrent of FHMA funds, nust submit a Status of Fund Authoriza-
tion, NAVCOWT Form 2025 to HQMC (FD) on a nonthly basis. This
report describes authorizations, commtnents, obligations, and
di sbursenents of FHVA funds, by budget project. Detailed prepara-
tion and subm ssion procedures are described in the NAVCOWT
Manual , volume 3, chapter 9, part F.

1610. EXECUTION REVIEW The fam |y housing financial managenent
cycle culmnates in review anal ysis of actual program execution
Programreview is an essential elenent of the planning and
program ng whi ch begi ns anot her financial managenent cycle.
Revi ew nust enconpass all functional areas, and should concentrate
on identification of variances from plans, prograns and budget,
formul ati on of explanations for such variances, and appropriate
adj ust nent i n subsequent pl anni ng.
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CHAPTER |
FAM LY HOUSI NG MANAGEMENT
SECTION 6: FAM LY HOUSI NG BUDGETI NG AND FI NANCI AL MANAGEMENT
PART D. FAM LY HOUSI NG CONSTRUCTI ON FUNDI NG

1611. CONSTRUCTION. The construction subaccount includes the
foll OM ng BP s:

1. Budget Project 10 (BP-10) (Construction account). FH, N&MC
funded constructi On, installation, assenbly, relocation, or

repl acenent of single or multifanmly dwelling units; related | and
acqui sition, site preparation, excavation, filling and | andscapi ng,
or other land inprovenents.

a. The initial outfitting during construction of a dwelling
unit with fixtures and other requirenents which are either integra
conponents or novable itens of major equi prment thereof, including
maj or appliances; architectural and engi neering supervision and
i nspection of construction is also included.

b. The construction of nobile hone facilities and new non-
dwel l'ing buildings, directly associated with fanmily dwelling units
or a fam |y housing area; roads, driveways, wal ks, and utility
systens which primarily serve the fam |y housing units; and
community facilities which are integral to a fanily housing area
and are available for use only by fam |y housing area residents and
their guests.

c. Acquisition of housing projects through purchase of the
sponsor’s equity and the acquisition of utility distribution
systens and personal property associated with those dwelling units
is also included in this BP

2. Budget Project 33 (BP-33) (Construction account). FH, N&MC
funded maj or inprovenent projects to include:

a. Conversion of existing facilities to public quarters.

b. Alterations, additions, expansions, and extensions to
existing famly housing facilities.

c. Construction of fam |y housing real property other than
dwel ling units, required subsequent to and because of, previously
acquired dwel ling units.

d. Upgrade of inadequate quarters and rental housing to
adequat e.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT
SECTION 7: FAM LY HOUSI NG MAI NTENANCE PLANNI NG

PART A: MAI NTENANCE, STANDARDS, AND CRI TERI A

1700. | NTRODUCTION. Maintenance is the recurring, periodic, or
schedul ed work required to preserve real property facilities and
furnishings in such condition that they may be effectively used for
their designated purpose. Maintenance includes work undertaken to
prevent damage to facilities and furnishings which otherw se would
be nore costly to restore. Maintenance is normal change of
occupancy type work and other work usually schedul ed annual |y or
seasonal ly. Preventive naintenance is the correction of incipient
failures before they develop into major defects requiring costly
correction, such as oiling of furnace fan bearings, replacenment of
filters, painting, and so forth. Deferred nai ntenance conprises
the validated deficiencies which nust be corrected to bring facil -
ities to a state of proper condition but have not been acconplished
due to lack of resources. Al fam |y housi ng mai ntenance/repair
deficiencies and all required i nprovenents will be identified on
the Annual Fam |y Housing Repair and | nprovenent Project Status
Report, due to the CMC (LFF) by 31 October. Use the fornmat out-
lined in figure 1-4 to submit the report. Report Control Synbol
MC-11101- 28 has been assigned to this report. The CMC will use
this report for Long-range planning. This planning process is
intended to provide support of budgetary requirenents to reduce
backl ogs of essential maintenance to acceptable levels and to
provi de a systematic approach to inproving fam |y housing.

1701. MAI NTENANCE. STANDARDS. AND CRITERIA FOR M LI TARY FAM LY
HOUSI NG

1. Famly housing shall be maintained to provide adequate and
habi t abl e accommodations, protect the facilities fromdeteriora-
tion, and ensure econom cal naintenance costs. Such maintenance is
to be at |east equivalent to that provided by prudent nanagenent of
civilian rental housing of simlar type and val ue.

2. Famly housing nmai ntenance funds shall be applied primarily to
recurring maintenance, nmjor repair projects, and incidenta

i nprovenents. Maintenance funds shall be expended on facilities
only where there is a valid requirenment and will not be used on the
basis of the occupant’s grade or billet.

3. Job orders shall include only authorized work. Wrk shall not
i ncl ude painting, refinishing, repairs, alterations, and inprove-
ments to living units or support facilities on the famly housing
pl ant account which are outside the normal scope of the maintenance
standard. It shall not include housekeeping and rel ated services
which tenants in civilian rental housing normally woul d be expected
to performfor thensel ves. Housing managers mnust ensure that
mai nt enance departnment personnel assigned to famly housing job
orders shall acconplish naintenance in the nost expeditious,
effective, and econoni cal manner
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4. The quality of naterials and workmanshi p for the mai ntenance
and repair of famly housing shall be consistent with the planned
utilization of the housing. Materials and equi pnrent nore durable
than those provided by the original construction nmay be used in
order to reduce future maintenance and operating costs if the
increased cost can be justified.

5. Exterior painting of masonry, wood, and ferrous netal shall be,
acconpl i shed only when necessary to protect surfaces and naintain
wat er tightness.

6. Interior painting shall be acconplished only when necessary to
mai ntain sanitary conditions, protect finished surfaces, and
correct unsightly appearance. Painting solely or primarily for the
pur pose of redecoration is not authorized unless acconplished at
occupant expense and with the approval of the activity housing
director. Wallpaper, or paint others than off-white, nmay be
purchased and applied by the occupants if approved in advance by
the housing director. GCccupants should be cautioned, however, that
they may be required to return the walls to the original off-white
color prior to termination of quarters.

7. Normally, refinishing and major repairs shall be perforned at
change of occupancy. Wod floors shall be sanded only when genera
deterioration has occurred and normally shoul d not exceed nore than
once every 10 years.

8. Service calls will be perfornmed in the nost feasible, economc
manner. Valid emergency work should be done i mediately.

9. Gounds and | andscaping shall be laid out and pl anned for
m ni mal nmai ntenance as well as erosion control, screening, and
attractiveness.

10, Lawn areas beyond the yards for which occupants are respon-
sible (normally not nore than 50 feet from dwellings) should be
desi gnated for gang nowing. dipped hedges, flowerbeds, and ot her
hi ghl y mani cured planting should be elimnated and replaced by
other attractive but |ess demanding plant naterials. Residents of
fam |y housing shoul d be expected to take the same reasonable care
of their yards as woul d be expected of residents of simlar units
in the civilian community. Residents of nultiplex-type units; i.e.
apartment or townhouse style where there is no specific area

desi gnated for exclusive use of individual residents, or where al
the yard area is conmon ground, should not be required to maintain
t he grounds.

11. Wen an econom ¢ anal ysis indicates an advantage to the
Government, without inpairnent to the quality of naintenance, or
when mai ntenance or special projects are beyond the capabilities of
Gover nent nmmi nt enance personnel, services should be provided by
contract.

12. Cccupants of family housing shall be responsible for the same
routi ne housekeeping and related servicing of living units, their

i mredi at e grounds, and Gover nment - owned equi pnent, furniture, and
furni shings as woul d be expected of occupants of private housing.
Upon vacating units, occupants shall be required to turn over the
units and the immediate environs in a clean and orderly condition
Qccupants may be prosecuted under the Uniform Code of Mlitary
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Justice for |loss or danage as a result of negligence. CQOccupants
may be charged for |oss or danage as a result of abuse or negli-
gence by the nenber, their dependents, or guests.

13. Work performed for the conveni ence of the occupant (i.e.
alternative utility outlets, nane signs, etc.) shall be charged to
the occupant. Collections shall be processed per the instructions
contai ned in NAVCOWPT Manual , vol unme 3, paragraph 043113. BP 96
wi |l be used. COCccupant name signs are not required for identifi-
cation purposes, therefore, the occupant will bear all associated
expenses if they desire a nanme sign. The FH, N&MC funds will not
be used for obtaining, installing, or naintaining occupant nane

si gns.

14. During change of occupancy, the nornmal downtine for mainten-
ance shoul d not exceed 1 working day when the dwelling unit,
appl i ances, and environs have been left in proper condition by the
previ ous occupant and only touchup/partial painting is required.

If extensive interior painting, floor refinishing, or major repair
is needed, 2 to 3 days may be required; but downtime shoul d not
exceed this period. Every effort should be made to ensure nmaxi mum
occupancy of all units.

15. Perineters of housing areas should only be fenced if required
for safety reasons, such as to prevent children from reaching high
speed hi ghways, drainage canals, etc., or to prevent vandalism
Perimeter fencing will not be installed nerely to define Governnent
property or to separate commercial housing frommnilitary housing.
Perimeter fencing should be aesthetically acconmpdating to the
surroundi ng area and shoul d not be obtrusive or excessive. The
fence should be kept to the mnimal height and type which would
acconplish its intended purpose.

16. Al fam |y housing real property assets including dwelling
units, garages, carports, grounds, and other facilities identified
on the Fam |y Housing Property Account are to be nmintained to a
standard that prevents deterioration beyond that which results from
normal wear and tear and which corrects deficiencies in atinely
manner to ensure the full life expectancy of the facilities. The

| evel of maintenance shall ensure that all famly housing facili -
ties are free of mssing conponents or defects which would affect
the safety, appearance, or habitability of the facilities or would
prevent any electrical, nechanical, plunmbing, or structural system
fromfunctioning in accordance with the design. Replacenents shal
mat ch exi sting conponents in dinensions, materials, quality,

finish, color, and design. During the performance and on conpl e-
tion of the work, debris shall not be allowed to spread unneces-
sarily into adjacent areas or accumulate in the work area itself.
Al such debris, excess nmaterial, and parts shall be cl eaned up and
removed at the conpletion of the job or at the end of each day work
is in progress. Upon conpletion of work, any fingerprints, stains,
or other unsightly marks shall be renpved.

17. The followi ng standards of mmi ntenance shoul d be mai ntai ned.

a. Structural Exterior. The follow ng are standards of
mai nt enance for the exterior of famly housing facilities:
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(1) Exterior Walls. An exterior wall is any wall that is
exposed to the weather. Al exterior walls shall be naintained in
a structurally sound, weathertight condition, and in a good state
of repair. The walls shall be free of noticeable pitting and
corrosion, algae or fungus, deteriorated siding and trim discolor-
ation and graffiti, or other unsightly defects.

(2) Roofing. Al roofing, flashing, and gravel stops shal
be maintained in a manner whi ch preserves a weathertight seal and
prevents corrosion and abnornal deterioration of individua
conponents. M ssing pieces shall be replaced to retain the
original whole condition of the roof system

(3) Gutters. Downspouts, and Splash Bl ocks. Drains shal
be maintained to function as originally designed to effectively
channel run-off water away fromthe housing unit. Gutters and
downspouts shall be properly aligned and secured to the house with
spl ash bl ocks correctly positioned to receive the inpact of the
drai nage water. CQutters and downspouts shall be kept free of
debris or any obstruction.

(4) Overhangs. Overhangs will be naintained in an
aesthetically pleasing state of repair with fascias and soffits
properly secured. Bird screens and vents shall be maintained
intact and free of corrosion

(5) Wndows, Doors, Screens, and Shutters. Wndows, doors,
screens, and shutters will be naintained to operate snoothly and
properly w thout binding, sticking, or other defects which would
prevent their functioning per the design. Exterior doors, w ndows,
and shutters shall be naintained in a manner which preserves the
weat hertight seal with caul king, glazing, and weatherstri ppi ng
fully intact.

(6) Mscellaneous Roof Structures. Chimeys, vent stacks,
roof ventilators, or other itens which pierce the roof shall be
mai ntai ned to function as originally designed. Flashing shall be
mai ntai ned to prevent leaking. Al netal surfaces shall be main-
tained free of noticeable pitting and corrosion

b. Structural Interior. The follow ng are standards of nain-
tenance for the interior of famly housing facilities:

(1) Interior Wlls. Interior walls shall be maintained
free of danmge, deterioration, cracks, or defective materials. The
aest heti ¢ appearance shall be free of noticeable discoloration or
ot her defects which would render an unsightly appearance to the
interior walls.

(2) Concrete Floors. Concrete floors shall be maintained
in such a way so as to present a pleasing appearance and shall be
in a usable and safe condition, free of cracked, spalled, or broken
areas, or cracks which adversely affect the structural integrity of
the fl oor.

(3) Subflooring. Subflooring and structural nmenbers shal
be maintained in a safe and usable manner. Deteriorated subfl oor-
ing menbers shall be repaired or replaced to retain the origina
whol e condition of the floor
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(4) Hardwood Flooring. Al hardwod floors shall be
mai ntai ned in an acceptable state of repair and with a snooth,
gl ossy finish, free of damage, deterioration, or buckling.

(5) Floor Coverings. All tile floor coverings shall be
mai nt ai ned free of cracks, chips, and torn or excessively worn
material to provide floor coverings which are usable and pl easi ng
in appearance. Carpeting will be naintained per the nmanufacturer’s
instructions.

(6) Ceranmic Tile. Al ceramic tile floors shall be
mai nt ai ned free of | oose, damaged, broken, m ssing, or cracked
tiles and with joints properly sealed to provide the intended
wat erti ght surface.

(7) Stairways. Stairway treads, risers, nosings,
bal ustrades, handrails, and other structural nmenbers shall be
mai ntained in a state of repair which provides a safe and usabl e
system and presents an aesthetically pleasing appearance.

(8) Ceilings. Al ceilings and fram ng nmenbers shall be
properly secured. The ceiling shall be free of holes or cracks.
Badly soil ed, defaced or water damaged surfaces, or other defects
whi ch woul d render an unsightly appearance to the ceiling are to be
repaired to restore surfaces to a good condition

(9) Venetian Blinds, Mniblinds, and Shades. Al blinds
and shades shall be nmintained to operate snoothly and properly,
and kept free of damaged slats, deteriorated tapes, cords, hard-
ware, or rails.

(10) Interior Trim Al interior trimshall be free of
unsi ghtly appearances. Surfaces shall be mmintai ned snmooth, free
of chi pped or peeling paint, exposed nails, warps, cracks, rot, or
termte danmage.

(11) Built-1n Cabinetry. Cabinets, shelving, countertops,
and simlar itens shall be maintained in a fully usable condition
and with a pl easi ng appearance. M ssing or inoperative hardware
shall be replaced. The countertops shall be free of warped,
marred, burned, or danaged areas.

(12) House Accessories. Accessories such as mail slots,
door st ops, mechani cal door bells, door knockers, paper hol ders,
soap trays, tunbler holders, towel bars, shower curtain rods,
toil et seats, nedicine cabinets, venetian blind brackets, curtain
rod boards, closet pulley guides, house nunbers, dryer vents,
snoke detectors, and so forth, shall be maintained free of defects
and in a satisfactorily functioning condition

c. Electrical. Preventive maintenance of the electrica
equi prent and distribution systemw thin each unit begins with the
weat herhead. The el ectrical equipnent, distribution panel
connections, grounds, outlets, switches, wiring, and lighting
fixtures shall be maintained in a safe and usable condition
Recept acl es and breakers with ground fault sensors shall be capable
of properly detecting faults.
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d. Plunbing. Al plunbing systens and fixtures intrinsic to
each housing unit and other housing real property facilities shal
be nmaintained in a good and safe operating condition, free of |eaks
and dri ps.

e. Heating, Ventilation, and Air Conditioning (HVAC). The
requi red standard includes inspecting and mai ntai ni ng heating,
air-conditioning, and ventilating systens in good operating
condition. Al materials and equi pnent furnished shall be of the
same grade, quality, and size as the original construction. Al
filters will be cleaned or replaced at |east tw ce each year
prior to the heating season and prior to the air-conditioning
season. All filters will be of the size and type recomended by
equi pnent manufacturers. Heating and air-conditioning systens
shal | provide roomair tenperature consistent w th Governnment
energy conservation guidelines.

f. Appliances and Equi prent. The mmintenance, repair, or
repl acenent of Governnent-owned househol d equi pnent and appliances
are authorized by and subject to the restrictions, limtations, and
approvals set forth in appendix B of this Manual. Appliances and
equi prent shall be maintained in good operating condition and wil|
have a pl easi ng appearance. Appliances and equi pment whi ch cannot
be adjusted, repaired, or which have exceeded their usable life
shall be repl aced

g. Gounds Mintenance. The follow ng standards have been
established for the maintenance of grounds.

(1) Ilnproved Areas. Gass should be maintained at a
hei ght of approxinmately 2 to 4 inches. After cutting, grass shal
have a uni form hei ght throughout, free of grass clippings in
wi ndows, on wal ks, drives, concrete pads, outdoor athletic courts,
basebal | di anbnds, or on any adjacent paved or otherw se finished
surface. Joints in all paved areas including streets should be
mai nt ai ned free of vegetation

(2) Sem -lInproved and Uni nproved Areas. G ass should be
trimmed to a height of approximately 7 inches. Areas containing
bui |l di ngs, structures, parking lots, poles, trees, ditches, exposed
utilities, fences, or other obstacles shall have adjacent areas to
such obstruction trinred to the sanme general height as the open
are as. Cuttings shall not be allowed to build up to the extent of
possi bl e danage to the undergrowh

(3) Hedges and Shrubs. Hedges and shrubs shall be trimred
or pruned. Al clippings should be renbved and di sposed of.

(4) Weed and Brush Control. Measures will be undertaken
to control excessive growh of unwanted weeds, brush, or fungi in
i mproved and seni-i nproved areas.

(5) Gasses and Gound Cover. Provisions shall be nade
for routine fertilizing, seeding, linmng, and top dressing as
necessary to maintain inproved grass areas with a thick, uniform
growt h and uni form green col or

(6) lrrigation. G ounds maintenance care includes the
periodic watering of grass areas, shrubs, trees, and other
vegetation to maintain growth during
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hot, dry periods. Watering may al so be required when assisting
new growth or directly after fertilizing, limng, or seeding.

(7) Leaf Collection. Fallen |eaves shall be renmpved from
all grass or paved areas and shrubbery.

(8 Plant Disease and Insect Control. Al infestations
of diseases or insects in grassed areas, trees, or shrubbery shal
be treated by neans of applying approved control neasures. After
the infestation is brought under control, steps will be taken to
return any danmaged vegetation to its condition prior to the
i nfestation.

(9) Policing of Gounds. Policing of inproved and sem -
i nproved areas shall be naintained to ensure the renoval of debris
such as paper, tree |inbs and branches, refuse, cans, bottles, and
other trash prior to each nmowing and routinely during the non-
growi ng season. Areas to be policed include grass, sidewalks,
streets, parking lots, athletic fields, and all other areas within
t he housi ng conpl ex.

(10) Drainage Systens. Drainage structures including
swal es, ditches, inlets, curb inlets, catch basins, manhol es,
junction boxes, grills, piping, culverts, and headwalls shall be
mai nt ai ned free of debris, obstructions, brush, and weeds to
provide a systemthat functions as originally designed and to
effectively channel runoff water away fromthe housing area.
Exposed areas shall be nmintained free of m ssing or damaged
grills; curb inlets or manhol e covers; spalled, broken, or cracked
concrete surfaces; cracks or holes in asphalt surfaces; and erosion
al ong swal es and ditches.

(11) Concrete Surfaced Areas. All concrete surfaced areas
such as patios, sidewal ks, garbage can pads, or any other areas not
receiving vehicular traffic shall be maintained in a structurally
sound and safe condition and in a good state of repair, at the
original alignnent and el evation free of danage, spalls, and mgjor
cracks.

1702. NMANAGEMENT OF GENERAL OFFI CER QUARTERS. The cost of opera-
ting and maintaining general officers quarters are closely
scrutini zed by Congress, the Ofice of the Secretary of Defense,
and the Marine Corps. Therefore, annual operation and nmi ntenance
financial ceilings for GOQ s as well as the |ong-range mai ntenance
plans will be in strict conpliance with current regul ations.

Refer to chapter 3, Operation and Mintenance of CGeneral Oficer
Quarters.

1703. APPLICABILITY

1. Repair work will be scheduled in the recurrent maintenance
program when the need for it is discovered. It should not be
deliberately deferred until it has grown into a special project,
the cost of which exceeds the installation commander’s approva
authority as defined in section 8 of this chapter.
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2. Miintenance will be projected with an acceptabl e degree of
accuraCy, using engineering |ife expectancy standards and
installation experience factors. The projected maintenance wl |
formthe basis for preparation of budget estimtes for the mainte-
nance and repair for fanmly housing.

3. Famly housing will be upgraded periodically through inprove-
ment projects to provide anenities conmon to nodern private sector
housi ng.

4. Repairs and inprovenents to the same quarters will be schedul ed
simul taneously if possible to mninze vacancy tine and occupancy
di srupti on.

1704. MAI NTENANCE AND | MPROVEMENT PLANNI NG

1. Each installation comander nust devel op a plan adapted to the
| ocal situation and organizational structure. The objective of
this plan is to identify maintenance deficiencies and potentia

i mprovenents, fornulate a schedule of acconplishnment, determ ne
nmet hods of performance, and devel op fundi ng requiremnments.

2. \Werever possible, the nmaintenance, repair, and inprovenents
required to bring Marine Corps fam ly housing units up to DoD
standards as contained in M L-HDBK-1190 and M L-HDBK- 1035, should
be pl anned under the whol e house rehabilitation concept.
Installati on commanders will devel op a systematic approach to

mai nt ai ni ng their housing assets to include the nei ghborhood
anenities and appurtenances as well as support facilities. The
goal of the Marine Corps Wol e House Rehabilitation Program for
famly housing is to support and facilitate the m ssion of the
base. Achievenent of this goal will be acconplished by providing
housi ng units conparable in design and anenities with contenporary
private sector housing and ensuring that this housing is in

aest hetically pleasing nei ghborhoods.

3. ldentification of Requirenments. Maintenance requirements are
identified by three fundanmental neans: nanagenent observations and
proj ections, specific inspections, and occupant observations.

a. Mnagenent observations and projections are devel oped from
several sources, such as visual assessnent of facilities on a
frequent and informal basis; anal yses of age and |ife expectancy
of facilities and furnishings; facility history records; emergency/
service (E/S) records; manufacturers’ recomendations; and outside
i nfl uences.

b. Specific inspections include, but are not limted to, the
Moder ni zati on and Repair |nspection Program (MODRIP), which is the
primary source; occupancy inspections; technical inspections;
engi neering or managenment studies and prograns; and other conpre-
hensi ve inspections perforned on a random basi s.

(') The MDRIP is a formal neans of identifying min-
tenance and repair deficiencies and potential inprovenents in
facilities on the Fanmily Housing Property Account and provides a
basis for formulation of repair projects, inmprovenent projects,
short- and | ong-range nai nt enance managenent plans, and the annua
oper ati ons and mai ntenance budget. The costs for the conduct of
the MODRIP will be prorated to the categories of housing undergoing
i nspection.
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Conpl ete details on the devel opment and inplenmentati on of the
MODRI P are contai ned i n NAVFACI NST 11101. 94.

(2) MXDRIP inspections are conprehensive exam nations of
all facilities on the Fam |y Housing Property Account. Inspections
of a mnimum sanple of 25 percent of all facilities, except other
public quarters (OPQ, will be performed on a 3-year cycle.
Specific facilities included in one inspection should be avoided in
the next inspection. Conplete nechanical, electrical, structural
and other real property inspections will be conducted. [Inspections
may be perforned by contract or by installation and EFD personnel

(3) Inspection reports will be reviewed at the instal -
lation to purge all maintenance itens which are expected to be
corrected in the current year and for which funds are held, al
i nprovenents, and all approved or budgeted but unacconpli shed
mai nt enance work. The remaining itens listed on the inspector’s
report will be identified to the CMC (LFF-3) on the Annual Famly
Housi ng Repair and | nprovenent Project Status Report or the instal-
| ation’ s annual budget subm ssion

c. Cccupant observations are an inportant source of
i dentifying maintenance requirenents and can be transnitted to
managenment in many ways; e.g., personal contacts, E/S calls,
comrunity associations, or conplaints to the conmander or the
housi ng organi zati on

1705. FORMULATI ON OF THE MAI NTENANCE PLAN. Effective managenent
of fam |y housing naintenance, repairs, and i nprovenents requires
a conprehensi ve short-range nmanagenent plan and a sound | ong-range
managemnent pl an.

1. Long-Range Managenent Plan. The | ong-range managenent plan
shall be devel oped and mai ntai ned for each housi ng project per

MCO P11000.7. \Were applicable, use the expertise of the base

mai nt enance organi zation. The MODRI P shoul d be used to generate
the mai ntenance, repairs, and inprovenents identified on the

| ong-range managenent plan. This plan is a tine chart show ng the
year in which maintenance and i nprovenents will be acconplished
and repl acement of any conponents will be necessary. This planis
subject to the review and approval of the housing manager

2. Summary Short-Range Managenent Pl an

a. The summary short-range plan, by housing category, is a
detai |l ed expansi on of the |ong-range plan covering the current and

budget years. The short-range plan for the current year will be
within the currently assigned budget ceiling. The plan for the
budget year will be unconstrained; i.e., it will show all work

required to conformto mai ntenance standards regardl ess of costs.
The housi ng nanager is responsible for the devel opnent of the
summary plan in cooperation with the maintenance departnent and
wi Il maintain and update the plan on a continuing basis.

b. Devel opnent of the summary short-range managenent plan is
as foll ows:
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(1) Validate annually the engineered |life expectancies of
all installed equi prent and appli ances.

(2) Inspect all areas, and schedule correction of work in
the current year or budget year plan.

(3) Transfer fromthe |ong-range plan validated require-
nments previously scheduled for work in the current and budget
years.

(4) Project occupancy turnover and identify the scope of
wor k normal |y acconplished during the vacancy.

(5) Standing job orders should list seasonal services,
W nterizing, off-season furnace or air-conditioner preventive
mai nt enance, and drai nage or erosion control

(6) Project scope of interior and exterior painting
requi renents, expressed in square feet of painted surfaces for
touchup painting, and expressed in nunber of units for nore
ext ensi ve painting.

(7) Deternmine the scope and frequency of maintenance to be
performed on comon grounds areas. Identify the total acreage of
such grounds to be mmai ntai ned.

(8) ldentify the nmaintenance required for other rea
property on the fam |y housing plant account, such as surfaced
areas, community facilities, playgrounds, etc.

(9) ldentify types of itens required for issue to occupants
under the self-help program as well as projected manpower costs
involved in inspection of occupant self-help projects.

(10) Identify the work required to maintain exterior
utilities in a satisfactory state of repair.

c. Figure 1-5 is the recommended format for the sunmary
short-range nmai nt enance nmanagenent plan. Al work and estinmated
costs should be distributed by fiscal quarter to ensure optimm
utilization of funds and mai nt enance personnel

1706. FACILITIES SERVI CE CONTRACTS. Frequently it is beneficial
to the installation to have the mai ntenance of fam |y housing
facilities performed by contract. This generally occurs when there
is an econonm ¢ advantage to the Governnent or specific requirenments
are beyond the capability of Governnent work forces. Wen

mai nt enance is perforned by contract, the Governnent nust ensure
that the stipulations of the contract are satisfied prior to the
aut hori zation of paynent to the contractor. Care nust be exercised
to distinguish the nature of these contracts in ternms of construc-
tion, major repair work, and painting,
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which is subject to provisions of the Davis-Bacon Act, versus
services not within the scope of the Davis-Bacon Act, such as
mai nt enance, janitorial services, or trash renoval. Conprehensive
facilities service contracts nmay include sone of both types of
wor k, but the construction or repair work rmust be incident to the
mai nt enance work of the contract. The installation nust also
ensure that work considered to be a responsibility of the occupants
is not included in the ternms of a facilities service contract.
Contracts which span nore than a 1-year period, in nany instances,
can result in significant advantage to the Governnent through
reduced costs, increased conpetition, and inproved perfornmance,
and shoul d be considered where it is clearly denponstrated to be to
the Governnent’s advantage. Wen there is a reasonable possibility
of advantage to the Governnent, multiyear contracting will be
solicited at least as an alternative. Miltiyear contracts require
the prior approval of the CMC
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Figure 1-4.--Annual Family Housing Repair and Improvement Projects
Status Report (RCS MC-11101-28).
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTION 8: FAM LY HOUSI NG MAI NTENANCE, REPAI R AND | MPROVEMENT
PROGRAMS

PART A: GENERAL | NFORMATI ON

1800. | NFORVATI ON

1. Policy. The CMC recognizes the continuous need to provide
i mprovenents and mai ntain adequate fam |y housi ng and necessary
support facilities to sustain nilitary norale and to protect
Government investments in fanmily housing properties.

2. Six-Year Program To assist in the planning and progranmm ng

of inprovenents and najor repairs, a 6-year managenment plan will

be established to provide |ong-range forecasts and pernmt a
realistic determ nation of the order of priority

for projects. Housing nmanagers will identify all known and antici-
pated repair, maintenance, and inprovenent work for the 6-year

mai nt enance pl an.

3. Project Formulation. Fanily housing projects are a nmeans of
correcting deficiencies or inproving facilities to ensure fanly
housi ng assets and supporting facilities/grounds on the Famly
Housi ng Property Account are maintai ned at a high standard which
provi des adequat e and habit abl e acconmpdati ons consi stent with
preservation of plant investnents. Projects are segregated into
three categories: naintenance/repair, inprovenment, and m nor
construction (incidental inprovenent). Once the type of project
has been determined, the formulation will be per the guidelines
contained in this Manual

1801. VHOLE- HOUSE REVI TALI ZATI ON CONCEPT

1. Recognizing the connection between adequate housing and the

war fi ghting capability of our Marines, installation comrmanders
shall develop a systematic approach to the inprovenent, repair

and unfunded mai ntenance of their fam |y housing assets.
Whol e- house revitalization (rehabilitation) includes the concept of
concurrently inproving neighborhood amenities and appurtenances as
wel | as support facilities. The ultimate goal of this process is
to better support and facilitate the m ssion of the base and the
Marine Corps. Achievenent of this goal will be acconplished by
provi ding housing units conparable in design and anmenities with
contenporary private sector housing and situating this housing in
aest hetical ly pl easi ng nei ghborhoods that have appropriate
infrastructure and fam |y support services integrated with the
base Master Plan. To the greatest extent possible, installation
commanders will develop their mgjor repair and inprovenent projects
using this concept.

2. Deternining the revitalization requirenments involves | ooking
at the installation’s mission, total fanmily |oad, available
adequate comunity housing, and existing fam |y housing assets,
and conparing each to a 5-year forecast of projected changes in
grow h or shrinkage. This process will justify
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the need for the fanm |y housing being considered for revitaliza-
tion. Next, determ ne the objectives of the revitalization. dd
unf unded mai ntenance, repair, and inprovenents required for the
units should be incorporated into the project. Conpletion of the
project should ideally extend the useful |ife of hones by 25 years.
Exanpl es of sone of the objectives could be:

a. Increase the nunber of three-bedroomunits and decrease
t he nunber of four-bedroomunits.

b. Upgrade plunbing and electrical service to conformto
current building standards and codes.

c. Alter street patterns to reduce automobile traffic in
residential areas.

d. I nprove nei ghborhood outdoor recreation areas and
facilities.

e. Inprove thermal protection of housing units to reduce
energy consunption and i ncrease occupant confort.

f. Inprove | andscapi ng to enhance nei ghborhood appearance as
wel | as reduce erosion danage.

g. Construct sidewal ks and install street |ighting.

h. Al Mrine Corps fam |y housing construction, which
i ncl udes whol e-house rehabilitation, will include residentia
sprinkl er systens and rangehood extingui shing systens.

3. Activities may desire to use a fornal architectural and
engi neering study to assist in devel oping the objectives of the
whol e- house rehabilitation (rehab). Project devel opnent occurs
once the objectives are determined. The activity forwards the
proj ect docunentation to the CMC (LFF-3), and follow ng project
validation, LFF will programfor project design and execution

4. Rehabilitating, as test units, one of each type or style hone
contai ned in the whol e-house project, prior to execution of the
mai n project, is reconmended. These "nodel”™ units will help

i dentify unknown problens or forgotten objectives before the nain
project is executed.

1802. PRQAJECT SCOPE

1. The inprovenent program and major repair programapply to
one-tinme funding of projects. Funds in the appropriation FH, N&MC,
earmarked for construction, support the inprovenent program funds
in the appropriation FH, N&MC, earmarked operati on and mai nt enance,
support the nmjor repair programand denolition. Although

i nprovenent projects nornally are supported with fanm |y housing
construction funds, incidental inprovenents in conjunction with
repair work may be authorized by the CMC for acconplishnent with
operation and nai ntenance funds. Marine Corps-owned housi ng
facilities supported by the repair and inprovenent prograns are:
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a. Al types of dwelling units.

b. Nondwelling buildings directly associated with famly
dwelling units and which are on the fam |y housing plant account.

c. Roads, driveways, wal ks, nobile home spaces, and utility
systens which service fam |y housing units and are on the famly
housi ng pl ant account.

d. Community facilities which are integral to a fanm |y housing
area and are used only by the area residents and their house
guests, and are on the fam |y housing plant account.

2. \Whenever design is considered in-devel oping a project,
construction criteria in ML-HDBK-1190, Facility Planning and

Desi gn Guide, M L-HDBK-1035, fam |y housing, and appropriate famly
housi ng specifications shall be followed. Oher considerations

i ncl ude the follow ng:

a. There is a continuing requirenment for the facility on which
the work is to be done.

b. Extensive repairs or inprovenents should not be considered
for dwelling units or facilities being considered for replacenment
unl ess the estimated useful life of the unit or facility is 5 years
or nore.

c. The design, nmaterial selected, and the total cost of each
project shall be consistent with the remaining econonmic |life of
and need for the existing facility.

d. The nethod of acconplishing the work shall be the nost
f easi bl e and economi cal

e. The acconplished work shall result in a conplete and usabl e
facility.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTION 8: FAM LY HOUSI NG MAI NTENANCE, REPAI R AND | MPROVEMENT
PROGRAMS

PART B: PROJIECT | NFORVATI ON

1803. DI STI NCTI ONS BETWEEN REPAI R AND | MPROVEMENT

1. Repair. Repair is the restoration of a real property facility
or systemto such condition that it may be effectively used for its
desi gnat ed purpose and whi ch does not increase the property account
value. This includes the replacenent of constituent parts or
mat eri al s whi ch have deteriorated by action of the elenents or use
and have not been corrected through mai ntenance.

2. lnprovenent. Inprovenent is the acconplishnment of alterations,
conversi ons, nodernization, additions, expansions, or extensions
whi ch increase the property account value and are for the purpose
of enhancing rather than repairing a facility or system

3. The determ nation that planned work will be a repair or an
i nprovenent will be nmade based on the definitions in the two
precedi ng paragraphs and the gui dance provided in this section.

4. \Wen a facility, because of its age or condition is no | onger
adequately performng the function for which intended, it is
considered to be dysfunctional and thus requires repair. In
determ ning the nost appropriate nethod of naking the required
repair, the following criteria govern

a. Constituent parts replaced in a repair project will be
approximately equal in quality and size or capacity to the item
renoved.

b. Maintenance work (other than annual nmi ntenance) nust be
performed as a repair when it becones a significant quantity or a
preval ent condition throughout a given housing site. As exanples,
the few roofs, kitchen counter tops, or furnaces which fail during
the year may be corrected through mai ntenance. However, the mass
repl acenent of these itens should be initiated through a repair
proj ect.

c. Repairs, however, can be effected by substituting for
original materials under the foll owi ng conditions:

(1) When a direct replacenent is no | onger avail abl e.

(2) When economc or environnental conditions dictate.
| mproved materials may be used if new materials have been devel oped
and accepted since installation of the original material. A new
material will be of a quality and durability pernmitted for a
simlar use by new construction criteria.
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(3) In the course of repair by replacenent, constituent
parts of a structure, for exanple, electrical wring, piping, and
ventilating equi pnent (contained within the individual building),
may be sized to neet current demands or nodern engi neering
practices. Increases in capacity of heating systenms or air
conditioning units are specifically excluded fromthis provision

5. The following lists include exanples of work itenms normally
defined as repair and inprovenent work, but they are not intended

to be all inclusive or totally definitive.
a. Repairs

(1) Replacing broken decks or structural elenments of a
porch.

(2) Repairing or replacing damaged foundati ons.

(3) Reroofing a structure.

(4) Replacing deteriorated pavenent or overlayi ng worKk.

(5) Replacing worn out (installed) equipnent such as
furnaces, water heaters, garbage disposals, and permanently
install ed di shwashers. However, repair or replacenment of ranges
and refrigerators is funded from FHVA, N&MCBP- 12, Operati on and

Mai nt enance.

(6) Overlaying a floor, which can no | onger be sanded and
refinished, with linoleumor floor tile.

(7) Correcting deteriorated or damaged kitchens or bat hroom
facilities (repair by replacenent).

(8) Refinishing enanmel bathtub or washbasin surfaces.

(9) Repairing exterior wall surfaces and rel ated or
resul ting painting.

(10) Installing siding over deteriorated exterior wal
surfaces.

(11) Repairing or replacing existing utility lines.

(12) Correcting termte danage

(13) Denvolition of an unusabl e buil di ng which is unsafe,
unecononical to restore, and not being replaced is acconplished

wWith repair funds.

b. | nprovenent s

(1) Additional bedroons or bathroons - either by additions
or alterations.

(2) Additional closets, bulk storage space, carports, or garages.
(3) Increased utility capacity.
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(4) Modernize kitchen or bathrooms.

(5) Provision of space, utility connections, and vents for occupant-
owned washers and dryers.

(6) Air-conditioning.

(7) Installation of garbage disposals and dishwashers.

(8) Installation of storm sewers, curbs, gutters, sidewalks,
recreational area, street lights, security fencing, privacy fencing, patios,

windbreaks, and additional off-street parking.

(9) Sound conditioning, additional insulation, storm doors and sash,
gutters and downspouts.

(10) Residential sprinkler systems and rangehood extinguishing systems.

1804. PROJECT TERMINOLOGY. The following definitions apply in project
documents.

1. Improvement. A general term which embraces the following categories of
work.

a. Alteration. An adjustment of interior arrangements, or other physical
characteristics of an existing facility, so that it may be more effectively
adapted or used for its designated purpose. Examples of alterations are:

(1) Erecting or removing partitions or walls, and installing additional
doors or windows.

(2) Increasing the capacity of the electrical wiring within a house when
the existing wiring is not in need of replacement due to deterioration.

b. Addition/Expansion/Extension. A physical increase to a real property
facility which adds to the overall external dimension of the facility.

c. Conversion. A major structural revision or alteration of a facility that
changes the functional purpose for which the facility was originally designed or
used. The renovation of barracks buildings for use as family apartments is a
conversion.

>Ch 4 d. Limited Minor Construction. Minor construction (i.e., installation of
dryer vent, sidewalks, electrical outlet, etc.) will be accomplished with operation
and maintenance funds when such alterations and additions, expansions, and
extensions are approved by the CMC.
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2. Miintenance. The recurrent, day-to-day, periodic, or schedul ed
work, required to preserve a real property facility in such
condition that it nay be effectively used for its designated
purpose. Maintenance includes mnor repair work undertaken to
prevent damage to a facility which otherwi se would be nore costly
to restore.

3. Myjor Repair. The restoration of a facility (exclusive of any
i nprovenents, alterations, or additions) to such condition that it
may be effectively used for its designated purpose by overhaul
reprocessing, or replacenent of constituent parts or materials

whi ch have deteriorated by action of the elenents or usage and

whi ch have not been corrected through mai ntenance. Major repairs
shoul d preclude the need for any simlar work on the facilities for
at least 3 years, and requires approval of HQWVC

4. Mmnor Repair. The repair, rehabilitation (exclusive of any

i nprovenents, alterations, or additions), and replacenent of
structural conponents and installed equi pnent not identified as
mai nt enance nor requiring nore than 80 hours per dwelling unit for
acconpl i shment or exceeding the installation conmander’s authority
for funding approval. (See the NAVCOWPT Manual, volume 3.)

5. Denplition. The conplete renoval of a unit or facility and the
restoration of the site to its natural condition

6. Project. Any submittal for inproverment or major repair of
fam |y housing or related facilities undertaken to satisfy a
requirenent at the installation. Repair work which is sinmlar in
nature and required in nore than one unit will be conmbined into a
single project to determ ne the proper approval authority.

7. Project Costs. The total of funded and unfunded costs.

1805. PROJECT | DENTI FI CATI OV NUMBERI NG.  Each repair and inprove-
ment project will be assigned an identification nunber by the
originating installation. Under the new project nunbering system
as outlined below, each installation has a unique set of project
nunbers to identify repair and i nprovenent projects for famly
housing. (See figure 1-6.)

1. Installation identification is acconplished by a two-character
al pha code shown in figure 1-6. These two al pha characters are the
first two letters in the project nunber.

2. The two installation identification letters are followed by a
dash and the letter "H " The letter "H' indicates a fam |y housing
proj ect.

3. After the aforenentioned two-character al pha code, a dash, the

letter "H, " and anot her dash, a three-digit nuneric series of
proj ect nunbers is devel oped.
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The first nunber in the three-digit series denotes the last digit
in the fiscal year of intended execution. (e.g., if the intended
year of execution is 1993 the first nunber in the three digit
series would be "3"). The next two digits are assigned by the
installation in a sequential order.

4. The three digit nuneric series is followed by a dash and the
letter "M to indicate a repair project or the letter "R' to
i ndi cate an inprovenent project.

5. The letter "M or "R', indicating the project type, is followed
by a dash and the nunber 1 if the project is within | ocal approval
authority or the nunber 2 if the project requires HQVC approval .

6. Accordingly, project nunmber CP-H 203-M 2 denotes MCAS, Cherry
Poi nt, housing project, intended year of execution--of 1992,
Project 03, Repair, requires HQMC approval ; and PE-H 322- M|
denotes MCB, Canp Pendl et on, housing project, intended year of
execution of 1993, project 22, repair which can be acconplished
under installation commander’s approval authority; and QJH 215-R-2
denot es MCCDC, Quantico, housing project, intended year of
execution of 1992, project 15, inprovenent, requires HQMC approval;
and LE-H 025-R-1 denotes MCB, Canp Lej eune, housing project,

i ntended year of execution 1990, project 25, inprovenent project,

i nci dental inprovenent which can be acconplished under installation
commander’ s approval authority.

7. ldentification nunbers will not be changed during the |3.fe of
the project even if the project is carried into the subsequent
year. Should an installation need to change an M2 or R-2 project
nunber after the project has been validated by HQVC, approval nust
be obtained fromthe CMC (LFF-3).

8. The nunbering systemis displayed bel ow
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Project Identification

PE H 8 0 1 M 1
| | |
| | |
| | |
| | |
| | |
| | |
| | |
Installation Instal'n 1-Local
Identification Project 2-HQMC
Number
Housing | |
Project Intended M-Repair
FY R-Improvement
Execution
I. MINOR REPAIR (M-1) (Formerly HRA) IT.
1. Minor Rpr requirements
2. Up-front funding provided
a. Provided at beginning of year
b. Subject to funds available
3. Projects budgeted for B-21
4. Review of Plans & Specs by HQMC not
required
5. Projects survey by HQMC Reps not required
6. Prior Project ID not required
ITT. MINOR CONSTRUCTION (INCIDENTAL IMPROVEMENTS IV.

(R-2) (I) (BP 23)

1.
2.

IS

~

Minor construction Projects

Projects budged for in BP 23 in

annual budget submission

Require project documentation

May require Plans & Specs Review

May require project survey by the

CMC reps

Prior Project identification not required
Funds must be reserved

Authority to advertise must be approved
by CMC

MAJOR REPAIR

Ul WN R

IMPROVEMENTS

o Ul b W

HRA = M-1 Minor Repair (BP-21)

HRA = M-2 Major Repair (BP-22)

HRI = R-1 Minor Construction (B-23)

HC = R-2 Housing Construction
Improvement (NAVFAC)

HC = R-2 Housing Construction

Improvement (NAVFAC)

(M-2) Formerly HRH

Major Rpr requirements

Funds reserved by CMC

May require Project survey by HQMC Reps
May require Plans & Specs review by HQMC
Require Project Documentation

Authority to advertise must be provided by
HQMC ARD

(R-2) (Formerly HC)

Improvements Projects normally receive
Congressional approval by Line Item

All Improvement Projects $40,000 or more
per unit must receive Congressional
approval

May require Project survey by HQMC Reps
May require Plans & Specs review

Funds must be reserved

Authority to advertise must be provided by
HQOMC

1-118

>CH 4 Figure 1-6

.--Project Identification Numbering




MARINE CORPS HOUSING MANAGEMENT MANUAL 1806

>CH 4 1806. PROJECT APPROVAL AUTHORITY.

Category

1. Minor Construction
(Incidental Improvement)

a. Cost per unit
per Fiscal Year

b. Cost per project

2. Improvement 1/ 3/

a. Cost per
unit in any
12-month
period

b. Cost per
project

Project
Type

The following approval limitations apply.

Cost Approval Submitted

Limitations Authority By

S 3,000 CMC Installation
Cmdr

$500,000 CMC Installation
Cmdr

up to CMC Installation

$50,000 X ACCF Cmdr

above Congress CcMC

$50,000 X ACCF

under CMC Installation

$500,000 Cmdr

$500,000 to ASN CMC

$1,000,000 w/Congressional

notification
$1,000,000 Congress CMC

and above
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Project Cost Approval Submitted
> CH 4 Category Type Limitations Authority By
3. Major/Minor Repairs
a. Cost per M-1 up to Instal- Instal-
unit in any $12,000 4 lation Cmdr lation Cmdr
12-month
period
M-2 $12,001 to CMC Instal-
$20,000 5/ lation Cmdr
M-2 over Congres- CMC
$20,000 5/ sional Com-
mittees
b. Cost per M-1 up to Instal- Instal-
project $300,000 4/ lation Cmdr lation Cmdr
M-2 $300,001 to CMC Instal-
$3,000,000 5/ lation Cmdr
M-2 over ASN CMC
$3,000,000 5/
1/ For project approval authority, improvement includes maintenance or
repair work to be accomplished concurrently with an improvement project.
2/ Minor construction projects may be identified separately to the CMC for
approval. Minor construction projects are designated with R-2(I) and
are funded with FH, O0&M funds.
3/ Normally all improvement projects receive "line item' identification in the
family housing budget. Improvement projects have a statutory
limitation of $50,000 per unit multiplied by the ACCF. Projects exceeding
this amount must be identified in the family housing budget submission.
There is no other avenue to identify improvement projects that exceed $50,000
per unit multiplied by the ACCF (includes concurrent repairs) other than
the family housing budget.
4/ Funding for minor repair projects (projects less than $300,000 and/or
$12,000 per unit) is requested by the installation in their family
housing budget submissions.
5/ Projects require CMC approval and are normally identified on the Annual
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1807. MNOR REPAIR (M 1) PROIECTS

1. Mnor repair (MIl) projects are repair projects which can be
acconpl i shed within the approval authority of the installation
commander .

