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CNIC INSTRUCTION 11103.1
From: Commander, Navy Installations Command
Subj: NAVY HOUSING REFERRAL SERVICES
Ref: (a) DoD Manual 4165.63-M, DoD Housing Management,

October 2010

(b) OPNAVINST 5009.1

(c) CNICINST 5009.5

(d) CNICINST 11103.2

(e) CNICINST 11103.4

() CNICINST 11103.7

(g) CNICINST 11103.10

(h) CNICINST 11103.11

(1) DUSD (1&E) memo, “Overseas Housing Requirements”, of
21 Nov 08

(J) Joint Federal Travel Regulations, Volume 1, 5-D

(k) DoD Instruction 1300.24 of 1 December 2009

(1) SECNAVINST 5350.16A

(m) OPNAVINST 1754.1B

Encl: (1) Housing Referral Guidelines
(2) Community Housing Acceptability Criteria

1. Purpose. To provide Navy policy for the establishment and
operation of Navy Housing Referral Services (HRS) i1In accordance
with references (a) through (m).

2. Background

a. The Navy is committed to minimizing hardships on members
relocating to their new duty station and to provide high quality
referral services as they execute their Permanent Change of
Station (PCS).

b. Enclosure (1) provides amplifying guidance on the
operation of the HRS. Enclosure (2) provides guidance on
evaluating acceptability of community rental housing.
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3. Policy

a. The goal of the HRS i1s to assist eligible personnel in
locating safe, suitable and affordable housing. Staff of the
Housing Service Centers (HSCs) will be the lead in providing
information regarding housing options, whether iIn person,
telephonically or electronically, to all incoming and outgoing
members. HSCs must be proactive in their efforts to communicate
current, up-to-date housing information to all eligible
personnel. This includes information on Public Private Venture
(PPV) housing; government owned or leased units; community
assets; local cost savings programs; and other pertinent
information depending upon installation requirements. In
overseas and foreign locations, HSCs will also provide
information regarding anti-terrorism and force protection
(AT/FP) requirements and disaster management.

b. A Housing Requirements Market Analysis (HRMA)/1523 (FH)
or R-19 (UH) reports are required to support retention,
acquisition, revitalization or divestiture of government owned,
leased or privatized units as outlined in reference (Q)-.
Consideration must be given to housing requirements included iIn
Status of Forces Agreements (SOFAs) in foreign locations before
actions can be initiated to retain, acquire, revitalize or
divest units provided by foreign governments.

4. Responsibilities

a. Commander, Navy Installations Command (CNIC) is
responsible for:

(1) Ensuring that the provision of the HRS program is
implemented in accordance with references (a) through (m).

(2) Issuing implementing guidance, e.g., desk guides,
policy letters, etc., for operating the Navy HRS program.

(3) Provide program management, oversight, funding and
policy necessary to operate a fully functional HRS operation.

(4) ldentify requirements and program FHN funding to
support the HRS program.

(5) Establish annual program goals and objectives iIn
accordance with the Command”’s strategic objectives.
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(6) Providing webmaster assistance, guidance and support
to develop and/or provide an iIntegrated multi-based information
system that leverages current technology In accordance with CNIC
standards.

b. Region Commanders (REGCOMs) are responsible for:

(1) Providing oversight and assistance to Installations
in the administration and implementation of the HRS program.

(2) Ensuring HRS annual requirements are included in the
Installation’s annual Family housing (FHN) budget submission.

(3) Monitoring the progress, usage and effectiveness of
the HRS program. Ensure consistency of programming through the
respective Areas of Responsibility.

c. Installation Commanding Officers (COs) are responsible
for ensuring the HRS program is fully implemented by the HSC
staff at the installation.

5. Action
a. CNIC shall:

(1) Administer, budget and finance the HRS program.
Budget guidance shall include direction for training, supplies,
vehicles, phones, etc. required to support the HRS program.

(2) Monitor the progress, usage and effectiveness of the
HRS program, implementing modifications, corrections or
improvements as required.

