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1.  Purpose.  To promulgate policies and procedures for managing

and administering Marine Corps Family Housing at Marine Corps Base Hawaii (MCBH).

2.  Cancellation.  BaseO P11101.35, MCBH Family Housing Management of 15 June 1995. 

3.  Background.  This Manual sets forth procedures and policies to be followed and implemented by MCBH Family Housing Department employees. 

4.  Summary of Revisions.  This Manual has been substantially revised and includes the following:

    a.  Incorporates the MCBH Family Resident Handbook by reference.

    b.  Clarifies TLA policy for new arrivals.

    c.  Reflects new grade categories and designations.

    d.  Adds priority three status for moves from Barbers Point.

    e.  Restricts quarters to quarters moves.

    f.  Adds requirement that members have 1 year on island for assignment to quarters.

    g.  Deletes references to Quarters Cleaning Initiative.

    h.  Adds policies and procedures for administration of 802 housing.
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5.  Reserve Applicability.  This Manual is not applicable to the Marine Corps Reserve.

6.  Certification.  Reviewed and approved this date.







M. L. OLSON

                              Deputy Commander

DISTRIBUTION:  Special

               (LF, MP, IS, FSC, AD(10), LH(30))   
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INTRODUCTION

0001.  PURPOSE.  To promulgate policies and procedures for managing and administering Marine Corps Family Housing at Marine Corps Base Hawaii (MCBH).

0002.  STATUS  

1.  The policies and procedures in this Manual apply to all personnel responsible for the management of family housing at MCBH, and to all applicants for and residents of MCBH family housing.

2.  This Manual is a local adaptation of Marine Corps Housing Management Manual MCO P11000.22.  

0003.  SCOPE.  This Manual provides guidance for the utilization and disposition of Marine Corps family housing at MCBH.  It establishes policies and procedures for providing eligible personnel with Marine Corps housing.  It outlines assignments and termination procedures and it supplements Marine Corps Housing Management Manual MCO P11000.22 for operating and maintaining housing at MCBH.  It also defines certain resident responsibilities.  When a subject is not represented in this Manual, MCO P11000.22 will prevail.  Requests for exception to any of the policies herein should be submitted to the Family Housing Director via the service members chain of command.  The MCBH Family Housing Resident Handbook is incorporated by reference, as a part of this Manual. 

0004.  RESPONSIBILITY.  The Commanding General, MCBH and Director, Family Housing Department are responsible for the accuracy, currency, modification, and distribution of this Manual.

0005.  ALLOWANCES.  Submit requests for changes in allowances of this Manual to Director, Family Housing Department, MCBH.  
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0006.  ORGANIZATION
1.  This Manual is organized in chapters identified by an Arabic numeral as listed in the overall contents.

2.  Paragraph numbering is based on four digits.  The first digit indicates the chapter; the next digit, the section, the final two 

digits the general major paragraph number; and the combinations which follow the decimal point, the subparagraph number.

3.  Pages are numbered in separate series by chapter number, with the chapter number preceding each page number; e.g., the fourth page of chapter 2 is shown as 2-4.
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CHAPTER 1

FAMILY HOUSING DIRECTOR RESPONSIBILITIES

1000.  FUNCTIONS.  The Director, Family Housing Department, MCBH is responsible for the following:

1.  Operate, maintain, repair, and improve the MCBH family housing inventory.

2.  Plan and program for the acquisition, maintenance, repair, and improvement of family housing.

3.  Issue and terminate housing assignments for authorized personnel.

4.  Provide liaison between the Commanding General and family housing residents for matters pertaining to housing management as defined in MCO P11000.22 and this Manual.

5.  Identify, prioritize and execute maintenance, repair and improvement projects within authorized funding limitations.

6.  Provide housing referral assistance to service members, and refer cases as necessary to the Community Homefinding, Relocation, and Referral Services Office (CHRRS).

7.  Control the issue, repair, and procurement of furnishings and appliances.

1-3

MARINE CORPS BASE HAWAII FAMILY HOUSING MANAGEMENT

CHAPTER 2

APPLICATION FOR GOVERNMENT QUARTERS










PARAGRAPH

PAGE

GENERAL INFORMATION........................ 
2000


2-3
    




ASSIGNMENT CONTROL DATES...................
2001


2-4

WAITING LISTS..............................
 2002

2-6

MEMBERS RECEIVING ARRIVAL TLA..............
 2003

2-9

                                                                                                                               2-1



 MARINE CORPS BASE HAWAII FAMILY HOUSING MANAGEMENT

CHAPTER 2

APPLICATION FOR GOVERNMENT QUARTERS

2000.  GENERAL INFORMATION
1.  Military members have no legal or inherent entitlement to government quarters and it is not mandated by law that government quarters be provided.

2.  Members are eligible for quarters aboard MCBH if they are on active duty and assigned to duty at MCBH with accompanying, command sponsored dependents.  Marines assigned to other duty stations on Oahu may also apply for and occupy MCBH quarters.  Members of other services assigned to duty at MARFORPAC may apply for MCBH quarters while members of other services assigned to all other commands at Camp H. M. Smith will be housed by their respective service unless specifically authorized a support agreement (i.e., ISSA).

 3.  All newly arrived service members accompanied by command sponsored dependents are required to report to the MCBH housing office serving their duty station aboard MCBH (Kaneohe Bay or Camp H. M. Smith).  The member must physically arrive and check in with their military unit before being placed on a housing waiting list.  The sponsor's command must issue a command sponsorship of dependents statement in order to be eligible for assignment to quarters.  If quarters are available at the assigned duty station, the Family Housing Department will offer the quarters.  If the member declines the offer, the member may then choose to apply for housing at the other housing office.  The member may retain his original control date if he applies at the other housing office within 30 days after arrival.  Otherwise the control date will be date of application.  Assignments to government quarters shall not be made any earlier than the member's reporting date.  Refer to paragraph 2003 for members receiving Temporary Lodging Allowances (TLA).  

4.  All eligible personnel will be afforded an equal opportunity for those government quarters designated for their applicable grade category and bedroom requirement.  Assignment will be made without regard to race, color, religion, gender, or national origin.

5.  No family shall be discriminated against the assignment of government family housing because of special health or physical 
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disability requirements.  When such need exists, modifications to 

housing will be accomplished on a high priority basis to ensure 

assignment of housing as soon as possible.  Refer to appendix B for

families enrolled in the Exceptional Family Member Program (EFMP).

6.  The installation commander may direct mandatory assignments to adequate housing if such measures are necessary to maintain maximum occupancy.    

7.  Housing applicants are not permitted to state an area of preference for quarters, except as noted in paragraph 2000.3.

8.  A military member who is not assigned to government quarters and is in pretrial confinement or sentenced to confinement for 3 months or longer will not be eligible for housing during the period of confinement.                                                               

2001.  ASSIGNMENT CONTROL DATES  

1.  The day a service member detaches from the last permanent duty station shall become the eligibility control date, provided the service member applies for quarters within 30 days of reporting to the command.  Applicants for Marine Corps housing are placed on a waiting list based on that control date.  Advance applications do not influence the control date.  
2.  When two or more applicants have the same control date, seniority will govern.

3.  When an applicant chooses to be removed from a waiting list and then later desires to reapply for government housing, the control date will be the date of the request for reinstatement.

4.  When an individual who is already on a waiting list becomes eligible for a different waiting list due to promotion or increase in the number of dependents, that individual may be moved to the appropriate waiting list, using the original control date.

5.  When an individual who is already on a waiting list is reduced in rank, that individual shall be moved to the waiting list designated for the new grade, using the original control date.

6.  When military members are ordered to PCS to Hawaii with TEMINS enroute, the control date will be the date the member last departed 
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a duty station where travel of dependents and shipment of household goods were authorized, up to a maximum of 12 months.

7.  When military members are ordered to PCS to Hawaii with TAD or TEMINS enroute, their spouses are authorized to apply for   

quarters before the military members' arrival.  The control date

shall be the sponsor's date of departure from the last duty station.  Quarters will not be offered until the service member reports to MCBH.

8.  When a member's last permanent duty station was a medical holding facility, the control date will be the date the member last departed a duty station where travel of dependents and shipment of household goods were authorized.

9.  When a sponsor acquires dependents enroute to a PCS to Hawaii, the eligibility date shall be the date the dependents were acquired.

10.  The eligibility date for a newly married service member shall be the date of the marriage, provided the sponsor applies for housing within 30 days of the marriage.  The applicant must provide proof of the marriage and command sponsorship of dependent(s) before quarters are assigned.

11.  The eligibility date for members returning PCS from an unaccompanied tour to an accompanied tour will be the date of detachment from the last accompanied PCS tour, up to a maximum of 12 months.

12.  A service member married to another service member may apply for housing upon arrival to MCBH while waiting for spouse to effect PCS orders to Hawaii.  Quarters will not be offered until the spouse arrives on island and reports to the new duty station.

13.  A service member married to another service member, who will be discharged prior to their arrival to MCBH, may apply for housing upon arrival.  Quarters will not be offered until the spouse is discharged and the DD214 is received.

14.  New accessions shall use their detachment date from last permanent duty station or school, whichever is later, up to 12 months, as their housing eligibility date.    
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15.  The eligibility date for all others will be date of application.

2002.  WAITING LISTS
1.  The Family Housing Department will establish and maintain separate waiting lists by bedroom requirement for each grade category.  


a.  The grade categories for MCBH Kaneohe Bay are:  General officer/senior grade (O-6 and above); field grade officer (O-4 through O-5; and W-5); company grade officer (O-1 through O-3 and W-1 through W-4); staff NCO (E-6 through E-9); and junior enlisted (E-1 through E-5).  The Family Housing Department will maintain a separate waiting list for those in pay grades E-8 and E-9 who wish to live in the 54 units designated as E-8/E-9 quarters at MCBH Kaneohe Bay.


b.  The grade categories for Camp H. M. Smith and Manana are:  field grade officer (O-4 through O-5; and W-5); company grade officer (O-1 through O-3 and W-1 through W-4); staff NCO (E-6 through E-9); NCO (E-4 through E-5); and junior NCO (E-1 through E-3).

2.  The location of an applicant's name on the list will be determined by the control date of the application.  Applicants may not be on more than one MCBH waiting list at one time. 
3.  Waiting lists will be publicly posted in the housing office lobby.   

4.  The top 10 percent on a waiting list shall be stabilized in a "freeze zone."  If there are less than ten applicants on a waiting list, the top three will be in the freeze zone.  New arrivals will not displace names in the freeze zone, regardless of grade or duty assignment, with the following exceptions:

    a.  Service members assigned to designated key or essential positions will be assigned to available housing upon arrival or placed in a priority position on the list.

    b.  When unusual circumstances warrant and with the approval of the Family Housing Director.  In cases involving hardship, the service member will submit a request in writing to the Family 
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Housing Director, via the member's chain of command, that substantiates a need for military, vice civilian housing.  Cases involving a financial hardship will not be approved for priority housing.   

5.  Service members may defer offers for reasons beyond the member's control as determined by the Family Housing Director.  Members in deferred status will retain their position on the waiting list.  Reasons include deployment, emergency leave, delay in family's arrival, or hospitalization.  If a member requests a deferment after an offer has been made, the offer will be considered an official offer.  Requests for deferment for an indefinite period will not be approved.  

6.  When a service member cannot accept government housing because of a lease commitment, his or her name will continue to remain at the top of the waiting list; however, if there is no housing available when the lease ends, no housing offer will be made, nor

will a unit be held vacant if a lease is nearing its termination  

date when quarters become available.  Courtesy calls will not be made for members in a lease status.

7.  Pregnant military members with no other dependents may be placed on the waiting list, but will not be assigned to quarters until after the child is born.  Proof of command sponsorship must 

be confirmed by the member's command and must be submitted before quarters are assigned.

8.  A service member married to another service member will be placed on the waiting list for the grade category of the higher ranking member.  If members are of a different branch of service,

they may apply at either branch.  If the couple requests to be placed on a waiting list for the lower grade member, the request must be submitted in writing to the Family Housing Director, via the member's chain of command.  

9.  Applicants will be allowed two official offers.  When a house becomes available, housing will offer it to the applicant with the earliest control date on the corresponding wait list.  Applicants must respond to an official offer no later than 3:00 p.m. on the next working day, otherwise housing will consider the offer declined.  First-time applicants will normally be given one turn-down option without being removed from the waiting list.  The decline of a second offer will result in removal from the waiting list.  
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10.  Under the following circumstances, housing applicants will be given one offer only, with no turn-down option.  Any decline, regardless of the situation, will result in removal from the waiting list:

    a.  Quarters-to-quarters move.

    b.  Approved priorities.

    c.  Reinstatement on government waiting list.

    d.  Medical or EFMP requirements.

    e.  Assignment priority other than categories 1 or 2, as specified in paragraph 3001.