2. Mnor repair (M1) projects will not require HQVMC plans and
speci fications review or project survey/validation, unless
requested by the CMC

3. Mnor repair projects are nminor repair requirements for which
up-front funding nmay be provided at the beginning of the fisca
year, subject to availability of such funding. Up-front funding
for the design and award of mnor repair projects will be provided
in BP 22.

4. BP 22 maintenance funding for mnor repair projects will be
budgeted for within the installations normal budget subm ssion
However, individual project identification is not required in the
subj ect subm ssion. Individual mnor repair projects will not be
tracked by this headquarters. Budget submni ssion requests for BP 22
funding need only identify the total dollar value requested for
these projects. Installations identifying the need for BP 22
up-front funding for the award or design of minor repair projects
must ensure that those funds can in fact be obligated in the FY
request ed.

5. As minor repair projects will not require HQVC revi ew or

i ndi vidual project identification, installations nust ensure that
all projects acconplished under this authority do not exceed

aut hori zation | evels or existing construction criteria.

6. Change orders to minor repair projects should be acconplished
with local funding if funding is available and the total dollar

val ue of the project does not exceed the nmaxi num establi shed m nor
repair project limtations. Change orders which exceed the |oca
commander’s authority or require nore funds than locally avail abl e
shoul d be addressed to the CMC

7. Due to the limted anmount of funds which can be allocated for
m nor repair projects, installations should limt their requests
for up-front BP 22 funding for nminor repair projects to an anount
not to exceed $300,000, or, $200 tines the total nunber of famly
housing units at their installation whichever is greater for the
installation. For instance, an installation can request $300, 000,
however, if this installation has 2,000 fanmi |y housing units, then
the installation may request up to a total of $400, 000

(2,000 x $200 - $400, 000).

8. Installations may use |locally avail able excess BP 21 funds for

the funding and design of minor repair (MIl) projects. However, BP
21 funds should be locally noved to BP 22 and obligated in BP 22.

1808. MAJOR REPAIR (M 2) PROIECTS

1. The mmjor repair projects are major repair requirenents for
whi ch BP 22 funds must be reserved and authority to advertise

provi ded by HQVC.
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2. Major repair (M-2) projects may in some instances, such as whole house
repairs, require Headquarters plans and specifications review.

3. On site project survey/validation by Headquarters Marine Corps
representatives will be accomplished on major repair projects. Selection of
projects to be surveyed on site will be accomplished upon Headquarters review of
the installations annual repair/maintenance and improvement projects status
report and supporting project documentation.

4. Projects to repair disaster (fire, storm, flood, etc.) damaged quarters
which exceed the installation commander's approval authority should be submitted
as soon as possible, and are not limited to submission in conjunction with the
annual repair and improvement projects status report.

5. Major repair (M-2) projects with supporting documentation will normally be

submitted annually to CMC (LFF), per part C, section 1821 of this Manual, for
survey, approval, and possible programming. (See figure 1-7.)

1809. INCIDENTAL IMPROVEMENT (R-1) PROJECTS

1. Minor construction (R-2(I)) projects are improvement projects, which can be
accomplished with FH, O&M funds for which BP 23 funds must be reserved and
authority to advertise provided by the CMC.

2. Minor construction (R-2(I)) projects may require Headquarters plans and
specifications review or project survey/validation.

3. Minor construction (R-2(I)) with supporting documentation will normally be
submitted annually to the CMC (LFF), per section 8, paragraph 1821 of this Manual,
for survey, approval, and possible programming (See figure 1-7).

4. BP 23 maintenance funding for minor construction (R-2(I)) projects will be
budgeted for within the installations normal budget submission. Project
identification for minor construction projects is required in the budget

submission. Individual minor construction projects will be tracked by HQMC.

Budget submission request for the award or design of minor construction projects
must ensure that those funds can, in fact, be obligated in the fiscal year requested.
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>CH 4 5. Change orders to minor construction projects will be addressed to the
CMC and will not exceed the maximum established limitations.

>CH 4 6. Current statutes state "minor construction includes...major maintenance
or repair work to be accomplished concurrently with an improvement project."
Therefore, it should be noted that authorization levels for minor construction
must also include any concurrent major maintenance and repair work. For example,
if a housing unit was having $1,000 of minor construction done and at the same
time $2,000 in repair work, the unit would be at maximum limit ($3,000 per unit)
because you must consider all concurrent repair work as well as the minor
construction amount.

1810. IMPROVEMENT (R-2) PROJECTS

1. Improvement (R-2) projects are used to accomplish alterations, conversions,
modernizations, or additions-expansions-extensions which increase the property
account value and are for the purpose of enhancing rather than repairing a
facility or system.

2. Improvement (R-2) projects are projects which are funded from the family
housing construction account and require funds to be reserved and authority to
design and advertise provided by HQMC.

3. Improvement (R-2) projects may in some instances require HQMC plans and
specifications review.

4. On site project survey/validation by HQMC representatives will be
accomplished on R-2 projects. Selection of projects to be surveyed/validated on
site will be accomplished upon HQMC review of the installation's annual repair
and improvement projects status report and supporting project documentation.

5. Improvement (R-2) projects with supporting documentation will normally be
submitted annually to the CMC (LF) per part C of this section, for survey,
approval, and possible programming. (See figure 1-8.)

1811. AIR-CONDITIONING PROJECTS. The following information
pertains to air-conditioning projects:
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1. Al air-conditioning projects-nust conformto the criteria
contained in M L-HDBK-1035 and M L-HDBK-1190. Each exception to
policy requires the prior approval of the CMC (LFF-3).

2. Projects for air-conditioning of existing buildings are cl ass-
ified as foll ows:

a. | nprovenent s

(1) New air-conditioning equipnent.

(2) Replacenent of existing air-conditioning equipnent
involving an increase in tonnage capacity or area to be
ai r-condi ti oned.

b. Repairs. Projects proposing replacenent of existing
equi prent wi th equi pnent of equal or |esser tonnage capacity and
involving no increase in area to be air-conditioned.

3. Air-Conditioning project requests will conformto the same
request procedures as used for inprovenent projects or repair hy
repl acenent type projects, with the follow ng additional infor-
mation required on the DD Form | 391c:

a. Description of air-conditioning system (central air
el ectric heat-punp, window units, etc.).

b. Alisting of the currently air-conditioned units, by
assi gnnent category, at the activity. For instance:

All 652 officer housing units are currently air-conditioned. 900
of 1200 SNCO units are air-conditioned. 1550 of 2000 NCO units are
air-conditioned. None of the 400 junior enlisted units are

ai r-condi ti oned.

c. Estimated additional annual operations and nai nt enance
cost.

d. Future plans for air-conditioning additional quarters.

1812. URGENT PRQJECTS. This enconpasses urgently needed projects
for which the estimted cost exceeds the installation conmander’s
approval authority for repair projects. This criteria parallels
the definition of minor construction inprovenents in that the need
for the project is unforeseen, the project is necessary to correct
condi ti ons endangering health or safety, and it cannot be deferred
until the next funding cycle. Al projects neeting these criteria
for urgency and those for the restoration of fire or storm damaged
quarters, regardl ess of their project category (i.e., inprovenent
or repair), qualify for consideration under this programon an
as-required basis. The decision as to the appropriate project
programwi | | be made by HQWC.

1813. DEMOLITI ON PRQJECTS. The DoD authorizes the denolition of
any famly housing unit on a case-by-case basis. Accordingly, when
the denolition of a
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unit is desired, a DD Form 1391 (FY _ Mlitary Construction
Project Data) will be prepared (see appendix H), fully justifying
the proposed denolition. This docunentation will be forwarded to
the CMC with a conpl eted form NAVFAC 11013/7 (Cost Estimating Form
whi ch displays the estinmated cost of restoration of the unit.
Activities desiring to denolish a unit for which a deficit exists,
will also submt an econonic anal ysis conparing the cost of
revitalizing the unit versus denolition and construction of a new
unit.

1814. DESIGN OF FAM LY HOUSI NG REPAI R AND | MPROVEMENT PRQIECTS

1. The housing manager will review all plans and specifications
for fam |y housing repair and inprovenent projects prior to project
f undi ng.

2. The housing manager will nonitor the design of fam |y housing

repair and inprovenent projects to ensure the design is acconp-
lished on time and per current directives.

1815. ECONOM C ANALYSI S

1. Famly housing repair projects in which the estinmated cost of
repair is nmore than 50 percent of the replacenent value of the
unit, or equal to or greater than $50,000 per unit, will require
an econom ¢ anal ysi s.

2. Historical quarters shall be maintained per the requirenents of
the National Historical Preservation Act of 1966, as anended. Ful
restoration to original condition is not required. However,
econom ¢ analysis will be required for any project/projects
proposi ng nmore than 50 percent of the replacenment value in repair
and mai ntenance work on a unit.

3. An economic analysis will consider all required repairs, even
if all required repairs cannot or are not anticipated to be
acconpl i shed at the sane tine or given year

4. Econom c Analysis Format. Refer to NAVFAC P-442 for guidance.

1816. PRQIECT SURVEY/ VALI DATI QN PRI ORI TI ZATI ON

1. Annually, a representative fromthe CMC (LFF-3) visits each
activity to validate projects with estimated costs which exceed the
installation commander’s approval authority. Activities submt for
val idation any project that has not previously been validated and
any that have undergone significant changes in scope or cost
estimate since they were first validated. Once a project has been
val idated, it beconmes a candidate for the next budget cycle.

2. During the validation process, a major repair or inprovement
proj ect validation sheet will be conpleted jointly by the HQVC
representative and activity housing representative. The project
wi |l be assigned a rating score upon conpletion of the validation
sheet .
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3. Al projects exceedi ng HQMC approval authority are submitted in
the congressional budget. They nust survive the review process and
appear in the budget before they can be executed. Projects within
HOMC approval authority are prioritized internally within the CMC
(LFF-3), considering the validation score, urgency, cost and
ability of the activity to award "when," plus the length of tine
the project has been in the backl og.

1817. REPAIR AND | MPROVEMENT PRQJECTS FOR GOQ S
1. Al projects for GOQ s will be identified separately.

2. Al GOQ s will have a 5-year mai ntenance/repair and i nprovenent
pl an.

3. Projects exceeding statutory limtations will be planned and
devel oped far enough in advance so they may be included in the
fam |y housi ng budget subnission to Congress.

4. Projects will not exceed the financial ceiling established by
the CMC.

5. The limtations for incidental inprovenents and m nor repair
projects are also applicable to GOQ s; however, any project
acconpl i shed under the installation commander’s authority for GOQ s
must be within the financial ceiling established by this
Headquarters.

6. See chapter 3.

1818. | NCREMENTATION PROHI BITION. Installations will not use
increnentation of any formas a neans to avoi d exceedi ng
established limtations. Additionally, projects will not be
acconpl i shed which will cause fam |y housing square footage
[imtations to be exceeded.
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Installation Dat e
Proj ect No. Project Title
CWE

Wor k Descri ption
RATI NG FACTORS

Command | nt erest:

M ssi on Essenti al 20
Hi gh I nterest 15
Ni ce to have 10

I1. Future Deterioration/Energy Conservation:

Property requires excessive mai ntenance 20
Energy in-efficient 15
Present condition requires no extra nai ntenance 10

I11. GCccupant Heal th/ Wl fare:
Unsafe conditions/Potential for personal property danage 20

Conditions detrimental to norale 15
Bel ow current comunity standards 10
No occupant conplaints 5

IV. Structural condition/Facility appearance:

Potentially hazardous 20
System failures/Unsightly 15
Accept abl e 10
V. Necessity/ Ti mefrane:
Requi red now, systens failed 20
Continued rmaint. can del ay requirenent 15
Expected future need 10
Rat i ng Score: + + + +

HOMC Representative

(Signature) (Dat e)

Installation Rep

(Signature) (Dat e)

Figure 1-7.--HQWMC Validation Sheet-Fam |y Housing Mjor
Repair Projects.
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Installation Dat e
Proj ect No. Project Title
CWE

Wor k Descri ption
Associated with a repair project? Y/' N Proj ect No.
RATI NG FACTORS

Command | nterest:

M ssi on Essenti al
Quality of life issue
Ni ce to have

I1. Energy Conservation
Wl save energy
Quality of Iife outweighs energy savings
No change in energy usage
WIl cost nore

1. GCccupant Heal th/ Wl fare:
Envi ronnent al necessity
Quality of |ife/norale booster
Ni ce to have

V. Maintenance Requirenents:
W1 not appreciably increase naintenance costs
I nci dental mai ntenance costs
Si gni ficant additional maintenance

V. Wen was requirenent identified:
Over 5 years ago
One to 5 years ago
New r equi renent

25
15
10

20
15
10

30
20
10

15
10

Conplies with regs/Public Law concerning space limtations

Rati ng Score: + + + + =

HOMC Representative

Y/ N

(Signature)

Install ation Representative

(Dat e)

(Signature)

(Dat e)

Figure |-8.--HQMC Val i dati on Sheet-Fam |y Housing | nprovenent

Proj ects.
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CHAPTER 1
FAMILY HOUSING MANAGEMENT
SECTION 8: FAMILY HOUSING MAINTENANCE, REPAIR, AND IMPROVEMENT PROGRAMS
PART C: PROJECT DEVELOPMENT AND SUBMISSION

1819. GENERAL INFORMATION. Major repailr and improvement projects must be
identified to the CMC (LFF-3) for review approval and funding.

>CH 4 1820. MINOR REPAIR (M-1) PROJECT DEVELOPMENT. The M-1 and R-1 projects will
be submitted to the CMC (LFF) per this Manual and MCO P7100.8J, chapter 7. Note that
project identification, DD Form 1391, and cost estimate are not required by HQMC,
unless requested by the CMC (LFF).

>CH 4 1821. MAJOR REPAIR (M-2) AND MINOR CONSTRUCTION (R-2(I))PROJECT DEVELOPMENT

1. General Information. M-2 projects will be identified on the Annual Family
Housing Repair and Improvement Project Status Report in the format contained in
figure 1-4. This report will provide HQMC information concerning the status of
repair and improvement projects as well as the identification of repair and
improvement deficiencies. All projects which have been awarded, but not yet
completed, will appear on this report. All change orders will be shown on the
report by change order number and funded amount. All projects completed in the
past fiscal year will appear on this report. All projects which have not been
awarded will appear on this report. Projects will be identified and projected
out from the present fiscal year and reflect the 6-year maintenance plan.

2. Report Preparation. Figure 1-4 shall be prepared to report all family
housing real property repair and improvement projects unfunded per the guidance
contained in appendix J.

3. Report Submission. Commanders of Marine Corps installations with family
housing shall prepare this report per the preceding instructions and those
provided in appendix J. An original and one copy of the form shall be
submitted, not later than 31 October, to the CMC (LFF).

1822. IMPROVEMENT (R-2) PROJECT DEVELOPMENT

1. General Information. Improvement projects are identified on the Annual
Family Housing Repair and Improvement Project Status Report (see figure 1-4).
The report applies to the current backlog of unfunded improvements, including
those programmed for accomplishment but still unfunded, and to the projected
improvements of real property on the family housing plant account. All reported
improvements are subject to onsite survey. This report is not a funding request
and should not be construed as a substitute for data required in the
installation's budget submission.
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2. Report Subm ssion. Commanders of Mrine Corps installations
with famly housing shall prepare and subnmit the Annual Fam |y
Housi ng Repair and | nprovenent Project Status Report in the formt
contained in figure 1-4 and the instructions contained in appendi x
J. An original and one copy of the formshall be subntted not

| ater than 31 COctober to the CMC (LFF).

1823. PROJIECT DOCUMENTATI ON. Each project identified on the
annual project status reports requires specific supporting
docunentation prior to being considered for acconplishnment. The
follow ng docunmentation will be provided to the CMC (LFF) with the
annual Project Status Report if such information has not been
previously provided to the CMC (during project validation for

i nst ance) .

1. Two copies of DD Form 1391 and 1391c, figures 1-9 and 1-10,
conpl eted per appendix H

2. Two copies of form NAVFAC 11013/7, figure 1-11, conpl eted per
appendi x 1.

3. Supporting photographs or draw ngs are encouraged.
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1823

1.

COMPONENT

FY 19__ MILITARY CONSTRUCTION PROJECT DATA

2. DATE

3.

INSTALLATION AND LOCATION

4. PROJECT TITLE

5.

PROGRAM ELEMENT

6. CATEGORY CODE

7. PROJECT NUMBER

8. PROJECT COST ($000)

9. COST

ESTIMATES

ITEM

UM QUANTITY

UNIT COST

cosT
($000)

10. DESCRIPTION OF PROPQOSED CONSTRUCTION

DD o7 1391

PAGE NO

Figure 1-9.--DD FORM 1391 (FY__ Military Construction Project Data).
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1.

COMPONENT
FY 19__ MILITARY CONSTRUCTION PROJECT DATA

2. DATE

3.

INSTALLATION AND LOCATION

4.

PROJECT TITLE 5. PROJECT NUMBER

D
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Figure 1-10.--DD FORM 1391c (FY__ Military Construction

Project Data--Continued).
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Figure 1-11.--Cost Estimate (NAVFAC 11013/7).
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1824. PRQAJECT SUBM SSI ON

1. Routine project subnission should occur during the HQVC on-site
val idation. Project docunentation will be provided to the HQVC
representative. A site visit to the housing area where the project
work is proposed shall occur, followed by the conpletion of the
validation rating sheet. This nethod is nost preferred as it

provi des HOMC wi th personal know edge of the project requiremnent.

2. Projects identified during the year that cannot wait for the
val idation visit because they are of such inportance or urgency
that they be identified to HOQMC as soon as possible, can be
submtted at any tinme. Project docunmentation is still required.

3. The subm ssion of project docunentation, whether with or
w thout a HOMC site visit, does not constitute project approval.

1825. CRITERIA FOR COVBI NATI ON | MPROVEMENT AND REPAI R PROJIECTS

1. The costs of repair necessitated by an i nprovenent shall be
identified to the inprovenent project but funded separately.

2. Repair unrelated to an inprovenent project, but to be
acconpl i shed under the sanme contract or at the sane tinme, shall be
processed as a separate project and shall be charged to the
appropriate fund source; however, the relationship between the two
will be indicated on the subject docunents. Repair and inprovemnent
projects should only be conbined if the work is to be perfornmed
concurrently on the sane facilities, and work on disparate
facilities should be treated individually. The approval levels for
cost and work category (i.e., inprovenent or repair) shall apply.
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CHAPTER 1
FAMILY HOUSING MANAGEMENT
SECTION 8: FAMILY HOUSING MAINTENANCE, REPATR AND IMPROVEMENT PROGRAMS
PART D: PROJECT LIFE CYCLE
1826. GENERAL INFORMATION. The life cycles of repair and improvement projects
are similar in many ways. However, minor differences exist that may impact on

project accomplishment. The following paragraphs depict the improvement and
repair project life cycles.

1827. MINOR REPAIR (M-2) PROJECT LIFE CYCLE. These are minor repair projects
that can be accomplished within the installation commanders approval authority.
The following project life cycle applies.

1. April (budget year minus 1). Installations submit their budget which
includes an exhibit requesting BP 22 funding for M-1 projects.

2. October (budget year minus 1) through January (budget year). HQMC provides
the funds to accomplish the design and/or award of M-1 projects to
installations, subject to the availability of funds.

3. To be determined - When the project is complete, HQMC notified of completion
date, total project cost, and number of units involved.

>CH 4 1828. MINOR CONSTRUCTION (R-2(I)) PROJECT LIFE CYCLE. Minor construction
projects are improvement projects that will normally be funded with BP 23 repair
funds. Therefore, the project life cycle should follow that of a M-2 project,
and will be funded with BP 23 repair funds.

1829. MAJOR REPAIR (M-2) PROJECT LIFE CYCLE. These are major repair projects

that must be approved by the CMC (LFF-3). The following project life cycle
applies.
1. January (budget year minus 3). Installations submit repair project listing

in the format contained in figure 1-4 (not later than 31 October).

2. February through June (budget year minus 3). HQMC reviews, surveys, and
validates, as required, installations repair projects.

3. July through August (budget year minus 3). HQMC prioritizes repair projects
and establishes tentative biennial budget programs.

4. August through September (budget year minus 3). HQMC identifies tentative
repair programs to installations, authorizes design and provides design funds
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(as required) depending on funding availability. It should be
noted that M2 projects which have inprovenents associated with it
must neet the 35 percent design conpletion criteria of inprovenent
projects. (Thirty-five percent conplete by Novenber (budget year
mnus )).

5. January through March (budget year minus 2). POM established
for SYDP (6-year defense plan).

6. January (budget year minus 2). Installations submt M2
project list in the format contained in figure 1-4 (not later than
31 Cctober).

7. February through June (budget year minus 2). HQVC reviews,
surveys, and validates installations’ M2 repair project for
inclusion into the savings/straddl e prograns or early design for
subsequent years.

8. April through May (budget year minus 2). HQWVC finalizes
repair program HQMC prepares and subnits the Marine Corps famly
housi ng bi enni al budget.

9. June through July (budget year minus 2). Marine Corps famly
housi ng budget revi ewed by NAVCOWPT.

10. Septenber through Cctober (budget year mnus 2). Marine Corps
fam |y housi ng budget reviewed by DoD

11. Decenber through February (budget year nminus |). President’'s
budget is established.

12. Decenber (budget year nminus 3) through Septenber (second
bi enni al budget year). Designs are conpleted and revi ewed, as

requi red, by HQWVC.

13. March (budget year minus |) through Septenber (budget year).
Congressi onal subcomm ttees review the President’s budget for first
and second bi enni al budget year.

14. COctober (budget year). Marine Corps family housing budget is
approved for each respective year in the biennial budget.

15. COctober through Novenber (budget year). HQMC approves
projects for advertisenent and reserves funds for the respective
year in the biennial budget.

16. Decenber through Septenber (budget year). Installation
confirms | ow bids and requests funding from HQMC for the project
for the respective year in the biennial budget.

1830. | MPROVEMENT (R-2) PRQJECT LIFE CYCLE. The point to renenber
about inprovenment projects is that although HQVC nay approve a

proj ect for acconplishnent in a year, funding may not ultimtely be
approved for the project. |Inprovenment projects are nornally line
itens in the Marine Corps Fanily Housi ng 3budget Subm ssion and are
subject to deletion by any office that
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reviews the budget prior to final approval. The follow ng project
life cycle pertains to inprovenent program projects.

1. January (budget year nminus 3). Installations subnmt annua
i nprovenent project listing in the fornat contained in figure 1-4
(not later than 31 January).

2. February through June (budget year minus 3). HQVC reviews,
surveys, and validates, as required, installations inprovenent
projects for biennial budget years.

3. July through August (budget year minus 3). HQVC prioritizes
i nprovenent projects and establishes tentative biennial budget
years prograns.

4. August through Septenber (budget year minus 3). HQVC
identifies tentative inprovenent progranms to installations, NAVFAC,
and appropriate EFD s.

5. Cctober through Novenber (budget year minus 2). NAVFAC
provi des design funds to EFD s for the inprovenment projects
selected for programs. Installations coordinate with EFD s to
initiate design

6. October through January (budget year mnus 2). Designis
initiated and nmust be at 35 percent by Novenber (budget year

mnus 1) to remain in program This is an OSD requirenent and
failure to neet this objective nay result in the | oss of the

proj ect and the corresponding funding for that project 7. January
through March (budget year nminus 2). POM established for SYDP
(6-year defense plan).

8. January (budget year minus 2). Installations submt inprove-
ment project listing in the format contained in figure 1-4 (not
| ater than 31 January).

9. February through June (budget year minus 2). HQVC reviews,
surveys, and validates, as required, installations inprovenent
projects for inclusion into the biennial budget years savings

programor for early design for subsequent years acconplishnent.

10. April (budget year minus 2). Installations provide HQVC
certification that design will be at |east 35 percent conplete hy
Novenber FY (budget year minus 1).

11. April through May (budget year minus 2). HQMC finalizes
i nprovenent program HQMC prepares and submits the Marine Corps
housi ng bi enni al budget.

12. June through July (budget year minus 2). Marine Corps famly
housi ng budget revi ewed by NAVCOWPT.

13. Septenber through October (budget year minus 2). Marine Corps
fam |y housi ng budget reviewed by DoD
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14. COctober (budget year minus I). Al projects for first year of
bi enni al budget years nust be at |east 35 percent design

15. Decenber through February (budget year minus |). President’'s
budget is established.

16. Decenber (budget year minus 3) through Septenber (second
bi enni al budget year). Designs are conpleted and revi ewed, as

requi red, by HQWVC.

17. March (budget year minus |) through Septenber (budget year).
Congressi onal subcomm ttees review the President’s budget for first
and second bi enni al budget years.

18. October (budget year). Marine Corps family housing budget is
approved for each respective year in the biennial budget.

19. COctober through Novenber (budget year). HQWVC approves projects
for advertisenent and reserves funds for the respective year in the
bi enni al budget .

20. Decenber through Septenber (budget year). Installation
confirms | ow bids and requests funding from HQMC for project for
the respective year in the biennial budget.

21. Normally inprovenment projects receive line itemidentification
in the fam |y housi ng budget subm ssion. Because $40, 000 per unit

is a statutory limtation, all inprovenent projects exceeding this
limtation nmust be identified in the fam |y housi ng budget
submi ssion. It should also be noted that current statutes state

i nprovenent includes the rehabilitation of a housing unit and
mai nt enance or repair to be acconplished concurrently with an
i nprovenent project.”
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CHAPTER 1
FAMILY HOUSING MANAGEMENT
SECTION 8: FAMILY HOUSING MAINTENANCE, REPAIR AND IMPROVEMENT PROGRAMS
PART E: PROJECT FUNDING
1831. GENERAL INFORMATION. When plans and specifications are approved, the
project will be scheduled for funding. When the installation is authorized to
advertise for bid, funds in the amount of the current working estimate, plus

applicable supporting costs, will be reserved by Headquarters Marine Corps for
provision to the installation commander upon receipt of accepted low bid.

>CH 4 1832. FUNDING FOR LOCAL AUTHORITY (M-1) PROJECTS. Up-front funding
will be provided, as available, to activities requesting it for the execution
of minor repair and incidental improvement projects during the annual budget
submittal. If an activity does not have local funding available to pay for an
M-1 project, then the activity must request a funding guarantee and permission
to execute the project from CMC prior to solicitation for work.

>CH 4 1833. FUNDING FOR MAJOR REPAIR (M-2) AND MINOR CONSTRUCTION PROJECTS.

An activity may advertise for bid only on approval from the CMC (LFF-3). Once
the acceptable low bid is verified, funds will be requested from LFF-3 using the
following format:

(1) Construction contract number

(2) Government estimate $

(3) Range of bids (no. of bids from low dollar to high dollar)

(4) Confirmed low bid 3

(5) Bid expiration date

(6) Supervision, inspection and overhead (SIOH) $

(7) Post contract award costs (if applicable) $

(8) Recommendation, i.e. accept low bid and provide funds in the amount of
S (total dollar amount regquired)

(9) Activity point of contact

1834. FUNDING FOR IMPROVEMENT (R-2) PROJECTS. Funding will be requested in the
same manner as with M-2 projects. CMC will then request NAVFAC forward the
required funds to the appropriate supporting EFD.

1835. FUNDING FOR COMBINATION IMPROVEMENT AND REPATIR PROJECTS. Funding will be
requested in the same manner as with M-2 projects. The R-2 bid information must
be identified separately from the M-2 bid information, as funding comes from
different sources.

1836. COMPLETED PROJECTS. Report the completion of all M-2 and R-2 projects on
the Annual Family Housing Repair and Improvement Project Status Report. Show
the project completion date and final funded cost in the remarks column.
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CHAPTER 1
FAMILY HOUSING MANAGEMENT
SECTION 8: FAMILY HOUSING MAINTENANCE, REPATR AND IMPROVEMENT PROGRAMS
PART F: CHANGE ORDERS AND CONTINGENCY FUNDS
1837. INFORMATION. In unusual circumstances, contingency levels may be
established for M-2 projects by HQMC. Contingency levels do not apply to
improvement projects, incidental improvement projects, or M-1 projects.

Contingency funds, if set aside for a project, are held at the HQMC and not
forwarded with the funds necessary to award confirmed low bids.

1838. CONTINGENCY FUNDS

1. Definition. Contingency funds are a CMC established amount from which
change orders to M-2 projects may be funded.

2. Established Levels. Contingency levels are established by HQMC. Installa-
tions may request a contingency level when submitting bid results and a request
for funds. Upon CMC approval of confirmed low bid, the requested contingency
level will be considered for approval. Requested levels normally equal five to
ten percent of confirmed low bid. when determining an appropriate contingency
level, consider such factors as scope of work, age of facility, time since last
major repair, etc. These factors are necessary in order to justify the
anticipated need for contingency funds.

3. Exceptions

a. M-1 Projects. Contingency levels will not be established for M-1
projects since installation commander approval authority is $300,000 per project
and $12,000 per unit per 12-month period.

b. Improvement Projects. Contingency levels will not be established for
improvement projects since each project is approved by Congress as a line item
in the family housing budget submission.

>CH 4 c¢. Minor Construction (Incidental Improvement). Project totals including
contingency levels will not exceed the maximum limits of $500,000 per project and

$3,000 per unit per fiscal year. All requests must be approved from the CMC.

d. Contingency funding should be the exception, not the rule. Funds are not
provided in advance of a justifiable need.
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1839. CHANGE ORDERS

1. Definition. A means of ordering variations, changes, and additions to the
work under contract. A change order may be either additive or deductive and
does not necessarily change either the contract price or the time of completion.

2. Policy

a. Thorough planning in the development of repair and improvement projects
is essential. Determining project scope is a planning function and should be
accomplished before a project is designed. Be specific in identifying
requirements. Consider the nstallation's needs and desires as the customer.
Careful review of plans and specifications is critical, and more than any other
single effort, will ensure that the project will accomplish everything it is
intended to do.

b. Projects with numerous change orders tend to imply that the project
planning process was conducted haphazardly. While some change orders are due to
unforeseen conditions, others are due to poor design, inadequate scope, or simply
customer requested.

c. Change orders are unprogrammed and usually cost more than requirements
identified in the original contract. Therefore, concerted efforts must be made

to keep change orders to a minimum.

3. Change Orders to Projects

a. M-2. Installation commanders may approve change orders to M-2 projects
as long as the installation has sufficient local funds available to accommodate
the change orders. If funds are unavailable, additional funding must be
requested from the CMC (LFF) and the change order must be approved by the CMC
(LFF) . Funding of change orders must not exceed project funding authorities.

b. M-1 Projects. Installation commanders may approve and fund all change
orders to M-1 projects so long as sufficient funds are available to accommodate
the change orders and total project cost, to include cost of all change orders,
does not exceed $300,000 or $12,000 per unit per 12-month period. If sufficient
funds are not available or the total project cost will exceed the installation
commanders authority, a request must be sent to the CMC (LFF) for additional
funding and/or approval.

c. Improvement Projects (R-2). Change orders to improvement projects must be
approved by the CMC (LFF). TUpon the CMC review and approval, HQMC will
request the Commander, Naval Facilities Engineering Command to provide funds to
accommodate the change order.

>CH 4 d. Minor Construction (R-2(I)). The CMC may approve change orders to minor
construction projects as long as the project does not exceed $500,000 per project and
$3,000 per unit per fiscal year. All request must be approved from the CMC.
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4. Chance Order Requests. Wen it is determ ned a change order

is necessary, the activity should exhaust all attenpts to satisfy
the change order using |local funds or deductive changes before a

request for funds is subnmtted to HQWVC

a. Requests for funds will contain the follow ng project
hi stori cal data:

(1) Oiginal award anmount, SIOH, and year of funds.
(2) A&E anount and year of funds.
(3) Original contingency (if any).

(4) Itemzed list of prior funded change orders, with
change order nunber, anount funded, and brief description

(5) Total project cost to date, |ess A&E

b. Include the follow ng data on the new change order for
whi ch funds are being requested:

(1) Change order nunber and brief description.
(2) Anopunt requested (including SIOH) and year of funds.

(3) The circunstances necessitating the change (why
required).

(4) Justification for additional HQVC funding in lieu of
| ocal funding or deductive changes.

(5) Inpact if not provided.
(6) Indicate if AR liability is being pursued.

(7) Likelihood of additional changes and estimted cost to
conpl ete project.

c. The processing of change order funding requests will be
delayed if the information in paragraphs 4a and b, preceding, is
not included in the request. Requests nmay be nade by nava
nessage or letter, but they nust be in witing.

d. The Annual Family Housing Repair and |Inprovenent Projects
Status Report will reflect all change orders awarded for M2 and
R-2 projects. The report should reveal the nunber of change orders
per project, the respective individual change order costs, a brief
description, and whether in-scope or out of scope.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTI ON 9: FAM LY HOUSI NG PROGRAMM NG, ACQUI SI TI ON AND
REQUI REMENTS DETERM NATI ON

PART A: PROGRAMM NG

1900. CGENERAL | NFORVATI ON

1. An objective of the famly housing programis to ensure that
all service nenbers with dependents are adequately housed. When
this objective is not being nmet, it is incunbent upon installation
commanders to determ ne the requirenent and recommend projects to
correct denmonstrated deficits.

2. The famly housing survey is the basis for determning famly

housi ng requirenents and for devel opi ng and supporting acquisition
progr ans.

1901. PROGRAWM NG PCOLI CY

1. The Marine Corps relies on the local comunity as the primary
source of suitable housing for Marine famlies. Conmunities near
Marine installations nust be apprised of projected mlitary

housi ng needs if they are to assist in neeting these needs. This
can be acconplished by holding regular discussions with |oca
governnent officials, chanbers of commerce, real estate boards, and
home buil der associations. Programm ng deficits determ ned by the
fam |y housing survey may be di scussed; however, specific program
recommendations will not be discussed until the annual |egislative
program has been approved by Congress.

2. Current legislation requires that the Departnent of Housing and
Ur ban Devel opnent (HUD) be consulted on the need for a proposed

fam |y housing construction project in an approved program The

| ocal HUD field office generally has current data on the avail -
ability of famly housing, enabling the field office to agree with
the need for the project without further investigation. There may
be instances, however, when HUD concurrence will be w thheld
pendi ng an anal ysis of the housing market. |In such cases, the
Marine Corps will give full cooperation to HUD in order to obtain
an unbi ased evaluation of the mlitary housi ng needs.

1902. CONSTRUCTI ON PROGRAMM NG

1. Programmng will be considered at |ocations where the famly
housi ng survey denonstrates that the total nunber of avail able
adequat e assets, mlitary and private, is less than the housing
requi renent at the installation
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2. The type and anobunt of housing to be programed for each
installation or housing conplex will be governed by the | owest
predi ctable strength | evels to be naintained, adequacy of existing
community and mlitary housing assets, inpact of newmnmlitary
housi ng on the | ocal econony, environment, community services, and
predi ctabl e changes in availability of adequate private housing.

3. The programm ng of Government housing requires the eval uation
of the housing requirenents survey and an anal ysis of statistica
data reflecting conditions in the coomunity. where several pro-
jects are being proposed, this analysis will assist in setting
priorities and justifying the program

4. The construction programw |l be devel oped at the HQWC | eve
after careful review of all existing information. The foll ow ng
are considerations in setting priorities in programrng the
acqui sition of Governnment housi ng.

a. Housing Requirenent. The overall housing requirenment as
indicated in the fam |y housi ng nmarket anal ysis.

b. Location. Programmng priority should be given to areas
determ ned by narket analyses to be | east vulnerable to | oca
mar ket trends and possible increases in avail abl e adequate private
housi ng.

c. Permanent Party Strength Conparisons. The nore inmediate
requi renents for Governnment housing should generally receive
programming priority over requirenments that have been based solely
on projected personnel increases.

d. Housing Market Trends. A know edge of housi ng market
trends in the commuting area of the installation is helpful in
inproving the reliability of forecasting the capacity of an area to
respond to Marines’ housing needs. Trends to be considered in
anal yzi ng a housi ng narket include, but are not limted to, the
fol | owi ng:

(1) Comunity housing inventory and popul ation

(2) Vacancy factors (rental and sal e housing).

(3) Comunity attitudes and | ocal governnment plans and
regul ations (e.g., plans that would either provide incentives or
restrict |ocal housing devel opnent).

(4) Conversions of rental housing to condomni ni uns.

(5) Industrial plans (expansion, relocations, and so forth).
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTI ON 9: FAM LY HOUSI NG PROGRAMM NG, ACQUI SI TI ON AND
REQUI REMENTS DETERM NATI ON

PART B: ACQUI SI TI ON

1903. CGENERAL | NFORVATI ON

1. The Six-Year Fanmily Housing Programrequired by the Ofice of
the OSD is a planni ng docunment which is revised annually. Projects
may be added, adjusted, or deleted fromthe programon the basis of
i nformati on devel oped by the nost current fam |y housing survey.

2. The information gathered fromthe nmarket analysis is the basis
for recomrendi ng projects for inclusion in the Six-Year Defense

Pl an (SYDP) and, subsequently, for justifying projects to the OSD
and the Congress. Additionally, data obtained nay serve boards and
comrittees concerned with matters unrelated to housi ng, such as

per diem studies, etc.

3. Consideration will be given to the construction of Governnent
-owned nobil e hone spaces for privatel y-owned nobil e hones provided
t hat :

a. The nunber of personnel (eligible and ineligible) owning
nobi |l e homes is substanti al .

b. Adequate nobile hone park facilities at reasonable rates
and within reasonabl e di stances fromthe installation concerned
cannot meet the need.

c. The use nust reasonably be expected to persist for a
m ni mrum of 25 years to anortize the cost of construction.

1904. ACQUISI TI ON PROGRAMS

1. CONSTRUCTI ON

a. Projects for the construction of units will normally not
be considered if I ess than 50 units are required. However,
isolated | ocations will be given every consideration regardl ess of
the size of the requirenent. Construction projects will nornally
be limted to 500 units. In addition, project subm ssions wll
reflect the requirenents by pay grade categories.

b. Construction nmay be acconplished either by conventional or
turnkey nethods. Conventional construction involves the use of
i n-house effort or contract architect-engi neer services for the
pl anni ng and design of a construction project. On the basis of the
approved plans and specifications, bids are solicited and a
contract is awarded for the new construction. The turnkey nethods
provides for the solicitation of proposals fromcontractors
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based on the requirenents for housing and design criteria. Based
on a review of the plans that are subnitted, an award is made and
the contractor then undertakes the execution of the project. Upon
satisfactory conpletion, the units are turned over to the Marines.

2. Leasing of Existing Units. The Marine Corps nmay |ease
privately owned quarters when there is a lack of adequate famly
housing. Leasing is a part of the acquisition process and the
general guidelines applying to the acquisition of other governnent
quarters also apply to the acquisition of |leased quarters. In
addition, there are legal restrictions inposed by the Congress

whi ch provide a framework for the admi nistration of the |easing
program

3. Lease Construction. The Marine Corps nmay acquire additiona
fam |y housing through | easing (section 801) program the renta
guar antee (section 802) or the out-I|easing (10USC2667) program
Lease construction is part of the acquisition process and must be
aut hori zed by Congress.

4. 1nprovenent of Existing Mlitary Quarters. Proposals for
i nprovenents to existing mlitary quarters assune a |ong range
comritnment and will be devel oped per section 8 of this Manual

5. Construction of Mbile Home Parks. Construction of nobile hone
parks is also part of the acquisition process and will be

consi dered when a need for nobile honme spaces has been denpnstrated
by a nobile honme park survey.
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CHAPTER 1
FAM LY HOUSI NG MANAGEMENT

SECTION 9: FAM LY HOUSI NG PROGRAMM NG, ACQUI SI TI ON AND
REQUI REMENTS DETERM NATI ON

PART C. REQUI REMENTS DETERM NATI ON

1905. CGENERAL | NFORVATI ON

1. The famly housing narket analysis is the basis for determ ning
fam |y housing requirenments and for devel opi ng and supporting
acqui sition prograns.

2. Information gathered in the narket analysis is used for
producing the DD Form 1523 (Mlitary Housing Justification), which
is forwarded to OSD in support of reconmended fami |y housing

proj ects.

1906. FAM LY HOUSI NG MARKET ANALYSI S COORDI NATI ON

1. Marine Corps installations may be required to conduct a famly
housi ng market analysis. Al Marine Corps installations in the
fam |y housing 6-year construction programw ||l be required to
conduct a market analysis. Additionally, any installation may
request to conduct a market analysis if that installation desires
to determine their housing requirenment or potential shortages.

2. Coordinated action is required by personnel preparing the
bachel or housing survey and the fanmi |y housing market anal ysis.
This action is to ensure that current and projected personne
strength figures provided by HQMC are used for both surveys and
must not be changed w t hout HQVIC approval

3. Goss famly housing requirenents will include service nenbers
who are on PCS orders for 20 weeks or nore and have bona fide
dependents residing with them and those "key and essential " civi
servi ce enpl oyees who are heads of househol ds who nust reside on
the installation for reasons of mlitary necessity.

4. Installations are responsible for participating in the conduct
of the fam |y housing narket analysis, ensuring the accuracy of the
| ocal input, reconmendi ng acquisition projects, and naintaining
liaison with the |ocal conmmunity and ot her CGovernment agencies to
informthemof mlitary housi ng needs.

1907. MARKET ANALYSI S

1. Market analyses are to be conpleted on a periodic basis. This
Headquarters will nornally notify the commands when a narket
analysis is to be acconplished.
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2. Those activities that have acquisition progranmed in the budget
will be required to contract for a narket analysis to support the
acquisition effort.

3. To support the docunmentation which this office will assenbl e,
a market analysis nust clearly identify the follow ng information
for the current status (as of the date of the anal ysis) and
projected conditions (as of the date of the last year in the
current SYDP).

a. Total personnel strength. The total military strength as
of the date of the analysis and the projected level in the |ast

year of the SYDP. This will include all personnel assigned to the
installation and those of any tenant organization regardl ess of
Service affiliation. This will include fleet personnel, students,

transients, rotationals, hospital patients and personnel absent on
tenporary duty. The projected figures should be based on the
information in the Facilities Support Requirenments docunentation
Students assigned for over twenty weeks will be considered

per manent party.

b. Permanent Party Personnel. Total nunber of mlitary
personnel, regardl ess of branch of service, assignhed on pernanent
change of duty station orders, including students assigned to
courses of twenty weeks or |onger.

c. Goss Famly Housing Requirenents. This will include al
fam lies eligible for base housing.

d. lnvoluntarily separated. Those nmenbers who were forced to
| eave their famlies el sewhere due to the housing situation
(shortage of affordabl e housing or high costs for housing).

e. Unacceptably housed in the conmunity. Those famlies which
are living in quarters which do not neet the mininumlevel of
adequacy as proscribed el sewhere in this Mnual .

f. Moluntary Separations. Those families which chose to
separate for their own conveni ence without regard to those itens
which contribute to the | evels of adequacy and involuntary
separati ons.

g. Housing Assets under nilitary control. The famly housing
inventory as of the date of the report and projected to include
aut hori zed but not conpleted, in the budget but not yet authorized
and units progranmed between now and the end of the SYDP

h. Acceptably housed in the comunity. This should clearly
indicate the nunber of military fam|lies occupying private housing
whi ch neets the mninmum | evel of adequacy.

i. Acceptable vacant rental. Reflect the current |evel of
vacancy and the nunber of units projected to be avail abl e and
affordable to our nilitary famlies by the end of the SYDP

4. Al information should be clearly identified as officer, NCO
and juni or enli sted.
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5. The market analysis should also reflect any other rel evant
i nformati on which can be used to provide justification for
acqui sition of housing if it is warranted at your | ocation.
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CHAPTER 2

BACHELOR HOUSI NG MANAGEMENT

PURPOSE

BACKGRCOUND | NFORMATI ON

RESPONSI Bl LI TI ES OF THE ACTI VI TY COMVANDER .

OCCUPANT RESPONSI BI LI TY

TRAI' NI NG

SECTION 1: MANAGEMENT AND ASSI GNMVENT POLI CY

GENERAL MANAGEMENT PQOLI CY

UTI LI ZATI ON

OCCUPANCY

Dl VERSI ONS( REDESI GNATI ONS OF BACHELOR QUARTERS .

BACHELOR HOUSI NG CRI TERI A

ASSI GNVENT PCLI CI ES

M NI MUM STANDARDS OF ADEQUACY ( MBA)
PERSONNEL SUPPORT EQUI PMENT STANDARDS
ENVI RONVENTAL FACTORS

STANDARDS OF ADEQUACY FOR PRI VATE
( OFF- BASE) QUARTERS o

PARAGRAPH PAGE
2000 2-5
2001 2-5
2002 2-5
2003 2-6
2004 2-6
2100 2-9
2101 2-9
2102 2-10
2103 2-11
2104 2-12
2105 2-12
2106 2-13
2107 2-13
2108 2-16
2109 2-16

SECTI ON 2: ORGANI ZATI ON AND FUNCTI ONS OF THE BI LLETI NG BACHELCR

HOUSI NG DI VI SI ON

ORGANI ZATI ON

FUNCTI ONS

2200

2201

2-17
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PARAGRAPH  PAGE

SECTI ON 3: MAI NTENANCE AND SELF- HELP PROGRAM

GENERAL | NFORMATION . . . . . . . . . . . . . . 2300 2-29
CLASSI FI CATI ON OF MAI NTENANCE AND REPAIR . . . 2301 2-29
MAI NTENANCE EQUI PMENT . . . . . . . . . . . . . 2302 2-29
MAI NTENANCE CONTRCL PROCCEDURES . . . . . . . . 2303 2-29
SELF- HELP PROGRAM . . . . . . . . . . . . . . . 2304 2-30

SECTI ON 4: LEASI NG

BACKGROUND . . . . . . . . . . .. 2400 2-33
LEASE EXECUTION . . . . . . . . . . . . . . .. 2401 2-33
GENERAL LEASING CRITERITA . . . . . . . . . . . 2402 2-34
LEASING PROCEDURES . . . . . . . . . . . . . . . 2403 2-34

SECTI ON 5:  TRANSI ENT QUARTERS MANAGEMENT

GOVERNMENT TRANSI ENT QUARTERS . . . . . . . . . 2500 2-37
USE OF FAM LY HOUSING . . . . . . . . . . . . . 2501 2-38
NONDUTY TRANSIENTS . . . . . . . . . . . . . . 2502 2-38
FACI LI TIES, SERVICES, AND SUPPLIES . . . . . . 2503 2-38
TRANSI ENT Al RCREW QUARTERS . . . . . . . . . . 2504 2-40
CERTI FI CATES OF NONAVAI LABI LI TY OF QUARTERS . . 2505 2-40
CONTRACT TRANSI ENT QUARTERS . . . . . . . . . . 2506 2-41
FI NANCI AL MANAGEMENT OF TRANSI ENT QUARTERS . . . 2507 2-42
BI LLETI NG FUND ADM NI STRATION . . . . . . . . . 2508 2-43
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Bl LLETI NG FUND REVENUES
Bl LLETI NG FUND EXPENSES

BUDGETS AND FI NANCI AL STATEMENTS .

SECTI ON 6: ALLOWANCES

BASI C ALLOMNCE FOR QUARTERS ( BAQ

TEMPORARY LODG NG ALLOWANCE

SECTI ON 7: | NSPECTI ONS

GENERAL | NFORMATI ON
COVVAND | NSPECTI ON RESPONSI BI LI Tl ES

BACHELOR HOUSI NG BI LLETI NG DI RECTOR
RESPONSI BI LI TI ES .