(3) Establish annual program goals and objectives in
accordance with CNIC’s strategic objectives.

(4) Provide webmaster assistance, guidance and support
to develop and/or provide an integrated multi-based information
system on the iInternet.

b. The REGCOM shall:

(1) Appoint a Region staff point of contact as a primary
touch point to CNIC for all referral actions.

(2) Review Installation housing budget submissions for
completeness and accuracy of staffing, training and supply
requirements.
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(3) Implement modifications, corrections or improvements
as required; advise CNIC to ensure Navy-wide awareness of
changes or improvements.

(4) Assist in the development and implementation of
combined or comprehensive training and marketing efforts
designed to provide maximum information to customers concerning
PPV initiatives and referral programs.

¢. The Installation CO shall:

(1) Communicate current housing information to eligible
personnel, command departments and local community
organizations.

(2) Develop and implement comprehensive training and
marketing efforts to provide information to customers concerning
PPV initiatives and referral programs.

. L il

M. C. VITALE
Vice Admiral, U.S. Navy

Distribution:
Electronic only, via CNIC Gateway 2.0
https://g2.cnic.navy.mil/CNICHQ/Pages/Default.aspx
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HOUSI NG REFERRAL GUI DELI NES

1. Core Value. The core value of the Housing Referral Service
(HRS) programis to provide the highest quality of custoner-
focused housing services that are proactive, well marketed, and
comuni cat ed so custoners know the full range of housing

servi ces and support that are available. 1In addition, the HRS
program shoul d hel p reduce the stress of making |iving
arrangenents at the new duty | ocation.

2. Scope of Navy Housing Referral Services. This instruction
applies to all Navy Installations and Joint Region or Joint Base
Instal l ati ons, where Navy is the | ead service, wth acconpani ed
and unacconpanied mlitary personnel assigned who are authorized
to live in Governnent owned or |eased quarters, Public Private
Venture (PPV) or comunity housing. Authorized personnel also

i ncl ude:

a. Departnent of Defense (DoD) civilian and DoD sponsored
contractor personnel and their dependents; U S. Hre/ CONUS Hire
and/or local hires civilians and DoD sponsored contractors in
foreign locations; mlitary retirees and reservists CONUS and
OCONUS; Departnent of Defense Dependents School (DoDDS)
educators; other U S. DoD civilian or DoD sponsored personnel in
foreign locations entitled to an Overseas Housing Allocation
(OHA) or a Living Quarters Allowance (LQA); and desi gnated
caregivers, who are referred by their Navy Safe Harbor Non-

Medi cal Care Manager, for mlitary nmenbers wounded, injured or
with an illness that prevents hinf her from providing self
support.

b. Non-DoD Personnel. Coast Guard personnel, non-mlitary
uni formed personnel of the National Oceanic Atnospheric
Adm nistration, the U S. Public Health Service, personnel of the
Red Cross, United Services Organization (USO and other civilian
enpl oyees (e.g., U S. or third-country national bank and key
contractor personnel) serving on DoD military installations in
foreign countries or U S territories and possessions.

c. Foreign Nationals. Were a specific agreenent exists
between a foreign governnent and the U. S., foreign nationals
wi |l be provided housing services by the ternms of that agreenent
for that particular country. In the absence of such an
agreenent, those in the Personnel Exchange Program ( PEP)

Foreign Mlitary Sales (FM5), trainees in the International
Mlitary Education and Training (I MET) program or enrolled in

Encl osure (1)
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mlitary coll eges/educational facilities, are eligible for
referral and/or assignnent to governnment owned, |eased or
privatized housing in accordance with references (c) and (d).