11.  When a service member in pay grade E-8 and E-9 does not wish to be housed in the units designated for E-8 and E-9, the normal housing procedures shall be followed for assignment to another appropriate area.

12.  When a service member wants to be reinstated on a housing waiting list, the request must be submitted in writing to the Family Housing Director, via the member's chain of command.  Members who previously vacated quarters must provide current proof of command sponsored dependents.   

13.  The Family Housing Department will advise applicants, at the time of application, that failure to provide the housing office with current duty or home telephone numbers, unit of assignment and current lease will result in their names being deleted from the list if they cannot be contacted.

14.  Applicants who are waiting for CMC approval for recertification of a dependency determination, may be placed on the waiting list for the bedroom size that includes the non-command sponsored dependent(s) only with verification of previous command sponsorship at the member's last command and evidence that recertification for dependency has been submitted and received by CMC.  

15.  MCBH has assignment rights to 189 quarters located at Aliamanu Military Reservation (AMR).  Eligible applicants may choose to place their name on the AMR waiting list.  However, applicants assigned to duty at Kaneohe Bay will be required to sign a waiver 
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statement before being referred to the Fort Shafter Housing Office.  The Fort Shafter Housing Office will only make one offer.  If the applicant refuses the offer, he may place his name back on the MCBH waiting list for one final offer regardless of area or amenities.  The applicant will retain his original eligibility date if he reports to the housing office by the next working day after declining AMR quarters, otherwise, the eligibility date will be date of application.

2003.  MEMBERS RECEIVING ARRIVAL TEMPORARY LODGING ALLOWANCES (TLA)
1.  According to the JFTR, the purpose of TLA is to partially reimburse a member for more than the normal expenses incurred during the occupancy of temporary lodging.  However, TLA is only authorized for the period during which adequate housing is not available.  Members are required to report to the housing office upon arrival and before making housing arrangements.  Members must be on a waiting list in order to be entitled to TLA.  If adequate base housing becomes available, the house will be offered to the 

member, regardless of the member's personal preference.  If the

member signs a rental agreement prior to applying for government housing, the housing office will not issue a statement of non-availability.

2.  If the member is receiving TLA and declines the first offer for quarters, TLA will terminate effective the date before the quarters

would have been assigned.  The housing office will notify the TLA

Office immediately of declination which results in the termination of TLA entitlements.    

3.  The Family Housing Department will not recommend TLA unless the member applies for housing in accordance with the TLA order.       
4.  Newly arrived service members who are briefed by a housing counselor regarding the availability of quarters will be placed on the waiting list at that time.    
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CHAPTER 3

ASSIGNMENT TO GOVERNMENT QUARTERS

3000.  GENERAL INFORMATION  

1.  Normally, service members with command sponsored dependents will be assigned quarters per their precedence on the respective family housing waiting list without regard to billet assignment, family size, financial status, quantity or size of furniture.

2.  Service members will be given at least a 30 day advance notice of housing assignment, unless circumstances prevent it, so that arrangements for release from civilian housing can be made.

3.  In order to maintain maximum occupancy, and to give sufficient time to make arrangements for a move from off-Base housing, homes will generally be offered before they are ready for occupancy.

4.  Assignment to government quarters will not be made more than 14 days before the arrival of dependents.

5.  Any public quarters voluntarily accepted shall be conclusively presumed to be adequate for that resident for the remainder of that tour and any subsequent consecutive tours on Oahu.

3001.  PRIORITY OF ASSIGNMENT.  Applicants in priorities other than 1 or 2 must submit a written request to the Family Housing Director, via the member's chain of command, for assignment to MCBH housing.

1.  Priority 1:  Key and essential military employees.

2.  Priority 2:  Marines with command sponsored dependents who are assigned to duty at MCBH or other installations on Oahu, and members of all services assigned to duty at MCBH Kaneohe Bay, MARFORPAC or the staff of MCBH Camp H. M. Smith.  Members of other branches of service assigned to joint commands at Camp H. M. Smith will be housed by their respective service unless directed otherwise by an ISSA.    

3.  Priority 3:  Eligible military personnel of other military services assigned to duty in the area and service members currently 
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                                                                   occupying government quarters, who are reassigned from Barbers     Point, Iroquois Point and Puuloa to MCBH Kaneohe Bay.  Members who have been approved for reinstatement on the housing waiting list.  

4.  Priority 4:  Unaccompanied families of eligible personnel who currently do not occupy family housing at the installation.

5.  Priority 5:  Ineligible civilian employees.

3002.  DURATION OF ASSIGNMENT.  Quarters will not be assigned to families with less than 12 months remaining in the sponsor's tour of duty.

3003.  ASSIGNMENT OF QUARTERS BY GRADE CATEGORIES AND

       BEDROOM COMPOSITION
1.  Following are the bedroom eligibility guidelines:

    a.  Sponsor or sponsor and spouse will be assigned one bedroom; married dependents (i.e., parents) will be assigned one bedroom.

    b.  Each dependent will be assigned one bedroom.  The service member may choose to be assigned to a unit where more than one dependent shares a bedroom.  However, children of opposite sex over the age of 6 will not share a bedroom.    

    c.  Colonels and above will normally be assigned a minimum of four bedrooms.  Field grade officers, CWO-4s, and enlisted members with the pay grade E-8 and above will normally be assigned a minimum of three bedrooms.  

2.  An applicant may elect, in writing, to be placed on a housing list for a home with fewer bedrooms than authorized.  When housing is assigned under these procedures, the resident is considered adequately housed for the remainder of the tour.  Family housing will make assignments to houses with more bedrooms than eligibility allows only when necessary to assign the unit.  When the waiting list for a category is exhausted, the Family Housing Department will offer the next available house in that category to the family at the top of the list for that category with one fewer bedroom.
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3004.  SPECIAL ASSIGNMENTS
1.  Temporary Duty Assignments.  Housing will not be assigned to service members on temporary duty or to members of the Coast Guard unless specifically provided for by an ISSA.

2.  Intrastation Reassignments.  Once assigned to a set of adequate quarters, a resident will not normally be reassigned to another set of quarters during the tour of duty.  Quarters-to-quarters moves will not be authorized except in cases where a family would be 

otherwise inadequately housed.

3.  A residence is inadequate for a family if:


a.  The service member resides in enlisted housing and is subsequently promoted from enlisted to officer.  Promotions within officer or enlisted grade structures do not warrant quarters-to- quarters moves.


b.  The addition of command sponsored dependents will require more than two children sharing a room, or children of different genders over age 6 sharing a room.

4.  When a sponsor who is already adequately housed in enlisted quarters is officially notified of promotion to officer, the family will be required to move to officer housing.  The control date for officer housing will be the date of application.  Quarters will not be offered until the promotion warrant is received.  Movement of household goods will be at government expense.    

5.  A sponsor whose residence will be inadequate, as defined in paragraph 3004.3b, because of an expected increase in family size may request to be placed on a waiting list when the pregnancy is confirmed by military medical authorities.  The eligibility date will be date of application.  The actual move to larger quarters will not be authorized until the third trimester of pregnancy provided the sponsor's name has reached the top of the waiting list.  Movement of household goods and cleaning of present quarters will be at the expense of the resident. 

6.  Reassignment of quarters are authorized only when at least 12 months of occupancy of the new quarters can be expected.  Sponsors will be allowed 3 days to accomplish the move.  
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3005.  ASSIGNMENT CONSIDERATIONS
1.  Assignment to Quarters at Another Command.  Service members residing in government quarters on Oahu are considered adequately housed as long as they are stationed anywhere on the island and remain eligible for quarters; however, MCBH residents may request  

to move from MCBH housing to the gaining installation.  When approved, the move will be at no expense to the government.  Assignment to the new quarters will be the same as the effective date of termination from the old quarters.  Sponsors will be allowed 3 days to accomplish the move. 

2.  Assignment of Divorced Members/Joint Custody.  The Family Housing Director has the final decision on assignment of housing when joint custody is involved, based on the following guidelines:

    a.  Eligibility for housing will be based on physical custody of command sponsored dependents.

    b.  Sponsors assigned housing must have physical custody of dependents for over 6 months of every year.  If both parents are assigned to MCBH, only one will normally be eligible for housing.  Sponsors must provide copies of court documents clearly stating that the sponsor has physical custody for more than 6 months every year.

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

3006.  INSPECTION AND ACCEPTANCE OF QUARTERS

a.  Upon acceptance of quarters on the effective assignment date, a joint inspection of the quarters and an inventory of property will be made by a representative of the housing office and the new resident.  The housing inspector will fill out the inspection and inventory forms indicating the condition of the property.  If the new resident has comments on the condition of items noted during inspection, those comments will be entered on the appropriate form.  After completing the inspection, the resident will be required to sign the forms indicating agreement with the inventory and condition of the home as noted on the form.
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b.  Service members who have a scheduled assignment date but can not be present for the assignment inspection may reschedule the 

inspection date or provide the Family Housing Department with a 

power-of-attorney authorizing another adult to be present at the

inspection.  However, the effective date of assignment to quarters will not be extended, except in unusual situation as approved by the housing manager.
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CHAPTER 4

OCCUPANCY OF FAMILY HOUSING

4000.  GENERAL INFORMATION.  Housing is intended primarily for the use of the dependents and sponsor to whom it is assigned.  Social visits, such as might occur in private housing, are acceptable as long as guests meet standards of conduct prescribed for residents by the installation commander.

4001.  DOUBLE OCCUPANCY BY FAMILIES OF TWO SPONSORS.  Double occupancy of a single set of quarters by the families of two service members in excess of 90 days is considered to be assignment to quarters for both sponsors and will cause both sponsors to forfeit their Basic Allowance for Housing (BAH), if applicable.

4002.  EXTENDED VISITS BY NONDEPENDENTS
1.  A guest is a non-command sponsored person who is present at the invitation of the military sponsor and does not contribute directly or indirectly to any of the household expenses the sponsor must bear because of such a visit.

2.  Visitors who are expected to stay in family housing more than 3 days must be registered at the housing office.  The Family Housing Director will normally approve visits up to 30 days.  Permission for guest visiting longer than 30 days must be submitted, in writing, via the chain of command, to the Family Housing Director.  Extended visits beyond 90 days require justification and must be for the benefit of the member or his command sponsored dependents.  Visits for the benefit of an adult guest will not be approved.  Sponsors must provide guardianship papers, power-of-attorney, or other legal authorization for minor guests.

3.  Permission for visitors to remain in quarters to provide childcare in the absence of the military sponsor must be submitted in writing to the Family Housing Director, via the member's chain of command. 
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4003.  SEMIPERMANENT RESIDENCE OF COURT APPROVED WARDS, FOSTER CHILDREN, AND PERSONS WHO HAVE STOOD IN LOCO PARENTIS.  The Family Housing Director may approve requests for extended occupancy

privileges for court approved wards, foster children, and nondependent relatives who have stood in Loco Parentis of the service member.  See MCO P11000.22 for definitions of legal wards, 

foster children and nondependent relatives who have stood in Loco Parentis.  Requests must be submitted in writing to the Family Housing Director, via the member's chain of command.  

4004.  SUBLETTING OF QUARTERS.  No resident of government housing shall sublet or receive compensation for the use of government quarters.

4005.  HOME ENTERPRISES.  The Base Inspector may approve requests to operate commercial activities and/or self-employment from government quarters, as provided in MCBH Base Order P5500.15, paragraph 2003.  The Family Housing Director must approve all related minor alterations to family housing.  Residents will be advised that the quarters must be returned to their original condition prior to vacating, unless the Family Housing Director desires to leave the modification intact.

4006.  SPECIAL RETENTION OF QUARTERS.  In certain hardship cases, with prior approval, personnel discharged, released from active duty or retired may remain in quarters for a rental fee equal to the BAH for the sponsor's pay grade, for up to 60 days after the effective date of such orders.  Requests must be submitted in writing to the Family Housing Director, via the member's chain of command.

4007.  LIVE-IN CHILD CARE POLICY.  Requests for permission for live-in child care providers or other household employees in MCBH family housing and Section 802 housing must be approved by the Family Housing Director and the Family Services Center in accordance with the applicable Base order.

4008.  PARKING.  Residents may not park on lawns, grassy, nonpaved or paved areas other than streets, driveways, or carport area.
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4009.  BOATS.  Boat parking is available at the Base Marina or at 

the Pearl Harbor Marina.  When space is not available at the

Marina, requests may be submitted in writing to the Family Housing 

Director for permission to store or park the boat in the housing

area.  If approved, residents will be required to park the boat and trailer in their assigned parking stall or carport area.  For

safety purposes, the propeller blades must be secured whenever the boat is parked in the housing area.  Boats and trailers may not be parked in streets or on lawns.