ESTABLI SHI NG AN | NSPECTI ON PROGRAM .
SAFETY AND SECURI TY | NSPECTI ONS

KEY CONTRCL PRCCEDURES

. SECTION 8: BI LLETI NG FUND

I NTRCDUCT! ON

COVMON MARI NE CORPS TERMS

BASI C SERVI CE TO BE PROVI DED .

RESPONSI Bl LI TI ES FOR THE BI LLETI NG FUND

APPROPRI ATED FUND SUPPORT OF TRANSI ENT

BI LLETI NG M SSI ON DI RECT OPERATI NG COSTS .

COVMON SUPPCRT COSTS .

@NAF SUPPORT OF TRANSI ENT BI LLETI NG .

PARAGRAPH

2509
2510

2511

2600

2601

2700

2701

2702
2703
2704

2705

2800
2801
2802

2803

2804
2805

2806

PAGE

2- 44

2-46

2-47

2-51

2-52

2-55

2-55

2-56

2-56

2-56

2-56

2-59

2-60

2-62

2-63

2-66

2-68

2-69

Qm
w
[any



MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

PARAGRAPH
SERVICE CHARGES . . . . . . . . . . . . . . 2807
ACCOUNTI NG SERVICES . . . . . . . . . . . . 2808
I NVESTMENT PCLI CY FOR THE BI LLETI NG FUND . . 2809
DI SPCSI TI ON OF SURPLUS PROPERTY . . . . . . 2810
I NSUFFI CI ENT TRANSI ENT QUARTERS . . . . . . 2811
PERVANENT AND DESI GNATED QUARTERS . . . . . 2812

2-1

2-2

2-3

2-4

2-5

2-6

2-7

2-8

2-9

2-10

2-11

FI GURE
M NI MUM STANDARDS OF ADEQUACY FOR EXI STI NG
I NVENTORY e e

M LI TARY AND CI VI LI AN EQUI VALENT GRADES FOR
BACHELOR QUARTERS Coe e

TYPI CAL FACI LI TI ES MANAGEMENT
ORGANI ZATI ON .

TYPI CAL BI LLETI NG BACHELOR HOUSI NG
ORGANI ZATI ON .

TYPI CAL TRANSI ENT BI LLETI NG DI VI SI ON
TYPI CAL SUPPLY/ LOG STICS DI VI SI ON
TYPI CAL BACHELOR HOUSI NG DI VI SI ON
SAMPLE NMAI NTENANCE LOG BOOK FORMAT .
SERVI CE CHARGE CHART .

SAMPLE KEY CONTROL LOG BOOK FORMAT .

SAMPLE MASTER KEY LOG BOCOK FORVAT

PAGE
2-70
2-71
2-72
2-72
2-73

2-73

2-14

2-15

2-18

2-18
2-19
2-19
2-20
2-31
2-50
2-57

2-58



MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

CHAPTER 2

BACHELOR HOUSI NG MANAGEMENT

2000. PURPOSE. This chapter provides information to manage
mlitary bachel or housing at Marine Corps activities under the
command of the CMC. The provisions of this section do not apply to
transient lodging facilities (TLF s). A @LF, commonly referred to
as a "Hostess House" is a nonappropriated fund activity operated by
a Mrale, Wl fare and Recreation (MAR) Division prinmarily to
support transient famlies.

2001. BACKGROUND | NFORMATI ON. Provi di ng adequat e bachel or housi ng
is a conbi ned DoD and Mari ne Corps objective. The Marine Corps has
a responsibility to provide all personnel residing in bachel or
housing with a well maintained, suitable, living environnent. In
order to nmeet this obligation, the CMC (LFF), wll:

1. Develop and inplenent policies and procedures related to
bachel or housi ng.

2. Maintain inventory control of all Marine Corps bachel or
housi ng assets.

2002. RESPONSIBILITIES OF THE ACTIVITY COWANDER  The activity
commander has the primary responsibility to manage all bachel or
housing. A centralized bachel or housing office shall be estab-
lished at each activity to carry out this responsibility. The
activity commander is responsible for the foll ow ng:

1. Devel opnent and inplenentation of rules and regul ati ons.

2. Assignnments and termnations, including issuance of al
certificates of nonavailability and approval of all authorizations
for paynment of basic allowance for quarters (BAQ.

3. Uilization of assets and preparation of inventory, occupancy,
and utilization reports.

4. Control of storage, issue, utilization, repair, and procurement
of furnishings.

5. Procurenent and control of the issuance of supplies and
servi ces.

6. Coordination of utilities conservation efforts and facilities
managenent activities.

7. Bachel or housing requirenents estination and devel opment of a
bachel or housi ng constructi on program
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2003. OCCUPANT RESPONSIBILITY. Prudent housi ng managenent
i nvol ves a reasonabl e degree of responsibility by the occupant for
the care and mai ntenance of assigned quarters.

1. Bachelor quarters residents shall be responsible for routine
housekeepi ng and for reporting itens for repair or replacenent to

the appropriate bachel or quarters managenent personnel. Al
occupants shall be clearly informed of their responsibilities and
potential liabilities when assigned Governnment quarters. (See

appendi x F.) The assigned occupant is |liable for |oss or damage
to any Governnment quarters, equipnent, or furnishings caused by
abuse or negligence of the occupant and the occupant’s dependents
or guests. The occupant is responsible for correcting any |oss or
damage caused by abuse or negligence, or to reinburse the Govern-
ment. COccupants will be given the opportunity to voluntarily

rei mburse the Governnent.

2. A sanple "Condition of Occupancy Fornf is provided at appendi x
K. Activity conmanders have the option to use this formas a neans
to ensure that all bachel or housing occupants are aware of and
understand the rul es regardi ng occupant responsibilities and
liabilities.

2004. TRAI NI NG

1. General Information. Training and education in bachel or
housi ng managenent techni ques and practices should include a

conbi nati on of on-the-job training and formal courses of
instruction. Training should be used to enhance the productivity
of all mlitary, civil service, @NAFI personnel, and non- Gover nment
enpl oyees invol ved in bachel or housi ng nanagenent .

2. Local Training. The activity conmander should establish a

| ocal training program for bachel or housi ng nmanagenent personnel

It is extrenely inportant that nanagenent personnel are aware of
the necessity to maintain adequate living conditions. The activity
commander is responsible for training all bachel or housi ng managers
(including tenants) in proper techniques of managenent. The |oca
training program should be tailored to the particular |evel of
managemnment personnel but should in general include the foll ow ng:

a. An initial course to cover major aspects of bachel or
housi ng managenent duties and responsibilities.

b. On-the-job training scheduled at a regular tine on a
recurring basis, with appropriate foll ow up

3. Formal Training Support. Activity conmanders are encouraged
to take advantage of the foll ow ng educational opportunities for
their bachel or housi ng managenent personnel. Requests for course
quotas may be addressed to the CMC (LFF-3).

a. Departnment of the Navy. The Chief of Education and
Trai ni ng has established the Bachel or Housi ng Managenent (Course
No. A-800-2100) as a class "C' school under the Chief of Nava
Techni cal Training, Naval Air Technical Training Center, Menphis,
Tennessee. This 3-week course for junior |eve
2-6
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managenent is held at the Fleet Training Command, Norfolk
Virginia, and the Service School Conmand, Naval Station
San Di ego, California.

b. Departnent of the Air Force. The Air Force offers a 2-week
Bill eti ng Managenent Course (Course No. 465) at the Air Force
Institute of Technol ogy, Wight-Patterson AFB, Chio. This course
is offered to candidates in the grade of GS-7/2nd Lt or above with
a B. A degree.

c. Departnment of the Army. The Arny offers a 1-week Unaccomnpani ed
Per sonnel Housi ng Managenent Course at various Arny installations.
The course is sponsored by the U S. Arnmy Engi neering and Housi ng
Support Center, Hunphries Engi neering Center, Fort Belvoir

Vi rgini a.
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CHAPTER 2
BACHELOR HOUSI NG MANAGEMENT
SECTI ON 1: MANAGEMENT AND ASSI GNMENT POLI CY

2100. GENERAL MANAGEMENT POLICY. It is the policy of the DoD and
the Marine Corps that housi ng accompdati ons assi gned to bachel or
personnel shall neet basic physiol ogi cal and psychol ogi cal needs,
and provide the space, privacy, and furnishings required for
confortable living. To discharge this function efficiently, the
Bachel or Housi ng Requirenents Estimate (@HRE) will be prepared
annual ly by the-CMC (LFF) and provided to activity conmanders for
validation. This report is exenpt fromreports control

Val idation instructions are provided at appendix L. The Bachel or
Housi ng I nventory and Utilization Data worksheet will be conpl eted
annually by the activity and submtted to the CMC (LFF) by 1
Novenber. Instructions for conpleting the formare included in
appendix M Marine Corps Report Control Synbol DD 11103-01
(external RCS DD P&L(A)1470) has been assigned to this report.

2101. UTILI ZATI ON

1. Cccupancy Standards. Maxinmum practical occupancy of adequate
bachel or quarters shall be nmaintained at all times. The applica-
tion of this policy, however, shall avoid creating undue hardships
for service nmenbers. Occupancy rates of 95 percent for adequate
housi ng desi ghated for permanent personnel, and 75 percent for
adequate transient or tenporary additional duty (TAD) housing are
the CMC' s utilization goals. The activity commander is responsible
for efficient managenent of all billeting spaces, inadequate as
wel | as adequate.

2. Mlitary Necessity. Regardless of standards of adequacy,
mlitary necessity shall be the overriding consideration in

det erm ni ng occupancy requirenents when, in the judgnment of the
responsi bl e commander, the billeting of an individual in a
Government -owned or controlled facility is required for mssion
acconpl i shnent, contingency operations, training, or mnaintenance
of a disciplined force. Mandatory assignnents to bachel or housi ng
to reduce BAQ paynents or to reduce per diem all owances nay not be
considered mlitary necessity. Wen mlitary necessity is invoked
by a commander for purposes of assigning personnel to CGovernment
housi ng, the nature and reasons for the mlitary necessity shal

be specified.

3. CGeographical Bachelors. Geographical bachel ors shall be
assigned quarters only on a space-avail able basis. Space-avail able
assignnments nay be ternm nated after reasonable notice when the
space i s needed for occupancy by personnel in higher priority

cat egori es.

4. Unit Integrity. Application of the unit integrity concept
shall be acconplished in a practical manner that ensures nmaxi mum
utilization of available quarters. Activity commanders shal
review unit space allocations as required and nmake necessary

adj ust nents bet ween organi zations. The bachel or housing office
shall be authorized to direct assignnment of personnel from outside

2-9
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organi zations into unit-nmanaged space to obtain maximum practica
utilization and to preclude unnecessary BAQ and per di em paynents.

5. Tenporary Construction. All tenporary construction is
consi dered i nadequat e.

6. BAQ_ Commandi ng officers supported by the activity may not
aut hori ze paynment of BAQ without prior witten approval of the
activity cormander. This admnistrative control is essential to
ensure mexi mumutilization of adequate housing and preclude
unwar r ant ed BAQ paynents.

2102. OCCUPANCY
1. Cccupancy Eligibility. The follow ng categories of personnel

listed in order of priority, are authorized to occupy permnent
personnel bachel or housi ng.

a. Mlitary necessity personnel

b. Pernmanent party mlitary bachel or personnel not draw ng
BAQ.

c. Permanent change of station (PCS) students unacconpani ed
by dependents.

d. Personnel serving dependents-restricted/all-other tours of
duty in Alaska and areas outside the U S

e. PCS mlitary personnel who are:

(1) Divorced, unacconpani ed, and receiving BAQ for
dependent support.

(2) Legally separated, unacconpani ed, and receiving BAQ at
the with-dependent rate.

f. Geographical bachel ors on a space-avail abl e basi s.

2. Dependent Occupancy of Bachelor Quarters. Permanent personne
bachel or quarters will ordinarily be used to |odge only active duty
nmenbers. However, with approval of the activity comranders,
dependents may be permitted to reside in bachelor quarters up to

30 days on a space-avail abl e basi s.

3. Ml e/Fenmal e Gccupancy. Marine Corps policy requires that
wonen Marines be appropriately integrated with nmal e Mari nes when
the unit occupies a nodern "notel style" barracks. when there are
not sufficient "notel style" barracks to accommbdate an entire
unit, commanders will develop a billeting plan that provides nen
and wonen equitable use of existing facilities. The practice of
designating a block of roons for wonen Marines or an entire
barracks or wing of a barracks for wonmen Marines will be avoi ded
to the maxi mum extent possible. Wthin this policy, the follow ng
guidelines for BOQ s and BEQ s will be observed to ensure that
Marines are provi ded an adequate | evel of privacy:

a. Al occupants of a given roomw || be of the sane sex.

2-10
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b. Where each roomhas private bath and toilet facilities,
room assignnents will be nmade without regard to gender

c. \Were adjoining roonms are connected by a shared bat hroom
all rooms with access to the shared bathroomw Il be assigned to
Mari nes of the sane sex.

d. \Were roons have no individual bathroomfacilities,
separate central bath and toilet facilities will be designated for
mal es and femal es. Under these circunstances, males and fenal es
will be isolated by wing or deck so that nmen and wonmen are not
required to traverse the sane common areas or passageways enroute
to and fromtheir bath facilities. Wen such a facility is not or
cannot be divided to isolate males and females, it will be
designated for either nen only or wonen only dependi ng on the needs
of the command.

4. Quests and Residents ldentification. Quests and residents
shal | have the Arned Forces ldentification Card,

Uni formed Services Identification and Privilege Card, or other
official identification. Adequate neasures shall be taken to
prevent the use of bachel or quarters by unauthorized persons.

2103. DI VERSI ONS/ REDESI GNATI ONS OF BACHELOR QUARTERS

1. Adequate bachel or quarters buildings or portions thereof which
are listed in the Real Property Inventory with Category Codes 721
or 724 will not be redesignated (pernmanent, category code change)
to uses other than billeting without witten approval of the CMC
(LFF).

2. Adequate bachelor quarters buildings or portions thereof which
are listed in the Real Property Inventory with Category Codes 721
or 724 may be diverted (tenporary change) to uses other than
billeting by the activity conmmander wi thout CMC approval for a
period not to exceed one year. Diversions of adequate quarters

wi |l not be extended beyond one year without witten approva

of the CMC (LFF).

3. Inadequate or substandard bachel or quarters buil dings or
portions thereof which are listed in the Real Property Inventory
with Category Codes 721 or 724 nmy be redesignated or diverted to
uses other than billeting by the activity commander. The Rea
Property Inventory records shall be adjusted as appropriate to
refl ect the change.

4. Requests to divert or redesignate bachel or quarters, or any
portion thereof, shall be submtted to the CMC (LFF) in witing and
will contain the follow ng information

a. Justification for diversion/redesignation.
b. The use to which the space will be diverted/redesignated.
c. Bachel or quarters deficit, and the nunber of privates

t hrough sergeants drawi ng BAQ at the wi t hout-dependents rate.
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d. Building and room nunber(s) and nunber of spaces in each
bui | ding to be diverted/redesi gnated.

e. Effect of the diversion/redesignation on the installation's
constructi on program

f. Nunber of personnel to be relocated as a result of the
di versi on/redesignation, and to what facilities the personnel wl]l
be rel ocat ed.

g. The alternative neans, if any, of providing the required
space in lieu of diverting/redesignating bachel or quarters.

2104. BACHELOR HOUSI NG CRI TERI A

1. Design Criteria. The design criteria for new construction of
bachel or housing is contained i n @NAVFAC Desi gn Manual DM 36. 1,
Unacconpani ed Personnel Housi ng.

a. Wien developing the activity master plan, consideration
nmust be given to the devel opnent of |ocker roons and shower areas
for those personnel not residing in bachel or quarters.

b. At those activities where new construction is replacing
ol der facilities, consideration should be given to retaining a
nunber of these older facilities to be used for |ocker roons and
shower areas, and to provide billeting space for reservists and
unfunded transi ents.

2. MnimumHealth Criteria. The mnimumhealth criteria of 72
square feet or net living area per person is prescribed in NAVMED
P-117, Manual of the Medical Departnent. When situations occur
that require deviation fromthis standard, a waiver nay be granted
by the activity commander after consultation with the |oca
preventive nedicine unit. Wiver of the mnimum health standards
should be limted to energency situations, avoided if possible and
never preplanned into a training exercise billeting plan

2105. ASSI GNMENT POLI ClI ES

1. Per manent Per sonne

a. Al eligible pernanent personnel are to be assigned to
bachel or quarters or be authorized BAQ entitlenent.

b. When adequate quarters becone available, the activity
commander nmay term nate BAQ entitlenent and require mlitary
personnel (private through sergeant) to Iive on base.

2. Assignnent to Quarters. Involuntary assignment should be nade
starting with the junior nmenbers first.

2-12
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3. Mandatory Occupancy

a. When necessary to maintain the utilization goal for adequate quarters,
sergeants and below may be involuntarily assigned to on-base quarters.

b. The activity commander may assign bachelor corporals and below to on-
base Government bachelor quarters even if the quarters are less than adequate.

c. Bachelor sergeants should be assigned to adequate on-base bachelor
quarters, if available. Sergeants and above will not be involuntarily assigned
to inadequate bachelor quarters except for reasons of military necessity.
Personnel assigned (voluntarily or involuntarily) to Government quarters
(adequate or inadequate), forfeit BAQ.

4. Option to Elect BAQ. Personnel staff sergeant and above may elect to live
off base and receive BAQ rather than occupy Government quarters.

2106. MINIMUM STANDARDS OF ADEQUACY (MSA). MSA shall apply worldwide to all
Government-owned or controlled (leased) bachelor housing (permanent personnel
quarters and transient quarters) except when contracts with civilian personnel
specifically define a standard of adequate housing to be provided.

1. MSA. The MSA varies, depending on grade, category of personnel assigned
(permanent or temporary duty/transient). These standards are shown in figure
2-1. Adequacy criteria will not apply to space-available occupants. The MSA
for TAD/transient personnel is to be used to determine when a certificate of
nonavailability of quarters will be issued. Application of the MSA for eligible
civilian personnel shall be based on the equivalent military grades contained in
figure 2-2.

2. Inadequate Quarters. The activity commander is responsible for efficient
management of all billeting spaces both adequate and inadequate. However, if
housing is inadequate personnel, sergeant and above, have the option to reside
off base and request BAQ.

3. Other Service Quarters

a. The adequacy standards established by the host service shall apply in
determining the adequacy of available quarters when Marine Corps personnel are
assigned or travel to an activity controlled by another service or when other
service personnel are assigned or travel to a Marine Corps activity.

b. Activities with a surplus or a shortage of bachelor quarters will
coordinate with other military services in the local area to ensure maximum,
practical occupancy of all DoD bachelor quarters.

2107. PERSONNEL SUPPORT EQUIPMENT STANDARDS. The activity commander has the
responsibility to provide adequate furnishings to accommodate the member's
needs. Minimum and maximum standards have been published in MCO 10160.8.
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PERMANENT PERSONNEL AND PCS STUDENTS

TEMPORARY DUTY

AND TRANSIENT PERSONNEL

Grade

Factors

Minimum
Standards

Grade

Factors

Minimum
Standards

Captains and

not living area

400 square feet

all officers |

not living area

| 250 square

above (0-3 and square feet l/ and warrent square feet l/ feet
above) officers. All
accommodations living room, civilian accommodations
| | bedroom, | employees. E1 | |private room,
private bath, through E9 bath shared
access to (only as nor more than
kitchen or authorized 1/ one other
officers mess
receiving
appropriated
fund support
Lieutenants and| not living area 250 square feet SNCO'S (E6 not living area 250 square
warrant square feet 1/ through E9) square feet 1/ feet
officers Wl
through 0-2) accommodations sleeping/living accommodations private room,
room, private bath shared
bath not more than
one other
SNCO's (E6 not living area | 270 net square | Sergeants | not living area |135 square
through E9) square feet 1/ feet square feet 2/ feet
accommodations private room, accommodations no more than
private bath, two to a room
or the entire bath shared
1 x 1 module not more than
one other
Sergeants (E5) not living area | 180 net square | Corporals and | not living area |135 square
square feet 2/ feet below (except square feet 2/ feet
El recruits and
accommodations private room, trainee) E1 accommodations not over four
shared bath through E4 to a room
with not more central bath
than 1 other
Corporals (E-4)| not living area 90 net square E-1 recruits not living area 72 square feet
square feet g/ feet and trainees square feet g/
accommodations 2 per room accommodations open bay
bath shared central bath
with not more
than 3 others
Private - not living area 90 net square

Lance Corporal

square feet

2/

accommodations

feet

3 per room
(i.e.,3-2-1)
shared bath
with not more
than 3 others
2X2 1is the
minimum

Recruits or
trainees

not living area
square feet 3/

accommodations

72 square feet

Open bay
central bath

Only E1 through E5 personnel traveling with

civilian personnel as part of a team (who are
not in a student or training status or

attending training conferences,
or similar nonoperational functions)

seminars,

meeting,

shall be authorized these accommodations

Not living area is measured from the inside

face of the peripheral walls of the suits and
includes all spaces and partitions thereby

enclosed.

>CH 3

Figure 2-1.--Minimum Standards of Adequacy for Existing Inventory.
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l/ Not living area is measured from the inside
face of the peripheral walls of the suite and 3/ Not living area in this instance is the clear
includes all spaces and partitions thereby area in the sleepng room allocated for an
enclosed. individual's bed, locker, and circulation, but
exclude lounges, bathrooms, and general
2/ Not living area in this instance is the clear circulation.
area in the sleeping room allocated for an
| individual's bed, locker, and circulation, but | 4/ Not living area is one equal share per person
excludes lounges, bathrooms, and general of the squad room. The squad room is measured
circulation. to the inside face of the peripheral walls.
3/ Not living area is one equal share per person
of the squad room. The squad room is all space
within the peripheral walls.

2-14a
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Figure 2-1.--Minimum Standards of Adequacy for Existing Inventory -

Continued.
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Military |__Senior Merit Educators American
Grade |Executivd Pay | General | (20 U.S.C. NAF Red Wage
Group | Service | Employee| Schedule 801-907)| Employees Cross System
0-7 | SES—1 GS-16 31
through| through - thru
0-10 | SES-6 GS-18
0-6 - GM-=15 | GS-15 Grade 15 28-29
0-5 - GM-13 | GS—-13 Grades 13 25-27 | WS—14 thru
and and and 14 WS-19
GM-14 | GS-14 WL=15 and
- Productive
0-4 - -— GS—12 | Teaching Grade 12 24 Support
Principals Equivalents
0-3 - - GS—10 | Schedule C, 21-23 WS-8 thru
ond Csjep‘;f Gmdc;as1 110 WS—13
ang goov
GS-11 Schedu?ese o WL=6 thru
D-F AND M-0 WL-14
WG=12 thru
_ __ _ _ WG—15 ond
3_% Ging Schedule ¢, Grades 8 19-20 Production
and Gs_g Steps 1-3 ond 9 Support
W—4 Equivalents |
! 0-1 -— - GS-7 - Grade 7 18
P ow=1
l and
W—
|
E7 _ - GS-6 - Grade 6 15-17 WS‘A;-S1 t7hru
th -
rE°9“9h WL=1 thru
wL-5
WG—-9 thru
ES - - GS-5 - Grade 5 WG—-11
and
E6
E4 - -~ t GS-4 - Grade 4
E1 GS-1 Grades 1 WG-1 thru
through| —-— - thru - thru 3 WwG-8
E3 65-3

Figure 2-2.--Military and Civilian Equivalent Grades for Bachelor Quarters.
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2108. ENVI RONMENTAL FACTORS. Quarters shall be considered

i nadequate for assignment purposes when they are bel ow the
air-conditioning and heating standards established in

M L- HDBK- 1190, Facility Planning and Design Guide. Quarters shal
be consi dered adequate in regard to other environnental factors,
unl ess excepted on a case-by-case basis by the CMC

2109. STANDARDS OF ADEQUACY FOR PRI VATE (OFF- BASE) QUARTERS

1. Standards of adequacy for private quarters are the same as

st andards of adequacy for Government-owned quarters. The activity
commander has the overall responsibility for recording the nunber
of Marines suitably/unsuitably housed in the conmunity. This
information (which is recorded annually on the Bachel or Housi ng
Requi renents Estinmate, BHRE, and submitted to the CMC) shoul d be
accurate since on-base construction is directly reduced by the
nunber of Marines residing in off-base adequate quarters.

2. To be considered adequate, private quarters should neet the
following criteria:

a. Private quarters should neet the sane MSA as set forth in
figure 2-1 for Governnent-owned quarters with respect to the net
living area and accommodati ons.

b. The unit should be a conplete dwelling unit with private
entrance and bath for the sole use of the occupant(s). The unit
must be well constructed and in a good state of repair with heating
and air-conditioning if appropriate for the |ocale.

c. The unit may be furnished, or unfurnished if the respon-
si bl e commander determ nes that the intended occupant has
sufficient furniture.

d. The unit should be located within a 1-hour drive fromthe
duty station during rush hours.

e. The unit should be located in an area that neets acceptable
standards for health, safety, and sanitation

3. Bachel or personnel may use the services of the housing referra
office for assistance in |ocating adequate off-base quarters.

4. Commanders or their representatives are not authorized to enter
occupi ed private off-base quarters w thout the perm ssion of the
occupant (s).

2-16
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CHAPTER 2
BACHELOR HOUSI NG MANAGEMENT
SECTI ON 2: ORGANI ZATI ON AND FUNCTI ONS OF THE BI LLETI NG BACHELCR
HOUSI NG DI VI SI ON

2200. ORGANI ZATI ON

1. The extent to which centralized bachel or housi ng program
managenent is performed at each shore activity influences the
organi zati onal conposition, personnel requirenents, and respon-
sibilities of the Billeting/Bachel or Housi ng Departnent. There-
fore, the criteria for determning the suitability of an organiza-
tional pattern are provided on a broad scale based on functions
common to Billeting/ Bachel or Housing Departnents at major Marine
Corps Installations. Figure 2-3 depicts a typical Facilities
Management Organi zation, and figures 2-4 through 2-7 depict a
typical Billeting/Bachel or Housing organi zation. The table of
organi zati on shall be devel oped to provide an adequate work force
to acconplish all billeting/bachel or housing functions regardl ess
of the fund sources.

2. The Billeting/Bachel or Housi ng Departnent organi zation shall be
sinplified to a mninum of intermedi ate conmponents or |ayers of
supervision. The installation comrander may expand or condense the
organi zati onal structure, depending on the scope of respon-
sibilities assigned to the Billeting/Bachel or Housi ng Departnent.

3. The installation conmander is authorized to determine the
functions, designate billet titles, and establish the interna

adm ni strative chain of command so |ong as the primry respon-
sibilities, outlined in paragraph 2201, are nmet. |If deened locally
sui tabl e, managers of subordi nate divisions, branches or sections,
such as BOQ Manager, SNCO quarters nanager, etc., may be comnbi ned
and established under the supervision of the bachel or housing
manager .

4. The offices and work centers of the Billeting/Bachel or Housi ng
Department should be |ocated to facilitate coordination between
processing offices, thereby enabling an orderly workfl ow.

2201. FUNCTI ONS

1. CGeneral Information. The responsibilities and qualifications
descri bed herein are applicable to installations having to billet
10, 000 or nore permanently assi gned bachel or personnel and TAD
personnel. At installations having to billet |ess than 10,000
personnel , permanent and TAD conbi ned, prudent neasures should be
taken for consideration of conbining various subordi nate branches
and sections identified under the mgjor component divisions as
depicted in figure 2-4.
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Figure 2-3.--Typical Facilities Management Organization.
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Figure 2-4.--Typical Billeting/Bachelor Housing Organization.
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Figure 2-7.--Typical Bachelor Housing Division.

2. Director, Billeting/Bachelor Housing

a. In the chain of command, the Director, Billeting/Bachelor Housing should
be responsible to the Assistant Chief of Staff, Facilities or G-4/S-4 for the
centralized management of bachelor housing programs. The director,
billeting/bachelor housing is responsible for the organization and overall
administration of the bachelor housing assets and the NAF Billeting Fund. All
or portions of bachelor housing assets may be centralized for assignments or
termination of quarters or decentralized to the installation and tenant unit
commanders with administrative reports, i.e., daily/monthly billeting
occupancy/utilization reports submitted to the director, billeting/bachelor
housing.

b. Where possible, to provide continuity, stability and professional
housing management expertise, the billet should be a civil service employee (GS
1173 Housing Series) and classified at a grade comparable to the positions level
of management responsibilities or equal to the family housing director. A sound
housing management background with progressive housing staff management
expertise is highly desirable.
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c. |If the director, billeting/bachelor housing is not a civi
service enployee, a nlitary officer, captain or najor, should be
assigned on full-time basis. A strong nanagenent background is
recormmended to admi ni ster the bachel or housing prograns, nanage al
bachel or housing assets and the NAF Billeting Fund.

3. Deputy Director. Billeting/Bachel or Housing

a. The deputy director perforns the day-to-day respon-
sibilities of the director, billeting/bachel or housi ng overseeing
the total operations of the three major divisions and assunes ful
responsibility in the absence of the director

b. To provide continuity and professional housing experti se,
the billet should be a civil service enployee (GS-1173 Housi ng
Series) and classified at a grade conparable to the positions |eve
of managenent responsibilities; or, a mlitary officer (MOS 0402
or 1302) and have a background in either |ogistics or engineering.

4., Manager, Billeting Division

a. The manager, billeting division is responsible to the
director, billeting/bachelor housing for the adm nistration of al
Nonappropriated Billeting Fund operations consisting of the
Transi ent Quarters Branch, Nonappropriated Accounting/ Personne
Branch and the Nonappropriated Support Branch. Managenent
responsibilities include division matters pertaining to office
managenent, i ncludi ng personnel adm nistration; guest services;
correspondence; naintaining records; coordinating budget estinates
and budget preparation; billeting fund accounting work flow and
reports.

b. The manager, billeting division should be designated as a
nonappropri ated or appropriated civilian billet (NAF UA-1173 series
or Civil Service GS5-1173 series) at a grade appropriate for the
assigned responsibilities. The incunbent should have a well
rounded background i n business adm nistration, financial nanagenent
and/ or housi ng/ property nanagenent .

5. Mnager, Transient Quarters Branch. The manager, transient
quarters branch should be either an appropriated or nonappropri ated
civilian billet (NAF UA-1173 or Civil Service GS5-1173 Series) at a
grade appropriate for the assigned responsibilities. This billet
is responsible to the manager, billeting division for all non-
appropriated billeting fund transient quarters; including the

di stingui shed guest quarters (DGQ, transient officer quarters
(TOQ and the transient enlisted quarters (TEQ and all matters
pertaining to the supervision and adninistration of the front desk
of fice, reservations, housekeeping and mai ntenance. The functions
of this billet shall include, but are not linmted to:

a. Providing responsible officer for appropriated and non-
appropriated property and plant account itens assigned to the
transient quarters branch
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b. Maintaining transient quarters operations on a 24-hour
7-day-a-week basis to process inbound and out bound PCS/ TAD TDY
per sonnel

c. Performng civilian personnel adninistration

d. Receiving, counting and verifying all inconme revenue and
reviewing Daily Activity Reports fromthe Front Ofice Section

e. Daily deposits of incone revenue.

f. Providing all financial accounting docunents to the Non-
appropriated Billeting Fund Accounting/ Personnel Branch

g. Mintaining the Transient Quarters Change Fund, Petty Cash
Fund and Rei mbursenent Fund.

h. Maintaining statistical productivity indexes for transient
quarters operations.

i. Receiving, investigating, and resolving guest conplaints.

j.  Conducting routine building and grounds nai ntenance
i nspections.

k. Conducting transient quarters self-hel p naintenance
proj ects.

. Annually preparing and subm tting appropriated and
nonappropri ated budgetary requirenments to support transient
quarters operation.

m  Mai ntai ning 90-day reservations system for transient
guarters, to include close coordination with the activity’s
protocol office for distinguished guest quarters (DGQ assignnents.

n. Preparing and/or review ng transient quarters rel ated
correspondence.

0. Devel oping and conducting pre-service and in-service
training prograns for transient quarters staff personnel

p. Preparing, submtting and naintaining daily/nonthly/annua
occupancy and utilization rates of transient quarters.

g. Wien deened appropriate, preparing the nom nation package
for the Marine Corps |Innkeeper Award on an annual basis
(see appendi x N)

6. Front Desk Personnel. The transient billeting facility front
desk shoul d be manned by nonappropriated billeting fund enpl oyees,
such as reservation clerk, front desk clerks and duty managers
sufficient in staffing to provide 24-hour operations 7-days-a-week.
Functions shall include, but are not limted to:

2-22



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

a. Establishing and maintaining a m ni num 90-day reservations
systemfor all transient quarters.

b. Collecting and accounting functions for service and renta
charge i ncome revenue

c. Preparing and issuing quarters/nessing endorsenents for
personnel with TAD orders.

d. Preparing and issuing Certificates of Nonavailability for
Quarters and Messing as required.

e. Providing 24-hour, 7-days-a-week, transient quarters front
desk checki n/ checkout service

f. Initially handling all guest inquiries and conplaints or
referring the matter to the transient quarters manager

g. Providing duty and manager supervision of front desk clerks.
h. Performng first-echel on vehicle maintenance.

i. Performng civilian-personnel tinekeeping and personne
actions.

j. Conducting pre-service and in-service training.

7. Housekeepers. The housekeeping section should consist of
nonappropriated billeting fund enpl oyees or Civil Service enpl oyees
rei nbursed by the billeting fund. The section shall include a
housekeeper supervi sor (nonappropriated supervisor (NS) 3566
series), a linen stock control handl er (nonappropriated non-super-
visory (NA) 3566 series), housekeeper |eader(s)/roominspector(s)
(nonappropriated | eader (NL) 3566 series) and housekeepers
(nonappropri ated non-supervisory (NA) 3566 series) to provide daily
housekeeper services for guests. The hospitality industry standard
on the ratio of housekeepers to roonms is one (l) housekeeper per
twelve (12) roons per day and one (|) housekeeper | eader/room

i nspector for up to twenty-four (24) roons. Functions shal

include but are not limted to:

a. Providing daily housekeeping services for guests.

b. Mintaining linen control, inventory issue, and replacenent
as required.

c. Mintaining statistical productivity indexes of work
per f or med.

d. Reporting personnel support equi pnent damaged, ni ssing or
in need of replacenent to the transient quarters nmanager or supply/
| ogi stics division

e. Reporting danaged or broken property noted in the transient
quarters to the transient quarters manager for corrective action

2-23



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

f. Performng civilian personnel admnistrative actions,
preparing work schedul es and ti nekeepi ng.

g. Perform ng in-house |aundering of towels and |inens or
utilization of the base laundry or contracted | aundry servi ces.

h. Conducting pre-service and in-service housekeeper training.

i. Providing input for annual budgetary requirenments to the
Transi ent Quarters Manager for the Accounting Section, based on
usage dat a.

j. Submtting requisitions, as required, for adnministrative
and housekeepi ng supplies to the Supply/Logistics Division

8. Miintenance Wirker. Maintenance workers may be mlitary,
civil service or nonappropriated billeting fund enpl oyees who are
responsi bl e for the mai ntenance of transient quarters buil dings,
grounds, equi pnent and NAF vehicles. Responsibilities shal

i ncl ude:

a. Preventive naintenance inspections.
b. Self-help maintenance of buil di ngs and grounds.

c. Preparing, subnitting and nai ntai ning both enmergency and
routine work requests to the facilities naintenance work reception
desk for probl ens beyond self-help capability.

d. Mintaining work request |ogs and records to include
i ndi vi dual room mai nt enance records.

e. Conducting first-echel on mai ntenance on tools, equipnent,
and NAF vehi cl es.

f. Maintaining 30-day supply of consumabl e mai nt enance itens
such as nails, screws, light bulbs, sink stoppers, faucet washers,
toil et seats, flush valves, etc.

g. Providing input for annual budgetary requisitions to the
transient quarters manager, based on usage data, for the Supply/
Logistics Division. Submitting requisitions for maintenance
suppl i es and equi pnent to the Supply/Logistics Division at the
establi shed reorder point of the 30-day inventory |evel

h. Ootaining working parties, assignnment of tasks, and
supervi si on of sane.

9. Manager, Bachel or Housi ng Managenent Divi sion
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a. The Manager, Bachel or Housi ng Managenment Division is
responsible to the Director, Billeting/Bachel or Housing for the
bachel or housing prograns affecting the billeting of al
permanent |y assigned bachel or personnel in the bachel or officer
quarters, bachelor staff noncomm ssioned officer quarters, and
bachel or enlisted quarters. Managenent responsibilities include:

(1) Direct centralized supervision and adm nistration of
the Bachelor O ficer Quarters Branch and Bachel or SNCO Quarters
Br anch.

(2) Supervisory managenent of bachelor enlisted quarters
under the control of tenant unit commanders for day-to-day
adm ni strati on.

(3) Annual review of the Facilities Support Requirenents
(@SR) Pl anning Docunent for the preparation and subm ssion of the
annual Bachel or Housi ng Requirenents Estinmate (BHRE)
(See appendix L.) The BHRE uses data fromthe FSR Joint Uniform
MIlitary Pay System (JUWPS)/ Manpower Managenent System (MVB), and
the Facilities Planning Docunent (@PD) data base to deternmine if
there is a requirenment for construction of new bachel or housing
facilities.

(4) Coordination with public works planners on bachel or
housi ng construction projects; review of HQUC annual Facility
Qui dance Letter to include backup docunents such as the DD Form
1391's (BY 19 Mlitary Construction Data) for all projects
proposed in the current 5-year plan.

(5) Coordination with the Public Wrks Departnent and
Facilities Miintenance Departnent on special progranms affecting
bachel or housi ng assets including Miintenance and Repair (MR)
Programs, the activities Annual Wrk Plan (@WP), Long Range
Mai nt enance Pl an (@RWP) and the Backl og of Maintenance and Repair
( @BVAR) .

(6) Annual review of local directives affecting bachel or
housi ng assets and operation, and updati ng as necessary.

(7) Command program managenent of bachel or BAQ applications
and records of approval.

(8) Establishnment and conduct of inspections for bachel or
housing facilities and operations.

(9) Pre-service and in-service training of host and tenant
unit bachel or housi ng managers/billeting officers.

(10) Review of contract specifications and draw ngs on
proposed bachel or housing military construction projects, to
i nclude repair and inprovenent projects (M1/R1) and (M2/R2).

(11) Receives, reviews, verifies, and naintains nonthly

billeting utilization/occupancy reports fromthe host and tenant
unit conmmanders. Provides annual budgetary i nput.

2-25



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

(12) Prepares all correspondence, nessages and reports on
bachel or housing matters required by higher headquarters.

b. The Manager, Bachel or Housi ng Managenent Division may be
established as a mlitary (MOS 1302) or civilian billet (GS-1173,
Housi ng Series), and graded according to the assigned respon-
sibilities. The incunbent should have a background or progressive
experi ence i n housing nanagenent, engi neering, planning and
estimating, or facilities inspection. Skills in devel oping SOWfor
contract specifications and ability to read and understand
bl ueprint draw ngs are hel pful

10. Bachelor Oficer Quarters Manager. BOQ s manager may be
either mlitary or civilian (GS- 1173, Housing Series) responsible
for the day-to-day adm nistration of the BOQ for pernmanent
personnel including, but is not linmted to:

a. Room assignhnments and termn nations.

b. Responsible officer for personnel support equipnent,
of fi ce equi pnent and plant account property.

c. Receiving, investigating and resol ving occupant conplaints.

d. Mintaining daily utilization, occupancy reports and
statistical work productivity indexes.

e. Conducting routine building and grounds mai nt enance
i nspecti on.

f. Maintaining work request | ogbook/files.
g. Initiating repair/inprovenent projects for the BOQ

h. ldentifying and initiating self-help projects or subntta
of work requests to the Facilities Miintenance Departnent.

i. Mintaining key control accountability.

j. Initiating requisitions for adm nistrative and operationa
supplies to the Supply/Logistics Division

k. Annual prepares of input for the budgetary requirenents.

11. Bachelor Staff NCO Quarters Manager. The bachel or SNCO
quarters managers nay be either mlitary or civilian (G5 1173,
Housi ng series) responsible for the day-to-day adm nistration of
the SNCO quarters for pernanent personnel with the sanme functions
not ed above for BOQ operations.
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12. BEQ s Manager. In the centralized node of BEQ nanagenent, the
BEQ manager may be either mlitary or civilian (GS-1173, Housing
series) and reports to the Manager, Bachel or Housi ng Managenent
Division. In the decentralized node, the BEQ nanager shoul d be
mlitary and report to his unit comrander who has the del egated
authority over day-to-day operation of assigned BEQs. The
functions are the sanme as noted above for the BOQ manager

13. Manager, Planning, and Estimtes Branch

a. The Manager, Pl anning and Estinmates Branch, reports to the
Manager, Bachel or Housi ng Managenent Division and is responsible
for coordination with the Public Wrks Departnent Planner
Facilities Miintenance Departnent Planner, and the installation and
tenant unit commanders on all MCON, repair and inprovenent projects
affecting the conmand’ s bachel or housing assets. Responsibilities
i ncl ude the devel opnent of |ong-range naintenance pl ans; annual and
quarterly work prograns; inspection of real property; requesting
arrangenments for contractual services; screening and classifying
all "in-house" work requests, including energency and service-type
wor k; and determ ning the need for engineering advice and
assi stance. The branch is al so responsible for recomendi ng work
acconpl i shnent by contract when a facility project exceeds the
commander’ s approval authority or when the scope of work exceeds
i n-house capability.

b. The head of this branch nay be established as a mlitary or
civilian billet and graded according to the assigned respon-
sibilities.

14. I nstructor/| nspector

a. A mninmumof two instructor/inspectors should be assigned
to this branch and be responsible to the Manager, Bachel or Housi ng
Managenent Division for providing both pre-service and in-service
instruction to all BOQ BEQ rmanagers for the proper adninistration
and operational procedures of BOQ BEQ managenent in order to
protect the Marine Corps high dollar investnent of new BOQ BEQ
facilities and ensuring a trained work force is available for unit
commanders. Besides providing training, this branch is responsible
for establishing, conducting and naintaining an inspection schedul e
of all BOQ BEQ facilities to ensure that trai ned nanagers are
conplying with this directive, as well as local directives
pertaining to BOQ BEQ Managenent practices and to advise unit
commanders of needed corrective action

b. The billets may be either mlitary or civilian personne
(GS-1173 housing series) with formal training and/ or manageri a
background/ experi ence for instruction and inspecting of bachel or
housing facilities.
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CHAPTER 2

SECTI ON 3: MAI NTENANCE AND SELF- HELP PROGRAM

2300. GENERAL | NFORMATI ON. Bachel or housi ng managenment wil |l
provi de adequat e accommodati ons, protect the facilities from
deterioration, and enploy the nost econom cal nmeans available to
acconpl i sh required naintenance. The activity conmander is
responsi bl e for ensuring that proper maintenance planning is
acconpl i shed through the Public Works and Facilities Departnents
per this Manual and MCO P11000. 7.

2301. CLASSI FI CATI ON OF MAI NTENANCE AND REPAIR. A clear line of
demarcati on cannot al ways be drawn between nai ntenance and repair
As a general rule, maintenance is work intended to prevent or
correct wear and tear in order to forestall replacenent; repair is
work to replace constituent parts of a facility. Conplete

repl acenent of a facility constitutes construction work

2302. MAI NTENANCE EQUI PMENT

1. The followi ng types of custodial naintenance equi pnent may be
provi ded for use in and around bachel or quarters.

a. Vacuum cl eaners.
b. Buffers.
c. Rug cleaners

d. Any other equi prment deened necessary for the cleaning and
upkeep of bachel or quarters.

2. The bachel or housi ng manager is responsible for all maintenance

equi prent and for nmintaining a record/inventory of all such
equi prent .

2303. MAI NTENANCE CONTROL PROCEDURES

1. The bachel or housi ng nmanager is responsible for conpiling,
prioritizing, and reporting trouble calls/naintenance problens on a
daily basis. Trouble calls nmay be initiated by any person

di scovering a di screpancy, whether a resident,

staff nenber, or inspecting officer. Maintenance discrepancies
shoul d be pronmptly reported to the bachel or housi ng manager or

desi gnee thereof; e.g., police sergeant.

2. Upon notification of the problem the bachel or housi ng nanager
will determne if the bachel or housing staff can handl e the problem
Emer gency mai ntenance problens will be imediately reported by

t el ephone to the
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appropriate activity maintenance trouble desk. Al discrepancies,
whet her routine or enmergency, will be pronptly recorded in a
mai nt enance | ogbook.

3. A maintenance | ogbook will be naintained as a nmaster file of
all trouble calls as they occur. For those problens beyond the
capability of the bachel or housing manager, the follow ng action
will be taken:

a. Report the problemto the activity maintenance trouble desk
on the day it is discovered.

b. Obtain the job order nunber or work request nunber and
record it in the maintenance | ogbook

c. Coordinate with activity mai ntenance on the estimted tine
necessary to respond to and fix the problem

d. Follow up with appropriate personnel if the problemis not
fixed by the estimted conpl etion date.

4. Maintenance | ogbooks will be retained for at least | year. A
sanpl e mai nt enance | ogbook format is provided in figure 2-8.

2304. SELF- HELP PROGRAM

1. The self-help programis limted to tasks normally undertaken
by a prudent tenant and requiring mninumskills and sinple
handt ool s.

2. Al self-help work shall be per locally established policy.
Tasks in this category include, but are not limted to, adjusting
bui | di ng hardware, painting, freeing mnor plunbing stoppages, and
trimmng grass. Locally established procedures for authorizing the
drawi ng of materials against standing job orders shall be foll owed.

3. Qualified facilities maintenance departnment personnel shal
provi de techni cal guidance and supervision for all self-help tasks
aut hori zed by job orders. Personnel nmay be trained to perform

sel f-hel p tasks.

4. Activity/tenant conmanders are encouraged to conduct a

sel f-hel p program as a neans of reduci ng nai nt enance costs and
enhanci ng the appearance of bachelor quarters. The program may be
conducted to the extent that it will neither adversely affect
mlitary duty assignments nor curtail or otherw se unfavorably
affect the regularly assigned civilian maintenance conpl enent.

Sel f-hel p projects may i ncl ude:

a. Mintenance and repair of barracks including door hardware

and screen replacenent, mnor plunbing repairs, glass repair, and
drywal | patching
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b. Gounds mai ntenance and i nprovenent such as grass cutting

bush pruning,

c. |lnmprovenent of

d. Repair of storage facilities and related structures.

tree trinmng

recreational

facilities.

e. Light bulb and gl obe repl acenent.

f. Interior sanding and painting.

and shrub repl acenent.

| of Problem | No

Acti on

Figure 2-8.--Sanpl e Mai ntenance Logbook Format.

Bl gd No| Rm No| Dat e| Descri pti on| Wrk Req| Fol | ow up| Dat e Conp|
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CHAPTER 2

SECTI ON 4: LEASI NG

2400. BACKGROUND

1. Authority for the Secretary of the Navy to | ease | odging
accommodati on for bachelor mlitary personnel conmes from20 U S. C
7571(a).

2. The Secretary of the Navy authorizes the CMC to acquire rea
property by | ease (Marine Corps |eases only)and, therefore, to
renew, extend, or otherw se adm nister such |eases, up to $100, 000
in any given case.

3. Leases/contracts are executed for the Marine Corps by the

appropriate Engineering Field Division (EFD) of the Nava
Facilities Engi neering Conmmand ( NAVFACENGCOM .