3. Freedom of Choice in Selection of Housi ng Accommodati ons

a. Personnel authorized Basic Allowance for Housing (BAH)
or Overseas Housing Al owance (OHA) shall retain freedom of
choice in the selection of private accommdati ons. Menbers nmay
el ect to reside in governnent owned or managed units; privatized
housi ng; or, on the |ocal econony. HRS counselors will ensure
menbers are aware of all options available at their |ocation and
provi de assistance to allow nenbers to | ocate suitable and
af f ordabl e housi ng qui ckly.

b. In overseas |ocations, in accordance with reference (i),
consi deration nust be given to requirenments of the Status of
Forces Agreenents (SOFAs) and | ocal customs and | aws of the Host
Nations. Unless restricted by the SOFA where Host Nations
provi de on-base housing to neet all of the installations’
housi ng requirenments, the Navy shall rely on private sector
housi ng where the OHA is provided as rei nbursenent for housing
costs. Exceptions in overseas |location are those situations
where conpetent authority has inposed restrictions due to health
and |ife safety, or sanctioned due to validated discrimnation
conplaints. |In addition, mandatory assignnment to "government
controll ed" housing is allowed to ensure maxi nrumutilizati on,
but shall not be used to retain excess inventory.

4. Establishnment of the Housing Referral Services (HRS)
Program The HRS programw || be established within the Fleet
and Fam |y Readi ness Program (N9) at the Headquarters, Region
and Installation |levels, where required or as feasible to do so.
In foreign locations or at relatively small Installations,
conbi nation of services and prograns i s authorized; however,
strict adherence to all fiduciary [imtations or SOFA
requirenents is mandatory. HRS should be properly staffed by
wel | trained and custoner friendly personnel. Staffing |evels
shall be initially devel oped by the Installation and vali dated
by the Region based on |ocation, workload, requirenents, etc.,
and forwarded to CNIC as part of the annual housi ng budget
process.

5. Funding and Accounting. The total costs of the Navy HRS
program (| abor, vehicles, child safety seats, training,
supplies, etc.) are chargeable to the Fam |y Housing, Navy
(FH, N) managenent account (BP-11) adm nistered by CNI C, except

2 Encl osure (1)
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in foreign | ocations where conbinati on of services and prograns
is authorized due to SOFAs.

6. Functions of the Housing Referral Service, will, at a
m ni rum require and/or include:

a. The HSC staff will provide all housing infornmation and
rel ocation assistance to incom ng and out going nenbers. This
can be acconplished in person, by tel ephone or electronically or
by coordination with other supporting organi zations at the
Installation (e.g., Fleet and Fam |y Support Center (FFSO),

Per sonnel Support Detachnent (PSD), househol d goods (HHG) ,
etc.).

b. Counsel eligible nenbers on services offered by the HSC
Wi thin each location. This includes, but is not limted to:

(1) Availability of Government owned/| eased units,
privatized and community assets; commute tinmes; review of |eases
as outlined in paragraph 6.f.; |ease negotiations to ensure
rental prices reflect current market conditions, unit condition
di screpanci es or maintenance/repairs required are clearly
identified prior to nove in, etc.; assistance with utility
hookups/ deposits; showi ng services in foreign |ocations and
where required in CONUS;, hone buying/selling; property
managenent; listing of personally owned property;
| andl ord/ tenant nedi ation (PPV and community) outlined in
paragraph 6.i.; etc.

(2) Information on various cost savings prograns offered
by either the HSC, other departnents within the Command or
private sector entities. This includes the Rental Partnership
Program (RPP), Uility Deposit Waiver Prograns, Vol unteer
Real t or Program etc.

(3) Information and referral regarding | ocal Governnent
prograns such as Housing and Urban Devel opnent (HUD) and ot her
subsi dy prograns; Command prograns such as the Exceptional
Fam |y Menber Program (EFMP), Wunded Warrior, Sponsor Program
et c.

(4) Were applicable, process applications for
government owned, |eased or privatized housing in accordance
with references (c), (d), and (h). Advise nmenbers of wait |ist
managenent including projected unit availability and of DoD
policy regarding the identification, assignnment and access
restrictions pertaining to registered sex offenders.