4010.  PUBLIC AND PRIVATE AREAS.  The grounds associated with each quarters are considered private areas for the use of the residents and authorized guests.  A resident is entitled to the same privacy afforded in any civilian community.  Ownership of the housing property by the government does not give residents and their dependents or guests the right to use the property occupied by, or assigned to, other residents.  All residents must conduct themselves in such a manner to allow due regard for the rights of others.  This includes the use of community sidewalks and walkways, which should be used as such and not as play areas.
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CHAPTER 5

TERMINATION OF HOUSING ASSIGNMENT
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CHAPTER 5

TERMINATION OF HOUSING ASSIGNMENT

5000.  GENERAL INFORMATION
1.  Quarters assignment is normally terminated no later than the effective date of detachment, PCS, separation, or retirement orders, except where continued occupancy by dependents of overseas absentee sponsors is authorized or otherwise provided for within this chapter.

2.  Military members should notify the Family Housing Department of their intent to vacate 45-60 days in advance.  Failure of a resident, without valid cause, to provide 30 days advance notice of intent to vacate quarters could result in a delay of the final inspection and release from government quarters.  If a military member is prevented from providing sufficient notice for reasons beyond his control, the member's commanding officer may request a waiver of the notification policy.  This request shall be made in writing and include a full explanation of the circumstances.  Approval for exceptions will be made by the Family Housing Director or delegated authority.

5001. TERMINATION INSPECTIONS.  Regardless of the reasons for termination, the quarters shall be inspected by a housing inspector before residents are relieved of their responsibility.

5002. PRETERMINATION INSPECTION
1.  After a resident gives notice of intent to vacate quarters, the resident shall schedule a pretermination inspection.  The pretermination inspection shall be conducted jointly by a housing inspector and an adult resident of the unit.  The pretermination inspection alerts the resident to deficiencies that must be corrected and cleaning that must be accomplished before vacating.  The pretermination inspection should be conducted enough in advance to allow the resident sufficient time to prepare for the termination inspection. 

2.  At the pretermination inspection, the housing inspector will note deficiencies and determine which were caused by normal wear 
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and tear and which were caused by resident negligence.  The housing inspector will accomplish at least the following:

    a.  Discuss existing conditions with the military member or spouse and compare them with conditions noted during the check-in inspection.

    b.  Inform the military member or spouse that all resident-caused deficiencies must be corrected, and required cleaning accomplished before the termination inspection.

    c.  Identify and schedule maintenance work required for the interior, the exterior, supporting structures, and surrounding grounds.  Schedule normal change of occupancy maintenance to begin after the house is vacated.  

    d.  Inform the military member or spouse that if they use a private contractor (other than an MWR authorized contractor) to correct deficiencies, they are still responsible for the condition of the unit at the termination inspection.  If the resident hires an MWR contractor for other than full cleaning, the resident must stand the final inspection.  

5003.  TERMINATION INSPECTION.  The termination inspection will be conducted jointly by a housing inspector and the military member or spouse after quarters are vacated and before the formal termination of assignment.  If for any reason the military member or an adult dependent cannot be present for the termination inspection, a power-of-attorney authorizing another adult to be present at the inspection must be provided by the resident to the Family Housing Department.  The designated adult will be responsible to stand the necessary inspection, remove personal effects, and resolve any charges.  The termination inspection should result in a mutual understanding that both the military member and the Marine Corps have fulfilled their respective responsibilities defined during check-in and pretermination inspections.  All residents shall be treated equitably.  Military members will be required to schedule final inspections and terminate quarters prior to the date of discharge or detachment.  Termination of quarters and reinstatement of BAH occurs no earlier than the contractor's final inspection and no later than the day the member departs the command.
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5004.  DEPARTURE TLA  

1.  Eligible members and their families are authorized up to 5 days departure TLA.  The family housing office will issue a TLA certificate to eligible members.  Members who require more than five days TLA are advised to submit a written request to their TLA office.   

2.  A member without accompanying dependents does not rate TLA as long as there is unaccompanied space on Base.  If space is not 

available on Base, the member may draw TLA, but only at 65 percent of the full rate.   

5005. EXCEPTIONS TO IMMEDIATE TERMINATION.  The following are guidelines for exceptions to immediate termination of quarters:


a.  Sponsor is transferred with TDY enroute to a new installation where orders do not authorize movement of dependents and household goods to the TDY installation.


b.  Sponsor is transferred to an installation where deferred family travel or entry approval must be obtained.


c.  On a case-by-case basis sponsors who depart incident to PCS may request retention of quarters for dependents to minimize hardship situations.


d.  Dependents of deceased military personnel who die in the line of duty shall be permitted to remain in housing without charge for a period of 180 days after the sponsor's death (37 USC 403).  Dependents allowed to retain quarters beyond 180 days will be charged "fair market rental value" or an amount equal to the sponsor's BAH.


e.  The Family Housing Director may grant approval for retention of quarters for restricted tours as follows:



(1) Dependents of personnel assigned to a dependent restricted tour are authorized to remain in housing for the duration of the sponsor's tour of duty.



(2) Single parents ordered to serve dependent restricted tours may retain housing for their dependents provided a legal guardian is appointed in writing.  Occupancy shall be extended to 
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the legal guardian only and does not include friends, relatives, family members, or other persons associated with the guardian.



(3) When both the husband and wife are military personnel, retention of quarters is authorized for the spouse with or without dependents when one is serving a dependent restricted tour.



(4) The sponsor has the responsibility to advise the Family Housing Department of any changes that may affect eligibility for quarters such as a change in projected return date from overseas or marital status.  


(5) Military members involuntarily separated may be permitted continued use of family housing for up to 180 days after the separation and will be charged "fair market rental value", which can be waived by the Commanding General for hardship cases.   


5006. SITUATIONS WHERE THE TERMINATION OF ASSIGNMENT TO QUARTERS   

  IS FOR REASONS OTHER THAN PCS
1.  Military members or their unit commanders shall immediately notify the Family Housing Department of any changes that may affect eligibility for government quarters.  This includes but is not limited to physical and legal separations, divorces, loss of custody or moves of children from a single-parent household, and confinement.  Normally, military members will be allowed a reasonable amount of time, usually not more than 30 days, to make 

moving and resettlement arrangements.  The 30 day period begins on the date the military member becomes ineligible for quarters (for instance, the date the military member or spouse moves out of the quarters or the date a military member is sentenced to confinement in excess of 90 days).

2.  If the change in status results in a loss of entitlement to Basic Allowance for Housing (BAH) at the "with dependent" rate, a fair market rental fee (equal to the housing allowance that would have been forfeited) will be charged until quarters are terminated, unless specified otherwise in MCO P11000.22.

3.  If the military member is not on island and is unable to return to MCBH to vacate quarters personally, he must appoint a power-of-attorney to arrange for the necessary housing inspections and removal of personal effects from the quarters.
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4.  Informal or Legal Separation or Divorce.  Once a physical or legal separation occurs (when either the service member or family moves from government quarters) the military member becomes ineligible for quarters and quarters must be terminated, normally within 30 days.  


a.  Once a divorce is finalized, the military member is no longer eligible for quarters.  If occupancy continues thereafter, the military member will be charged a rental fee until quarters are terminated.  The service member remains responsible for the quarters and for proper maintenance and cleaning until the quarters are vacated, even if the service member is no longer residing in the unit.



b.  If the separation or divorce agreement gives physical 

custody of at least one command sponsored dependent to the service member for more than 6 months every year, eligibility for

quarters will continue.  Sponsors must provide copies of court documents clearly stating terms of physical custody.

5.  Abandoned Quarters.   Quarters will be considered abandoned if Base authorities determine no authorized person has been living in quarters for at least 30 days and no request for extended absence has been approved.  If the military member is not available and no power-of-attorney is appointed, the Family Housing Department will schedule the necessary inspections, arrange for disposition of personal effects, and issue a pay checkage against the military member for any damages and cleaning. 
6.  Eviction Policy for Ineligible Family Members  

    a.  Eligibility for housing ceases on the date the family (family is defined as all of a sponsor's dependents) or sponsor moves from the quarters.  The family or sponsor may be granted a grace period of up to 30 days to remain in quarters while making other housing arrangements.  The Family Housing Director may grant extensions to preclude undue hardship or when advance return of dependents orders are pending, but only at the written request of the sponsor when the request is supported by endorsements through the member's chain of command.  Neither a family nor a sponsor may remain in housing after the effective date of a divorce unless the Family Housing Director grants permission to remain as an exception to policy to preclude extreme hardship.  In a case where a family 
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remains in quarters, the family is responsible for paying the fair market rental rate for the quarters or an amount equal to the 
sponsors BAH.

b.  Sponsors must notify the Family Housing Department when there is a formal or informal separation resulting in either the sponsor or the family moving from quarters even if there are no immediate plans for divorce.  The Unaccompanied Personnel Housing (UPH) Division will also notify the Family Housing Department if a member with command sponsored dependents requests UPH space.  Upon notice that the sponsor or family has vacated quarters, the Family Housing Department will advise the sponsor and the sponsor's command of the 30 day policy and will recommend that the sponsor stay involved in relocating the family, if necessary.  The Family Housing Department will advise the sponsor that he or she is responsible to schedule and attend the pretermination and final inspections; that he or she remains liable for damages and cleaning until quarters are terminated in accordance with the established 
policy; and that he or she will continue to forfeit BAH until the quarters are terminated.


c.  When a member's family remains in quarters, the Family Housing Department will immediately issue a letter to the spouse 

giving notice of the 30 day policy and the required vacate date (or final inspection date) and offering housing referral assistance.  A copy will be sent to the Base Inspector and to the member through his chain of command.


d.  Five days prior to the end of the grace period, if there is no indication that the family intends to move, the Family Housing Department will prepare a final warning letter for the Commanding General's signature.  At the same time, the Family Housing Department will also forward a decision paper to evict if the family remains on the day after the grace period.  If eviction is approved, the Family Housing Department will notify the Base 

Inspector and the military police to coordinate physical escort of the family from the quarters if needed.  The sponsor and the sponsor's command will be notified.


e.  The sponsor may retain the quarters for two additional days (or the next working day that follows) to ready the quarters for the final inspection.  If the sponsor cannot remove household goods and ready the quarters for a final inspection, the Family Housing Department will give the sponsor's command the opportunity to clear the quarters for the sponsor.  If the unit will not or cannot 
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assist, the Family Housing Department will initiate removal of household goods and cleaning of quarters at the sponsor's expense.

f.  The Family Housing Department will reinstate BAH effective the date of the final inspection.  

7.  Confinement Status.  A military member ceases to be eligible for family housing when sentenced to confinement for more than 90 days.  The military member can retain quarters if the sentence is reduced to less than 90 days or reversed on appeal.  Members in pretrail confinement are normally allowed to retain quarters.

8.  Barment/Reciprocal Barment.  Military members whose family members are barred from this installation or any other installation must vacate quarters within 30 days of notification.  An exception will be made if the military member requires housing for other family members who are not included in the barment and continue to reside with the military member.                                          
9.  Extended Absence of Family Members.  If all housing-eligible family members in a household are away from quarters for more than 90 days (in cases other than legal or physical separation), the quarters must be terminated.

10.  In all cases, normal vacating procedures apply.  The military member shall provide at least 30 days advance notice to the Family Housing Department in order to schedule the final inspection date.  Exceptions may be made only at the discretion of the Family Housing Director or designated representative.

5007.  ABSENCE FROM QUARTERS
1.  Sponsors shall notify the Family Housing Department in advance whenever their quarters will be vacant for more than 72 hours.  The Family Housing Director or designated representative may approve 

retention of quarters when a military member and family members are absent for up to 90 days, provided the sponsor has identified a caretaker to oversee the quarters in their absence.  Permission for the caretaker to reside in quarters during the absence of the military sponsor must be submitted in writing to the Family Housing Director, via the member's chain of command.

2.  The sponsor or spouse and assigned caretaker must complete an "Absence from Quarters" form available at the Family Housing 
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Department.  A copy will be forwarded to the Military Police Department.
3.  Sponsors must arrange to board pets elsewhere.  Pets may be left in quarters provided that specific arrangements are made for food, water, and waste removal.  The sponsor must notify the housing office of the arrangements in writing.

4.  Sponsors must arrange to stop delivery of mail and newspapers.
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CHAPTER 6

RESIDENT RELATIONS 

6000.  BACKGROUND.  Residents of MCBH family housing expect the existence of a normal social environment.  This includes the preservation of family privacy, the provision of security and protection and the availability of community services.