2401. LEASE EXECUTI ON

1. Policy. Leasing of bachelor quarters is authorized, subject
to the follow ng conditions:

a. Wien it has been determ ned that bachel or quarters under
the control of the Marine Corps are not available to satisfy the
requi renent.

b. When no suitable facilities under the control of the DoD
or other Federal agencies are reasonably avail able for use by the
Marine Corps on an individual assignnent, permt, or joint-use
basi s.

c. Wen leasing offers denpbnstrated cost or operationa
benefits over alternative billeting arrangenents.

2. Qi dance

a. The BAQ of the occupant will be forfeited during the period
that |l eased quarters are occupi ed, except in the case of divorced/
| egal | y- separated personnel for whom accomodati ons have been
| eased and who are receiving BAQ and VHA in order to provide
dependent support.

b. Odinarily, |eased bachel or housing will be provided for
PCS enlisted only.

c. Leasing of |odging accomopdations for personnel in a duty
transient status (tenmporary duty and tenporary additional duty
(TAD)) is authorized, subject to the conditions contained in
paragraph 2401.1, and when a denonstrated savings over per diem
cost will be realized
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d. Bachel or personnel who change their status while occupying
| eased quarters becone ineligible for | eased quarters as of the day
prior to the status change. The lease will also be cancel ed as of
the day prior to the status change.

3. Action

a. The Commandi ng CGenerals of the 4th Marine Division and 4th
Marine Corps Aircraft Wng; directors of the Marine Corps
districts; Director of Central Design and Programing Activities
(CDPA); and Commandi ng Officer, Marine Corps Finance Center, are
authorized to obtain |leases for |odgi ng accormodations for active
duty personnel within the policy and gui dance established in
paragraphs 2401.1 and 2401.2, and the general criteria and
procedures provided in paragraphs 2402 and 2403 of this chapter

b. Activity conmanders are not authorized to | ease bachel or
quarters w thout approval of the CMC (LF).

2402. GENERAL LEASING CRITERIA. The followi ng general criteria
shall apply to all |eased accommpdati ons for bachelor mlitary
personnel :

1. The leased unit nust be a conplete dwelling with private
entrance and bath for the sole use of the occupants. The unit rmust
be well-constructed, in a good state of repair, and provided with
utilities appropriate to the locale. The unit may be furnished.
Unfurni shed units may be | eased when the responsi bl e comrander
determ nes that the intended occupant has sufficient persona
furniture to support their needs.

2. In all cases, |eased quarters nust neet the sanme MSA as
prescri bed for Government-owned quarters in paragraph 2106.
Kitchen facilities will be included as part of the accommopdati ons,
and basic all owance for subsistence (BAS) will normally be

aut hori zed for bachelor nmilitary personnel utilizing the
facilities. Miltiple occupancy, two or nore persons of the same
sex, per leased unit, is permssible so long as the MSA is adhered
to.

3. The | eased accommpdations are to be | ocated wthin reasonabl e
travel time fromresidence to duty location (60 m nutes during rush
hour). The area where the leased units are | ocated should be
serviced by |ocal transportation

4. The unit(s) to be | eased should neet acceptable standards for
heal th and sanitation

5. Mobile honmes are nornmally considered to be inadequate

accommpdat i ons.

2403. LEASI NG PROCEDURES. The followi ng general procedures shal
apply to all leasing for bachel or quarters:

1. Leased units supplenent Governnent-owned quarters with respect
to their assignnent to individuals.
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2. The terns of the | ease shall include the right of the
Government to the lodging units periodically for deficiencies.

3. The lease nust contain a 30-day cancellation clause in favor
of the Governnment. The |ease shall be restricted to the fisca
year within which it is executed. However, the |ease should
provi de for optional extension or renewal.

4. The rental rate in any |ease or service contract will not
exceed the actual conmercial rental value to the general public.
The rent charged by the lessor will defray all costs of utilities
except tel ephone. No utility or other charges, except tel ephone,
will be paid by the | essee (the U S. Governnent) or assigned
occupant.

5. The individuals who are to occupy the unit(s) will not be naned
in the | ease or service contract.

6. The lease or contract will describe the prenises and wll
speci fy the nunber of rooms contained therein.

7. 1t is recomrended that snoke detectors be located in | eased
quarters. |f the snoke detectors are furnished by the Governnent,
they should be retained by the Governnent when the |lease is

cancel ed.

8. Housing referral services of mlitary installations may be used
in locating potential |eased accommobdati ons.
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CHAPTER 2

SECTI ON 5: TRANSI ENT QUARTERS MANAGEMENT

2500. GOVERNMENT TRANSI ENT QUARTERS. Transient quarters are
operated primarily to provide a service to duty transient personne
and TAD students, and to conserve appropriated funds through
reduced per di em paynents.

1. Sufficient quarters shall be set aside to acconmpdate TAD
transient personnel. Housing utilization reports should be
reviewed periodically and inventory adjustnents nade, as necessary,
to attain the optimum m x of housing for permanent party personne
and TAD transients. Certificates of nonavailability nmay not be
issued to duty transients, either mlitary or civilian, when
adequate housing is available. Wen designated transient quarters
are fully occupied, transients may voluntarily occupy pernanent
party quarters. TAD transients will be assessed no charge for use
of permanent party quarters unless billeting fund services are
extended to those quarters.

a. The follow ng personnel are entitled to designated
transient quarters on a confirmed reservati on basis:

(1) Mlitary personnel and DoD civilians on TAD orders.

(2) Anerican Red Cross and Navy Relief Society officers or
enpl oyees on official business.

(3) US and foreign civilians traveling as guests of the
Armed Forces.

(4) Reserve personnel in a TAD status, unit training
status, and annual trainees on individual orders.

(5) TAD foreign nationals or foreign mlitary trainees
engaged in or sponsored by mlitary assistance or simlar training
programnms unl ess prohibited by the Status of Forces Agreement (SOFA).

(6) Family nenbers on nedical TAD orders.
(7) Mlitary personnel, and/or their famly nenbers,
arriving at or departing fromoverseas installations on PCS orders

when TLF or permanent housing is not imredi ately avail abl e.

(8) Oficial guests of the activity conmander. (Cuest
speakers, visiting civilian chaplains, etc.)

b. The follow ng personnel nmay occupy designated transient
quarters on a space-avail abl e basi s.

(1) Retirees, mlitary personnel on | eave, famly nenbers

or guests of mlitary personnel assigned to the activity if TLF
space i s not avail abl e.
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(2) DoD civilian enployees and their famlies arriving or
departing incident to PCS when TLF' s are not avail abl e.

(3) Personal guests of the activity conmander

c. For personnel who are neither on TAD nor traveling as
guests of the Arned Forces, the maxi mum period for occupying
transient quarters is 30 days. The 30-day limt may be waived by
the activity commander on a case-by-case basis for reasons of
mlitary necessity or personal hardship.

2.  An advance reservation systemw || be established which wll
enabl e personnel to determine the availability of adequate
Government quarters at the TAD site. The system nust be capabl e of
providing at | east 30 days advance notice of non-availability of
quarters to ensure that the traveler has sufficient tine to nake

ot her arrangenents for lodging prior to arrival. |f circumstances
precl ude requesting reservations in advance, the traveler wll
report to the billeting office for assignnent to avail able
acconmodat i ons, unless the traveler’s orders direct otherw se.
Since travelers are required to submt a certificate of nonavail a-
bility of Governnent quarters for reinbursenent, billeting office
procedures will require recordkeepi ng of advance requests which
coul d not be accommpbdated in order that orders nay be appropriately
endorsed upon arrival of the traveler. Reservations shall be
accepted only when accommpbdati ons can be nade avail able for the
entire tenmporary duty period

2501. USE OF FAM LY HOUSI NG  Housing under the cogni zance of the
Fam |y Housi ng Managenent Account will not be used for transient
quarters, except when tenporary diversion has been authorized by
the CMC (LFF).

2502. NONDUTY TRANSI ENTS. Nonduty transients may be accommobdat ed
on a space-available basis only. Nonduty transients shall be
advised at the tinme of registration that occupancy is strictly on
a day-to-day, space-avail able basis and that they nmust vacate no
|ater than the following day if the quarters are required for duty
transients.

2503. FACILITIES, SERVICES, AND SUPPLIES. As a mninmm transient
quarters should provide the sanme facilities, services, and supplies
whi ch woul d ordinarily be provided a permanent BOQ BEQ resi dent of
the sane grade. Transient units should be consi dered adequate only
when neal facilities (Government or comrercial) are avail able

wi thin a reasonabl e wal ki ng di stance or when transportation is
provi ded.

1. The followi ng services and supplies are required in all units
used for transient personnel

a. Twenty-four-hour check-in and check-out service.

b. Twenty-four-hour wake-up service, or issue of an alarm
cl ock.

2-38



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

c. Custodial service in all commpn-use areas.

d. Daily maid service including bed naki ng, cleaning the
bat hroom enptying the trash containers and ash trays, dusting,
vacuum ng, and replacenent of towel, washcloth, and drinking gl ass.

e. Change of bed |inens when guests have departed or at | east
weekly for long term guests.

f. At least one towel, washcloth, bar of soap, and drinking
gl ass per person.

g. Lock and key for doors to all separate units and, inside/
outside |ocks or latches on all bathroomfacilities between roons.

2. The follow ng standards are established as the ni ni nrum anmount
of furnishings for individual transient quarters to assure a
confortable |iving space conparable to a conmercial hotel/notel:

[tem Quantity Basis of 1ssue
Ash tray 1 per unit
Basket, wast epaper 1 per room

Bath mat, cloth 1 per bat hroom
Bat hr oom shel f space 1 per bat hroom

(20-inch m ni mum or vanity)

Bedspr ead 1 per bed

Bed (with spring and nattress) 1 per person

Bl anket 1 per bed (extras as
required by | oca
clinate)

Chair, easy 1 per unit

Chair, desk 1 per desk

C ock radio 1 per unit

Cl oset space or wardrobe 1 per person

Cl ot hes hangers 12 per person

Cof f eermaker 1 per unit

Cover, mattress 1 per mattress

Cover, pillow 1 per pillow

Desk or desk/chest unit 1 per unit

Dresser or chest of drawers 1 per unit

El ectric outlet near 1 per bat hroom

bat hroom m rror

Lamp, table 1 per night table
Lanp, desk 1 per desk

Lanmp, floor 1 per unit

Mrror (full |ength) 1 per unit

Mrror (well-Iighted) 1 per bat hroom
Pad, mattress 1 per bed

Pi ctures, franed 2 per unit

Pillow, bed 1 per bed
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[tem Quantity Basis of 1ssue

Pill owcase 1 per pillow

Rack, |uggage 1 per unit

Refri gerator 1 per unit

Rug 1 per room reasonable
cover age

Sheet, bed 2 per bed

Shower curtain 1 per bat hroom

Tabl e, ni ght 1 per bed

Tel ephone 1 per room

Tel evi si on, col or 1 per unit

Towel rack 1 one per person

W ndow coveri ngs: 1 per w ndow

shades, blinds or drapes

2504. TRANSI ENT Al RCREW QUARTERS. When the average daily vol une
of transient aircrews warrants specific quarters, Marine Corps air
stations may designhate aircrew quarters to neet requirenents for
m ni mum ground tine and uninterrupted rest. Such quarters nust be
available for all transient aircrew personnel regardless of the
parent organi zation or service. Any duty transient personnel my
be assigned to these quarters when other transient facilities are
full or otherwi se not available. Certificates of nonavailability
will not normally be issued until all transient facilities,
including transient aircrew quarters, are full. Aircrew quarters
are operated as part of the transient activity w thout separate
accounti ng procedures.

2505. CERTI FI CATES OF NONAVAI LABI LI TY OF QUARTERS

1. Certificates of nonavailability of quarters or endorsenment of
orders are provi ded when adequate CGovernment transient quarters
(owned or contracted) are not available for mlitary and DoD
civilian personnel on TAD orders. Personnel are not provided with
certificates when they occupy inadequate Governnent quarters
voluntarily, or involuntarily due to nmilitary necessity. A
certificate of nonavailability should be provided to personnel who
el ect to use an MAR nanaged transient |lodging facility "hostess
house" when adequate Governnent transient bachel or quarters are not
avai l abl e. MAR nanaged transient |lodging facilities are not

consi dered "Governnent quarters” for purposes of conputing pay and
al l owances and their use is always on a voluntary basis.

2. Acertificate of nonavailability should be provi ded when
quarters are available but are inpractical for use for specia
reasons. The billeting office should indicate the reason that
avai |l abl e quarters cannot be used when providing certificates of
nonavail ability.

a. Lack of transportation.
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b. Excessive distance between the neal facility and pl ace of
| odgi ng or place of duty, which would be | essened by use of
of f - base housi ng.

3. If unique or specialized billeting requirenents are requested
by an individual or by a person in charge of a crew, teamor a
group traveling together, and no statenment to support this request
is contained in the travel orders, certificates will not be
provided if adequate quarters are avail abl e.

4. Postdated certificates of nonavailability may be furnished to
travelers who failed to obtain certificates prior to departure from
the activity, if in fact adequate quarters were not avail abl e.

2506. CONTRACT TRANSI ENT QUARTERS. The use of contract transient
quarters may occasionally reduce per diem expenses for officia
duty TAD personnel when on-base quarters are not avail abl e.
Activity commanders shoul d be aware that contracting for transient
quarters is an available option; and they should budget for demand-
type contracts for off-base comercial quarters whenever the daily
per person cost is less than the average cost of | odgi ng payable
under the JTR

1. Contracting. Contract transient quarters are obtained through
the | ocal purchasing and contracting officer. Representatives of
the activity comrander, including the bachel or housing officer, a
nmedi cal officer or environnental health inspector, and the
contracting officer should initially visit establishments being
consi dered for contract award to ensure the follow ng:

a. Quarters neet the mninmum standards of adequacy cont ai ned
i n paragraph 2106, and the applicable public health/environnenta
st andar ds.

b. Adequate neal facilities are available during reasonable
hours for three neals a day, within a reasonabl e wal ki ng di stance
or with transportation provided.

c. Comrercial transportation, laundry facilities, and
entertai nment are reasonably avail able to occupants.

2. Eigibility and Funding. Use of contract transient quarters
is restricted to the followi ng personnel

a. Active duty and Reserve nmlitary personnel and DoD civilian
personnel participating in Joint-Chiefs-of-Staff-directed
exerci ses, and Federally Mbbilized Reserve Personnel. Funding is
the responsibility of the host installation

b. Inactive Reserve transient personnel traveling on funded
TAD orders. Funding is the responsibility of the commander who
i ssued the orders. Such personnel are assigned to quarters only
when the parent Reserve organi zati on has nade advance arrangenents
with the appropriate billeting office for rei mbursenment of expenses
and has identified, by nanme, those personnel to be billeted.
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c. Active duty nmilitary and DoD civilians traveling on funded
TAD orders. Funding is the responsibility of the commander who
i ssued the orders. These personnel will be eligible only when the
parent command has provided the appropriate billeting office with
a fund citation authority in advance of the TAD.

3. Uilization

a. Contract quarters are used only when all transient quarters
are fully occupied by other duty transients. |f nonduty transients
are occupyi ng on-base transient quarters, they are required to
vacate not later than the followi ng day to accommpdate the
billeting requirenents of duty transients. Once billeted in
contract transient quarters, transient personnel should not be
required to nove to on-base quarters unless they are on an extended
period of TAD (one week or nore renaining on their schedul ed duty)
and only when they can be accommpdated on base for the entire
period renmaining on their schedul ed TAD.

b. The activity commander is responsible for the foll ow ng:

(1) Budget and control of operations and mai ntenance funds
for contract transient quarters.

(2) Assignnments and term nations of eligible personnel.

(3) Recordkeeping sufficient to validate the accuracy of
contractor billings.

(4) Periodic review of contract quarters utilization
records to ensure that contract quarters are used only when
on-base assets are not avail abl e.

2507. FI NANCI AL MANAGEMENT OF TRANSI ENT QUARTERS. The admi ni stra-
tion of bachelor transient quarters is a conmand function supported
with appropriated funds. A "billeting fund® is a Nonappropriated
Fund Instrunentality (NAFI) established to augnent and enhance the
transient billeting services provided by an activity. |Its prinmary
purpose is to buy goods and services that cannot be purchased with
appropriated funds. This paragraph provi des guidance for the

adm ni stration of a NAFI billeting fund. Refer also to the MAR
Policy Manual, MCO Pl 700. 27 for additional guidance applicable to
all USMC nonappropriated funds (NAF).

1. Each activity commander will establish and adm nister a NAFI
billeting fund for receiving and disbursing nonies collected

t hrough approved service charges. Requests for exception to this
policy require approval by the CMC (LFF).

2. Due to the broad scope and conplexity of Marine Corps billeting
funds, activity commanders are granted broad authority to determ ne
how t o best acconplish billeting fund accounting within the

gui dance contai ned i n NAVSO P- 3520, Financial Managenent Policies
and Procedures for Mrale, Wl fare and Recreation Prograns.
Commanders with large billeting funds are encouraged to
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take advantage of the efficiencies to be gained fromrequiring
their billeting fund on a reinbursable basis. However, under no
circunstances will a billeting fund be established as nerely as
subaccount to another fund. A billeting fund will always be
establ i shed as a separate NAFI

3. NAVSO P-3520, Financial Managenent Policies and Procedures for
Moral e, Welfare and Recreation Programnms, prohibit appointnent of,
as a manager or custodi an of nonappropriated funds, any individua
who is responsible for either the receipt or disbursenment of
appropriated funds. Accordingly, staff cognizance over and
responsibility for admnistration of the billeting fund shall not
rest with the local appropriated fund fiscal officer/conptroller

A separate individual, normally under the cogni zance of the AC S,
Facilities or the G4, will be appointed as custodian to adm ni ster
the fund.

4. Billeting funds will operate as self-sustaining, NAF fisca
entities established to provide services to eligible personnel and,
as such, are instrunentalities of the U S. Governnent. They wl|
operate under official regulations issued by the CMC and are
subject to the following restrictions:

a. Billeting funds shall not be operated for the financia
profit of any person or group or conbination of persons.

b. No individual shall have any financial interest or right,
i n any manner what soever, in the operation of a fund.

c. The CMC is successor in interest to any disestablished
billeting fund.

d. Billeting funds will not be contributed, |oaned, or
transferred to other nonappropriated or appropriated fund
instrunmentalities.

2508. BILLETI NG FUND ADM NI STRATION. Billeting funds shall be
adm ni stered and accounted for per NAVSO P- 3520 and SECNAVI NST
7000. 23.

1. The billeting fund will be administered as a separate financia
entity to serve as a depository for noney collected from
appropriate charges. Managenent Program Code 821 will be used to
identify bachelor transient quarters, and does not include
tenporary lodging facilities.

2. Subaccounts neasure revenue derived from and expenses incurred
by el ements of an operation and the financial inpact of each on the
overall performance of the fund. Separate financial statements are
not required for each subaccount. Authorized subaccounts for
billeting funds are:

a. Distinguished guest quarters.

b. Transient officer quarters.
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c. Transient enlisted quarters.

d. Permanent party quarters.

3. The financial goal of the billeting fund is overal

sel f-sufficiency and not profit generation. Sufficient-revenue
shoul d be generated by the billeting fund to provide for direct
operating expenses, adninistrative overhead expenses, training of
NAFI enpl oyees, and acquisition/replacenent of capital assets
either not authorized or not available from appropriated funds.
Sufficient reserves may be generated in a 5-year financial program
for major capital expenditures not authorized by or available from
appropri ated funds.

4. Activity commanders shall nonitor the operation of the
billeting fund and adjust service charges, as necessary, to pre-
clude either insufficient or excessive funds. Normally, rates wll
be adjusted at the end of each fiscal year based on an anal ysis of
the billeting fund’s financial statenments fromthe previous year

A proposed rate schedule will be included as a display in the
annual billeting fund budget submi ssion. CMC approval is required
when service charges exceed the rate guidelines provided in

par agr aph 2509. 2.

5. In all cases involving suspected m sappropriation, |arceny,

fraud, or robbery, the activity commander shall request an
investigation by the Naval I|nvestigative Service.

25009. Bl LLETI NG FUND REVENUES

1. Service Charge Policy. The activity commander shall ensure
that service charges are collected to generate revenue necessary
to nmeet expenses and reserves. Service charges are established to
pay for maid services, supplies (except cleaning supplies),
enhanced anenities and ot her nonappropriated costs incident to the
operation of the transient quarters. Were no service is provided,
either maid service or enhanced anenities, no charge nay be |evied.
Service charges will not be used as a neans of collecting rent or
recoupi ng BAQ Activity commanders shall ensure that al

transients are infornmed of the service charge rates. A schedul e of
establ i shed service charges shall be posted in a prom nent place.
Figure 2-9 provides a list of personnel required to pay service
charges. Service charges nmay be collected in advance

2. Rates. As a general rule, service charge rates should be
comrensurate with the | evel of service provided. Service charges
in excess of the guidelines |isted below require specific witten
approval fromthe CMC

Enlisted Quarters: $15. 00
O ficer Quarters: $20. 00
Di sti ngui shed Guest: $30. 00

a. Permanent Party Bachel or Housing Residents. Service
charges for permanent party residents shall be established at the
m ni mum anount necessary
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to pay for elected maid service within the confines of their
personal |iving spaces. Pernmanent party residents, including

geogr aphi cal bachel ors, have the option to clean their own living
area and not pay a service charge for maid service. Activity
commanders shall require inspections of quarters to ensure that
proper, standards of cleanliness are maintained. These inspections
shoul d be held in conjunction with other facility inspections to
the maxi num extent practicable. |If a nmenber does not nmintain
assigned quarters in an acceptabl e manner, appropriate action
shoul d be taken, to include the mandatory use of nmid service.

b. Oficial Duty/Transient Personnel. Service charges wll
be levied on mlitary and civilian personnel on TAD orders. The
original orders of transient personnel shall be endorsed indicating
the nunber of consecutive days and inclusive dates of residence in
transient quarters and the anmount of the service charge paid.
Transi ent personnel on official duty who are not authorized per
di em al | onance for |odging nust personally bear the service charge
expense.

c. Unit Deploynent Program (UDP). Service charges for unit
depl oynent personnel will be comrensurate with the |evel of service
provided by the billeting fund, but will not exceed the guidelines
of paragraph 2509.2 without specific witten authority fromthe CMC

d. Reserve Conponents. Menbers of the Marine Corps Reserve
or the Reserve conponents of other Arned Services performng active
duty training or inactive duty training shall be required to pay
servi ce charges conmensurate with the | evel of service provided by
the billeting fund. Menbers belonging to nobilization (volunteer)
units should be billeted in permanent party quarters where they
will not be required to pay service charges unless nmaid service is
elected. |If orders read "No pay or quarters allowance,” nenbers
shoul d be billeted in permanent party quarters unless they el ect
to reside in transient quarters at their own expense.

e. Mdshipnen/ Cadets. Naval Reserve O ficer Training Corps
(NROTC) mi dshi prmen, U.S. Naval Acadeny m dshi pnen, Coast Guard
m dshi pnmen, West Point cadets and Air Force Acadeny cadets shal
be required to pay service charges commensurate with the | evel of
service provided by the billeting fund. The follow ng service
charge billing procedures shall be observed:

(1) The cost of services provided to NROTC m dshi pren
undergoing training shall be charged to the Chief of Nava
Educati on and Trai ni ng, Reserve Personnel (Navy funds), as
rei nhursenent to the appropriate billeting fund.

(2) Service acadeny m dshi pmen and cadets receiving per
diemshall be required to pay service charges directly to the
billeting fund.

(3) For mdshipnen and cadets not receiving per diem the

cost of services provided shall be billed to the superintendent of
the appropriate service acadeny.
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f. Foreign Mlitary Menbers. Menbers of foreign mlitary
service shall pay service charges commensurate with the | evel of
service provided by the billeting fund.

2510. BILLETI NG FUND EXPENSES

1. Wth the exception of |abor costs for naid service and costs
incident to operating transient quarters, all other operation and
adm ni stration costs will be supported by appropriated funds as
provi ded by NAVCOWMPT Manual, Volunme 7. Administrative services and
suppl i es, equi prrent and supplies for cleaning and mai ntenance,
procurenent of roomlinens and equi pnent, laundry and dry cl eaning
costs are appropriated fund expenses.

2. Mid and Custodial Services

a. Custodial service in comopn-use areas such as offices,
hal | ways, | obbies, dayroons, gamneroons, |ounges, and |aundry rooms
is an appropriated fund expense. Maid service within the confines
of individual personal living areas is a nonappropriated fund
expense.

b. Mid and custodial services for permanent party personne
and transients may be provi ded by:

(1) NAF civilian enployees. (The NAFI rnust be rei nbursed
from appropriated funds for custodial service in commpn-use areas.)

(2) NAF financed contract cleaning service. (The NAFI nust
be rei mbursed from appropriated funds for custodial service in
comron- use areas.)

(3) Appropriated fund civilian enployees. (U S. Treasury
nmust be reinbursed by the NAFI for maid service in personal |iving
spaces.)

(4) Appropriated fund financed contract cleaning service.
(U.S. Treasury must be reinbursed by the NAFI for maid service in
personal |iving spaces.)

(5) If custodial workers are | ocal club system NAF
enpl oyees, enployer’s share of retirenent and i nsurance costs will
be reinmbursed to the Marine Corps Mrale Support Fund, CMC ( MSF).

c. Under no circunstances will enlisted personnel perform
janitorial services unless the services are perforned voluntarily
as appropriately conpensated off-duty enpl oynent.

3. Laundry and Dry-d eaning Services. Covernnent-owned room
linens and furnishings will be procured, |aundered or dry-cleaned
Wi th appropriated funds.
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The terms "room|inens"” and "furnishings"” include bed |inens,
towel s, washcl oths, bathmats, shower curtains, drapes, bl ankets,
rugs, and simlar itens used in conjunction with outfitting living
spaces.

4. Labor. Activities should rely on regular part-tinme and inter-
mttent part-tine personnel to minimze | abor costs. NAFI

enpl oyees who provide naid and custodi al services are governed by
NAFI personnel regul ations and their wages are based on the DoD are
a wage surveys. \Wiere possible, to reduce recordkeepi ng expenses,
billeting fund managers should investigate the feasibility of
purchasi ng | abor services fromother NAFI’'s. |n such cases,
expenses for NAFI personnel (to include insurance, retirenent
benefits and Federal Insurance Contribution Act (FICA), etc.) wll
be rei mbursed to the proper NAFI

5. | nprovenents to Transient Quarters

a. In recognition of budgetary, manpower, and facility
[imtations, this Manual stipulates only those m ninmumrequirenents
and services to be provided to transient personnel and the MAR
Policy Manual, MCO Pl 700.27. Activity commanders are encouraged
to reasonably exceed these mininuns within [ ocal capabilities.

b. Appropriated funds shoul d be used to the maxi mum ext ent
possible to inprove transient quarters. \When appropriated funds
are not authorized or not avail able, nonappropriated funds nmay be
used. Routine operation and mai ntenance of transient billeting
facilities is an appropriated fund expense and the activity
commander is responsible for budgeting sufficient appropriated
funds to support the transient billeting nission

c. Al major nodernization, construction, inmprovenent, and
repair projects, including furniture procurenent/repl acenment and
| andscapi ng should be identified and listed on a construction
DD Form 1391 (FY 19 Mlitary Construction Project Data).
Additionally, the DD Form 1391 should reflect not only the scope of
the intended project but |ist any previous work acconplished within
the last 18 nonths. The scope of such projects should be suffi-
cient to preclude the need for simlar work for at |east 18 nonths.

d. Billeting funds are not intended for use in major construc-
tion or alterations. Proposals for such projects should be critic-
ally reviewed on a case-by-case basis by the activity comrander and
forwarded to the CMC (@FF) for approval

2511. BUDGETS AND FI NANCI AL STATEMENTS

1. Annual NAFI budgets are to be prepared per NAVSO P- 3520,
chapter Il. The billeting fund budget will include:
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a. An operating budget.
b. A cash flow budget.
c. A bal ance sheet projection
d. A 5-year projected capital expenditure budget.

e. A proposed schedul e of service charge rates for the budget
year.

The conpl et ed budget, reviewed and approved by the activity
commander, should be on file at the activity and avail able for
audit and review not later than 1 Septenber of the preceding year.
A copy of the budget, approved by the activity commander, wll be
provided to the CMC (LFF) for information

2. Annual billeting fund financial statements will be conpleted
and copies forwarded to the | ocal NAFI auditor and the CMC (LFF),
to arrive not later than | Novenber. The financial statenents
shoul d i ncl ude:

a. A Bal ance Sheet.
b. Statenent of Reconciliation of Net Wrth.
c. Incone and Expense Statenent.

d. Appropriated Fund Support Sunmmary (Schedule A to the Incone
and Expense Statenent).

e. Funds Invested/ Validated Conmi tnents Report.

3. Quarterly billeting fund financial statenents will be prepared
and will display the budgeted anbunts, actual anpunts, and the
vari ance. The conpleted quarterly financial statenents, with the
activity commander’s review ng endorsenent, should be on file at
the activity and available for audit and review not |ater than the
20th of the nonth following each fiscal quarter. A copy of the 2d
quarter and the year-end financial statement will be provided to
the CMC (LFF) for information, review and anal ysi s.

4. The international Bal ance of Paynments (I1BOP) Programrequires
nonappropriated billeting fund financial data. The reporting
requi renent extends to all responsible officers having cogni zance
over activities outside the U S. responsible for the establishnment
and operation of nonappropriated billeting fund activities. The
Accounting Report 2 will be conpleted and forwarded to the CMC
(LFF) per the instructions contained in MO 7020.8C, to arrive not
| ater than the 20th of the nonth followi ng each fiscal quarter
Report Synbol DD 7020-08 has been assigned to this report.

5. NAF procurenment will be acconplished per the provisions of

NAVSO P-3520. In no instance will the custodian of the billeting
fund perform procurenents unl ess
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an exception to this restriction has been approved by the CMC
When feasible, a centralized NAF procurenment office or the
appropriated fund purchasing and contracting office shall be used.

6. Billeting funds are included in the nandatory requirenent for
NAFI's to participate in the NAF Conposite |Insurance Program The
pur pose of the Conposite |Insurance Program as concei ved and adopted
by the Marine Corps is to provide the nbst conprehensive insurance
program consi stent with equitable prem umcosts for the protection
of the assets and interests of the individual activities against

i nsurabl e | osses. Coverage includes such areas as conprehensive
public liability, fidelity, physical property and worker’s conpen-
sation. All participating activities finance the cost of the
program from @NAF's. Premiumrates are established for each
activity based on-worl dwi de Marine Corps exposure factors.
Billeting funds will conply with MCO P1741.7 which requires that
an identification nunber for the billeting fund and an i nsurance
manual be obtained fromthe CMC (MSS). Correspondence regardi ng
billeting, requests for fornms and request for additional guidance
will be sent to the CMC (MSS)

7. Procedures for the control of cash receipts are provided in
NAVSO P- 3520.

8. Billeting funds will be audited annually by the Marine Corps
Nonappropri ated Fund Audit Service per the provisions of
MCO 7510. 2.
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Fair
Market
Service Rental No
Type of Resident Type of Accomodation  Charge  Charge  Charge Netes

Permanent Party Permanent Party X 1
Military (Bona

fide and Geographical

Bachelors

Permanent Party Permanent Party X X 2
DoD Civilian

Nonduty Status Permanent Party X X 73 14
Personnel Military or Transient

or DoD Civilians

Not Forfeiting BAQ.

0fficial Duty Transient X
Transients Military
and DoD Civilian

Reserve Components Transient X
on ACOUTRA/Drills
not Receiving Pay

Allowances

Midshipman/Cadets  Transient ' X

Nen-Government Permanent Party X X [
Civilians or Transient

Official Guests of Permanent Party X 16

Activity Commander or Transient

Retired Military Permanent Party X X #
or Transient

Notes:
1. If optional maid service is elected, a service charge may be assessed.

2. Fair market rental rates will be waived in foreign areas where quarters are
provided to civilian employees in lieu of their housing allowance.

3. Bachelor quarters may be occupied on a temporary space-available basis.

4 At the discretion of the activity commander, fair market rental charges may be
vaived for active duty military members on leave and for retired military personnel.

5. Includes American National Red Cross (within the U.S. and its Territories), Navy
Relief Society, USO, technicians, contractors, station entertainers and official
visitors who are not offical guests of the CMC or the activity commander.

6. Limited to unpaid guest speakers, visiting civilian chaplains and others
providing a service to the Command without compensation.

b,

Figure 2-9.--Service Charge Chart.
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CHAPTER 2

SECTI ON 6: ALLOWANCES

2600. BASI C ALLOMNCE FOR QUARTERS (BAQ

1. Policy. Maxinmumpractical occupancy is to be nade of al
adequat e Government bachel or quarters before BAQ is authorized
Therefore, menbers not qualifying as exceptions as listed in
paragraph 2600.3, may not be authorized BAQ or per diemif

adequat e Governnment quarters are available. Generally, corporals
and bel ow wi t hout dependents will not be authorized BAQ when

Gover nment bachel or quarters, regardl ess of adequacy, are avail able
at their permanent duty station.

2. Procedures /Authority

a. Authority for entitlenent to BAQrests with the activity
commander within the guidelines contained in this Manual and the
DoD Pay Manual. Accordingly, activity commanders shall establish
control procedures to preclude unwarranted BAQ aut hori zations.

b. Entitlenent to BAQ nmust be deternined on a case-by-case
basis to ensure that:

(1) BAQis not authorized for nenbers who are required to
reside aboard the activity for reasons of mlitary necessity.

(2) Adequate Government quarters are not available or, if
avail abl e, the nmenber qualifies as an all owabl e exception

(3) Of-base quarters are avail able, neet the Marine Corps
st andards of adequacy, and have been certified as such by the
activity housing referral service prior to authorization of BAQ
Al'l permanent party personnel drawing BAQ will have an entry made
in their service record book (SRB or OQR).

(4) Of-base residency of the nenber is in the best
interests of the Marine Corps and the health and wel fare of the
menber .

c. The activity commander will give appropriate witten notice
to each nenber entitled to BAQ and may use the follow ng

(I') Adequate Government quarters will be made available to
you during your tour of duty. You should make tenporary off-base
arrangenents.

(2) Adequate Government quarters may be nade available to
you within 30 days. You should rmake tenporary off-base
arrangenent s.

(3) Adequate Governnment quarters will not be made avail abl e

to you during your tour of duty. You should nmake permanent
of f - base arrangenents.
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d. BAQ may be terninated by assignnent of adequate Governnent
quarters when the activity comrander determ nes that the Marine's
continued off-base residency is not in the best interest of the
Marine Corps. Any such actions should take into consideration the
provi sions of paragraph 2101.1

3. Extraordinary Instances of BAQ Authorization. The activity
commander may wai ve the involuntary assi gnment policy and

aut hori ze of f-base residence and recei pt of appropriate BAQin the
foll owi ng instances:

a. nenbers already drawi ng BAQ who have accunul ated a
significant quantity of furniture, and if required to live on base,
woul d have to sell their furniture at a considerable |oss, or store
it at a considerabl e expense.

b. Menbers who sustain the loss of their only dependent
through death, divorce, or |egal separation. These persons wll
be granted a 90-day exenption fromthe assignnent to on-base
Government quarters. |If such a nenber owns the home in which they
reside, inthe vicinity of their assigned duty station, they nay be
exenpted from on-base residency.

c. Femal es who have reached the 6-nonth of pregnancy and who
desire to establish off-base residency prior to childbirth. A
certificate fromthe nedical officer attesting to the estimted
delivery date is required

d. For other good and sufficient reasons at the discretion of
the activity commander

2601. TEMPORARY LODGE NG ALLONNCE

1. Tenporary |odging allowance (TLA) (application only outside
CONUS) is authorized for the purpose of partially reinbursing a
nmenber for the nore-than-normal expenses incurred during occupancy
of hotels or hotel-like accommodations, and for expenses for neals
obtained as a direct result of the use of tenporary | odgi ngs which
do not have facilities for preparing and consuning neals. The TLA
applies in the follow ng instances:

a. Upon initial arrival (reporting) at a permanent duty
station outside the United States, and pendi ng assi gnnent of
Government quarters or pending conpletion of arrangenents for other
per manent |iving accommodati ons when Government quarters are not
avai |l abl e.

b. Wen, for reasons beyond the control of the nmenber, a
menber once established in permanent housing in the vicinity of the
menber’ s duty station nust vacate such housi ng, permanently or
tenmporarily, and use hotel or hotel-like acconmodations in the
vicinity of the permanent housing or pending reoccupancy of the
formerly occupi ed pernmanent housing. Such circunstances nust be
determned and verified by the activity commuander.

c. |Imediately preceding departure on a PCS outside the United
States and after Governnent quarters are in fact vacated in
connection with PCS orders or after surrender of other permnent
living accommdati ons.
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2. Activity commanders have the responsibility to adm nister
tenporary | odgi ng all owances by:

a. Ensuring that existing Government transient quarters are
used to the fullest possible extent by nmenbers and/ or dependents
upon arrival at, and departure from the duty station

b. Requiring that the TLA be terminated if suitable Governnent
quarters are declined

2-53



MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

CHAPTER 2

SECTI ON 7: | NSPECTI ONS

2700. GENERAL I NFORMATION. Activity conmanders have the
responsibility to ensure that assigned living spaces are properly
mai nt ai ned and cl eaned, that their personnel are properly housed
per the MSA established by DoD and the CMC, and that Governnent
bachel or quarters provide a safe and secure place to live. To neet
these obligations, periodic inspections of bachelor quarters rmnust
be conduct ed.

2701. COVVAND | NSPECTI ON RESPONSI BI LI Tl ES

1. Activity Comuander’s Responsibilities

a. Promul gate comand i nspection procedures for bachel or
housing facilities at your activity.

b. Initiate, coordinate, and conduct periodic inspections of
all bachel or quarters.

2. Tenant Commmnder’'s Responsibilities

a. Ensure that your personnel are adequately housed.

b. Conduct joint inspections in conjunction with troop
novenent s and depl oynents or mass reassi gnnents of tenant commands
to other quarters

c. Inspect quarters assigned to your personnel to ensure that
Government property is properly naintained, and that no contraband
(flammable materials, live munitions, or illegal drugs) have been

introduced. Marine Corps policy also prohibits the introduction of
al cohol i ¢ beverages into bachel or quarters occupi ed by sergeants
and below. Further, the display of pornographic/obscene naterials
is prohibited in bachelor quarters.

2702. BACHELOR HOUSI NG Bl LLETI NG DI RECTOR RESPONSI BI LI TI ES

1. Conduct periodic inspections.

2. Mnimze the nunber of inspections and roomentries hy
consolidating with schedul ed command i nspections to the maxi mum
extent practicable.

3. Review inspection reports of discrepancies and coordi nate
corrective actions.
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2703. ESTABLI SHI NG AN | NSPECTI ON PROGRAM

1. The activity conmander’s bachel or housing policy directive wll
i nclude detailed policy for inspecting bachel or quarters.

I nspection policy should include the follow ng mninmm essentia

i nformati on:

a. Inspection responsibilities of the host comander, tenant
commander, and the bachel or housi ng managenent staff.

b. Schedul e and frequency of inspections.
c. Reports required.

d. Corrective action procedures.

2704. SAFETY AND SECURI TY | NSPECTI ONS

1. To neet their responsibility to provide a safe and secure
living environment in Governnment bachel or quarters, conmanders
must include the followi ng safety and security provisions in their
i nspection program

a. During routine inspections, identify and mnimnze
conditions which may cause a fire or accidental injury.

b. Take action to reduce or prevent the occurrence of persona
injury and danmage or | oss of property.

c. Provide periodic safety and security training to inprove
the ability of staff nenbers and residents to recogni ze hazar dous
or insecure conditions.

2. Periodically, comrand inspectors should be augnented by
specialists in the fields of fire safety, security, preventive
nmedi cine, and facilities maintenance. To the maxi num extent
possi bl e, these inspectors should participate in regularly
schedul ed conmand i nspections; however, it nay be necessary to
schedul e them separately when schedul es conflict.

2705. KEY CONTROL PROCEDURES

1. General. The activity commander will designate a responsible
officer, normally the bachel or housing nanager, to be in charge of
bachel or housing key security. This function is of major
inportance to the security of the residents’ possessions and of
Government property. Key control is the cornerstone of physica
security. |If keys, particularly master keys, are conprom sed or
lost, it jeopardizes bachelor quarters security. An effective

key control systemis essential to reduce direct |oss of Governnent
property and cl ai ns agai nst the Governnent due to theft.

2. Key Security Procedures. M ninmmkey security procedures wll
i nclude the establishnment of a general key |ocker and a master key
| ocker. Decentralization
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of key control will be at the discretion of the activity comander
however, it is reconmended that master key control be retained at
battalion level or higher. General key |ockers nmay be established
in each BEQ building. The followi ng procedures will be strictly
observed:

a. General Key Locker. The general key locker will contain
all keys not in the naster key |locker or in the possession of
bachel or housi ng occupants. The bachel or housi ng managers, cl erks,
and assistants will have access to the general key |ocker. A
| ogbook or custody card systemw ||l be established with each
general key |ocker to docunent issue and return of keys. Figure
2-10 shows recomended col umm headi ngs for a typical key contro
| og book.

b. Mster Key Locker. The naster key locker will contain al
wor ki ng masters. Only the bachel or housi ng manager or the
designated representative will have access to this [ocker. The
master keys in this |ocker should have large tags or rings to
prevent them from being m splaced. The follow ng special security
neasures will be observed to protect master keys:

(1) Master keys will never be signed out to individua
occupants. The authorized custodian of the master key must go the
where the key is needed.

(2) Master keys will never be taken fromthe i mmedi ate area
of the quarters which they serve. |If the custodian of the master
keys nust |eave his place of duty, then the naster keys will be
returned to the master key | ocker or to next higher |evel of
control. They will be signed out at the begi nning of each work day
and signed back in when the work day is over

(3) Master key issue will be recorded in a special |og
(see sanple format at figure 2-11) and master keys will be issued
only to those persons authorized in witing by the conmand. A
change of custody of master keys will always be docunented by two
signatures: the signature of the individual who surrenders the
keys and the signature of the individual who acknow edges recei pt
of the keys. Wen master keys are in the custody of a staff duty
officer or staff duty NCO posting and relief log entries nust
acknow edge the passage of custody of the master keys.

Bl dg No Room No Date | Issued To

| ssued| Signature

Dat e
Ret ur ned

Recei ved By

Figure 2-10.--Sanple Key Control Logbook Fornat.
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3. Key Loss procedures

a. The bachel or housing manager will docunment the circum
stances surrounding the | oss of keys before issuing a duplicate
key. The |loss may be docunented by a | og book entry or by
subm ssion of a witten statenment by the individual concerned. The
activity commander, at the request of the bachel or housi ng/
billeting officer, may direct an investigation of the |oss,
particularly if thefts are involved. |If three keys to the sane
| ock have been | ost, the bachel or housing/billeting officer wll
direct that the | ocksetting be changed. |Individuals nmay be subject
to disciplinary action for the negligent |oss of bachel or housing
keys.

b. The loss of a master key will be inmediately reported to
t he bachel or housing/billeting officer. The bachel or housi ng/
billeting officer will investigate the loss and deternine if it is
necessary to change all of the | ocks that the | ost master key can
open.

No. | I ssued | Print Name| Signature |Returned | Signature
I | |

Figure 2-11.--Sanple Master Key Logbook Fornmat.
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CHAPTER 2

’ SECTION 8: BI LLETI NG FUND

2800. | NTRODUCTI ON

1. Each activity commander may establish a billeting fund NAFI
This NAFI is to provide services simlar to hotel/notel
accommodati ons but in transient government quarters for personne
traveling on official business for the U S. Governnent and who are
required to reside in Governnent quarters to reduce per di em costs.
O her personnel may reside in these quarters on a space avail abl e
basis. The Marine Corps goal is to provide transient quarters
simlar to good hotel or notel accommpbdations. Activity commanders
are to use the billeting fund to procure anenities, furnishings,
facilities, and services sinlar to those provided in good hotels
that cannot be provided with appropriated funding. In supple-
nmenti ng appropriated fund support to transient billeting, NAF s
assi st, extend, and enhance the suppl enmental base m ssion of
transient billeting. These NAF' s are generated by chargi ng patrons
for the anenities, facilities, furnishings, and services that are
provided in addition to that procured with appropriated funds.

2. Nonappropriated billeting funds are desi gned to purchase goods
and services that appropriated funds cannot. DoD 4165.63-M
explains that billeting fund service charges shall be established
to cover the cost of maid and custodial services and anmenities not
avai l abl e from appropriated funds. Such charges al so may be used
to help defray the costs of upgradi ng housing services used for
transi ent personnel, including installation of telephones,

tel evisions, decorations, and other anenities conparable to
comerci al hotel and notel accommopdati ons.

3. Al collected funds nmust be maintained in a NAF account and
used for Marine Corps transient billeting fund guests. SECNAVI NST
7000. 23A states that noney generated by an NAFI can only be used
for the collective benefit of the patrons who generated the noney.
Billeting funds may only be used for services and anenities which
benefit the billeting fund transient quarters guest. Benefits bay
accrue to the permanent bachel or resident residing in Governnent
bachel or quarters. |In addition to the transient traveler, these
benefits have been determ ned to be acceptable as Iong as the
permanent resident is not the sole recipient of the benefit.

4. NavConpt Manual , volune 7, paragraph 075524.8, classifies
billeting funds within supplenmental nm ssion services. Supplenenta
m ssi on NAFI’s provide a nechani smfor collecting and using



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

NAF' s in areas such as nmilitary nuseuns, in-flight services and
billeting, or housing. These NAFI's, while subject to the sane
rul es of operation as MAR NAFI’s, are separate and distinct from
NAFI's associated with the MAR program Aligned with category C
MAR activities, supplenmental mssion services NAFI's are entitled
to limted appropriated fund support.