3 Encl osure (1)
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(5) List of appropriate web sites for Installation
i nformation; school ratings; crinme statistics; |ocal econony;
communi ty, Conmand and Housi ng prograns; etc.

(6) Assist nenbers displaced by |andlord forecl osures.
Provi de overall information on the Homeowner Assistance Program
(HAP) and refer nenbers to the appropriate departnent
responsi ble for the program Menbers displaced by forecl osure
can be eligible for and authorized a |ocal nove into governnent
owned/ | eased or privatized units as directed by reference (j).

c. Develop and coordi nate counseling and referral services
for all eligible outgoing nenbers as to the services offered by
the gaining HSC. Include information concerning availability of
units; current wait tines; comrunity assets and costs; web
links; points of contacts; etc.

d For installations with Privatized Fam |y Housi ng,

PPV partners will be afforded opportunities to discuss
avai lability of PPV units with all interested i ncom ng nmenbers.
Referral counselors will be know edgeable of waiting tines for

all privatized housing in their geographical area and shal
beconme famliar with incentives offered in housing areas with
i mredi ate availability.

e. Obtain, maintain and validate short and long termrental
and sal es listings.

(1) The Automated Housing Referral Network (AHRN) (for
CONUS | ocations and Hawaii) and the enterprise MIlitary Housing
(eMH) Referral Module (for OCONUS | ocations) will be the
mandatory Navy tools for listing rental and sal es properties.
Installations shall ensure all information required by these
prograns i s obtained and included in each program

(a) Properties will be inspected upon initial
listing. Inspections shall nmeet m ninmum acceptability
requi renents outlined in enclosure (2). Listings will be re-

i nspected a m ninum of every 3 years, as the market dictates, or
as required by changes in the building status. Menbers may
request inspections due to safety, security, cleanliness or to
nmedi at e/ val i date | andl ord/ t enant i ssues.

(b) Listings shall indicate handi cap accessible
properties or units that neet the Arericans Wth Disabilities
Act (ADA) or local foreign country code requirenents to better
serve those in the EFMP or Whunded Warrior programor if the HSC
is located near mlitary or civilian nmedical facilities and
rehabilitation centers outlined in reference (k).

4 Encl osure (1)
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(c) Listings should also contain short-term | eases
(Il ess than one year) to accommopdate nmenbers with tenporary
housi ng needs, or for those stationed in the area for
educational /trai ni ng purposes.

(d) Listings should be within a one-hour comute of
the Installation during normal rush hour travel tines and/or
within other limts inposed to satisfy m ssion requirenents.

(2) Contact, coordinate and network with property
owners, landlords, and others who list rentals/sales in |ocal
newspapers, rental guides and other nedia on the free listing
services provided by the HSC/ Installation HRS. Contact can be
acconpl i shed by advertisenents in |ocal newspapers, phone calls,
site visits, e-mail, or other neans.

f. Lease Agreenents:

(1) Referral counselors at U S. locations (including
Guam and Hawaii) will advise nenbers on the Servicenenbers G vil
Relief Act (SCRA), 50 U.S.C. App 88 501-596, as a condition of
| ease signing. Were appropriate, or as required, the Mlitary
Clause will be revised to reflect these conditions. |In foreign
| ocations, leases will include caveats which allow eligible
personnel to relocate due to receipt of PCS orders to base
housi ng, another duty location, long termtenporary duty, etc.

(2) For foreign |ocations, use of pre-approved U. S.
| eases is authorized to ensure host nation laws, along with the
rights of the nenbers and | andl ords, are thoroughly protected.
Use of a standardized |ocal |ease may al so be used provided they
include all provisions required by U S. or SOFA agreenents and
has been approved by the base | egal departnent.