6001.  OCCUPANT-RELATED PROGRAMS
1.  Community Associations  


a.  The Base Action Committee (BAC).  Meets monthly and provides a forum for MCBH residents to discuss concerns and issues that affect their quality of life.


b.  The Manana Housing Association.  Meets quarterly at the MWR Youth Activities building.

2.  Mediation of Resident Complaints.  The Family Housing Director or appointed representative will respond to resident complaints directly related to the maintenance or utilization of housing, but will refer other complaints to a more appropriate agency.  Residents shall attempt to resolve neighborhood disputes through one-on-one discussion.  When disputes cannot be resolved in this manner, the housing representative shall refer residents to the Armed Services YMCA for mediation.  Complaints about pets that  cannot be resolved by the Family Housing Department shall be referred to the installation game warden.  Complaints about abandoned vehicles shall be noted and forwarded to the installation Provost Marshal.

3.  Energy Conservation.  Residents are expected to reduce energy consumption to the greatest extent reasonably possible, and must comply with the Base order for energy usage and conservation.

4.  Civil Defense/Evacuation.  The potential for tsunami (tidal waves) is a serious concern at MCBH, Kaneohe Bay.  The front section of the Oahu telephone directory shows potential danger and safe areas and gives emergency preparedness guidelines.  If a tsunami or other natural disaster is anticipated, authorities will announce warnings and evacuation procedures.  An abnormal recession
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of water along a shoreline usually indicates the approach of a tsunami-type wave.  If such a recession is observed, all personnel should immediately and quickly evacuate to the nearest high ground.  Because less than 10 minutes will usually lapse between the water recession and the tsunami, evacuation should take place even if no warnings have been issued.  The Family Housing Director shall publish additional specific guidelines in the resident handbook.

See Base operation procedures for evacuation procedures for family housing areas.

5.  Self-Help.  The Family Housing Department supports a self-help program which is located with the MCBH Military Self-Help Center, Building 1505.  This program enables family housing residents to contribute to the maintenance of Marine Corps homes.  Leeward residents may use the Self-Help Store at the Navy Aloha Center, Catlin Park warehouse, Building 101.
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CHAPTER 7

RESIDENT RESPONSIBILITIES

7000.  GENERAL INFORMATION.  Residents shall be responsible for those routine, recurring housekeeping tasks normally performed by tenants in private housing of similar type and value.  Tasks which require the skill of an artisan or specialized mechanic or which are considered dangerous shall be performed by the installation's maintenance forces or under contract.  Residents shall be informed of their responsibilities and of accountability for noncompliance.  Refer to appendices D and E for further information.  Residents shall be provided with adequate instructions as to proper maintenance and care of property and equipment entrusted to them.  Residents shall dispose of hazardous household and automobile waste materials according to the MCBH Family Resident Handbook.          

7001.  CLEANING.  Family housing residents are expected to keep their assigned quarters clean.  They are responsible for cleaning the following:

1.  Interior surfaces of windows.

2.  Exterior surfaces of windows readily accessible from the ground.

3.  Inside walls, woodwork, floors, and venetian blinds.

4.  Appliances, sinks, tubs, toilet fixtures, and similar equipment.

5.  Carpet, rugs, draperies, and similar items.

6.  Carports, garages, storage spaces, lanais, steps, walks, driveways, and exterior walls readily accessible from the ground.

7002.  MINOR MAINTENANCE
1.  Occupant Work.  Residents will, at a minimum:

    a.  Furnish and replace electric light bulbs and fuses.
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    b.  Practice good sanitary housekeeping to control pests, including rodents.  Periodically spray for pests using household pesticides.

    c.  Replace disposable air conditioning filters.


d.  Cut, trim, and water the lawn adjoining the quarters.


e.  Conserve water and utilities.

2.  Resident Skill Consideration.  In no instance will residents be responsible for maintenance or repair beyond those tasks normally undertaken by tenants in private housing possessing minimum skills and equipped with simple hand tools.  Residents may not do electrical work in quarters unless the work is approved in advance and the resident is a licensed electrician in the State of Hawaii.

7003.  PEST CONTROL
1.  All quarters will be treated for insect control during change of occupancy maintenance, unless the inspector determines it is unneeded.  This service will be provided by the government.

2.  The government shall provide pest control services for the control and eradication of centipedes, scorpions, bees, wasps, rats, mice, mosquitoes, carpenter ants, and termite infestation.  Privately owned items will not be treated at government expense under any circumstances.

3.  Residents are responsible for general pest eradication and control for insects which do not present health hazards or destroy property, such as cockroaches, ants, crickets, flies, and other common insects.  

4.  Residents are responsible for eliminating fleas and ticks.  When corrective action is taken or treatment provided by the government, charges shall be assessed to the resident.
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CHAPTER 8

FAMILY HOUSING REFERRAL PROGRAM

8000.  GENERAL INFORMATION.  The MCBH Family Housing Department provides basic referral assistance to families searching for housing in the community.  Housing referral services are also available at Community Homefinding Relocation and Referral Service (CHRRS, pronounced "cheers"), located at Catlin Park.  CHRRS is an Army managed housing referral program that provides services to all military members on Oahu.  CHRRS handles serious landlord-tenant complaints and lease disputes, and also provides transportation to view potential homes, counseling for potential home buyers and relocation services for departing members.  Housing counselors will inform all incoming service members that these services are available.

8001.  HOUSING REFERRAL SERVICES.  In addition to advising service members of the services available through CHRRS, the housing office shall provide the following:

1.  Daily newspaper listings of rental properties in the area.

2.  Area maps.

3.  A Landlord/Tenant Code booklet.

4.  Counseling for applicants on the Equal Opportunity in Off-Base Housing Program.

5.  Review of rental agreements.

6.  Assistance in resolving landlord/tenant disputes.

7.  Briefings and certification of entitlements for TLA. 

8.  Computerized rental listings provided by CHRRS.

                                                               8-3

MARINE CORPS BASE HAWAII FAMILY HOUSING MANAGEMENT

CHAPTER 9

MAINTENANCE STANDARDS AND CRITERIA

                                               PARAGRAPH    PAGE    


 

INTRODUCTION..............................       9000
     9-3

MAINTENANCE STANDARDS AND CRITERIA........       9001
     9-3

APPLICABILITY.............................
    9002
     9-5

                                                                9-1

 
    MARINE CORPS BASE HAWAII FAMILY HOUSING MANAGEMENT

CHAPTER 9

MAINTENANCE STANDARDS AND CRITERIA

9000.  INTRODUCTION.  Maintenance is the recurring, periodic, or scheduled work 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 which otherwise would be more costly to restore, normal change of occupancy type work, and other work usually scheduled annually or seasonally.  Preventive maintenance is the correction of incipient failures before they develop into major defects requiring costly correction.  All family housing maintenance/repair deficiencies and all required improvements will be identified in the Annual Family Housing Repair and Improvement Project Status Report and the Long Range Maintenance and Repair Plan.  

9001.  MAINTENANCE STANDARDS AND CRITERIA FOR MILITARY

       FAMILY HOUSING

1.  Family housing maintenance funds shall be applied primarily to recurring maintenance and major repair projects.  Maintenance funds shall be expended only where there is a valid requirement and will not be used on the basis of an occupant's grade or billet.

2.  The goals for change of occupancy times are:

    a.  No more than 3 days for maintenance, painting, or flooring repairs.

    b.  No more than 1 day for administrative downtime.

3.  Interior painting will be accomplished only when necessary to maintain sanitary conditions, protect finished surfaces, and correct unsightly appearance.  The normal interval for cyclic interior painting is 3 years.  

4.  Residents may apply wallpaper or paint only if they have received approval in advance from the Family Housing Director.   Refer to appendix F for further information. 
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5.  Exterior painting of masonry, wood, and ferrous metal shall be accomplished to maintain an attractive appearance, protect surfaces, and sustain water tightness.  The normal interval for cyclic painting shall be 5 years except where environmental and weather conditions dictate shorter intervals.

6.  Normally, refinishing and major repairs shall be performed at change of occupancy.  Wood floors shall be sanded only when general deterioration has occurred and normally should not be done more than once every 10 years.  Refinishing should not be done more than once every 4 years.

7.  Grounds and landscaping shall be laid out and planned for minimal maintenance as well as erosion control, screening, and attractiveness.

8.  Residents shall cut, trim, and water lawns and shrubs within their area of responsibility, normally up to 100 feet from the housing unit, in a manner consistent with that which would be expected of a tenant in private housing.  The government shall maintain lawns, trees, and landscaping in common use areas, such as playgrounds, and in areas more than 100 feet from housing units.  The use and care of grounds surrounding apartment-type units shall be designated to specific residents.

9.  The government shall maintain grounds surrounding vacant quarters.

10.  Residents shall prune and trim shrubs and hedges as often as required to maintain a neat, attractive, and uniform appearance.  Shrubs and hedges may not encroach upon structures, utility lines, or equipment.  Hedges at street intersections may not exceed 3 feet in height.  Hedges and shrubs under windows must be maintained below windowsill height.  Other shrubs and hedges may not exceed 6 feet in height.  Residents are prohibited from planting trees and tree-like shrubs within 10 feet of any structure.

11.  Residents who desire to install a fence or make any alterations or modifications to quarters must receive permission from the Family Housing Director.  Refer to appendix F for information and instructions.

12.  The government will provide a minimum of two telephone outlets (kitchen/dining area and master bedroom) per household.  Telephone instruments and service shall be the residents responsibility.
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Residents may have additional lines installed at their own expense, provided written approval is granted in advance by the Family Housing Director.  Residents must provide telephones and pay for their service, and must pay for repairs to any jacks or lines installed by the resident.  Residents must notify the housing office of inoperative jacks in order for MCBH to pay for repairs.  If residents request repair directly from the telephone company, the resident will be responsible for any charges.    

13.  Residents shall return their quarters, furnishings, appliances, and grounds in a clean and orderly condition.  Residents may be prosecuted under the Uniform Code of Military Justice for loss or damage as a result of negligence.  Residents may be charged for loss or damage as a result of abuse or negligence by the service member, dependents, pets, or guests.

14.  Trash carts and recycling bins must be stored in designated or areas established by housing inspector.

9002.  APPLICABILITY
1.  Maintenance and repair projects (excluding incidental improvements) included in the Annual Work Plan which could not be executed during a given fiscal year because of a shortage of funds will be reported as deferred as of the end of the fiscal year.  These deferred projects are added to the Deferred Maintenance and Repair (DMAR) list, which consists of all deferred projects.  

2.  Maintenance will be projected using engineering life expectancy standards and installation experience factors.  The projected maintenance will form the basis for preparation of budget estimates for the maintenance and repair of family housing.

3.  The Family Housing Department will schedule repairs and improvements to the same quarters simultaneously, and between occupancies when possible, to minimize vacancy time and occupancy disruption.
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APPENDIX A

DESIGNATION OF HOUSING
1.  Text References.  Paragraphs 2000.3, 2000.5, and 2000.7.

2.  The Commanding General, MCBH has designated that when housing is available, it shall be assigned as follows:

    a.  MCBH Kaneohe Bay

   (1) Hilltop quarters are designated for primary occupancy by general flag officers and senior grade officers (colonels and Navy captains).  Quarters 511 shall be assigned by billet to the Commanding General, MCBH/Deputy Commanding General, III MEF Hawaii.

Other Hilltop assignments are discussed in appendix C.


   (2) The Provost Marshal and Facilities Maintenance Officer billets are Key and Essential, which gives the incumbent of those billets priority assignment to the first housing unit available.  No priority shall be given to others based on current or anticipated command or staff assignments.


   (3) Field grade officers (0-4 through 0-5 and W-5) shall be assigned housing in the Capehart, Pond Road, and Hillside areas.


   (4) Company grade officers (O-1 through O-3 and W-1 through W-4) shall be assigned housing in the Capehart, Pond Road, and Hillside areas.


   (5) Quarters on Root Court, Ribilla Court, Lewis Court, Webb Court, and Woodward Court are designated specifically for those in pay grades E-8 and E-9.

       (6) Staff noncommissioned officers (E-6 through E-9) shall be assigned housing in the Capehart, Ulupau, Hawai'i Loa, and Nani Ulupau areas.

       (7) Those in grade E-1 through E-5 shall be assigned housing in the Rainbow, Ulupau, Cochran Street, Manning Court, Mokapu Court, Capehart, and NCO Row areas.
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     b.  Camp H. M. Smith
        (1) Quarters of Anderson Road shall be assigned by billet to incumbents of the following Key and Essential positions:  Deputy
Camp Provost Marshal and Facilities Maintenance Officer.  The incumbents of those billets will be given priority assignment to the first housing unit available.  No priority shall be given to others based on current or anticipated command or staff assignment.