2801. COWON MARI NE CORPS TERMS

1. Definitions. The following terns are defined as they relate to
DoD and Marine Corps Bachel or Housi ng:

a. Anenities. Anything that adds to the custoner’s confort or
conveni ence. Exanples of which are upgraded furnishings, room
t el ephones and tel evisions, private baths, alarm cl ocks, enhanced
| andscapi ng, transportation to and fromthe airport, conputerized

reservation and billing services, FAX nachi ne service, in-room food
and beverage service, structural inprovenments to upgrade the
facility to a conparable hotel or notel. The above exanples are

not intended to be all inclusive. DoD 4165.63-M chapter 5,
provi des further guidance.

b. Appropriated Funds. Appropriated funds are noni es made
avai l abl e for obligation and expenditure by an act of congress for
nuner ous speci fic purposes.

c. Category C Business Activities Funding for MAR  This
type MAR activity primarily benefits the individual service nenber.
These activities are simlar to those which are operated for profit
or by private enterprise in the civilian sector. Business
activities have a significant capacity to generate revenue, and
revenues from authorized appropriated fund support are |imted.
Category C activities are primarily dependent on NAF s to sustain
operations. All costs directly related to the sale of nerchandi se
or services and to the internal managenent (e.g., NAF financia
managemnment, NAF personnel managenent, NAF forms, NAF payr ol
docunents and tine clocks/sheets) of NAFI’'s should be financed
using NAF' s, regardless of the category of activity. See NavConpt
Manual , NAVSO P-3520, and MAR Policy Manual for additiona
gui dance.

d. Custodian of Billeting Fund. A custodian is an individua
appointed by witten authority to exercise adninistrative and
executive control of the nonappropriated billeting fund and charged
with accountability thereof. See NAVSO P-3520 for further
gui dance.

e. Custodian of Housekeeping Section. Personnel enployed to
do janitorial work for transient billeting, often assigned to the
Mai d/ Housekeepi ng Section of transient billeting.
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f. Federal Instrunmentality. A Federal instrumentality is a
fiscal entity established on Governnent property, under the
jurisdiction of conpetent authority, for the purpose of rendering
services or otherw se supporting official Government activities or
operations. Such instrunentalities may be wholly or in part
supported by appropriated or NAF's and are entitled to the
sovereign imunities and privileges of the United States as
provided in the Constitution, the statues, and in internationa
law, treaties, and agreenents with foreign governments. See NAVSO
P-3520 for further guidance.

g. Geographic Bachelor. Service nmenber collecting BAQ (at the
wi th dependents rate), authorized to be acconpani ed by dependents,
eligible for famly housing, who for personal reasons other than
avai lability of housing at the permanent duty location, is not
acconpani ed by dependents. Al so see appendi x A and NAVSO P- 6048,
part 3.

h. Goods. Movable property, nerchandi se, or wares. Exanples
of which are adm nistrative supplies, furnishings, televisions,
radi os, tel ephones, and autonobil es.

i. Governnent Quarters. Fanmily and unacconpani ed personne
housi ng units that the DoD owns, |eases, obtains by permt, or
otherwi se acquires. See DoD 4165.63-Mfor further guidance.

j. NAF. A NAF is a fiscal instrunentality of the Federa
Government, authorized by proper authority, and established for the
pur pose of adm ni stering nonappropriated nonies.

k. NAF's. Cash and other assets received by NAFI's from
sources other than nonies appropriated by the Congress of the
United States. NAF are governnent funds; they are used for the
collective benefit of mlitary personnel, their dependents, and
aut hori zed civilians who generated them These funds are separate
and apart fromfunds that are recorded in the books of the
Treasurer of the United States.

i. NAF Activity. A NAF activity is any duly authorized
program facility, or service conducted, operated, or provided by
and in the name of an NAF. Such activities are not incorporated
under the laws of any State or the District of Col unbia.

m  Program Manager. A conmand or office authorized by the
Secretary of the Navy to administer technical direction and
coordi nate adm nistrative and nmanageri al controls over a group or
category of NAF's. The CMC is the Program Manager for all Marine
Corps billeting funds.
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n. Recreation Lodging Facilities. Housing facilities operated
by the MAR primarily for rest and recreation purposes. These
facilities may be occupied by mlitary personnel and their
famlies, relatives, and guests. Recreation lodging facilities
i ncl ude cabins, chalets, cabanas, and trailers, and are not part of
the military housing inventory.

0. Revenue-Producing Fund. A self-sustaining NAF
instrunmentality established to sell nerchandi se and services to
mlitary and civilian personnel at mlitary installations and to
provi de financial support to welfare funds.

p. Service. In the context of transient billeting, those
efforts that raise the level of accommpdation to that of a good
hotel or notel.

q. Supplenmental M ssion Funds. Supplenmental nission NAFI's
provi de a mechanismfor collecting and using NAF' s in areas such as
mlitary nuseuns, in-flight services and billeting, or housing.
These NAFI’'s, while subject to the sane rules of operation as MAR
NAFI's, are separate and distinct from NAFI's associated with the
MAR program Aligned with category C MAR activities, supplenenta
m ssion services NAFI's are entitled to linited appropriated fund
support. See NavConpt Manual for further gui dance.

r. TLF. Specifically identified as interimhousing facilities
operated by MAR to offer short-term housi ng accommodati ons for
occupancy by mlitary nenbers, their fanmlies, and guests for which
a cash charge is levied without charge agai nst the quarters
al l owance of the occupants. TLF s are not part of the mlitary
fam |y housing inventory. TLF s do not include facilities used
primarily for rest and recreation purposes. TLF s may be occupied
by military personnel and their famlies on PCS orders or |eave,
and their relatives and guests. Mlitary nmenbers and DoD personne
on TAD orders nmay occupy TLF' s, but these facilities are not
consi dered Governnment quarters. Installations nay call these
facilities TLF' s, hostess houses, or guest houses. See the MAR
Policy Manual for additional information.

s. Transient Personnel. Governnent personnel traveling on
official business normally in a TAD stat us.

t. Unacconpani ed Personnel. Personnel who either have no
dependents or who are ordered to a duty station where dependents
are not authorized (dependents restricted tour).

2802. BASI C SERVI CE TO BE PROVI DED

1. Mnimum Services. Figure 2-1 of this Manual provides the MSA
inrelation to roomsize for transient personnel. MO 10160.8
provi des gui dance on garrison property for quarters that are to be
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purchased with appropriated funds. Paragraph 2503 of this Manua
provi des details on specific mninmmMrine Corps facilities,
services, and supplies for transient quarters. The m nimm
requirenents for transient quarters is a conbination of the MSA for
space, furnishings (MCO 10160.8) purchased with appropriated funds,
and additional itens purchased with billeting funds to provide
anenities listed in paragraph 2503 of this Manual. Wthin the
Marine Corps, service charges shall provide for the cost of

mai d/ housekeepi ng, janitorial, managenent services, and anenities
not avail able from appropriated funds.

2. Relationship to MAR The transient billeting mssion and its
NAFI billeting fund is not related to the m ssion or activities of
the Marine Corps MAR program The billeting fund is a separate
NAFI and cannot be nerged with other nonappropriated nonies such as
MAR funds, chapel, or civilian welfare funds. MAR shall not

control the nanagenent of transient billeting or use of billeting
funds. Base MAR resources nay be used in transient billeting
facilities such as food and hospitality prograns and recreationa
equi pment to provide MAR support for Marines residing in transient
guarters.

3. MAR Support. Internal support functions required for the daily
operation of the command’s transient billeting nmission nmay be
obtained fromthe | ocal MAR on a reinbursable basis. MCO P1700. 27
Marine Corps MAR Policy Manual, paragraph 10212 (Support Functions
Internal to MAR), provides detail ed gui dance on support avail abl e.
Primary support functions that may be used are, but not limted to,
accounting, financial nanagenent, personnel support, autonated data
processi ng, mai ntenance using NAF s, and purchasi ng servi ces.
Support functions should be used that best support the transient
billeting mssion

4. The sal e of snacks and al coholic beverages in transient
quarters is authorized. MAR is responsible for providing this
service. Quidance is provided in the MAR Policy Manual. [|If MAR is
enable or unwilling to provide the requested service the CMC (LFF)
wi || provide additional guidance

2803. RESPONSI Bl LI TI ES FOR THE BI LLETI NG FUND

1. Headquarters, Marine Corps (HQVC). HQVC s role, regarding
nonappropriated billeting funds, is to set policy, provide
managenent oversi ght, and act as the program manager. This Manua
is the basic guideline regarding policy and transient billeting
managemnent i ssues.

a. The Marine Corps NAF Audit Service will provide audit
service to all billeting funds.

b. HQMC does not approve installation billeting fund budgets.

It will, however, be provided infornmation on billeting funds and
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transient billeting activities to ensure proper nmanagenent of the
Marine Corps transient billeting mssion. Paragraph 2511 of this
Manual provi des additional guidance

c. Ensure that the billeting fund conplies with the Genera
Accounting Ofice (@AO Standards on internal controls and the
Marine Corps Internal Managenent Control Program by advising
commands with billeting funds on appropriate procedures.

2. Activity Commander’s Responsibilities

a. Each activity conmander has the responsibility to ensure
transient billeting for TAD travelers. The activity comander is
responsi bl e for ensuring that the official governnent business
travel er can obtain tenmporary quarters on or near the activity to
conduct official business. |f deenmed appropriate by the activity
commander, specific bachel or housing quarters may be designated as
transient billeting quarters. The activity comrander may establish
a NAFI billeting fund to upgrade the designated transient billeting
quarters over and above the MSA to resenble a hotel or npotel with
appropriate staff and anenities.

b. Billeting fund admi nistration and supervision is a conmand
function; consequently, commandi ng officers have the sane
responsibility for the proper adninistration of NAF s as for any
ot her functional elenent of the command. The activity conmander
has jurisdiction over, and is responsible for the establishnment,
adm ni stration, operation, and financial condition, to include
sol vency and stability of the nonappropriated billeting fund and
will:

(1) Direct the billeting fund operation per policies and
procedures as set forth by the program manager (CMC) and as
del i neat ed herein.

(2) Review and evaluate financial statenments, and where
applicable, forward as directed to higher authority.

(3) Appoint a transient billeting director, qualified
transient billeting manager, and billeting fund custodi an.
I ndi vidual s responsible for either the receipt or disbursenent of
appropriated funds or NAF funds will not be appointed as the
transient billeting nmanager or custodian of the billeting fund.

(4) Budget for appropriated funds which are authorized to
support the transient billeting mssion

(5) Ensure that technical advice and assistance in
the supervision of the billeting fund are obtained from other staff
menbers on matters in which they have specific conpetence

(6) Effect corrective action on reconmendati ons nade
by audit, program managers (CMC), or staff personnel
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(7) Disapprove any recommendati on of the custodian or a
staff nmenber which is deenmed not to be in the best interest of the
Mari ne Cor ps.

(8) Ensure that the billeting fund is being properly
adm ni stered and its funds safeguarded, that all incone has been
received in full and properly recorded, and ensure that al
di sbursenents are nade only for authorized purposes.

(9) Designate a successor to the billeting fund custodi an
for absences due to | eave of absence and tenporary duty.

(10) Use billeting funds-to provide services and
anenities simlar to a hotel or notel for transient billeting.

(11) Ensure that key duties and responsibilities, related
to the billeting fund, regardi ng authorizing, processing,
recording, and review ng transactions are separated anong i ndi -
viduals. W rk shall be assigned so that no one individual controls
all phases of an activity or transaction.

(12) Inplenment the Marine Corps Internal Managenent Contro
Program

(13) Report the establishment or disestablishnment of a
billeting fund to the CMC (LFF and @DR).

3. Transient Billeting Directors Responsibilities. This is
normally the activity’'s Assistant Chief of Staff for Facilities,

G 4/ S-4 and may al so be responsible for all bachel or housing aboard
the installation. The director shall:

a. Supervise the adnministration of the transient billeting
m ssion and the billeting fund when established by the comand.

b. Ensure that an accounting service is established for the
billeting fund. This service can be provided in-house or by the
command MAR support activity on a reinbursable basis. Accounting
wi |l be acconplished per NAVSO P-3520.

4. Transient Billeting Managers Responsibilities. Supervise al
aspects of the transient billeting mssion to include the billeting
f und.

a. Cause to be put into effect all managenent policies as
directed by the activity commander, the billeting director, and
ot her conpetent authorities.

b. Enploy, discharge, train, and supervise personnel

c. Prepare necessary budgets per NAVSO P-3520, this Manual
and ot her applicable directives.
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d. Be responsible for all purchasing and contracting.
Par agraph 2511.5 of this Manual provides further guidance regarding
procurenent with NAF nonies.

5. Custodian’'s Responsibilities. The custodian, as a direct
representative of the activity comander, exercises executive
control over the billeting fund and is charged with the foll ow ng
responsibilities and specific duties and will:

a. Receive, safeguard, disburse, and account for billeting
funds and ot her assets per this Manual and ot her applicable
regul ations, directives, and/or nanuals.

b. Develop, inplenent, and naintain an internal control system
per current directives.

c. Ascertain that the financial reports are prepared within
the tineframe established by HOMC and, where applicable, submtted
to the activity commander for approval through the transient
billeting manager and director.

d. Ensure the adequate protection of cash in conformty with
current directives.

e. Report to the transient billeting manager all billeting

fund transactions.

2804. APPROPRI ATED FUND SUPPORT OF TRANSI ENT BILLETI NG M SSI ON
DI RECT OPERATI NG COSTS

1. Appropriated Support. There is a distinction between the
activity commander’s responsibility to support his billeting
function and the transient billeting fund. The activity comander
is tasked with providing billeting for personnel aboard their
installation, this is their billeting function requirenment. The
billeting fund is concerned with transient billeting and is not
related to the billeting of permanent personnel bachelors or
famlies. Transient billeting activities are entitled to appro-
priated fund support as delineated in NavConpt Mnual, volune 7,
chapter 5 and MCO P71 00.8. Transient billeting is considered a
suppl enmental m ssion NAFI aligned with category C (business)
activities and therefore entitled to appropriated fund support.
Appropriated funds are authorized to support the follow ng:

a. Personnel perfornm ng managerial functions, requiring
techni cal / prof essi onal qualifications, or those accountable
for appropriated funded resources and the protection of
the interest of the Federal Governnent.
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b. Use of Governnent-owned vehi cl es/ Gover nment - contr act ed
vehicles, for other than executive control and conmand
supervi si on.

c. Uilities.

d. Equi prent mai nt enance for Governnent - owned equi prrent
authorized for or on loan to billeting activities.

e. Janitorial services and supplies in commbpn use areas.

f. Maintenance and repair perforned on a recurrent, day-to-
day basis; periodic or scheduled work required to maintain
and support activity operations.

g. Supplies that are not related to patron anenities.

h. Equi pnrent not related to patron anenities.
2. Appropriated Funds. Appropriated funds should be used to fund
all simlar itenms in transient quarters that are provided to

per manent bachel or personnel aboard the installation

a. The following is a nore detail ed sanpl e of appropriated
funds support to Marine Corps transient billeting:

(1) The facility/building.

(2) Building naintenance.

(3) Basic grounds nai ntenance.

(4) Comon area cl eani ng suppli es.

(5) Linen and laundry service.

(6) Basic CGovernnment issue bed linens.

(7) Basic carpeting (if provided in other pernanent
personnel barracks).

(8) Basic wi ndow coverings (curtains, blinds, etc.).

(9) Muaintenance/repair/replacenent of fixture and
appl i ances.

(10) Utilities costs.

(11) Basic furnishing (simlar to those for permnent
party).

(12) Sal ary for bachel or housi ng manager
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b. Budget Developnent. The transient billeting activity's
appropriated fund needs shall be represented in the installation’s
appropriated fund budget. The bachel or/transi ent housing director
shoul d coordinate with the installation conptroller in devel oping
the transient billeting portion of the installation s budget.
Appropriated fund support of transient billeting progranms depends
on participation during the POM cycle. Transient billeting should
be pronoted as a mission of the installation commander contributing
to the Future Year Defense Program (FYDP) objectives. Bachel or
housi ng directors nmust ensure that transient billeting input is
solicited and issues are addressed during the planning, program
m ng, and budgeting cycles. The budget process is decentralized in
that the installation commander deternines the resources budgeted
to support transient billeting and the relative priority within the
installation s budget. 1In this context, it is essential that a
wor ki ng rel ati onship be devel oped with the installation conptroller
to ensure sonme degree of visibility and priority is given in the
al l ocation of appropriated resources.

c. Staff Liaison. Liaison should be established with the
follow ng staff personnel who provide appropriated fund support for
transient billeting: G1 (nmilitary personnel officer), civilian
personnel officer (civilian personnel support), procurenent/supply
of ficer (supplies and equi pnent), and the designated facilities
managenent officer (rmaintenance, repair, construction, and
renovation of facilities).

2805. COVMON SUPPORT COSTS

1. General. Common support consists of services and rel ated goods
normal |y supplied throughout the installation as a m ssion
function. Commandi ng officers have an oversight responsibility for
billeting functions. To exercise this responsibility, conmandi ng
of ficers must provide guidance and direction to billeting
activities under their purview in the same nanner as for al
nonbilleting activities under their cogni zance. Essential contro
and command supervi sion consists of general managenent functions
and includes any assistance in carrying out these functions

provi ded by the commandi ng officer’s staff. The essential contro
and command supervision function is inherently the responsibility
of the commandi ng officer. Accordingly, appropriated fund support
is authorized for essential control and conmand supervi sion
NavConpt Manual, volune 7, chapter 5, provides gui dance regarding
appropriated fund support for billeting. Chapter 5 defines the
host/tenant relationship aboard the installation in relation to
appropriated fund support. Paragraph 075003. 3

states that conmon service support functions should be included as
direct programcosts in the budget of the providing activity.

2. Protection of Health and Safety. NavConpt Mnual, volune 7,
paragraph 075500, states that all billeting activities are autho-
rized to receive appropriated fund comopn support associated with
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protecting the health and safety of participants, enployees,
resources, and property. Such services include, but are not
limted to: fire protection (including acquisition and install a-
tion of extinguisher and sprinkler and alarm systens); security
protection, including physical security of buildings (such as alarm
systens and security bars) and protection of funds; pest control
sewage di sposal; trash and garbage renoval ; snow renoval; safety;
nmedi cal veterinary and sanitary inspections; authorized veterinary
care; rescue operations; and facility mai ntenance or repair
necessary to maintain the structural integrity and externa

appear ance of the building (includes electrical, nechanical
roofing, foundations, w ndows, and doors), or to correct fire and
saf ety defi ci enci es.

3. Oher Common Support. NavConpt Mnual, volunme 7, chapter 5,
provi des information on base common support. All billeting
activities may use comon support services which are normally
provi ded by a base or installation commander and are not directly
related to the health and safety of personnel or property. Such
common support services typically include, but are not linmted to:
janitorial services, conmunications, |egal services, and advice;
and techni cal guidance, adm nistration, and assistance on
accounting, financial nanagenent, procurenent, and civilian
personnel. These comon support services are funded with appro-
pri ated noni es.

2806. NAF SUPPORT COF TRANSI ENT BI LLETI NG

1. When to Use Billeting Funds. Billeting funds may be used in
pl ace of appropriated fund support when appropriated funds are not
avail able. The installation conptroller shall not wthhold
appropriated fund support due to the presence of NAF s. The
NavConpt Manual considers transient billeting a supplenenta

m ssion NAFI, entitled to limted appropriated funds, aligned with
category C (business) activities. Supplenental mssion NAFI's are
designed to provide a nechanismfor collecting and using NAF s. As
a practical guide, appropriated nonies should be used to maintain
the structure, as any other Marine Crops facility would be

mai nt ai ned, and provide the initial furnishings authorized for
bar r acks.

2. Required Use of Billeting Funds for Direct Operating Costs.
NavConpt Manual, volune 7, states that NAF s may be used to
suppl enent appropriated funds and nmust be used for the follow ng:

a. Costs associated with NAF enpl oyees assigned to support the
activity billeting function.

b. Costs incurred related to the sale of anenities.

c. Costs related to the internal managenent of the billeting
NAFI .
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3. What to Expend Billeting Funds On. For these purposes, NAF' s
may be expended (when approved by proper authority) for
construction and alteration of, and additions to facilities;

enpl oynent and transportation of personnel; and for procurenent of
nmer chandi se, supplies, equipnent, and servi ces when appropriated
funds are not available for these purposes.

4. Exanples of Billeting Fund Procurenent Itens. Exanples of
billeting fund procurenent are:

a. Maid/ housekeepi ng services other than in conmon areas.

b. Information processing systens to nanage transient
billeting.

c. Structural inprovenents that support nonappropriated
services (an exanple would be a roomto support the maid service).

d. Enhanced quality linens.
e. Enhanced/ upgraded car peti ng.
f. Enhanced wi ndow coveri ngs.

g. Furnishings to include televisions, mcrowaves,
refrigerators.

h. Roomtel ephones.

i. Toilet articles and other supplies not readily avail able
t hrough appropriated supply channel s.

j . Accounting and nanagenent services.
k. Staff salaries.
5. NAFI Enpl oyees. Costs related to NAFI nust be paid for using

NAF s. Travel of NAFI enployees that is associated with
appropriated progranms nay be charged to appropriated funds.

2807. SERVI CE CHARGES. Service charges shall be established to
cover the cost of nmid/housekeeper, operational/mnagenent

services, and anenities not available from appropriated funds.

Such charges al so may be used to help defray the costs of upgradi ng
housi ng services and anenities used for transient personnel
conparable to conmercial hotel and notel acconmpdati ons.

1. Profits. The billeting fund is not in the business to generate
high profits but should maintain adequate cash reserves to
acconplish its mssion. Sufficient revenue should be generated by
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the billeting fund to provide for direct operating expenses,

adm ni strative/ overhead expenses, training of NAFI enpl oyees, and
acqui sition/replacenent of capital assets either not authorized by
or not available fromappropriated funds. Sufficient reserves may
be generated in a 5-year financial programfor nmajor capita

expendi tures not authorized by or available fromappropriated funds
and funds for several nonths operating expenses if revenues are

st opped for sone unforeseen reason, such as rapid nobilization for
war. A long-termplan on how these funds are to be used will be
devel oped by each billeting fund.

2. Setting Room Rates. Rates are commensurate with the services
provi ded. Charges will not be based on nilitary rank or an
individual’s ability to pay. Lodging costs to the traveler should
be based on the total service provided and styl e/type accomobdati on
in which the traveler is residing. Famly nmenbers and dependents
of Marines who are casualties or in the hospital nmay reside in
transient quarters at a rate determned by the activity conmander

a. Rates shall be reevaluated prior to the approval of the
annual budget at each activity.

b. Rates shall be increased or decreased to avoid the
accunul ati on of excess profits or operating at a | oss.

c. Although specific transient quarters nay not be set aside
for the exclusive use of any individual or group, activity
commanders may differentiate quarters as VIP, DGQ etc., based on
services and anenities provided in the quarters. Quarters
designated as VIP, DGEQ etc., must maintain an occupancy rate of at
| east 75 percent per year. \Wen the occupancy rate drops bel ow 75
percent for one year the quarters will be redesignated. Transient
personnel will not be denied quarters if a vacancy exists. TAD
personnel are allowed to reside in transient quarters that exceed
their MSA, but are not required to accept quarters below their MSA

d. The use of NAF' s for transient quarters will be distributed
equitably to the types of roons generating the funds; i.e., if the
majority of funds are generated by the average room these funds
shoul d not be used to continuously upgrade or renovate VIP or DGQ
roons. See paragraph 2509 of this Manual for naxi mum room charges.

3. Appraisal of Rates. The procedures for conducting an appraisa
to determ ne | odging rates/charges and periodically adjusting
charges shall be per OMB Circular A-45 (Revised) or other nore
current directives.

2808. ACCOUNTI NG SERVI CES. The accounting procedures for
billeting funds require that the accounting records generated in
this process provide a conplete and accurate history of al
transactions. The billeting fund custodian is responsible for the
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proper nmi ntenance and accuracy of the accounting records.
Accounting records shall be kept current at all tinmes and nade
avail abl e for audit and inspection at any time. The accounting
procedures contained in this chapter are applicable to all Marine
Corps billeting funds. The billeting fund accounti ng gui del i nes
will be in NAVSO P-3520

1. ptaining Accounting Services. Billeting fund accounting
services are to be obtained by the activity froma source that
provi des the best support to the billeting fund.

a. The billeting fund custodian is not limted to any
particul ar accounting source. Accounting services can be purchased
fromthe activity’s MAR accounting branch, commercial accounting
sources in the comunity, or an accounting section can be set up
using billeting funds within the transient billeting office.

b. Payrol | processing should nornally be done through MAR
support.

2809. I NVESTMENT PCLI CY FOR THE BI LLETI NG FUND

1. GCeneral. The size of the investnment program nust not exceed
the projected need to fund otherw se unfunded transient billeting
requi renents. Funds will not be accurnul ated solely for the

i nvestment inconme. However, when cash is being accumul ated for
programed purposes (such as replacenent of tangible fixed assets,
enpl oyee severance pay, pension plans, construction or alteration
of facilities, increasing inventories, nobilization contingencies,
new operational progranms that may be introduced, and to pay | ong-
termliabilities), managenent action will ensure sufficient
liquidity of investnents while securing a conpetitive rate of
return. A witten plan will be published describing how the
investment will be used to support transient billeting.

2. NAF' s may be invested only as provided for in MCO 7000. 19.

3. Activity commanders will establish procedures to identify and
classify the purpose for which funds are invested. Prograns should
be based upon the premi se of a "going concern,” that is, capita
expendi tures financing should take into consideration future cash
inflows and outflows in determ ning the amount of funds required to
be avail abl e.

2810. DI SPCSI TI ON OF SURPLUS PROPERTY

1. NAF Property. Unless otherw se prescribed, NAF procured
property nmay be sold, traded, or disposed of with the approval of
the activity commander or their designated representative, per
NAVSO P- 3520.
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2. Appropriated Fund. Property which was purchased wth appro-
priated funds will be transferred to the supply departnment for
di sposal

2811. I NSUFFI Cl ENT TRANSI ENT QUARTERS

1. Contract Quarters. Installation commanders may contract for
transient off-base comercial quarters for TAD military personne
and civilian enployees if the unit cost for the quarters is |ess
than the | odging portion of the |ocal per diemallowance. Comrer-
cial quarters for which reduced rates have been contracted are
consi dered Governnment quarters for assignnent purposes.

2812. PERMANENT AND DES| GNATED QUARTERS

1. Permanent Party Quarters and Billeting Funds. The billeting
fund may support personnel residing in permanent party quarters

that contribute to the billeting fund with housekeepi ng services
and ot her anenities.

2. Designated Quarters. The command may set aside specific
bachel or housing facilities for the quartering of geographic
bachel ors. These quarters nmust be excess to the activity or

i nadequate for the housing of bona fide bachelors. A room charge
shall be levied for the quarters assigned to generate billeting
funds to maintain and i nprove these quarters. Refer to paragraph
2509.2 of this Manual for service charge guidelines. Funds
generated for these type quarters should not be consolidated with
other billeting funds but used for geographic bachel or quarters
only.
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CHAPTER 3

OPERATI ON AND MAI NTENANCE OF GENERAL OFFI CER QUARTERS

3000. BACKGROUND. Quarters assigned to general officers
historically are the highest costing units in the inventory. As a
consequence of these high costs and the grade of the occupants, the
quarters are subject to close scrutiny. Operation and nai ntenance
costs for each individual general officer quarters (GOQ are
reported to the Ofice of the Secretary of Defense annually. Loca
commanders now have authority to spend up to $25,000 for main-
tenance and repair on each GOQ per fiscal year with no cap on
operations, but other restrictions remain in effect. Assignment of
specific responsibilities is necessary to ensure that the super-
vision which the financial linmtations pronote is realized.

3001. POLICY. It is Marine Corps policy that GOQ s be managed as
economically as practicable. 1n general, decisions should be nade
usi ng the prudent |andlord concept; that is, would a prudent

| andl ord carry out the proposed action using that individual’s own
resources? This policy applies to the maintenance, repair, and

i nprovenents of the dwellings and associ ated grounds; and to the
mai nt enance, repair, and replacenent of all installed equi pnent
within the quarters. It is not the intent of this or any other

gui dance that the GOQ s be permtted to deteriorate for the purpose
of keepi ng operation and mai ntenance costs artificially | ow
Provision of furniture and furnishing itenms in GOQ s will be
restricted to that necessary to suppl enent the occupant’s
personal ly owned furnishings in the official entertai nment areas of
the quarters only. Appendix B provides detail ed gui dance
concerning the policy on furnishings.

3002. DESI GNATI ON OF CGENERAL COFFI CER QUARTERS

1. Authority. The CMC retains the authority for the designation
of specific quarters for general officers.

2. Designation of Quarters. GOQ s reported on the installation's
real property inventory are not to be redesignated w thout prior
approval fromthe CMC. Prior approval is also required fromthe
CMC for any additional GOQ s required at an installation. These
requests nust contain the effective date, quarters ID, anticipated
occupant, (if known), projected budget requirenments for budget year
plus 3 years, and the associated Long Range Mai ntenance Pl an

3. Use of Nondesignated Quarters. The fam |y housing officer wll
informthe CMC when general officers having no specific billet
desi gnation occupy famly quarters.
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3003. FURNI SHINGS. Supplenmentary furnishings for the officia
entertai nment areas are authori zed,

1. Repair/Replacenent. Furnishings are to be repaired/replaced on
an "as required" basis using the prudent |andlord concept.

2. Authorized Furni shings

a. Carpet and Drapes. Draperies and sheer curtains may be
provided for the official entertainment areas of the quarters.
Additionally, they may be provided for reasonabl e w ndow treat nent
through all areas of the quarters designated as special conmand
positions. Procurenment of carpet and draperies should be a
"neutral" shade to ensure conpatibility with any occupant’s
furnishings (present and future). Were replacenent is required
in less than 7 years and/ or where costs are in excess of $30 per
yard for draperies or $30 per square yard for carpeting
(installed), justification nmust be provided.

b. Furniture. Procurenent and repair is limted to supple-
mentary furniture for the official entertainnent areas only. It is
not intended to replace personal furnishings.

c. Oher Furnishings. The follow ng equipnent is authorized:
Cooki ng stove, refrigerator, food freezer, installed di shwasher
m crowave oven, trash conpactor, garbage di sposal, and cl ot hes
washer, and dryer.
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CHAPTER 3

OPERATI ON AND MAI NTENANCE OF GENERAL OFFI CER QUARTERS

SECTION | :  RESPONSI Bl LI TI ES

3100. OCCUPANT RESPONSIBILITIES. The occupant of each GOQ is
responsi bl e for the foll ow ng:

1. Being aware of all costs for the quarters and personally
review ng, atleast sem annually, the operation and nai nt enance
costs for the quarters

2. Authorizing only actions which are consistent with reasonabl e
econom ¢ measures contained in this Manual, and any subsequent
gui dance whi ch rmay be directed by higher authority concerning

GqQ s.

3. Personally approving all proposed work on the quarters.
Cccupant approval shall be obtained prior to the initiation of any
such work, except for emergency repairs.

4. Approving and signing all requests for funding, except those
routine costs over which the occupant has no influence (such as
utility rate increases, wage increases, pro-rata share of major
repair projects). Additionally, the occupant must approve and sign
each request for authorization to performwork on the quarters

whi ch requires approval by the CMC (LF). [If the quarters are
vacant, the request must be approved and signed by the CG of the
installation.

5. Conserving utilities, including the prudent use of heating and
cooling in roons not used for famly living.

6. Reviewi ng, for possible reductions and cost savings, the type,
scope, frequency of service, and grounds mai ntenance provided.

7. Ensuring that no work is performed solely for reasons of
personal taste or conpatibility with personal furnishings or
decorati ng preference.

8. Ensuring that the work done, other than energency mai ntenance
or repair, is scheduled during normal working hours whenever
possi bl e.

9. Ensuring conpliance with CMC Green Letter 3-88.

3101. COMVAND RESPONSIBILITIES. The | ocal commander is respon-
sible for the follow ng:

. Providing each occupant of a GOQ under their managenment contro
with a mdyear and annual report of the operation, maintenance and
i nprovenent costs of the quarters

3-5



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

2. Review ng scope, frequency, and cost of all work to provide
recomendati ons for econonmy to the occupants. Accordingly, al
nonener gency mai nt enance and work shoul d be schedul ed during
regul ar worki ng hours whenever possible.

3. Ensuring that the occupant has given approval of proposed work
or expenditures prior to initiation of a request to higher
authority.

4. Ensuring that the annual fam |y housing operation and main-
tenance budget identifies all requirenents, both recurring and
nonrecurring, and provides a realistic estimte of the annual costs
for each GOQ for the budget year and out years. This should
include the estimted costs associated with any antici pated change
of occupants. Additionally, the quarters shall be exam ned not

| ess than annually for the purpose of ascertaining all nonrecurring
expenses (such as carpet and/or drapery replacenent, furniture
repair, mnor structural repairs, etc.) being programed for
acconpl i shnment in the budget year or out years. |nclude these
nonrecurring itenms in the annual fam |y housing budget estinates.

5. Ensuring the operations and nai ntenance expenditures are by
command mai nt enance plans, Congressional linitations, and any CMC
[imtations/policy. |Inprovenent and/or nmajor repair projects which
wi || cause mai ntenance and repair expenditures to exceed the
Congressional limtation, $25,000 nust be approved through the
budget process. Ensure that requests of this nature are submtted
to the CMC (LFF) well in advance for proper submittal in the budget
process. Figure 3-1 is provided to assist in deterni ning funding
approval authority.

6. Acconplishing only that work consistent with the prudent
| andl ord concept and econom ¢ neasures outlined in this Manual and
any references.

7. Ensuring that the General and Flag O ficer Quarters Managemnent
Report (DD Form 2405) (figure 3-2) is submtted to the CMC (LFF) by
30 Cctober of each year. (See paragraph 3202.)

8. Ensuring that the spirit and intent of the Marine Corps poli-

ci es governing the operation and mai ntenance of the GOQ s are net.

3102. HOQMC RESPONSIBILITIES. The CMC (LFF) is responsible for the
fol | owi ng:

1. Reviewing installation GOQ budget submittals and nonitoring al
proposed and approved major repair and inprovenent projects through
executi on.

2. Ensuring that the established financial limtation for
mai nt enance and repair is per Congressional |imtations.

3. Ensuring that the spirit and intent of both higher authority

and Marine Corps policies governing the operation and mai nt enance
of GOQ s are net.
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3103. OVERALL RESPONSIBILITY. All personnel involved with the
managenment of GOQ s nust be cogni zant of spending limtations and
notification requirenments. This stringent criteria requires

detail ed | ong range planning for maintenance, repair, and

i nprovenent projects. Major projects nust be accurately estinated,
approved through the budget process and executed during the
intended fiscal year. This requires close coordination between the
occupant, housi ng nanager, and conptroller.

3-7



3103 MARINE CORPS HOUSING MANAGEMENT MANUAL
CATEGORY COST LIMIT AUTHORITY REMARKS
Annual budget Under $25,000 HQMC/Local
request for maintenance Cmdr l/
and repair
$25,000-35,000 HQMC Requires prior
for Maintenance Congressional
and Repair notification
through the
budget process 3/
Over $35,000 Congress Requires prior
Congressional
notification
through budget
process to new
limit vice
previous $25,000-
$35,000
Increases to $5,000 or 25% HQMC
annual budget of approved
previously amount which-
reported to ever is less
Congress
(applies to $5,000 & Over HQMC/SECNAV Requires
maintenance and Congressional
repair to include notification
major repair prior to
& improvement execution
projects only)
Improvement 2/,3/ $3,000-$50,000 4/ HQMC Requires
(not incidental) Congressional
notification
if project
causes total
maintenance and
repair costs
to exceed
$25,000
Over $50,000 4/ Congress Only through
budget process
as line item
approval
Minor $3,000 CMC Ceiling
Construction amount cannot
exceed $35,000
per fiscal year
for maintenance
and repair
without prior
approval from CMC
NOTES :
1/ Local Commander - Commanding Officer of the installation holding the property account for the GOQ.
2/ Minor construction (incidental improvements), projects under $3,000, use O&M funds. Improvements
| on projects over $3,000 (not incidental) use construction funds.
| ;/ GOQ's exceeding the $35,000 Congressional limitation for maintenance and repair need to fully
justify the proposed major repair/improvement project and any other associated costs.
4/ Amount of improvements that can be approved are dependent upon area cost factors and previously
approved Congressional limitation on quarters.

>CH 4 Figure 3-1.--General Officer Quarters (GOQ) Expenses Approval
Authorities.
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CHAPTER 3
OPERATION AND MAINTENANCE OF GENERAL OFFICER QUARTERS

SECTION 2: LIMITATIONS AND REQUIREMENTS

3200. LIMITATIONS

>CH 4 1. Congressional Limitation. Congress allows up to $35,000 for maintenance
and repair with no cap on operations per GOQ per fiscal year. Maintenance and repair
costs exceeding this limitation must be specifically identified to Congress with the
annual budget justification material. Out-of-cycle requests are strongly
discouraged, as well as any out-of-cycle work except in the case of an emergency or
safety related situation. This policy was established in FY 1988.

Once identified to Congress through the budget process, all costs (to include
operations and utilities) then become "fixed" costs. These costs cannot be exceeded
without prior approval from either the CMC or Congress.

2. CMC Limitation. The CMC allows up to $20,000 for maintenance and repair with no
cap on operations per GOQ per fiscal year. The CMC retains the $5,000 additional
limitation as a hedge against overspending. Any anticipated expenditure between
$20,000 and $25,000 must be approved by the CMC. This policy began in FY 1990.

3201. BUDGET REQUIREMENTS. Limitations are based upon budget exhibits and Long
Range Maintenance Plans (LRMP) submitted to the CMC as part of the annual Family
Housing Budget. These exhibits and plans are used as planning tools for
notification to Congress through the budget process. The Family Housing Budget
submission is prepared 2 years in advance of the execution year.

1. The budget exhibits must contain the budget year plus the out years as requested
by the CMC as part of the annual Family Housing Budget submit. It should provide a
realistic estimate of the costs and coincide with the LRMP.

2. The LRMP identifies the budget year plus 5 years. The LRMP should also provide
realistic estimates of the costs associated with the quarters. Include any major
repalir/improvement projects that may be required in the budget and out years. This
information is necessary for notification to Congress through the budget process.
The preferred LRMP is provided at figure 3-3.

Ensure that any projected costs for maintenance and repair projects are budgeted
within the overall Family Housing Budget Submit and identified on the applicable
exhibits.

3. All exhibits and plans must bear the signature of the occupant or the commanding
general of the activity if the quarters are vacant.
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4. The budget exhibit and LRMP requires close coordinati on between
the occupant, housi ng manager, and conptroller.

3202. REPORTI NG REQUI REMENTS. Each activity is required to submt
to the CMC (LFF) by 30 Cctober of each year the General and Fl ag

O ficers Managenent Report. Marine Corps Report Control Synbol
DD-11103-02 (external RCS DD P&L(A)1706) has assigned to this
report. Refer to figure 3-2.

1. This report should reflect the actual operations, mnaintenance
and repair, and inprovenent obligations for the fiscal year.

2. A separate formis required for each GOQ under your management
control .

3. Coordination should be made with the installation conmptroller
prior to subm ssion to HQVC

4. Instructions are provided in appendi x O
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GENERAL AND FLAG OFFICER REPORT CONTROL SYMBOL

QUARTERS MANAGEMENT REPORT DO-ARLANTOE
7. REPORT DATE 3 REAL PROPERTY INVENTORY CODE (RPIC) |
3. INSTALLATION DATA :
a. NAME b. MAJOR COMMAND / ENGINEERING FIELD DIVISION
<. STATE d TIPCODE | e COUNTRY :
4. QUARTERS DATA
2 QUARTERS IDENTIFICATION CODE (QIC) b, LOCAL QUARTERS IDENTIFICATION
<. FET FLOOR AREA (5 FL) - d. YEAR BUILT

5. MANAGEMENT DATA (Enter whole dollar amounts only)

a. OPERATIONS $

b. LEASE

¢. MAINTENANCE AND REPAIR

d. TOTAL OPERATION AND MAINTENANCE (Sa. + b. + ¢)

e. CONGRESSIONALLY APPROVED AMOUNT FOR O & M

f. IMPROVEMENTS

DO Form 2405, OCT 85

Figure 3-2.--General and Flag Officer Quarters Management Report -
(DD Form 2405).
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MARINE CORPS HOUSING MANAGEMENT

MANUAL

Quarters No.: Single Story: Net Sq Fu:
No. of Bdrms: Two Story: Gross Sq Fu:
No. of Baths: Three Story: Year Constructed:
LAST LIFE BUDGET
DESCRIPTION REPLACED EXPECTANCY  YEAR(BY) BY+1 BY+2 BY+3 BY+4 BY+S
Routine MANAGEMENT Estimate
Routine SERVICES Estimate
Routine FURNISHINGS Estimate
Refrigerator 15 yrs
Free Standing Range 10 yrs
Range Top 10 yrs
Range Hoods 15 yrs
Wall Oven 10 yrs
Carpeting (Specify Rooms) 7 yrs
Cleaning
Replacement
Drapes/Shades (Specify Rooms) 7 yrs
Cleaning
Replacement
Entertainment Furnishings
(Specify Items)
Routine UTILITIES Estimate
SUBTOTAL OPERATIONS: 50 $0 $0 $0 $0 $0
(INCLUDES MGMT + FURNISHINGS +
SERVICES + UTILITIES)
Routine RECURRING MAINTENANCE Estimate
MAINTENANCE & REPAIR Estimate
Dishwasher 4 yrs
Garbage Disposal 5 yrs
Hot Water Heater S yrs

3-12
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3202

LAST

DESCRIPTION REPLACED

LIFE BUDGET
EXPECTANCY  YEAR(BY)

BY+1

BY+2

BY+3

BY+4

BY+5

A/C Compressor/ 10 yrs
Condenser
(Specify Rplmt or Rprs)
Heating Unit/Heat Pump 15 yrs
Plumbing Fixtures: 15 yrs
Kitchen
Bath
Cabinets/Countertops: 15 yrs
Kitchen
Bath
Floor Tile: 10 yrs
Kitchen
Bath
Interior Electrical Indef
Distribution System
Interior Plumbing Indef
Distribution System
Roof Replacement 12 yrs
Exterior Siding 12 yrs
Cleaning
Replacement
Paint: 4 yrs
Exterior/Caulking
Exterior Door/Trim
Interior (Walls)
Interior (Doors/Trim) .
Doors:
Exterior 12 yrs
Screen/Storm Doors Indef
Garage 12 yrs
Driveway/Street
Resurface 10 yrs
Sealcoat 10 yrs
Clothesline Syrs

Figure 3-3.--General Officer Quarters Long Range Maintenance Plan--
Continued.
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3202

LasT LIFE BUDGET

REPLACED EXPECTANCY  YEAR(BY) BY+1 BY+2 BY+3

BY+4 BY+5

Fences - Stain/Repair

4y

Grounds Care

N/A Recurring

Change of Occupancy

3 yrs

(Specify work if not stated above)

MINCR REPAIR/REPLACEMENT Estimate

MAJOR REPAIR/IMPROVEMENT PROJECTS:

Project #:

Project #:

SUBTOTAL MAINT & RPR ITEMS: $0 $0 $0 80
(INCLUDES RECURRING + M&R +
MINOR M&R + MAIJOR RPR & IMPR)

$0 $0

TOTAL PROJECTED COSTS: $0 §0 80 $0
(INCLUDES OPERATIONS + MAINT & RPR)

$0 $0

NOTES:

bW =

Budget Year (BY) should be annotated with ACTUAL COSTS for items being repair/replaced.
BY+1 through BY+S should be annotated with "REASONABLE ESTIMATES"
"INSPECT" should be annotated ONE YEAR before REPLACEMENT of item.

If items DO NOT APPLY to your GOQ,

for the planned year of execution.

please DELETE. Only list items that are applicable to your quarters.
The TOTAL PROJECTED COSTS should match with the 10536 budget exhibit for each GOQ.
This LRMP is a PLANNING TOOL and should be used as such.

Figure 3-3.--General Officer Quarters Long Range Maiptenance
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CHAPTER 3
OPERATI ON AND MAI NTENANCE OF GENERAL OFFI CER QUARTERS

SECTI ON 3: SPECI AL COMVAND PGOSI TI ONS

3300. DEFINITION. A position in which the incunbent is required
to represent the interest of the United States in an official and
social entertainnent activity(ies) involving foreign and/or United
States dignitaries of high governmental and mlitary grade and/or
out st andi ng nenbers of the business, industrial, |abor, scientific,
and academ c communities.

3301. DESIGNATION. Designation of subject quarters requires the
approval by the Secretary of the Navy.

3302. SPECIAL COMVAND POSITIONS: There are three Special Conmand
positions within the Marine Corps. They are:

Quarters 6 CMC House Marine Barracks, 8th & I, Washi ngton, DC
Quarters 2 ACMC House Marine Barracks, 8th & I, Washi ngton, DC

Quarters 1 CG House Mari ne Corps Conbat Devel opnent Comrand
Quantico, Virginia

1. Furnishings. The official entertai nnent areas (entrance foyer,
living room(s), dining room guest bedroom(s), stairways and
hal | ways interconnecting these areas only) may be supplenented with
f urni shi ngs.

2. Special Allowance. A special allowance for table |inens,
china, glassware, silver, and kitchen utensils is authorized.

a. The maxi num aut hori zed for the purchase of such itens is
$3,500 for an original outfitting and $400 for mai ntenance and
repair, and replacenent within any one fiscal year per set.

b. Funds for maintenance of special allowance itens and/or
furnishings will be included within the installations budget
estimate. ldentify these itens separately.

c. Procured itens shall not contain an identification of a

specific service. This will provide for use by nenbers of all DoD
conponent s.
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APPENDI X A
DEFI NI TI ONS

1. Abuse. Deliberate unauthorized use of Government property or
wi || ful m sconduct.

2. Adequate Family Housing. Public quarters for which ful
housi ng al | owances are withhel d when assi gned.

3. Appraisal. Involves direct conparison of Governnent-furnished
rental housing with individual private rental housing units.

4. Bachel or Housing. Barracks provided for the use of eligible
personnel .

5. Community Housing. Private housing in the vicinity of the
installation.

6. CONUS. The 48 contiguous states and the District of Col unbia.

7. Conversion. Permanent change in use of Governnment facilities
that will change category code on real property inventory or to
conbi ne Gover nnent quarters.

8. Dependent. The sponsor’s:
a. Spouse.

b. Unmarried child who is the sponsor’s by birth, |lega
adoption, or marriage (e.g., stepchild) who is under 21 years of
age and i s dependent on the sponsor, incapable of self-support
because of a nental or physical incapacity and dependent on the
sponsor for over one-half of his or her support, or is under 23
years of age, enrolled in a full-tine course of study at an
approved institution of higher |earning, and dependent on the
sponsor.

c. Adult relative by blood, marriage (e.g., parent-in-Ilaw or
st epparent), or adoption who is dependent on the sponsor for over
one-hal f of his or her support and eligible for a dependent I|.D.
card.

9. Discrimnation. An act, policy, or procedure that arbitrarily
deni es an individual or group equal treatnent in housing because of
race, color, creed, national origin, gender, or nmental or physica
disabilities.

10. Diversion. Tenporary use of Governnment facilities for other
t han designated use. Does not change category code on rea
property inventory.

11. Family Housing. Public and substandard quarters provided for
the famlies of Marine Corps personnel instead of the paynment of
housi ng al | owances or on a rental or occupancy basis.
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12. Housing. Fanily and bachel or housing that the Marine Corps
owns, | eases, obtains by permt, or otherw se acquires for use hy
its personnel.

13. DoD personnel. Includes both mlitary and DoD civilian
personnel .

14. DoD- Sponsored Civilian Personnel. Civilians who are not DoD
appropriated or nonappropriated fund enpl oyees but are key and
essential to mssion acconplishnent and are | ocated at the
installation as a result of direct or indirect sponsorship by a DoD
Component (e.g., Red Cross personnel, contract technicians, bank
managers, and others as determ ned by the installation commander).

15. Donestic Leasing. Leased mlitary famly housing in the 50
states, District of Colunbia, Puerto Rico, and Guam

16. Essential Personnel. Mlitary and civilian personnel required
by the installation commander to reside on the installation because
of mlitary necessity and operational considerations.

17. Excellence. Continual inprovenent in quality.
18. Foreign. Al areas outside the United States.

19. Furnishings. Furniture, household equi prent, carpet (when

not installed as part of the unit), draperies, and m scel |l aneous
itens procured under special authority. Includes special allowance
househol d goods such as china, glassware, silver, table Iinen
cutlery and kitchen utensils (excluding snall powered appliances).
In foreign areas, includes equi pment or appliances nornally

provi ded as part of the housing unit in the United States, such as
noveabl e ki tchen cabi nets, wardrobes, or light fixtures.