(3) Referral counselors should be know edgeabl e of
overall |ease requirenents for their |ocation such as
| andl ord/tenant rights and responsibilities (pronpt paynent of
rent/fees, notice to vacate, renters’/honeowners’ insurance,
mai nt enance and cl eanli ness, conpl etion/subm ssion of unit
condition assessnent forms, costs for damages, etc.). For
specific legal matters, counsel ors should encourage HSC
custoners to seek | egal counsel to ensure their rights are fully
pr ot ect ed.

g. Discrimnation. Federal |egislation defines
di scrimnation as an act, policy, or procedure that arbitrarily
deni es equal treatnment to individuals because of race, color,

5 Encl osure (1)
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religion, national origin, sex, age, disability, or famlial
stat us.

(1) Wthin the United States:

(a) Federal legislation prohibits discrimnation in
housing as outlined in reference (lI). A suspected
discrimnatory act in violation of Federal law, wth or wthout
the filing of a formal conplaint, will begin an investigation by
HRS personnel within five working days of receipt of such
informati on. Menbers should be advised they may al so report
acts of discrimnation directly to their chain of command, base
| egal office or Fair Housing Authority.

(b) State/lLocal Legislation. Many state/l ocal
jurisdictions have enacted housing discrimnation | aws which
i nclude factors other than race, color, religion, gender, age,
famlial status, disability, or national origin. Wen a
suspected discrimnatory act is not wthin the federal
jurisdiction but is in violation of state/local |aws, the HRS
will provide the individual with information on state and | ocal
of fices which will investigate and process the conpl aint.

(2) Qutside the United States. Upon receipt of
i nformati on on suspected discrimnatory acts, the Conmandi ng
Oficer will consult the Staff Judge Advocate to determne if
i nvestigative action is appropriate and whet her Host Nation | aws
prohi bit such acts and address them accordi ngly.

(3) Housing enpl oyees shall conduct all housing
activities in a manner which is free fromdiscrimnation, and in
a manner whi ch provi des equal opportunity and treatnment for al
personnel regardless of their race, color, religion, national
origin, gender, age, disability, or famlial status.
| nvestigate and report all alleged discrimnation acts. Take
appropriate actions to mtigate conplaints and/or coordi nate
sanction actions with the |Iocal Comrand; follow up to ensure
conpletion of all required actions.

(4) Housing counselors shall advise nenbers of their
rights as outlined in reference (I). Menbers will be counsel ed
to report any indication of discrimnation against themin their
search for housing.

(5) Maintain listing of housing and agents agai nst which
restrictive sanctions have been inposed by the Comrandi ng
Oficer of the Installation. Restrictive sanctions shall be
i mposed for a m ninumof 180 days and shall continue until the
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agent for the facility has agreed in witing to a policy of

nondi scrimnation. Restrictive sanctions are effective against
the agent, the identified facility, and all other facilities
owned or operated by the agent. All personnel reporting to the
housi ng office for housing referral assistance shall be provided
with a copy of the restrictive sanction |list and shal

acknow edge, by signature, receipt of the list. Units listed in
eMH or AHRN shall be renoved during the sanction period.

h. Establish and maintain a close and cooperative
relationship with mlitary and civilian resources. The HSC
shal | participate in and/or conduct briefings/training for the
partnershi ps established to communi cate and educate al
concerned on mlitary culture, chall enges, program dynam cs and
needs. These resources include, but are not limted to:

(1) Fleet and Fam |y Support Centers (FFSC), Navy
Rel i ef, Chaplains, Red Cross, Navy Legal Assistance, Orbudsnan,
Navy Spouse C ubs, Navy Lodge, Personal Property/Household Goods
(HHG / Traffi c Managenent O fice (TMD, Personnel Support
Det achnments, Police/Fire Departnents and ot her DoD conponents
and mlitary services.

(2) Commanding O ficers, Executive Oficers, Comrand
Mast er Chi efs, QOrbudsnen, and other departnents such as
Per sonnel Support Detachnents (PSDs), Personal
Property/ (HHG /(TMO), and others to ensure their awareness of
vari ous prograns and/or services the referral program provides
to menbers relocating to or fromthe area.