   (2) Four units are designated for field grade officers and two units are designated for company grade officers on Anderson Road.


   (3) MCBH retains assignment rights to two Navy-owned homes on Baugh Road.  Quarters 677 Baugh Road is designated for the MARFORPAC Chief of Staff and quarters 678 Baugh Road is designated for MARFORPAC, G-3.

    c.  Manana Housing Area.  Thirty-eight units are designated for field grade officers, 26 units are designated for company grade officers, 80 units are designated for SNCO's and 24 units are designated for NCOs.

3.  COMNAVBASE Pearl Harbor provides support for MARFORPAC as follows:

    a.  Quarters 201 Marine Barracks Way is designated for the Commanding General, MARFORPAC.

    b.  Quarters 35 Makalapa Drive is designated for the Deputy Commanding General, MARFORPAC.

4.  Per Memorandum of Understanding (MOU) of 11 November 1996, COMNAVBASE Pearl allows Marine Corps senior officers assigned to MCBH Camp Smith to compete equally for COMNAVBASE Pearl housing.  COMNAVBASE Pearl also provides priority housing to the Commanding Officer, Headquarters and Service Battalion.  Marines assigned to Puuloa Range will be allowed to compete equally for Navy-owned homes at Puuloa, Iroquois Point, and Barbers Point.
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APPENDIX B

DESIGNATION, CONSTRUCTION, ASSIGNMENT AND MANAGEMENT

OF EXCEPTIONAL FAMILY MEMBER PROGRAM (EFMP) QUARTERS

1.  Text Reference.  Paragraph 2000.

2.  Purpose.  To ensure family members with medically-defined exceptional needs are provided equal opportunity for assignment to government housing.

3.  Designation.  Twenty-one homes are designated as EFMP quarters at MCBH Kaneohe Bay and two homes are designated as EFMP at Manana housing.  See paragraph 7 for list of EFMP quarters.   

4.  Assignment  

    a.  Requests to accommodate exceptional family member needs, such as structural modifications or priority assignment, will be evaluated and approved on a case-by-case basis.  Enrollment in the Exceptional Family Member Program does not automatically guarantee priority assignment to housing or any other special consideration.  Special considerations will not normally be granted for temporary conditions.

    b.  Modified homes will be assigned to the first eligible family on the housing list if no EFMP family is in need of them.  Any non-EFMP family accepting quarters in such cases must agree to move if an EFMP family becomes eligible for housing and no other modified home is available in an appropriate housing area.  When a family moves out of EFMP quarters under these circumstances, the government will pay for movement of household goods.  Non-EFMP families will not be penalized for declining an EFMP house.

    c. If an EFMP family becomes eligible for housing and all the designated EFMP homes for the sponsor's designated housing list are occupied by other EFMP families, modifications to available housing will be accomplished on a high priority basis.    

5.  Certification.  Before a family is assigned EFMP quarters, given special consideration for quarters based on medical reasons,

or any modifications are made to a housing unit, the member shall submit a written request for special accommodation to the Family 

Housing Director.  The request must include a statement from the
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appropriate care provider describing the specific accommodation requested.  The medical statement must also support the request in sufficient detail to be evaluated by other medical personnel.  Medical requests must be coordinated through the member's chain of command.  The Family Housing Department will then forward the member's request to the MCBH Branch Medical Clinic, Senior Medical Officer for evaluation and recommendation.  The Family Housing Director shall approve only requests the Senior Medical Officer determines to be medically required.   

6.  Funding.  The Family Housing Director may authorize up to $12,000 for housing modifications.  Modifications costing more than $12,000 must be approved by HQMC.

7.  List of designated EFMP quarters:







Address






Grade Category
Bedroom Size
Manana:  


726 Elm Drive



 Field Grade


3 
 


 



510-A Birch Circle

 Staff NCO
  

3  

Kaneohe Bay:  
1852 Harris Avenue

 Junior Enlisted


3  







1981-B Hanson Circle
 Staff NCO


3







2126 Bancroft Drive

 Field Grade


4







2685-A Daly Road


 Staff NCO


3  







2689-C Daly Road


 Staff NCO


3  







6215-B Castaneda St

 Staff NCO


3  







6237-A Castaneda St

 Staff NCO


3







6239-B Kaawa Street

 Staff NCO


4







6249-A Kaawa Street

 Staff NCO


4







6253-A Kaawa Street

 Staff NCO


3







6267-A Kaawa Street

 Staff NCO


4







6273-B Kaawa
Street

 Staff NCO


3







6372-A Nueku Street

 Staff NCO
     4







6384-B Nueku Street

 Staff NCO 


3







6390-A Nueku Street

 Staff NCO


4







6396-B Nueku Street

 Staff NCO
     3







6402-B Nueku Street

 Staff NCO

4







6419-A Lewis Court

 Staff NCO
     3







6421-A Root Court


 Staff NCO
     4







6448-A Webb Court


 Staff NCO
     3







6444-B Webb Court


 Staff NCO


3
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APPENDIX C

HILLTOP ASSIGNMENT POLICY

1.  Text References.  Paragraphs 2000.3, 2000.5, and 2000.7.

2.  Hilltop quarters are designated primarily for general/flag officers and senior officers (colonels and Navy captains) assigned to MCBH Kaneohe Bay.  The remaining Hilltop quarters will be assigned to lieutenant colonels, Navy commanders and selectees assigned to MCBH Kaneohe Bay and Camp H. M. Smith, but only when no senior officer can occupy the house.

3.  The Commanding General, MCBH has designated that Hilltop quarters shall be assigned as follows:


a.  Quarters 511 shall be assigned by billet to the Commanding General, MCBH/Deputy Commanding General, III MEF Hawaii.


b.  Hilltop quarters 513, 515, 516, 517, 519, 530, 532, and 534 are designated primarily for senior grade officers assigned to MCBH Kaneohe Bay and III MEF Hawaii.  All other Hilltop quarters, 512, 514, 518, 520, 521, 522, 523, 524, 525, 526, 527, 528, 531, and 533, are designated for lieutenant colonels, Navy commanders and selectees, but senior grade officers assigned to MCBH Kaneohe Bay will be given priority for all Hilltop assignments over those junior in grade, regardless of eligibility dates and regardless of address.  


c.  Lieutenant colonels and Navy commanders will be placed on the three or four-bedroom field grade waiting list according to family size.  When a Hilltop house becomes available for those in grade 0-5, the house will be offered to the next available field grade (0-5) officer with the earliest eligibility date, regardless of bedroom requirement.


d.  Moves from field grade quarters to Hilltop are prohibited (even if the move would be at no cost to the government), unless justified by promotion to senior officer.


e.  Moves from one Hilltop unit to another are also prohibited unless the resident is reassigned to a billet for which there are billet-designated quarters.  Hilltop residents who are reassigned 
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to installations other than MCBH Kaneohe Bay or Camp H. M. Smith will be relocated to other suitable quarters.  Conversely, residents of government housing at other Oahu installations may not

relocate to Hilltop housing unless required by appointment to a Key and Essential billet or a billet for which there are designated quarters.  Individuals selected for and designated to command specific organizations or units aboard MCBH Kaneohe Bay or 

Camp H. M. Smith but who have interim assignments to other Oahu installations, may be placed on the waiting list for and assigned Hilltop housing prior to attaching to MCBH Kaneohe Bay or

Camp H. M. Smith.
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APPENDIX D

OCCUPANT LIABILITY

1.  Text Reference.  Paragraph 7000.

2.  Sponsors will be held responsible for damage to government housing, or for damage or loss of government-owned appliances and furniture when such loss or damage occurs because of negligence or abuse.  Sponsors are negligent when they act carelessly, or are aware that family members, guests, or pets are likely to act carelessly or cause damage, and they do not take steps to prevent or minimize such conduct.  Abuse means either willful misconduct or the deliberate unauthorized use of quarters, i.e., conducting an unauthorized business in the housing unit.

3.  Residents will be held responsible to promptly report to the housing office or service desk, whenever the structure, equipment or any fixture contained therein becomes defective, broken, damaged, severely worn, or malfunctions in any way.

4.  Resident liability will be limited to 1 month's basic pay, unless damage or loss is caused by gross neglect or willful misconduct.  In such cases, liability may be assessed for the full amount of damage.

5.  Residents are not liable for damage attributed to fair wear and tear, or caused by an act of God or by the acts of persons other than family members or guests.  Residents will be held responsible for damage caused by pets or pets belonging to guests.

6.  The installation commander may waive liability for damage or loss when such a waiver is in the best interests of the United States.  Residents who request this waiver may appeal a denial through report of survey channels.
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APPENDIX E

REPEATED HOUSING VIOLATIONS

1.  Text Reference.  Paragraph 7000.

2.  Citations.  Family housing residents are expected to responsibly meet the expectations and rules established in this Manual and the MCBH Family Housing Resident Handbook.  Housing inspectors shall issue a citation to residents who violate established policies.  The inspector will give the original copy of the citation to the resident and will file a copy in the housing file.  At that time the inspector will review the file for prior citations.  

    a.  Second offense.  When a previous citation for a similar type of violation, i.e., lawn care, pet damage, energy abuse, was issued within the previous 6 months, the inspector will forward copies of the citation to the Family Housing Director along with the name and unit address of the resident.  A copy of the second citation will be forwarded to the Base Inspector for dissemination through the service member's chain of command.

    b.  Third offense.  If an inspector issues a third citation, the inspector will forward all citations and related correspondence to the Family Housing Director who will request that the Base Inspector issue a final warning letter.  Although the letter will be treated as a warning, it will require the service member to report to the Base Inspector to show cause as to why he or she should not be evicted from housing.

    c.  Subsequent violations will be brought to the attention of the Family Housing Director who will request an eviction board hearing.

                                                              E-1

MARINE CORPS BASE HAWAII FAMILY HOUSING MANAGEMENT

APPENDIX F

OCCUPANT PROVIDED IMPROVEMENTS/MODIFICATIONS

1.  Text Reference.  Paragraph 9001.11.

2.  General Information.  Responsibility for housing maintenance, repair, and improvement is delineated in the MCBH Family Housing Resident Handbook.  Residents who wish to paint, install ceiling fans, or make any alterations or improvements to their quarters must first receive written permission from the Family Housing Director.  Residents shall not repair, replace, modify, or remove any electrical apparatus, water, or sewage lines.  Residents shall not perform electrical or mechanical repairs to government-owned equipment such as ranges, refrigerators, water heaters, garbage disposals, air conditioners, etc.

3.  Changes to Grounds.  Residents may plant and maintain flowers in flower beds, but may not plant hedges, shrubs, or trees without first receiving written permission from the Family Housing Department.   
4.  Air Conditioners.  Residents must apply to the Family Housing Department for permission to install a window-type air conditioner.  Approvals are contingent upon the following:


a.  Residents must purchase and install the air-conditioner at their own expense.


b.  Residents may install one or two air conditioners as long as the combination of both do not exceed 2,000 watts.  Residents may submit a written request to install more than two air conditioners for medical reasons, but the request must be supported as described in appendix B.


c.  The air conditioner must have an energy efficiency ratio (EER) of 9.0 or above.  


d.  Any air conditioner requiring 220 volts must be connected to a dedicated outlet.  If a dedicated outlet does not exist, the resident shall have one installed at their own expense.  Existing outlets may be used for 115-volt air conditioners.  
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e.  All electrical work shall be performed by a licensed 
electrician or contractor licensed by the State of Hawaii.

f.  Air conditioner shall be installed per standards furnished by the Family Housing Department.  If they are not, residents shall make upgrades or remove the unit(s) and restore the property to its original condition.


g.  Air conditioner shall remain the resident's property.  Upon clearing quarters, residents shall either remove the unit(s) or transfer ownership and responsibility to the incoming resident.  

5.  Ceiling Fans.  Residents must apply to the Family Housing Department for permission to install additional ceiling fan(s).  Approval is contingent upon the following:


a.  Residents shall purchase and install the ceiling fan(s) at their own expense.


b.  A licensed electrician or a contractor licensed by the State of Hawaii must perform all electrical work to install and/or remove the ceiling fan(s).


c.  The ceiling fan(s) shall remain the property of the resident.  Upon clearing quarters, the resident must either remove the fan(s) or transfer ownership and responsibility to the incoming resident.