20. Geographic Bachelor. A person with dependents, but who has
chosen not to be acconpani ed by the dependents.

21. Governnment Quarters. Famly and unacconpani ed personne
housi ng units that the DoD owns, |eases, obtains by permt, or
ot herw se acquires.

22. Goss Negligence. An extrenme departure fromthe course of
action to be expected of a reasonably prudent person, al

ci rcunst ances bei ng consi dered, and acconpani ed by a reckl ess,
del i berate, or wanton disregard for the foreseeabl e consequences
of the act.

23. |lnprovenent. Alterations, additions, expansions, and
extensions including rehabilitation of a housing unit.

24. lnactive Housing. DoD housing units which have been pl aced
in a caretaker status and are not available for occupancy for
reasons ot her than routine mai ntenance and cl eanup.
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25. Installation Conmander (for the Purpose of Providing

Furni shings). The conmanding officer (grade 06 and above) of an
installation having responsibility for that installation. The
commander of a nobile or mlitary unit or installation who does not
ot herwi se have responsibility for land, buildings, and fixed

i nprovenents is not an installation conmander. Commandi ng officers
of tenant installations within the geographic jurisdiction of a
mlitary installation are not considered installation comanders
for the purpose of the provision of furnishings.

26. Involuntarily Separated Personne

a. Famly Housing. Service nenber who elected to be
unacconpani ed by dependents because of the |ack of acceptable
housi ng at the permanent duty | ocation

b. Bachel or Housing. Unacconpani ed service nmenber with
dependent (s) (including single person who has custody of
dependents) who is assigned to a foreign location, or for whom
fam |y housing is not programuabl e regardl ess of desire to
be acconpani ed.

27. Leased Quarters. Public quarters under control of the
Depart ment of Defense obtained by a Governnent |ease agreenent.

28. Mintenance. The recurrent, day-to-day, periodic, or
schedul ed work required to preserve or restore a real property
facility to such condition that it nay be effectively used for its
desi gnat ed purpose. |Includes work undertaken to prevent
deterioration or damage to a facility wi thout which the facility
woul d be nore costly to restore.

29. Mnority. Any person who is or may becone subject to
di scri m nati on because of race, color, religion, gender, or
nati onal origin.

30. National Register of Historic Places. The listing of
districts, sites, buildings, structures, and objects of national
state, or local significance in Anerican history, architecture,
archeol ogy, and culture that is nmaintained by the Secretary of the
Interior.

31. Negligence. The failure to act as a reasonably prudent person
woul d have acted under sinilar circunstances.

32. Private Housing. Quarters not provided by the DoD Components.

33. Public Entertainment Area. That area in a set of quarters
intended to accommodate public rather than private entertai nment.

I ncl udes the entrance foyer, living roon(s), dining room and the
stai rways and hal Il ways interconnecting these areas. Enclosed
porches, dens, libraries, fanmly roons, upstairs hallways (unless

there is no bathroom avail able for guests to use on the first
floor), and other areas of the quarters nornmally are not consi dered
as part of the public entertainnent area. Quest bedroons in
quarters of Special Conmand Positions may be included if overnight
accommodation of official visitors is required.
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34. Public Quarters. Adequate housing acconmodati ons provi ded by
the Governnent.

35. Quarters. Al living accommopdati ons.

36. Reasonable Value. Reasonable value for rental quarters is to
be neasured by the test of equivalence (i.e., what the enpl oyee
woul d pay for conparabl e housing in the open nmarket). Renta

rates, including charges for related facilities, when appropriate,
shall be based upon prevailing rates for conparable private housing
| ocated in the sane general area, after taking into account those
factors that reduce or increase the value of the housing to the

t enant.

37. Related Facilities (for Rental Quarters). Equipnent,
supplies, and services made available in connection with the
occupancy of quarters including, but not linmted to, household
furniture and equi pnent, garage space, utilities, subsistence, and
trash and | aundry servi ces.

38. Rental Quarters. Except as specifically excluded here or by
statute, the termrental quarters includes all furnished and
unfurni shed quarters supplied under specific Governnent authority
to Governnment enpl oyees, contractors, contractor enployees, and al
ot her persons to whom housing is provided as an incidental service
in support of Governnent programs. It includes, but is not limted
to, Governnent-owned or -controlled single famly dwellings,
apartnments, bunkhouses, dormitories, trailer pads, cabins, guard
stations and | ookouts, nobile homes, house trailers, permanent and
sem permanent tents, and housekeepi ng and nonhousekeepi ng units.

It also includes housing facilities designated as substandard

fam |y housing quarters.

39. Repair. The restoration of a real property facility to such
condition that it nay be effectively utilized for its designated
pur poses, by overhaul, reprocessing or replacenent of constituent
parts or materials that have deteriorated by action of the elenments
or wear and tear in use.

40. Restrictive Sanction List. Actions taken by the installation
commander to preclude mlitary personnel fromentering into a
rental, |ease, or purchase arrangenent with, or occupying housing
of, an agent who has been found to have discrim nated agai nst
mlitary personnel or their dependents.

41. Sanple Method Survey (SAMS). A nethod of surveying current
housi ng condi ti ons based on random sanpling w thin personne
cat egori es.

42. Special Command Position. A position designated by the

Assi stant Secretary of Defense (Conptroller) (ASD/C) if incunbent
is a general or flag officer, or civilian of equival ent rank, and
if the public relations responsibilities require the incunbent to
represent the interests of the United States in officia

entertai nment involving foreign or U S. dignitaries of high
governnental or military rank, and outstandi ng nenbers of the

busi ness, industrial, labor, scientific, and academ ¢ comunities.
These positions are identified in DoD Instruction 1100.12.
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43. Special Command Position Housing. DoD famly housing
specifically designated for occupancy by incunbents of a
speci al conmand position.

44. Substandard Family Housing. DoD-controlled housing,
specifically authorized by the Congress, that is not adequate and
is occupi ed subject to a charge agai nst a service nmenber’s BAQ for
the fair market value of the quarters not to exceed 75 percent of
t he BAQ anount.

45. Suppl ement al Furni shings. Furnishings provided in the
entertai nment areas of famly housing to suppl enent personally
owned furnishings of occupants who are required to acconmpdate or
entertain visitors frequently as part of their official duties.

46. Unacconpani ed Personnel. Personnel who either have no
dependents or who are geographically separated fromall dependents.

47. Uniformed Services. Refers to the Arny, Navy, Air Force,
Marine Corps, Coast CGuard, Conmm ssioned Corps of the U S. Public
Heal th Services, and the Conm ssioned Corps of the National QOceanic
and At nospheric Adninistration

48. United States. The 50 states, the District of Colunbia, and
U. S. possessions and territories.

49. United States Arnmed Forces. Al conmponents of the Army, Navy,
Air Force, Marine Corps, and Coast Guard.

50. United States Overseas. Alaska, Hawaii, and U S. possessions
and territories.

51. U.S. Possessions and Territories. Qutlying areas of the
United States, including Puerto Rico, Virgin |Islands, Trust
Territory of the Pacific |Islands, Anerican Sanpa, Wake and M dway
I sl ands, and Guam

52. Moluntarily Separated Person

a. Famly Housing. Service nenber who, for reasons other than
availability of housing at the permanent duty |l ocation, el ected not
to be acconpani ed by dependents.

b. Bachel or Housing. Service nenber in CONUS, Hawaii, or
Al aska, for whomfam |y housi ng woul d ot herwi se be programabl e,
who el ected for any reason not to be acconpani ed.

53. WIIful Msconduct. Intentional damage, destruction, or |oss
of Government property.

54. Worldwide. CONUS, U S. overseas, and forei gn conbined.
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APPENDI X B

FAM LY HOUSI NG FURNI SHI NGS, FURNI TURE AND EQUI PMVENT

1. Text Reference. See paragraphs 1106, 1601.3b, 3001, and 3302. 1.

2. Definitions. The following definitions are applicable to
fam |y housing furni shing managenent.

a. Furnishings. Furnishings include furniture, household
equi pmrent, and m scel | aneous itens necessary to provide a reason-

abl e degree of livability as specified herein. It does not
i ncl ude househol d goods, such as linens, cutlery, silverware,
di shes, and kitchen utensils, except as authorized herein. It does

i ncl ude novabl e equi pnrent, such as cooki ng stoves, refrigerators,
clothes dryers, clothes washers, and freezers. Garbage disposals
and permanently installed di shwashers are not considered to be
furnishings but are a part of the housing unit. Wen a distinction
between furniture and novabl e equi pment is required, the follow ng
shal | apply:

(1) Furniture. Itenms such as beds, dressers, chests,
tables, chairs, etc. The termalso includes such itens as |anps,
mrrors, rugs, draperies, and slipcovers.

(2) Equipnent. Includes all househol d novabl e equi prent,
such as cl othes washers and dryers, ranges, refrigerators,
freezers, and portabl e di shwashers.

b. Governnent Quarters. Housing units which the Governnent
owns, | eases, or otherw se serves as | andl ord.

c. Rental Quarters (lnadequate Government Quarters). Housing
units which have been determ ned to be inadequate and for which the
Government charges rent to the occupant. Rent frommlitary
personnel eligible for BAQis paid by wthhol ding an appropriate
portion of BAQ

d. Private Quarters (Non-Governnment Quarters). Living
accommodati ons obtained by mlitary or civilian personnel fromthe
private sector of the econony by |ease, rent, purchase, or other
nmeans, to include rental guarantee housing sponsored by the
Gover nment .

e. CONUS. The 48 conterm nous states and the District of
Col unbi a.

f. US. Overseas. Alaska, Hawaii, and U. S. possessions.

g. Foreign. Al other, excluding CONUS and the U. S. overseas.

h. Special Command Positions. A position in which the
incumbent is required to represent the interests of the United
States in official and social entertainment activities involving
foreign and/or United States dignitaries of high governnenta
and mlitary grade or outstandi ng nmenbers of the business,
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industrial, labor, scientifiC, and academ ¢ communities. Designa-
tion of special command positions requires approval of the
Secretary of the Navy.

i. Installation Commander. The term"installation
commander” refers to the commandi ng of ficer of a Marine Corps
activity (base, canp, or station).

3. Policies. Under normal conditions, only ranges and refrige-
rators will be provided for Governnent quarters w thin CONUS
Qut si de CONUS ot her furnishing may be provided if it is determ ned
to be advantageous to the Governnment. The foll ow ng gui dance
appl i es:

a. Wthin CONUS

(1) CGovernnment Family Quarters

(a) Ranges and refrigerators will be provided to al
Governnent fam |y housing quarters

(b) Government furnishing my be provided for the
official entertai nnent areas of general officer quarters and
installation conmmanders.

(2) Private Quarters. Government furnishings are not
authorized for use in private quarters

b. Qutside CONUS

(1) Governnent Family Quarters. Furnishings, including
cooking stoves and refrigerators, may be provided if it has been
determ ned by economc analysis that it is nore advantageous to the
Government to provide Governnent furnishings in lieu of personally
owned furnishings. In making this determ nation, consideration
will be given to overall econony, equity, and personal preference
of eligible mlitary personnel and civilian enployees. A uniform
policy will be applied for each area outside CONUS, to be
applicable regardless of a nenber’s military service affiliation

(2) Private Quarters. Government furnishings nmay be
provided in private quarters occupied by mlitary or civilian
personnel upon a determ nation that it is nore advantageous to the
Government to provide furnishings in lieu of shipping personally
owned furni shings.

(3) Tenporary Loan of Furnishings. Government furnishings
(only those essential itens necessary for a reasonabl e degree of
livability) may be provided on a tenporary |oan basis for short
periods of tinme pending receipt of intransit personally-owned
furni shings when determ ned advant ageous to the Governnent.

(4) Weight Restrictions. Were CGovernnent-owned
furnishings are provided in quarters outside CONUS, an appropriate
reduction in the individual’s authorized shipping all owance for
transportation of personally owned furnishings will be applied

B-2



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

c. Quarters Used for Special Conmmand Positions

(1) Entertainnment areas (living room dining room etc.) of
quarters occupi ed by personnel assigned to special command
positions, as described by SECNAVI NST 11101.68, may be furnished if
a requirement exists to accommopdate official visitors overnight. A
speci al allowance for table linen, china, glassware, silver, and
kitchen utensils is also authorized for the express use of
i ncumbents of these positions.

(2) The maxi mum aut hori zed for the purchase of itens
included within these special allowances is $3,500 for an origina
outfitting, and $400 for mai ntenance repair and replacenent within
any one fiscal year per set of quarters. The Commandant of the
Marine Corps will budget for the initial outfitting, based on
i nput provided by the applicable installation. Funds for
mai nt enance of special allowance and/or furnishings will be
included within the installation’ s budget estinmate and be
separately identified.

d. General Oficers and Installation Commanders’ Quarters.
Fur ni shings may be provided in famly quarters occupi ed by an
installation commander with the grade of colonel and all genera
officers quarters in that these officers are required to accom
nodate or entertain visitors frequently as part of their officia
duties. Government-owned furnishings will be restricted to the

entertai nment areas (living room dining room etc.) and will in
no way replace personally owned furni shing nornally expected in
relation to grade and fam |y size. Furnishings requests will be

submtted per the instructions contained in current regul ations.

e. Entitlenents

(1) DOD personnel have no specific legal entitlenment to
Gover nrent - owned furni shings. The provision of table Iinens,
di shes, gl assware, silver, and kitchen utensils in famly quarters
is prohibited by 10 U S.C. 2387 except for quarters occupied by
i ncumbents of special conmmand positions. Governnent - owned
furnishings are authorized when it is considered to be in the best
interests of the Governnent.

f. Authorized Governnent - Owmed Equi pnent

(1) Cooking Range and Refrigerator

(a) These itens will be provided for all Governnent
housekeepi ng quarters. COccupants shall not be authorized to
repl ace Governnent - owned cooking stoves and refrigerators with
personally owned itens w thout specific approval of the installa-
tion commander. Personally owned itens may be stored at Gover nment
expense.

(b) A cooking stove and refrigerator may be provided
within private quarters outside CONUS when they are not furnished
by the landlord as a part of the quarters, or there is a current
restriction on the shipnment of |ike personally owned itenms. They
may al so be provi ded when personally owned equi pnent is not readily
adaptabl e for use at the location where it is required.
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(c) Wien occupants choose to use their privately owned
refrigerators or ranges, they are to notify the housing office and
request pick-up of the Governnment unit.

(2) Low Tenperature Food Storage Cabinets (Freezers). The
provi sion or replacenent of freezers in housekeeping quarters shal
be subject to prior approval of the CMC. Freezers are authorized
for use only within the foll ow ng:

(a) For use in quarters which have been designated as
speci al command positions. (See paragraph 3302.)

(b) For use in quarters of occupants having officia
entertai nment duties and responsibilities of sufficient size and
frequency to require a freezer. (See paragraph 3003. 2c.)

(3) Dishwashing Machines. Automatic di shwashers are
aut horized to be pernmanently installed in housekeepi ng quarters.
The kitchens of all new fam |y housing units include di shwashers.
The initial installation of dishwashers in existing housing is an
i nprovenent and should be installed in conjunction with kitchen
noder ni zati on i nprovenent projects. Wien dishwashers can be
provi ded within avail abl e funds, procurenent will be through the
GSA and conformto the nost recent Federal specification.
Install ed di shwashers are considered to be a structural conponent
and are to be nmintained and replaced in the sane manner as hot
wat er tanks, garbage disposals, etc.

(4) dothes Washers and Dryers. The provision of clothes
washers and dryers is authorized for Governnent quarters and
private housekeepi ng quarters outside CONUS, providing the quarters
are located in a weight restricted area. The provision of clothes
washers and dryers is not authorized within CONUS housekeepi ng
quarters, except for designated special comand position quarters
and quarters occupi ed by foreign personnel

g. Shipnment Qutside CONUS. Where CGover nnent - owned equi pnment
is provided outside CONUS, the shiprment of simlar personally owned
itens of household equi pnent is not authorized.

4., General Information

a. Determning Requirenments. Determination of types and
quantities of itenms to procure and/or maintain on hand requires
careful planning to nmininze shortages and excesses. lInstallation
commanders shall maintain a tabulation of kinds and quantities of
itens provided by the Governnent to devel op and mai ntai n experience
tables to be used in determ ning and adjusting inventories to neet
requi renents.

b. Repl acenent

(1) Installations should mnimze the amount of equi pnrent,
by item kept in the famly housing inventory. However, there
shoul d be sufficient quantities in stock to provide for norma
repair and repl acenent requirenents.
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(2) Whether an itemis replaced or repaired is a loca
deci sion. However, the anticipated useful |ife and cost to repair
versus replace should be factored into the anal ysis.

(3) Al equipnent purchased should be those authorized
under GSA regul ations and shall conply with the Marine Corps goa
of energy reduction.

c. ldentification Mrking

(1) Furniture. Quarters furniture is specifically excluded
fromthe identification systemprescribed for class 3 plant
property by the NavConpt Manual, volune 3, chapter 6. However, it
is essential that such itens be narked to identify that they are
Government property. Accordingly, it is recomrended that
i ndividual itenms of furniture be marked "USMC' prior to issuance
to occupants of quarters. Markings shall be in an inconspicuous
pl ace so as not to detract fromthe appearance of the item

(2) Equipnent. Al novabl e equi prent shall be identified
as CGovernment property and nunbered serially to provide positive,
continuing identification by use of stencils, nmetal tags, or other
nmeans not susceptible to easy renoval. Consecutive nunbers shal
be assigned, and the same nunber will not be reassi gned when an
itemis surveyed. Marking shall be in a place of the equi pnent
which will not detract fromthe appearance of the item

d. Unauthorized Wrk. No articles of furniture nmay be
manufactured at a Marine Corps installation except on authority of
the CMC.
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APPENDI X C

I NSTRUCTI ONS FOR COVPLETI NG THE FAM LY HOUSI NG | NVENTORY
AND OCCUPANCY REPORT (DD FORM 1410)

1. Text Reference. See paragraphs 1202.2d and 1516.11

2. Pur pose

a. These instructions provide the user procedural guidance in
the preparation and subm ssion of the annual Fam |y Housing
I nventory and Qccupancy Report.

b. This is a continuous report in that a mai ntenance work
sheet is provided by FACSO whi ch contai ns pernanent type
information as it was submitted on the last report. It is prepared
annual |y as of 30 Septenber.

c. Wien the report is received, check to make sure that you
have been sent the correct worksheets for your activity. Contact
your @FD if you have not and they can provide you w th another copy
of the mai ntenance report.

d. Procedural guidance and instructions concerning the
preparation and subm ssion of the inventory and occupancy wor k-
sheets is presented in this section

3. Procedures. Al famly housing in the Departnent of the Navy
Real Property Inventory shall be reported, including units on | oan
to the Arny, Air Force, and other services. Housing units borrowed
fromother services will not be reported. The followi ng are
procedures to be followed in reporting fam |y housi ng.

a. FACSOw Il forward a copy of the Fam |y Housing |Inventory
and Occupancy Report (DD Form 1410) figure C-1 (Marine Corps Report
Control Synbol DD-1110l-26 (External RCS DD P&L(A)1081)), and
Fam |y Housing Inventory Designation and Assi gnment Report (DD Form
1411) figure G2 (Marine Corps Report Control Synbol DD 1110l -27
(External RCS DD-P&L(A)I1082)) directly to each reporting activity
(with a copy to the EFD and CMC by 15 Cctober annually). The
installation will update the worksheets per these instructions and
forward to the cognizant EFD within 10 worki ng days after 30
Sept enber. EFD submi ssion and correction should be conpl eted
wi thin 30 working days after the end of the report period.

b. The report for Marine Corps activities will be processed at
the supporting EFD. Therefore, Marine Corps activities wll
forward the worksheets to the EFD with a copy to the CMC.

c. \Were gains, |losses, or other actions affecting records
occur during a reporting period, including | eased units, it is
inportant that the information be coordinated at the installation
level with the office which is responsible for maintaining the
official real property inventory. Reports showi ng new additions,

di sposal s, inactivations, reactivations, conversions, and diversions
nmust be acconpani ed by an additional sheet citing the approva
authority.
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Figure C-1.--Family Housing Inventory and Occupancy Report.
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d. A fam |y housing vacancy | og, NAVFAC 8-11101/20, is avail -
abl e and suggested for use on a daily basis. Mnthly or quarterly
summari es should not be submtted. Those installations with BEST
or WANG capabilities may submt a vacancy | og produced by these
syst ens.

4. Instructions for Updating the Fam |y Housing |Inventory and
Occupancy Report (DD Form 1410) Figure CG-1. This report is filled
out by-the installation and forwarded to the cogni zant EFD. The
following are instructions for updating the report prior to
submi ssi on.

a. Format. All entries nust be hand witten. This report
must be submitted to the EFD no later than 10 worki ng days after
the end of the report period.

b. Header Data - Section

The data in this section will be preprinted by FACSO pri or
to forwarding to the installation. EFD s are responsible for
ensuring that the header data for each installation within their
cogni zance is current and correct. The "as of" date for the report
is 30 Septenber.

c. Colum Headings (a - h) for this Report are Described as

(1) Leased (Columm a). These are units generally privately
owned, |eased by the U S. Governnment for use as mlitary public
quarters. This includes |eased units constructed under the Section
801 Acquisition Program \Wen one mlitary service or DOD agency
acts as an executive agent and | eases units for use by another, the
executive agent will report subject leased units inits inventory.
This category also includes those privately owned units | eased hy
a non-DoD U. S. Governnent agency for use by DoD personnel
(Exanple: State Departnment leasing for a mlitary departnent; the
mlitary departnent reports the units.) It also includes those
units fornerly reported as rental guaranty. |In addition, mlitary
public quarters owned by HUD will also be consi dered.

(2) Appropriated Fund- Prior FY 1950 Appropriation
(Colum b). These are housing units acquired incidental to | and
pur chases and ot her adequate housing units acquired and/or
constructed under funding appropriated prior to the FY 1950
Appropriation. Included are units built prior to 1950 previously
reported as adequate foreign source. This includes units owned by
a foreign governnent and used by the mlitary service under inter-
nati onal agreenent.

(3) All Oher Adequate (Columm c¢). This category includes
all other adequate CGovernnent-owned housing units previously
reported as: Appropriated Fund FY 1970 and after, Appropriated
Fund FY 1950 t hrough FY 1969, Appropriated Fund Rel ocat abl e,
Capehart, wherry acquired, surplus comodity, permt, USA hones.

I nclude those units acquired after FY 1950 previously reported as
forei gn source.
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(4) Total Adequate (Columm d). The sum of colum (a) plus
colum (b) plus colum (c).

(5) Total Substandard (Columm e), The nunber of units
desi gnat ed as substandard. Substandard Yen, RAF, etc., housing
units regardl ess of how operated (include previously reported as
forei gn source substandard).

(6) Adequate and Substandard Total (Colum f). The sum of
colum (d) plus colum (e).

(7) Mobile Hone Spaces (Columm g). The nunber of
Gover nrrent - owned nobi |l e hone spaces (excludi ng those spaces
occupi ed by Governnent-owned nobile homes included in colum (e)).

(8) DoD Sponsored (Columm h). These are donmestic renta
guarantee units obtained through the 802 Acquisition Program
(formerly reported as Wierry Unacquired, Section 810, Renta
Guarantee, colums JI thru J3 of the old maintenance report).

d. Row Headings for this Report are Described as: Tota
Inventory - Lines 12 thru 18

(1) Line 12 - Previous Total. This preprinted |line shows
the total nunmber of units (active plus inactive) under the contro
of your installation, on the last day of the reporting period.

Any corrections to line 12 nust be approved by the cogni zant EFD
and explained in a keyed footnote on an attached sheet. This |ine
shoul d be identical to the present total |line fromthe prior year’'s
report.

(2) Line 13 - New Adds. Enter the nunber of units acquired
by neans other than conversion during the reporting period. If you
are reporting a category of housing for the first tinme, cite the
approval authority and source of the acquired housing on an
attached sheet.

(3) Line 14 - Conversion Gins. Enter for each category of
housi ng the nunber of units added by conversion, inprovenent, or
other action that caused a change in status during the report
period; include both those which change from substandard to
adequate, as well as those that create new DoD fanily housing
facilities. Conversions will be reported as acconplished as of the
beneficial occupancy date.

(4) Line 15 - Conversion Losses. Enter the nunmber of units
permanently | ost by conversion, diversion, or other action that
caused a change in status during the report period; include |oss of
one unit due to conbining of two units to one or actions which
upgrade famly housing as well as those which convert to nonfamly
use.

(5) Line 16 - Disposals. Enter the nunber of units
di sposed of and | ease cancel |l ati ons, except for pernanent
conversions and diversions which occurred for any reason during the
report period. Disposals will be reported as effective the date
the units are renoved fromthe Defense
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Fam |y Housing Property Account. A report of excess houses to the
GSA is not considered a disposal until the property is accepted by

GSA. Installations will ensure that famly housing units so
excessed will be included in this report until such time as fina
di sposition occurs. In those cases where all housing or the entire

installation is inactivated or excessed, the cognizant EFD wi ||
submt this report until final disposition. Until the property is
removed fromthe property account, the units should be shown as

i nactive on |ine 19.

(6) Line 17 Ot her Losses. Enter the nunber of units | ost
due to damage or destroyed due to fire, natural causes, etc.
during the report period.

(7) Line 18 Present Total. For each colum enter the tota
nunber of units (active plus inactive) on the inventory the | ast
day of the report. This line is the sumof the entries in lines 12
through 17 (12 + 13 + 14 - 15 - 16 - 17 = 18).

e. Line 19 Through 23 Pertain To lnactive |nventory

(1) Line 19 Previous lnactive Total. This data will be
pre-printed by FACSO and should reflect the nunber of inactive
units on the inventory as of the last day of the preceding report
period. This data should be identical with the Present |nactive
Total of the preceding report. Any corrections to previous totals
must be explained in a keyed footnote on an attached worksheet.

(2) Line 20 Reactivations. Enter the nunber of units
reactivated during the report period.

(3) Line 21 Inactivations. Enter the nunber of units
i nactivated during the report period.

(4) Line 22 Inventory Losses. Enter the nunber of inactive
units dropped fromthe Defense Fam |y Housing Property Account
during the report period. This includes disposals and all other
| osses of inactive units.

(5) Line 23 Present Total Inactive. For each colum enter
the nunber of units that were inactive the |ast day of the report
period. This line is the algebraic sumof entries in lines 19
through 22 (19 - 20 + 21 - 22 = 23).

f. Line 32 Pertains to Inactive Units to be Excessed. Enter the
nunber of inactive units reported which will be excessed to the
GSA prior to the next report. On line 32(a), enter inactive
adequate units to be excessed of those reported on line 23, colum
(d). Online 32(b) enter inactive substandard units to be excessed
of those reported on line 23, colum (e).

g. Lines 24 through 31 Pertain to Vacancy Information. This
section can be conpleted with relative ease if information on
nove-ins and nove-outs are recorded daily and subtotaled on a
nmont hl y basi s.
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(1) Line 24 Move Quts. Enter under each category the
nunber of nove outs during the report period.

(2) Line 25 Mive In. Enter under each category the nunber
of move ins during the report period.

(3) Line 26 Gross Available Occupancy Days. Enter the
gross nunber of unit days available for occupancy in the report
period. This is conmputed by rmultiplying the nunber of units active
for each category for the entire reporting period by the nunmber of
days in the report period (365 or 366 for leap year). Individua
conputations are required for units that were not available for
occupancy during the entire report period. Wen you have inactive
units shown on line 19 deduct the nunber fromline 23 and multiply
the result by the nunmber of days in the reporting period. To this
total add or subtract as appropriate the nunber of days avail able
for those units which were reactivated or inactivated during the
peri od.

Exanples of Line 26 Calcul ations

Installation "A" has 200 units. Al were available for
occupancy during the entire reporting period (Cct | through Sep 30).

200 X 365 = 73000 Total Gross Avail able OQccupancy Days

Installation "B" has 200 units. One hundred ninety units were
avail abl e for occupancy during the entire reporting period. Ten
units were inactivated on Cct | due to fire damage. Five units

were reactivated upon occupancy on March I. Three units were
reactivated upon June 1. The renmining 2 units are still inactive.
190 X 365 = 69350 (190 units active Cct | - Sep 30)
5 X214 = 1070 (5 units active Mar 1 - Sep 30)
3 X122 = 366 (3 units active Jun 1 - Sep 30)
70786 Total Gross Avail abl e Occupancy Days

Anot her way to check your figures would be to calculate the
nunber of down days and subtract themfromthe total possible days
if all units were active

Installation "C has 150 units. Al were available for
occupancy during this report period. Fifty units were constructed
with a beneficial occupancy date of April 15. The total inventory
for the 30 Septenber report is 200.

150 X 365 = 54750 (150 units available Ot 1 - Sep 30)
50 X 169 = 8450 (50 units available Apr 15 - Sep 30)
63200 Total Gross Avail abl e OQccupancy Days

Note that in all 3 exanples the installations each had 200 units
in their inventory as of 30 Septenber, yet each installation
reported a different nunber of total gross avail abl e occupancy
days. This occurred
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because each experienced different inventory actions within the
reporting period.

(4) Line 27 Vacant Major Rehabilitation. Enter the number
of days active units were vacant for major rehabilitation, repair
al terations or conversion work

(5) Line 28 Net Available Cccupancy Days. Subtract |ine 27
fromline 26 and enter the difference.

(6) Line 29 Vacant M nor Mii ntenance. Enter the nunber of
days that active units were vacant for change of occupancy
mai nt enance. Fornerly reported as routine mai ntenance.

NOTE: Al though individual situations nmust be considered on their
particular points, the followi ng generalities nay be used
in distinguishing between the routine M&R and nmj or
rehabilitation:

Routine M&R will ordinarily consist of cleaning,
refinishing, painting, and other mnor repairs that can be
expected incident to one occupancy. In this sense, it wll
be expected that the same type of work will be perforned
again after one other occupancy, and the full extent of
such work would not normally be expected to exceed one
wor k week.

Maj or rehab will ordinarily consist of the replacenent of
wal I, replacenent of a floor, conplete re-wiring of the
unit, and other itens of a mmjor nature which have been
accunmul ating for sonme tinme and whi ch nust now be perforned.

(7) Line 30 Vacant and Available. Enter the nunber of days
active units were vacant other than major rehab or minor mainte-
nance. Units acquired either by new construction, conversion
| easing, etc., should have figures reflected here fromthe day of
beneficial occupancy to the date of the first occupancy.

(8) Line 31 Net Vacancy Percent. To determ ne the net
vacancy percent divide the sumof lines 29 and 30 by line 28.
Enter the percentage figure (by noving the decimal two places to
the right) and round to two deci mal pl aces.

h. Lines 33 through 37 Pertain to Adequate Inactive Designa-
tion. Colums (a) Oficer; (b) Enlisted E9-E4; (c) Enlisted E3-EI
For each line enter the nunber of units by bedroom and paygrade
desi gnati on which are reported as inactive on line 23 colum (d).

i. _Lines 38 through 41 Pertain to Waiting List Data

(1) Columm (a) Fanilies on the Waiting Lists. For each
line enter the nunber of famlies on all adequate waiting lists as
of the last day of the report period. Each nmenber nust be counted
only once regardl ess of the nunber of waiting lists they nmay be on
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(2) Columm (b) Fanilies on Substandard Waiting Lists. For
each line enter the nunber OF families on all substandard waiting
lists. Each famly nust be counted only once regardl ess of the
nunber of waiting lists they nay be on

(3) Columm (c) Waiting Tine - Adequate. For each paygrade
enter the average nunber of nmonths a military nmenber nust wait for
adequate quarters. Entries should be made in increnents of whole
nmont hs; e.g., two weeks should be entered as one nonth, | ess than
two weeks shoul d be zero.

(4) Colum (d) WAiting Tine - Substandard. For each pay-
grade enter the average nunber of nmonths a mlitary nmenber nust
wait for substandard quarters.

5. Instructions for Conpleting the Fam |y Housing I nventory
Desi gnati on and Assi gnnment Report (DD Form 1411) figure C 2

a. Genera

(1) This part of the report provides information on the
nunber and size (bedroom count) of adequate and substandard famly
housi ng units by the pay grade group for which they are designated
and occupi ed, as of 30 Septenber of each year

(2) Adequate inventory data reported on DD Form 1410 |i ne
18 colum (d) less line 23, colum (d) must equal the total active
adequate units designation reported on DD Form 1411, line 16 col um
(j) for the sane period. Substandard total inventory reported on
DD Form 1410 line 18 columm (e) less line 23 colum (e) nust equa
the substandard total one line 16 colum (k) as reported on
DD Form 1411 for the sane period.

b. Lines 1 through 10 Pertain to Header Data

c. Lines 11 through 15 Pertain to Active Adequate Units
Desi gnati on

(1) The nunbers in this section reflect the entries from
the previous report period and will be pre-printed by FACSO

(2) Enter the total nunber of active adequate units by the
nunber of bedroons whi ch have been designhated for use by the
vari ous pay grade groups indicated in colum headings (a-k). This
data will reflect the pay grade groups for which the units have
been designated, not the pay grade of the current occupant.

(3) If there have been no changes in designation, reacti-
vations, inactivations, and acquisitions, there will be no change
made in this section. |If there have been deactivations, inactiva-
tions, etc., the nunbers nust be changed to reflect the tota
nunber of adequate units available at the end of the report period.
If there have been inadequate units reported as conversion gains
or new additions, the nunbers will have to be added to the approp-
ri ate adequate grade designhation by bedroom conposition
Conversely, if there have been any disposals, conversions or other
| osses of adequate units they nust be renpved by grade designation
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and bedroom conposition. Housing units designated for civilians
will be reported under the respective mlitary equival ent pay grade

group.

(4) If there is no designation of enlisted units by senior/
junior personnel, the total nunber of enlisted units will be
entered in the Senior enlisted col um.

d. Colum (a) 010-07. Columm (b) 06, Columm (c) 05-04.
Columm (d) WI-W .

e. Colum (e) Oficer Total: For each line enter the sum of
colums (a) + (b) + (c) + (d).

f. Colum (f) E9-E7. Columm (g) E6-E4. Columm (h) E3-El.

g. Columm (i) Enlisted Total: For each line, enter the sum of
colums (f) + (g) + (h).

h. Colum (i) Total Active Adequate Units: For each line
enter the sumof colum (e) + (i). Data on line 16 colum (j) rmust
equal the difference between the total adequate inventory reported
on line 18 colum (d) of DD Form 1410 | ess the inactive adequate
inventory reported on line 18 colum (d) of the DD Form 1410 for
the sane report period.

i. Colum (k) Total Active Substandard Units: For each |ine,
enter the nunber of substandard units by nunber of bedroons. Data
on line 16 colum (k) nust equal the difference between the tota
active substandard inventory reported on |line 18 colum (e) of the
DD Form 1410 and the total inactive substandard inventory reported
on line 23 colum (e) of the DD Form 1410 for the sanme reporting
peri od.

j. Line 16 Total: For each colum enter the sum of |ines
11 + 12 + 13 + 14 + 15.

k. Lines 17 through 28 Pertain to Active Adequate Units
Assi gned.

. Colums (a) through (d) and (f) through (h). Enter the
nunber of occupants by the sponsors pay grade designation for |ines
17 through 23. Include nenbers of other services, unacconpani ed
famlies (famlies authorized to renmain in quarters while the
sponsor is absent) and civilians.

m Line 29 Pertains to Total Occupied. For each colum enter
the sumof lines 17 + 18 + 19 + 20 + 21 + 22 + 23. (Lines 24
through 28 are not added because they are already included in
lines 17 through 23.)

n. Line 30 Pertains to Total Vacant. For each colum enter
the nunber of vacant units at end of the report period.

0. Line 31 Pertains to Total Active Adequate. For each colum
enter the sumof lines 29 + 30. The nunbers for each col um shoul d
equal the total for the corresponding colum on line 16 (line 16
colum (c) must equal line 31 colum (c).
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p. Lines 32 through 35 Pertain to Occupancy by Service and
TAR Report. For each nmilitary service enter the nunber of
fam |ies who occupy quarters at your installation which is broken
out by officer, enlisted, etc. These figures nust accurately
reflect assignnments to famly housing quarters as of 30 Septenber,
and should reconcile with the DD Form 1411 wor ksheet for the
correspondi ng report peri od.
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APPENDI X D

FAM LY HOUSI NG RENTS AND CHARGES

1. Text Reference. See paragraphs 1203, 1216.6, 1225.1, 1231. 4,
and 1231. 11b.

2. GCeneral Information

a. Information. Rents and charges established for Marine
Corps famly and nobil e hone spaces are determ ned per the
provi sions of this appendi x, and other DoD and DON i nstructions
whi ch are applicable to the Marine Corps.

b. Applicability. Famly housing, funded under the FH, N&MC
when operated on a rental basis, including:

(1) Adequate public quarters occupied by civilians, except
in those areas where such quarters are provided to civilians in
lieu of a housing allowance authorized in civilian personne
regul ati ons (see paragraph 1203.1).

(2) I nadequate Governnent-owned quarters reported per
paragraph 1203. 2 under the substandard housi ng category.

c. Policy. It is the policy of the DON to establish rents and
charges for quarters on the basis of the reasonabl e value of the
accommodati ons as determ ned by conparison with equivalent private
rental facilities and nodified by all owance adjustnments. Rent
schedul es and charges for utilities furnished by the Governnent
(i.e., not paid directly to the utility conpany by the tenant)
shall be adjusted periodically. An exception to the periodic
apprai sal may be granted by the CMC upon request or as provided for
in this Manual. Such exception nmay be granted when

(1) The present fair rental val ue exceeds 75 percent of the
mlitary occupant’s BAQ

(2) It is clearly indicated that a reappraisal will not
result in a fair rental value |ower than 75 percent of the
occupant’s BAQ

3. Establishing Rents and Charges. Rental rates and charges for
facilities made available in connection with the occupancy of
rental quarters shall be based on the reasonabl e val ue of the
quarters and facilities to the occupant in the circunstances under
which the quarters and facilities are provided, occupied, or made
avail able. Rates nay not be set to provide an inducenent in the
recruitnment or retention of personnel or as a nmeans to encourage

the occupancy of the other Governnent quarters. |Instructions for
determning rents and charges for nobile hone spaces are provi ded
in chapter 1, section 3 of this Manual. Professional fee

appraisers will be used to conduct all appraisals.
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a. Adjustnents

(1) Periodic (Cycle Year) Adjustnents Based on Survey of
the Private Rental Market.

(a) Every fifth year or when the basic rental rate has
been increased by 30 percent through application of the rent series
of the U S. city average Consuner Price Index (CPl), whichever
comes first.

(b) Every third year if for any reason valid and
realistic conparability with private rental rates has not
been establ i shed.

(c) Any year when changes in the private rental narket
in the nearby established community indicate a need to adjust
basic rental rates on the basis of a survey of the rental market.

(2) Annual (Interim Year) Adjustnents Based on Chances
in the CPI.

Annual adjustnment in the basic rental rate to be effective 1
February of each year shall be nmade applying the percent change in
the CPI fromthe nonth in which the previous adjustnment was based.
Though effective in February, the adjustnment shall be based on the
precedi ng Septenber CPlI data.

(a) Wien the private rental market survey is made
during the nont hs of August through January, no CPl adjustnent wll
be nade on the upconming 1 February but will be deferred until the
follow ng February. Such CPlI adjustrents will be based on the
changes in the CPI fromthe actual date of the survey through
t he upconmi ng Sept enber.

(b) Wien the private nmarket survey is scheduled to be
made during the nonths of February through July, no CPl adjustnent
will be nade on 1 February of that year but will be deferred unti
1 February of the follow ng year

(3) Newy Acquired Quarters. The initial survey to
establish conparability with private rental accomodati ons shal
be nade upon acceptance of the facility, and the corresponding
rental rates shall be nade effective upon occupancy. The initia
CPl adjustrment in rental rates shall be nade as foll ows:

(a) Wien the initial survey of the private renta
mar ket is made during the nonths of February through July, the
initial CPl adjustnent will be made on the upcom ng 1 February.

(b) Wien the initial survey of the private renta
mar ket is made during the nonths of August through January, the
initial CPl adjustnent will be made on the procedure set forth in
paragraph 3a(2)(a) of this appendi x.

b. Determining Uility Charges. Uility charges shall be
determ ned as prescribed in MCO 7310. 14.
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4. Responsibilities of the Family Housing Director/Minager. The
Fam |y Housing Director/Manager will ensure the rents and charges
are adjusted as appropriate per the provisions of this Manual. The
Director/Manager will notify the tenants of any changes in rents
and charges no later than the first day of the nonth preceding the
effective date.

5. Substandard Quarters. It is Marine Corps policy that assign-
ment of Marine Corps nanaged substandard quarters generally should
be restricted to junior enlisted personnel. Personnel pronoted or
ot herwi se beconing eligible for adequate public quarters nmay be
allowed to remain in inadequate quarters. These personnel nay be
pl aced on the waiting |ist for adequate public quarters as of the
date they becone eligible. Installation conmanders may authorize
hi gher ranking personnel to voluntarily occupy inadequate quarters
at their option. Substandard quarters will not be used as
tenporary housing while awaiting assignnent to adequate quarters
or when vacati ng adequate quarters
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APPENDI X E

FAM LY HOUSI NG SELF- HELP PROGRAM

1. Text Reference. See paragraph 1401.7.

2. Purpose. The occupant of Marine Corps fam |y housing shall not
be solely responsible for maintenance of their quarters but is
requested to assist the Marine Corps in its effort to provide
adequat e econonmi ¢ housing to as many mlitary famlies as possible.
Si npl e househol d-type repairs and nai nt enance tasks which are
normal |y perforned by tenants require an inordi nate expenditure of
housi ng mai ntenance funds. COccupants taking responsibility for
some of the sinpler tasks will conserve these funds and further the
goal of providing better housing for all nmilitary famlies.

3. Application

a. Cccupants of Marine Corps fam |y housing are responsible
for proper maintenance of their quarters. This responsibility,
insofar as practicable, includes the same routine housekeepi ng and
related servicing of their living units and i medi ate grounds as
woul d be expected of tenants in private housing. Section 4, part B
of chapter 1 delineates specific occupant responsibilities. This
appendi x is not intended to conflict with those responsibilities.

b. A backlog of nmintenance and repair exists in Marine Corps
fam |y housing. Funding constraints and the shortage of skilled
craftsnmen at the installations make it essential that the major
effort of these artisans be concentrated on the nore conprehensive
and difficult maintenance tasks. However, numerous maintenance
j obs now being perfornmed by or restricted to skilled craftsnen nay
be within the capability of the occupants to perform This self-
hel p concept will ensure that all avail able funds are prograned
primarily for major requirenents which can only be acconplished by
skill ed mai nt enance personnel or contractual forces. This wll
result in nore efficient operation and mai ntenance of famly
housi ng assets within existing resources and provi de better housing
for Marine Corps famlies.

c. Paragraph 7 of this appendi x provi des exanpl es of types of
wor k which are considered appropriate for a self-help program
subject to | ocal approval by installation commanders.

4., Limtations

a. Work authorized under the self-help programis |[imted to
mai nt enance and m nor repairs only. Extensions, expansions,
alterations, and inprovenents are specifically excluded.

b. The use of Governnent-furnished naterials, equipnent, and
techni cal assistance is authorized in the acconplishnent of self-
hel p projects if:

(1) The self-help project is in the nature of normal or
routi ne mai ntenance and repair, such as the clearing of mnor
pl unbi ng stoppages and limted interior touchup painting.
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(2) The material and/or technical assistance provided is
avail abl e locally within financial constraints.

c. The term"self-help," as defined by this Manual, does not
apply to the foll ow ng:

(1) Projects acconplished under work order by mlitary
personnel who are permanently assigned or tenporarily detailed to
mai nt enance or public works departnents.

(2) Projects which would involve working in or about
utility systens of the structure, including but not limted to
electric, gas, and air-conditioning.

5. Supervision

a. The operation of the self-help facility is a function of
the housing organi zation. Adjustnents to the working hours of the
housi ng staff are allowed in order to acconmpbdate the occupants.

b. When possible, qualified personnel should be made avail abl e
to provide technical guidance and supervision, as required, in the
execution of self-help tasks.

c. It is reconmended that instruction periods be periodically
schedul ed to acquaint newy arrived occupants with the nethod by
whi ch normal or routine tasks may be acconpli shed and the
procedures for obtaining tools and materials. The instructions
shoul d be given by qualified maintenance personnel and cover al
types of preventive naintenance, repairs, and housekeepi ng expected
of the occupants. The instructions should, in addition, advise
occupants as to the proper procedures to obtain approval of self-
hel p projects and the availability of technical guidance.

6. Mterials and Tools

a. Mterials to be stocked and nade avail able to occupants
shoul d be of the type normally requiring no specialized skill or
know edge for application. Consider nmintaining a supply of
fertilizer, grass seed, furnace filters, fuses, paint, floor tile,
caul king, and small hardware itens, such as faucet washers, hinges,
screws, sink stoppers, and other simlar itens.

b. Lawn cutting and grounds care are normally the occupant’s
responsibility. However the installation nmay nmaintain a reasonabl e
inventory of |awn care equi pnent and materials to ensure these
itens are available to all fam |y housing occupants.

c. The fam |y housing officer shall be responsible/accountable
for all materials and tools previously described.

7. Types of Self-Help Projects. The projects listed herein are
suggested as suitable for self-help. GOccupants are not to be
limted by the |list and are encouraged to submit additional ideas
to installati on comuanders.




MARI NE CORPS HOUSI NG MANAGVENT MANUAL

a. Adjustnents to building hardware. Loose screws in hinges,
doors, wi ndows, and fixtures can damage the structure. The
occupant can correct the problemw th a screwdriver

b. Freeing of plunbing stoppages. Many pl unbi ng st oppages
can be cleared with hand plungers; sone nore serious ones can be
cleared by comercial chem cal conpounds available within the
exchange system

c. Replacenment of washers and other readily accessible
fixtures. Worn-out washers in faucets nmake the fixture difficult
to operate and waste water. Most washers can be replaced with
sinpl e handtools and very little expertise.

d. deaning/replacenent of heating and/or air-conditioning
filters. The normal care of nobst heating/air-conditioning systens
is well within the mechanical capabilities of housing occupants.
| mprovenents in cleanliness and operation are well worth the snal
effort required for the cleaning/replacing of these filters by the
housi ng occupants.

e. Replacenents of and repairs to screens. Tenporary or
pernmanent repairs to screens can sonetimes be acconpli shed by
occupants with very little inconvenience or effort, thereby
avoi ding the need for expensive routine service calls. Governnent
materials and tools may be nade avail able for this purpose. Since
many of the requirenents result from accidents and, therefore,
cannot be considered nornmal wear and tear, occupant participation
inthe repair is appropriate. However, it is not intended that
occupants be pernmitted/required to attenpt repairs which are beyond
their capabilities.

f. Spreading of fertilizer and the planting of grass seed.
Lawn care, to the extent expected of tenants in private housing,
is the responsibility of the occupant of mlitary-owned famly
housi ng. Accordingly, the spreadi ng of Governnent-provi ded
fertilizer and grass seed can be reasonably expected of the
occupant, within guidance and tinme provided by the installation

g. Replacenent of broken or worn floor and wall tile. M nor
repl acenents of broken floor and wall tile, which require no
special aptitudes and very little effort, should be acconplished
by the occupants with materials provided by the installation. Many
capabl e occupants would willingly acconplish these ninor replace-
nments in order to enjoy the aesthetic and practical advantages.