(3) Connection should be nade with the FFSC to ensure
all HRS counselors are provided with vital information on the
vari ous services or prograns provided through their FFSC as
outlined in reference (n):

(a) This may include school |unch prograns;
Rel ocati on Assi stance Program (RAP); Command Sponsor Program
Exceptional Famly Menber Program (EFMP); Energency
Pr epar edness/ Response; Homeowner Assi stance Program ( HAP)
Sexual Assault Prevention and Response (SAPR); financi al
counsel ing and ot hers dependi ng on size and |ocation of the
Installation/staffs. In addition, the HSC will provide the FFSC
departnment information on various HRS services and prograns
avai l able to nmenbers (RPP, utility deposit waiver program
showi ng services, etc.) for inclusion in the RAP, wel cone aboard
packages and any counseling sessions.

7 Encl osure (1)
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(b) Ensure non-duplication of services and prograns
that are otherw se avail able to and accessi bl e by personnel and
famly menbers. C ose coordination with FFSC and ot her
departnments is required to ensure programrequirenents are fully
under st ood, i1 nplenmented and appropriately market ed.

(4) Network with comunity support organi zations such as
School / School Boards or Installation School Liaison Oficers,
Uility Conpanies, Policel/Firel Safety, Social Services,
Transportation, Local Housing Authority, Building
| nspecti on/ Code Enforcenent, Mdtel/Hotel Associations; Mrtgage
Banki ng/ Lending Institutions, Local Media, property owners,
Apartnment Owners Associ ations, Board of Realtors, Chanber of
Commerce and others, after appropriate authorization fromthe
command staff, e.g. PAO CO etc.

i. HRS counselors are an avail able resource for nediating
conplaints between the |andlord and the resident. Wen
conplaints are received and prior to becom ng invol ved,
counsel ors must ensure that the landlord and resident failed to
resolve the problemon their own. Housing counsel ors may
provi de nedi ati on services at the request of the mlitary nenber
(resident) or landlord. Counselors wll advise:

(1) Community/ RPP Residents/Landl ords. Menbers residing

in community or RPP housing will be advised that the first
approach is to work through the landlord to resolve issues in
accordance wth the | ease agreenent or RPP guidelines. |If the

menber and/or |landlord all efforts have been exhausted to
achieve a fair settlenent, the referral counsel or or Housing
Installation Program Director may provide assistance for issue
resolution. |If the issue is not resolved, the Landl ord/ Resi dent
w Il be advised to seek other resources for possible resolution,
i ncl udi ng Command assi stance, formal nediation or |egal action.
The HRS Counselor will forward all information to the
appropriate departnent for further investigation and action, if
appropriate. The referral counselors nay provi de assistance
and/or additional information to all parties.

(2) PPV Residents. Residents residing in PPV units wll
be advised that their first approach is to work through the
Partner to resolve issues in accordance with the guidelines
established in the Resident Handbook. |If the resident has
exhausted all efforts to achieve a fair and reasonabl e sol ution,
the Navy referral counselor will provide assistance. |If a
mut ual agreenment cannot be reached, the Resident will be
counsel ed to seek other resources for possible resolution.

8 Encl osure (1)
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j. Inplenment prograns designed to assist nenbers in
reduci ng out of pocket expenses. This includes, but is not
limted to:

(1) Rental Partnership Program (RPP); Utility Deposit
Wai ver Program Vol unteer Realtor Program Housing and Urban
Devel opnent (HUD) prograns and Honeowners Assi stance Program
(HAP), etc. HUD and HAP prograns do not apply to overseas
| ocati ons.

(2) Every effort nust be made to devel op the above
programinitiatives at each location. Housing personnel mnust
liaise with other Command departnents, |ocal governnent and
community organi zations to obtain additional information on
various prograns not directly managed by the HSC which are
avai l abl e to assist nenbers relocating to the area.

Est abl i shnent of the aforenentioned prograns is required,
detail ed docunentation is required to indicate reasons the
prograns cannot be fully vetted at each Installation and shal
be validated by the Regi on/CN C.

k. Require HSC endorsenent and provide referral services
to all single menbers (E5) currently residing in the barracks
who wish to reside in the |ocal comunity.