6.  Storage Sheds/Gazebos/Playhouses.   Residents shall obtain written approval from the Family Housing Department prior to installing any storage shed, gazebo, or playhouse.  Approval depends upon the following conditions:  

    a.  Residents must provide all materials.  A housing inspector will examine the building materials before work may begin and will inspect the finished product.  The area housing inspector must approve the location of the shed or gazebo.


b.  The Family Housing Department may authorize free standing storage sheds or screened-in gazebos up to 10 feet wide x 10 feet long x 7 feet high.  These structures shall be placed a minimum of 6 feet away from the quarters.                        

    c.  The storage shed or gazebo shall remain the property of the resident.  Upon vacating quarters, the resident shall remove the storage shed or gazebo or transfer it to the incoming resident.
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d.  The Family Housing Department may direct that the shed or gazebo be removed at any time.  When a shed or gazebo is removed, the resident must restore the grounds to their original condition.

   
e.  Sheds and gazebos must be kept painted, clean, neat and free of sharp edges or similar hazards. 

7.  Fences.  Residents must apply to the Family Housing Department for permission to install fences.  Fencing is not allowed in the Section 802 (Hana Like) housing or Hilltop housing areas.  In Rainbow and Ulupau housing areas, due to underground utility lines, the Base Facilities Department must indicate safe locations for fence posts before the request is approved.  Approval is contingent upon the following:  

    a.  Residents must provide fencing materials, all of which must be new.                    

    b.  Fences approved by the Family Housing Director and installed according to instructions shall be maintained by the resident until the quarters are vacated.  Upon vacating quarters, the resident may either remove it and return the grounds to their original condition or the fence may be accepted as government property and subsequently be maintained by the government.  Before a fence is accepted as government property, an inspector will ensure the fence is in satisfactory condition.  If the government elects not to accept the fence, the resident must dismantle and remove it and restore grounds to their original condition.   

   
c.  Fences shall be installed only in backyards of family housing units.  In multiple dwelling areas, fences shall be constructed to allow adequate access to pedestrians and government lawn care machinery.  The area of the fenced enclosure shall not exceed the property for which the resident is assigned maintenance responsibilities.  The resident shall maintain grounds on both sides of the fence.

   
d.  Fences shall not be attached to government-owned buildings or appurtenances, and their height shall not exceed 48 inches.  Fences shall not be installed closer than 3 feet to any sidewalk, street or public right-of-way.  Ladders or other climbing aids shall not be attached to any fence for access to the fenced area.  The fence shall include a gate which is 36 inches wide and constructed of the same material as the fence.  Fence posts must be aligned exactly for neat appearance and uniformity.
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    e.  Fencing material shall be either chain link, made of eleven gauge green vinyl clad galvanized steel, galvanized steel or aluminum; or wood slat, made of cedar, redwood, or pressure treated lumber.  Wood fences shall be constructed with galvanized or aluminum poles.  Gate, corners, and end posts shall be of 2 inch galvanized or aluminum pipe.  Line posts shall be 1-5/8 inch 

galvanized or aluminum pipe, set apart a maximum of 8 feet, center to center.  All posts shall be set in 24 inches of concrete.  Top and bottom horizontal rails shall be 2 inches by 4 inches lumber and secured to the vertical posts by 3/8" galvanized bolts, nuts and flat washers.  The vertical fence members shall be 1 inch by 6 inch wooden slats secured vertically to the top and bottom horizontal rails with galvanized nails or screws.

    f.  Fences shall be kept free of rust, peeling paint, and loose appendages, sharp edges, or points which could be safety hazard.  

    g.  Family housing inspectors continually inspect fences and will notify residents of discrepancies.  Residents shall correct discrepancies expeditiously.  If a resident does not correct a deficiency in a reasonable time, the area housing inspector will direct the resident to remove the fence.

8.  Hot tubs.  Hot tubs are prohibited in family housing areas. 

9.  Trampolines.  Residents who wish to install a trampoline in their yard must request permission in writing from Family Housing Department.  Trampolines shall be located inside a fenced area with locking gates, and must be rendered unusable when not in use.  Fences must be in place prior to the installation of the trampoline.  Residents shall restore lawns and grounds to their original condition upon removal of the trampoline.  Residents shall assume full responsibility and liability for the security and safe use of trampolines.

10.  Waterbeds.  Waterbeds are prohibited on the second floor of any unit.  If a resident requires a waterbed for medical reasons, the resident must submit a written request, supported by a doctors statement, for assignment to single-story quarters.  Residents shall be held financially responsible for any damage to government property resulting from waterbed leaks.

11.  Paint.  Residents who would like to paint the interior of their quarters must receive written permission, in advance, from the Family Housing Department.  Residents are generally discouraged
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from painting because quarters are painted with oil-based paint.  The housing inspector will advise residents that they are required to return all painted surfaces to the original color and condition prior to terminating quarters.  
12.  Wallpaper.  As with paint, residents shall obtain written permission from the Family Housing Department before applying any wallpaper, including borders, to the quarters.  If approved, the wallpaper must be strippable and residents shall agree to return the quarters to their original condition before leaving.  Prior to 

clearing quarters, the resident must either remove the wallpaper or transfer responsibility to the incoming resident provided the Family Housing Department approves the request.

13.  Enclosures and Gates.  Residents must submit a permit to the Family Housing Department prior to installing enclosures and gates.  Approvals are contingent upon the following:


a.  Enclosures and gates must be free standing and cannot be directly attached to the structure of the quarters.  


b.  Permits must be submitted with a design of construction and approved by the housing inspector prior to construction.

c.  Materials will be purchased at resident expense and will remain the property of the resident.  Upon clearing quarters, the resident must either remove the gate or enclosure or when approved by the housing inspector, ownership and responsibility may be transfer to the incoming resident.  Refer to appendix I for Retention of Item(s).  
14.  Tree Houses.  Construction of tree houses is not authorized.
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APPENDIX G

RESIDENT RESPONSIBILITIES FOR PETS

1.  Purpose.  To establish pet registration procedures and resident responsibilities for pets onboard MCBH.

2.  Pet registration  

    a.  All residents owning dogs or cats shall register their pets with the Family Housing Department.  The following procedures apply:


b.  Before being registered at MCBH, dogs and cats must have current vaccinations, and dogs must be registered with the City and County of Honolulu.  


c.  The resident shall complete the pet registration form (available at Family Housing Department or the Base Veterinary Clinic) and submit it, along with a current vaccination certificate and City and County registration, to the Base Veterinary Clinic,

for signature.  


d.  Pet owners at Camp H. M. Smith and Manana housing may take their pets to a veterinary clinic off-Base for vaccination certificates, but the veterinarian must sign the pet registration form. 


e.  The resident shall then submit the registration form, signed by the veterinarian, to the Family Housing Department.  The family housing representative will sign the application form approving the registration and will give one copy to the resident, one copy to the game warden of the Provost Marshal's office, and file the original in the resident's housing file.  If the application is disapproved (for instance, if two other pets have already been registered to the resident), one copy will also be sent to the Base Inspector so that the Base Inspector will be aware that an unregistered pet may be on Base.

    f.  Staffordshire, American Staffordshire, and Pit Bull Terriers are prohibited on Base.  The Base veterinarian will not stamp and sign the pet registration application for these dogs.

3.  Residents will be advised to register all pets.
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4.  Residents must comply with provisions stated in Base Order 

P5500.15 governing pet and animal control.

5.  Residents are required to provide access to water and shade to pets at all times.  Suspected neglect or abuse will be immediately reported to the game warden.
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APPENDIX H

FURNITURE AND APPLIANCES

1.  Text Reference.  Paragraph 9001.13.

2.  Information.  Service members reporting to Hawaii are  authorized full weight allowances for shipment of household goods, so MCBH does not provide long-term furniture loans.  However, temporary loaner furniture is available for use in both on and off-Base housing to temporarily replace furniture in transit.  On-Base housing is equipped with refrigerators and ranges, but MCBH does not provide appliances for off-Base housing.    

3.  Eligibility and Length of Furniture Loans.  Service members who are accompanied by command sponsored dependents are authorized to borrow government-owned furniture for up to 90 days after arrival and for up to 60 days prior to departure.  Newly married service members whose spouses are command sponsored may borrow government owned furniture for the first 90 days of marriage.  Pregnant single service members may borrow furniture up to 90 days after securing on or off-Base housing.  Loans are limited to one time upon arrival and one time prior to departure.  Service members who have rented a furnished rental off-Base and subsequently move into Base housing, may borrow furniture up to 90 days.  Temporary loaner furniture will not be issued to accommodate house guests.

4.  Furniture Loans to Families Residing Off-Base.  Eligible families residing off-Base may borrow furniture for the time periods in paragraph 3, provided the landlord signs a statement acknowledging the furniture is government property.  If a service member who has been issued government-owned furniture moves, the service member shall report to the housing office with the new address and a new landlord signature.  

5.  Furniture Delivery and Pickup  


a.  The furnishings warehouse normally requires 3 working days notice for delivery or pickup.  Before arranging a TMO delivery date for personal household goods, residents should call the Furnishings Branch to schedule a pickup for loaner furniture.  Failure to provide adequate notice may result in the resident maintaining two sets of furniture until a pickup can be arranged.  
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Residents are responsible for loaner furniture until the Furnishings Branch retrieves it.

b.  A responsible adult shall be present at the time of delivery or pickup.  When the adult present is not the service member or spouse to whom the furnishings will be issued, the adult 

must have a letter designating authorization to receive the furnishings.  


c.  Residents of off-Base housing should call the Furnishings Branch to make arrangements for furniture deliveries and returns.


d.  When a resident misses a pickup or delivery, the delivery person will place a "sorry card" on the door.  It then becomes the resident's responsibility to contact the furnishings warehouse or the furnishings clerk to reschedule the pickup or delivery.

6.  Overdue Loans.  The limited furniture inventory makes it necessary to place time limits on loaner furniture.  When unsuccessful attempts are made to retrieve overdue furnishings from a service member, the Furnishings Branch will send a letter to the member's commander requesting return of the furniture.  The service member must then report in person to the Furnishings Branch to schedule the pickup.  A request to extend the loan to preclude an  extreme hardship, must be submitted to Family Housing Director via the service member's chain of command.  
7.  Appliance Repairs.  Residents shall schedule repairs of broken appliances with the appliance contractor.  An adult shall be at home for the repair appointment.  If an adult cannot be at home, the resident shall notify the contractor no later than one day prior to the appointment.  Residents who miss their appointments must report to the Furnishings Branch in person to reschedule another appointment.  
8.  Liability.  Service members are responsible and may be held liable for loss or damage of furniture and appliances assigned to them.  Service members should check for soil or damage and physically inventory every piece of furniture and every appliance prior to signing a hand receipt.  Mattresses and box springs are issued in serviceable condition, and if they are returned soiled or stained, the service member may be liable for renovation.  Residents who voluntarily remove plastic covers from mattresses or box springs are liable for the cost of renovation.  If a resident  
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places government furniture or appliances outside and they are lost or damaged, the service member to whom they are issued is liable 

for replacement or repair costs.  Residents are not responsible for
deterioration caused by normal wear and tear.
9.  When available, the following loaner furniture may be issued to eligible families:

Living Room        Settee             1


           

                   Chair, easy        2



         Table, end         2 


                  

                   Table, coffee      1

Dining Room        Table, dining      1  

              

                   Chair w/o arms     4 or more, as needed

Master Bedroom     Bed, double        1

               

                   Dresser, double    1 
                   

                   Chest of drawers   1
                  

                   Table, night       2 



         Lamp               2 


Second Bedroom     Bed, single        1*

                   Chest or single    1* 



          dresser
                   

                   Table, night       1
                  

                   Lamp               1 

10.  The following appliances will be issued to all MCBH housing:

                   Range              1
                    

                   Refrigerator       1**

                   2 & 3 BR houses   18 cubic feet




    4 BR houses       20 cubic feet

* Quantity based upon number of authorized dependents residing with sponsor.

** Side-by-side refrigerators will be issued only when necessitated by a physical limitation.
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APPENDIX I
OCCUPANT CLEANING/CLEARING RESPONSIBILITIES 

PRIOR TO TERMINATION OF QUARTERS ASSIGNMENT

1.  Text References.  Paragraphs 5000.3 and 7002.2.

2.  Resident Responsibilities.  Residents shall complete the following tasks prior to the final termination inspection.

    a.  Remove all personal items.

    b.  Do not clean interior of dwelling units with a water hose.

    c.  Floors

    (1) Resilient tile, sheet vinyl, and varnished wood:  Sweep, vacuum, and damp mop as appropriate, to remove dust, dirt, streaks, mildew, fungus, smears, lint, and cleaning marks.  Take care to perform cleaning without damage to floor surfaces.  Strip wax from floor surfaces (including no-wax vinyl flooring) and base coves with commercial quality stripping agent.  Follow with a clear water mop rinse.  Cleaned surfaces, including base cove, shall have a uniform appearance when dry and shall be free of soil, debris, stains, streaks, mildew, fungus, smears, scuff marks, paint, cleaning solution, and cleaning marks.  After floor surface is dry, immediately wax.  Finished surface shall have a uniform nonskid finish.  Buff if necessary.  Remove spilled, splashed, or otherwise excess wax from walls, baseboards, furniture, and other surfaces.