Ext ensive floor and wall tile replacenent prograns should be
acconpl i shed through regular fam |y housing repair prograns.

h. Caul king of exterior and interior surfaces, such as around
sinks and wi ndows. Pronpt replacenent of |oose and deteriorated
caul king noticed by the occupant can be readily acconplished by the
occupant. The work is neither difficult nor tine consum ng and
requires very little in the way of tools and materials. Advantages
accrue to the occupant in ternms of confort and inproved appearance.
The installation benefits through elimnation of a source of
occupant dissatisfaction, conservation of manpower, and correction
of a deficiency which result in extensive deterioration of the
facility.
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APPENDI X F
OCCUPANTS' RESPONSI BI LI TY AND LI ABILITY FOR
MARI NE CORPS FAM LY AND BACHELOR HOUSI NG

1. Text Reference. See paragraphs 1402, 1516.10, 2003.1, and
appendi x G

2. Purpose. This appendi x provides the policy guidance concerning
occupants’ responsibilities for the care and naintenance of famly

housi ng and occupants’ liability for damage to famly and bachel or

housi ng, equi prrent or furnishings.

3. Background

a. Prudent housi ng nanagenent involves a reasonabl e degree of
responsibility by the occupant for the care and nmi ntenance of the
housi ng unit assigned to the nenber

b. Public | aw and DoD gui dance provide that action may be
taken to obtain voluntary or involuntary deductions fromthe
nmenber’s pay for the cost of repairs or replacenent due to | oss or
damage of fam |y and bachel or housi ng, equiprent, or furnishings
caused by abuse or negligence, and the cost of cleaning when a
fam |y housing occupant fails to satisfactorily clean the unit
upon term nation of assignnent.

4. Policy

a. Fam |y housing occupants are responsible for routine
mai nt enance, mnor repair, operation, housekeeping, and rel ated
servicing of an assigned dwelling, Governnent-owned furnishings,
and mai nt enance of designated grounds as woul d be expected of
tenants in private rental hQusing. OCccupants are provided cl ean
livable, well-kept quarters and are required, upon vacating, to
return the assigned quarters and the assigned grounds in a clean
condition, ordinary wear and tear excepted.

b. Bachelor quarters residents shall be responsible for
routi ne housekeeping and for reporting itens for repair or
repl acenent to the appropriate bachel or quarters managenent
personnel .

c. Al occupants shall be clearly informed of their responsi-
bilities and potential liabilities when assi gned Governnent quarters
(fam |y or bachelor). GQccupants held accountable for any |oss or
damage of Governnent property will be given due process protection
per DoD 7200. 10-M (NOTAL). The nonthly rate of collection for
damages or loss will be as shown in DoD Pay Manual, tables 7-7-3
and 7-7-6.

d. The assigned occupant is liable for |oss or damage to any
Governnent fam |y or bachel or housing unit, equipnent, or furnish-
i ngs caused by abuse or negligence of the occupant and occupant’s
dependents or guests. The occupant is responsible to correct any
| oss or damage caused by abuse or negligence, or reinburse the
Government. QOccupants will be given the opportunity to voluntarily
rei nhurse the Governnent. Deternination of liability is nmade per
DoD 7200.10-M I n naking determnations of liability and waivers,
the followi ng definitions shall be used:
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(1) Abuse. Conduct evidenced by unauthorized use, wllful
negl ect, or damage to Governnent property.

(2) Negligence. The failure to act as a reasonably prudent
person woul d have acted under sinilar circunstances.

(3) G oss Negligence. An extrene departure fromthe course
of action to be expected of a reasonably prudent person, al
ci rcunst ances bei ng consi dered, and acconpani ed by a reckl ess,
del i berate, or wanton disregard for the foreseeabl e consequences
of the act. Abandonnent of quarters by the occupants shall be
consi dered to be gross negligence.

(4) WIlful Msconduct. Conduct evedenced by intentiona
damage, destruction, or |oss of Government property.

e. The maximumfinancial liability an occupant may incur is
limted to an anount equivalent to 1 nonth’s base pay, collected
as provided for in DoD Pay Manual, tables 7-7-3 and 7-7-6. This
liability limtation does not apply if the commandi ng of ficer of
the activity having managenent control of fam |y or bachel or
housi ng assets determ nes that the damage or | oss has been the
result of:

(1) Goss negligence or willful msconduct by the occupant.

(2) &Goss negligence or willful msconduct by the
occupant’s dependents or a guest of either the occupant or the
occupant’s dependents. In the absence of evidence to the contrary,
occupants are presunmed to be aware of risks involved when inviting
guests upon the prem ses.

f. Nothing in paragraph 4e, preceding, will restrict or limt
the right of the United States to seek full recovery from avail abl e
i nsurance owned by the occupant to the limt of the actual |oss or
damage for which the occupant or the occupant’s dependents and
guests is determned to be liable.

g. The CMC has been del egated the authority to conprom se or
wai ve clains pursuant to Title 10, U S. C. 2775, if, based upon the
uni que circunmstances of the individual case, it is determned that
the conpronmi se or waiver of the claimis in the best interest of
the United States.

h. Appendi x G provides a condition of occupancy form for
fam |y housing occupants to be conpleted so that all service nmenbers
are aware and understand the rul es regardi ng occupant responsi bil -
ities and liabilities when assigned Marine Corps fanily housing.

5. Action. Activity commanders shall issue appropriate instruc-
tions inplenmenting the policies contained in this appendi x.

6. Reserve Applicability. This appendix is applicable to the
Mari ne Corps Reserve
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APPENDI X G

CONDI TI ON OF OCCUPANCY FORM FOR M LI TARY FAM LY HOUSI NG

1. Text Reference. See appendix F.

2. Cccupancy. is assigned to
to be occupied as military fanm |y housing of the United States
on

3. Qccupant Use. The occupants shall use the prem ses solely as a
single-famly residence for thenselves and their dependents. Use

of the unit for any other purpose, including the shelter of any
addi ti onal number of persons, except tenporary guests, is prohibited
Wi thout prior witten consent of the housing representative.
Tenporary guests are those persons who occupy property for no nore
than 3 consecutive weeks.

4. Good Repair. Except as otherw se provided herein, the housing
authority shall naintain the property in good repair and habitabl e
condition and shall be responsible for all repairs not due to the
abuse or negligence of the occupant, their dependents or guests
during occupancy. Repairs or replacenent of equi pment provided due
to nornmal wear and tear shall also be at the expense of the

housi ng authority.

5. Pets. If pets are allowed on the prem ses, the occupants
understand that arrangenents for having the house flea bonbed and
deti cked as necessary and arrangenents for cleaning carpeting

(if any) at the termination of occupancy are their responsibility.
The occupants further understand that any damage caused to the unit
or grounds by their pet(s) is also their responsibility.

6. Condition of Property. The housing authority and the occupant
i nspected the property, and both parties agree that the property
isinafit and habitable condition. Any discrepancy itens noted
by the occupant shall be subnmitted in witing and received by the
housi ng authority generally within 15 days of occupancy.

7. Plunbing and Appliances. The occupant shall keep the prem ses,
including all plunmbing fixtures, facilities, and appliances as
clean and safe as condition permts and shall attenpt to unclog and
keep clear all waste pipes, drains, and water closets where
possible. At the termi nation of occupancy, all appliances and

equi prent shall be in good working order and the prem ses shall be
in good clean condition, nornal wear and tear excepted.

8. Use and Repair of Facilities. The occupants shall use al
electrical, plunbing, sanitary, heating, ventilating, air-
conditioning, and other fixtures, facilities, and appliances in or
on the prem ses in a reasonable manner. Any danage caused by
either the occupants, their dependents, or guests beyond norma
wear and tear shall be repaired at the occupants’ expense.

9. Damaging Property. |If the occupant willfully or negligently
destroys, defaces, damages, inpairs, or renoves any part of the
prem ses (including fixtures, facilities, and appliances) or
willfully or negligently permts any person to do so, the occupant
shall be held responsible for the damages.
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| 0. GCeneral Mintenance. The occupants shall at their own

expense: (a) keep up and preserve in good condition any |awn,

vi nes, shrubbery and gardens and keep all fences in good repair
normal wear and tear excepted; (b) renpve | eaves, sticks and other
debris that accunul ate on the property; (c) pronptly renmove ice and
snow as necessary or required; (d) furnish their own Iight bulbs;

(e) replace or repair all broken or danmaged gl ass, screens and | ocks
occurring during their occupancy, nornal wear and tear excepted.

Any repairs or replacenents of property, equi pnent, or appliances
required due to the abuse or negligence by acts of conm ssion or

om ssion of the occupants, their dependents or guests, shall be paid
for by the occupant. The consent of the housi ng manager mnust be
obt ai ned before the occupant places any exceptionally heavy
articles, such as water beds, in the unit which may danmage the
unit’s structural integrity.

11. Notice of Defects or Malfunction. The occupant shall pronptly
notify the housing office whenever the structure, equipnent or any
fixture contained therein becones defective, broken, damaged or

mal functions in any way.

12. Cccupant Conduct. COCccupants shall conduct thenselves in a
manner that will not disturb their neighbors.

13. Health and Safety. The occupant shall conply with all health
and safety regulations inposed by the |ocal command.

14. System Overloads. The occupant shall not install or use any
equi pment that will overload any gas, water, heating, electrical
sewage, drainage, or air-conditioning systens of the assigned
prem ses.

15. Snoke Detectors. It is the responsibility of the occupant to
check snmoke detectors periodically during occupancy and repl ace
batteries as necessary to keep the snoke detectors in proper working
condition and to report any nmal functions to the housing office.

16. Insurance. It is recommended that the housing occupant who
may be held liable for danage or loss to the fam |y housing unit
equi pent, or furnishings, obtain a conprehensive insurance policy
whi ch provides for protection of their personal property and the
unit to which they are assigned.

17. Redecorating and Alterations. The occupant shall obtain
written consent fromthe housing authority before redecorating or
maki ng any alterations, additions, or inprovenents. Such
alterations may, at the option of the housing authority, remain with
the property or be renoved by the occupant. Wen renoving such
alterations the prem ses shall be returned to its original condition
at the expense of the occupant.

18. Periods of Absence. The occupant shall notify the housing
of fi ce whenever extended absences from quarters are anti ci pat ed.

19. Access to Property by the Housing Managers and their Duly

Desi gnat ed Representatives. Upon reasonable notice to the occupant
and at reasonable tines, the installation commander or a duly
designated representative nmay enter
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the premises to: (a) inspect the property, (b) nake necessary
repairs, alterations or inprovenents, and (c) supply necessary or
agreed upon services. |f the occupants are not at honme when the
prenmi ses are to be entered, the housing representative shall have
(in decreasing order of preference) a representative fromthe
occupant’s comand or unit, a security officer, or a disinterested
third party acconpany them when entering the quarters.

20. Neglect and Costs. |If at any tine during the termof this
occupancy, the housing authority is required to make repairs to the
property or its equipnment for danages caused by the abuse or
negl i gence of the occupant or the occupant’s dependents or guests,
the occupant understands that the repairs shall be nade at the
occupant’s expense. As appropriate, the housing occupants should
be afforded the right to conplete the necessary repairs either by
out side contractor or on their own.

| HAVE READ, AND UNDERSTAND ALL OF THE CONDI TI ONS CONTAI NED HEREI N

Sponsor Dat e Housi ng Representative

Spouse Dat e
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APPENDI X H

I NSTRUCTI ONS FOR COVPLETI NG DD FORMS 1391 AND 1391c

1. Text Reference. See paragraphs 1813 and 1823. 1.

2. GCeneral Information

a. Conpleted DD Form 1391 (MIlitary Construction Project Data)
(figure H1) essentially provides a description of the work to be
done and the justification for inprovenment or major repair projects,
as well as physical data description of the facility and |unmp sum
estimated costs. This docunent is used to provide conprehensive
informati on necessary for review of a project at each approva
authority level, including Congress.

b. The DD Form 1391c (Mlitary Construction Project Data--
continued) (figure H2) shall be used when additional space is
required to conplete itens 10 and 11 (description of proposed
construction/requirenent on DD Form 1391). Heading infornmation
required for DD Form 1391c shall reflect the sanme information
contai ned on the DD Form 1391 headi ng. NAVFAC P-930 shall be used
for guidance in preparing DD Form 1391c when not covered herein

c. Additionally, a separate DD Form 1391c will be submtted
on each project for the purpose of providing supporting docunen-
tation. Do not use the same DD Form 1391c used for continuation of
DD Form 1391.

d. The DD Form 1391 shall be conpleted as instructed in the
foll owi ng paragraphs and, for purposes of the program subnitted
for inmprovenment and nej or repair projects.

3. Instructions for Conpleting DD Form 1391 (1 Dec. 1976). Mlitary
Construction Project Data. The instructions below apply to al
facility groups. ALL COSTS MUST BE SHOWN | N CURRENT YEAR DOLLARS

- DO NOT ESCALATE! Refer to figure H1 for additional clarifi-
cation.

a. |ITEM 1 - COVPONENT. Enter "MARI NE CORPS"
b. HEADING Enter the fiscal year of planned acconplishnent.

c. |ITEM2 - DATE. Enter the date prepared (e.g., 26 Sep 1989).
Subsequent revisions should reflect new dates.

d. |ITEM 3 - | NSTALLATI ON AND LOCATION. Enter the official nane
of the installation and location, city and state or city and country
as contained in the SNDL. Do not abbreviate. Use code nane or
desi gnati ons only when necessary to preclude security classification
or when an official nane is not avail abl e.

H1
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e. |ITEM4 - PRQIECT TITLE. Include the type of work being
done, i.e., repair or inprovenent, the facilities involved, and the
nane of the housing site.

f. ITEM5 - PROGRAM ELEMENT. Leave bl ank.
g. |ITEM 6 - CATEGORY CODE. Leave bl ank.

h. ITEM 7 - PROQIECT NUMBER. Each project will be assigned a
proj ect nunber by the originating installation. Identification
nunbers will not be changed during the life of the project even if
the project is carried into subsequent years. Changes or revisions
in scope or estimted cost should be indicated by adding to the
nunber "(Rev. 1), (Rev. 2)" and so on.

i. |TEM 8 - PROJECT COST ($000). Enter the total estinmmted
proj ect cost in thousands of dollars rounded to one deci mal pl ace.
Thi s anbunt nust be the sanme as the TOTAL REQUEST ESCALATED shown
in the "cost” colum in Item 9.

j. |ITEM9 - COST ESTI MATES. Sumrarize work itens fromthe
detailed listing included on the Cost Estimate, NAVFAC 11013/7,
described in appendix I. The total cost of these itens, to be
inserted at the bottomof the "cost" columm, nust be the sane as
the amount reported in Item 8.

(1) ITEM Provide a brief description of the proposed work
as described in Item 9 above.

(2) UM (Unit of Measure): Use the accepted two character
abbreviation (e.g., SF, SY, LF, EA, et cetera) associated with each
"itent listed. Wiere it is not feasible to show a unit of neasure,
use LS (Lunmp Sum.

(3) QUANTITY. Enter the required nunber of units of neasure
conprising the "item entry. Were "LS" is the unit of neasure,
enter a dash.

(4) UNIT COST. Fromthe Cost Estinate, enter the approp-
riate unit costs, EXCLUDI NG bot h ESCALATI ON and t he OVERHEAD AND
PROFIT (OH&P), for each "item' entry where a unit of nmeasure is
indicated. |If the unit of measure is "LS," enter a dash.

(5) COST ($000). EXCLUDI NG both ESCALATI ON and OVERHEAD
AND PROFIT (OH&P), enter the cost for each "itent in thousands of
dol lars, rounded to one decinmal place (e.g., $58,370 - $58.4). |If
"quantity’ and "unit" colunns are conpleted, this entry should be
the product of those nunbers.

(a) ENG NEERI NG ESTI MATE. List "ENGQ NEERI NG ESTI MATE"
in the "item columm and, in the "cost" columm, enter the sum of
the costs entered. This figure should be the sane as the
"engi neering estimate” fromthe respective facility group cost
estimate.

(b) OVERHEAD AND PROFIT. Enter the appropriate total
fromthe respective facility group Cost Estimate. 1In the "itenf
colum, indicate "CONTRACTOR OVERHEAD AND PROFI T" or "ACTIVITY
OVERHEAD, " as appropriate, followed, in parentheses by the
per cent age appli ed.
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(c) SUBTOTAL. List "SUBTOTAL" in the "itent colum and,
in the "cost"” colum, enter the sum of the costs shown.

(d) CONTI NGENCY. List "CONTINGENCY" in the "itent
colum followed, in parentheses, by the appropriate rate. Justify
any rate exceeding 5 percent. Miltiply the rate tines the
"subtotal” and enter the result in the "cost" col um.

(e) TOTAL CONTRACT COST. List "TOTAL CONTRACT CCST" in
the "iten! colum and, in the "cost" colum, enter the sum of the
"subtotal" and the "contingency" costs.

(f) SUPERVI SI ON, | NSPECTI ON, AND OVERHEAD (SIOH). List
"SIOH" in the "item colum followed, in parentheses, by the approp-
riate rate as stipulated in NAVFACI NST 7820.1. Miltiply this rate
tinmes the "total contract cost” and enter the result in the "cost"
col um.

(g) DESIGN. 1In the "itenf colum, list "DESIGN\'
followed, in parentheses, by the appropriate rate (note: statutory
limt is 6 percent). Miltiply the rate tines the "total contract
cost” and enter the result in the "cost” colum. For inprovenent
projects, enclose this entry in parentheses to indicate it is
nonaddi ti ve.

(h) TOTAL REQUEST (FY __ DOLLARS): List "TOTAL REQUEST
(FY __ DOLLARS)" in the "itenf colum showi ng the fiscal year of the
cost estimate. In the "cost" colum, enter the sumof the "tota
contract cost,” "SICH, " and "design" if appropriate.

(i) TOTAL REQUEST ESCALATED. Enter "TOTAL REQUEST
ESCALATED" in "item columm foll owed, in parentheses, by the
escal ation factor(s) applied to the "total request” to reflect the
val ue of the project in the proposed programyear. This entry
shoul d be made here and in Item 8

(j) Note the additional work to be done in the "itent
colum if repairs are to be acconplished along with inprovenents
(or vice versa), under the same or concurrent contracts, by use of
other funds. Enter the amount of such other funding in parentheses
in the "cost" colum, but do not add it to the "total request” or
"total request escalated.”

k. |TEM 10 - DESCRI PTI ON OF PROPOSED CONSTRUCTI ON. Provide a
clear and conci se description of all principal features of the
required work and its correlation with the various data entered in
Item 9 whether the units are designated for flag, general, field
grade or company grade officers, SNCO NCO, or junior enlisted or
both officers and enli sted.

. ITEM 11 - REQUI REMENT. At the end of item 10, draw a line
across the page, border to border, and add "11. REQUI REMENT.’ The
survival of a project through the various review | evels often
depends on the infornmation contained in this section. It is vital
therefore, that the data be presented in a clear, concise, and
convi nci ng manner. Shoul d additional space be required, use a
separate DD Form 1391c
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(1) PRQIECT. Provide a one sentence statenent indicating
what this project provides.

(2) REQUI REMENT. Provide detailed, informative statenents
as to precisely why the project is needed. Use positive statenents
to support the requirenment and avoid the use of such words as
"i nadequat e, " "uneconom cal ,"” and "necessary" unless they are fully
expl ai ned.

(3) CURRENT SI TUATION. Describe how and under what
conditions the requirenent is presently being nmet. Comrents shoul d
support the stated requirenent and include the identity and
description of the facility as well as the reason they are
consi dered unsuitable for continued use.

(4) IMPACT I F NOT PROVI DED. Describe the nmanner and extent
of inpact on the housing of mlitary personnel if the project were
not approved.

(5) RELATED PRQJIECT. Enter the title and nunber of each
previous or current project which is related to this project in
any way (if applicable).

(6) ADDI TI ONAL | NFORMATI ON.  Any pertinent information
whi ch does not appropriately bel ong under one of the preceding
headi ngs (use if applicable).

4. Instructions for Conpletion DD Form 1391c (I Dec. 1976).
MIlitary Construction Project Data Supporting Docunentation. The
instructions below apply to supporting docunentation for each
project. Refer to figure H2 for clarification. Use as nany sheets
as necessary to provide the information requested. This form nay

al so be used as a DD Form 1391 conti nuati on sheet, but do not use
the sane sheet for both purposes.

a. |ITEMS 1 thru 4. Enter the information fromthe correspon-
di ng bl ocks of the DD Form 1391

b. |ITEM5 - PROQIECT NUMBER Enter the nunber from block 7 on
the respective DD Form 1391

c. SUPPORTI NG DOCUMENTATI ON
(1) Unit Conposition and Bill et Designation

(a) Enter the nunber of dwelling units and buil di ngs
affected, the building type (single, duplex, townhouse, apartnent,
trail er space, garage, conmunity center, et cetera) and nunber of
stories (including finished basenents), nunber of bedroonms in each
unit, nunber of baths, nornmal occupant rank or rating (irrespective
of the category code), and the appropriate category code fromthe
NAVFAC P-72.

(b) Enter the nunber of units, the year built, when and
how t hey were acquired (construction program transfer from another
agency, conversion to fanm |y housing, et cetera), the estimted
remai ning useful life as famly quarters after the project is
conpl eted, and the type of construction (frame, masonry, conbi na-
tion, other = explain).
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(c) ldentify any billet designated quarters and indicate
the billet for which it is designated.

(2) Repair and Inprovenent Projects. 1In project nunber
sequence, enter the project nunber, a brief project description
the date (nonth and year) of conpletion or acceptance (contract
conpletion date if ongoing), and the actual cost (award anount if
ongoi ng) of all repairs and inprovenents conpleted during the past
5 years associated with the facility group involved. |f none,
enter the |l ast major work perfornmed in the sane fornat. For al
repl acenents and repairs of specific parts on equi pnent, show the
date and cost of the last such replacenent or repair regardl ess of
when done. For instance, if a new furnace or roof is required,
state the date and cost of the |last replacenent. For projects
i nvol ving general officer quarters, the total operations cost and
the total nmintenance cost applicable to each unit for each of the
past 5 years mnust al so be shown.

(3) Proposed Method of Acconplishment.

(a) ldentify the proposed nethod of acconplishnent
(station forces, contractor, conbination).

(b) Deternmine if the proposed project is to be
acconplished at one tine. |If not, explain. |nprovenent projects
of a magnitude which will require funding in nore than 1 year nust
i ncl ude the conpl ete phased plan indicating the scope of work,
estimated cost (including escalation), and nunber of units included
in each phase.

(4) Photographs. The subm ssion of photographs in connec-
tion with projects is encouraged. Photographs should be incl uded
in project subm ssions to clearly illustrate the need to acconplish
certain work. Photographs of unit exteriors showing facilities
requiring changes, or the |ocation of proposed additions, as well
as interior pictures showing conditions to be corrected and he
relationship with surrounding areas are nost hel pful for proper
proj ect evaluation. Good, clear photographs could nean the
di fference between routine approval and extended delay due to
necessary clarification

(5) Drawings. Each project should include draw ngs or
sketches to scale which indicate the existing |locations for the
proposed worKk.

(6) Oher. Provide other information necessary to eval uate
a project, such as:

(a) For restoration projects, provide estinmates for the
repl acenent cost of the facility as well as the denplition expenses
required if the project is not approved.

(b) For air-conditioning projects, identify the type
of systemto be installed and capacity in tons. Proposed air-
condi tioning systens nust conply with the energy efficiency ratios
contai ned i n NAVFACI NST 4100.5, Design Criteria Cuidance for Energy
Conservati on.
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(c) For conversion projects, provide the estimted cost
of constructing new quarters for the proposed occupant and the
econom ¢ advant ages of acconplishing the proposed work. The method
of analysis as defined and prescribed i n NAVFAC P-442, Econom c
Anal ysi s Handbook, should be used in determ ning the nost advanta-
geous alternative to satisfy the requirenment. The results of the
anal ysi s shoul d be subnitted as supporting data with the project
docunent s.

(d) For projects in foreign areas, indicate the
i nternational balance of paynents (IBOP) data as required in
encl osure (1) to NAVFACI NST 11010. 14.
(e) Provide other information considered appropriate.
(7) Remaining Repair or Inprovenment Work Required. Briefly

identify other unapproved repair or inmprovement work required to
all other facilities at the project site. |If none, so state.
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1. COMPONENT 2. DATE
Marine corps| FY 1930 MILITARY CONSTRUCTION PROJECT DATA |26 sEP 1989
!

3. INSTALLATION AND LOCATION 4. PROJECT TITLE
; Repairs to 500 family housin
ngég:rgcrps Base, ungts in Goodland He¥ghts I
5. PROGRAM ELEMENT 6. CATEGORY COD 7. PROJECT NUMBER 8. PROJECT COST ($000)
AW-H-002-M2 $3,232.8
9. ¢OGT ESTIMATES)
TEM N/ um | quantiry UNIT COST
N COST (S000)
Replace Attic insulation UN 500 466 233.0
Repair deteriorated roofs UN 500 2,982 1,491.0
Replace furnaces UN 500 769 384.5
Engineering Estimate 2,108.5
: Contractor’s OH&P (25%) i
Subtotal 2,635.6

Contingency (5%)
Total Contract Cost

SIOH (6% x Total C )

Design (6% x Total tr Lost) 166.0
Total Request (FY 89 Doll
Total Request Escalated

(FY 90 = *4.5%)

*figurq used only for purpdge
of this example A~

10. DESCRIPTION OF PROPOSED CONN\’C&ON

This project encompad
Capehard housing unitg
repair and replace dedg
replace settled attic
throughout.

pll repairs required to officer and enlisted

oocdland Heights: remove existing roofing,
sQf structures, cover with new roocfing;

lation; and install new gas furnaces

11. REQUIREMENTS. N .
PROJECT: Correc i

REQUIREMENTS: R
Insulation in th
original furnaces
replacing.

CURRENT SITUATION: Some sfructural damage has resulted from leaky
roors. Lack of adequate insulation is contrlbutlng,to high utility
biéls. Service calls are increasing on furnaces which are 20 years
old.

IMPACT IF NOT PROVIDED: Further delays in roof repair will accelerate
structura ecay an ossibly damage personal belongings. Energy for
heating the underinsulated units will continue to be wasted. Dollar
savings will result if the attic insulation is installed at the time
of the roof repairs., Furnace parts are increasingly difficult to
find, making repairs time consuming and expensive. ~0&M costs would be
reduced by installing energy efficient furnaces.

ies in insulation, roofs, and furnaces.

area are no longer weathertight.
s settled and is not at original R-values.
ngw at the end of their useful lives, need

DD o7 1391 PAGE NO

Figure H-1.--Completed DD Form 1391.
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1 COMPONENT
usmg

2. DATE

FY 19 99 MILITARY CONSTRUCTION PROJECT DATA |26 SEP 1389

3. INSTALLATION AND LOCATION
MCB ANYWRERE, ANYWHERE, Us

5. PROJECT NUMBER

4. PROJECT TITLE

Repairs to 500 family housing units in Goodland Heights AW-H-0C2-M2

This project will

the original

1. UNIT COMPOSITION AND BILLET DESIGNATION
a. Units (Bldas) Bldg Tvpe (Stories) BR Baths Rank Cat Code
120 (60) Duplex (L 2 1 Enl 711-25
200 (200) i (08} 3 1 Enl 711-25
80 (80) (2) 4 1y Enl 711-25
30 (30) (L 2 L | Off 711-26
50 (50) (L) 3 1y off 711=-26
20, (20} Single (2) 4 2 Off 711-26
b. Units Yr Built Acc.ureg Life Tvpe Construction
400 1961 FY 60 Capehart 25 Frame
100 1952° 60 fapehart 25  Frame w/ brk veneer
c. N/A.
2. I? D IMPROVEMENT PROJECTS (last S yrs)
Proiect No. Dts -Jt;on Completed Cost/Awd
FR-3-76 e kxtcnen flooring (100 units) 09/78 $ 36,378
HC-17-78 Instal hwashers (500 units) 07/79 106,412
AR-10-79 Replace 18 DHW heaters 11/79 <CD 17,500

furnaces which are 20 vears old.

3. PROPCSED METHC TOMPLI SHMENT
a. Contractor
b. No incremen

4. PBOTOGRAPHS (see ched)

5. DRAWINGS

7. REMAINING REP! MENT WORR REQUIRED

UNTIL EXHMAUSTED

DD oec 7 1391c

< MO0 F 0013913

Figure H-2.--Completed DD Form 1391c.

PRoseCT
NO, Work Reguired Est. Cost
Aw-i- 20--M2Replace boilers, kitcnen counter tcps (100 units) $264.0K
AW-H-200-0% @ pooF, Replace water lines, street lights 821.4K
Aw-#-3ai-»1L Repair Housing Project Office, repair sidewalks, 62.5K
resurface streets
PREVIOUS EDITIONS MAY 8E USED INTERNALLY PAGE N’O.
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APPENDI X |
I NSTRUCTI ON FOR COVPLETI NG NAVFAC FORM 1101317

1. Text Reference. See paragraphs 1812 and 1822.

2. Ceneral Information. The conpleted form NAVFAC 11013/ 7 (Cost
Estimating Form (see figure 1-10) provides a breakdown of the tota
estimted costs of a project request. |Item zed cost estinmates shal
be sufficiently detailed to permt accurate deterninations at the
appropriate | evels of approval authority, including the DOD | evel.
The instructions below apply to all facility groups. ALL COSTS MUST
BE SHOMN | N CONSTANT YEAR DOLLARS - DO NOT ESCALATE! Refer to
figure E-1 for clarification.

3. Heading Blocks. Record the follow ng:

a. | NSTALLATI ON AND LOCATION. Enter the official name of the
installation and | ocation, city and state or city and country, as
contained in the SNDL. Do not abbreviate. Use code nane or
desi gnations only when necessary to preclude security classification
or when an official nane is not avail abl e.

b. PRQIECT TITLE. Include the type of work being done; i.e.
repair or inprovenent, the facilities involved, the name O the
housi ng site, and any ot her appropriate information.

c. | DENTI FI CATI ON NUMBER. Each project will be assigned an
identification nunber by the originating installation

4. O her Heading Blocks. Conplete the other blocks as appropriate.
For repair or inprovenent projects, formul ated under the whole-site
concept, separate detailed forns are to be prepared indicating the
costs to performthe work identified to each facility group. For
projects involving inprovenents and repairs to be acconplished
concurrently, a separate cost estimate is to be prepared show ng

the engineering estimate, in detail, for each portion of the
facility group included in the project. Sizes and quantities wll
be stated for each itemof material. Lunp sumentries should be

avoi ded. Materials and | abor to acconplish each portion of the
project will be listed at the price a contractor nay be expected to
pay. Do not include overhead and profit at this tine. Wen these
itens are sumed they will constitute the "engi neering estinmate."”
Support costs will then be included, in addition to the engineering
estimate, and sumed as foll ows.

5. Columar Headings. For air-conditioning projects, include cost
breakdowns as item zed. For other projects, record the follow ng:

a. ltem (or Feature) Description. Item ze standard conponents,
or units, or project work and materials, or equipnent. Wen
applicable, include such units of work as excavation; concrete work,
such as footings, slabs, structural, etc.; nasonry, structura
steel; rafters and trusses; roof sheathing; roofing;, w ndows; doors;
interior floors, such as asphalt and ceramic tile; wall construction
such as ceramic tile, plaster, plasterboard, etc.; exterior and
interior painting; electrical wiring fixtures,
outlets, and sw tches; plunbing
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on a rough and fixture basis; heating, furnace and ducts, piping
and radi ators, and special equipnent; renoval of existing structura
item and installation of cabinets and shelving. For those itens

or conponents of work where one or two words fail to conpletely
define the item the description should be expanded so that the cost
estimte can be evaluated and confirmed. For exanple, "door
interior"” should be further identified as to size, thickness, type,
and material. Wen applicable, Federal specification nunbers are
accept abl e.

b. Colum 2. Quantities. No. of Units. Quantities of work
units or conponents listed in colunm 1, consistent with sound
engi neering practice.

c. Colum 3. Quantities, Unit. Standard abbreviations or
synmbols for units of nmeasure listed in NAVFAC P-72 to describe the
proj ect conponent quantity recorded in colum 2. Use "EA for each
and "LS" for lunmp sum

d. Colums 4 and 5. Material Costs. The cost per unit of the
quantity in colunmm 2 and the total material cost which is derived
by multiplying the unit shown in colum 4 by the nunber of units in
colum 2. The cost of Governnent-furnished materials (raw or
fabricated form is to be shown at procured costs. Wen a project
is to be perfornmed under contract, record reasonabl e costs of
material to be paid by the contractor; and, if Governnment furnished
mat eri al and equi prent are to be used, identify each cost
separately.

e. Colums 6 and 7, Labor Costs. The unit cost based on
engi neering estinmate of manpower (installation |abor forces and
operators of equipnent), and the total |abor cost which is derived
by multiplying the unit shown in colum 6 by the nunber of units in
colum 2.

f. Colums 8 and 9, Engineering Estimates. The sum of the
unit costs shown in colums 4 and 6 and the sum of the costs shown
in colum 5 and 7 for each itemlisted in colum 1.

6. Engineering Estimate

a. Subtotals. Record the sumof the entries recorded in
colum 9.

b. Adjustnment of Engineering Estimate. For projects to be
performed by contract, apply to the "subtotal” cost recorded in
colum 9, the appropriate percentage factor (normally 25 percent)
to allow for comrercial expenses (contractor’s profit, overhead,

i nsurance, taxes, social security, and the like), and add the result
to obtain the "adjusted subtotal."”

7. Total Project Cost. To the "subtotal"” add the follow ng:

a. The result obtained by applying a 5 percent factor for
conti ngenci es.

b. When applicable, fees for contractual architectural and
engi neering services (6 percent), as well as supervision
i nspection, and overhead (SIOH).
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Figure I-1.--Cost Estimate for Dwellings.
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APPENDI X J
I NSTRUCTI ON FOR PREPARI NG THE FAM LY HOUSI NG REPAI R AND | MPROVEMENT
PRQIECT STATUS REPORT ( REPORT SYMBOL MC- 1l 101-28)

1. Text Reference. See paragraphs 1820 and 1821.1

2. Format. Annual Fam |y Housing Repair and |nprovenent Projects
Status Report (Report Synbol MC-11101-28). The fornmat for the
report is contained in figure 1-4 and will be generated |ocally.
The report is due to the CMC (LFF) by 31 Cctober of each year

a. Format. The Annual Fam |y Housing Repair and | nprovenent
Projects Status Report will be conpleted by each activity managi ng
Marine Corps fam |y housing assests. The report should identify
all unfunded projects, and all funded-but-not-yet-reported-conpl eted
projects. The reports will begin with the fiscal year of the report
and extend out to reflect all projects on the 6-year nmintenance
pl an.

b. Colum 1. Project Priority. List projects in order of
priority.

c. Colum 2. Program Year. Type "FY" and the last two digits
of the fiscal year during which funding is desired. The fisca
year should be followed by a "C'" if the project has been confirnmed
for a particular program an "S" if the project has been identified
as a straddle project, a "T" if the project has been tentatively
identified for a particular program or an "NP" (not progranmed by
HOMC) shoul d be displayed if the project has not yet been programed

by HQVC.
d. Colum 3. Project Number. Self-explanatory.

e. Colum 4. Project Description. Brief description title
begi nning with the nature of the work and ending with the type of
facility; i.e., "Repairs to Roofs, MOQ s, Lyman Park."

f. Columm 5. Number of Units. Enter the nunber of housing
units involved in the projects.

g. Colum 6. CVWE. Current working estimate without SIOH or
design costs. If the original CAE has been revised or changed, for
what ever reason, since |ast reported, the new esti mated cost should
be entered and annotated as RCWE. A RCWE which revises the origina
CVWE by plus or mnus 25 percent will require new project docunen-
tation to include 1391, 1391c, and cost estimate.

h. Colum 7, Award. |If the project has been awarded, but not
yet conpleted, enter award date and funded anount as foll ows:
JAN 90/ $650, 000.

i. Colum 8. Design Funds Required. Enter design A& funds
that are needed to design the subject project. |If the project has
al ready received design funds enter "NA".
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j. Colum 9. FY Design Required. Enter the fiscal year the
design funds will be required.

k. Colum 10. Ooligated Design Amount. Enter the ampunt of the
A&E award. |If the A& has not been awarded, indicate the nonth and
fiscal year of the anticipated award date.

I. Columm 11. Percent Designed. Enter the nonth and cal endar
year that the project is anticipated to be at 35 percent design
conpl etion and 100 percent conpletion as follows: "0590/1090" for
35 percent conpletion in May 1990 and 100 percent conpletion in
Cct ober 1990.

m Colum 12. Remarks. Enter any applicable coments, to
i ncl ude date project was validated by HOMC and the validation score
If not validated, enter "not validated." Validation date and score
is only necessary if project has yet to be programed. |f project
was conpleted during the last fiscal year, enter date the project
was conpleted and the final project cost. Once a project has been
conpl eted and reported as such, it need not appear on the next
annual report. Show all change orders awarded for M2 and R-2
projects. List individually by nunber, showi ng cost and bri ef
description, plus whether in-scope or out of scope. Show any
related M2 or R 2 projects which are to be acconplished
concurrently.
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APPENDI X K
CONDI TI ON OF OCCUPANCY FORM FOR BACHELOR HOUSI NG

1. Text Reference. See paragraph 2003. 2.

2. Cccupancy. is assigned to
to be occupied as mlitary bachel or housing of the United States on

3. Qccupant Use. The occupants shall use the prem ses solely as a
single or dual residence, as applicable, for thenselves. Use of the
unit for any other purpose, including the shelter of any additiona
nunber of persons is prohibited without prior witten consent of

the housing authority.

4. Good Repair. Except as otherw se provided herein, the housing
authority shall naintain the property in good repair and habitabl e
condition and shall be responsible for all repairs not due to the
abuse or negligence of the occupant, or their guests during
occupancy.

5. Pets. Pets are not allowed on the prem ses. Damage caused
by nonconpliance will be your responsibility.

6. Condition of Property. The housing authority and the
occupant(s) will inspect the property, and both parties will agree
that the property is in a fit and habitable condition. Any

di screpancy itenms noted by the occupant(s) shall be submtted in
writing and received by the housing authority generally within 15
days of occupancy. |If discrepancies are not received by the housing
authority within the 15-day period, the housing authority should
consider the property to be in acceptable condition and suitable

for occupancy.

7. Plunbing and Appliances. The occupant(s) shall keep the

prem ses, including all plunbing fixtures, facilities, and appliances
as clean and safe as condition permts. At the termination of
occupancy, all appliances and equi pnent shall be in good worKking
order and the prem ses shall be in a clean condition, normal wear,
and tear excepted.

8. Use and Repair of Facilities. The occupant(s) shall use al
fixtures, facilities, and appliances in or on the premses in a
reasonabl e manner. Any danmage caused by either the occupants, or
guests, beyond nornal wear and tear, shall be repaired at the
occupant’s expense.

9. Dammging Property. |If the occupant willfully or negligently
destroys, defaces, damages, inpairs, or renoves any part of the
prem ses (including fixtures, facilities, and appliances) or wll-
fully or negligently permts any person to do so, the occupant shal
be hel d responsible for the danages.

10. Notice of Defects or Malfunction. The occupant shall pronptly
notify the billeting NCO whenever the structure, equipnent, or any
fixture contained therein becones defective, broken, damaged, or
mal functions in any way.
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11. Cccupant Conduct. Occupants shall conduct thenselves in a
manner that will not disturb their neighbors.

12. Health and Safety. The occupant shall conply with all health
and safety regul ations inposed by the | ocal command.

13. Smoke Detectors. It is the responsibility of the occupant and
the housing authority to check snoke detectors periodically during
occupancy and replace batteries as necessary to keep the snoke
detectors in proper working condition and to report any mal functions
to the billeting NCO

4. Insurance. It is recommended that the bachel or housing
occupant who rmay be held liable for damage or |l oss to the bachel or
housi ng unit equi prent or furnishings, obtain a conprehensive

i nsurance policy which provides for protection of their persona
property and the unit to which they are assigned.

15. Redecorating and Alterations. The occupant shall obtain
written consent fromthe housing authority before redecorating or
maki ng any alterations.

16. Periods of Absence. The occupant shall notify the billeting
NCO whenever extended absences from quarters are antici pated.

17. Access to Property by the Housi ng Managers and their Duly

Desi gnat ed Representatives. Upon reasonable notice to the occupant
and at reasonable tines, the housing authority or a duly designated
representative may enter the prenmises to: (a) inspect the property;
(b) make necessary repairs, alterations, or inprovenents; and

(c) supply necessary or agreed upon services.

18. Neglect and Costs. If at any tinme during the termof this
occupancy, the housing authority is required to make repairs to the
property or its equipnment for danages caused by the abuse or
negl i gence of the occupant or the occupant’s guests, the occupant
understands that the repairs shall be nade at the occupant’s expense.

| HAVE READ, AND UNDERSTAND ALL OF THE CONDI TI ONS CONTAI NED HEREI N.

Sponsor Dat e Housi ng Representative Dat e
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APPENDI X L

BACHELOR HOUSI NG REQUI REMENTS ESTI MATE

1. Text Reference. See paragraphs 2100 and 2201. 9.

2. Introduction. Tab (A) is a sanple Bachel or Housi hg Requirenents
Estimate (BHRE). An installation specific formw Il be forwarded
to each installation commander annually with the Facilities Support
Requi renments (FSR) docunent for review and comments. Upon conpl e-
tion of the validation process described bel ow, the annotated BHRE
and the installation commander’s coments nust be returned to the
CMC (LFF-3) for final reconciliation within 30 days of its receipt
by the activity. The validated BHRE will provide up to date
information for Congressional testinony in support of the planning,
programi ng, and budgeting cycle for the Mlitary Construction
Program This report is exenpt fromreports control

3. Unit Listing. The first section of the BHRE, page one of Tab
(A), is a MCOORUC listing of the units presently residing aboard
your installation. Please reviewthis section to ensure that no
units are omtted and annotate units that shoul d be del et ed.

Ensure that the MCC/RUC agree with the corresponding unit nane.

The personnel figures in this section are extracted fromthe MVBS
data base and shoul d be accurate. There is no need to conment on
these figures unless you detect what you consider to be gross errors.

4. ESR Multiplier. This section of the BHRE cal cul ates an FSR
multiplier for your installation based on a conparison of your
current total on-board strength to your projected strength. An FSR
multiplier greater than one predicts growth, and an FSR nultiplier

| ess than one predicts strength reductions, assunming that the
current base loading figure is reasonably accurate.

5. Basic Facilities Requirenents. This section calcul ates your
projected strength by rank groups. The average daily transient
popul ation figure is taken fromhistorical data on file at this
Headquarters. |If your transient popul ati on has changed, or is
proj ected to change, please include revised data in your conments.
Page 3 of Tab (A) may be used as a worksheet to devel op your
transient population estimate. All enlisted students (less
recruits) should al so be added to your transient totals. Recruit
popul ation figures should be reported in the appropriate space in
note (4).

6. Assets. This section shows your current bachel or housing assets
by rank group. On-base assets infornmation is extracted fromthe
sanme data base that produces the Facilities Planning Docunment (FPD)
Pl ease conpare this section with your FPD and report any errors or
om ssions. Add all Navy/other service bachel or housing assets

| ocat ed aboard your installation, in the space provided.

a. The off-base assets section assunes that we will program
construction to acconmodate all bachel or sergeants and bel ow. The
nunber of officers and staff NCO s living off base is extracted from
the MMS data base and assunes that all are adequately housed. |If
that assunption is not valid at your installation, please provide
revised data and justification in your comrents.
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b. Installations involved in recruit training or entry |leve
followon training should report their adequate open bay assets in
the appropriate space in note (5).

c. It is our goal to eventually replace all Marine Corps BEQ s
that do not neet current BEQ construction criteria. Accordingly,
we will classify any roomconfigured BEQwith central bath facilities
as "inadequate" for requirenents estimtion process. However, do
not confuse new construction criteria with the "m ni num standards
of adequacy" for quarters assignnment purposes that are found in
chapter 2 of this Manual. Room configured BEQs with central bath
(i.e., gang head) are still adequate quarters (for assignnent
pur poses) for corporals and below. To assist in maki ng adequacy
determ nations, the general notes of the FPD should be annotated
with a brief description of each BEQ to include the nunmber of roons
in each building. For exanple: wood frame, open bay, centra
bath; concrete, 80 roons at 200 sqft, central bath; brick, 20 roons
at 180 sqft, 30 rooms at 265 sqft, 10 roons at 360 sqft, private
bat h; or quonset, open bay, detached central bath. |f your inventory
includes a building with a variety of odd sized roons, report them
inincrements of 90 sqgft, (i.e., less than 90 sqft, 91 to 179 sqft,
180 to 269 sqgft, etc.).

7. Construction (MCON). This section shows the total bachel or
housi ng HI LCON program under contract, approved by Congress and
proposed in the Six-Year Devel opnent Plan, for your installation
Pl ease review this section and report any errors or om ssions.

8. Deficit. The final section calculates your projected bachel or
housi ng requirenents deficit by subtracting current assets and your
M LCON program from your projected strength. Include in your
comrents any special considerations at your installation that would
war rant progranmm ng of bachel or housing construction beyond
elimnation of the deficit on your BHRE

9. Summary. After the installation conmander’s coments have been
considered and the final reconciliation of the BHRE is conpl eted,
each installation conmander will be provided with a copy of the
final BHRE. The remarks section of the BHRE sunmary identifies
actions that nust be taken by the installation conmander to
eventual | y achi eve a bal ance between bachel or housing requirenents
and bachel or housing assets. At those activities where construction
must be programmed to satisfy the bachel or housing requirenment, the
installation commander has the latitude to set priorities based on
the condition of his existing bachel or housing assets. Bachel or
housi ng projects nust conpete on their own nmerits within the
installation commander’s overall construction plan
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026

1E0

144

165

RUC
02031
01115
01122
01251
01333
01451
02031
27140
00031
00273
00972
01086
01296

05101

MARINE CORPS HOUSING MANAGEMENT MANUAL

BACHELOR HOUSING REQUIREMENTS ESTIMATE FOR MCAS BEAUFORT

UNIT NAME
HQHQRON, MCAS BFT SC
VMFA 115 MAG 31
VMA 122 MAG-31
VMFA 251 MAG-31
VMFA 333 MAG-31
VMFA 451 MAG-31
HQHQRON, MCAS BFT SC
COMBAT SERVICE SUPPORT DE
MAG-31 2DMAW MCAS BFT
MWSS 273 MWSG 27
MCAS 5 MACG 28 2DMAW MCAS BFT SC
HMS 31 MAG-31 2DMAW MCAS BFT SC
MATCS 28 DET A MCAS BFT SC

SU 6 MWHS 20MAW TME 23 PERM PERS

CURRENT TOTAL FOR MCAS BEAUFORT

ENL BACHELOR ENLISTED
JOTAL E1-4 E5 E6-9
28 0 0 1
129 46 10 1
130 46 2 10
131 42 S 3
136 45 8 7
152 53 13 6
351 83 1" 12
86 29 4 0
93 30 4 1
551 243 1" 4
215 87 8 1"
2 0 0 ]

17 10 0 1

4 1 0 0
2,025 715 76 57

ENLX
BACH

.04
b
45
.38
b
47
.30

.38

OFF
TOTAL

0
22
22
20
21
21
52

4
23
20

32

242

BACHELOR OFF

Ww1-02 03-10
] 0
1 1
0 1
2 5
0 0
0 2
4 5
0 0
1 2
2 2
8 1
0 0
0 0
0 1
18 20

TAB A

OFFX%
BACH

.00
.09
.05
.35
.00
.10
A7
.00
A3
.20
.28
.00
.00
.50

.16
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BACHELOR HOUSING REQUIREMENTS ESTIMATE RECAP FOR:
FSR PROJECTED BASE LOADING (BACHELOR + MARRIED) divided by CURRENT BASE LOADING (BACHELOR + MARRIED) equals FSR MULTIPLIER

Report Control Symbol:

ENLISTED
OFFICER

BASIC FAC REQ(BFR)
CPL - PVT

SGT

SKCO's

TOT BEQ REQ
MAN-SPACE EQUIVALENT

W0-1 - 1STLY
CAPT - GEN
TOT BOQ REQ

CPL - PVT Cr21.
SET cr21.
SNCO's

c721.
TOT BEQ ASSETS
MAN-SPACE EQUIVALENT

WO0-1 - 1STLT  (C724.
CAPT - GEN (C724.
TOT BOQ ASSETS

CPL - PVT €721,
SGT c721.
SNCO's (cr21.