. Ensure mlitary nenbers are aware of the maxi num BAH or
CHA benefits. Counseling should include nenbers’ awareness of
BAH OHA paynents for rent, allotnent options, average utilities
costs and renters/homeowners insurance for conmunity hones.
| nf ormati on concerning BAH and PPV hones shall be included in
counsel ing sessions, etc., as well as be provided to FFSCs for
i nclusion in Wl cone Aboard Packets.

m In addition to the functions outlined in 6.a through
6.1, overseas and foreign |locations will provide:

(1) Freedom of choice in selection of conmunity housing
shall be retained by the individual unless otherw se directed by
SOFAs or Command required mandat ory assignnment, in accordance
with reference (i). However, nmenbers nust negotiate all | eases
through the HSC in order to receive OHA LQA and, in nost
i nstances, | oaner furnishings. This is to ensure rents are
proper for the unit’s location, size, condition and ot her
factors inposed by the Installation. This wll protect the
menber agai nst i nproper use of the OHA/LQA for “persona
services” such as cleaning or maid services; inclusion of
personal preferences such as installation of pools, garages,
storage, cable, spas, etc. which are prohibited by the Joint
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Federal Travel Regul ations (JFTR) and/or Departnent of State
(DOS) regulations. The HSC will coordinate with base | egal
departnent to ensure | ease contracts neet the intent of the host
nation and U.S. |aws governing rentals and OHA paynents.

(2) Additional services such as show ng services, |ease
negoti ati on, |anguage translation, arranging for utility/phone
hookups, etc. Every effort wll be nade to ensure nenbers
understand their roles, responsibilities and the tinefranes
required for each aspect of noving and living in overseas and
foreign | ocations and | aws governing specific aspects of conduct
(e.qg., tenant rights). 1In foreign |ocations, translation
services will not be provided for nenber’s personal matters but
limted to issues related to their housing needs (e.g.,
mai nt enance requests, utility outages).

(3) Ensure all eligible nmenbers are aware of maxi num
OHA/ LQA benefits (rent and utility/ mai ntenance paynents). For
civilians, provide information regardi ng overseas housing
al | omances as aut horized by the JFTR and/ or DOS regul ati ons.
For U.S. territories, ensure authorized nenbers are aware of the
tax free Cost of Living Allowance (COLA). 1In foreign |ocations,
civilians receive a tax free Post Allowance (PA). Advise al
aut hori zed nmenbers requesting referral services that the COLA
and PA benefits are used to offset the high cost of living in
the area, including housing. Information concerning OHA and
COLA paynents shall be included in all Wl cone Aboard Packets,
counsel i ng sessions, etc.

(4) Aggressively pursue and initiate cost savings
prograns simlar to CONUS (see paragraph 6.b and 6.].).
Est abl i shnment of various prograns is required; detailed
docunentation is required to indicate reasons the prograns
cannot be fully vetted at each Installation and shall be
val idated by the Region/CNIC. Efforts nust be nmade to reduce
TLA tinmes/costs. |Inplenmentation of cost savings prograns w ||
elimnate the need for advance pay and | oans, therefore reducing
t he nunber of days required for TLA

(5) Adm nister the TLA program and ensure paynents are
kept to a mnimum TLA is authorized to partially reinburse a
mlitary nmenber for nore than normal expenses incurred while
occupying tenporary |l odging as outlined in reference (k),
Chapter 9, part C.  Service nenbers usually receive TLA upon
initial arrival in OCONUS and foreign |ocations; imrediately
after vacating governnent, privatized or community housing to
execute a PCS nove; and, when a nenber nust vacate permanent
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gquarters for reasons beyond their control, either permanently or
tenporarily. Housing Referral counselors wll:

(a) Determ ne/validate the need for nenber and/or
dependents to receive TLA paynents, either upon arrival or
departure or other authorized reason;

(b) Ensure nmenber is thoroughly famliar with TLA
entitlement requirenments and limtations;

(c) Establish procedures to obtain, conplete and
submit required docunmentation, including governnent fornms and
necessary statenents, receipts, etc.