  
(2) Concrete Floors.  Sweep and wash concrete floor with a detergent solution.  Floors shall be free from dirt, oil, grease, debris, lint, dust, and dust streaks.


d.  Kitchen


(1) Scrub and clean kitchen sinks with ammonia, soap, or other cleaning agent manufactured for this purpose to remove oil, grease, dirt, and other foreign matter.  Remove water stains.



(2) Wash interior and exterior surfaces of cabinets including doors, shelves, etc. with detergent solution and disinfect interior surfaces.  Remove drawers from base cabinets and clean.  Clean interior and exterior surfaces of base cabinets 
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(3) Wash walls, ceiling, doors, and door frames to remove dirt, stains, streaks, mildew, fungus, smears, lint, fingerprints, and markings from crayon, pencil, magic marker, nail polish, etc.



(4) Clean fixtures with detergent solution to remove dirt, grime, and accumulated matter.  Remove water marks, soap stains, and soap.  Polish metal spigots and faucets with mild commercial chrome or brass polish as appropriate.  Wipe exposed piping (e.g. water supply piping and drain piping in base cabinet under sink).



(5) Remove grease and accumulated matter from accessible areas of kitchen exhaust, exhaust fan, filters, and grills.  Use strong detergent solution, if necessary, but do not damage painted surfaces.



(6) Dishwashers shall be cleaned inside and out.  There shall be no signs of dirt, food particles, fingerprints, or soap scum on interior or exterior.  Clean air gap.



(7) Clean interiors and exteriors of garbage disposal.


e.  Bathrooms


(1) Wash porcelain and porcelain like fixtures (bathtubs, shower stalls, sinks, and toilet bowls) with detergent solution to remove dirt, grime, and accumulated matter.  Disinfect surfaces and place 1/4 cup of disinfectant (e.g. pine oil) in cleansed toilet bowls after cleaning.  Wash exposed water pipes, polish metal spigots and faucets with commercial chrome or brass polish as appropriate.  Do not clean fiberglass fixtures or cultured marble with abrasive detergents.  Wipe exposed piping (e.g. water supply piping and drain piping in vanity under sink).



(2) Wash walls, ceiling, doors, and door frames to remove dirt, stains, streaks, mildew, fungus, smears, lint, fingerprints, and marking from crayon, pencil, magic marker, nail polish etc.



(3) Wash and wipe dry towel racks, towel hooks, toothbrush holders, cup holders, soap holders, and shower curtain rods.  Polish metal parts and remove stains.



(4) Wash interior and exterior surfaces of cabinets with detergent solution and disinfect interior surfaces.  Polish mirror and glass shelves with commercial window polish or mild ammonia 
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solution.  Remove drawers from base cabinets and clean.  Clean 

interior and exterior surfaces of base cabinets including drawer spaces.  Return drawers to original position.


(5) Remove accumulated matter from accessible areas of bathroom exhaust, exhaust fan, filters, and grills.


f.  Miscellaneous Interior (throughout dwelling unit)


(1) Clean walls, baseboards, base coves, ceiling, doors, door frames, wooden and metal door tracks, and curtain rods to remove dirt, dust, stains, streaks, mildew, fungus, smears, lint, fingerprints, and markings from crayon, pencil, magic marker, nail polish, etc.  Vacuum ceiling and walls to remove dust and cobwebs.



(2) Remove shelf paper, stickers, tape and tape residue, staples, nails, screws and tacks from walls, ceiling, doors, cabinets, closets, drawers, and shelves.



(3) Clean closets, shelves, and cabinets to remove dust, dirt, grease, oil, fingerprints, and extraneous matter.  Wipe the surfaces with a clean, damp cloth.



(4) Clean air conditioner grills to remove grease, oil, dirt, and other foreign matter.  Clean exposed surfaces of indoor air conditioning units (e.g. air handler), including accessible piping, of dust, dirt, and other foreign matter.  Clean washable air conditioner filters in a cleaning solution and rinse with clean water.



(5) Clean exterior of hot water heater/heat pump, including accessible piping, of dust, dirt, and other foreign matter.  Clean washable heat pump filters in a cleaning solution and rinse with clean water.



(6) Wipe mini/vertical blind slats, woodwork, and hardware.  Use a soft sponge and mild detergent to remove fingerprints, dust, and other foreign matter.



(7)  Clean light fixtures including bases, shades, diffusers, bulbs, and ceiling paddle fans of dust, dirt, grease, and other foreign matter.
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g.  Appliances


(1) Clean interior and exterior surfaces of ranges, dishwashers, ovens, refrigerators (including refrigerator drip pans), clothes washers, and clothes dryers.  The interior shall have a glossy surface.  Clean to remove grease, oil, dirt, and other foreign matter by using ammonia or other suitable 

cleaning medium.  After cleaning, apply a coat of appliance wax to exterior enameled surfaces.  



(2) Do not use a water hose to clean appliances.



(3) Replace all damaged or rusted range-top drip pans.



(4) Move appliances, clean the floor and wall areas thereby exposed, and return original position after the cleaning.


(5) Do not disconnect refrigerators for extended periods.  Refrigerators shall always be internally cold to prevent mold and mildew.  Reset refrigerator thermostats to minimum cooling settings. 



(6) Disconnect washer and dryer.  



(7) Remove and clean expandable dryer exhaust hose.  


h.  Windows and Screens


(1) Clean exterior and interior faces of windows.  Clean glass surfaces shall be free of soil, film, dust, oil, paint, water stains, foreign particles and deposits, and shall be uniformly clean without streaks.  Squeegees may be used on large windows to accelerate drying.



(2) Wash screens and frames to remove oil, dirt, tape, fingerprints, and deleterious substances.  Vacuum and clean tops of frames with a damp rag.  Return any screen removed for cleaning to its original location and secure.



(3) Do not wash windows and in place window screens with a water hose.



(4) Do not clean glass surfaces with abrasive cleaning agents or materials.
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i.  Exteriors (includes interior of exterior storage sheds and rooms)


(1) Remove shelf paper, stickers, tape and tape residue, staples, nails, screws, bolts and tacks from walls, ceilings, doors, cabinets, closets, drawers, and shelves.  Also remove items not normally considered a permanent part of the house, such as party streamers attached to rafters, etc.



(2) Wash or hose down walls, doors, sills, eaves, and soffits as necessary to remove mud, dirt, cobwebs, mildew, and clinging vegetation.  Hose down where water will not cause damage.



(3) Wash, wipe, erase or otherwise treat walls marked with crayons, pencil, chalk, or other foreign matter to remove the markings.  The degree or extent of the marking shall be such as can be obtainable with ordinary cleaning methods using a scrub brush

with soap and water, cleaning fluid, or erasing with a rubber eraser.



(4) Dust and vacuum exterior cabinets and closets.  Remove drawers from cabinets and clean.  Clean interior surfaces of cabinets and closets including drawer spaces.  Remove accumulated dirt, debris, and extraneous matter.



(5) Clean light fixtures including diffusers and bulbs to remove dust, dirt, grease, and other foreign matter.



(6) Sweep exterior storage sheds and rooms, patios, lanais, balconies, platforms, and walkways.  Sweep and hose down where water will not cause damage.  Scrub to remove mud, dirt, debris, and extraneous matter.  Remove grease/oil, dirt and other stains from concrete walkways and slabs.



(7) Sweep and remove debris from driveways, garages, and carports.  Remove excess oil and grease from paved areas.



(8) Wash trash cans and recycle containers and store in appropriate areas.

j.  Alterations.  Remove all decorations and alterations unless written approval is given by the housing inspector to allow the changes to remain.  Wallpaper, stickers, shelves and frames, cup dispensers, paper towel racks, nails, hooks, utensil hangers, lanai covers, dog houses, and wall paneling are examples of items which                                                                                                                                                                                                        
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which must be removed.  When both outgoing and incoming parties agree to leave an item or alternation in place, an Retention of Item(s) form must be completed, approved by the housing inspector, and filed with the Family Housing Department.


k.  Lawn Maintenance


(1) Grass Cutting and Trimming.  Cut grass to a uniform height of 2 inches.  Cut other ground cover to a uniform height of 8 inches.  Prior to cutting, remove all debris.  Cut grass in a manner free of scalping, rutting, uneven, and rough cutting.  Take all precautions necessary to prevent debris or aggregates from being thrown onto adjacent areas.  Trim grass and ground cover areas around trees, shrubs, flower/shrub beds, cultivated areas, poles, walls, sprinkler heads, valves, and other obstructions to match the height and appearance of the surrounding cut.  Remove all 

grass, ground cover, and vines adhering to or protruding through fences or exterior walls.  Disposal includes cuttings and trimmings thrown and blown into adjacent areas.



(2) Edging.  Edge grass and ground cover areas adjacent to walkways, sidewalks, driveways, street edges, curbs, other paved areas, dumpster pads, shrubbery, gardens, and other cultivated areas.  Produce neat, clean lines along the sides of sidewalks and other areas edged.  For grass edging, create a 1/2 inch wide clear 

zone immediately adjacent to the paved surfaces and areas.  Perform edging by mechanical means.  Remove grass, ground cover, and other vegetation that has encroached onto street and other paved surfaces.



(3) Plant/Shrub Pruning.  Prune shrubs, bushes, hedges, and cultivated plants.  Evenly form and balance the shrub, bush, or plant to shape it according to its natural growth habits.  "Box" or "circular" shaping is not acceptable, except with hedges.  Shear or prune hedges, as appropriate, to maintain their established shape and appearance.  Prune hedges to six feet in height except, three feet height at street/driveway intersection, and 6 inches below the window sill in front of windows.  Remove dead, damaged, and diseased branches and leaves.  If the entire shrub is dead, remove the shrub to 6 inches below ground level and fill the hole and other damaged surface with topsoil at no additional cost.  Use caution to prevent damage to underground utilities during excavation work.  Remove grass, weeds, and unsightly non-uniform plants that sprout between and among hedges and shrubbery.  Maintain all decorative shapes cut into existing bushes and shrubs.
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(4) Weeding.  Remove weeds.  Do not use herbicide. 


(5) Trees.  Only 3 banana trees per quarters are allowed.



(6) Holes.  Fill holes and other ground damage with soil.  Level and reseed/resod.



(7) Trim.  Trim palm and leaf-shedding trees to a height less than 10 feet tall.



(8) Raking.  Rake, sweep, or manually remove all debris including, but not limited to, fallen palm fronds and branches, dead vegetation, fallen leaves, seed pods, and trash.
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APPENDIX J

COMMERCIAL QUARTERS CLEANING PROGRAM

1.  General
    a.  Upon vacating quarters, cleaning is the responsibility of the departing residents.  The program established herein authorizes private cleaning companies to operate in MCBH family housing on behalf of the residents, provided the companies are under contract to MWR for this purpose.  However, cleaning agreements with cleaning contractors are private arrangements between residents and contractors. 

    b.  Under this program, responsibility for the quarters rests with the resident until the resident turns over keys to the cleaning contractor, after which the contractor assumes full liability for the quarters and furnishings.  The Family Housing Department will reinstate BAH on the day of the contractor's final inspection, regardless of whether or not the quarters pass the inspection. 