TOT BEQ MCON
MAN-SPACE EQUIVALENT

W0-1 - 1STLTY €724
CAPT - GEN C724.
TOT BDQ MCON

NOTES:

(1)

Exempt

11 ASSETS)
12 ASSETS
13 ASSETS

11 ASSETS)
12 ASSETS)

11 HXLCON;
12 MILCON
13 MILCON)

.11 MILCON
12 MILCON

CONTRACTED (1)

SO0 [- XX X-—X—J

(2) P-366 FY9) 264/ 48/ 4 (372 MS)

$3 P-368 FY92 264/ 48/ 1 (364 HS)SE -369 FY93 264/ 48/30 (480 MS)
4

RECRUIT REQUIREMENT:
SIGNATURE OF REVIEWER:

DATE:

/
/

FSR MULTIPLIER
1.238519
1.238519
1.238519

1.252066
1.252066

ADEQUATE (BASE)
66

135

68
269
472

65
55
120

APPROVED (2)
264

48
4
316
376

0

0
0

EFICIT:

TAB A
PAGE 2 OF 3

AUTOVON:

(€721.1

MCAS BEAUFORT

UPDATED:

2025 -
242 -
PROJ(BASE) TRANSIENT
886 247
94 35
n 3l
1051 313
1358 4“1
23 10
25 19
48 29
MCON (BASE%
0
0
0
0
0
0
0

PROPOSED (3)
528
96
R

656
848

0
0
0

16 JAN 1990

1.238619
1.252066

PROJ REQ(PN)
1133

129
102
1364
1799

33
4
n

YOTAL ASSETS (PN)
66

TOTAL (PN)
192

144
36
972
1224

0
0
0

DEFICITS BY RANK GROUPS IN PERSONS

CPL-PVT (C721.11)
SGT (c721.12)
(€721.13)

SNCO's
TOT BEQ DEFICIT

MAX-SPACE EQUIVALENT

WO-1STLT
CAPT-GEN

C724.11
C724.12

275
-150
-15
110
51

~41
24
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BHRE TRANSIENT POPULATION WORKSHEET

ACTIVITY: DATE OF ESTIMATE:

1. Reported figures should reflect a daily average. While this is an
estimating tool and not a strict accounting, numbers must be supportable by
documents such as school schedules, morning reports, and billeting office
utilization records. No more time should be spent than is necessary to
provide a reasonable and supportable estimate.

a. FSR TRANSIENT LINE. Most FSR's have a "Transients" line. Report the
estimated rank distribution for these transients based on local experience.

b. STUDENTS. The FSR lists students by school with no distinction
between PCS "permanent party" students and TAD "transient" students. On this
line, provide an estimated rank distribution for TAD "transient" students
only. Use a separate line for each school. MCRD's do not include recruits
here.

c. OTHER. Report miscellaneous transients on this line.

TYPE TRANSIENT | CPL-PVT | SGT’s | SNCO's | WO-LT || CAPT-GEN |
i 1 h i i i
FSR TRANSIENTS | I I I I |
L 11 I L 1 1
H i 1 1L il L
STUDENTS I I I I I Il
It JL JL IL |1 J|
it L) L1 L} 1 1}
i | I f I ll
H JL I JL I Il
] l 1] i W 1
I l I Il I Il
It [ it L I Jf
1] |1 Il 1} Al il
i I I I I f
I It Jt JL JL 1
L1 1) H 4 L[] Ll 1]
I I l I I I
JL JL Il JL L 4]_
L il W 1 Ll Ll
OTHERS i ll Il I I I
L It H I JL J|
Ll LI 1) L1 ] H
I I Il I Il |
It JL |1 il It dl
I ] Ll ] Ll I
| I I I i I
it It It i I N
Ll Ll 1l W " 11
i Il Il I Il Il
JL iL JL iL Il g!
Ll h!e it Ll L] L}
TOTALS I I i I I |
I It JL I il J}
TAB A
PAGE 3 OF 3

L-5



MARI NE CORPS HOUSI NG MANAGEMENT MANUAL

APPENDI X M

I NSTRUCTI ONS FOR COVPLETI NG THE BACHELOR HOUSI NG | NVENTORY AND
UTI LI ZATI ON DATA (BHI UD) WORKSHEET

1. Text Reference. See paragraph 2100.

2. Ceneral Instructions. The CMC (LFF) annually conpil es and
submts the information provided on this worksheet to the DoD.
Commands are authorized to reproduce the BHHUD locally. Marine
Corps Report Control Synmbol DD-11103-01 (external RCS DD P&L
(A) 1470) has been assigned to this report.

a. Installations will conplete the worksheet and return the
original and one copy to the CMC (LFF-3) by 1 Novenber annually.

b. Installations with subcanps (MCB's, Canp S. D. Butler
Canp Lej eune, and Canp Pendleton) will conplete a consolidated
wor ksheet for their entire base, and a separate worksheet for each
subcanp; e.g., Canp Courtney is a "subcanp’ of MCB, Canp S. D
Butl er.

3. Line ItemlInstructions. Lines 2-11. Standard data, fill in
as appropri ate.

4, Per manent Per sonne

a. Line 12, Spaces.

b. Line 12 (a-c). List all individual room spaces in increnents
of 90 square feet of net living area with a maxi mum space count of
four; include diverted and inactive spaces.

c. Line 12 (aa-cc). List all squad bay spaces in increments
of 72 square feet of net living area; include diverted and inactive
spaces.

d. Line 12 (d-f). List all officer quarters. See figure 2-1
of this Manual for MSA; include diverted and inactive spaces.

e. Line 13. Diverted Space. Billeting space being used for
any purpose other than bachel or housing, or spaces that are inactive.

f. Line 14. Net Spaces. Line 12 minus line 13.
g. Line 15. Maxi mum Cccupant Capacity (By Rank).

(1) Enlisted. The maxi mum nunber of enlisted personnel who
coul d be housed in enlisted net spaces, based on allocation of
spaces to enlisted grade categories, and occupancy standards in
figure 2-1 of this Manual.

(a) Allocation of enlisted roons, for purposes of this

report.
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1 Occupied Roonms. Each fully or partially occupied
roomis allocated to the grade category of the senior (or only)
occupant, including any vacant portion of the room

2 Vacant Roons. Roons with no occupants are all ocated
to the grade category for which designated. |f not designated, they
are allocated to E-1/E-4.

(b) Cccupant capacity of open squad bays. Net spaces
included on |ine 14.

(c) Cccupant capacity of enlisted roonms (excluding diverted

roons).
1l Deternine the occupant capacity of each room as
foll ows:
OCCUPANT CAPACI TY OF ROOM
GRADE ALLOCATI ON OF ROOM E-1-E-4 E-5 E-6-E-9
Room under 180 sqgft (one space) I 1 .5
Room 180-269 sgft (two spaces) 2 I .5
Room 270-359 sqgft (three spaces) 3 2 1
Room 360 sQXt or greater (four spaces) 4 2 1

2 Add the occupant capacities of all roons.
(2) Oficers. Same as line 14.

(a) Line 16. Personnel Actually Housed. Pernmanent personne
residing in (or assigned to) bachelor quarters. |If the grade of
the occupant and the space do not match, tabulate and report by
occupant grade; e.g., an enlisted occupant residing in officer
quarters shall be reported in the enlisted colum. Do not report
any transient personnel here, but rather, on |ine 22.

(b) Line 17. Utilization Percent. Divide line 16 by |ine
15 and express as a percentage.

5. Transient Personne

a. Line 18. Spaces. Report all transient spaces including
diverted and inactive spaces.

b. Line 18 (a)-(c). Enlisted Spaces for |ndividual Roons.
Increments of 90-square feet of net living area. The nmaxi mum count
in any roomis four; there is no prescribed person-limt in open
squad bays if the necessary square footage is present; include
enl i sted pernmanent personnel who are not recruits or trainees.

c. Line 18 (aa)-(cc). Enlisted Spaces for Open Squad Bays for
Recruits or Trainees. |Increnents of 72-square feet of net living
ar ea.

d. Line 18 (d)-(f). Oficer Spaces. All officer transient
quarters roons or suites, including diverted or inactive units.
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e. Line 19. Diverted Spaces. Billeting spaces being used for
any purpose other than bachel or housing, or spaces that are inactive.

f. Line 20. Net Spaces. Line 18 mnus line 19.

g. Line 21. Maximum Cccupant Capacity.

(1) Enlisted. The maxi mum nunber of transient enlisted
personnel who could be housed in enlisted net spaces, based on
allocation of transient quarters to enlisted grade categories, and
occupancy standards in figure 2-1 of this Manual. Line 21 equals
the total of the follow ng:

(a) Roons occupi ed by E-6-E-9.

(b) Vacant roons designated for E-6-E-9 (excluding
diverted and inactive roons).

(c) Net spaces (increments of 90-square feet included
on line 20) in roons not occupied by, nor vacant and designated for
E- 6- E- 9.

(d) Net spaces in open squad bays (included on line 20).
(2) Oficers. Sane as |line 20.
(a) Line 22. Personnel Actually Housed. Transient
personnel (excludi ng acconmpanyi ng dependents) occupyi ng transient

quarters. |Include transient personnel occupying permanent bachel or
guarters.

(b) Line 23. Uilization Percent. Divide |ine 22 by
line 21, and express as a percentage.

6. Supplenental Data

a. Lines 24-28. Data pertaining to permanent personnel shal
be tabul ated as of 30 Septenber. Data pertaining to transient
personnel shall be a daily average; enter as whol e nunbers.

b. Line 24 and 25. Self-explanatory.

c. Line 26(a). Bachelors Of-Base with BAQ Single personne
resi ding of f-base and receiving BAQ at the "w thout-dependents” rate.

d. Line 26(b). Per Diem The average daily nunber of certifi-
cates of nonavailability issued.

e. Line 27. Bachelors E-1-E-5 Living Of Base Wth BAQ at the
"Wt hout - Dependent s" Rate (Owmn Right). Single E-1-E-5 personne
living off base and receiving BAQ at the "wi t hout-dependents” rate.

f. Line 28. Bachelors E-1-E-5 Living Of Base Wthout BAQ But
Mai nt ai ni ng Assi gned On-Base Quarters. Single E-1-E-5 personne
wi t hout dependents, living off base, not receiving BAQ at the
"w t hout - dependents’ rate, for whom adequate Governnent quarters are
assi gned or avail abl e.

M 3
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MARI NE CORPS HOUSI NG MANAGEMENT MANUAL
APPENDI X N

MARI NE CORPS | NNKEEPER AWARD PROGRAM
SAVMPLE NOM NATI ON, W TH | NSTRUCTI ONS

1. Text Reference. See paragraph 2201. 5q.

2. Ceneral Information. The annual | nnkeeper Award recogni zes the
outstanding efforts and acconpli shnments of people who operate and

mai ntai n transient quarters throughout the Marine Corps and
encourages installations to inprove transient facilities’ amenities,
furnishings, and services. The objectives of this award are outlined
in paragraph 8 of this appendi x.

3. Description. The award for installation excellence in transient
billeting operations is a plaque inscribed with the name of the
winning installation. It will be presented for permanent retention
to the commander of the installation

4. Eligibility. Al installations operating transient quarters are
eligible. An installation may not claimthe award for 2 consecutive
years.

5. Nominations. Comrands are encouraged to conpete for the award
by submitting nom nations as outlined in paragraph 9 of this
appendi x.

6. Selection Procedures. The Innkeeper Award Review Commttee wl |
consi st of five persons selected fromthe Installations and Logi stics
Department (LF) by the CMC. A representative appointed by the

I nnkeeper Award Review Conmittee will visit the top three finalists
for an on-site evaluation. The |Innkeeper Award Review Comrittee

will recomrend one installation for the award to the CMC

7. Point of Contact. For further information concerning the
I nnkeeper Award contact the CMC (LFF-3), AUTOVON 226- 0864/ 0860

8. The United States Marine Corps | nnkeeper Award proposes to

hi ghl i ght outstanding installation achi evenents for imaginative and
i nnovati ve nmanagenent actions that have increased the productivity
of the installation's transient billeting program The award is

i nt ended to:

a. Recognize the | eaders, managers, and enpl oyees who have nade
the nost outstanding contribution to increased productivity, quality,
and efficiency of nanagenent in providing transient billeting.

b. Encourage conpetition to increase the standards of transient
billeting.

c. Pronmpte ways to inprove organi zation, procedures, functions,
and policies.

d. Mdtivate people to advance new i deas for innovative
managenent and i nprovenents of transient facilities.

e. Stimulate initiatives to inprove norale and productivity
through inproved quality of life for all installation personnel
N



MARI NE CORPS HOUSI NG MANAGVENT MANUAL

NOM NATI ON PROCEDURES

9. GCeneral Information

a. The award will cover the fiscal year (FY) beginning
Cct ober and endi ng 30 Sept enber

b. Conmands are to conpete for this award by naval letter
submi ssi on.

Subj ect: Nomination for FY __ United States Marine Corps
I nnkeeper Award--(Name of Comand).

c. Nom nation package nust be uncl assifi ed.

d. Entries nust be received by the CMC (LFF), Washi ngton
DC 20380- 0001, by 31 July each year

10. Contents of Nonination Package

a. Entries should include the foll ow ng:
(1) Complete designation of installation and its |ocation
(2) Names and titles of specific individuals closely
related to award nomination; at a mninmum the major staff/action
officers, and the installation conmander
(3) Photographs; i.e., pictures of both types of transient
facility (officer and enlisted), desk adm nistration area,
i nnovative ideas, each in 8 inch by 10 inch gl ossy color print
format.

(4) Draft press rel ease; one page only.

(5) Description of innovative ideas, prograns, and specific
evi dence of effectiveness.

(6) Uilization rate of transient quarters during the
fiscal year. Rates will be broken out by type of transient quarters.

(7) Total nunber of personnel using transient quarters
during the fiscal year. This should include the nunber for each
type of transient quarters.

(8) Total nonappropriated and appropriated funds budgeted
for the fiscal year for each type of transient operations support.

(9) Use/control of transient quarters.

(10) Long-term upgrade and replacenent of furnishings in
each type of transient facilities.

(11) General housekeeping quality control procedures.

(12) Personal services itens provided the occupant, for
each transient quarters

N-2
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(13) Registration process of guests.
(14) Reservation system control
(15) Courtesy/custoner relations program
(16) Amenities. (As found in transient quarters.)
(17) Facility Managenent program
(a) Landscapi ng.
(b) Registration parking area
(c) Allocation of assets.
(d) Energy conservation.
(e) Maintenance procedures.

b. Narrative Guidance. |In narrative form describe the
installation s acconplishnments for the reporting period. Narrative
shoul d i ncl ude innovative nmanagenent actions resulting in increased
productivity and/or inprovenments in quality of life, tangible
results, and mssion inpact. The evaluation record is |ocated at
the end of this appendi x. The text should focus on nanagenent

actions taken to inprove quality-of-life standards, notivation,
and efficient use of resources to acconplish the m ssion.

11. USMC | nnkeeper Award Checkl i st

AREA

CATEGORY A - MANAGEMENT

1. Commander’s Support
a. Appropriated fund budget support.
b. Commander’s quarterly inspections.
c. Use, control, and occupancy rate of transient quarters.
2. Adequat e Supervision and Response
a. Managenent structure.
b. Delegation of responsibilities.

3. Effective Utilization of Manpower. Allocation of manpower based
on workl oad (roons per housekeeper, etc.).

4. Upgrade Program

N-3
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a. Utilization of appropriated and nonappropriated funds
(NAF' s) .

b. Long-term upgrade and replacenent of furnishings.
5. Operating Procedures and Policies

a. Effectiveness and adequacy of operating instructions. Has
a cash control operating instruction been developed? |Is it being
fol | owed?

b. Are operating instructions conprehensive?

c. Are enployees know edgeabl e of instructions and do they use
the instructions?

d. Do policies in effect conformw th Mari ne Corps guidelines?

CATEGORY B - HOUSEKEEPI NG

1. General housekeeping in transient quarters.

a. Dusting.

b. WAst ebasket clean and enpty.

c. Wndows and sills.

d. Floors and carpeting.

e. Walls and ceilings.

f. Vents clean.

g. Polishing.

h. Refrigerators

i. Fixtures are clean, adequately secured, and operative.
2. Bathroom

a. Bathroomclean (floor, walls, etc.).

b. No soap buil d-up/residue.

c. No evidence of nold/mnldew.

d. Shower curtain/door is in good condition

e. Toilet clean.

N- 4
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3. Procedures

a.

b.

C.

Is a checklist used by housekeepers?
I s cl eani ng net hodi cal ?

Are carts available and effectively used by mai ds?

4. Quality Contro

a.

b.

C.

d.

Are inspections by billeting director recorded?
Are inspections by senior housekeepers recorded?
Are carts available and effectively used by maids?

Do housekeepi ng ai des check operation of lights, water

pl unbing, refrigerators, TV s, w ndows, air-conditioning, heat,
and ventil ators?

e.

Are nmanagenent inspection policies and procedures foll owed?

5. Personal Services Itens Avail abl e

a.

g.

Soap bars.

Towel s (2) and washcl ot hs.

Cups (hot and col d).

Facial tissue; e.g., Kleenex.

Toilet tissue. (Are extra rolls avail able?)
Shoeshi ne cl ot h.

Cl ot h bat hmat .

CATEGORY C - DESK ADM NI STRATI ON

1. Appearance/ Function

a.

b.

C.

Pl easant | obby arrangenent and decor
Secured area for |uggage.

Desk proper height for custonmers to fill out forns and desk

free of obstacles.

d.

Sundry itens displayed and have easy access.

N-5



MARI NE CORPS HOUSI NG MANAGVENT MANUAL
e. M ni mum nunber of signs (not cluttered).
f. Wake- up service

2. Registration Process

a. Usi ng established form

b. Key- board/rack - functional, convenient.

c. Keyring - identifies roombuilding indirectly.

d. Stanp available for civilian use of exchange, etc.

3. Reservation System
a. Using established form
b. Check-in/out procedures.
c. Reservations are easily identified at check-in.

d. Effective use of contract quarters and nonavailability
certificates. (Are they |ogged and secured?)

4. Funds Handl i ng

a. Sufficient change fund. Comrander’s letter on file?

b. Transfer of funds at shift changes recorded? Does the
process of transferring change funds, receipts, and accountabl e
docunents provide for signature of receiving individual? |Is there
accountability throughout?

c. Are night depositories used to deposit receipts after hours
when cash exceeds the fund storage limts? |Is commander’s letter
on file? Have security escorts been used?

d. Saf e procedures.

e. I nventory procedures.

f. Are funds secured (register closed and | ocked) when the
cashi er | eaves the desk’ s i medi ate area?

g. Has the nmanager perfornmed a surprise cash count within the
|l ast 60 days?

h. Have enpl oyees been briefed on procedures to follow during
and after a robbery?

i. Are register read/reset keys controlled?
j- Are checks endorsed "for deposit only" imrediately upon

recei pt?

N- 6
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Is there a separation of duties between cashiers and those
persons involved in reconciling accounts receivabl e?

5. Courtesy/Custoner Rel ations

a.

e.

Handout information avail able at desk
(1) Kennel Iist.

(2) Motel list.

(3) Base and | ocal naps.

(4) Dining facilities list.

(5) Child care facilities.

(6) Local transportation

(7) Recreation facilities.

Attitude towards guests.

Box for suggestion/conment forms. (Are replies used?)
Checkout itens.

(1) lron/ironing board.

(2) Luggage carrier

(3) Bedboard.

Desk cl erks know edgeabl e of |ocal area.

CATEGORY D - FURN SHI NGS

1. Adequacy

a.

b.

g.
channe

Full size beds for single room (doubl e/ queen/ ki ng) .
Ni ghtstand with cl ock-radi o and | anp.

Chest of drawers.

Luggage rack.

Full-length mrror

Chairs.

TV (color or back and white? Are knobs missing? Is a TV

l'isting provided?)

N-7
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h. Desk with desk chair.

i. Draperies (color coordinated).

j. Pictures/wall art.

k. Bedspreads (col or coordi nated).

Carpeting (col or coordinated).

Mai nt enance

a. Handles, chips, dents, etc., repaired.

b. Uphol stery shanpooed.

c. Drapes cleaned and in good working order

Pl easi ng At nosphere. Furniture/carpet/drapes/wall S nmatch
or coordi nated).

| mprovenent Pl ans

a. Witten plans to inprove room decor and adequacy.

b. Consider appropriated and NAF s (doubl e budget).

c. Long-term e.g., replacenent of what is currently good.

Anenities

a. Ashtray/ matches.

b. Extra bl anket.

c. Coat hangers, wood or netal, sufficient anobunt for guests.

d. Beverages.

e. Information brochures in roons.
(1) Base nap.
(2) Base tel ephone directory.
(3) Open ness information
(4) Base brochure.
(5) Commercial/ Governnment transportation availability.
(6) CGovernnent/commercial dining facilities.
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(7) Recreation center activities.

(8) On-base and off-base religious services.

(9) Theatre schedul es.

(10)
(11)
(12)
(13)
(14)
(15)
(16)
(17)
(18)
(19)
(20)

(21)

AREA |

CATEGORY E -

Athletic or recreation activities.
TV schedul e.

House rul es.

Eval uation or critique fornms.
Housekeeper’s duti es.

Lost key information.

| mportant tel ephone nunbers.

Itens avail able for checkout at the front
Tour information.

Dialing instructions.
Check-cashing i nformati on.

Sundry itens avail abl e.

SUPPLY AND EQUI PMENT

1.

Admi

Request and Recei pt Procedures

a. Wio initiates/approves request?

b. Fol |l ow up.

c. Source selection records (catal ogues, GCenera
ni stration schedules, etc.).

d. Established recei pt procedures.

Storage Practices; Sundry and Expendabl e Supply It

a. Shel ving.

b. Location designations.

c. Stock rotation

desk.

Servi ce

ens



d.

e.

3. | nve

a.

b.

MARI NE CORPS HOUSI NG MANAGVENT MANUAL
Security.
Orderly.
ntory Control (equipnment and supplies)
I nventory stock record card
M ni mum | evel desi gnat ed.
Standard order forms in stock
Routine inventories -- supplies and equi prent.
Accuracy of inventory -- supplies and equi pnent.
Di sposal of excess.
pnment Mai nt enance
Preventi ve mai nt enance
I nstruction nmanual s/ parts-order manual s.
Backup equi pnent .
Mai nt enance contract.
Li sting of down-equi pnent.
pnent Availability
Location fromwork area

Proper equi prent for the job.

CATEGORY F - GENERAL HOUSEKEEPI NG

1. Common areas (Il obby, hallways, bathroons, and | aundry roomns)

a.

b.

N-10
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Car pet .
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2. Qutside Areas

a. Landscapi ng.

b. General.
3. Storage Areas. Neatness.
4. Carpet Mintenance

a. Spot cleaning procedures.

b. Routine cleaning schedule.

c. Walk-off mats being used?
5. Housekeepi ng (break area)

a. Neat.

b. Furnishings are adequate.

CATEGORY G - FUNDS MANAGEMENT

1. NAF Budget
a. Is it current?

b. Did the area auditor find discrepancies in the Billeting
Fund Budget ?

c. Are NAF budget goals and objectives clearly defined and
under st ood?

d. Are NAF budgets effectively used to nmeasure progress or
|l ack of progress in achieving stated goals? Are corrective nmeasures
taken in a tinmely manner? Does the NAF budget contain the
foll owi ng conponents:
(1) Annual operating budget.
(2) Cash flow budget.
(3) Bal ance sheet projections.
(4) Five-year capital expenditure budget.

e. Do budgets accurately reflect the planned use of resources?

f. Are investnments nonitored to assure the npst effective use
of excess cash?

g. Are petty cash purchases within established dollar limts?

(May not be used to pay enpl oyees or other personal -service
functions.)

N-11
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2. Appropriated Budget
a. Maxi mum support avail abl e.

b. Input to base operation and nai ntenance budget avail able
for review

c. Sufficient justification provided to support request.
3. Financial Statenents
a. Are they current?

b. Did the area auditor find discrepancies in the billeting
fund financial statenments?

4. Schedul i ng
a. Optimummx of full-tinme, part-tine, and other workers.
b. dear schedule -- all understand.
c. Posted for workforce.
d. Projected to neet workl oad.
e. Tinmecard control adequate.
5.  Financial Success
a. Actual versus budget deviation.
b. Income generation initiatives (sundries requirenents
approved by installation command (NAF council m nutes or
out - of - sessi on neetings).
c. Personnel expense versus incone.

d. Purchase of itenms out of NAF funds that could be purchased
Wi th appropriated funds support.

e. |Is the process for gathering and revi ewi ng budget inputs
audi tabl e and does it show a practical business approach?

CATEGORY H - OTHER SERVI CES

1. Lounge/Kitchen
a. TV.
b. Adequate seating.

c. Table.

N-12
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d. Desk.
e. Ganes.
f. Vendi ng Machi nes.
g. Refrigerator, range, mcrowave, and related cooking
mat eri al s.
2.  Laundry Room
a. Adequate nunber of machines (one per 20 occupants).
b. Dry cl eaning nachines.
c. Folding tables, place to hang cl othes, and hangers.
d. Vendi ng machi nes.
e. Appearance and cl eanliness.
f. Conveni ence.
g. Trash containers.
3. Sundries
a. Shaving cream and razors.
b. Toot hpaste and t oot hbrush.
c. Pain relievers.
d. dothes detergent and bl each.
e. Shoe polish.
f. Shanpoo/ conditi oner.
g. Deodorant.
h. Beverages.
i. After shave lotion.
j. Sanitary napkins/ Tanpons.
k. Hair brush and conbs.
. Snacks.
m Hot foods.

N-13
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n. Sew ng Kkit.

0. Shower cap.

p. Hairspray.
4. Tel ephone Service, Lobby Area (patrons access). Availability of:

a. Pay tel ephones.

b. Cdass C tel ephones.

c. AUTOVON access.

d. Services to all rooms with no | ocal charges to occupants.
AREA 11

CATEGORY | - ADM NI STRATI ON SUPPORT STAFF

1. Records Docunentation
a. Current file plan.
b. Files maintenance and di sposition instructions.
c. Proper filing.
d. Neatness.

2. Maintenance of Publications and Reports. MCO P110000. 18
(current edition).

3. Contract Admnistration
a. Sufficient contracts - docunented inspections.
b. Call nunber procedures and | og.

4. Reports. DD Form 2085 (Unacconpani ed Personnel Housi ng (UPH)
I nventory and Uilization Data).

5. Certificate of Nonavail ability Managenent
a. Safeguarding (secured).
b. Issue procedures (witten procedures, |og).
c. Wio is authorized to sign (appointed)?

CATEGORY J - TRAI NI NG AND MOTI VATI ON PROGRAMS

1. Oganization and Docunentation

N- 14
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a. |s there an active on-the-job training progranf?

b. Programto train desk clerks?

c. Programto train housekeepers and housekeepi ng ai des?
2. Training Methods and Aids

a. In the classroom

b. In the roons/on the desk

c. Commercial establishnent.

d. Books and fil ns.
3. Mdtivational Techni ques/ Response. Enpl oyee recognition program
4. Attitude of Personne
5. Commendations to Personnel/Facilities. Recognition program

CATEGORY K - PERSONNEL APPEARANCE AND SAFETY

1. Desk clerk appearance and dress
2. Housekeeping staff’s appearance and dress
a. Uniforns.
b. Dress standards.
3. Safety Awareness and Procedures
a. Wiat is their safety record?
b. 1Is the safety officer active?
c. |Is equipnent safe, cords frayed, |adders strong, etc.?

d. Are there procedures for cleaning-high areas, changing
light bul bs, etc.?

e. |s the safety awareness program ongoi ng?

CATEGORY L - FAC LI TY MANAGEMENT

1. Landscaping. Condition of |andscaping.
2. Registration parking area

a. Short-term parking avail abl e.

N-15
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b. Well marked.
3. Room Assignnents. Directional signs to |ocate.
4. Alocation of Assets

a. |s the balance of transient quarters and permanent party
quarters equitable?

b. Is too nuch space used for admnistration and storage?
c. Are sleeping roons used as office/adm nistration space?
5. Work Order Managenent
a. |s one person designated to record/report work?
b. Is a |og naintained?
c. Are follow ups conpl eted?
6. Energy Conservation
a. Do housekeepers automatically check thernostats and |ights.

b. Are common areas nonitored for tenperature and |ights?

N- 16
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USMC | NNKEEPER AWARD
Bl LLETI NG EVALUATI ON RECORD

| NSTALLATI ON
DATE TOTAL RATI NG
CATEGORY A - MANAGEMENT CATEGORY E - SUPPLY & EQUI PMENT

(RATI NG 1-25 PO NTS EACH | TEM

CATEGORY B -

COVMANDERS SUPPORT
ADEQUATE SUPERVI SI ON
& RESPONSE
EFFECTI VE UTI LI ZATI ON OF
MANPOVER
UPGRADE PROGRAM
OPERATI NG PROCEDURES
AND POLI Cl ES

CATEGORY RATI NG

ROOM HOUSEKEEPI NG

(RATI NG 1-25 PO NTS EACH)

(1)
(2)
(3)
(4)
(5)

CATEGORY C -

GENERAL HOUSEKEEPI NG

BATHROOM

PROCEDURES

QUALI TY CONTROL

PERSONAL SERVI CE | TEMS
CATEGORY RATI NG

DESK ADM NI STRATI ON

(RATI NG 1-25 PO NTS EACH | TEM

(1)
(2)
(3)
(4)
(5)

CATEGORY D -

APPEARANCE/ FUNCTI ON

REG STRATI ON PROCESS

RESERVATI ON SYSTEM

FUNDS HANDLING

COURTESY/ CUSTOVER RELATI ONS___
CATEGORY RATI NG

FURNI SHI NGS

(RATI NG 1-25 PO NTS EACH)

(1)
(2)
(3)
(4)
(5)

ADEQUACY
MAI NTENANCE
PLEASI NG ATMOSPHERE
| MPROVEMENT PLANS
AVENI TI ES

CATEGORY RATI NG

(RATING 1-15 PO NTS EACH | TEM
(1)

(2)
(3)
(4)
(5)

REQUEST & RECEI PT
PROCEDURES
STORAGE PRACTI CES
I NVENTORY CONTRCL
EQUI PMENT MAI NTENANCE
EQUI PMENT AVAI LABI LI TY
CATEGORY RATI NG

CATEGORY F - GENERAL HOUSEKEEPI NG
(RATI NG 1-15 PO NTS EACH | TEM

COWON AREAS
OUTSI DE AREAS
STORAGE AREAS
CARPET MAI NTENANCE
HOUSEKEEPI NG ( BREAK
AREA)

CATEGORY RATI NG

(1)
(2)
(3)
(4)
(5)

CATEGORY G - FUNDS MANAGENMENT

(RATI NG 1-15 PO NTS EACH | TEM

(1) NAF BUDGET

(2) APPROPRI ATED BUDGET

(3) FINANCI AL STATEMENTS

(4) SCHEDULI NG

(5) FINANCI AL SUCCESS
CATEGORY RATI NG

CATEGORY H - OTHER SERVI CES
(RATI NG 1-15 PO NTS EACH | TEM

LOUNGE/ KI TCHEN
LAUNDRY ROOM
SUNDRI ES
TELEPHONE SERVI CE
CATEGORY RATI NG

(1)
(2)

N1

~
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CATEGORY | - ADM N SUPPORT STAFF
(RATI NG 1-10 PO NTS EACH | TEM

(1)  RECORDS DOCUMENTATI ON
(2)  MAI NTENANCE OF

PUBLI CATI ONS
(3)  CONTRACT ADM NI STRATI ON
(4)  REPORTS
(5)  CERT. OF NONAVAI LABILITY

MANAGEMVENT

CATEGORY RATI NG

CATEGORY J - TRAI NI NG AND MOTI VATI ON PROGRAMS
(RATI NG 1-10 PO NTS EACH | TEM

(1)  ORGANI ZATI ON AND
DOCUVENTATI ON

(2)  TRAINI NG METHODS AND Al DS

(3)  MOTI VATI ONAL TECHNI QUES/
RESPONSE

(4)  ATTI TUDE OF PERSONNEL

(5)  COVMENDATI ONS TO PERSONNEL/
FACI LI TI ES
CATEGORY RATI NG

CATEGORY K - PERSONNEL APPEARANCE AND SAFETY
(RATI NG 1-10 PO NTS EACH | TEM

(1) DESK CLERK APPEARANCE

(2) HOUSEKEEPI NG APPEARANCE/
DRESS

(3) SAFETY AWARENESS/
PROCEDURES
CATEGORY RATI NG

CATEGORY L - FACI LI TY MANAGEMENT
(RATI NG 1-10 PO NTS EACH | TEM

(1)  LANDSCAPI NG

(2)  REG STRATI ON PARKI NG AREA

(3)  ROOM ASSI GNVENTS

(4)  ALLOCATI ON OF ASSETS

(5)  WORK ORDER MANAGENMENT

(6)  ENERGY CONSERVATI ON
CATEGORY RATI NG

N-18
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APPENDI X O

I NSTRUCTI ONS FOR COVPLETI NG GENERAL AND FLAG OFFI CER QUARTERS
MANAGEMENT REPORT (DD FORM 2405)

1. Text Reference: See paragraph 3202.

2. Ceneral. This report is required to be submtted to the CMC
(LFF) by | Novenber. Marine Corps Report Control Synbol DD 1l 103-02
(external Report Synbol DD P&L(A)1706) has been assigned to this
report.

3. Instructions for Conpleting Blocks (1) through (5)

a. Report Date - Block 1. Enter the date of the |ast day of
the fiscal year.

b. Real Property Inventory Code (RPIC) - Block 2

(1) Army: The five character real property installation
nunber preceded by an "A".

(2) Navy: The five character unit identification code
(U C) preceded by an "N'.

(3) Air Force: The four character geographic |ocation code
(GEOLOC) preceded by "F".

(4) Marine Corps: The five character U C preceded by an "M'.

(5) Defense Intelligence Agency (DIA): The four character
geographic | ocation code (GEOLOC) or the five character real
property installation nunber preceded by an "L".

(6) Defense Logistics Agency (DLA): The five character unit
i dentification code (UC) preceded by an "S".

cC. Installation Data - Block 3

(1) Installation Nane. Enter the installation nane.
Whenever reports are submtted for the first or last tinme, block 3a
of the formwill be marked "First Report" or "Last Report,"” as
appropri ate.

(2) Major Command/ Engineering Field Division. Enter the
official short title for the major comrand.

(3) State. For installations in the United States, enter
the nane of the state or the District of Colunmbia. If not in the
United States, |eave bl ank.

(4) ZIP Code. Enter the nine character hyphenated postal
ZI P code of the reporting installation.
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(5) Country. Installations in the United States, enter
"US'". Installations located in a US possession (such as Guam

M dway | sl and, Puerto Rico, Virgin Islands, or Wake Island), enter
the nane of the possession. For installations in a foreign country,
enter the nane of the country.

d. Quarters Data - Block 4

(1) Qarters ldentification Code (QC). Enter the
appropriate QC shown in figure 0-1.

(2) Local Quarters ldentification. Enter the |local quarters
nunber, facility nunber, or street address used by the installation

(3) Net Floor Area. Enter the net floor area in square feet.

(4) Year Built. Enter the year the unit was constructed.

e. Managenent Data - Block 5

(1) Operations. Enter the operations amount obli gated,
|l ess | easing obligations, for the fiscal year

(2) Lease. Enter the |easing anmount obligated for the
fiscal year.

(3) Mintenance and Repair. Enter the total maintenance
and repair obligations for the fiscal year including incidenta
i nprovenent s.

(4) Total Operation and Miintenance. Enter the sum of
lines 5a, 5b, and 5c on the Form

(5) Congressionally Approved Ambunt for O&M Enter the
congressional ly approved anount, if applicable.

(6) Lnprovenents. Enter the total inprovements (post
acqui sition construction) obligations for the fiscal year.

NOTES

|. Express each entry in Blocks 5.a through 5.f in whole dollar
amounts only.

2. Under "congressionally Approved Amount for O&M' reflect a dollar
amount only if the maintenance, repair and/or inprovenents costs

exceeded the congressional limtation of $25,6000 per unit per year
and was congressionally approved. |[If the maintenance, repair and/or
i nprovenents did not exceed the Congressional limtation, show

"N A" in the bl ock.

o2
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Activity
MCLB, Al bany GA

MCB, Canp Lej eune NC

MCRD ERR, Parris |Island SC

MCCDC, Quantico VA

MCRD/ WRR, San Di ego CA

MCB, Canp Pendl eton CA

MCLB, Barstow CA

MCAS, Cherry Point NC

MCAS, El Toro CA

MCAS, Tustin CA
MCAGCC, 29 Palns CA

Mar Bks 8th & | Wash DC

Quarters No. QC
10500 BA
2000 BC
2001 BD
2002 BE
2003 BF
H 27 BG
1 HB

1 AC

6 HM

8 HH

11 HA

12 HD
376 HF
M 1 FA
1152 CA
1154 CB
17151 FD
17152 FE
17153 cC
24154 CD
1 BB

316 CE
317 CF
318 DA
A DD

B DE

A DF

1 FC

1 AB

2 DB

4 DC

6 AA

Figure O 1.--CGeneral Oficer Quarters Identification Code (QC).

o3
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I NDEX

Absence from quarters
Acqui sition .
Acqui sition prograns .
Adequacy and i nadequacy
Admi nistration, the famly housing donestic
| easi ng program
Al | owances . .
Applicability:
Fam |y housi ng nai nt enance pl anni ng
Fam |y housi ng nmanagenent
Application for government quarters
Assi gnnent :
Consi derations .
Control dates
Quarters by grade categories and bedroom
composition
Pol i cies . .
To gover nnent quarters . Ce e e
Assurance of availability to all mlitary personne
Aut hority, fam |y housi ng managenent

B

Bachel or housi ng:
Billeting Director responsibilities
Criteria . .
BAQ term nati on and reinstatenent
Basic Al l owance for Quarters (BAQ
Billeting fund:
Admi ni stration .
Expenses .
Revenues .
Budget :
Execution, financial reporting and review
Requi renents .
Budget i ng

Budgets and financial statenents
C

Change orders

Change orders and contingency funds

Cl assification of maintenance and repair

C eaning (fam |y housi ng) Coe
Command i nspection responsibilities (bachelor housi ng)
Command responsibilities (general officers quarters)

PARAGRAPH

1232
1902
1904
1203

1516
2600

1703
1002
1203

1217
1209

1215
2105
1211
1506
1003

2702
2104
1005
2600

2508
2510
2509

1607
3201
1600,
1606
2511

1839
1837
2301
1404
2701
3101

| ndex-1
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Commandant of the Marine Corps . . Ce e
Commander, Marine Corps Bases (MCB s) Pacific
Commander’s responsibility (fam |y housing)

Commanders, Marine Corps Air Bases, Eastern and VEStern Areas

Conpl eted projects
Construction . . .
Construction progranntng .
Conti ngency funds

Contract transient quarters

Criteria for conbination |nprovenent and reparr projects

D

DD Form 1746
DD Form 1747
Denolition projects

Design of fam |y housing reparr and |nprovenent prOJects .

Desi gnati on:

Fam |y housing . e

Ceneral officer quarters

Det aching installation .
Di stinctions between repair and |nprovenent
Di ver si ons/ redesi gnati ons of bachel or quarters .
Donmesti c | easing policy . .
Doubl e occupancy by famlies of tmo sponsors
Duration of assignnent

Econom ¢ anal ysi s

Ener gy conservation

Envi ronnmental factors .

Est abl i shing an inspection prograw
Execution review . .

Ext ended vi sitations by non dependents

F

Facilities:
Service contracts
Servi ces and supplies
Fam |y housi ng:
Budgeti ng and financi al managenent
Construction funding . e e e
Desi gnati on, application, assignnment, occupancy,
and term nation .
Donesti c | easi ng program .
Mai nt enance pl anni ng . . .
Mai nt enance, repair and |nprovenent prograns .
Managenent account
Managenent account

| ndex- 2

1102
1103
1504
1104
1836
1611
1902
1837
2506
1825

1205
1206
1813
1814

1200
3002
1207
1803
2103
1512
1220
1214

1815
1406
2108
2703
1610
1221

1706
2503

1600
1611

1200
1511
1700
1800
1800
1601
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Fam |y Housing: (cont.)
Mar ket anal ysi s coordination
Ofice . . .
Or gani zati on, responS|b|I|t|es and functlons

Programm ng, acquisition and requirenents detern1nat|on

Ref erral program and donestic | easing program
Fi nanci al :
Managenent of transient quarters

Reporting
Formul ati on of the nalntenance plan
Fundi ng:

Combi nation inprovenent and repair projects
| mprovenent (R-2) projects . .
Local authority (M1 and R-1I) prOJects
Maj or repair (N¢2) proj ects

Fur ni shi ngs

G
Government transient quarters
H

Home enterprises
Hours of operations
Househol d goods, novenent of
Housing listings .
Housing referral:
Counsel i ng and assi stance
Responsibilities
Services . e e
HQMC respon5|b|I|t|es (general officers quarters)

| mprovenent (R-2):
Proj ect devel opnent
Project life cycle
Projects .
I nci dent al |nprovenent (RJ]
Project life cycle
Projects . .
I ncrement ati on prohlbltlon.
I nspection and accept ance of quarters
I nspections (bachel or housi ng)
I nstallati on commander .
Installation fam |y housing organlzatlon

J

Joining installation . Ce e
Joint and coordi nat ed hou3|ng referral of fices

1906
1106
1100
1900
1500

2507
1609
1705

1835
1834
1832
1833
3003

2500

1224
1509
1517
1505

1507
1508
1503
3102

1822
1830
1810

1828
1809
1818
1218
2700
1105
1101

1208
1502

| ndex- 3
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K
Key and essential personnel
Key control procedures
L
Lease execution
Leasi ng:
Criteria, genera
Procedures . e
Limtations and requirenents
M

Mai nt enance and i nprovenent planning .
Mai nt enance and repair, classification of
Mai nt enance and sel f-hel p program
Mai nt enance:
Control procedures
Equi pnent e e
St andards, and criteria for
Maj or repair (M2):
Proj ect devel opnent
Project life cycle
Projects .
Managenent :
Assi gnnent policy .o
Ceneral officer quarters
Policy, genera
Mar ket anal ysi s e e
Mlitary fam |y housing program
M ni mum St andar ds of Adequacy ( MSA)
M nor mai nt enance

M nor repair (M1) and incidental inprovenment (R-1)
proj ect devel opnent
M nor repair (M1):
Project life cycle
Projects .

Mobi | e horme:
Rent and char ges

Assi gnnents, occupancy, utilization, and term nation

Movenent of househol d goods
N

Nonavai l ability of quarters, certificates of
Nonduty transients

| ndex- 4

1212
2705

2401

2402
2403
3200

1704
2301
2300

2303
2302
1701

1821
1829
1808

2100
1702
2100
1907
1000
2106

1820

1827
1807

1303
1301
1517

2505
2502
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O
Cccupancy:
Bachelor housing . . . . . . . . . . . . . . . . . . .. 2102
Fam |y housing . . . . . . . . . . . . . . . . . ... 1219
Relations . . . . . . . . . . . . . L0 1400
Cccupant relations, responsibilities and
liabilities (famly housing) . . . . . . . . . . . . . . . 1400
Cccupant responsibilities:
Bachelor housing . . . . . . . . . . . . . . . . . . .. 2003
Ceneral officers quarters . . Coe 3100
Organi zation and functions of the Bllletlng/BacheIor
Housing Division . . . . . . . . . . . . . . . . . . .. 2300
P
Per sonnel support equipnent standards . . . . . . . . . . . 2107
Pest control . . . Ce e e e 1408
Pl anni ng, progrann1ng and budgetlng e e e 1602
Policy on providing famly housing . . . . . . . . . . . . . 1004
Preterm nation inspection . . . . . . . . . . . . . . . .. 1229
Priority of assignnment . . . . . . . . . . . . . . . . . .. 1213
Programrequirenents . . . . . . . . . . . . . . . . . . .. 1501
Programmng . . . . . . . . . . . . . ... 1513,
1605,
1900
Programm ng policy . . . . . . . . . . . . . . . . . . . .. 1901
Proj ect:
Approval authority . . . . . . . . . . . . . . . .. 1806
Devel opnent submission . . . . . . . . . . . . . . . .. 1819
Docunmentation . . . . . . . . . . . . . . L. 1823
Funding . . . e e e e 1831
Ident|f|cat|on/nunber|ng e e e e 1805
Information . . . . . . . . . . . . . . ... 1803
Life cycle . . . . . . . . . . . ... L0 1826
Scope . . . L L e e e e 1802
Submi ssion . . . Ce e e e 1824
Survey/val|dat|on/pr|or|t|zat|on e e e 1816
Terminology . . . . . . . . . . . . . e 1804
R
Redesi gnation by installation commanders . . . . . . . . . . 1202
Rei mbursenments . . . . . . . . . . . .. oL L0 1602
Rental charges . . . . e e e e 1302
Repair and i nprovenent prolects for GOQ S ... 1817
Reporting requirenents . . . . . . . . . . . . . . . . . .. 3202
Requi renents determnation . . . . . . . . . . . . . . . .. 1904

| ndex-5
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Responsibilities of activity conmander
Bachel or housi ng
Fam |y housing . e
Ceneral officer quarters . .
Install ati ons having | ease quotas

S

Safety and security inspections
Sel f-hel p program

Sem per manent resi dence of court approved mards foster

children, and persons who have stood in | oco parentis
Speci al assi gnnents
Speci al command positions
Special retention of quarters
St andards of adequacy for private (off base) quarters
St andards of conduct
Subl etting of quarters
Subst andar d gover nnent - owned quarters

T

Tenporary | odgi ng al | owance

Term nati on i nspections

Term nation of assignnent G

Term nation of assignment to quarters for reasons
ot her than PCS .

Thernostat settings

Trai ni ng . .o .

Transient aircrew quarters

Transi ent quarters nmanagenent .

Types of occupant related prograns .

U
Urgent projects
Use of fam |y housing
Utilization

Y

Vacate notice .
VHA termi nation and rei nst at ement

W

Waiting lists
Whol e- house revrtalrzatron concept

| ndex- 6

2002
1102
3100
1515

2704
2304

1222
1216
3300
1225
2109
1510
1223
1226

2601
1228
1227

1231
1407
2004
2504
2500
1401

1812
2501
2101

1403
1005

1210
1801
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