(d) Maintain accurate and detailed records of TLA
application/approval and related actions of the housing and
di sbursing offices.

(e) Review TLA program annually to ensure conpliance
wi th governing directives, efficiency of adm nistration and
quality of service to mlitary menbers.

n. UWilize technology to the fullest to provide service to
menbers around the world.

(1) The use of elH nodules for all aspects of the
reception and referral nodules is required. Al information
required by these nodules wll be inputted.

(2) For CONUS and Hawaii, use of the Automated Housi ng
Referral Network (AHRN) for rental and sales listings is
required. OCONUS | ocations will continue to use eMH for
listings.

(3) Ensure Installation web sites are well-mintained
and updated as required. In addition, ensure the DOD prem er
web sites for housing and all other information (Mlitary One
Source and Navy One Stop) is updated to reflect the nost current
housi ng i nformati on.

0. The use of the Referral/Mve In Survey is required as
outlined in the CNIC Desk Cuide, Referral/Mve-In Survey.
Revi ew survey results; develop and inplenent action plans to
address/inprove custoner satisfaction with the referral program
and processes; request changes to questionnaire annually to
ensure the survey reflects programrequirenents.
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7. Program Changes. Continually assess market and/or program
changes. Incorporate changes to processes, prograns, policies
or inprovenents as they occur locally, Regionally or Navy-w de.
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COMVUNI TY HOUSI NG M NI MUM ACCEPTABI LI TY CRI TERI A

Housi ng units that do not neet the acceptability criteria
outlined in reference (d) shall not be considered as assets that
meet the mlitary housing needs. The responsibility for

determ ning acceptability for location and condition rests with
the Installation Housing Authority. However, reference (d)
section 1.c.(4) and this enclosure provide guidelines for

m ni mum acceptability:

1. Locati on

a. Wthin 1-hour commute by a privatel y-owned vehicle
during normal conmuting hours, or within other limts to satisfy
m ssi on requirenents.

b. Not in an area, subdivision or housing conpl ex
desi gnated by the Commandi ng O ficer as “unacceptable for health
or safety reasons or included on a sanctions list.”

c. In an area determ ned by zoning authorities for
resi dential occupancy.

2. Condi tion

a. Well maintained, clean, structurally sound and does not
pose a health, safety or fire hazard. Meet |ocal conmmunity
life, health and safety standards for natural |ight, ventilation
and egress fromall habitable roonms. It nust include fully
operational snoke and carbon nonoxi de detectors and other safety
features as required by State, Federal and Local codes.

b. Is a conplete unit with private entrance, bathroom and
kitchen for the sole use of its occupants. The kitchen,
bat hroom living roomand the bedroons can be entered w thout
passi ng through bedroons. The kitchen has stove and
refrigerator connections, and space for food preparation. At
| east one bat hroom has a shower or bathtub, lavatory and
flushable toilet.

c. Include air conditioning or simlar type cooling system
I ncl ude permanently installed, adequately vented, heating
system Heating and/or air conditioning systens may not be
required in tropical climates or in geographic areas where
heating/air conditioning systens are not historically included
in construction practices or where not required by State,
Federal or Local construction criteria.
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d. Adequate electrical service to neet demands and required
by State and Federal code.

e. Include washer/dryer connections in the unit or
accessibility to laundry facilities in close proximty and
| ocated on the pren ses.

f. Include hot and cold running potable water. |In sone
foreign areas, construction standards for comunity housi ng do
not provide for potable running water. In such places, hot and

cold running water shall be provided and a continuous supply of
pot abl e water shall be nade avail abl e.

g. Sufficient sanitary and sewage di sposal facilities.

2 Encl osure (2)
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