2.  Procedures 


a.  Individuals and companies interested in participating in this program will submit applications to MWR.  MWR will determine whether or not applicants meet all requirements for the program and will award contracts as required and appropriate.  MWR may remove cleaners from the list after two successive unsatisfactory inspections, or for negligence resulting in damage to quarters, complaints from residents, collusion or other unethical business practices, or violation of law or Base order.


b.  MWR will provide current lists of approved cleaners to the Family Housing Department.  The Family Housing Department will provide the lists and cleaning agreement forms to departing residents with no recommendations.


c.  The Provost Marshal's Office, Pass House, will issue a vehicle pass for the contractor at the request of the resident.  The resident will furnish a copy of the cleaning contract upon request.
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d.  The resident is responsible to schedule the pretermination, resident's final, and contractor's final inspections.  Residents should turn over quarters to the contractor after all household goods are removed from the quarters.


e.  Prior to the pretermination inspection, the resident should determine what contractor, if any, will clean their quarters, and encourage the contractor to attend the pretermination inspection.  Contract cleaners must be engaged by written agreement.  


f.  The resident and contractor will be responsible to agree on the condition of the quarters when the resident turns over responsibility.  Delivery of the quarters to the contractor in condition less than that agreed upon in the contract does not relieve the contractor of the obligation to deliver the quarters to the government in accordance with the contract.  No later than the resident's final inspection, the resident will pay MWR the full amount stated in the agreement, which MWR will hold until the quarters pass the final inspection.


g.  The contractor is required to attend the resident's final and the contractor's final inspections.  


h.  Before or during the resident's final inspection, the resident will give the Family Housing Department a copy of the executed contract, with the MWR receipt attached.  During this inspection, the resident will be charged for any damage to the quarters.  Cleaning contractors are not authorized to take responsibility for occupant-caused damage in their contracts.  The resident will turn over the quarters keys to the contractor, at which time the contractor becomes responsible for the quarters.


i.  When a resident uses an approved cleaner under this program, the cleaning contractor, not the resident, is required to stand the final quarters inspection ("contractor's final").  Cleaning standards are in the contract and are the same as those for residents cleaning quarters themselves.  


j.  Should the house fail the contractor's final inspection, the housing inspector will allow more time for correction of deficiencies if possible, or will assess appropriate charges for having the work done by other means.  In no case will the inspector return to the house more than once.  The inspector will sign and 
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annotate the inspection results and charges on the bottom portion of the contract which the contractor will submit to MWR for final 

payment.  If the quarters pass the final inspection, the inspector will annotate it on the report.  The contractor will return the keys to the inspector at the contractor's final inspection.


k.  This program does not prohibit residents from using any other cleaning contractor to clean quarters.  However, only contractors approved by MWR under this program are authorized to accept responsibility for the quarters and stand the final inspection for the resident.   


l.  Residents may solicit competitive bids from any approved cleaners.  Charges are not controlled under this program.  However, residents should use competition and negotiation to obtain a fair rate and to avoid inflating market prices.  Although contractors are not obligated to bid on any particular house, there must be no collusion or agreements between cleaners regarding prices or areas of operation.


m.  Contractors may not solicit door-to-door in person or by distribution of literature, nor by telephone.  Cleaners are encouraged to post business cards at the housing office bulletin board.  Contractors may also advertise in the Hawaii Marine.


n.  The procedures under this program do not apply to residents who use other cleaning companies who are not participants of this program.
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APPENDIX K

Hana Like (Section 802) Housing
1.  General

a.  Hana Like is a 276-unit privately owned housing area aboard MCBH Kaneohe Bay.  The government manages and maintains the units and guarantees the developer 97 per cent occupancy over the 25 year lease period.  


b.  The Hana Like housing manager is responsible to oversee the project and make day-to-day decisions.  The manager will use sound business practices, manage the units to maximize occupancy and comply fully with the Section 802 contract.  


c.  There is no legal or inherent right to rent or occupy Hana Like Housing.    

2.  Applications  


a.  Housing counselors will inform all housing applicants of Hana Like housing, including costs, the requirement for allotments, grade group priorities, and application procedures.  The housing employee receiving a Hana Like application will annotate the date and time the application is received.


b.  The Hana Like manager will maintain applications and waiting lists.  The manager will offer rental units based on priority, then by the date and time the applications are received.  Priorities are as follows:



(1)
Priority 1 - Those in grades E-5 and E-6 otherwise eligible for MCBH family housing (as priority 1 or 2) and with at least 1 year remaining in tour.



(2)
Priority 2 - Those in grades E-7 otherwise eligible for MCBH family housing  (as priority 1 or 2) and with at least 1 year remaining in tour.



(3)
Priority 3 - Those in grades E-4 otherwise eligible for MCBH family housing (as priority 1 or 2) and with at least 1 year remaining in tour.
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(4) Priority 4 - Those in grades E-1 through E-3, otherwise eligible for MCBH family housing (as priority 1 or 2) and with at least 1 year remaining in tour, provided the Navy/Marine Corps Relief Society concurs.



(5)
Priority 5 - Those in grades E-8 and above otherwise eligible for MCBH family housing (as priority 1 or 2) and with at least 1 year remaining in tour.



(6)
Priority 6 - All other accompanied active duty members not eligible for MCBH family housing and accompanied members from other Oahu installations, including Coast Guard members with at least 1 year remaining in tour.



(7)
Priority 7 - All those in the above categories with less than 1 year remaining in tour, and single service members .


c.  Spouses of deployed service members may complete applications at any time but must have a special power-of-attorney to start allotments and execute rental agreements.


d.  The manager will give applicants as much selection as possible from available units, but will manage units to ensure maximum occupancy.  Applicants may wait for specific areas or floor plans without penalty. 


e.  The manager may offer units to families with two or more children when the children are the same sex or are 6 years old or less.  The manager may also offer units to pregnant single members with no other dependents provided the pregnancy is confirmed and the member can meet allotment qualifications.


f.  Families with valid medical requirements for single-story, handicapped accessible units will have priority for "A-type" units.  The Senior Medical Officer, MCBH Kaneohe Bay Branch Clinic must validate the medical need, unless the manager determines EFMP documentation is sufficient to establish medical need (i.e., 

confinement to wheelchair).  Families without special medical requirements already occupying A-type units will not be asked to relocate.

3.  Rental Agreements  


a.  The rental agreement is a legal, binding contract between

the tenants and Hunt Building Corporation (HBC), and prospective 
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tenants should thoroughly understand the agreement before signing.  The Government cannot waive requirements of the contract or the responsibilities of either the tenant or HBC.  Rental agreements are subject to the Hawaii State Tenant-Landlord Code.


b.  The rental agreement will reflect the names of all persons occupying the unit.  The Family Housing Director must approve, in advance, occupancies by non-dependents.  


c.  Units may not be "shared" by families of two or more sponsors.


d.  The process for proper execution of the rental agreement is as follows:



(1) Manager prepares the rental agreement (except for Government and HBC signatures), based on needs of applicant and availability date of unit, and enters prorated maintenance fee for any period prior to the first allotment payment.  The applicant signs the rental agreement, which commits the unit.  The manager schedules the check-in inspection, normally on the first date of tenancy. 



(2) Applicant prepares and submits documentation of allotment to Disbursing (for Marines) or the Personnel Support Detachment (PSD, for Sailors).



(3) Applicant gives manager documentation that Disbursing or PSD has started allotment, and pays first partial month maintenance rent.



(4) Manager signs the rental agreement, returns original to tenant for HBC signature.



(5) Applicant provides allotment documentation to HBC and pays first partial month shelter rent.



(6) HBC signs rental agreement, returns copy of executed agreement to manager.


e.  At check-in, the inspector provides keys to the new tenant.  
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4.  Allotments 



a.  Tenants of Hana Like collect BAH, and are required by the

contract to pay rent and maintenance fees by allotment.  Tenants should submit both unit and maintenance rent as part of the rent payment on BAH applications (per DFAS Kansas City Center msg 021800Z Sep 92). 


b.  Navy members must start two allotments; a "D" allotment for the maintenance fees and an "H" allotment for the payment of the rent (per DFAS Cleveland Center msg 211602Z Oct 92).


c.  Army, Air Force, and Coast Guard members must contact their Finance Officers and start two allotments, one for the unit rent and one for the unit maintenance fee.

5.  Occupancy

a.  All Base orders, including those for guest and pet registration, live-in child care, lawn and energy violations, notice of absence, firearms and parking, apply to tenants of Hana Like.


b.  Fencing of individual yards by tenants is prohibited in Hana Like.


c.  Tenants are responsible for damage of the unit beyond normal fair wear and tear.  Tenant liability is not limited as it is for Government-owned quarters.


d.  Refuse collection, change of occupancy maintenance, and appliance repair are provided under the MCBH housing contracts, and these services are the same as for other MCBH Kaneohe Bay housing.  Because the Section 802 construction contract requires washers and dryers, these appliances will continue to be supplied to Hana Like units using appropriated furnishings funds for replacement and repair.


e.  MCBH Facilities Department responds to service calls for Hana Like. 


f.  Hana Like tenants may use the Self Help store.
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6.  Vacate Procedures

a.  As a provision of the rental agreement, tenants must provide written 28 day notice of intent to vacate, regardless of

the reason for vacating.  This applies even when a rental agreement would normally expire on that date.  Tenants may request early termination of a rental agreement before the expiration of the lease when in receipt of permanent change of station (PCS), end of active service (EAS), or retirement orders.  If a tenant wishes to vacate for any other reason, the tenant must submit a written request with a full justification to the manager, who will consult with HBC.    


b.  Upon receiving a notice of intent to vacate, or approving a request for early termination, the manager will schedule a pretermination and final inspection and will give the tenant a copy of the cleaning standards. 


c.  At the pretermination inspection, the inspector will identify to the tenant any damage the tenant is responsible to correct.  The inspector will point out and discuss cleaning requirements (including lawn work), and identify all other maintenance and repair work for the change of occupancy. 


d.  The inspector will order change of occupancy maintenance and full cleaning which is paid from the maintenance account.  Tenants will be required to perform minimal cleaning.


e.  At the final inspection, the inspector will identify any uncorrected tenant caused damage and will inspect for cleanliness.  The inspector will report deficiencies to the tenant and to the manager for charges.  The manager will collect for damages by cashiers check, money order, cash collection voucher, pay checkage or retention of excess maintenance fees.  The manager will inform 

HBC of the termination so that excess rent can be returned to the tenant.  


f.  If a tenant fails to give 28 days notice, the tenant will continue to be liable for rent as stated in the rental agreement and the Hawaii State Tenant-Landlord Code.

7.  Change in Family Status.  Tenants who are separated, divorced, or whose family ceases to reside in the unit will not be required 

to vacate immediately for that reason.  However, if the sponsor (or family) ceases to reside in the unit, the sponsor (or family) may
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remain in the unit only if the sponsor keeps the allotment active, and only until the current rental agreement expires.  If any tenant

violates Base policy, or if the Commanding General determines that

continued residence in Hana Like is not in the best interest of the Base, the Commanding General or designee may direct that the tenant(s) vacate prior to the expiration of the rental agreement.

8.  Detachment or Separation from Active Duty.  Tenants will not be required to vacate Hana Like if reassigned to another duty station on Oahu, provided the tenant continues to meet all the obligations under the rental agreement.  If a member is retired or otherwise separated from the service, the manager will require that the tenant vacate, even if the rental agreement must be terminated early.  

9.  Eviction.  The Base Inspector, acting on behalf of the Commanding General, has full authority to evict tenants from Hana Like housing.  

10.  The Contract 


a.  The contract (U.S. Army Corps of Engineers DACA83-91-C-0032) is the primary source of information concerning Hana Like.


b.  The rent paid to HBC has three components: the shelter rent, which escalates at 3 percent annually; the insurance component, which is intended to offset increases or decreases in HBC's insurance expenses for the prior year; and a trustee fee.  In concert with the contracting officer, the housing manager will verify and coordinate approval of annual adjustments in the insurance component of the rent amount in accordance with 

Modification P00003 of the contract, and will validate the 3 percent shelter rent increase in accordance with Article IV of Section VI (Occupancy Guarantee).


c.  The housing manager will monitor occupancy to ensure it remains above 97 percent at all times, and as close to 100 percent as possible, giving a minimum reasonable amount of time for change of occupancy maintenance.  

11.  Operations Funding.  The manager, with the assistance of the accounting assistant, will prepare a 3 year budget for management, furnishings, services, and utilities as separate input to the MCBH housing budget.  The manager and accounting technician will track 
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all funding and expenditures for Hana Like separately from those for the MCBH-owned housing inventory.

12.  Maintenance and Repair

a.  The manager will develop, update and execute the short and long range maintenance and repair plan based on anticipated requirements, the current maintenance fund balance, and projected income.


b.  The maintenance fund is a dedicated source of funding for Hana Like maintenance and repair, and will not be used for expenses normally funded by other budget programs.


c.  The manager will perform monthly reconciliations of the maintenance fund.


d.  On an annual basis, the manager will assess the status of the maintenance fund and recommend adjustments to the maintenance fee.  The Commanding General has authority to approve such adjustments.  Once approved, the manager will notify all affected parties at least 60 days in advance and will coordinate with Disbursing, PSDs, and the tenants to effect a smooth change in allotments.

13.  Occupancy Guarantee  


a.  The manager will monitor occupancy daily and will report the occupancy rate to the Family Housing Director each week.


b.  Should the developer submit a request for payment under the occupancy guarantee, the manager will evaluate the request and compare the developer's occupancy data to the manager's records.  Should the manager's records show that the occupancy for the period stated did fall below 97 percent, the manager will verify that the developer used the procedures (including the occupancy guarantee formula) in the contract.  The manager will provide a formal evaluation report, with a recommendation, to the contracting officer via the Family Housing Director.
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